Nz
InLoox (%&

InLoox PM 7

User Manual

Published: July 2013
Copyright: © 2013 InLoox GmbH.
You can find up-to-date information at http:/www.inloox.com




InLoox ,‘(\

Contents
SUPPOIT N CONTACT ...ttt r e st e s e e ane e e sre e e s nn e e sare e e aneeesneesrneens 6
Contact the INLOOX PIM SUPPOIT ...ttt ettt st st e et e s s be e e saee e smbe e e enneesabeeenneaans 6
[ EoTa o L= (ot =T o (o] LTS PR PR 6
o g 4TSSz Lo =T P PP PU PP PPPPPPPPRPPPRION 8
RAtE INLOOX PIM ...ttt ettt e e st e st e e e amn e e sne e e nn e e snn e e e ann e e nnreenarees 9
RecomMmMENd INLOOX PIM ...ttt et e st e e e ab e e e e aane e e e e annn e e e s anneeas 10
Getting started With INLOOX PM ...ttt 10
a1l el oTe] gV WeTo] | o= 1 (PP PPR PP PPP 12
Work with the INLOOX PM RIDDON ......eeiiiiee e 12
Work with the INLOOX PM TOOIDAL ........eeeeiieee e e 14
(T[T o2 1 PRSP 15
(O (=T L LI W o] (0] =T OO P PR 15
General features and printing of the Project list........coo e 16
General features and printing of the project list in InLoox PM for Outlook 2003/2007.........c.ccccvercveennen. 19
BIAIS VIBW ..o e e b e e e e b et et e b e e e et b e et e e e ne e e e e e nn e e e e nneeas 21
AQJUST T8 DAIS VIEW ...ttt e s n e s e e n e e nnr e e s ne e saneesneas 21
LCTgoT0 ol o] (o] =11 3RS 24
Search and fiNd PrOJECES .....eu i 25
(07070} V= Ty Lo le (=1 1= (ol o] o] [=To) SRS 26
Copy and delete projects in OUtIOOK 2003/2007 .......cocvierreerireeeiree e e e e e esreas 27
View, restore, or delete projects in the recycle projects VIEW.........coooiieiiiiiieie e 28
Y =T aF=To =T o o= o PP PP PTOTRR PRSP 29
Assign a project NamMe and NUMDET ..........ooi e anree e 29
AdjUSE the PrOJECT NUMDET ...ttt e e st e e e e s anr e e e e sanre e e e sanrneeeaas 29
Change the NUMDBET fOrM@L........ooiii e e 32
Assign a division, CUSTOMEr @nd CAIEOIY .....ouuriii it e e e e e e s anreee e 33
Adjust the diVISION STTUCTUIE ..o e 34
Create and Manage @ CUSTOMIET ... .uii ittt ettt ettt et e e bt e e st e e e be e e sare s sbeeesabeeenreas 35
Adjust the CUSIOMET NUMDET ...t e e e s ne e nne e 36
Y =Yg Te [l er= N (=T [ (=T TP TSP PPPPPOPI 39
Add Project team MEMDENS .......coiiiiiie e et e e ane e e sne e nnne e 40
Add @ STALUS AN GATE......eeeiiiiieii et e et e e e s s e e e e sanb e e e e e anbe e e e aanre e e e sanrneeeaa 41
Change the ProjeCt STATUS........eiieee e e 41
Create and Change COMMIEBNES ......coiiiiiiiii ettt e bt sae e et e e e raee e sbe e e be e e sare s sbeeesaneaeneeas 42
Add other project iNfOrMALION .........ooi e 44
YT aTo I g 0= oL T PP PP PP PP PP 45
WOrK With the MiINA MEaP ..cooeeeeeeee e e e e e eb e e e b e e e s nee e e e eanee 45



InLoox x\

(O] (=T I W aalTaTe W o aF- T o TSR 47
Create and €dit @ NOGAE ... .oie it r e s e e 47
Add resoUrCces 10 The NOAE ........ooiiiiiii e e et e e e sanr e e e e s anrneeeeas 49
Add docUMENES 10 the NOTE.......coiiiiiie e e e e e 50
Import @ MiNd MaAP tEMPIATE .....eeei e e s e e e e s anre e e e saneeeeeaa 51
Save a MiNd MapP tEMPIALE .......oo e 52

Manage mind map templates 53

Copy a mind map 10 the PIaNNING .......cooiiii e 53
d = U] 011 o o TP PPP TR PPPTI 54
Work With the PlanninNg .....eeeeeeeeee e 54
Work With the Gantt Chart ..........ooeee e e 58
Create Planning ElEMENTS ... ..o ettt sttt e e e st e e sbe e e rbe e e sare e sbeeesabeaeneeas 60
Create and edit @n ACHVILY .....c.eiieiiieee e 60
Create and edit @ MIIESTONE ....coouiiiiii ettt b e et e e s be e e aaee e sbeeeneeea 63
Create and edit @ SUMMArY ACHVILY.....ccoouiiiiii e 65
Create dependencies between planning elements..........oouiiiiiiiii e 67
Backward SCREAUIING ......eeeiiei et e e s nans 70
RESOUICES ...ttt e ettt e e et e e et et e e e s et e e e s b et e e e n b et e e e n b e e e e e anbe e e e e annr e e e e aanreas 71
Fa Vo [0 £ U o= PRSP 71
ASSIGN SKIllS 10 FESOUITES ....eeieeeiie ettt e e e e e s e e e e ab e e e e e anbe e e e eannreeeeannee 73
Call UP @Nd MANAJE FESOUICES .....eeeiureeireiesireeeteeessreesre e e sse e e s e e sare e e sar e e sare e e aneeesareeessneesreesanneenreeennneens 74

J Yo (o o (o eTN ] 0 T=T 0] £ SO P PP PPPPPPTRPPPPRN 75
ShowW the CHEICAI PALN.....coeeee e e 76
Set a WOK tiMe CAlENAAN ........eieee e e e 77
S T=T 0o =)o ) 1 ST 78
Planning teMPIAES .........eee e e e 79
Import @ planning tEMPIALE ........oiiiiiiiie e e s e e e e e 79
Save a planning teMPIALE ........coo i e 80
Manage planning teMPIAES ........cooi i 81
Customize a notification tEMPIALE .......cooceiiie e e 82
Customize Notification fIEldS ..........ooiiiiiii et 83
Customize NOLfICAtION TYPES ....ee i 84
€0 8= o] = Ul 11 o o TP PPPPPOTI 86
LI T= TR (=T U] T TSRS 86
WOrk With the time traCKing ....coooo e e e 86
Create and edit @ time traCking NI ........oo i 89
D ToTo1U ] g T=T | <O TRPPOTTOURTORR 91
WOrk With the dOCUMENT [IST.....ccoi e e e 91
Create and change the document folder path ..o 94



InLoox x\

(O] (=T | I TT0 o] {01 [o [T RS 97
Create and edit @ DOCUMENT ........eiiiiii et e s e e re e e s e e san e e e naneeeareas 98
Cleaning the doCUMENT ISt .......oouiiiiii et e e sar e e be e e sane e 100
T8 [ 1= < PPV 101
WOrk With the DUAGEL TIST ..... .o e 101
Work with the budget POSItIONS lIST......ccoiiiiei e e 103
Create and edit @ DUAQET ..ottt sab e e s be e e raee e sbe e e 105
Create and edit @ BUAGEt POSITION. ......coiiiiiiee e 107
Manage the DUAGET STALUS ......oueeiiiiiiie e e e e e e e 110
GENEIALE AN INVOICE. .. . et itiie ittt e e an e e s e e n e e snn e e s ane e e sar e e s re e e anneenreeennneennne 111
Manage budget documents for temMPIates .........ooviiiiiiiiie e 112
Manage budget positions fOr teMPIALES .......cooiiiiiii e 113
Load a budget teMPIALE ........eviiie e e 114
Save a budGet TEMPIALE ... ..oo ittt b e e et e e be e e anee e snee e 115
BUOGEE OVEIVIEW ...ttt et et e e n et e st e e s e e ane e e s ne e e ne e e anreesaneeenaneenareas 116
Display the DUAGET OVEIVIEW.........coi e e e e 116
What do the fields and chart types of the budget overview mean?.........cccocvvriieriie e 118
New features iN INLOOX PIM 7 ... ettt e s e e e aabr e e e s anneeeean 124
(DT=TS oo I=Ta ol eTo] 1 41 o] o SU PR PR OPRR PRSPPI 124
(g F= U] 1 oo TP PP PP PP 125
Project COMMUNICALION ..ot s e s eenanee s 132
BT (=T o TP PRSP PP 134
D To o1 0] g g T=T o1 =T J PRSPPI 135
= TU T [ 1= £ PRSPPI 136
RT=T o o] 4 1= ST TP P PP PUPUPRTPPPPTIOE 137
(O (=T L LI W = oo o SO PR TP 137
(TR (=T oTo] o F= = NPT PP PP PP 138
Manage the SAVEA FEPOIS .....cciurieiiie et e et sn e s ne e e ser e e sre e e anreesreeennneens 139
Manage the report tEMPIALES. .......coo i e 141
Work With the repOrt AESIGNET ........oo i 142
Types Of rePOrt tEMPIATES ... e e e e e e e neeas 143
L= TSRO PP ROPRRTPR 144
WOTK WIth TIMEIINE....coe e e s rn e e e sn e e e e s br e e e e sanreeeesanreeeeaas 144
D= TS] gl oo T= T R 1= PP OTRPRP 145
Adjust the dashDOArA VIEW ........cooouiiiiiiiie e e e e e e e s anne s 145
LA Ao o 1= Y o 1= PP PP PR 146
TIME TrACKING VW, ettt e e e n e sar e e s n e e e ame e e sne e e s mn e e s nn e e e anneesneeenneeas 147
Adjust the tiMe traCKiNg VIEW ......ccoueiiiiiiiie ettt e et e e e s e e e e annn e e e e anneeas 147
(O T L LI W =100 1T L= PP P PSP 149



InLoox ,‘(\

Record personal time efforts with the Stop WatCh..........cooiiiiii e 150
PrOJECT ArCRIVE. ...t nreas 151
F o (o a1 == o] (o) =] PSP TP UTPPPRPP 151
AdJUST The @rChIVE VIEW ...t e s n e nne e snne e 151
INLOOX PIM CONTACTS ...ttt e s st e e e bt e e e e b e e e e s ennee e e e enreeeeaanee 154
Activate the contact ManageMENt .........ooiii i 154
PV (o I eTo] | 7= 1] ST PP O PP UTPPPOPP 155
AUhOriZe INLOOX PM CONEACTS .......eiiiiiieiiee et en e s e snne e 157
Add, manage or delete an address DOOK.........o i 158
AdJUST the CONTACT VIBW ... s e s e enne e 159
L o o= Lo €= o =T PRSP UPTTOPRP PRI 161
Display and process WOIrK PACKAGES .....ceiuuuiiiiiiiiie ettt s s enne e e e 161
Manage the WOrk PACKAGE VIEW .......couiiiiiieiiiiere et e e nne e 164
Set up the work package refresh INTErVal ...........ooo i e 167
TSI 0 U o= PP 167
WOPK WItN FESOUICES ...ttt e e a e e e s aab et e e e anb et e e snb e e e e snbe e e e snrneeesanreeeeaas 167
Change the colour scheme Of the rESOUICES...........uiv i 170
Work with the Workload diagram .........c..eeoiiiiii e s e e s ee e 170
Interaction between InLoox PM and Outlook elements ...........ccooiieeieiiie e 172
Quick access panels for tasks and CalENTA ...........oiiiiiiiie e 172
Quick access panel for CONTACES .........uuiiiiiiie e e 174
Quick access panel for E-MallS ..........oooiiiiiiiii e 175
Customize email tEMPIALES ......ooiiiiiee e e e 176
Add Outlook elements 10 INLOOX PM ...t 177
OV (o] o TP4= - UaTo et a1 o [V 1 (= OSSR 180
Change the [aNQUAGE .....ocueie et e s n e s e e s ne e nnn e 180
Generate PErsONAlIZEA VIEWS ........cooiiiiiiiiiiii ittt ettt et et e e be e st e e e eae e e sabe e ebe e e raeeeebeeesaneeenee 181
Create CUSIOM fIEIAS .. ..ot e e s re e e e s ne e e 183
Customize the INLooX PM [aNQUAQJE fIlES ......coiuiiiiiiieee ettt 184
Generate and €It GrOUPS ....c.veiiiieie ettt e e e 185
Open the INLOOX PM OPHIONS «..coieiieiie ettt ettt e ebe e e st e e ebe e e sase e enee e saneeenee 187
Open the InLoox PM options in Outlook 2003/2007 ........c.ceeeireeiimeeriee e 187
Work offline With INLOOX PIM ... et e et e e s e e s anreee e 188
INSTAII INLOOX PIM ...ttt s e et ss e s n et e s e e n e e e amn e e s ane e e nnneenareas 188
TaEs e= 1 N ] o T ) gl d 1Y PO PT PP ORI 188
Request support for the INLoox PM installation............ooee e 189
SECUIMLY @NA PIIVACY ...ttt ettt et e s e e me e e s re e e ne e e an e e s ne e e sareesane e e anreenneeennneennes 189
SEE UP PEIMIUSSIONS ...ttt ettt et ea et e s bt e e aae e e eabe e e bee e aabe e e bt e e sabeeenbeeeanseeebeeesnneennee 189
LISt Of PEIMMISSIONS ...ttt e s an et e s e e sr e e e ene e e sneeenreeas 192



InLoox X{

Create an INLOOX PM @CCOUNT ... ..oiiiiieiie ettt ettt e sbe e st e bt e e sae e e s bt e e saeeesabe e e aneeesneeenns 196
LOG 0N @S INLOOX PIM USET ..ottt sttt esne e nn e smr e e e nnn e e nanee s 198
Select a suitable system for data STOrage........oouii i e 199
BaCK UP ProJECE Aata.......oeeiieiiiiie it 199
Lock a project / Clean Up ProjeCt IOCKS.......couiiii ittt see s 200
Legal NotiCeS and @grEEMENTES ......cveii et 201
(070703 1o 1 SFTUSPRTTUPTPR 201
License Terms of InLoox GmbH / End-User License Agreement (EULA) ......cceeeiiiiiiiniee i, 201
206

101 ooy @l 2V W Tol=Y a E TR (=T 0 E N



InLoox ,‘({

Support and contact

Contact the InLoox PM support

Thank you for choosing InLoox PM - the Project Management Software integrated in Microsoft
Outlook and the Web!

Microsoft Outlook is a highly sophisticated product which is constantly under development. With ongoing
Office and security updates, Exchange Server service packs and new versions of Windows, there is a
wide range of supported platforms for InLoox.

As a customer of InLoox, your are entitled to benefit from InLoox' direct service and support.

NOTE Please have your customer number to hand.
InLoox GmbH
Address: KantstraBe 2, D-80807 Munich, Germany

Internet: www.inloox.com

E-Mail: info@inloox.com

Phone: +49 (89) 358 99 88 22

Fax: +49 (0)89 358 99 88 - 99

Our contact our office in the USA

InLoox, Inc.

Address: One Embarcadero Center, Suite 1060
E-Mail: office.sf@inloox.com

Phone: (415) 445.4660

Fax: (415)335.4022
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Handle exceptions

There are certain rare configurations that can cause an unpredictable behavior of the software. To cater
for this we have developed a special message dialog box which permits a more accurate examination of
the problem. If such an exception occurs in your installation, there are various ways to inform us about it.
These options are described below.

1. The InLoox PM dialog box for exception handling is displayed:

[ InLoox PM
-\?E An exceplion oocurmed

source  Inkoox
Message Object reference not set to an instance of an object.

| D;:taiis Email r-:pcrll _- Continue ]

2. This dialog box allows our developers to localize an unpredicted condition more precisely and
make future versions of InLoox more stable. Click Details in the dialog box.

[ EnLoox PM —
;t_;!:. An exceplion oocumed

Source InLoox

Message Object reference not set to an instance of an object.

Application version: 7.0.0 a
Target site: Void SecureRibbanMenu()

Stack Trace:

&t [Qmedialab, InLooxAddIn. Views. ProjectActionlserControl. SecureRibbonMenu()

at IQmedalab, Inl coxAddin. Views.ProjactActionliserControl. 4 (Object sender,
EventAngs €)

at Janus, Windows. GridEX. GridEX., OnSelectionChanged(EventArgs e)

at Jarus. Windows. GridEX. GridEX. s(Int32 )

at Jars, Windows. GrideX. GridExSelectedtemCollection, Add(Int32 position])

at IQmedalab, Common, Windows. Controls. 1QGridView . SeleciFirs tflow () -

Details Email r:pnrt| ( Continue ]

3. All the exception data that the system has compiled are displayed.
4. Click the button Send report by email to send us the error via your email program. This mail
does not contain any personalized information or database contents, except your sender email

address. This allows our technical staff to contact you directly and to solve the exception in direct
collaboration with you.

This information is sent to our technical staff:
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Subject: InLoox Exception 7.0.0 (Object reference not set to an instance of an object.)

Message: Object reference not set to an instance of an object.
Source: InLoox

Application version: 7.0.0
Target site: Void SecureRibbonMenuf()

ktack Trace:
at

I0medialab.InLooxaddin.Views. ProjectActionUserControl.SecureRibbonMenul )
at I0medialab.inLooxAddin.Views.ProjectActionUserControl.q (Object sender,

T You can, of course, also contact our support directly in the usual way. Please make sure to have the
contents of the exception dialog box to hand. For more information on how to contact the InLoox support
team, please see Contact the InLoox PM support.

Error messages

Below, you find a list of InLoox PM error messages and proposed solutions.

If you cannot solve the problem on your own, please do not hesitate to contact our support service, who
can be reached online at http://www.inloox.com/support/

Article content

Errors in connection with the database

Errors in connection with licenses

Errors in connection with reports

Errors in connection with the database

[Error message |Solution |
Check that the network is accessible.

Error: The InLoox PM database is not e Check whether the offline configuration, if there is

available. any, is correct.

Error on establishing link with the server... e Contact your system administrator.
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You are using InLoox PM client version X.X.
The InL PM ionis Y.Y.

© In-00x database version is The InLoox PM client version being used does not match
the database version on the server. Please update the

Please ensure that you are using the InLoox PM client.

appropriate version of the product or contact
your system administrator.

Errors in connection with licenses

[Error message [Solution

The I|cen_se code input does not tally The license code you have put in is for an earlier or later version of
with version of InLoox PM being InLoox PM

used. '

A licencing error has occurred. . . . .
Please check the licence key or refer The license key you have put in is not valid for the installed

to your system administrator version of InLoox PM. Please request a valid license key.

gg:nr?:;m:? ﬂulgnr?gtr o;;:;lﬁ)r;(test:as Your InLoox PM installation is licensed for a specific number of
use InLoox PM P workstations. This number has been exceeded. Please obtain a

Please check the licence key or refer supplemgntary license for the required number of additional
L workstations.
to your system administrator.

TF For more information on InLoox PM licensing, please see Read the InLoox PM license terms.

Errors in connection with reports

[Error message |Solution

The report template contains an
error. An expression used in the

template is incorrect Please check the report template with the help of the help
P X documentation for the InLoox PM report designer.
Please correct the report
template.
The report contains no data. The report template is empty. Please update the template. For more

Empty reports cannot be created. |[information, please see the chapter Manage report templates and the
Please edit the report template. | help documentation for the InLoox PM report designer.

No printer is installed. A printer must be installed to put out a report. Please install the driver
Please install a printer to output ||needed by your printer. For more information, please have a look at
reports. the user manual for your printer.

Rate InLoox PM

1. On the InLoox PM tab, in the Extras group, click the Arrow ~below Help.
NOTE |n Outlook 2003/2007, click the Arrow -in the InLoox PM Toolbar.
Choose Rate InLoox PM from the drop-down list.

In the opened dialog box, set up the number of stars by clicking on them.
In the Comment box write a comment, if you like to.

PO
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5. Click OK.
The feedback now is sent directly to the InLoox PM product development.

Recommend InLoox PM

Would you like to recommend InLoox PM to you partners, suppliers or friends? Therefore, you can use the
Recommend InLoox dialog box.

1. On the InLoox PM tab, in the Extras group, click the Arrow ~below Help.

NOTE |n Outlook 2003/2007, click the Arrow ~in the InLoox PM Toolbar.

Choose Recommend InLoox PM from the drop-down list.

On the Recommend InLoox PM dialog box, click Add.

On the Choose Resource dialog box, choose the contacts from your Outlook or InLoox PM
address book you want to recommend InLoox PM to.

Usually, you will be offered a standardized text. You can change this text.

Click OK.

InLoox PM will be recommended via email.

PObD
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Getting started with InLoox PM

Welcome to InLoox PM! Here, you can learn how to start your first project with InLoox PM.

1. First, open Microsoft Outlook from Start, Programs ...

l Tasks
07 Microsoft Outiook 2010 o
— 33 New E-mail Message
}'f“] Microsoft Excel 2010 T8 New Appointment
q _ﬁ New Meeting
.Pr. Microsoft PowerPoint 2010 §3 New Contact
o) New Task

W‘] Microsoft Word 2010
Ll

>
N / Paint »

. Connect to a Projector

'I Calculator

Getting Started ¥

Sticky Notes

\ 3$ Smppung Tool

s‘ Windows Fax and Scan

» Al Programs

10
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... or from your taskbar

2. InLoox PM is integrated directly into Microsoft Outlook and is always available with one click.

Open InLoox PM by clicking the InLoox PM tab in the Outlook Ribbon.

3. Then, click Projects in the Common group on the InLoox PM Ribbon.

4. Click New Project in the New group to enter the basic data for your first project with InLoox.

5. Complete the displayed Management form with your project data.

11
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Ribbon/Toolbar

Work with the InLoox PM Ribbon

Click the InLoox PM tab in Outlook to display the InLoox PM Ribbon.The InLoox PM Ribbon is designed
to help you to quickly find the commands and views you need to handle your projects. Commands are
organized in a way that you can quickly switch between different views and features.

12
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Home Send [ Receive Folder View

: - - - - - 3 i ] ~ - "

p J % — R e i [ | y | o -

; L= s i L |
X0 4| W =0 4 QUM L0 U 26 @
Projects Recent Addto Projectlist Dashboard Timeline Time Resources Contacts Archive More | Reports | Stop Hide Log Regide Hel
Projects = Project Tracking Views = = Watch Workpackage List onas Prajects -

Camman WIS Repaorts Extras

On the InLoox PM Ribbon you will find the following commands and views:

¢ Recent projects displays a list of the projects you opened recently, organized by the project
numbers. InLoox PM saves ten projects maximum in this view. Click one item to open a project.
e Add to project Add Outlook elements such as emails. tasks or calendar entries to a project.

TP More information can be found under Add Outlook elements to InLoox PM.

Projectlist switches to the project list overview in the InLoox PM folder. This folder is comparable
with an email, calendar, or task folder of Outlook. The InLoox PM folder can be located on the
network server or on your own hard disk, depending on the installed version.

TI® More information can be found under the category Project list.
e Dashboard The Dashboard view shows selected basic data all of your projects.

TI®More information can be found under the category Dashboard view.
e Timeline During the planning of multiple projects that run parallely, InLoox PM supports you with
the timeline view.

TP You can also adjust the timeline view according to your individual requirements. More
information can be found under the category Timeline view.

e Time tracking This view shows an overview of all project working times system-wide which you
are allowed to access.

TP More information can be found under the Time tracking view.

¢ Resources The visual resource overview displays the resource capability and work load. It
integrates both project work packages from InLoox PM and appointments from the Microsoft
Exchange free/busy service.

TF More information can be found under the category Resources.

e Contacts InLoox PM contacts contain information such as emails addresses, postal addresses
or different telephone numbers of the team members even if they are not available as an Outlook
or Exchange contacts.

TF More information can be found under the category InLoox PM contacts.
e Archive This overview shows you all archived projects.

TF More information can be found under the category Project archive.

e More views Here, you find a list of different views of the project list. You can also save new
views or manage the existing ones. Choose whether you want to make it visible for all users or
only for yourself.

TF More information can be found under Search and find projects.

¢ Reports With the push of a button, the report designer issues reports such as project summaries,
budget lists, expense reports and plan/actual comparisons in a variety of file formats like Microsoft
Excel, Microsoft Word, HTML, PDF and many more. You can customize your personal report by
data filtering.

TF More information can be found under the category Reports.

e Stop watch InLoox provides you with this feature to record simply all your working times that you
spend on project workpackages. Start the stop watch when you start to work on a project-related
task. When you are done, you can stop the stop watch and post the working time effort directly to
the respective project.

TIF More information can be found under Record personal time efforts with the stop watch.

13
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e Show workpackage list displays your personal work package overview. All open workpackages
are generated from the project plan.

TIF More information can be found under category Workpackages.

e Logonas InLoox PM enables the external project partners, which don't have Windows user
account in the corporate network, to logon to InLoox PM. As an InLoox PM user, you can choose
between Windows and InLoox Authentication.

T More information can be found under Create an InLoox PM account and Log on as InLoox
PM user.

¢ Recycle projects The recycle bin contains an overview of the deleted projects. When you delete
the projects from the project list, the projects are placed in the recycle bin.

TIF More information can be found under View, restore, or delete projects in the recycle projects
view.

e Help Click Help to get help information and find useful topics on how to manage and optimize
InLoox PM. The InLoox PM help provides you with further information and tips on how to edit
projects. You can either browse or search for help topics and index entries by using the InLoox
PM help navigation pane.

Work with the InLoox PM Toolbar

In Outlook 2003/2007, you find the InLoox PM Toolbar. The InLoox PM Toolbar is always accessible and
provides the following commands:

Inleox Tealbar

ojInLoox Folder  Recent Projecte = | Projects - ) . Reports= Teols= 1+

¢ InLoox PM Folder switches to the InLoox PM projectlist in the InLoox PM folder. The InLoox PM
folder is comparable with an email, calendar or task folder. The InLoox PM folder can be located
on the network server or on your own hard disk, depending on the installed version.

P More information can be found under the category Project list.
¢ Recent projects displays the list of the projects you recently opened, organized by numbers.
InLoox PM saves a maximum of ten projects in this view. Click one item to open the related
project.
e Current View provides you with a list of different views of the project list. You can also save new
views or manage the existing ones. Choose whether you want to make it visible for all users or
only for yourself.

TI® More information can be found under Generate personalized views.
e Add to project Add Outlook elements such as emails. tasks or calendar entries to a project.

" More information can be found under Add Outlook elements to InLoox PM.
e Reports The report designer issues reports such as project summaries, budget lists, expense
reports and plan/actual comparisons in a variety of file formats like Microsoft Excel, Microsoft
Word, HTML, PDF and many more. You can customize your personal report by data filtering.

TP More information can be found under the category Reports.
e Tools provides you with the following additional features:

o Resource overview The visual resource overview displays the resource capability and
work load. It integrates both project work packages from InLoox PM and appointments
from the Microsoft Exchange free/busy service.

TI® More information can be found under the category Resource overview.
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o Language InLoox PM is multilingual. Choose between different languages in the list.

' More information can be found under Change the language.
o Logon as InLoox PM enables external project partners, who do not have a Windows
user account in the corporate network, to logon to InLoox PM. As an InLoox PM user, you
can choose between Windows and InLoox PM Authentication.

P More information can be found under Create an InLoox PM account and Log on as
InLoox PM user.
o Recycle projects The recycle bin contains the overview of the deleted projects. When
you delete a project from the project list, the projects are placed in the recycle bin.

P More information can be found under View, restore, or delete projects in the recycle
projects view.
o Backup database With this feature, you can back up the database to protect your
project information against data loss.

T More information can be found under Backup the project data.
o InLoox PM Options With the InLoox PM options, you can customize the settings and
features for displaying, administrating and editing projects.

¢ You can find the following buttons in this list under 1% : InLoox PM help, InLoox PM online,
Make a suggestion, Recommend InLoox PM, Rate InLoox PM, Report a bug and About
InLoox PM.

Project list

Create a project

1. Click Projects on the Outlook Ribbon to switch to the list of all available projects in InLoox PM.

Project name |N..mbtr |Manager J-Cust-:lmernan'e
LYW Sales Represent 20090001 Rita Keyer SAPT Ltd.
_Trmumwmiﬂltammrﬁnwuﬂ
Resource Collection 2009-0004 Rita Meyer Intern

Media Consulting 20090010 Gordon Newman  Glog plc

Product Releass 2009-0012 Rita Keyer Phoneide Ltd.

NOTE In Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar.
2. Click New Project or double-click on an empty field in the project list.

Keyboard shortcut Press F2 in the project list to create a new project in InLoox PM.
3. Enter a project name and further information on the project.

As a creator, you will automatically be added as project manager.

% The customer list contains the preselection of all companies that participate in an InLoox PM
project. For more information see Assign a division, customer and category.

4. Inthe project, on the Start tab, click Save and Close after you entered all required information.
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General features and printing of the project list

The InLoox PM project list provides you with various features that make project editing easier and faster.
As a standard, you can see only those projects in the project list that are accessible for you.

Article content

Important features of the InLoox PM Ribbon

Project list features

Print in the project list

Important features of the InLoox PM Ribbon

X

Projects
Click Projects on the Outlook Ribbon to switch to the InLoox PM project list. You will find the
following features on the tab Start, in the InLoox PM Ribbon:

Senden/Empfangen Crrdner Ansicht Inloox PM

X P K| Y oew B | WD T S | -
Mew Hew Mew | Delete | Open E‘“‘-‘asre Archive | Categorize | Change || wst | Bars | €% Refresh | Reports
Project Msil  Mem - Praject project(s) = Status « -

Hew Delete Actions Categories | Status Wiew Types | Current View| Reports

e Create a new project Click New Project in the New group to start a new project in InLoox PM.
¢ Delete project Remove the selected project with a click of the Delete button.

TF For more information see Copy and delete projects.

e Copy, paste and archive a project These buttons are in the Actions group. Move a marked
project via Archive to the InLoox PM archive.

TP For more information see the category Project archive.

e Categorize a project In order to assign a category to one project (e.g. circular project or new
business), click Categorize in the Categories group and choose one category in the context
menu.

TIPS

. For more information see How to add further information in the status / date area.
e You can save or edit a new project status type in the InLoox PM options. See Change the
project status for more information.
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Change status You can also change the status or the degree of completion of the selected
project in the project list. Click Change Status and choose from the list the respective status, e.g.
started or completed.

TIPS

. For more information see How to add further information in the status / date area.

e You can save or edit a new project status type in the InLoox PM options. See Change the
project status for more information.

Change view types Choose between List and Bars view in the View Types group. The list view
displays a real-time project information. With the bars view you have a timeline view to better
coordinate multiple projects running parallel.

T For more information see the Bars view.

RefreshRefreshCurrent ViewReports You can Create Reports or view the Saved Reports in
the project list by clicking Reports.

TF See Create a report and Manage the saved reports for more information.

Project list features

The following features can be found in the project list:

Open a project Double-click on an empty space in the project list or right-click there to open the
context menu and choose New Project... from the list.

Create a new project Double-click on an empty space in the project list or right-click there to
open the context menu and choose New Project... from the list.

TF For more information see Create a project.

Find quickly projects with the same initial letters Press the respective letter on your keyboard
and switch to another project with the same initial letters in the name.Features in the context
menu

Features in the context menu

The context menu provides you with almost all basic features that are also available on the InLoox
Ribbon, such as New Project..., Open Project..., Delete Project, Archive Project, Refresh,
Copy and Paste. It has also such features as Expand and Collapse All Groups, Show Filter.
Right-click on one of the projects in the project list to open the context menu.
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% New Project... F2
& Open Project...
2 Delete Project  Del
a0 Archive Project
£  Refresh F4
Copy CTRL+C
aste T
ollapse All Groups
Show Filter

E; Choose Fields

e Choose Fields Choose Fields CustomerReset the fields via Drag&Drop back into the dialog
box.

o Onthe Choose Fields dialog box, click one field, e.g. Customer, and drag it into the column
headers.
o Reset the fields via Drag&Drop back into the dialog box.

TF For more information see Create a view.
Information rules in the project list

e The completed or cancelled projects are struck through and marked grey in the project list.
e The critical projects are marked with a red point.

Keyboard shortcut
e F2 Create a new project.
e F4 Refresh the project list.
e CTRG+P Print the project list.
e CTRG+C Copy a project into the clipboard.
[ )

CTRG+V Paste a project from the clipboard to the project list.
Print in the project list

You can also print the project list. The procedure for printing is the same for dashboard, timeline, time
tracking, contacts as well as for project pages - all printing settings and features can be found in the dialog
box Print. Select the required settings and options in this box.

1. On the Start tab, in the InLoox PM Ribbon, click Print in the Current View group. The Print
dialog box will be displayed.
2. Do one of the following:
o Click Settings under Choose a printer to change paper size, output format or other
settings.
o If you want to specify individual pages or sets of pages to be printed, choose the required
options in the Page area. Then click Apply.
3. Click Print.

NOTE Be sure that all needed changes are made before clicking Print. The document will be sent directly
to the printer by clicking Print.
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General features and printing of the project list in InLoox PM for
Outlook 2003/2007

The InLoox PM project list provides you with various features that make project editing easier and faster.
As a standard, you can see only those projects in the project list, to which you have an access.

Article content

Important features of the menu bar

Project list features

Print in the project list

Important features of the menu bar

Click InLoox PM Folder in the InLoox PM Toolbar to switch to the InLoox PM project list. You will find
the following features in the menu bar:

=l InLoox - Projects
Projects Dashboard Timeline Time tracking Archive
% New Project.. £ Open 3 Delete | 3} < Print 2" Refresh () Archive T Filter

Create a new project Click New Project in the menu bar.
Delete project Remove a selected project with by clicking the Delete button.

TP For more information see Copy and delete projects in Outlook 2003/2007.
e Open a project Click this button to see all related project information.
e Copy and paste You can copy and paste one project or several projects at the same time.
¢ Archive a project Move a marked project via Archive to the InLoox PM archive.

TP For more information see the category Project archive.
Refresh Via the Refresh button, all changes will be updated and the view will be reloaded.
Filter Show or hide the filter using this button.

TF For more information about this feature see Search and find projects.

Project list features

The following features can be found in the project list:

e Open a project Double-click on an empty space in the project list or right-click there to open the
context menu and choose New Project... from the list.
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e Create a new project Double-click on an empty space in the project list or right-click there to
open the context menu and choose New Project... from the list.

TF For more information see Create a project.

¢ Find a project with the same initial letters quickly Press the respective letter on your
keyboard and switch to another project with the same initial letter.

Features in the context menu

¢ The context menu provides you with almost all basic features that are also available in the InLoox
PM Toolbar, such as New Project..., Open Project..., Delete Project, Archive Project, Refresh,
Copy, Paste, Expand and Collapse All Groups or Show Filter. Right-click on one of the
projects in the project list to open the context menu.

A  New Project... F.-E.
€] Open Project...
X DeleteProject Del
&l Archive Project

@ Refresh Fd
H  Copy CTRL+C
e -
Al
ollap o
Show Filter

#= Choose Fields

o Choose Fields This feature sorts and organizes the project list by the required data.

o Onthe Choose Fields dialog box, click one field, e.g. Customer, and drag it into the
header columns.

o Reset the fields per Drag&Drop back into the dialog box.

TP For more information see Create a view.
Information rules in the project list

e The completed or cancelled projects are struck through and marked grey in the project list.

Keyboard shortcut
e F4 Create a new project.
e F2 Refresh the project list.
e CTRG+P Print the project list.
e CTRG+C Copy a project into the clipboard.
[ )

CTRG+V Paste a project from the clipboard to the project list.
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e
Print in the project list
You can also print the project view. The procedure for printing is the same for dashboard, timeline, time

tracking, contacts as well as for project pages - all printing settings and features can be found in the dialog
box Print. Select the required settings and options in this box.

1. Inthe menu bar click Print. The Print dialog box will be displayed.
2. Do one of the following:
o Click Settings under Choose a printer to change the paper size, output format or other
settings.
o If you want to specify individual pages or sets of pages to be printed, choose the required
options in the Page area. Then click Apply.
3. Click Print.

NOTE Be sure that all changes are made before clicking Print. The document will be sent directly to the
printer by clicking Print.

Bars view

Adjust the bars view

InLoox PM provides you with the timeline view to get an overview of the temporal distribution of your
projects.

This article shows you how to adjust the timeline view.

Article content

Work with the bars view

Features in the timeline overview

Work with the bars view

1. Inthe project list, in the Start tab, in the View Types group, click Bars.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then
Timeline in the InLoox PM project list.

21



InLoox x
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2. Perform one or more of the following actions:

o Create a new project Click New Project in the New group.
o Delete project Remove a project by clicking the Delete button.

T For more information, see Copy and delete projects.

o Open, copy and paste a project These buttons can be found in the Actions group .
The Copy and Paste features help to create projects quickly. You can modify them
afterwards.

o Categorize a project Choose a project from the Timeline overview and click Categorize
in the Categories group. Choose from the drop-down list between Recurring Project,
Key Project and New Business. Assign a category to a project without opening it.

TIPS

= To find out more about project categories, see Assign a division, customer and
category.
= You can also create your own category for the projects. For help, see the chapter
Manage categories
o Change status You can also change a status or a degree of completion of the selected
project in the view. Click Change Status and choose from the list the respective status,
e.g. started or completed..

TIPS

=  For more information, see How to add further information in the status / date
area.
= You can save or edit a new project status type in the InLoox PM options. For
more information see Change the project status.
o Print a timeline view In the Current View group, click Print to start the quick print
feature of the timeline view.

TF For more information about printing, see General features and print of the project list,
in the Print in the project list area.

o Refresh Viathe Refresh button in the Current View group all changes will be updated
and the view reloaded.
o Adjust the timeline view In the Timeline Details group you will find the following
features:
= Today Switches to current date.
= Month view Switches to month view.
= Week view Switches to week view.
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= Day view Switches to day view.
= Zoom in or zoom out Enlarge or reduce the time period of the timeline.
o Group the projects Group the projects by certain criteria such as a customer, priority,
etc.

TF For more information see Group projects.

o Issue areport Optionally, you can also issue a report in this view by clicking Reports in
the Reports group.

TP For more information about reports, see the category Reports.
Features in the timeline overview
The following features can be found in the timeline overview:

¢ Open a projectOpenCreate a new project Double-click on the empty space in the time line
overview or right-click there to open the context menu and choose New Project... from the list.

TF For more information see Create a project.

e Search the projects Type a text in the search bar to find quickly the respective information, also
within a project.

TF For more information, see Search and find projects.

Features in the context menu

The context menu provides you with almost all basic features that can also be found on the InLoox PM
Ribbon, such as New Project..., Open, Delete Project, Refresh, Copy and Paste, Expand

and Collapse All Groups, Show Filter, Group. It has also provides the features Today, Day

View, Week View and Month View. Right-click in the timeline to open the context menu.

A  Mew Project...

X Delete Project

£% Refresh

Today

Day View
Week View
Muonth View
Show Filter
Group..
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Keyboard shortcut
e F4 Create a new project.
e F2 Refresh the project list.
e CTRG+P Print the project list.
e CTRG+C Copy a project into the clipboard.
[ ]

CTRG+V Paste a project from the clipboard to the project list.

Group projects

Group the projects with InLoox PM according to the different criteria. This feature makes easier the project
management and allows project information to be found quickly.

Follow these steps below to group your projects:

1.

Click the InLoox PM tab on the Outlook Ribbon and then Timeline.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then
Timeline in the InLoox PM project list.

On the InLoox PM Ribbon, on the Start tab, in the Timeline details group, click Group.
In the Group by dialog box, perform one or more of the following actions:

' Group By 1

Group projects

Grougp items by
Project number v @ Ascendng
Descending

Then by
Project name {| w | @ Ascending
Descendng

Then by
[nome]) - Ascending
Then by

Show last group as row header

[ ok || meset || concel

o Group items by Choose a group field from the following groups: Start date, End date,
Categories, Progress, Priority, Project number, Project name, Client or Fixed
deadline.

Then, the projects will be grouped by the selected field.

o Ascending / descending Choose if you want to group in ascending or descending
order.

o Then by You have the option to group by four fields.
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o Show last group as row header This option creates a title column by the last group
field.
4. Click OK or Reset, if you don't want to save the changes.

Search and find projects

You will find in the project list several options to find a project you are looking for. This chapter will
introduce you to the search function, the use of views and filters when searching a project.

Article content

Use views
Use filters

Search function
Search function

1. Click Project list on the Outlook Ribbon to switch to the InLoox PM project list.

"OTE In Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar.
2. Type into the field Search projects the project name or other information on the project you want
to find.

3. Click &

The projects, which include the entered text, are displayed.

NOTE If the search is completed, you can clean up the search field by clicking Close search X .
Use views

1. Click Project list on the Outlook Ribbon to switch to the InLoox PM project list.

NOTE |n Outlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.

2. Click the tab InLoox PM and then More Views, in the Views group.
All saved views are displayed by default.

3. Choose one view from the list, e.g. Projects: project manager view. You will see an overview of
all projects to which you are assigned as project manager.

T For more information on how to save a view, see Create a view.
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Use filters

1. Click Project list on the Outlook Ribbon to switch to the InLoox PM project list.

NOTE |n Qutlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar.

2. The filter row is available above the project list .

Send [ Receive Folder

Backward Scheduling
Categories
Closed

3. Once you have selected a field (e.g. Category or Closed) and a filter operator (e.g. Equal or

Contains), you can enter a text in the field behind the filter operator, e.g. marketing and press
Enter.

InLoox PM filters the projects by the selected criteria, e.g. category equal.

NOTE |1f you don't see the filter row then it was hidden. Right-click and choose in the context menu
Show filter in order to display it.

Copy and delete projects

You can copy or delete the projects in the project list. The description below explains how to do it.

Article content

Copy a project

Delete a project

Copy a project

1. Click Projects in the Outlook Ribbon to switch to the InLoox PM project list.
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2. Choose the project from the project list, that you want to copy.
3. Use one of the following actions to copy the project:
o Copy with the keyboard shortcut STRG+C.
o Copy with the context menu by right-clicking on the project. Choose Copy from the list.
o Copy via the Copy button, in the group Actions, on the Home tab, in the InLoox PM
Ribbon.
4. Paste the marked project by using one of the following actions:
o Via the keyboard shortcut STRG+V, via the context menu or via the Paste button, in the
group Actions, on the Home tab, in the InLoox PM Ribbon.

NOTE please choose another project number for the copied project in order to edit it. See Set a project
name and a number for more information.

Delete a project

—_

Click Project list in the InLoox PM Ribbon to switch to the InLoox PM project list.

2. Choose the project from the project list, that you want to delete.

3. Inthe InLoox Ribbon, on the Home tab, in the Delete group, click Delete or right-click on the
project and choose Delete Project from the context menu.

Copy and delete projects in Outlook 2003/2007

You can copy or delete selected projects in the project list. The description below explains how to do it.

Article content

Copy a project

Delete a project

Copy a project

—_

Click InLoox Folder in the InLoox Toolbar to switch to the InLoox project list.

2. Choose the project from the project list, that you want to copy.

3. Use one of the following actions to :
o Copy with the keyboard shortcut STRG+C.
o Copy with the context menu by right-clicking on the project. Choose Copy from the list.
o Copy via Copy button [flin the menu bar.

4. Paste the marked project by using one of the following actions:

o Via the keyboard shortcut STRG+V, via the context menu or via the Paste button Lin the

menu bar.

NOTE please choose another project number for the copied project in order to edit it. See Set a project
name and a number for more information.
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Delete a project

1. Click Inloox Folder in the InLoox Toolbar to switch to the InLoox project list.

2. Choose the project from the project list, that you want to delete.

3. Click Delete in the menu bar or right-click on the project and choose Delete Project from the
context menu.

View, restore, or delete projects in the recycle projects view

The recycle bin provides a safety net when deleting projects. When any of the projects from the project list
are deleted, the projects remain in the recycle bin. Items in the recycle bin remain there until you decide to
delete them permanently.

Article content

View projects in the recycle projects

Restore or delete the projects in the recycle projects view

View projects in the recycle projects

1. On the InLoox PM Ribbon, on the InLoox PM tab, in the Extras group, click Recycle Projects to
display the Recycle Projects dialog box.

NOTE |n Outlook 2003/2007, click Extras in the InLoox PM Toolbar, and choose Recycle
Projects from the list.

2. For a better overview, you can group the projects. Do the following:
o Group by one of the column headers by clicking and dropping it into the group field above
the columns.

Restore or delete the projects in the recycle projects view

On the InLoox PM Ribbon, on the InLoox PM tab, in the Extras group, click Recycle Projects to display
the Recycle Projects dialog box. Perform one of the following actions:

NOTE |n Outlook 2003/2007 click Extras in the InLoox PM Toolbar, and choose Recycle Projects from
the list.

¢ Restore a project Click the project you want to restore and then click Restore.
This Project will be restored in the original location.
e Delete a project Click the project you want to delete and then click Delete.

NOTE Only users with the administrative rights can delete projects permanently.
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Management

Assign a project name and number

1. Create a new project.

T For more information on how to create a project see Create a project.
2. Inthe Project area, in the Name field enter the name of your project. The project name is a freely
definable description of the project.

NOTE The project name can be used for more than one project.
3. Inthe Name field enter the number of your project to identify it in the InLoox PM system. This field
is a mandatory field. You can customize the number in the InLoox PM options.

T For more information see Change the number format.

Adjust the project number

In the InLoox PM options, you can customize and configure the InLoox PM features, inter alia the project
number.

TF The options also define the project number format. For more information see Change the number
format.

Article content

Setting a project number

Mode description for prefix and suffix

Examples of common formats

Setting a project number

1. Open the dialog box InLoox PM Options.

T For more information on how to open the InLoox PM options, see Open the InLoox PM
options.

2. Under General options, click Project number. On the right side you see the Project number
area:
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( Options

General options

+ Permissions

+ Mind Map

Plarning
Documents
Budget s

+ Heports
- Outlook emails

Contact management
Custom fields
Project locks

InLoox: 4 magration

i License key

Web App oplions
Uszer settings

I“”I Project mamber

o | Prefic

Army text

Fint et

Regular expression
Bl "'.d{-‘-}-E

Cref ault: 2011-

¥ | Auto-increment {seguence number)

Skart

Digits

Suffix

Rule:

Default:

3. Choose the respective option by activating the related check box:

o For the project number choose Prefix (leading character string), Sequence number or
Suffix (trailing character string).

o Forthe number setting, you need at least a Prefix or a Sequence number.

o Combine a Prefix or Suffix with a Sequence number.

4. Click OK or Apply to save the changes in InLoox PM.

Mode description for prefix and suffix

[Mode | Data type and significance |
|Any text ||Any character string of any length, which can be changed. |
[Fix text || Any character string of any length, which cannot be changed, e.g. the word project. |
Input a format and an example.
Regular TF Please note the format rules, for more information see Change the number format.
expression
InLoox PM verifies if the number of the created project has the right format. If the number
doesn't correspond to the specified format, the user is asked to correct the project
number.

Examples of common formats

[Example

||Configuration

Four-digit year combined with sequence number
(e.g. "Project 2011-008")

Prefix:

e Rule: ACustomer \d{4}-$
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e Standard value: Customer 2011- or
Customer 2012-

components:

Sequence number: Number of digits: 3

e "Project 2011-" (fixed prefix with year).

e "Sequence number" (maximum 3 digits with
leading zeroes).

Suffix: none

Prefix: none

Sequence number with country code Sequence number: Number of digits: 5

components: Suffix:

e "Sequence number" (maximum 5 digits with
leading zeroes).

e Country code (-DE, -AT, -FR, ...). e Rule: AMw{2}$

e Standard value: -DE

Prefix: none

Simple sequence number

e "Sequence number" (maximum 6 digits with

. Sequence number: Number of digits : 6
leading zeroes).

Suffix: none
Prefix: any text

Free format Sequence number: none

Suffix: none

VWARNING Etfects of changing the number format:
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Change the number format

In the InLoox PM options, in the area Project number, you can define the format rules for project
numbers. Please note the possible effects when changing settings. For more information see Customize
the project number.

Article content

Format rules

Sample formats

Format rules

[Character |Data type and significance |
l ||Any single character. |
|\d{COUNT} ||Any numeric (0-9) with COUNT digits. COUNT stands for any positive integer, e.g. 5. |

\W{COUNT} Any character string (A-Z, a-z, 0-9, underscore "_") with COUNT characters. COUNT stands
for any positive integer, e.g. 5.

\D{COUNT} Any character string (A-Z, a-z, special characters, umlauts, spaces) with COUNT
characters. Numerics are not allowed.

|\W ||Sing|e special character. (A-Z, a-z) or numeric (0-9) are not allowed. |

STRING STRING stands for a fixed character string specified by the user, e.g. project,
department_A, PID.

Expressions placed between A and $ must not be empty and must be of the defined length.
ASTRING$ || The only permissible input in this example is STRING. Without A and $, STRING1234 or an
empty text is also a valid input.

Sample formats

[Format |[Examples
right: Ab_1234, ?!_0000

. \d{4}

wrong: 12-1234, ab-abcd
right: SAMPLE1234, SAMPLEABCD, SAMPLEab12, SAMPLE

SAMPLE...

wrong: SAPMLE1234, 1234SAMPLE
right: ab-12, AB-12, 01-12, a1-99

\W{2}-\d{2}
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| |wrong: 12-ab, 66-12, 22-12 |
right: 'SEPERATOR12, 12SEPERATOR12, abSEPERATOR!?

\W{2}SEPERATOR\D{2}

wrong: 'TRENNab, 12SEPERATORab, abSEPERATOR12

Assign a division, customer and category
On the site Management, in the area Project you can assign a division, customer and category. These
entries help you to easily find, filter, sort and group the projects in the project list.

NOTES For more information on how to find or filter projects see Search and find projects. For information
about how to sort and group projects, please see Create a view.

Article content

Add a division

Determine a customer

Choose a category

Add a division

1. Open an existing project or create a new one.

¥ For more information on how to create a project see Create a project.
2. On the Management page, in the Project area, click Division.
3. Inthe Division Structure dialog box choose an internal or external division for the responsibility
of the project.

TF For more information on how to create, edit or delete a division in InLoox PM see Adjust the
division structure.
4. Click OK.

WARNING This feature is only available in InLoox Enterprise Edition.

- ZUE you have already saved new divisions in the InLoox PM options, you can see them in the quick

selection of the Division command. Click the Arrow | and choose a division from the drop-down list.
Click Delete selection, if you want to clear the selection.
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Determine a customer

1. Open an existing project or create a new one.

" For more information on how to create a project see Create a new project.
2. On the Management page, in the Project area click Customer, to open the dialog box.
3. Do one of the following in the Customer dialog box:
o Add one of the customers from the list that is already set.
o Click New to add another customer. In the New Customer dialog box type a new name in
the Name box and click OK.

T For more information on how to create, edit or delete a customer in InLoox PM see Create or
manage a customer.

4. Click OK.

NOTE If you have already saved new customers in the InLoox PM options, you can see them in the quick

selection of the Customer command. Click the Arrow | and choose a customer from the drop-down list.
Click Delete selection, if you want to clear the selection.

Choose a category

1. Open an existing project or create a new one.

" For more information on how to create a project see Create a project.
2. On the Management page, in the Project area click Category. The Category dialog box will be
displayed.
3. Choose one or more categories from the list in this dialog box.
The categories are free-definable classification criterion for the projects.

TP For more information on how to create, edit or delete a category in the InLoox PM system see
Manage categories.
4. Click OK.

NOTE se the quick selection by clicking Arrow . In the drop-down list choose a category you want to
add. Click Delete all categories to clear the selection.

Adjust the division structure

InLoox PM uses its own division structure which is independent of the Outlook one. This structure is
available only in the InLoox PM Enterprise Edition and is selectable in the projects.

The divisions can be structured to any level and can be assigned to a specific project.

1. Open the dialog box InLoox PM Options.

TF For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.
2. Under General options click Divisions. On the right side you see the Division area:
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3. Do one of the following:

o

Insert a new division to change the division structure. Click New and enter a name in the
Name box and notes in the Description box (if necessary) in the dialog box New
Division.

Edit the existing division structure. Choose one entry from the division list and click Edit in
order to change it.

Remove a selected division from the list by clicking Delete.

4. Cllck OK or Apply to save the changes in InLoox PM.

WARNING Effects of editing or deleting a division:

¢ The renaming of a division takes immediate effect in all relevant projects.
e The deletion of a division takes immediate effect in all relevant projects.

Create and manage a customer

The InLoox PM options support you with a central customer management. Create a new customer
system-wide in the InLoox PM options as well as in the project directly.

To manage customers, do the following:

1. Open the dialog box InLoox PM Options.
TF For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.

2. Under General options click Customer and then Customers. On the right side you see the
Customers area:
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3. Do one of the following:
o Insert a new customer in InLoox PM by clicking New. In the New customer dialog box
enter a name in the Name field. InLoox PM automatically assigns a number to the new
customer.

" For more information on how to change a customer number format, see Adjust the
customer number.
o Change the name of an existing customer. Choose the respective customer from the list
and click Edit.
o Remove a customer from InLoox PM by clicking Delete.
4. Click OK or Apply to save the changes in lInLoox PM.

WARNING Etfects of editing or deleting a customer:

e The renaming of a customer takes immediate effect in all relevant projects.
e The deletion of a customer takes immediate effect in all relevant projects.

Adjust the customer number

In the InLoox PM options, you can customize and configure the InLoox PM features, inter alia the
customer number. In the InLoox PM Options, in the Customer number area, you can define the number
format rules.

Article content

Adjust a customer number

Mode description for prefix and suffix

Examples of common formats

Adjust a customer number

1. Open the dialog box InLoox PM options.

" For more information on how to open InLoox PM options, please see Open the InLoox PM
options.
2. Under General options click Customer number. On the right side you see the Customer
number area:
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3. Choose the required options by activating the related check boxes:

O

@)
@)

Suffix (trailing character string).

4. Click OK or Apply to save the changes in InLoox PM.

Mode description for prefix and suffix

For the number setting you need at least a Prefix or Sequence number.
Combine a Prefix or a Suffix with a Sequence number.

For the project number, choose Prefix (leading character string), Sequence number or

IMode | Data type and significance |

|Any text ||Any character string of any length, which can be changed. |

[Fix text ||Any character string of any length, which cannot be changed, e.g. the word project. |
Input a format and an example. Please note the format rules.

Regular TP For more information see Change the number format.

expression
InLoox PM verifies if the number of the created project has the right format. If the number
doesn't correspond to the specified format, the user is asked to correct the project
number.

Examples of common formats

[Example

[Configuration

Four-digit year combined with sequence number
(e.g. "Project 2011-008")

Prefix:

Rule: ACustomer \d{4}-$
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components:

e "Project 2011-" (fixed prefix with year).
e "Sequence number" (maximum 3 digits with
leading zeroes).

e Standard value: Customer 2011- or
Customer 2012-

Sequence number: Number of digits: 3

Suffix: none

Sequence number with country code

components:

e "Sequence number" (maximum 5 digits with
leading zeroes).
e Country code (-DE, -AT, -FR, ...).

Prefix: none

Sequence number: Number of digits: 5

Suffix:

e Rule: A\w{2}$

e Standard value: -DE

Simple sequence number

e "Sequence number" (maximum 6 digits with
leading zeroes).

Prefix: none

Sequence number: Number of digits : 6

Suffix: none

Free format

Prefix: any text

Sequence humber: none

Suffix: none

VWARNING Etfects of changing the number format:
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¢ New projects are created automatically with numbers in the new format.
e Existing projects retain their old numbers.
e A once assigned sequence humber cannot be used again.

Manage categories

InLoox PM uses its own category list for the projects, which is independent from the Outlook one. The list
has key advantages in the multiuser versions InLoox PM Workgroup or Enterprise Server in
comparison to the standard Outlook category list:

e The category list is consistent across all workstations. This saves manual reconciliation effort
between the individual workstations.

e The list can only be maintained by the InLoox PM administrator, which ensures that only standard
categories are available.

To manage a category, do the following:

1. Open the InLoox PM options.

TP For more information on how to open the InLoox PM options, see Open the InLoox PM

options.
2. Under General options click Categories . On the right side, you see the Categories area:

Options
- General options :
Project number i Categones
Project statuses
-1~ Customers Few Hame
Cuslomer number 5
Kay Project

Customers Edit : :

Crmina Mew Buginess

Delce, | | Recurring Projet

Civisions

More aptions

3. Do one of the following:
o Insert a new category in InLoox PM by clicking New. In the New Category dialog box, in
the Name field enter a new name.
o Change the name of an existing category. Choose one category from the list and click
Edit.
o Remove a category from InLoox PM by clicking Delete.
4. Click OK or Apply to save the changes in InLoox PM.

WARNING  Effects of editing or deleting a category:

e The renaming of a category takes immediate effect in all related projects.
e The deletion of a category takes immediate effect in all related projects.
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Add project team members

By assigning project team members such as members of the project team, project partners, customers
etc., you are able to distribute the workload of the project to the co-workers and to inform project members
which projects they are assigned to or following up its process. Your employees will know for which parts
of the business they are responsible.

By setting up a project team, you define access permissions to the project.

1. Open an existing project or create a new one.

TF For more information on how to create a project see Create a project.
2. On the Management page, in the Staff area do the following:

Assign a project manager Click Manager and then in the Choose Resource dialog box choose
an address book from the Address Book drop-down list. Select from the list one or more

names for the project.

Assign a team Click Team and select from the list one or more internal co-workers.

Assign a customer Click Customer and select from the list one or more customer contacts for
the project.

Assign a partner Click Partner and select from the list one or more persons, whom you want to
add to the project as project partners.

Assign more team members Click More and specify any other contacts, e.g. quality control
staff, heads of department or other stakeholders.

TIPS

e |tis possible that you set permissions (read/write and delete) by assigning persons to the project
in InLoox PM Workgroup or Enterprise Server, if InLoox PM is accordingly configured. For
more information see the category Security and Data Protection.

e InLoox PM provides you with different address books such as the InLoox PM address book,
Microsoft Outlook and Exchange Server address books.

e Use the Skills feature on the Choose Resource dialog box to assign resources according to their
skills. Click the Search by Skills drop-down list and activate the check boxes of the required
skills. Then click OK. A list of employees with the respective skills is displayed. Select a resource
from the list and click OK. For more information see Assign skills to resources.

NOTES |n the Staff area, the following possibilities are available:

Double-click the name of the staff member to open the assigned contact.

Select a mailing list containing for example all members of the customer's project team. Mailing
lists are automatically resolved by InLoox PM.

Right click on one of the resources to open the context menu and choose Delete or Delete all
items to remove the name or names. Use Up and Down to change the order of the names. Click
Details to open the contact information.

Use the quick selection to add a new resource. Click the Arrow "lin the button to see the drop-
down list of all resources that have been added to the project. In the new project, you will see the
resources that are involved in the other InLoox PM projects. Click Delete all contacts to clear the
selection.

Use Drag&Drop to shift a resource to another box, e.g. from the Partner box to the Customer(s)
box by clicking the respective name and dragging it with the mouse to the field.

Pull out a resource out of the box in order to remove it.

Press CTRL and drag a resource to another box to copy it.
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Add a status and date

Add the following project data in the Schedule area to organize your project list more easily:

e Status Specify the state of the project development. Choose between In progress, Completed
or Discontinued.
TIPS
o The display in the project list depends on the status controlls the display of the project list.
For more information see Generate personalized views.
o You can customize a status. For more information see Change the project status.
e Start and End Select from the calendar a date for the project start or its end. The current date is
preselected when creating a new project. The end date must not be earlier than the start date.

NOTE The display of the project depends on the project start and end.

Change the project status

The status defines different project states and degrees of completion. You can find the project status in
the project, on the Management page, in the Schedule area.

You can define as many project statuses as you want in the InLoox PM options and connect them to the
project progress expressed as a percentage. This is how you do it:

1. Open the dialog box InLoox PM Options.
TF For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.
2. Under General options click Project statuses. On the right side, you will the Project statuses
area.
Options
- General oplions A 1
Prmoject numbar = Project statuses
_
|- Customers Poew Hame Progress
Groups e
Calegonies Edit i
————— |Completed 1007%
Dinvisions
More options Daleie Cancelled 100%
Pesmissions
+ - Mirsd Map Up
+ - Plannining sy
+ Documents Drown
¢ Budgets

3. Do one of the following:
o Create a new project status by clicking New. In the New Project Status dialog box, enter
a name and a progress (in %). The progress is a percentage figure, i.e. an integer
between 0 and 100.
o Edit the existing project status. Choose one status from the list and click Edit.
Remove the selected project status from InLoox PM by clicking Delete.
o You can change the status position in the list. Click Up to move it upwards or Down to
move it downwards in the list.
4. Click OK or Apply to save the changes in InLoox PM.

o
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NOTE The project statuses list contains the name and progress of each state. The sequence of this list
corresponds to the sequence displayed in the projects, on the Management page.

WARNING

Effects of editing or deleting a status:

Adding a new status has no effect on existing projects.

Changing the sequence of states has no effect on existing projects.

Changes to the state (e.g. name, progress in %) take immediate effect in all relevant projects.
Deleting a state causes all projects using it to remain without state until the user makes a manual
correction.

Create and change comments

Use comments to leave any additional information on the project. Comments contain text-based
information and the creator's name, time and date of the entry as well as hyperlinks, symbols or images.
InLoox PM allows any number of comments from different persons.

Article content

Create a comment

Customize a comment

Create a comment

Create a comment in any project:

1.

TIPPS

Open an existing project or create a new one.

" For more information on how to create a project, please see Create a project.
On the Management page, in the Comment box, type the comment you want to leave. Enter
here for example the project objective, the order type or internal remarks.You can format your text
comment and add hyperlinks, symbols and images. Please find the complete instruction in the
Customize a comment area below.
Click Post Comment.

MPORTANT A5 soon as you save your comment with this command, you cannot edit it again.
Now, you see the saved comment in the list below.

Click the arrow =ron the right to open it.

On the View tab, in the Common group, click Expand or Collapse in order to open or close the
comments in the comment preview. Click Expand all above the comment list as alternative.
You have, however, the possibility to delete it. Click Delete *in the comment preview to remove
the comment. You need the corresponding permission to do this. For more information about
assigning permissions, see Set up permissions.
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InLoox PM always saves the name of the person, who made the changes. InLoox PM displays the
QOutlook, Windows or InLoox PM account name.

Customize a comment

You can change the appearance of your comments with InLoox PM features. Compose and customize
your comment with different fonts, colors, sizes, etc., to arrange the comment information clearly and
manage it more easily. All comands for formatting are on the Format tab.

Edit Wiew

Change the font

¢ On the Format tab, in the Font group, you can select the font, font size, font style (bold, italic,
strikethrough, double strikethrough, subscript, superscript, underline and double underline), font
color, and text highlighting.

e You can also increase or decrease the size by one increment, and change the case.

Add a numbered or bulleted list

1. On the Format tab, in the Font group, click the Bullets or Numbering command.
Press ENTER to add the next list item.

2. InLoox PM inserts automatically the next bullet or number.

3. Tofinish the list, press ENTER twice or press BACKSPACE to delete the last bullet or number in
the list.

Add further elements

Add hyperlinks, symbols or images to your comments to make your information more visual and to provide
information more easily.

1. On the Format tab, in the Insert group, click one of the following:

o Hyperlink If you want to link a file, a website or a picture, click Hyperlink. In the Text to
display field enter the text that will be displayed in your comment. In the Address field
select a file path or enter the URL of a web site.

o Symbol Using this command, you can enter the following:

= Symbols that are not on the keyboard, such as "4 and ©.
= Special characters that are not on the keyboard, such as an arrow (—) or a dash
(—)-

= Unicode characters.
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If you are using an expanded font, such as Arial or Times New Roman, the symbols in the
list are displayed then in the selected font. In the list you can also select the language
characters, such as Arabic or Russian (Cyrillic) letters, if available.

o Picture Browse to the folder where the picture that you want to add is saved, select the
picture, and then click Insert. You can resize the picture directly in the comment.

Find text

You can quickly search for every occurrence of a specific word or phrase.

1. On the Format tab, in the Editing group, click Find.
2. Inthe Find box, enter the text you want to search for.
3. Do one of the following:
o Click Find next to search for every occurrence of a word or phrase.
o If you want to search simultaneously for all occurrences of a word or phrase, click
Search: All and choose between Match case, Find whole words only, Regular
expression.

NOTE To cancel a search progress, press ESC.

Replace text

You can automatically replace a specific word or phrase.

NOTE |f you replace the word or phrase by another one, the new word or phrase overtakes the formatting
of the old one.

On the Format tab, in the Editing group, click Replace.

In the Find box, enter the text you want to search for.

In the Replace with box, enter a new text.

Select Other options to do one of the following:
o Click Find next to search for another occurrence of the word or phrase.
o Click Replace to replace the occurrence of a word or phrase by another one.
o Click Replace All to change all occurrences.

el

NOTE To cancel a replace progress, press ESC.

Add other project information

On the Edit tab, in the Status group, you can add the following elements to a project:

e Priority You can set the level of importance of a project. On the Edit tab, in the Status group,
choose whether the project has high, low or normal priority. Setting the level of importance also
enables you to sort the projects in the project list by importance.
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Fixed deadline With this command, you can define whether the completion date of the project
can be seen in the planning or not. Typical examples of fixed deadline projects are trade fairs or
Christmas card mailings.

TP The project end is marked in red in the planning. For more information, see Work with the
Gantt chart, in the Information rules in the project list section.

Archived With this command, you can archive the project. The archived project will be saved in
the project archive.

TP For more information, see the category Project archive.

Lock project This command protects your project from being changed by other users. Only
authorized users can change this mode.

TP For more information, please see Set up permissions.

Mind maps

Work with the mind map

O

Mind

Click Mind Maps Maps to open the Mind Map page. On this page you will find the following features:

iew Templates Reports Format

Add new node On the Edit tab in the Node group click New Node. You can name it directly in
the mind map view or by right-clicking the mouse an choosing Edit in the context menu.

T For more information see Create a node.

Edit a node On the Edit tab in the Node group click Edit Node to add further information to the
selected node.

Remove a node On the Edit tab in the Node group click Delete Node to remove the selected
node from the mind map.

Copy and paste Create quickly child nodes with the help of Copy and Paste in the Node group
on the Edit tab.

Set a progress to the node On the Edit tab in the Node group click Progress and choose the
percentage figure from the drop-down list.
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e Mark the node On the Edit tab in the Node group click Flag and select a color from the drop-
down list.
e Create a new mind map On the Edit tab in the Mind Map group click New Mind Map.

TF For more information see Create a new mind map.

e Edit a mind map On the Edit tab in the Mind Map group click Edit Mind Map to add further
information.

¢ Remove a mind map On the Edit tab in the Mind Map group click Delete Mind Map to remove
the selected mind map.

e Copy mind map to planning On the Edit tab in the Mind Map group click Copy To Planning to
transfer all nodes and the structure to the planning.

TF For more information see Copy a mind map to planning.

e Print a mind map view On the View tab in the Common group, click Print to start the quick
print feature of the mind map view.

TF For more information about printing, see General features and print of the project list, in the
Print in the project list area.

e Expand or reduce the mind map view Change the view with the help of Expand All
or Collapse All in the Common group on the View tab to make clear the mind map view.

¢ Restore the mind map view On the View tab in the View group click 1:1 to set back the original
zoom level.

e Enlarge or reduce the mind map view On the View tab in the View group click Zoom In or
Zoom Out to change the zoom level of the view.

e Show resources On the View tab in the Resources group click Resources to check the
resource utilization.

TF For more information see Open and manage resources.

¢ Load the existing data of one mind map On the Templates tab in the Templates group click
Load Template and choose the needed format from the drop-down list.
You can also load a template from the gallery view in the InLoox PM Templates group.

TP For more information see Load a mind map template.

e Save an existing mind map as a template On the Templates tab in the Action group click
Save Template to save a mind map, in order to insert it as a picture or in other format to
PowerPoint, Word or in the other project.

TF For more information see Save a mind map template.

¢ Send mind map vie email On the Templates tab in the Action group click Send Template by
Email, to send a mind map e.g. to your colleagues.

¢ Format the mind map On the Format tab in the Format group you can customize font,
background and frame color of the selected node.

¢ Format the child node On the Format tab in the Format group click Format Child Elements to
apply the selected format of the mind map to the child nodes.

e Add a symbol to the node Select one node from the mind map and choose symbole from the
Symbols gallery view on the Format tab.
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Create a mind map

On the mind map page of the project, you can collect and organize ideas and information visually. In a
mind map, you always have all ideas, concepts and drafts at a glance.

1. Open an existing project or create a new one.

" For more information on how to create a project, please see Create a project.
2. Inthe project, on the Mind Maps page you find a new mind map.
In the Edit tab, in the Mind Map group, click Edit Mind Map to assign a name. You can also add
a new name by right-clicking the mouse, and then clicking Edit Mind Map in the context menu.
3. Inthe Edit Mind Map dialog box, in the Name field, type a name for your mind map.

[ Edit Mind Map =l

E% Mind Map

Mame | Mew Mnd Map

Created by Rita Meyer
Last edited by  Fiita Meyer
Mind Map | Custom

[ ok || Cancel

4. In this dialog box, click Custom to edit custom fields, which have been already saved in InLoox
PM.

NOTE For more information on how to add a new custom field in InLoox PM, see Create a custom
fields.

Create another mind map

1. To create another mind map in your project you can use the following possibilities:
o Inthe Mind Map group click New Mind Map .
o Right-click the mouse and choose New Mind Map from the context menu.
o Click ™ in the lower menu bar.
o Keyboard shortcut Press STRG+M to create a new mind map.
2. For further information on how to enter data in the opened New Mind Map dialog box, please see
the upper part of the article.

Create and edit a node

A mind map consists of different nodes, which are connected to the parent nodes. A name of a new mind
map is automatically set as the name of the central node.

TP For more information on how to create a new mind map, please see Create a mind map.

Structure your mind map by adding new nodes or editing the existing ones.
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Article content

Add a node

Edit a node

Add a node

1. Choose one of the following options to create a new node:
o On the Edit tab, in the Node group, click New Node.
o Right click on the Mind Maps area and click New Node in the context menu.
o Use the keyboard shortcut STRG+N.
2. Inthe Mind Maps area, the new node will be displayed, which is connected with the node that is
currently selected.

New Mode

Media consulting

3. You can label the new node.

NOTE Create your mind map faster by adding new nodes by using Copy and Paste in the Node group.

Edit a node

1. Choose one of the following options to edit a node:
o Inthe Node group, click Edit Node.
o Right-click the mouse in the Mind Maps area and click Edit Node in the context menu.
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2. Inthe Edit Node dialog box, on the Standard tab, do the following:
o Rename the node by typing a new node name in the Name field.
o Enter additional information on the node in the Description field. You can format the text

as you want.

T InLoox PM provides you with the range of the formatting features. For more
information about these features, see Create and change comments, in the Customize a

comment section.

o Inthe Status area you can do the following changes:
= (Click Progress to display a list of different degrees of completion and choose the
suitable degree. You can also activate the done check box to display the
processing status of the node.
= Choose from the Flag list a color to mark the node in the mind map.
3. Click the Format & Icon tab to format the node and do the following:
o Inthe Format area, you can define the font, font size, color and the color of the node
or the color of the frame.
o Inthe Icon list, choose different pre-defined icons such as basics, business
or miscellaneous. This icon will be displayed in the node.
4. Click the Custom tab to add additional information:
o Click the previously created custom field, e.g. work location, and enter a new value for it.

TF For more information on how to add a new custom field in InLoox PM see Create a
custom field.

Add resources to the node
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You can assign resources to the nodes of your mind map to draft some initial thoughts about the
assignment of activities.

1. Open the Edit Node dialog box to add a new resource. Choose one of the following options to
open this dialog box:
o Inthe Node group, click Edit Node.
o Right click on the Mind Maps area and click Edit in the context menu.

Edit Mode

Eancardl Format & Icon | Resources | Documents | Custom
L_ﬂ, Resources

Add

MHame
Bax Schiller

Remove

2. Click the Resource tab .
3. Do one of the following:
o Add a new resource:
1. Click Add.

2. Inthe New Resource dialog box, in the Browse for resource field, click E]

NOTE Use the quick selection to add a new resource by clicking the Arrow [z,
You can see in the drop-down list all resources which have already been added
to the project.

3. Inthe Select contact dialog box, choose one name from the list.
InLoox PM provides you with the InLoox PM address book as well as with the
contacts from Microsoft Outlook and Exchange Server.

P Use the Skills feature to select resources according to their skills. Click

Search by Skills and activate the check box of the skill(s) you are looking for.
Click OK. A list of all resources that have the respective skill is displayed. Then
select a resource from the list and click OK. For more information see Assign
skills to resources.

4. Click OK.
In the Name list, the new name will be displayed.

o Remove aresource:
1. Choose the name of the resource you want to remove from the Name list.
2. Click Delete.

Add documents to the node

You can add related documents to the nodes of your mind map. So, authorized users have direct access
to the relevant documents.

MPORTANT The document is only linked to the mind map but is not copied into the project.

1. Open the Edit Node dialog box to add a document. Choose one of the following options to open

this dialog box:
o Inthe group Node click Edit Node.
o Right click on the Mind Maps area and click Edit in the context menu.
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Edit Mode

Ean-:ard| Format & Icon |F‘--.==¢|..rr.== Documents | Custom
3
"'.].r Documenis
Chem Jv]  filebiame Storage Path
= Planning Parameters.ooo: WSEProjekte

2. Click the Documents tab.
3. Do one of the following:
o Add a new document:
1. Click Add.
2. Fill out the New Document dialog box with the required information.

TF For more information on how to add a document via the New Document
dialog box, see Create and edit a document.
3. Click OK.

The added document is displayed in the node with a clip ¥ . Click this symbol to
open the document. This document is also saved on the Documents page.
o Add a previously saved document from the Document page:
1. Click the Arrow [Znext to the Add button.
2. In the drop-down list, select Link.
3. On the Select Entry dialog box, choose a document and click OK.
o Open a document:
1. Inthe Documents area, choose one document from the list.
2. Click Open.
o Remove a document:
1. Choose the document from the list in the Documents area that you want to
remove.
2. Click Delete.

TP You can link files with the InLoox PM project plan on your local computer or on a server. If you are a
team member, specify the server path for the link to which all project team members have access.

For more information on how to add and edit the documents, see the category Documents.

Import a mind map template

Mind map templates accelerate the creation of mind maps. Templates contain predefined nodes and
resource data.

T For more information on how to create a mind map template, see Save a mind map template.

Load the already available data to a new mind map.

1. Open an existing project or create a new one.

TP For more information on how to create a project, see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Mind Maps.
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On the Mind Map page, on the Templates tab, in the Action group, click Import Template.
In the drop-down list choose one of the following formats:

o MS Project File

o MS Project Exchange File

o XML File

o InLoox PM Mind Map File

These formats allow you to load the template from your local data.

You can also select the saved templates in the InLoox PM Templates group in the gallery view.
T For more information on how to save a template, see Save a mind map template.

Save a mind map template

You can save a mind map as a template in order to re-use it for other projects.

Save the selected mind map as follows:

1.

PO

Open an existing project or create a new one.

TF For more information on how to create a project, please see Create a new project.

In the project, in the Start tab, in the Section group click Mind Maps.
On the Mind Maps page, in the Edit tab, in the Action group, click Save Template.
In the drop-down list you can choose between the following formats:
o InLoox PM
o Picture
o Other Format, e.g. Extensible Markup (XML).
By choosing the InLoox PM format, the Save Template dialog box will be displayed.

Save Template

h_-‘ﬂ Template Name

Enter the name of the template

Prototype Mind Map

[ ok || Cancel

In the Enter the name of the template field, type a name.

Click OK.
The saved template is displayed on the Mind Maps page, on the Template tab, in the InLoox

PM Template group, in the gallery view.

TF For more information on how to change a template, see Manage mind map templates.
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Manage mind map templates

In the InLoox PM options, you can edit mind map templates that are created in the projects.

TF For more information on how to create a mind map template, see Save a mind map template.

MPORTANT - To manage the mind map templates, you need InLoox PM administrator permissions.
1. Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, please see Open the InLoox

PM options.
2. Under Mind Map click Templates. On the right side you see the Mind Map Templates area.

Options
+- General options
¢ Permizsions % Mind Map Templaies
Mind Map
+- Planning
= Documents
< Budgets
+ Reports
o Outlook emails Amragements
Delete b e
Contact management L Postprocessing
Custom fields Prefabricates
Project locks Bxport
InLocx 4 magration
¢+ License key Import
- Web App oplions
- User setlings Download...

Create new templates from any project. Select the option "Save” from the project’s "Mind Map" page.

Rename Name

3. Perform one of the following actions:

o Change the name of the saved template. Choose one template from the list and click
Rename. In the Rename Mind Map Template dialog box, in the New Name field, type a
new name for this template and click OK.

o Remove a template permanently from InLoox PM. Choose one template from the list and
click Delete.

o Save a template in your local data, e.g. to send it to other users. Click Export and choose
a local storage location on the Save Mind Map Template dialog box to save the
template. Click Open.

o Load atemplate from your local data. Click Import and choose a template in the Load
Mind Map Template dialog box, then click Open.

o Click Download to download the mind map templates from the InLoox website.

4. Click OK or Apply to save the changes in InLoox PM.

Copy a mind map to the planning

The mind map data can be copied to the planning. Each node will be an activity in the planning.

TF For more information on how to create a mind map, see Create a mind map.

1. Onthe page Mind Maps, in the Edit tab, in the Mind Map group, click Copy To Planning.

53




InLoox X{’

2. Inthe Copy Mind Map dialog box, in the Copy Mind Map to planning area, do one of the
following:

( Copy Mind Map i) 1

1L'.k_ﬂ Copy Mind Map to planning

Start date time 16.06.2011 |=] e300
Dwration for each activity |1 + [0 +— 0
Diays Hours Minutes

m§ Resource’s details

Motification nane) - J

\Work amount @ For each resource

Equally split to all resources

[ ok || concel |

o Define the start date time for the project planning.
o Define the duration for each activity.
3. Inthe Copy Mind Map dialog box, in the Resource's details area, perform one of the following
actions:
TF This area is displayed, when you have assigned resources to the mind map. For more

information on how to assign the work packages, see Add resources to the node.
o Choose one of the notification types in the Notification drop-down list.

TF For more information about the different notification types, see Add resources.

o Define the work amount for the resources. The workload can be allocated as follows:
=  Workload is applied for each resources All resources will have a capacity
utilization of 100 percent.
=  Workload is equally split to all resources The total workload will be distributed

equally to each resource.
4. Click OK.

Planning

Work with the planning

InLoox PM facilitates to edit your project planning in a time-saving way. Find out more about the features
on the InLoox PM Ribbon that allow you to create and edit the planning.
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Article content

Edit planning elements via the InLoox PM Ribbon

Adjust the planning view

Edit planning elements via the InLoox PM Ribbon

Planning
In the project, on the Start tab, click Planning to open the Planning page. On this page you will
find the following features:

e Create and edit an activity To create a new activity, click on the Edit tab in the Edit group New
activity. To edit an already existed activity, select an activity from the planning list. On the Edit
tab, in the Edit group click Edit.

TF For more information on how to create an activity, see Create and edit an activity.

e Create and edit a milestone To create a new milestone click New Milestone on the Edit tab, in
the Edit group. To edit an already existed one, select a milestone from the planning list and click
Edit in the Edit group.

TIPS

o For more information on how to create a milestone, see Create and edit a milestone.

o Use the multiselection for simultaneous editing of the planning elements. Click the first
planning lement you want to edit and hold the Ctrl key on the keyboard while clicking on
all the planning elements you want to edit. Then click Edit on the Edit tab, in the Edit
group.

¢ Remove a planning element Select the planning element from the planning list you want to
remove. On the Edit tab, in the Edit group, click Delete.
e Undo, redo or repeat an action

o You can undo an action, e.g. if you have accidently deleted one planning element. On the
Edit tab, in the Edit group, click Undo.
o You can repeat the last action. On the Edit tab, in the Edit group, click Redo.

e Create your planning faster Use the Copy and Paste commands from the Edit group on the
Edit tab to copy already existing planning elements and insert them into a new planning. You can
edit the newly created elements as you want.

e Mark planning elements as done Select an activity or milestone from the planning list, which is
finished, and click Done in the Highlight group on the Edit tab to mark the planning element as
done.

¢ Highlight a planning element in the planning list Select one planning element from the
planning list and click Flag in the Highlight group on the Edit tab. Choose one color from the
drop-down list.

Now you can see the selected flag in the planning list next to the element.

NOTE Unlike in previous versions, the selected flag color does not have an impact on the color of
the element in the Gantt chart in InLoox PM 7.
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* Highlight a planning element in the Gantt chart Select one planning element from the

planning list and click Color f..#¥.... " lin the Highlight group on the Edit tab. Click the color
circle to select a user-defined color from the color spectrum. Click the arrow to see a compact pre-
selection of standard colors. The planning element will be displayed in the Gantt chart in the
selected color.

¢ Synchronize work package with Outlook elements Select one element from the planning list
and click Synchronize with in the Action group on the Edit tab. Select either Outlook Task or
Outlook Calendar from the drop-down list.

' For more information, see Quick access panels for tasks and calendar, in the InLoox PM
elements in the Outlook task list / the Outlook calendar section.

e Assign a work package Select a planning element from the planning list and click Add
Workpackage in the Action group, on the Edit tab. In the New Work Package dialog box, fill in
the needed information:

o Select the resource that you want to assign the work package to.

o " For more information on how to do this, see Add resources.
o Additionally, you can select the This task is already completed check box to mark the
work package as done.
¢ Remove the defined constraints of planning elements Select from the planning list an
element with time constraints and click Remove Constraint in the Action group, on the Edit tab.

P For more information about constraints, see Create dependencies between planning

elements.

¢ Remove the dependency between planning elements Click Remove Dependency in the
Actions group on the Edit tab. The defined dependency will be deleted and you can move the
elements as you like.

¢ Change planning direction On the Edit tab, in the Settings group, click Direction. Select a
planning direction, e.g. Forward Scheduling or Backward Scheduling. Then add the Project
Start or End.

' For more information about the planning direction, see Create planning elements
dependency.

e Stop sending notifications On the Edit tab, in the Settings group click No Notification.
Notifications with project information or regarding project changes will not be sent to the project
resources.

e Create your planning by using templates Use a previously saved planning as template. On the
Templates tab, in the Action group, click Import Templates or choose a saved one in the
InLoox PM Templates group from the gallery view. You can also save the existing planning by
clicking Save Template in the Template group, on the Templates tab.

TP For more information on templates, see the category Planning templates.

¢ Send a planning as a template via email On the Templates tab, in the Action group, click
Send Template by Mail. In the opened email, enter the recipient and additional text if you like
and click Send. The planning is already attached to the email.

e Create a report On the Reports tab you find the features to create a report.
o Inthe Create Reports group, click Create Report. In the New Report dialog box, on the
Report tab, choose a template from the Use this template drop-down list. Filter the data
that you want to display in the Planning tab and then click Create.

TP For more information on how to issue a report and adjust the data, see Create a
report.

o Inthe Reports group, select a saved report from the gallery view, e.g. Planning
overview.

56



InLoox ,‘(\

TP For more information on how to add a new budget template to InLoox PM, see
Manage report templates.

Adjust the planning view

You can change the layout of an existing planning. There are several features available on the planning
page that you can choose from to customize the view.

e Up & /Down . 4 By clicking on these vertical arrows, you can move the selected item up and
down in the list. You find these buttons in the Arrange group on the Edit tab.

e Group ™/ %" Create a group by using these buttons. In the Arrange group, click ™. The
selected planning element will be grouped one level below.

On the Edit tab, in the Arrange group, click “® to move the selected planning element one group
level up.

® For more information about grouping, see Create and edit a summary activity.

e Expand All #/ Collapse All = On the View tab, in the Common group, click Collapse All to
minimize a group in the planning. Click Expand All to display it in the detail. Use this feature to
get a better overview of your planning.

e Choose fields This feature sorts and organizes the project planning by selected data.

o Onthe Choose Fields dialog box, click one field, e.g. Customer, and drag it into the
column headers.
o Reset the field per Drag and Drop back into the dialog box.
e Show critical path On the View tab, in the Details group, click Show critical path.

" For more information, see Show critical path.

¢ Display slack On the View tab, in the Details group, click Display slack. Now you can see for
how many days you can postpone the regarding planning element until it affects the overall
duration of the project.

e Today Click Today in the Change to group to switch to the today's view. The plan is positioned
so that the red day line is on the left side of the Gantt chart.

e Display All Click Display All in the Zoom group to adjust the date interval of the Gantt chart to
the project end or start - first and last element.

¢ Display the selected planning element only Select a planning element from the planning list.
On the Zoom tab, in the View group click Display Selected.

e Zoom ./ . Onthe View tab, in the Zoom group click Zoom in or Zoom out to change the
Gantt chart view. The following time intervals are available: years, quarters, months, weeks, days,
hours, quarter-hours, and minutes.

e Sort You can define the view of the project list by sorting it by criteria such as Name, Start date,
End date or Progress. On the View tab, in the Arrange group, click Sort by. Select a criteria
from the drop-down list, e.g. Is critical.

e Group On the View tab, in the View group, click Group by. In the drop-down list click on the field
you want to group by. The project list will be grouped by the criteria you have chosen.

NOTE You can remove the grouping by clicking None in the Group by drop-down list.

e Filter On the View tab, in the Arrange group, click Filter by. Select the filter criteria from the
drop-down list. Only those planning elements will be displayed in the planning list, which contain
the selected criteria.

¢ Define outline level Click Outline Level in the Arrange group, on the View tab. Select an
outline level from the drop-down list to collapse or expand groups in the planning view.

57



InLoox x\

Work with the Gantt chart

Get a visual overview of upcoming tasks and the utilization of resources. InLoox PM provides you with
different features to adjust the Gantt chart in a quick and comfortable way.

MPORTANT 1t you have no reading permissions, you cannot see planning elements in the Gantt Chart.

Article content

General features of the Gantt chart

Description of the symbols

General features of the Gantt chart

The following features for changing and editing the planning can be found in the Gantt chart:

e Edit a planning element directly in the planning list You can change the name and the time
frame of the element directly in the planning. Click on the planning element row that you want to
change and enter the new values.

¢ Change the position and duration of planning elements Press CTRG and drag the
predecessor / successor relationship between activities and milestones with the mouse.

¢ Move or extend planning elements Keep the SHIFT key on your keyboard pressed and drag
the planning element in the required position. So, the successor and predecessor will not be
influenced by the changes.

e Center the selected planning elements Click on the selected element in the Gantt chart.

e Zoom in and out the view Press CTRG and scroll the mouse wheel for zooming.

e Edit dependency Double-click on the link line in the Gantt chart. The Dependency dialog box is
displayed, where you can change the type of dependency and the lag.

Features in the context menu

e The context menu provides you with almost all basic features that are also on the Planning page,
such as New Activity, New Milestone, Edit, Delete, Done, Add Workpackage, Flag,
Synchronize with. It has also such features as Expand and Collapse All, Choose Fields, Copy
and Paste. Right-click in the Gantt chart to open the context menu.
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T For the detailed description of these features, see Work with the planning.

Information rules in the project list

e The current time is represented by a vertical yellow line.
e The project end is marked in red.

T For more information on how to activate the command Fixed deadline on the Management
page in order to see the project end in the planning, see Add other project information.

e Atime period is then in red in the planning, if the planning elements are over the project end in the
planning.

e A blue bar shows the status of the activity in percent (%).

T For more information on how to set the status, see Create and edit an activity or Create and
edit a milestone.

e Working times within start and end dates of the project are colored with a white background.

¢ Non-working times are colored in grey.

¢ InLoox PM allows you to start your planning earlier than the project start and to finish it later than
the project end. In both cases, the planning for this time period is colored in red.

Keyboard shortcut

CTRG+N Create a new activity.

CTRG+N Create a new milestone.

CTRG+A Select all planning elements.

CTRG+C Copy a planning element into the clipboard.

CTRG+V Paste a planning element from the clipboard to the Gantt chart.
CTRG+arrow to right Moves the selected element to right.
CTRG+arrow to left Moves the selected element to left.

CTRG+arrow upwards Moves the selected element upwards.
CTRG+arrow downwards Moves the selected element downwards.
Mark the last element in the project plan+arrow downwards Creates new planning element.
Insert Inserts new planning element.
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Description of the symbols

|Symbol|Description |

|3 ||A check mark shows that the element is marked as completed. |
& ||An alert shows that the element is already overdue and has not been completed yet. |
"
o A flag is used to highlight specific elements.

|The symbol resource shows that resources have been assigned to the element. |

- The symbol resources have finished work shows that all resources assigned to the element
< have completed their tasks.
1]

|A paper clip shows elements to which documents are linked. |
The calendar symbol if constraints have been set for the respective planning element.

r=

" For more information, see Create and edit an activity or Create and edit a milestone.
4\ HInLoox PM communicates a conflict with this symbol, if a predecessor will be moved.

Create planning elements

Create and edit an activity

It is recommended to divide the planning into activities. An activity is a planning element with a defined
start and end date or a defined duration which is narrowed down content-wise by the underlying work
packages. Please follow these steps to divide the planning into several activities:

TF For more information about work packages, please see the category Work packages.

1. Open an existing project or create a new one.

TF For more information on how to create a project see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Planning.

3. Create a planning by adding activities. In the Planning page, in the Edit group, click New
Activity.
NOTE Create your planning faster by adding new activities by using the Copy and Paste feature
in the Edit group.
TP You can also add another project element like a milestone. For more information, see Create

and edit a milestone.
4. Inthe New Activity / Edit Activity dialog box, you can adjust the activity to your requirements:
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r

— o
Standard | Details | Dependency | Resources Documents i Custom
E Basic Informabon A
Name Competition analysis
Group Consulting -

Item is a milestone

| a Highhght
Flag None - Colo o z
E Time frame 11/2/2011 8:00 AM - 11/10/2011 11:00 AM a
Calendar Standard -
Duration 6 ‘ work days €9 03:00 :‘_ Hours:Minutes
Constraint Start -
As soon as possible
® [No earier than «| [11/2/2011 v | [12:00 av %]
B Status a
Progress b ] ) done

o General information on the activity on the Standard tab
1. Inthe Basic information area, in the Name box, type a name. In the Group box
choose a group to which the activity belongs.

P Each group has an internal price per hour. You can change this price/group
or add a new one via the InLoox PM options. For more information, see Generate
and edit groups.

2. Inthe Basic information area, you can also define whether a planning element
is a milestone. Select Item is a milestone check box.

3. Inthe Highlight area, select from the Flag drop-down list a color to mark the
activity in the planning list. You can also select a color to mark the activity in the

Gantt chart by clicking Color &
4. Inthe Time frame area, define its durat|on and dependencies regarding other
planning elements.
The current date will be set by default in the new project.
1. Select Standard as a calendar or choose a user-defined working time
calendar from the list in the Calendar box.

" For more information on how to set a working time calendar, see

Create a working time calendar.

2. In the Duration box, enter the duration in days and enter the hours in the
box on the right side.

3. Inthe Schedule box, define the constraints of the activity. Choose
between Start or End.

4. The constraint As soon as possible is set up as default value for the
Start and As late as possible for the End. InLoox PM will automatically
display the calculated date in the Time frame section.
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5. Choose below, if you want to set your own date and the constraints. In
the drop-down list choose between On, No earlier than, No later than.

P For more information about the dependency and constraints, see
Create planning elements dependency.
5. Inthe Status area, define the progress or activate the done check box to display
the processing status of the activity.
o More information on the activity on the Details tab
1. In the Description field enter some important information on the activity, e.g. the
targeted deliverables or internal remarks.
TIPS
= The information from the Description field will be sent via notification to
the divided resources. See Display and process work package for more
information about the InLoox PM notifications.
= InLoox PM provides you with a range of formatting features. For the
detailed description, see Create and change comments in the Customize
comments section.
2. Inthe Summary activity box, select a group or parent, to which the activity
belongs.
3. Inthe WBS code box, enter a work breakdown structure code to identify activities
and milestones in large projects.
4. Inthe Location field, enter a location.
o Set dependencies between activities / planning elements on the Dependency tab
1. Choose from the Available list one planning element and click >>.
InLoox PM creates a chronological interdependency between the activity and the
selected successor.
2. The Selected list contains all successors of the activity currently being edited. To
remove a successor click on the button <<.
InLoox PM consequently deletes the chronological interdependency between
the activity and the selected successor.
3. Define the dependency between planning elements by choosing on the item in
the Selected list.
= Click Edit and choose between Start to start, Start to end, End to start,
End to end in the Edit Dependency dialog box.
= Set up alaginthe Lag area.
= Activate the Negative control box to create a negative lag.

TP For more information about dependencies and lags, see Create planning
elements dependency.

NOTE Click Collapse to structure the Available list clearly and collapse all
groups.

o Further information on the activity on the Custom tab
1. Click in the previously created custom box and enter a new value for it.

TP For more information on how to add a new custom field in InLoox PM, see
Create a custom field.

5. Click OK to save the changes.

NOTE Add Outlook tasks and appointments to the InLoox PM Planning via Drag and Drop. The duration of
this new activity is an actual effort drawn from the Outlook task or the duration of the Outlook appointment.
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Create and edit a milestone

By defining milestones, you can specify when and how important project results have to be achieved.
Please follow these steps to define milestones in InLoox PM:

1. Open an existing project or create a new one.

TF For more information on how to create a project, see Create a project.

2. Inthe project, in the Start tab, in the Section group, click Planning.
3. Create a planning by adding planning items such as milestones. In the Planning page, in the Edit
group, click New Milestone.

NOTE Create your planning faster by adding new milestones by using the Copy and Paste feature
in the Edit group.

TP You can also add another planning element, e.g. an activity. For more information, see Create
and edit an activity.

4. Inthe New Milestone / Edit Milestone dialog box, you can use the following options to adjust
the milestone:

fi

Edit Milestone '?[- &) ‘[

Standard | Details | Dependency | Resources | Documents | Custom

Group Consulting -

| Item is a milestone

| a Highhght
Flag ¥ Green - Color - T
F Date/time 11/2/2011 12:00 AM A
Calendar Standard -
Constraint Start -
As soon as possible
@ [No earler than v 117272011 v | [12:00 Av 2]
B Status a
Status: done

oK I Cancel

o General information on the milestone on the Standard tab
1. In the Basic information section, in the Name box, type a name. In the Group
box choose a group to which the milestone belongs.

TI® Each group has an internal price per hour. You can change this price/group
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5.

or add a new one via the InLoox PM options. For more information see Generate
and edit groups.

In the Basic information area, you can also define that this planning element is
supposed to be an activity, not a milestone. Deactivate Item is a milestone
check box.

In the Highlight area, select from the Flag drop-down list a color to mark the
milestone in the planning list. You can also select the color to mark the milestone

in the Gantt chart by clicking Color £ -
In the Date / time area, define its completlon date and dependency regarding
other planning elements. Unlike an activity, a milestone has no duration.
The current date will be set by default in the new project.
1. Select Standard as a calendar or choose a user-defined working time
calendar from the list in the Calendar box.

T For more information on how to set working times or create a new
calendar, see Create a working time calendar.

2. Inthe Constraint box, define the constraints for the dependency
between planning elements. Choose between Start or End.

3. The constraint As soon as possible is set up as default value for the
Start and As late as possible for the End. InLoox PM will automatically
displays the calculated date on the Date / time area.

4. Choose below, if you want to set your own date and the constraints. In
the drop-down list choose between On, No earlier than, No later than.

¥ For more information about the dependency and constraints, see
Create planning elements dependency.
In the Status area select the done check box to display the processing status of
the milestone.

o More information on the milestone on the Details tab

1.

2.

3.

4.

In the Description box enter some important information on the milestone, e.g.
the wished deliverables or internal remarks.
TIPS
= The information from the Description box will be sent via notification to
the divided resources. See Display and process work package for more
information about the InLoox PM notifications.
= InLoox PM provides you with the range of the formatting features. For the
detailed description see Create and change comments in the Customize
comments section.
In the Summary activity box select a group or parent, to which the milestone
belongs.
In the WBS code box enter a work breakdown structure code for identifying
activities and milestones in large projects.
In the Location field enter a location.

o Set dependencies between milestones / planning items on the Dependency tab

1.

Choose from the Available list one planning item and click >>.
InLoox PM creates the chronological interdependency between the milestone and
the selected successor.
The Selected list contains all successors of the milestone currently being edited.
To remove a successor click on the button <<.
InLoox PM deletes the chronological interdependency between the milestone and
the selected successor.
Define the dependency between planning elements by choosing on the item in
the Selected list.

= (Click Edit and choose between Start to start, Start to end, End to start,

End to end in the Edit Dependency dialog box.
= Set up alaginthe Lag area.
= Activate the Negative control box to create a negative lag.
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T For more information about the dependency and lag, see Create planning
elements dependency.

NOTE Click Collapse to make the Available list clearly and collapse all groups.

o Further information to the milestone on the Custom tab
= (Click in the previously created custom box and enter a new value for it.

T For more information on how to add a new custom field in InLoox PM, see
Create a custom field.
5. Click OK to save the changes.

Create and edit a summary activity

You can organize and structure the existing planning by using summary activities. A summary activity
summarizes several related single activities to a superordinated activity. This leads to a clearly structured
project plan.

Article content

Create a summary activity

Edit a summary activity

Create a summary activity

To create a summary activity proceed as follows.

1. Open an existing project or create a new one.

TP For more information on how to create a project see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Planning.

3. Select the activities and milestones that you want to subordinate and click Group ®%in
the Grouping group.

TP For more information on how to create a planning, see Create and edit an activity and Create
and edit a milestone.
InLoox PM changes the activity above to a summary activity.
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e The activity which is to be changed to a grouping must not contain any links or dependencies.
e The time period for the grouping is automatically adjusted to take account of items at lower
levels.

Edit a summary activity

To edit a summary activity proceed as follows:

1. Right-click on the selected activity and click Edit in the context menu. For more information on
how to create a project see Create a project.
2. In the Edit Summary Activity dialog box do one or more of the following:

Edit Summary Activity [o] @
Standard | Details | Dependency | Resources | Documents | Custom

5 Basic Information a
Name parket analyss|

l__.a Highhght
Flag None - color [ |
B Statws a
Progress 03 ] done
[ ok ][ cancel ]

o General information on the summary activity on the Standard tab
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1. In the Basic information area, in the Name field, type a name for the summary
activity.

2. Inthe Highlight area, select from the Flag drop-down list a flag color to mark the
summary activity in the planning.

3. Inthis area, you can also select the color to mark the summary activity in the

Gantt chart by clicking Color-.. -
4. Inthe Status area, define the progress or select the done check box to display
the processing status of the summary activity.
o More information on the summary activity on the Details tab
1. Inthe Description field enter some important information, e.g. the planned
deliverables or internal remarks.

TIPS

= The information from the Description field will be sent via notification to
the divided resources. See Display and process work package for more
information about the InLoox notifications.
= InLoox PM provides you with the range of the formatting features. For the
detailed description see Create and change comments in the Customize
comments sector.
2. Inthe Summary activity box select a group or parent, to which the summary
activity belongs to define the hierarchy level.
3. Inthe WBS code filed enter a work breakdown structure code for identifying
activities and milestones in large projects.
o Further information to the summary activity on the Custom tab
1. Click in the previously created custom field box and enter a new value for it.

TIP

For more information on how to add a new custom field in InLoox PM see Create
a custom field.

3. Click OK to save the changes.

Create dependencies between planning elements

A dependency represents a relationship between two planning elements, where one element with its start
or end is dependent on the start or end of the other one. A planning element is a successor, if it is
dependent on the other element. A planning element is a predecessor, if the other planning element
depends on it. These two types are displayed on the project plan (Gantt chart). The dependency
describes a consequence and chronological order between two elements in this chart.

Article content

Types of dependencies

Constraints

Lags
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Types of dependencies

In InLoox PM, you can use the duration of planning elements, different types of dependencies, constraints
and positive and negative lags. You can modify the information in the planning by using the features in the
Ribbon, New / Edit dialog box and in the Gantt chart. InLoox PM automatically adjusts the schedule and
displays information about the relationships between planning elements.

The type of dependency between activities defines how the activities are linked to each other. InLoox PM
provides you with the following dependency types:

[Dependency |Example |Description |
The activity B begins after the activity A is finished. E.g. the activity A is
End-to-Start || "Prepare a presentation” and the activity B is "Hold a presentation". In
B this case the "Hold a presentation” activity cannot begin until the

"Prepare a presentation” activity is completed.

The dependent activity B cannot begin until the activity A that it
Jr— depends on is completed. For example, the activity A is "Prepare texts
Start-to-Start ||, 5 for the web site" and the activity B is "Add screenshots". However, the
"Add screenshots" activity begins, when the "Prepare texts for the web
site" activity begins.

The activity B cannot be completed until the activity A that it depends
End-to-End A on is completed. E.g. the activity A is "Write texts" and the activity B is
B "Check texts". The "Check texts" activity cannot be completed until the
"Write texts" activity is finished.

The activity B cannot be completed until the activity A that it depends
on begins. This type is also called jump sequence. The jump sequence
chain forms the latest possible project start.

Start-to-End —

E.g. the activity A is "Print a brochure" and the activity B is "Send for
printing". The "Send for printing" activity must be finished before "Print
a brochure" begins.

Edit dependencies in the Gantt chart

This is how you can generate and edit dependencies:

1. Select the element from your project plan that is supposed to be the successor. Double-click the
element or click on the Ribbon, on the Edit tab, in the Edit group, Edit.

2. Inthe Edit Activity or Edit Milestone dialog box, click on the Dependencies tab.

3. Mark in the Available area the planning element that is supposed to be the predecessor. Then
click the >> button to the Selected area.

4. Then click the Edit button to define the type of the dependency.

5. Confirm with OK twice.

NOTE To edit an already existing dependency between two planning elements you can also double-click
the connecting line between those two elements in the Gantt chart.
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|
Lags

InLoox PM provides you with the possibility to determine the lags between two linked planning elements.
By using lags, you can define the time interval between two planning elements. You can create a positive
or a negative lag.

|

-E’l a Assesssment 21.09.2011... 13.10.201.. | 2500 h [+ '
(g & Media analysis 08.092011.. 29.09.201.. | 2500n N ‘

Positive lag The issue date (start or end) of the successor is after the predecessor. A positive lag means
"waiting". E.g. you want to set a lag between two activities "Draw a picture" and "Frame a picture",
because the paint needs to dry. Create a positive lag by putting in e.g. 2 days. The time lag of 2 days is
always constant, even if the predecessor will take 4 days more.

Negative lag If an activity is supposed to start before its predecessor ends, it is necessary to define a
negative lag (both activities overlap). A negative lag means "to bring forward". Example: You want to
prepare a marketing brochure. Two activities are supposed to overlap so that the activity "lllustrate” starts
3 days before the activity "Write texts" is completed.

Edit the lag in the planning

First, mark the planning element that you want to edit. Then click on the Edit tab, in the Edit group, Edit.
In the Edit activity dialog box, on the Dependencies tab, you can proceed as follows:

¢ |f a dependency has not been defined yet you can select the supposed predecessor in the
Available area and click him to the Selected area by using the button >>.

Mark the respective activity in the Selected area and click Edit.

In the Edit dependency dialog box, define the type of dependency (see above).

You can define the lag in working days, hours and minutes.

Activate the Negative checkbox if it is supposed to be a negative lag. Example: A successor is
supposed to start three days before the predecessor will end. In this case, you insert a lag of
three working days and activate the Negative check box.

Constraints

Use constraints for each activity in order to control the start and end date. InLoox PM provides you with
the constraint types you see in the list below. For new planning elements, the constraint As soon as
possible is set up as default value for the forward scheduling and As late as possible for the backward
scheduling.

You can combine the different constraint types with the different types of dependencies.

[Constraint type |Description |
As soon as possible ggt:ctlvny begins as early as possible. This activity is calculated from the start

. An activity begins as late as possible. This activity is calculated from the end
As late as possible date
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An activity will be finished on or before a specified date. Use this constraint to
ensure that an activity does not finish after a certain date.

An activity starts on or before a specified date. Use this constraint to ensure that
an activity does not start after a certain date.

An activity will be finished on or after a specified date. Use this constraint to
ensure that an activity does not finish before a certain date.

An activity starts on or after a specified date. Use this constraint to ensure that
an activity does not start before a certain date.

An activity starts on a specified date. Sets the early and the late start date to the
date that you choose and anchors the activity in the schedule.

An activity will be finished on a specified date. Sets the early and the late end
date to the date that you choose and anchors the activity in the schedule.

End no later than

Start no later than

End no earlier than

Start no earlier than

Start on

End on

Backward scheduling

Backward scheduling is a technique to calculate the project plan from the due date. You can assign the
work packages in a way that the entire project will be finished exactly to the due date.

In the backward scheduling, a new planning element starts as late as possible. This planning element,
which is the last one in the planning chain, stays at the end of the project plan. The idea of the backward
scheduling is to determine the latest possible end date of this planning element to meet the planned due
date. The latest end and start date of each planning element in the project plan is consequently
calculated.

Therefore, the project plan is calculated until the latest possible date of the planning start by considering
any necessary lags between planning elements. The slacks, critical planning elements as well as the
critical path can be determined due to this calculation.

TF For more information on the critical path and slacks, see Show the critical path.

Do the following to create a backward scheduling:

s

Direction

-

v | Forward Scheduling
Planned Start [02.09.201108:00 |

Backward Scheduling

ed End NS EEEEEEE b

On the Edit tab, in the Settings group, click Direction.

2. Select Backward Scheduling from the drop-down list.

3. Enter an end date for the planning. Choose the date in the Planned End box.
InLoox PM calculates the project plan from the end date until the start date.

4. Create the first planning element by clicking New Activity or New Milestone in the Edit group, on
the Edit tab.

5. This first element is the last one in the project plan and has no successor.

—_
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6. Determine the latest completion date of each predecessor in the planning.

T For more information on how to create planning elements, see Create and edit an activity and
Create and edit a milestone.

Resources

Add resources

You can assign work packages to your project team members and determine the distribution of work. The
procedure of assigning work packages is the same for activities, milestones and summary activities - all
features can be found in the dialog box New or Edit of each planning item.

1. Open the New Activity / New Milestone or the Edit Activity / Edit Milestone dialog box of a planning
item to add a new resource. Choose one of the following options to open the dialog box:

e Inthe group Edit click New Activity / New Milestone or Edit Activity / Edit Milestone.

e Right-click on the project plan area and click New Activity / New Milestone or Edit Activity /
Edit Milestone in the context menu.

e Double-click an item in the project plan.

New Activity o ||

Srtar.dardlbetal.s Dependency | Resources | Documents | Custom

| Work Package
| B

| add Mame WorkAm...| Price Per... Secondar... Motificati Dane Allocation
Rita Meyer 8,00 h 4000% 6000 % Email ] 0%
Gordan... 3,00 h 4000% 6000 % Email ] 0%

| Remave

| Workload

2. Click the Resource tab.

3. Do one of the following:

e Add a new resource:
1. Click Add.

2. Inthe Edit Work Package dialog box, in the Resource box, click E]

NOTE Use the quick selection to add a new resource. Click the Arrow [Z. You can see in
the drop-down list all resources, that have been added to the project.
3. Inthe Select Contact dialog box choose one name from the list. InLoox PM provides you
with the InLoox PM address book as well as with the contacts from Microsoft Outlook and
Exchange Server.

P Use the Skills feature to assign resources according to their skills. Click the Search
by Skills drop-down list and select the respective check box. Then select a resource from
the list and click OK. For more information see _Assign skills to resources.

4. Click OK.
In the Resource box the new name will be displayed.
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¢ Notify a resource:

1.

8.

9.

In the New work package dialog box choose the notification type from the Notification
drop-down list.

New Work Package ]
a Resource &
Rita Meyer I e |¥
J Detals a
Notification Emal B
" (none)
s
Emal

Outlook task request
Outiook appontment request

Cost per Hour Individual . $/h
$/h
/| Is assetbillable

. This task is already completed
tatus

oK Cancel

Choose the notification type from the Notification drop-down list.

The notification determines when and how an added resource will be informed about the
details of this work package.

Choose one of the following: (none), InLoox PM, Email, Outlook task

request, Outlook appointment request. For more information, see the category Budget
overview.

" For more information about notification types, see Display and process work
packages.
Change the workload of the resource (optionally) in the Workload area.
You will see the workload of the resource in percent (%) during the defined time period.
The effort determines the planned time and costs on the Budget Overview page, in the
Budget Overview area, in the Planned expenses (resources) column.

' For more information see the category Budget overview.
Select the Individual check box in the Cost per hour area and set an individual hourly
rate for the resources, if you want to ignore the group cost rate. Type the respective
values in the Purchase price and in the Selling price field.
The Is asset billable check box is selected automatically to include the resource costs of
this work package to the expenses (plan, resources).
Select the This task is already completed check box in the Status area. The status
shows, whether the particular resource has completed his/her task.

10. Click OK.
e Edit aresource:

1.

2.
3.

In the New Activity / New Milestone or the Edit Activity / Edit Milestone dialog box, on
the Resource tab, choose the resource's name from the Name list.

Click Edit and make your entries in the dialog box.

Click OK.

¢ Remove aresource:

1.

2.

In the New Activity / New Milestone or the Edit Activity / Edit Milestone dialog box, on
the Resource tab, choose the resource's name from the Name list you want to remove.
Click Delete.

e Check the work amount:
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1. Inthe New Activity / New Milestone or the Edit dialog box, on the Resource tab, click
Work amount (h) to open the Resource overview.
The Resource overview displays an overview of all resources involved in one particular
project or in all projects.

T For more information see Open and manage the resource overview.
2. Click Close.

Assign skills to resources

Using the InLoox PM skill management, you are able to assign any qualifications and skills (such as
language skills, special knowledge of industry sectors, certifications and many more) to project members.
Consequently, you can search for team members with certain skills in your company and deploy them for
specific project tasks.

And this is how you can generate skills in InLoox PM and assign them to certain project members:

1. Open the InLoox PM options dialog.

T For more information about how to open the InLoox PM options, please see Open the InLoox
PM options.

2. Under Planning, click Skills. On the right side, you will find the Skills area as well as the Skill
Assignment area.

«Shls

New Irlame Description
Relational databases Experience inthe use of relational databases
Edit DTP Expertise At least one year of professional experience
Delete English language skills Fluent inspoken and written
Trade-fair expenence Experience inthe management of a tradefal
1. Skills

= To create a new skill, please click New in the Skills area. In the New Skill dialog
box, in the Name field, you can name the respective qualification and add a
description in the Description field. Please confirm with OK and the newly
created skill will appear in the list.

= To adapt an already existing skill click the respective skill in the list and click Edit.
You are now able to change the naming of the skill in the Name field and to
change the description of the skill in the Description field. Confirm with OK and
the changed entry will appear in the list.

= To delete an already existing skill permanently, click the respective skill in the list,
then click Delete and confirm with Yes.

2. Skill Assignment

= First, click the skill in the list in the Skills area that you want to assign to a project
member.

= Then click New in the Skill Assignment area.

= Inthe InLoox PM Skill Assignment dialog box, click -L‘to select a resource.
Mark the respective name in the list and click Select and then OK. Then activate
the check box(es) of the skill(s) in the Skills area that you want to assign. Click
OK and the newly created assignment will appear in the list.
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= To modify the assignment, mark the respective entry in the Skill Assignment

area and click Edit. To select a different resource, click -““Jand mark the
respective name in the list and click Select, OK. To modify the assigned skills,

activate or deactivate the check boxes of the respective skills.
= Toremove an assignment permanently from InLoox PM, mark the entry in the list,
click Delete and confirm with Yes.

NOTE As soon as you have created a skill entry in the InLoox PM options and you have assigned it to one
or several resources, you can search for the respective skill anywhere you can add a resource in InLoox

PM.

Call up and manage resources

In the resource overview, you can control the resource utilization. Resources can be employees or objects
used for work such as rooms, vehicles or machines. InLoox PM differentiates between internal resources

(i.e. Exchange Server mailboxes) and external resources (i.e. email and fax contacts). InLoox PM uses
the free/busy-feature of Microsoft Exchange Server for internal resources and integrates the information

(busy, tentative and out of office) into the workload diagram.

1. Open the Resources overview.
2. There are different options to open the Resources overview:
o Onthe InLoox PM tab, in the Views group, click Resources.
Keyboard shortcut Press CTRG+O.

o Inthe planning, click on an existing activity or milestone, or create a new planning

element. In the dialog box, on the Resources tab, click Work amount (h).
In this case, the Resources overview displays the utilization information on the selected
planning element.

com.)

2009-0010 - Media Congulting

2009-0010 - Media Consulting
20050010 - Media Consulting

Exchange Calender

- Advertizing material
2009-0010 - Media Congulting -
2009-0010 - Media Consulting -
- Communication research
- Meeting

2009-0010 - Media Congulting -

Analysis: media strategy
Collection of information

Kick.Of

Max Schiller
B wiocated

B owenlioated
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3. Do one or more of the following:
o Check resource Click on the resource that you want to check.
A graphical overview of the workload in the specified time period is displayed:
= Avyellow field indicates that a resource is occupied but not overloaded in the
specified time period.
= A shaded yellow field indicates that a resource is overloaded in the specified time
period.

o Change the workload of the resource Open the corresponding planning element in the
planning and change the data, e.g. time. On the Resources tab, click the respective
resource and change its parameters.

o Display resource project-related or system-wide In the View group, choose between
All Projects or Only this Project.

o Show work package details Choose one work package from the list and click Show
Details.

o Show standard resources In the Display group choose this command to display the
ressources added to the project.

TIPS

o For the detailed description of the other features in this view, see Work with resorces.
o For more information about resources, see the category Resources.

Add documents

You can add the related project documents to the planning elements. So, these documents are available
for all users. The procedure of adding a document is the same for an activity, a milestone and summary
activity - all features are in the dialog box New or Edit of each planning element.

1. Open the New / Edit dialog box of a planning element to add a document. Choose one of the
following options to open this dialog box:
o On the Edit tab, in the Edit group,click New Activity / New Milestone or Edit.
o Right-click on the Planning area and click New Activity / New Milestone or Edit in the
context menu.
o Double-click a planning element.

HNew Activity = | -= [

Star.dard| Details | Dependency | Resources, Documents | Custam

¥ \yl Dokuments
[ tew 3§ || Dragacolumn header here to group by that column
|| File Mame Path
" " Cwerview.doo 1S ekt ects\ 2011-0012 Me...
| — | WWaB\Pro| h\Priojectsh2

2. Click the Documents tab. Choose one of the following options:
o Add new document:
1. Click Add.

TP For more information on how to add a document, see Create and edit a
document.
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2. Click OK.

Now, the added document is displayed in the project plan with a paper clip .
Click this symbol to open the document. This document is also saved on the
Documents page.
o Add a previously saved document from the Document page:
1. Click the Arrow [Znext to the Add button.
2. In the drop-down list, select Link.
3. On the Select Entry dialog box, choose a document and click OK.
o Open a document:
1. In the Documents area, choose a document from the list
2. Click Open or double-click the item.
o Remove a document:
1. Choose a document from the list on the Documents page that you want to
remove.
2. Click Delete.

TP You can link files with the InLoox PM project plan on your local computer or on a server. If you are a
team member, specify the server path for the link to give access to all team members. For more
information, see the category Documents.

Show the critical path

The critical path marks activities and milestones, which in case of delay immediately lead to the exceeding
of the planned project end.

You can display the critical path only in an already existing planning.

T® For more information on how to create a planning, see the category Create planning elements.

1. Offnen Sie ein bestehendes Projekt oder erstellen Sie ein neues.

TIFF Uber die Moglichkeiten, wie Sie ein neues Projekt anlegen konnen, erfahren Sie mehr unter
Anlegen eines Projekts.

2. Im Projekt, auf der Seite Betreuung, in der Gruppe Bereich klicken Sie auf Planung.
3. Auf der Registerkarte Ansicht in der Gruppe Details klicken Sie auf Kritischen Pfad anzeigen.

Medaberatung (2009-0027) - InLoox PM-Projekt

e Nov 2011
0 o8P Mame Startgatum | Er - -
| Mo | Di, 08 | Mi~. | Do.... | Fr,11 | 5a,12 5o, 13| Mo, | DI, 15 |Mi—. | De,.. | Fr, 18 | 3
T@ = Projektplan 08112011 15112011 1. -
5E ] Marktanalyse 08112011 111120111
HEO & Konkurrenzanal... 08112011 09112011 1... _—
e - Informatiorsbr.. 11112011 15113011 1. —_— —
iR & KommunikationsmaB... 14113011.. 171120111.. *
B\ 2 " Media analysis 15112011 17112011 1.. it
By a P Bewerlung 14112011 143120110 . Hovember
'-Ei;.:':ﬂ a Eommunikationslan. 14112011 17.11.2011 1
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HINWEISE

e Der kritische Pfad wird immer rot markiert und die farbigen Kennzeichnungen werden
ausgeblendet.

¢ Sie kénnen auch mithilfe des Befehls Puffer anzeigen sehen, um wie viele Tage Sie die
Planungselemente verschieben kdnnen, bis sie kritisch sind. Auf der Registerkarte Ansicht in der
Gruppe Details klicken Sie dafur auf Puffer anzeigen.

e Planungselemente, die dem kritischen Pfad angehdren, werden im Projektplan in der Spalte Ist
kritisch als "kritisch" angezeigt.

Set a work time calendar

InLoox PM adapts to the working times of your company. In the InLoox PM options you can set individual
working time models to display for example part-time work, shift work or weekend work.

1. Open the dialog box InLoox PM Options.

T® For more information, where you can find the InLoox PM options, see Open the InLoox PM
options.
2. Under Planning click Working times. On the right side, you see the Working times area.

RO Calender

Standard - New Edit Delete
247

Night shift
Day shift l
v . Fimes Workday -
Part-time (S0 percent) k .
Part-time (50 percent) —
Disposal shift o v
- TORasy UES00-TE00 v

3. In each area you can choose the following options:
1. Calendar

= Add a new calendar On the Calendar area, click New. On the New Calendar
dialog box, in the field Name enter a new name and click OK.
Now, the new calendar is displayed in the drop-down list in the Calendar area.
You can add to the calendar Working times, Working days and Days off.

= Edit a calendar Select a calendar from the drop-down list in the Calendar area
and click Edit. On the Edit Calendar dialog box, in the Name field, change a
name and click OK.

= Remove a calendar Select a calendar from the drop-down list in the Calendar
area and click Delete.

2. Working times
1. Select one day from the list and Click Edit.
2. Inthe dialog box Edit Working Daydo the following:
= Select tthe No workday option for a day off.
= Select the Workdayoption for a work day.
1. Select the 24 hours option for the permanent operation.
2. Select the Working timesoption to define them.
1. Click Add and enter Start and End in the New Working
Time dialog box. Click OK.
2. To edit already existing working times, select an entry
from the list and click Edit.
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3. To delete existing working times permanently, select an
entry from the list and click Remove.
= (Click OK.
3. Days off
= Inthis area, you can add or import new days off and edit or delete the existing
ones.

" For more information see Set days off.
4. Working day
= Define the number of hours of a working day in the One working day
contains...hour(s) box. This parameter helps the user to enter time periods for
activities and workloads for work packages.
4. Click OK or Apply to save the changes in InLoox PM.

NOTES

e [f the working times are changed or working days are activated or deactivated, the internal
costs of a project are only then changed when the relevant element is opened and the project
saved.

e The billing of internal costs on the planning page only takes account of the number of working
hours of work packages in planning activities.

e The values specified here define the standard start and end for new planning elements. The use
of working times facilitates the input of activities and milestones.

Set days off

In the InLoox PM options, you can set days off and import Microsoft Office Outlook holidays files (*.hol).

1. Open the InLoox PM Options dialog box.

TP For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.
2. Below Planning, click Working times. On the right side you see the Days off area.

m

I’_“ Day= Odff
ol Fame Start
Christmas 24122011
[ Edi
| Delete
| Impart

3. Do one of the following:

o Set a new day off
In the Calendar area, choose a calendar from the drop-down list.
In the Days off area, click New.
Type a name in the Name field, in the New Non Working Time dialog box.
Select a date in the Start field.
You can optionally choose the End to define the end or to add several days off.
Select the Full-time option, if you want to define the whole day as a day off.
Select the Available in all calendars check box, if you want to apply this day off
for all calendars.

Noosw
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8. Click OK.

NOTE Define the days off per calendar, e.g. to define different holidays in different
calendars (such as country-specific holidays).
Edit items Choose one day off from the list and click Edit to edit it.
Delete items Choose one day off from the list and click Delete to remove it permanently.
Import items Choose one day off from the list and click Import.
InLoox PM loads a Microsoft Office Outlook holidays file (*.hol).

4. Click OK or Apply to save the changes in InLoox PM.

Planning templates

Import a planning template

Use already existing Microsoft Project files for a new project planning. A planning template includes
milestones, activities and summary activities.

TP For more information on how to create a planning template, see Save a planning template.

1. Open an existing project or create a new one.

TP For more information on how to create a project, see Create a project.

PO

o

@)
@)
@)

In the project, on the Start tab, in the Section group, click Planning.
On the Planning page, on the Templates tab, in the Action group, click Import Templates.
In the drop-down list choose one of the following file formats:

MS Project File

MS Project Exchange File
XML File

InLoox PM Planning File

You can load a template from your local data in these formats.

5. You can also select the saved templates in the InLoox PM Templates group in the gallery view.
6. If you have chosen an already saved template, the Load Template dialog box will be displayed:

[ Load Template ==

k);g] Load Templates

Srart date @ Automatic Calculation

¥| Load resowrce data

| Remave completion data

Manual Caleulatian 30.08.2011 [+] [og:00

[ ok || Cance

1. Choose between Automatic and Manual Calculationto define the working times of the related

work packages.

= Automatic calculation when using automatic calculation, all existing constraints
will be replaced by a “Start as soon as possible” constraint. The activities and
milestones are allocated in accordance with the planned start date from the
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planning settings (under “Direction”), independently of the project start date on
the management page.

If backwards planning is being use, all existing constraints will be replaced by a
“Finish as late as possible” constraint. The activities and milestones are allocated
in accordance with the planning end date from the planning settings (under
“Direction”), independently of the project end date on the management page.
Manual calculation manual calculation takes the start date as the basis for the
first element in the planning. All subsequent elements will reflect the structure of
the template. In order to do this, all constraints in activities and milestones will be
removed and replaced with a “Start On” constraint. The automatic planning
functions are not used.

Define the Start date as well as Work times for the planning elements if you have
chosen the manual calculation.

Select the Load resource data check box to load the resource information of a planning.
Deactivate the Remove completion data check box, if you don't want to see progress
information and resources in your planning.

Click OK.

The start date determines the date for the first (earliest) activity or milestone from the selected
template. InLoox PM places the other items according to this time.

You can load more than one template to the same planning. The multiple loading of the same
template is also possible.

The following templates such can also be loaded:

Microsoft Project (MPP)

Microsoft Project XML (XML)

Microsoft Project Exchange (MPX)

Save a planning template

You can easily exchange project schedules between InLoox PM and Microsoft Project. InLoox PM users
do not need any additional software - neither is Microsoft Project necessary.

And this is how you do it:

1.

POD

Open an existing project or create a new one.

TP For more information on how to create a project, see Create a new project.

In the project, on the Start tab, in the Section group, click Planning.

On the Planning page, on the Template tab, in the Action group, click Save Template.
In the drop-down list you can choose between the following formats:

InLoox PM

Other Format, e.g. Extensible Markup (XML).
If you choose the InLoox PM format the Save Template dialog box will be displayed.
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[ Save Template ]|

-

' é Template Name
Enter the name of the template

Prototype Mind Map

[ ok |[ Cance

6. Inthe Enter the name of the template field, type a name.

7. Click OK.
The template is saved in InLoox PM. InLoox PM saves not only planning elements, but also all
resources and their notification options.

TP For more information on how to change a template, see Manage planning templates.

Manage planning templates

In the InLoox PM options, you can edit planning templates that you have already saved.

NOTE For more information on how to create a planning template, see Save a planning template.

MPORTANT To manage templates it is necessary to have InLoox PM administrator permissions.

1. Open the InLoox PM Options dialog box.

TF For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.
2. Below Planning, click Templates. On the right side you will see the Planning Templates area.

r

Options
' General options [ =]
Permssions ~ 3 Planning Templates
+ Mind “m Create new templates from any project. Select the option
Working times “New” >> “Save Templste® from the project’s “Planning”
3] Notficabons page
- "
More options R one
+- Documents LWN Sales Represent
+ Budgets -
- - Reports
Templates Export
+ Outlook emals I
Custom fields RSt
Project locks
License key Download
+ User settings

3. Do one of the following:

o Change the name of the saved template. Choose one template from the list and click
Rename. In the Rename Planning Template dialog box, in the New Name field type a
new name for this template and click OK.

o Remove permanently one template from InLoox PM. Choose one template from the list
and click Delete.

o Save a template in your local documents. Choose one template from the list and click
Export.

81



InLoox x\

o Load atemplate from your local data. Click Import and choose a template in the Load
Planning Template dialog box, then click Open.
o Click Download to download a planning template from the InLoox website.
4. Click OK or Apply to save the changes in InLoox PM.

Customize a notification template

Notifications enable the communication of project information. You can send them to those resources,
whom the project planner wants to inform automatically.

InLoox PM provides you with various kinds of notifications for each milestone, activity and summary
activities. Resources can receive information via email, task request or InLoox PM reminder. The
notification templates contain predefined text elements which can be changed or deleted.

TP For more information on how to notify a resource about a planning element, see Add resources.

1. Open the dialog box InLoox PM Options.

TP For more information, about where to find the InLoox PM options, please see Open the
InLoox PM options.

2. Below Planning, click Notifications and then Templates. On the right side you see the
Notification list area.

Options
- General oplions [ -:-‘l
=
Permissions = d Notificabon kst
+ Mind Map
Plannning Design Name
M"“—W‘ Activity - Deleted
T Export Activity - Modified
Templates
More options Activity - Resource added
Templates Download Activity - Resource removed
More options MileStone - Deleted
= Documents MileStone - Modified

3. Choose one of the following options:
o Edit the notification text by clicking Design. In the InLoox PM Notification Designer, you
can make the respective changes.

NOTE For more information on how to work with the InLoox PM Notification Designer,
see Designer Help, which you can find there.

o Save atemplate in your local documents. To do this, choose one template from the list
and click Export.
Click Download to download the planning templates from the InLoox website.
4. CI|ck OK or Apply to save the changes in InLoox PM.

TP For a detailed description of the different notification types, please see Customize notification types.
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Customize notification fields

There are proper templates for each notification type. Customize individually each notification template
with different fields. A field is a wild card for project information. Fields can be added or deleted from a
notification template.

1. Open the InLoox PM options.

" For more information on how to open the InLoox PM options, please see Open the InLoox
PM options.
Click Planning, Notifications, Templates.
On the right sight, you see the Notification list.
Select a template type from the list and click the Design button to get to the InLoox PM
Notification Designer.
5. On the right side, you see the list of variables. Click Variables. Now, you see a list of all available

fields.

pOD

For more information, please see the Notification Designer Help.

The following fields are available for notifications:

[Field name |Description | [Contents |
Description Description Multiple-line description of the planning element.
p

EndDate Elr;?nglgtnmng End date of the planning element.

|Flag ||Flag ||Flag for the planning element (none, green, yellow, red). |
Group to which the planning element belongs. The group is a
sort criterion or a project cost center.

GroupName Group _

" An internal price per hour is in file for each group. For more
information on how to customize the internal prices and the
available groups, please see Generate and edit groups.

IsProjectEndDateFixed Egjg:gc?eadlme Specifies whether the project has a fixed completion deadline.
Link Linked Document paths (text-only) of the planning item

documents '

. . Free text field. States where the planning element is to be
Location Location :
carried out.

PlannerName Name of The name of the project planner, as stored in Outlook, e.g. Rita

planner Meyer.

o Completion degree of a planning element in percent. Numeric
Progress %o completed ||, 116 between 0 and 100.
ProjectCategory Ee:?ézcc:)try Category to which the project belongs.

. Project . , . .
ProjectCompany company Free text field of the customer's name in the project.
|ProjectEnd ||Project end ||End date of the project. |
ProjectName Projekt Name Short, free degcrlptlon of the project. The project name can be

used several times.

. . Multiple-line free text for the concise recording and
ProjectNote Project name communication of the significant aspects of the project. You can
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create a comment in the Comments area of the Management
page.

TF For more information on project comments, see Create and
change comments.

Unique number to identify the project.

ProjectNumber Project _
number " For more information on how to customize the format of this
number, please see Adjust the project number.
[ProjectPriority ||Project priority |[Priority of the project. |
|ProjectStart ||Projekt Start |[Start of the respective project. |
PSP code = Work Breakdown Structure code. Free text field for
PSPCode PSP code identification of phases and milestones in large projects.
ResourceName Name of The name of the resource or recipient of the message, as stored
resource in Outlook, e.g. Max Schiller.
List of all resources involved in a planning element, including the
email address, e.qg.
ResourcelList Resources

Max Schiller (max.schiller@firma.de)
Gordon Newman (gn@mailaddress.com).

Start planning

StartDate clement Start date of the planning element.

Work amount, which is done by the recipient resource of the
WorkAmount Work amount planning element.
|Projectstate ||Project status ||Specifies the state of project development |

Customize notification types

You can notify resources via e-mail, task request or meeting request. There are templates for the
different types of planning elements and events which you can customize.

Please proceed as follows to customize a notification template:

1. Open the InLoox PM options.
" For more information on how to open the InLoox PM options, please see Open the InLoox

PM options.

2. Click Planning, Notifications, Templates.

3. On the right sight, you see the Notification list.

4. Select a template type from the list and click the Design button to get to the InLoox PM
Notification Designer.

5. Now, you can modify the selected notification template.

For more information, please see the Notification Designer Help.

[Message name |/Application |

InLoox PM generates this message, if an activity is changed in the New Activity
/ Edit Activtiy dialog box or directly or indirectly in the project plan.

Activity - modified

TP For more information on how to edit an activity, see Create and edit an activity.
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Activity - resource
added

InLoox PM generates this message, if a resource is added to an activity using the
New Activity / Edit Activtiy dialog box.

TF For more information on how to add a resource, see Add resources.

Activity - resource
removed

InLoox PM generates this message, if a resource is removed from an activity using
the New Activity / Edit Activtiy dialog box.

P For more information on how to remove a resource, see Add resources.

Activity - deleted

InLoox PM generates this message, if an activity is deleted from the project plan,
on the Planning page.

TP For more information on how to remove an activity, see Create and edit an
activity.

Milestone - modified

InLoox PM generates this message, if a milestone is changed using the New
Milestone / Edit Milestone dialog box or directly or indirectly within the project
plan.

T For more information on how to edit a milestone, see Create and edit a
milestone.

Milestone - resource
added

InLoox PM generates this message, if a resource is added to a milestone using the
New Milestone / Edit Milestone dialog box

T For more information on how to add a resource, see Add resources.

Milestone - resource
removed

InLoox PM generates this message, if a resource is removed from a milestone
using the New Milestone / Edit Milestone dialog box.

P For more information on how to remove a resource, see Add resources.

Milestone - deleted

InLoox PM generates this message, if a milestone is deleted from the project plan,
on the Planning page.

T For more information on how to remove a milestone, see Create and edit a
milestone.

Summary activity -
modified

InLoox PM generates this message, if a summary activity is changed using the
New Summary Activity / Edit Summary Activity dialog box or directly / indirectly
within the project plan.

TP For more information on how to edit an activity, see Create and edit a
summary activity.

Summary activity -
resource added

InLoox PM generates this message, if a resource is added to a summary activity
using the New Summary Activity / Edit Summary Activity dialog box.

T For more information on how to add a resource, see Add resources.

Summary activity -
resource removed

InLoox PM generates this message, if a resource is removed from a summary
activity using the New Summary Activity / Edit Summary Activity dialog box

TF For more information on how to remove a resource, see Add resources.

Summary activity -
deleted

InLoox PM generates this message, if a summary activity is deleted from the
project plan, on the Planning page.
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TP For more information on how to remove a summary activity, see Create and
edit a summary activity.

Print a planning

You can also print an existing planning, e.g. in Adobe PDF format. All printing settings and features can
be found in the dialog box Print. You can choose all settings and options in this dialog box.

1. Open an existing project.
2. Inthe project, on the Start tab, in the Section group, click Planning.
3. On the View tab, in the Common group, click Print. The Print dialog box will be displayed.
4. Do one of the following:
o Click Preferences in the Select Printer area to change the paper size, output format or
other settings.
o If you want to specify individual pages or sets of pages to be printed, in the Page area,
choose the respective options. Then click Apply.
5. Click Print.

NOTE Be sure that all necessary changes are made before clicking Print. The document will be sent
directly to the printer after having clicked Print.

Time tracking

Work with the time tracking

In the project, in the Start tab, in the Section group, click Time Tracking ' '"*=*"3' to open the Time
Tracking page. On this page, in the Edit tab, you find the following features:
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Send / Recemve Folder View InLoox PM

Description Activity & |Fag « | Performed by « | Start date time End date time

- | Performed by: Gordon Newman (newman @inloox.net) (486,00 Stunden)

Assemble sensors  Internetpr... _=] GordonNewman (. 110320110346 31.03.2011 06:46
Editing meeting Implemert... Gordon Newman . 20022011 0400 20.02.2011 0245
results

Discuss possible Research -, Pl GordonNewman [. 25012011 0358 25.01.2011 05:13
alternatives

e Add a new time tracking entry On the Edit tab, in the Edit group, click New.

TF For more information, see Create and edit a time tracking entry.

e Edit a time tracking entry On the Edit tab, in the Edit group, click Edit to add further
information to the selected item.

¢ Remove a time tracking entry On the Edit tab, in the Edit group, click Delete to remove the
selected entry from the time tracking list.

NOTE Use multiselection to edit several time tracking entries simultaneously. Click therefore on
the first entry that you want to edit. Then, keep the CTRL key on your keyboard pressed and
select the other entries that you want to edit. Then right-click to open the context menu and click
the command that you want to execute.

e Copy and paste Create quickly time tracking entries by using the Copy and Paste feature in
the Common group. These features can be found on the Edit tab in the Edit group.

e Highlight a time tracking entry Select one entry from the list and click Flag in the Edit group,
on the Edit tab. Choose one colour from the drop-down list.
Now you can see the selected flag next to the entry in the list.

e Create a reminder On the Edit tab, in the Time Tracking group, click Create Reminder to
create a reminder in your Outlook calendar.

TP For more information, see Create a reminder.
e Print a time tracking view On the View tab, in the Common group, click Print to start the quick
print feature of the time tracking list.

T For more information about printing, see General features and printing of the project list, in
the Print in the project list section.
e Expand or reduce the time tracking view Change the view by using the Expand All
or Collapse All buttons in the Common group on the View tab to have a clearly structured time
tracking view.
e Choose Fields This feature sorts and organizes the project by selected data. This feature can be
found in the Common group, on the View tab.
o Onthe Choose Fields dialog box, click one field, e.g. Customer, and drag it into the
column header.
o Reset the fields via Drag and Drop into the dialog box.

e Create a report On the Reports tab, you can create a report.
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o Inthe Create group, click New Report. In the New Report dialog box, on the Report tab,

choose a template from the Use this template drop-down list. Filter the data in the Time
tracking tab and click Create.

T For more information on how to issue a report and adjust the data, see Create a
report.

o Inthe Reports group select a saved report from the gallery view, e.g. Time tracking.

TF For more information on how to add a new budget template to InLoox PM, please see
Manage report templates.

Information rules in the time tracking list

e Atime tracking item can be marked with one of these flags ErE
e A paper clip shows that one or more documents are linked to the time tracking item. Click on the

Paper clip U and then on the button E]lo open a list of the linked documents.
¢ The total duration of all items is displayed above the time tracking list.

e The list is sorted by date in descending sequence and can be grouped and sorted just like an
Outlook list.

Features in the context menu

The context menu provides you with almost all basic features that can also be found on the Time
Tracking page, such as New, Edit, Delete, Copy and Paste or Create Reminder. It has also features
such as Expand and Collapse All Groups or Choose Fields. Right-click in the time tracking list to open
the context menu.

Mew

vl

Copy
Paste

!

Expand All
= Collapse Al
E{ Choose Fields

Keyboard shortcut

e CTRG+C Copy a time tracking entry into the clipboard.
e CTRG+V Paste a time tracking entry from the clipboard to the time tracking list.

NOTE |f the lock icon is displayed in the list, you don't have read permissions. In this case, no time tracking
entry will be displayed.
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Create and edit a time tracking entry

Read here how to post costs and working hours in InLoox PM. The system assigns the effort to the project
plan automatically and stores a separate cost record.

If you want to record your personal actual hours, proceed as follows:

1. Open an existing project with an existing planning.

TF For more information on how to create a planning, see Create planning elements.

2. Inthe project, on the Start tab, in the Section group, click Time Tracking.
3. On the Time Tracking page, in the Common group, click New.
4. Inthe New ltem dialog box select one of following options:
Mew Ttem = B[S
@ Date and Duration F
Start date time  |01.09.2011 = | |18:07 :I
Duration - 01400 ::
@ Allocabon Y
@ Grouwp Consultng -
Activily
"",,:’;' Description a
= |

Times Mew B... |=| |12 hd

{'Standard | Details | Documets | Custam

| 0K | Cancel

o General information on the time tracking entry on the Standard tab
= |nthe Date and Duration area select the Start and End date time.

NOTE Choose between Duration and End date time by clicking on one of them
in the Date and Duration area and choose the other opportunity in the drop-
down list.

= Inthe Allocation area select the Group or Activity / Milestone option from the
planning, to which this item belongs.
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= Inthe Description field enter a text, e.g. the location of the service, the team
member name, the meeting results or internal remarks.

" InLoox PM provides you with different formatting features for the Description
field text. For more information about these features see Create and change
comments, in the Customize a comment section.

o More information on the time tracking entry on the Details tab
= In the Details area choose from the Flag drop-down list a colour to mark the item
in the time tracking overview.
= Select the Is billable control box to bill this item on the Budget page.
The items with this status are included in the actual revenues of the
project budget.
= Inthe Performed by box choose a name of the person, who carried out

the item. Click E]beside Performed by and choose a name from the
Select contact dialog box.

MOTES

= InLoox PM saves automatically the name of the person, who
created the item or last edited it.
= Use the quick selection to add a new resource. Click the Arrow
to see all resources in the drop-down list all resources, which
have been added to the project.
o Adding documents on the Documents tab
= On this tab, click Add to add a new document.

TIPS

=  For more information on how to add a document, see Create and edit a
document.
= Now, you can see the added document on the time tracking list marked
with a paper clip U . Click this symbol to open the document. This
document is also saved on the Documents page.
o Further information on the time tracking entry on the Custom tab
= (Click in the previously created custom field and enter a new value.

T For more information on how to add a new custom field in InLoox PM, see
Create custom fields.

TI® An internal price per hour is in file for each group. For more information on how to customize the
internal prices and the available groups, please see Generate and edit groups.
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Documents

Work with the document list

s

In the project, in the Start tab, in the Section group, click Documents
page. On this page, in the Edit tab you will find the following features:

o open the Document

Drag a column header here to group by that column

: " | Filename
&y Communicaton

Folder Type

S C ] Assessment of Valuexisx  CAProjects Microsoft Office Excel Wor.. 8 KB| Protocol
:3 Protocol 4] Price list and Brochuresxisx  CAProjects Microsoft Office Excel Wor.. 8 KB
4] Observationof Competitor—.  CA\Projects \Concept Microsoft Office Excel Wor—. 8 KB A quick word about protocols

becaule the Intemet and everything it

#) Analysis.doox CAProjects \Base material Microsoft Office Word Do...  10..

contains is built on them

# Protocoldoo CAProjects Microsoft Office Word Do...  10..
%7 ImplementationPlandoox  C4Projects Microsoft Office Word Do...  10..
) Overviewdoox CA\Projects Microsoft Office Word Do..  10..
%7 Planning Parametersdoos  CAProjects Microsoft Office Word Do..  10..
N ‘ Human Protocols
%9 Project Documents.doox CAProjects Microsoft Office Word Do... 13
2] 2011-0012 Media consultin... C4\Projects \Protocol Outiook Item 7 « Sending a letler via the postal service

@) Edit Milestoneong

CAProjects \Communica... PNG Image

_____ i - R

# | Prosocolspt

e Add new document On the Edit tab, in the Edit group click New.

TF For more information see Create and edit a document.

¢ Edit a document On the Edit tab, in the Edit group click Edit to change the document.

e Remove a document On the Edit tab in the Edit group click Delete to remove the selected
document from the document list on the right side.

e Copy and paste Create quickly documents with the help of Copy and Paste feature on the Edit
tab in the Edit group.

e Open adocument Choose one document from the document list on the right side. On the Edit
tab in the Edit group click Open.

WARNING you need the administrator permission to open the document.
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e View file properties On the Edit tab, in the Documents group click File Properties to open
them.
On the File Properties dialog box list the tabs to view and change the properties.

¢ Send a document via email On the Edit tab, in the Documents group click Send As Mail. In
the drop-down list select Send Link(s), if you want to send only document path, or Send
Document(s) to send the document as an attachment.

e Create a new subfolder Choose a folder from the document folder tree view on the left side. On
the Edit tab, in the Documents group cllick New Folder. In the Create New Folder dialog box
type a new name and click OK.

TF For more options on how to create a new subfolder, see Create a new subfolder.
InLoox PM creates automatically a new subfolder in the document folder view.

e Open a document folder On the Edit tab, in the Documents group click Open Folder to open
the document folder in Windows Explorer or the web browser (in the case of a SharePoint
document library).

e Update Document List Refreshes the document folder view and the document list by reading all
entries of the file store or SharePoint system. This feature is available on the Edit tab, in the
Documents group.

TP For more information see Create and change the document folder path, in the Create the
Document folder path.

e Clean Document Folder Removes all orphaned entries of the document list. This feature is
available on the Edit tab, in the Documents group.

TF For more information see Cleaning the document list.

e Choose the document folder path On the Edit tab, in the Documents group click Folder “J.

TF For more information see Create and change the document folder path.

e Delete the document folder path On the Edit tab, in the Documents group click X InLoox PM
selects the document folder anew according to the document folder rule as soon as a new
document is added to the project.

¢ Print a document list On the View tab, in the Common group click Print to start the quick print
feature of the document list on the right side.

TP For more information about printing, see Generale features and print of the project list, in the
Print in the project list.

e Expand or reduce the document folder view Change the view with the help of Expand All
or Collapse All on the View tab, in the Common group, to make clear the document folder view.
e Choose Fields This feature sorts and organizes the project by important data. On the View tab,
in the Common group click Choose Fields.
o On the Choose Fields dialog box click one field, e.g. Outlook sender, and drag it into
the column headers.
o Reset the fields per Drag and Drop into the dialog box.
e Change the preview area InLoox PM provides you with the preview area to view important
infomation of each document without openning it.
o On the View tab, in the Common group click Preview Area.
o Inthe drop-down list click Right or Bottom to set the preview area where you want. Click
Off to deactivate it.
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e Create a report On the Reports tab you can create a report.
o Inthe Create Reports group click Create Report, in the New Report dialog box, in the
Report tab choose a template from the Use this template drop-down list.

T For more information on how to issue a report and adjust the data, see Create a
report.

o Inthe Reports group select a saved report from the gallery view, e.g. Meeting.

TP For more information on how to add new report template to the InLoox PM system,
see Manage report templates.

Information rules in the document folder view

e The entry All documents displays all the documents of the project file store including all
subfolders in the document list.

e The entry Project folder displays all the documents of the project file store excluding subfolder
content.

e The entry Project folder can contain subentries by the means of a tree structure, representing
the physical structure of the file store or the SharePoint system.

Information rules in the document list

e An entry contains the following data: filename, size, type, state, note, created on, changed on,
folder and path.

e [f the element was added to the project using the button Add to Project the following is also
included: Outlook sender, Outlook topic, Outlook received on.

" For more information see Add Outlook elements to InLoox PM.
e If the project document folder is a SharePoint document library, the following is also included:
SharePoint author, SharePoint operator, SharePoint document library, SharePoint site,
SharePoint subfolder.

Information rules in the preview area

e Choose a document from the document list in order to see it in the preview area. The preview
area allows you to see the whole document with several pages.
e Use Copy and Paste features in the document, on the preview area.

Features in the context menu

¢ The context menu of the document list provides you with almost all basic features that are also
available on the Documents page, on the Ribbon, such as Open File, New, Edit, Delete,
Update Document List, Clean Up Document List, File Properties, Copy and Paste. It has also
such features as Expand and Collapse All Groups, Choose Fields. Right-click in the document
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list to open the context menu.
g Open File

MNew

& Edit

*  Delete

Copy
Paste

= L
L s

Update Document List

Clean Up Document List

X

o  File Properties

Expand All
= Collapse All
E{ Choose Fields

Keyboard shortcut

e CTRG+C Copy a document into the clipboard.
e CTRG+V Paste a document from the clipboard to the document list.

NOTE You have no read permissions, if the lock icon is displayed in the list. In this case no item will be
displayed.

Create and change the document folder path

InLoox PM organizes your file or SharePoint Server. Every project offers access to related documents.

With a click of a button you can quickly link the saved documents in you folder to the project by adding or
changing a document folder path. This feature is also very useful, if you want to link a lot of new
documents. All you need is just update your document page.

Article content

Change the document folder path

Create the document folder path

Create the document folder path

InLoox PM organizes your file or SharePoint Server. Every project offers access to related documents.

With a click of a button you can quickly link the saved documents in you folder to the project by adding or
changing a document folder path. This feature is also very useful, if you want to link a lot of new
documents. All you need is just update your document page.
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1. Open an existing project or create a new one.

TF For more information on how to create a project see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Documents.
3. On the Edit tab, in the Document Path group, click Folder “J.

The added document path is now dislayed in the Document Path box.

NOTE Gjick X, in the Document Path group, to delete the document folder path.
4. Inthe Select Document Store dialog box do the following:

[ Select Document Store ==

L
i ¥
3 @ File senver | Local compuber

L4 SharePoint siore

tj Location

Path C\Projects’ 20080001 LWN Sales Represert | | - |

[ OK || Cancel

1. Inthe Type area choose between File server / Local computer and SharePoint store.

2. Inthe Location area click E]
Choose the folder you want to be read in.
5. On the Documents page, in the Documents group, click Update Document List )
The folder content will be read in the document section of the project. You can start to work with it
right away.
T In the Documents area, on the left side the folder view will be displayed automatically. For
more information see Create a subfolder.

Change the document folder path

The option page documents defines the rules for the InLoox PM file archiving feature. Some customizing
options are available. The format of the project number affects the Document page. It is possible to
update the contents of the project folder automatically.

1. Open the dialog box InLoox PM Options.
TF For more information, where you can find the InLoox PM options, see Open the InLoox PM

options.
2. Under Documents click Document store. On the right side you will see the Document store

area.
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3. Do one of the following:

o Select the Automatically update document list on project startup control box.
Documents are read anew when the project is loaded. This option slows down the

opening of a project but ensures automatically that the Documents page always shows

current information.

o Select File Server and click E]to add the folder you want.

o Define the rule in the Rule field by adding one of the following fields from the Field drop-

down list:

= <PROJECT_NAME> (Project name)
<PROJECT_NUMBER> (Project number)
<COMPANY_NAME> (Customer name of the project)
<CURRENT_YEAR> (Current year, four digits)
<DIVISION> (Division name)

NOTE The Standard parameter <COMPANY_NAME>\<PROJECT_NUMBER>
<PROJECT_NAME> points automatically to the following folder structure:

<BASEPATH>\Customer1\2011-001 Project 1
<BASEPATH>\Customer1\2011-002 Project 2
<BASEPATH>\Customer2\2011-003 Project 1

o Select SharePoint Server site:

= Base path: Path to a SharePoint server site, e.g. hitp://companyweb/ or

http://www.my-sharepoint.com/site_int/.
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= Document library rule: Structure for creating SharePoint document libraries.
A fixed text may be input (which causes all projects to use the same library) or a
rule (see file server rule, above). Creating a separate SharePoint document
library for each project has the advantage that the data access permissions can
also be defined separately.

= Subfolder rule (optional): Path name within a SharePoint document library. If
no text is input the master folder of the document library is assumed. If only one
SharePoint document library is to be used, it is useful to apply a rule (see File
Server, above), since otherwise the documents from all projects would be copied
to the same folder.

WARNING

Create a subfolder

Effects of changing storage type, base path or rules:

If no projects are yet on file, changing these parameters has no effect.

New projects or projects for which no document folders exist are managed automatically
according to the changed parameters.
Existing projects are managed with the existing document folder until the user changes this
manually.

In the InLoox PM options you can define, which subfolder will be displayed on the Documents page by
using file storage feature. InLoox PM allows subfolders to be created automatically in each document
folder of a project.

TP These subfolders are created new as soon as a user selects a new project folder on the Documents
page. As many subfolders as required may be created automatically in a hierarchy structure of any depth.

For more information see Create and change the document folder path.

1.

2.

options.
Under Documents click Folder structure. On the right side you will see the Folder structure

area.

Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, see Open the InLoox PM

[ Options
= - General nﬂm

Permissiona

&+ Mind Map
- Plannning

Diocismert s
Document store
Falder structura

- Budgets
' Reports

Dutlook emails
Custom fielde
Project locks
Licenss lery

7 User settings

3. Do one of the following:

.\ Folder struchwe

| Hew | Mame

Protocol
- | Graphic

Cialeie Manuals
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o Insert a new subfolder by clicking New. In the New Subfolder dialog box type a new
name, e.g. Marketing. Click OK.
InLoox PM creates in each project document folder a subfolder named marketing.
o Change the name of the existing subfolder. Choose one of them from the list and click
Edit. Change the chosen item in the Edit Subfolder dialog box.
o Remove a subfolder from InLoox PM by clicking Delete.
4. Click OK or Apply to save the changes in InLoox PM.

TP You can also create a subfolder directly in the project, on the Documents page. For more information
see Work with the document list.

WARNING  Effects of changing base path or rules:

e Existing subfolders are not deleted or renamed when the subfolder configuration is changed.
e In existing projects, new structures only become effective when new documents are added.

Create and edit a document

InLoox PM saves storage space and avoids duplicate records simultaneously. As the software works with
file and object links, documents are not saved in Microsoft Outlook and Exchange Server.

The InLoox PM document storage and management technology is based on intelligent links within
Microsoft Outlook, Microsoft Windows and Microsoft SharePoint Server. The advantages of this method
are:

e Virtually no additional storage space required, keeping InLoox PM projects lean.

e File rights are inherited. If for example you add a file from a protected network folder or
SharePoint store to the InLoox PM storage, the file can still only be read and updated by
authorized users - at no additional cost.

e Backup and existing version and document management applications can still be used.

1. Open an existing project or create a new one.

TF For more information on how to create a project see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Documents.a

TP Choose first the document folder path in the new project to store the new documents. For
more information see Create and change the document folder path.

3. On the Edit page, in the Edit, click New.
Or click Edit to edit the document.
4. Inthe New Document / Edit Document do the following:
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o General information to the document on the Standard tab

1.
2.

In the Type area select File or Internet link.
On the Document area, in the Path box enter a path or internet link.

By choosing File click E]and choose a document you want from the Open
dialog box.

The document will then be displayed in the Document list on the Documents
page.

Select the Copy to project folder check box. In the drop-down list choose a
subfolder, in which you want to copy the document.

TF For more information on how to create a subfolder, see Create a subfolder.

In the Additional information area, in the Status field enter instructions, e.g.
complete or awaiting release.
In the Notes field enter comments and remarks to the document.

TP InLoox PM provides you with the range of the formatting features. For the
detailed description see Create and change comments in the Customize
comments section.

o Links to other project items on the Links tab

1.

Create links:
1. Click Add.
2. Choose between Planning, Time Tracking or Mind Map items from the
Assign Document/Object Link box.
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3. Click Add and then OK.

InLoox PM displays a document as a paper clip Uon the page you have
chosen. You can also open the document on this page.
2. You can open the chosen page. Select one from the list on the Links tab in the
Documents area and click Open.
3. If you want to delete the item from the list in the Documents area, click Remove.
o Further information to the document on the Custom tab
= (Click in the previously created custom box and enter a new value for it.

TP For more information on how to add a new custom field in InLoox PM, see
Create custom fields.

5. Click OK to save the changes.
TIPS

e Add the document via Drag and Drop.
e You can also add the documents from Outlook to the InLoox PM planning via this function. For
more information see Add Outlook elements to InLoox PM.

Cleaning the document list

If data is removed from the document store and hence isn't available for InLoox PM anymore, proceed as
follows:

1. Open a project with the saved documents on the Documents page.

TF For more information on how to save a document, see Create and edit a document.

2. Inthe project, on the Start tab, in the Section group, click Documents.
3. From the Folder structure list choose the subfolder or All Documents.

" For more information on how to create a subfolder, see Create a subfolder.
4. On the Edit tab, in the Documents group click Clean Up Document List.
You can also use the context menu as an alternative. Choose from this menu Clean Up
Document List. Right-click on one of the projects in the project list to open the context menu.
5. Inthe InLoox PM dialog box click Yes, to remove the entries from the Clean Up Document List
area from the database.

WARNING |nformation can be lost during cleaning.
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Budgets

Work with the budget list

=1

Budgets

In the project, in the Start tab, in the Section group, click Budgets to open the Budgets page. On
this page, in the Edit tab you will find the following features of the budget list:

Budget Positions Meda Consuting (2011-0012) - InLoox PM Progect

Templates Reports Budget Positions

Hame Date Total| Budget... Short desc... | Long desc... [ Unit Amaourt| Is billsble | Billed

9 Expense (5. Createsce.. hours 2400 40005 960005 =

— | Expenie/Revenue: Expenie 1 Expence [H.. Assemble.. hours 483,00 4000 § 1932000.. w [+
8 Expense [H.. Meeting - hours 125 40005 S0M5 2B =

= | Plan/Actual: Actual 16 Expense f. Assesmen. hours 000 40005 s = ]
Expenses material 23.03.20.-  T00.00 § O 6 Expense (.. Initial mee.. hours 075 40,00 % 30,00 § ™ ]
Expenses journey 250320 80008 [ 4 Expense .. Editngm.. howrs 0TS 40,00 § 30,00 5 i [
{Expense (actual, time tracking) 250320 28690.. [] 3 Expense (.. Discuss po.. hours 125 40008 50008 & [
15 Experge M. 2011.001.. hours 025  4000% 10,00 § = =

il PanrActukt 13 Experse .. Business|— hours 050 40005 20005 =
Expenses materal 2B0520- 600005 [0 fas Expense . Confererc. hours 100 40005 40005 A =

e Expense (actual, time tracking) InLoox PM creates automatically an Expense (actual, time
tracking). The time tracking items in this budget are disposed according to the activities and
groups, to which they belongs.

NOTE The Editing of the expense (actual, time tracking) is limited.

e Expenses (planned, resources) InLoox PM creates automatically an Expenses (planned,
resources). The total work time of all resources is multiplied by the group purchasing price for
each activity. All activity expenses are cumulated by group.

TP Each group has an internal price per hour. You can change this price/group or add a new
one via the InLoox PM options. For more information see _Generate and edit groups.

e Create a planned expense On the Edit tab, in the Budget group click New Planned Expense
to record expenses. The resources will be used from the planning.

TF For more information about adding of budgets, see Create and edit a budget.

e Create a planned revenue On the Edit tab, in the Budget group click New Planned Revenue.
A planned revenue serves a planning or proposal preparation.

TP For more information about adding of budgets, see Create and edit a budget.
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e Create an actual expense On the Edit tab, in the Budget group click New Actual Expense to
record actual expenses.

® For more information about adding of budgets, see Create and edit a budget.
¢ Create an actual revenue On the Edit tab, in the Budget group click New Actual Expense. An
actual expense can be also generated, e.g. with the expense positions from the time tracking.
Normally an actual expense is a bill.

TP For more information about billing, see Generate an invoice.
e Edit a budget Choose a budget from the budget list, which you want to edit. On the Edit tab, in
the Budget group click Edit Budget.

' For more information about editing of budgets, see Create and edit a budget.

e Delete a budget Choose a budget from the budget list, which you want to remove. On the Edit
tab, in the Budget group click Delete Budget.

e Copy and paste Create quickly budgets with the help of Copy and Paste feature on the Edit
tab, in the Budget group.

e Change a budget status Choose a budget from the budget list. On the Edit tab, in the Budget
group click Budget Status. On the drop-down list click status you want to have.

e Print a budget list On the View tab, in the Common group click Print to start the quick print
feature of the budget list. Choose Budgets in the drop-down list.

® For more information about printing, see General features and print of the project list, in the
Print in the project list.
¢ Expand or reduce the budget view Change the view with the help of Expand All or Collapse
All on the View tab, in the Common group to make clear the budget view.
e Choose Fields This feature sorts and organizes the project by important data.
o On the View tab, in the Common group click Choose Fields. On the dialog box click
one field, e.g. Type, and drag it into the column headers.
o Reset the fields per Drag and Drop into the dialog box.

Information rules in the budget list

¢ An entry contains the following data: type (planned expenses, planned revenues, actual
expenses, actual revenues),sequence number, date, status, name, amount, budget neutral,
created by, created on, changed by, changed by.

e Each entry has a unique number.

e Each entry has a status, which is freely definable.

TP For more information about the budget status, see Manage the budget status.
e The total amount of all positions included in the budget is displayed.

T For more information about the budget position, see Working with the budget position list and
Create and edit a position.
e The list is sorted by date in descending order. You can group or sort it as an Outlook list

Features in the context menu

The context menu provides you with almost all basic features that are also on the InLoox PM Ribbon,
such as New Planned Expense, New Planned Revenue, New Actual Expense, New Actual Revenue,
Edit Budget, Delete Budget, Generate Actual Revenue, Copy and Paste, Choose Fields. It has also
such features as Expand and Collapse All Groups, Status, where you can define whether the budget is
Approved, Rejected or Open. Right-click in the budget list to open the context menu.
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Keyboard shortcut

e CTRG+C Copy a budget into the clipboard.
CTRG+V Paste a budget from the clipboard to the budget list.

NOTE You have no read permissions, if the lock icon is displayed in the list. In this case no item will be
displayed.

Work with the budget positions list

In the project, in the Start tab, in the Section group, click Budgets to open the Budgets page. On
this page, in the Edit tab you will find the following features of the budget positions list:

PM Prajec

Hame Date Total| Budget.. Short desc... | Long desc... Amourt| Is billsble | Billed
F] Expenge .. Createsce.. hours 2400 40005 960005 [ [
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Expenses material 503.20- To0os [ 6 Expense (B.. Initial mee.. hours 075 40,00 § 30,00 § =) ]
Expenses journey 250220 s000s [ Expense (.. Editngm.. hours 075 40005 30005 M [+
|Expense (actual time tracking) 250320 ZB690.. [] 3 Expense (.. Discuss po.. hours 125 40008 50008 [
¥ 15 Experge M. 2011.001.. hours 025  4000% 1005 & =
VI ek 13 Eense M. Businessl— hours 050 40005 20005 =
Expenses materi B0520. 800005 [0 fas Expense . Conferenc.. hours 100 40005 40005 A =
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e Create a budget position Choose one budget from the budget list. On the Edit tab in the
Budget Positions group click New Budget Position. Alternatively double-click on the empty field
in the budget positions list.

T For more information about creating of budget positions, see Create and edit a budget

e Edit a budget position Choose one budget position from the budget positions list. On the Edit
tab in the Budget Positions group click Edit Position. Alternatively double-click on an item in the
budget positions list.

P For more information about editing of budget positions, see Create and edit a budget position.
¢ Delete a budget position Choose one budget position from the budget positions list. On the Edit
tab in the Budget Positions group click Delete Position. Alternatively press DELETE key.

e Copy and paste Create quickly budget positions with the help of Copy and Paste feature on the
Edit tab in the Budget Positions group.

e Change a budget position status Choose one budget position from the budget positions list.
On the Edit tab in the Budget Positions group click Position Status. On the drop-down list click
the wanted status.

¢ Move a position upward Choose one budget position from the budget positions list and click

Move Up ‘& in the Budget Positions group.
¢ Move a position downward Choose one budget position from the budget positions list and click

Move Down ¥in the Budget Positions group.

¢ Print a budget positions list On the View tab in the Common group click Print in the Common
group to start the quick print feature of the budget positions list. Choose Budget positions in the
drop-down list.

TP For more information about printing, see General features and print of the project list, in the
Print in the project list.
¢ Load budget positions as a template On the Templates tab in the Action group click Load

Template.
T For more information on how to save a budget positions as a template, see Load a budget
template.

e Save budget positions as a template On the Templates tab in the Action group click Save
Template.
TP For more information on how to save a budget positions as a template, see Save a budget
template.

Information rules in the budget positions list

¢ An entry contains then following data: sequence number, description, group, amount, quantity,
unit, unit price, unit selling price (optional for budget types planned expenses and actual
expenses), billed (optional for the budget types planned expenses and actual expenses), is
billable, position in the list, created by, created on, changed by, changed on, provision date (for
actual expenses(time tracking) only, this is the start date of the time tracking item)

e Each entry has a unique number.

e The total amount of all entries is then displayed, when the list is grouped by according column.
Drag a column header you want into the area above the budget positions list.

Features in the context menu

The context menu provides you with almost all basic features that are also on the InLoox PM Ribbon,
such as New Budget Position, Edit Position, Delete Position, Generate Actual Revenue, Copy and
Paste, Expand and Collapse All Groups, Move Up and Down. It has also such feature as Status,
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where you can define whether the budget is Not billed, Billed or Note billable. Right-click in the budget
positions list to open the context menu.

fe  Mew Budget Position

7 Edit Position

7 Delete Position

= Copy

Paste

ﬁ' Position Status b
Mowve Up
Move Down

Expand All

= Collapse All

,ﬁ Choose Fields

e Choose Fields This feature sorts and organizes the project by important data.
o On the Choose Fields dialog box click one field, e.g. Group, and drag it into the column
headers.
o Reset the fields per Drag and Drop into the dialog box.

Keyboard shortcut

e CTRG+C Copy a budget position into the clipboard.
e CTRG+V Paste a budget position from the clipboard to the budget position list.

NOTE You have no read permissions, if the lock icon is displayed in the list. In this case no item will be
displayed.

Create and edit a budget

InLoox PM clearly defines project budget by planned and actual expenses and revenues in minimum time.
InLoox PM provides following budget types as plan revenues, plan expenses, actual revenues and actual
expenses. A budget has a status and usually contains positions.

TP Find out more about budget types in the Work with the budget list. For more information about budget
positions, see Create and edit a budget position.

If you want to add a budget document, do the following:

1. Open an existing project or create a new one.

TF For more information on how to create a project, see Create a project.

2. Inthe project, on the Start tab, in the Section group, click Budgets.

3. On the Edit tab, in the Budgets group click New Planned Expense, New Planned Revenue,
New Actual Expense or New Actual Revenue, depending on which budget type you want to
create.
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4. Inthe dialog box New Budget / Edit Budget do the following:

Mew Planned Expense [wE3a]
G Budgets
Humber 1
Diats 29.06.2011 -]
Status | Genehmigt = | [7] Defauit
Hame Expense (planned) 1
Created by |Tuh-a Sokoloveka | L
. Posifions
Copy Ll Not yet billed
rom | B actua
S | Cuntom
|  Save | Canced

o General information to the budget on the Standard tab
= A unique budget number is formed from the type and a sequence number. The
number cannot be changed and is not re-issued after the budget is deleted
= Enter a name in the Name field. InLoox PM affords such budget types as
planned expense, planned revenue, actual expense and actual revenue.

NOTE  Use a unique name to make it easier for you and your customer to assign
a budget from outside of InLoox PM.

= In this area define the budget status. Choose Approved, Rejected or Open in
the Status drop-down list.

TF Use Open for example for not yet ordered offers or unpaid invoices. You can
customize a status. For more information see Manage the budget status.

= Inthe Budget area, in the Date field, choose a date. The actual date is set
automatically, when creating a new budget.

= Inthe Created by area click E]to add a person's name, who creates this budget
document.

NOTE Use quick selection to add a new resource. Click Arrow [Z. You can see
in the drop-down list all resources, which have been added to the project.
o Further information to the budget on the Custom tab
= (Click in the previously created custom box and enter a new value for it.

T For more information on how to add a new custom field in InLoox PM,
see Create a custom field.

TP You can also copy positions from the other already existing budgets to the new one. Use commands
Copy and Paste from the Budget Positions tab, in the Budget Positions group. Use also CTRG+C and
CTRG+V buttons.
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For more information see Create and edit a budget position in the Copy positions from the existing budget
documents section.

Create and edit a budget position

Each budget contains one or more positions. The level of detail that your budget is broken down into is
completely up to you.

Article content

Create a budget position in the budget position list

Copy positions from the existing budget documents

Create a budget position in the budget position list

1. Open a project with the existing budget.

TF For more information on how to create a budget, see Create and edit a budget.

2. Inthe project, in the Start tab, in the Section group, click Budgets.

3. On the Budgets page choose a budget from the budget list, to which you want to add a position.
Click New Budget Position or Edit Position.

4. Inthe New Position / Edit Position do the following:
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o General information to the budget position on the Standard tab

InLoox X{’

1. Select one group from the Group list to which the position belongs. The group

defines the structuring of position within the system.

TF The groups can be customized under InLoox PM options. For more

information see Generate and edit groups.

2. Select the position you want from the Template list.

T For more information on how to create budget positions for template, see
Manage budget positions for templates.

3. Inthe Name field type a name to change the short position name.

4. Inthe Description area you can add the important information on this position.
T InLoox PM provides you with the range of the formatting features. For the
detailed description see Create and change comments in the Customize

comments section.
5. On the Pricing area do the following:

TF In the Pricing area all the fields are filled out automatically, if you have
chosen the position with the already added price model. For more information on
how to set up the standard pricings model, see Manage budget positions for

templates.
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1. In the Quantity field enter the quantity of the selected item, e.g. 95 or
2.34. You can also issue a credit items by entering a negative amounts.

2. Inthe Unit(s) enter a value. The selected unit is linked to the according
price per unit. Select a unit, if there is more than one, or change the unit
price manually.

NOTE All prices are without VAT because InLoox records only net earned
premiums.

3. Enter Purchase and Disposition price.
4. Inthe Total field you can see now the position amount ("Price per unit
multiplied by quantity").
o More information to the budget position on the Details tab

1. Inthe Performed by field click E]to add a person's name, who creates this
budget position document.

NOTE yse quick selection to add a new resource. Click Arrow [=l. You can see
in the drop-down list all resources, which have been added to the project.
2. Inthe Provision date choose a date for the provision services or delivery date.

NOTE This date is set automatically as a start date by actual expenses (time
tracking) for the time tracking item.

3. Select the Billed control box.

NOTE Only for the position of the budget types actual expensesor planned
expenses. This is set automatically once the position (or the entire document) has
been billed.

4. Select the Billable control box.

NOTE Only for the positions of the budget types actual expensesor planned
expenses. The positions with this status are not included in the actual revenues.

o Further information to the budget position on the Custom tab
= (Click in the previously created custom box and enter a new value for it.

TF For more information on how to add a new custom field in the InLoox PM
system see Create custom fields.

5. Click OK to save the changes.

TI® An internal price per hour is in file for each group. The internal prices and the available groups can be
customized under Generate and edit groups.

Copy positions from the existing budget documents

Copy positions to be more efficient instead of adding them, if a project contains already budget
information.
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e Copy one single position via the commands Copy and Paste from a budget of one project to
another budget (optionally of the other project) within a project. Cross-project copying enables you
to reuse positions which have already been created somewhere else. These commands are
available on the Budget Positions tab, in the Budget Positions group.

e Copy all position of one budget type with the help of the commands Copy and Paste on the Edit
tab, in the Budget group.

e Copy position from one project to another via the Windows clipboard.

Manage the budget status

You can add a status to each budget document. There are three statuses such as open, approved and
rejected in the InLoox PM by default.

TF For more information about budget status, see Create and edit a budget.

In the InLoox PM options you can change the budget statuses and add a new one.

1. Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, see Open the InLoox PM
options.

2. Under Budgets click Budget statuses. On the right side you will see the Budget statuses area:

Options

= General oplions

+/- Permissions ) Budget stahmes

+ Mird Map .

¢+ Flanning Hew Name

: a Abgelehnt

= Budgels Edrt - i
+- Templates Genenmigh

Delete | |Offen

3. Do one of the following:

o Add a new budget status by clicking New. In the Budget Status dialog box, in the New
name filed type a new name. Select the Budget neutral control box, if you don't want to
include the budget to the totals in the budget overview.

o Edit the already existing status in the Budget Statuses list. Choose one from the list and
click Edit. In the Budget Statuses dialog box you can make you changes (see the first
point)

o Remove the status from InLoox PM by clicking Delete.

4. Click OK or Apply to save the changes in InLoox PM.

WARNING  Effects of editing or deleting a budget status:

e The renaming of a status takes immediate effect in all relevant projects.
e On the deletion of a status the relevant budgets have no status until a user selects a new one in
the project, on the budget page over the New Budget / Edit budget dialog box.
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Generate an invoice

InLoox PM enables to create, send, and follow up project-oriented offers and invoices. Also, ongoing
Billing is possible based on project time tracking. Automatic billing numeration avoids forgetting any
expenses or charging them twice.

Article content

Generate an invoice

Issue a report for the budget

Generate an invoice

1. Open an existing project with the budget.

TF For more information on how to create a budget, see Create and edit a budget.

In the project, on the Start tab, in the Section group, click Budgets.

Choose a budget from the budget list, to which you want to generate a bill (actual revenue).

On the Edit tab, in the Action group click Generate Actual Revenue.

Alternativly you can generate a bill from the context menu via Generate Acutal Revenue. Right-
click in the budget list to open the context menu and choose Generate Actual Revenue
Choose from the drop-down list between All Positions and Selected Positions.

The actual revenue is generated together with the positions of the budget document you have
chosen.

Drag a column header here to group by that column
R Plan/Actual -

PO

oo

Mame Total| Budget._. Ji| Position | Shartdescript.. | Long description | Unit Quankity| Price.. Amount
g Expense [time. Create sceletal sir. howrs 2400 40005 96000%
= | Expense/Revenue: Expense 1 Experse lime. Assemblesensors  hours 48300 40005 193200..
8 Expense (time.. Meeting - protokol hours 125 40005 S000%
=] Flan/Actuak Actusl 16 Expenss lime.. Assasment Thurs. hours 000 40005  000%
Expenses material 250320.. TOO0O0S O [ Expense [time.. Initial meeting haurs 075 40005 30,00 §
Expenses journey 250320.. BOOOS [ 4 Expense (time. Editing meeting re.. hours 075 40005  3000%
‘Experse (actual time tracking) Hﬂ{:ﬂ—"l‘“—‘“ - Expense flime. Discuss possiblea_. hours 125 40005 50005
| | e sl X e Experse (time.. 2011.0012Meda... hours 025 40005  1000$
Gl P ot s @ Mew Planned Revenue Expense lime.. Business lunch hours 050 4000%5  2000%
Expence (Plan, Resources) 23 = Mew Actual Expense Experse time.. Conference call wi—. hours 100 40005 40005
Eupenses material e N Hless Rictil Bevissisn Expense (time.. Preparebasemat. hours 18450 40,005 7.78000%
- | Expense/Revenue: Revenues . Experde lime. Conference call hours 200 4000 5 8000 5
| p”“ Edit Budget Expense (time.. Customers visit hours 200 40005 80005
—| Plan/Actuak Actual ¥ Delete Budget Experse time.. Briefing hours 300 40005 12000%
A5 oo :xptmc ftime.. Projectplanning  hours 200 40005 BOOOS
wpense time. Cwendew plan hours 100 40008  4000%
- | Plan/Actuak Plan C1 Paste
Services ZEI %, Generate Actual Revenue All Positions
6. Budget Status k Selected Positions
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Issue a report for the budget

Issue a report to each budget document and send it as a document via email.

1. On the Budget page, in the budget list, choose a budget, to which you want to issue a report.
2. Click the Reports tab.
3. Do one of the following:
o Inthe Create Reports group click Create Report, in the New Report dialog box, in the
Report tab choose a template from the Use this template drop-down list. Filter the data
you wish in the Budgets tab and then click Create.

TP For more information on how to issue a report and adjust the data, see Create a
report.

o Inthe Reports group choose a report you want from the gallery view, e.g. Offer. In the
Print Options dialog box choose the output format, e.g. Excel, PDF or Word document.
Click Start.

Such report templates as Expenses / Revenues, Budget overview or Transaction list
are included into the standard delivery.

TP For more information on how to add new budget template to the InLoox PM system,
see Manage report templates.

Manage budget documents for templates

Add, change or delete the budget documents in the InLoox PM options. The recurring budget positions
can be added to this budget documents.

MPORTANT To manage the templates you need the InLoox PM administrator permissions.

1. Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, see Open the InLoox PM
options.

2. Under Budgets click Templates and then Budget templates. On the right side you will see the
Budget documents area:

Owptions ﬁ

= General Options =
. Permissions lljr'{\ Budget templates
+ Mind Map 2
= Planning
—Doc:.mrtﬂils I Pasitioni Expense (actual Rita Meye O
i gitiani EpeEnie (actu (] r
1 = | Eait Str'.liu:sig E (actual) M 5d:|l ]
Templates xpense [actual) ax er
Budget posibons | Delete
Budget templates
Budget statuses

New Mame Type Created by Visible for all users

3. Do one of the following:
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o Add a new budget document template by clicking New.

= Inthe New Budget Document Template dialog box choose a budget type in the
Type drop-down list.

= Select the Visible for all users control box, if you want to have this option.

= Type a new name in the Name field.

= You can add a position by clicking New. Change the budget positions list by
clicking Edit, Delete, Up or Down. Click OK after you made all changes you
wanted.

T For the detailed description about the features in the New Budget Position /
Edit Budget Position dialog box, see Create and edit a budget position.

o Edit the already existing budget document template in the Budget documents list.
Choose one from the list and click Edit. In the Edit Budget Document Template dialog
box you can make changes you want (see the first point).

Remove the budget document template from InLoox PM by clicking Delete.
4. CI|ck OK or Apply to save the changes in InLoox PM.

NOTES
e The name of each budget document template should be short and unambiguous.

e The description in the Name field can include wildcard characters, e.g. ...size is x units...

Manage budget positions for templates

The budget documents contain the budget positions which can be called up by the users in all InLoox PM
projects on the budget page. The budget positions can be edited or deleted in the InLoox PM options as

required.
MPORTANT To manage the templates you need the InLoox PM administrator permissions.

1. Open the dialog box InLoox PM Options.

TF For more information, where you can find the InLoox options, see Open the InLoox PM
options.

2. Under Budgets click Templates and then Budget positions. On the right side you will see the
Budget positions area:
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| Options

Groups

Civisions

Mind Map

# Planning
7 Documents
= Budgels

- General opltions
Project number =]
Project statuses

-1~ Customers
Cuslomer number
Customers

Categones

More aptions
= - Permissions

Templates

Tamplates

Budpet documents

e Mame

sample Asget

3. Do one of the following:
o Add a new budget position by clicking New.

In the New Position dialog box type a new name in the Name field. Type
additional information in the Description field.

Enter the number you want in the Quantity field.

In the Pricing list click New to add a new position. In the New Unit dialog box
enter a Name, Purchase price and Disposition price and click OK.

Choose a group in the Group(s) list.

The created pricing model will be loaded, if you select this position in the New
Budget Position / Edit Budget Position dialog box in the project.

T For the detailed description on how to create a budget position see Create
and edit a budget position.

Change the budget positions list by clicking Edit, Delete, Up or Down. Click OK
after you made all changes you wanted.
Click OK.

o Edit the already existing budget position in the Budget positions list. Choose one from
the list and click Edit. In the Edit Position dialog box you can make changes you want
(see the first point).
o Remove the budget position from InLoox PM by clicking Delete.
4. Click OK or Apply to save the changes in InLoox PM.

NOTES

e The name of each budget position should be short and unambiguous.
e The description in the Description field can include wildcard characters, e.g. ...size is x units...

Load a budget template

Define recurring budgets. The templates allow you to load complete offers, invoices or project estimates in

one simple step.

1. Open the project with the existing budget.
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TF For more information on how to create a budget, see Create and edit a budget.

2. Inthe project, in the Start tab, in the Section group, click Budgets.
3. On the Budgets page, in the budget list, choose a budget.
4. On the Template tab, in the Action group click Load Template.

Load Bucget Template |
I ,:! Budgel lemplates

—

Mame | Offer (Revenuss [plannad)) - |

Short desori, |F‘l:-sftiurl = | Price per u... | Dispositio.. |Quantity |

Design 1st 1 500 500 1

Design 2nd.. 0 1500 500 1

load || Caneel

In the Load Budget Template dialog box the included position of the templates are displayed.

5. Inthe Name drop-down list choose a name of the template.
6. Click Load.

Save a budget template

1. Open the project with the existing budget.

TP For more information on how to create a budget, see Create and edit a budget.

2. Inthe project, in the Start tab, in the Section group, click Budgets.
3. On the Budgets page, in the budget list, choose a budget.
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4. On the Template tab, in the Action group click Save Template.

Budget Preset =
' d Budgel presel

Mame Offer

Type Reverues (actusl) |

Presetpositions @ All positions
Selected positions

Visible for all users

| K | Cancel

Type a new name in the Name field.

Choose a budget type in the Type drop-down list.

Choose whether you want to have in your template all positions or only selected.

Select Visible for all users control box, if you wish.

Click OK.

The new template is now available under Load Template. For more information see Load a

budget template.

© N O

Budget overview

Display the budget overview

Compare planned and actual time and expense values on a real-time basis. View single activities,
resources or even entire projects — you won't lose deviations of your project anymore.

Article content

Tabular overview

Graphical overview

Tabular overview

1. Open a project with the existing budget.

TF For more information on how to create a budget, see Create and edit a budget.

2. Inthe project, on the Start tab, in the Section group, click Budget Overview.
3. On the View tab, in the Budget Overview group click Table.
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Media Congulting (2011-D013) - InLoox PM Praject

\Group Planned expenses -‘,res..lharneu ENpEnses (oln..l Planned mreme{ Planned margin Actual ex:pensesctlme..J Al ztpenses-;nmeq Actual rev:nuesJ Actual margin Cnst\-allance(plan\s._lsr._
Consulting 13.000,00 § 500,00 % 0o0as -13560000 % 9.340,00 5 78000 % 1355000 § 377000 % 17370005 @&
Production 1480,00 5 0008 2650000 5 2502000 8 1835000 5 0,00 % 2502500 5 5575003 -15345005 @
Maintenance 000 5 0oos 500,00 5 500,00 § 0005 000§ 000 s 0o0s -500005 @
Design 0005 ooos 000 s 0.00s 000 s 0005 000 5 0oos 000s @
Sehuld 0005 000% 000% 000% 0005 0005 0005 0oos 0005 @
Total 14.480,00 & 600005 27.000,00 5 1192000 § 2B690,00 § 780,00 § 4291500 § 13445005 1525008 @&

In the table you will see the figures cumulated by Group.

TP For more information about groups, see What do the fields and chart types of the budget
overview mean?

Control budgets

e Check the totals under the columns Actual expenses (time tracking), Actual expenses (other),
Actual revenues and Actual margin.
e Budget overruns are highlighted in color, making it easy to identify unplanned additional
expenses.
If the line is marked in red, the negative result is expected.
e Use the views to control more projects simultaneously.
1. Click Projects on the Outlook Ribbon to switch to the InLoox PM project list.

NOTE |n Qutlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.

2. Inthe InLoox PM tab, in the View group, click More Views.
3. Inthe drop-down list choose the saved view, e.g. project controlling.
e As a alternative you can use also Choose fields for the project controlling.

TF For more information see Generate personalized views.

Export the report to Microsoft Excel

1. Click Reports tab.
2. Inthe Reports group, in the gallery view click Budget Overview.
3. Inthe Print Options dialog box choose settings you want, e.g. Excel as an issue format.

TF For more information on how issue a report, see Create a report.

4. Click Start.
5. Choose whether you want print, save or send the document per email.
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Graphical overview

1. Open a project with the existing budget.

TP For more information on how to create a budget, see Create and edit a budget.

2. Inthe project, in the Start tab, in the Section group, click Budget Overview.
3. On the Budget Overview page, in the Budget Overview group click Chart.

Mediaberatung 2000 (2010-0007) - InLoox-Prajekt

Bearbesten 1ohie
= 7 g 3 T R PR R R T
Tabelle|Diagramm| Nach MNach Nach | Ausgabe zu -‘u.sgab= (Plan, lu.sgabe fF'Ian Aus,be Ist. fAw=zgabe (f=t, Elnr‘=rr|.e|' E|nr=r"|.er| Marge | Marge
Typ Gruppe Datum ElrrH‘T»c Ressourcen wertere Zeiterfassung) | weitere) (Plan) | (lst)

27,000 2542200 €
|

Ausgabe zu Einnahme

1560000 €
| 14582,00 €

4. You have the opportunity to view different budget chart types. In the Chart Type group choose
the desired chart between By Type, By Group, By Date or Expense vs. Revenue)

TF For more information about chart types, see What do the fields and chart types of the budget
overview mean?

Control budgets

Create a graphical overview to control several projects. Do following steps:

1. Click Projectlist on the Outlook Ribbon to switch to the InLoox PM project list overview.

NOTE |n Qutlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.

2. Inthe InLoox tab, in the View group, click Dashboard.
3. Inthe Dashboard view adjust your individual overview.

TP For more information see the category Dashboard view.

What do the fields and chart types of the budget overview mean?

Compare planned and actual expenses and revenues with the help of the budget overiew. The graphic
representation gives you an instant overview of your budget status.

Below you will find the detailed description of the table and chart types.
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e
NOTES
e Click on the corresponding buttons in the chart data area to make series invisible or visible.
¢ Inthe Budget Overview group click on Show Values to display series labels and currencies.

Article content

Description of the tabular overview

Chart type by type

Chart type by group

Chart by date

Chart type expense vs. revenues

Description of the tabular overview

The overview area gives an ongoing comparison between the amounts of the management, planning and
budgets pages in the table. The list represents you all amounts cumulated by group:

|Column |[Description |
Each group has one row.

HOTES

Amounts in the columns 2-10 are cumulated by group.
The row amount shows the totals from each column.
e Aninternal price per hour is recorded for each group.

Group TP , , ,
The internal prices per hour and the available groups can be

customized under Create and edit groups.

e |f you insert an individual price per hour for the resources, the group costs
will be ignored.

TP For more information about the individual price per hour for the
resources, see Add resources.

Expenses of all activities from the planning page Planning page. They include the
resources with recorded working time.

Planned expenses |[Method: The total work time of all resources is multiplied by the group purchasing
(resources) price for each activity. All activity expenses are cumulated by group.

TF For more information about the group purchasing price see Create and edit
groups.
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Planned expenses
(other)

All planned expenses from the budget page.

Method: Budget documents of planned expenses type are totalled and/or cumulated
by group.

Planned revenues

All planned revenues from the budget page.

Method: Budget documents of planned revenues type are totalled and/or cumulated
by group.

Planned margin

Variance between planned revenues and planned expenses (planned expenses
(resources) and planned expenses (other)).

Method: planned revenues column minus (planned expenses (resources) column
plus planned expenses
(other) column).

Actual expenses
(time tracking)

Actula expenses (time tracking) from the budget page.

Method: Actual expenses (time tracking) are calculated automatically: Time tracking
items from the time tracking page multiplied by the group purchasing costs
cumulated by group.

TF For more information about the group purchasing costs see Create and edit
groups.

Actual expenses
(other)

Actual expenses from the budget page (except actual expenses (time tracking)).

Method: Budget documents of actual expenses type are totalled and/or cumulated
by group.

Actual revenues

Actual revenues from the budget page.

Method: Budget documents of actual revenues type are totalled and/or cumulated
by group.

Actual margin

Difference between actual revenues and actual expenses (actual expenses (time
tracking) and actual expenses).

Method: actual revenues column minus (actual expenses (time tracking)column
plus actual expenses column).

Cost variance
(plan vs. actual)

Difference between actual margin and planned margi.

Method: actual margin column minus planned margin column.

Status

A negative amount in the 10th column (debit/credit) is marked red. In this case the
actual margin is lower than the planned margin.

This can mean the following depending on the project focus:

e expenses exceed revenues
e revenues are lower as expected
e Expenses are higher as expected.

It is possible to display the total costs, revenues, profit and cost overruns in the InLoox PM project list.

TF For more information see Generate personalized views.
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|
Chart type by type

The chart type By type gives an ongoing comparison between the amounts of the management, planning
and budgets pages. The list represents you all amounts cumulated by group:

[Element |Description |

Costs of all activities from the planning page. They include the resources with
recorded working time.

Planned expenses |Method: The total work time of all resources is multiplied by the group purchasing
(resources) costs for each activity. All activity expenses are cumulated by group

TF For more information about the group purchasing costs see Create and edit
groups.
All planned expenses from the budget page.

Planned expenses
(other) Method: Budget documents of planned expenses type are totalled and/or cumulated
by group.

All planned revenues from the budget page.

Planned revenues
Method: Budget documents of planned revenues type are totalled and/or cumulated

by group.
Actual expenses (time tracking) from the budget page.

Method: Actual expenses (time tracking) are calculated automatically: Time tracking
Actual expenses |[items from the time tracking page multiplied by the group purchasing costs
(time tracking) cumulated by group.

TF For more information about the group purchasing costs see Create and edit
groups.

Actual expenses from the budget page (except actual expenses (time tracking)).

Actual ses
cluatexpen Method: Budget documents of actual expenses type are totalled and/or cumulated

by group.
Actual revenues from the budget page .

Actual revenues
Method: Budget documents of actual revenues type are totalled and/or cumulated

by group.

Chart type by group

The chart type By group gives an ongoing comparison between the amounts management, planning and
budgets pages. The list represents you all amounts cumulated by group:

[Element |Description |

All Cumulated revenues (planned revenues, actual revenues) and expenses (planned expenses,
columns |lactual expenses (time tracking), actual expenses) per InLoox PM used group.
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Method:

Expenses (planned, resources) per group
Expenses (planned, other) per group
Expenses (actual, time tracking) per group
Expenses (actual, other) per group
Revenues (planned) per group

Revenues (actual) per group.

Chart by date

In the chart By date each row shows the cumulated revenues (planned revenues, actual revenues) and
expenses (planned expenses, actual expenses (time tracking), actual expenses) of the project within a
pre-defined time period:

[Element |Description

Costs of all activities from the planning page.. They include the resources with
recorded working time.

Planned expenses |[Method: The total work time of all resources is multiplied by the group purchasing
(resources) costs for each activity. All activity expenses are cumulated by record time

TF For more information about the group purchasing costs see Create and edit
groups.
All planned expenses from the budget page.

Planned expenses

(other) Method: Budget documents of planned expenses type are totalled and/or cumulated
by record time.

All planned revenues from the budget page.

Pl d
anhedrevenues Method: Budget documents of planned revenues type are totalled and/or cumulated

by record time.
Actual expenses (time tracking) from the budget page.

Method: Actual expenses (time tracking) are calculated automatically: Time tracking
Actual expenses items from the time tracking page multiplied by the group purchasing costs
(time tracking) cumulated by record time

TP For more information about the group purchasing costs see Create and edit
groups.

Actual expenses from the budget page (except actual expenses (time tracking)).

Actual S
cluatexpense Method: Budget documents of actual expenses type are totalled and/or cumulated

by record time.
Actual revenues from the budget page.

Actual revenues
tual revenue Method: Budget documents of actual revenues type are totalled and/or cumulated

by record time.
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Chart type expense vs. revenues

The chart type Expense vs. revenues displays the ongoing comparison between the amounts

in management, planning and budgets pages. The list represents you all amounts, cumulated by
revenues (planned revenues, actual revenues) and expenses (planned expenses, actual expenses (time
tracking), actual expenses):

[Element |Description |

Expeneses of all activities from the planning page. They include the resources with
recorded working time.

Planned expenses |[Method: The total work time of all resources is multiplied by the group purchasing
(resources costs.

TF For more information about the group purchasing costs see Create and edit
groups.
All planned expenses from the budget page.

Planned expenses

(other) Method: Budget documents of type planned expenses are totalled.

All planned revenues from the budget page.

Planned revenues
Method: Budget documents of type planned revenues are totalled.

Actual expenses (time tracking) from the budget page.

Method: Actual expenses (time tracking) are calculated automatically: Time
Actual expenses tracking items from the time tracking page multiplied by the group purchasing
(time tracking) costs.

TF For more information about the group purchasing costs see Create and edit
groups.
Actual expenses from the budget page (except actual expenses (time tracking)).

Actual expenses
Method: Budget documents of type actual expenses are totalled.

Actual revenues from the budget page.
Actual revenues

Method: Budget documents of type actual revenues are totalled.
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New features in InLoox PM 7

Design and comfort

Article content

User interface

Multi-selection and multi-editing

Improved custom fields

User interface

The new user interface of InLoox PM 7 is adapted to the design of Microsoft® Outlook 2010 and offers
task-oriented features and commands in the InLoox PM 7 Ribbon. For an overview of the new InLoox PM
7 Ribbon, please see Work with the InLoox PM Ribbon. Please find a more detailed explanation of the
tabs in the related help categories.

Besides, the dialog boxes in InLoox PM 7 have been simplified and are now scaleable. To change the
size of a dialog box, touch its edge with the mouse pointer until it changes to a double-headed arrow.
Now, you can drag the dialog box to the desired size.

Multi-selection and multi-editing

Now, you can select several elements in InLoox PM, such as milestones, activities, documents and time
tracking entries and edit them at the same time. Click therefore on the first element that you want to edit.
Keep the CTRL key on your keyboard pressed and click the other elements that you want to edit at the
same time. Then right-click to open the context menu and select Edit from the list. Now, you can edit the
selected elements at the same time.
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oo} = Market analysis 26102011.. 1011.20;
:‘7"__:‘139 ¥ Competition analysis 03.112011...

:-’_1":5 a | o Research-marketse o ey

L@ ! Financing

r*ir a Credits ’ New Milestone |
E_ & L Sponsors l ﬂ? Edit

La 3 Implementation x Del

& Correction phases i "
@ - Product launch - Copy '
@ Internet presence | [  Paste H
:a Information brochure

M= v

‘a Advertising material Donew

i) PR |4 Add Workpackage

Improved custom fields

The custom fields now look and feel like standard program fields. User-defined fields are no longer
displayed as a list and allow direct input.

<] Custom

SequenceNumber [FZ! -

T Find out more at Create custom fields.

Planning

Article content

Constraints

Dependencies

Slack

Lags

Backward scheduling

Skill management

Undo and redo

Individual working time calendars
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Individual color settings

Import of Microsoft Project 2010 files

Filter, sort and group

Edit in the line

Quick selection of resources

Constraints

In InLoox PM 7, you can set time constraints for activities and milestones in your project plan, such as:

E Time frame 10/31/2011 8:00 AM - 11/2/2011 12:00 AM o
Calendar Standard -
Duration 2 :‘= Work days “ 00:00 j' Hours:Minutes
Schedule Finish -

As lateas possible

® No earler than | =] [11722011 | »] [12:00 av 5]

Then, InLoox PM 7 integrates the respective planning element according to this specification in the project
planning.

TF For more information on constraints, please see Create planning element dependencies.

Dependencies

With dependencies, you can define logical relationships between planning elements and therefore use
methods of the network planning. InLoox PM 7 offers the following dependencies:

Dependency Example
-

End-to-Start a

Start-to-Start [_B

End-to-End -

Start-to-End " —

TP For more information, please see Create planning element dependencies.
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]
Slack

InLoox PM 7 indicates how far you can postpone a planning element until this affects the planned duration
of your project. To display the slack, click in the planning on the View tab in the Details group Display

B_

Slack ‘ The slack for each planning element is then displayed directly in the Gantt chart.

B @  Credits 08092011... 30.09201.. s600n L[ ,m,ﬂ\
T8 &  spomsors 08092011 30.09201.. 3s00n mm‘
B &  implementation 08092011 29.09201.. 25000 [N 888 aoys |
Lags

Now, you can use positive and negative time lags between planning elements in your project planning.
So, you can easily depict overlaps in time of planning elements as well as lead and waiting times.

TP For more information, please see Create dependencies between planning elements.

B @ Assessment 21.092011.. 13.10201.. | 2500 h —
B8 & Mediaanalysis 08.09.2011... 29.09.201... | 2500 h T

Backward scheduling

InLoox PM 7 offers you both planning directions, forward scheduling and now, also, backward scheduling.
Now you can decide whether you want to develop your project plan from your current starting point or
based on the desired project results.

2

Direct

v'| Forward Scheduling
Planned Start [02.09.2011 08:00 E

Backward Scheduling

TF For more information, please see Backward scheduling.
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Skill management

Enter the skills of your team members in the InLoox PM options. As soon as you have created the
respective skills in the InLoox PM options and you have assigned them to one or several resources, you
can search for the specific skills whenever you want to add a resource in the project.

Options
+ General options %
- Permissions - _)( Skills
Planning ' New Name Description
Working times - -
51- Notifications T Relational databases Experience inthe u
Templates L DTP Expertise At least one year of
Shals P English language skils Fluent inspoken ar
More options Trade-fair experience Experience inthe m
+ Documents Spanishlanguage skilks Fluent inspoken ar
+ Budgets SPSS Statistics Experience in the u
+- Reports CMS Experience Experience inthe u:
+ Outlook emals
Experience as a project director At least one year of
Contact management
Custom fiel French language skills Fluent inspoken ar
Project locks International experience Atleast one year of
+ License key
+ Web App options & Skill Assigment
+ User settings
[ New ] Name Skilis
Gordan Newman CMS Expenence, Englishlan
Edit Andreas Kug Experience as aproject direc
Delete Rita Meyer English language skills Expe
Max Schiller Relational databases Spani

TIPS For more information about how to assign skills to resources, please see Assign skills to resources.
For more information on how to open the InLoox PM options, please see Open the InLoox PM options.

Undo and redo

InLoox PM 7 enables you to reverse entries or to restore cancelled entries. Click therefore in the planning
on the Edit tab, in the Edit group, Undo to reverse the latest entry or click Redo to restore a reversed
(M Undo

entry RASS
Individual working time calendars

In the InLoox PM options, you can now create individual working time calendars with which you can
integrate for example part-time, shift or weekend work. With several individual working time calendars,
you can include different working times or holidays at different company sites. Then, you can assign
different working time calendars to the different elements in the project planning.
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IR R KERD

Helg

Options
- General options ‘
+ Permissions % Calendar
+ Mind Map -
- Planning
Working times i |' New ¢
+1- Notifications
Templates 0 Working Times
Shals
More options [ Edit Weekday Working Times Workday
# Documents Sunday 08:00-1600
ey Mond 08:00-16:00
5. Reports onday 00-16:
+ Outlook emails Tuesday 08:00-16:00
Contact management Wednesday 08:00-16:00
Custom fields Thursday 08:00-16:00
Project locks Friday 08:00-16:00
+ License key
+ Web App options
+ User settings Q Days Off
() e
Christmas 24122011
[ Edit
| Delete
[ Import
B Working Day
One working day contains 8 5~ hour(s)
ok || cancel || Apply

TIF For more information, please see Set a working time calendar.

Individual color settings

Now, you can highlight planning elements in the planning in user-defined colors, e.g. to mark
departmental responsibilities or to highlight priorities. Select therefore a planning element from the

planning and click Color in the Highlight group on the Edit tab. The planning element is then

displayed in the selected color in the Gantt chart.
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TP For more information on how to customize the view of your planning, please see Work with the
planning.

Import of Microsoft Project 2010 files

With InLoox PM 7, you can exchange project plans between InLoox PM and Microsoft Project 2010. So,
you can generate or read Microsoft Project 2010 files directly in InLoox PM.

ﬁ
@v“. » Computer » Local Disk (C:) » Projects -|6,|
Organize v New folder

-

% F ites MName

Bl Desktop 3 __ Media Consulting 2011-0012.mpp
8 Downloads
. Recent Places

w4 Libraries
¥ Documents
o' Music
| Pictures
B videos

‘& Comouter hatl L

File name: Media Consulting 2011-0012.mpp  ~

TIPS For more information on how to import Microsoft Project files, please see Import a planning file. For
information on how you can generate Microsoft Project files in InLoox PM, please see Manage planning

templates.
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Filter, sort and group

Filter, sort and group your project planning according to your individual information needs. These features
help you to keep the overview especially of extensive project plans. You find them in the planning on the
View tab in the Arrange group.

= = D

TF For more information on how you can display your planning filtered, sorted or grouped by specified
criteria, please see the Adjust a view section in the article Work with the planning.

Edit in the line

In InLoox PM 7 it is no longer necessary to open planning elements and to edit them in a dialog box - you
can do this directly in the line. Click therefore in the planning in the line of the planning element that you
want to adjust and change its name, start or end date.

if) = Financing 02.092011.. 241120111

@ & Credits 14112011.. 21.11.20111 -
(o I § P sponsor negotiations with| 02112011 14112011 1... 7200h  »
‘8 & Implementation 14112011.. 241120111 1600n  »
E Correction phases 02.092011.. 14.0920111 1200 h .

TF For more information on this topic, please see Work with the planning.

Quick selection of resources

Now, you cannot only assign project resources in InLoox PM via the Select Contact dialoi, but also via

quick selection, e.g. in mind maps, in the time tracking or the planning. Click the arrow
a compact pre-selection of often deployed resources.

to receive
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I
New Work Package E

L= -

I

- Rita Meyer
\;"j De Treatman Sr. (Treatman@inlogo.net)
Notificatic Max Schiller

And Kl
Workloac nareas Rlug

Tom Schwarz

Gordan Newman

L_UIS

( = 21% of the resource’s capacity)

Cost perHour [ ] Individual

Purchase Price €/h
Disposition Price 60,00| €/h

[¥] Is assetbillable

Status [] This taskis already completed

Please see the respective help categories to receive more information on this topic.

Project communication

Article content

Project comments

Text formatting

Project comments

On the Management page, you can now exchange comments on the project as formatted text, link or
image with other team members. In the comment history, you can track the exchange of information.
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Please request a paper sample in advance!|

Gordon Newman -~

The follbwang pnnt shops s hould be conudered
- woww £ he ap-pr it com

*  wwwpnntshop com

- www Onlind-pr NTING COM

= Plesse request quotabions

x

Rita Meyer
[ hove imerted my remarks as comments.
Please diacuss the wiual concept for the posters and

brochure with the photographer
for the pscture motve:

x

Max Schiller

Test concept for the brochure has been prepared
Test concept brochure
Qleam: Ploase review!

TF For more detailed information on how to use the comment feature, please see Create and change
comments.

Text formatting

Use in InLoox PM 7 text formatting, images, hyperlinks, colors and symbols to concisely convey additional
information about activities, time tracking entries, budgets and documents. Double-click the respective
element in InLoox PM and select the Details tab in the dialog box. There, you can enter notes and format

them as you like.

133



-

Edit Activity

j?'ouaw

¥ Y [segoeut

Snndud‘ Details l Dependency ] Resources | Documents ] Custom

4. = Advanced
Summary activity |Finanang

WBS code

Location

Eb Fa-»B/ ([@DyssD:
Recruit interns for this activity by 31st October 2011 st the latest
by 30th November 2011 at the latest]

-

m

| ok

J |

Cancel ‘

T For more detailed information, please see the respective help categories.

Time tracking

InLoox §

Time tracking with the stop watch

Record your own time efforts with the integrated stop watch to-the-minute. Afterwards, you can post the
working time directly to the respective project. You find the stop watch on the InLoox PM Ribbon on the
InLoox PM tab in the Extras group.

InLoox X

01:15

rause Heset limer
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Documentatio

Article content

Document preview

Direct mailing

One-stop document management

Document preview

InLoox PM 7 offers a preview of documents and images with an installed preview handler. Click on the
Documents page, in the document list, the line of the respective document. You find the document
preview in the window on the right.

Drag a column header here to group by that column

1 Campai|
Rl Scenario Costs

SN 31.01.-06.02.2011 7.246,00€

B 24.01.-30-01.2011 1.151,00¢

Ll Ratio 6.30

3N 07.02.-13.02.2011 219457¢

VeskhBltals o loncask e nan

4] 2011-0012
] Analysis 2)x CAUs. Mic. 40 KB Financing: Info

= Analysis 2011 CAls.. Op... 4 KB Concept: Assesss
£ Assessment \SE\... Mic.. EKB

TP For more information on how you can find the Documents page and for more detailed information on
the topic, please see Work with the document list.

Direct mailing

Now, you can send your project documents directly from the InLoox PM documents folder as e-mail. Mark
the respective document on the Documents page in the list. Then click Send as E-mail on the Edit tab in
the Documents group. Choose whether you want to send the document or the documents as Link(s) or
as Document(s). Then, you can add the recipient of the e-mail and, if you like, additional text and you can
distribute the document as an e-mail.

& Link(s)

A & Document(s)

| Filename

] 2011-0012 Media consulting.ms \S6\Proj..
£ Analysis [1)xdsx CAUsers\,
= | Analysis 2011.00t CAUsers\.

% Accacemant afVala viev WA D
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TP For more information on how you can open the Documents page and on the topic, please see Work
with the document list.

One-stop document management

The InLoox PM document list now offers a current overview of all project documents and document links
in use. So, you can navigate directly from the document list to the linked mind map, planning or time
tracking element or open the related project document directly from the element.

Drag a column header here to group by that column

' | Filename ~ | Folder Type Size| Related Objects
2011-00148 J
) dosns | EdtDocument ol =
= Analysis 2 — bn phases; Credits; v
£ Assessmd \N Documents
B Edit Miled
£ Impleme Type Type Identifier Name/Description
D7 Observat  (E) Planning Actrvity Correctionphases
=3 Oveniew Open =) Planning Activity Credits
«} Planning Remove | (S Planning Activity Media analysis
£ Price list & o Mindmap Node Finance
%1 Project Df G Action Business lunch
%) Protocol. G Action Briefing
# 1 Protoo

"Standard| Links | Custom

TF For more detailed information on this topic, please see Create and edit a document and the respective
help categories.

Budgets

Improved Budgeting

Now, you can see in detail which automatic planned costs for planned resources are included in your
project budget. Yet another improvement is the possibility to decide whether you want to include all
budget positions or only selected positions into your project billing.
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Budget Positions

Budget Positions

1 Experse.. Assembl.. hours 48300 40008 19320.. M O
2 Experge.. Owvervie.. hours 100 40005 40005 B O
3 Experse.. Discuss.. hours 125 40008 50005 © O

TF For more information, please see Budgets.

Reports

Create a report

At the push of a button, the highly flexible report designer issues reports such as project summaries,
budget lists, expense reports and plan/actual comparisons in a variety of file formats like Microsoft Excel,
Microsoft Word, HTML, PDF and many more.

1. Click Projects on the Outlook Ribbon to switch to the InLoox PM project overview.

NOTE 1n Outlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.

2. Choose one or more project in the project list.
3. Onthe InLoox PM tab, in the Reports group, click Reports and choose from the drop-down
Create Report.

NOTE
In Outlook 2003/2007 click Reports in the InLoox PM Toolbar.

4. Inthe New Report dialog box, in the Selection area choose All project, or Selected projects, or
Projectts matching.
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Mew Report Fg‘-
F"Eﬂ‘:"t Flanning | Time tracking | Eudgets
— Selection
All proyects
@ Selected projects
Progects matching:

Use this template

| Angesat -

Create report | Cancel

5. Optionally you can filter the report data in this dialog box.

T For more information see Filter the report data.

6. Optionally you can save a report for quick access.

TF For more information see Manage the saved reports.

7. Click Create report after you have made all changes you want.
8. Inthe Print Options dialog box choose the settings you want:
o Inthe Print Target area, in the Direct to... filed choose in the drop-down list the output
format, e.g. PDF, Excel or Word.
o Inthe Options area specify individual pages or sets of pages to be printed.
o Click Start.

Filter report data

Report designer issues reports of any level of detail, e.g. by single activities, whole projects or for the
whole company. Consolidation, aggregating and filtering are available for detailed reports and only for
authorized users.

NOTE The filtering process for the saved reporst is the same as for the new reports.

1. Click Projectlist on the Outlook Ribbon to switch to the InLoox PM project overview.
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I
NOTE 1n Outlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.

2. Choose one or more project in the project list.
3. Inthe InLoox PM tab, in the Reports group, click Reports and choose from the drop-down
Create Report.

NOTE |n Outlook 2003/2007 click Reports in the InLoox PM Toolbar.

4. Inthe New Report dialog box do one or more of the following:
o Filter the report data in the Report tab
= Inthe Selection area choose between All projects, Selected projects or
Projects matching. For the last option you can define the filter criterion such as
Number, Name or Customer that the selected project contains.
= Inthe Template area choose a template from the drop-down list.

TF For more information on how to create a report template, see Manage report
templates.

o Filter the report data in the Planning tab
= Choose All planning items to include the complete list of planning elements.
= Choose Planning items matching to define, which planning items, summaries,
activities or milestones, will be included into the report. You can specify their
combination by selecting the corresponding check box.
= Optionally you can choose the time interval by selecting Date between and by
choosing the date.
o Filter the report data in the Time Tracking tab
= Choose All entries to include the complete list of time tracking entries.
= Choose Time tracking entries matching to filter between Date, Performed by
and Group. You can specify their combination by selecting the corresponding
check box.
o Fllter the report data in the Budgets tab
Choose All Budgets to include the complete list of budgets and budget position.
= Choose Budgets matching to filter between Expenses (actual (time tracking),
actual (other), revenues (plan), expenses (plan), revenues (plan)), Date and
Status. You can specify their combination by selecting the corresponding check
box.
= Inthe Show positions area selected the positions you want (Already billed, Not
billed, Billable and Not billable)
5. Click Create report after you made all changes you want.

T For more information on how to create a report, see Create a report.

Manage the saved reports

You can save the reports with the predefined filter data for quick report issue.
Do the following to save a report:

1. Click Projects on the Outlook Ribbon to switch to the InLoox PM project list.

NOTE |n Outlook 2003/2007 click InLoox PM Folder in the InLoox PM Toolbar.
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2. Choose one or more project in the project list.

3. Onthe InLoox tab, in the Reports group, click Reports and choose from the drop-down Save
Report.
NOTE |n Outlook 2003/2007 click Reports in the InLoox PM Toolbar.

4. Inthe Saved Reports dialog box do the following:

rSw-edRepcm 1

— Report List

| Hew | Mame

| Edi ericht

Budget overview
l Renams
| Delete
[ Save _ Cancel

o Save a new report by clicking New.
= In the Report Filter dialog box type a name and click OK.
= In order to filter it click Edit in the Saved Reports dialog box.
= Inthe Report dialog box filter the report data as you want and click Save Report.
The saved report is now displayed in the Report List, in the Saved Reports
dialog box.

TF For more information on how to filter a report, see Filter report data.

o Change the saved report. Choose one from the Report List and click Edit. In the Report
dialog box filter the report data as you want and click Save Report.

TF For more information on how to filter a report, see Filter report data.

o Rename the saved report. Choose one from the Report List and click Rename. In the
Report Filter dialog box type a new name and click OK.
o Remove the saved report from the Report List by clicking Delete.
5. Click Save to save the changes.
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Manage the report templates

You can customize the report templates as you want in the InLoox PM options. InLoox PM provides you
with such different templates like schedule, budget overview, plan-actual comparison, cross-projects time
sheets, memos, status report, cover letter, billing and offer templates. From the first moment you have the
right tool for your project daily routine.

TP For more information about report types see Report types.

MPORTANT A yser requires read access and permission for using report templates to export the project

data. For more information on how to assign permissions and the lis of available permissions, see Setup
permissions and List of permissions.

1. Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, see Open the InLoox PM
options.

2. Under Reports click Templates. On the right side you will see the Reports area:

Options
3 Goneol splions =
Permigsions = Reportz
& Mind Map
# Plannning Mew Mame
% Documents Budget overien
T BJ?:::HBS —E—dll— Dacument list
Budget postions Design Expenses / revenues
Budpet documents - | Letter
Budget statuses . Delele | Mesting
= Reposts Memao
; m! Exm-g Z Plarming Sradnvisw
Custom fislds — | Project completion
Prajest locks L) Froject kickoff
License key Project status
¢ User settings Downlogd.. | |1 tracking
Turmver list

3. Do one or more of the following:

o Create a new template by clicking New. In the Report dialog box, in the Name of the
report field, type a name.
Define also for which project page this report template will be created. Select the
corresponding check box in the Show as quickreport in area. Click OK.

o Change the existing template. Choose one from the list and click Edit. In the Report
dialog box make the changes you want as it is described in the first point.

o Change the template content by clicking Design. In the InLoox PM Report Design
dialog box make the changes you want.

T For some information on how to work with the report designer, see Work with the
report designer. For the hole information see the included help in the Report Designer
dialog box.

o Remove the existing template from the list by clicking Delete.
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o Save a template in your local documents. Choose one template from the list and click

Export.

o Load e template from your local data, which you have received from other users. Click
Import and choose a template in the Open Report Template dialog box, and then click

Open.

o Click Download to download the report templates from our website.

4. Click OK or Apply to save the changes in InLoox PM.

Work with the report designer

Customize the template content for report in the InLoox PM report designer that is available in the InLoox

PM options.

IMPORTA

T Please note that this chapter describes only the first steps for the report designer. The

complete help document you will find in the InLoox PM Report Designer dialog box.

1. Open the dialog box InLoox PM Options.

T For more information, where you can find the InLoox PM options, see Open the InLoox PM

options.

2. Under Reports click Templates. On the right side you will see the Reports area:
3. Inthe Reports area choose one template, e.g. Time tracking, from the list, which you want to

change, and click Design.

4. The following gives an example of how to add an additional data column to the Time tracking

report in the InLoox PM Report Designer dialog box.

J|InLoox PM Report Desagner
File Edit Project Objects View I
s 443
_ | Report Structure
= e i A
4 -| 8 Report Container
4 .[= Table: Projects

B =

A Report Structure
0
B | Properties

il [EE) 4t
S General Sett

e Project Description

? (default]

E Table Projects.Budget_Overview [Project2OverviewPositions)

ElE

=
-

-Fll.'.

50 o
[T R T T B

Project Overview

Controlling list of 307 2042

Proet: hemafdumoe

1. Inthe InLoox PM Report Designer dialog box click Report Structure.
2. Inthe Report Structure area above double-click Table: Projects.Time Tracking.

3. Inthe Table Contents dialog box, in the Data Line tab choose one line and click
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4. Inthe Edit Table dialog box, in the Data and Functions tab, in the tree structure click
Fields, then Projects and afterwards Time Tracking.

5. Under Time Tracking choose the ChangedBy field, and click Insert and then OK.
The added field is displayed in the right side of the Table Contents dialog box in the
(Contents) field.

6. Inthe Edit Table dialog box, in the Header Line tab, click ™ and choose Text from the
drop-down list.

7. Inthe Edit Table dialog box, in the Data and Functions tab enter into the lower text field
the text (including quotation marks): "Changed by".

8. Click OK.

9. Click again OK.

10. In the InLoox PM Report Designer dialog box click File and then Save.

11. Click again File and then Close.

5. Click OK or Apply to save the changes in the InLoox System.

Types of report templates

InLoox PM provides you with different types of report templates.

The description of each template is available in this table.

[Report template||Application in InLoox PM

|Project kick-off ||Correspondence at start of project.
|Letter ||Correspondence concerning the project.
|Project status ||Out|ook email with current project status.

|Meeting ||Meeting organization document.

|Memo ||Memorandum.

Planning For exporting planning items from the planning page or across all projects in the
overview InLoox PM project list.

|Document list ||For exporting documents from the document page. |

For exporting time tracking entries from the time tracking page across all projects in
the InLoox PM project list.

For exporting data from the budget page or across all projects in the InLoox PM

Time tracking

Budget overview

project list.
Expenses / For exporting budgets of type expenses and revenues from the budget page or across
revenues all projects in the InLoox PM project list.
|Turnover list ||For exporting turnover lists from selected projects in the InLoox PM project list.
Project . Correspondence at end of project.
completion
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Timeline

Work with timeline

This feature allows you to trace all changes made to the project. Every change, made by a member of the
project team, is recorded in the timeline, when the project is saved. It provides you with the information
about all changes with project name, time and description, with the hyperlink for the attached documents,
etc. The timeline helps you to stay up-to-date, special when several participants work with the same
project.

Click InLoox PM tab on the Outlook Ribbon and then Timeline, in the Views group.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then Timeline in the
InLoox PM project list.

Timeline - Microsoft Cutlook

WView Inloox PR

2012-0003 Media consulting

Max Schillsr Add empleyee Thila Urner. 1806
Gardon Mewman Project note Description has been added.  16:31
Gordon Newman Add document Viewspng to project.  16:27

Earcon Newman Project category changed to New business. 1626

Now you can see the recorded changes to the projects as a single entry.

Click project name to open it.

Tha contacts are marked in blue. Click it to open.

The added documents are marked in pink. Click the hyperlink to open them.

The following information from the Manage project page are marked in green: project name and
number, division, customer, category, status, schedule (start and end).

The saved comments are marked in red. Click it to view.

You can also delete any entry by clicking the cross symbol.

NOTE Click Refresh to update the change history.
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Dashboard view

Adjust the dashboard view

The dashboard view shows you the main project areas. You can get all important information to the
current projects without opening one and compose your own dashboard view from the different widgets.

1. Click InLoox PM tab on the Outlook Ribbon and then Dashboard, in the Views group.

NOTE 1n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then
Dashboard in the InLoox PM project list.

Dashboard - Microsoft Outiook

wLoox PM

Top 5 projects (actual margin) x Project status overview
Project
> 10 Medi.
2009 : R urce Collection
g : Pr ‘4 ign
B Meda Consulting Media Consulting
B Brochure 2010 LWN Sales Regresent
Prochuct Release Other

2. Inthe Dashboard view, perform one or more of the following actions:
o Create a personal dashboard view On the InLoox PM Ribbon, in the Start tab, in the
Current View group, click Widgets.
= Choose the widgets that you want from the drop-down list, e.g. Project status
overview or Top 5 projects (actual margin).

TF For details on the different widgets, please see Widget types.

3. Refresh All changes are updated and the view is reloaded when clicking the Refresh button in
the Current View group.

4. lIssue a report Optionally, you can also issue a report on this view by clicking Reports in the
Reports group.

TP For more information about reports see the category Reports.
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TF For more information

NOTE Double-click on the entry in

about reports see the category Reports.

the widget list to open the corresponding project.

Information rules in the dashboard view

The critical projects are marked with a red point.

Widget types

The dashboard contains all relevant and project-related information to analyze, control and compare your
projects. Create your personal dashboard with an individual selection of widgets. The dashboard provides
you with a graphical overview and lists.

TP For more information, see Adjust the dashboard view.

In this table you find the descriptions of the widgets with which you can furnish your dashboard.

|Widgets

|[Description |

IMy open work packages

||Shows you all your open InLoox PM work packages. |

Project manager view (open
work packages)

Shows you all open InLoox PM work packages from all the projects
you control as a project manager.

|Recent projects

||Shows the last 7 recently opened projects. |

|Recent created projects

||Shows the last 7 recently created projects. |

Customer distribution (all
projects)

Shows all customers related to your projects.

|Status distribution (all projects)

||Shows the status of all your projects. |

|PIan/actuaI comparison

||Shows planned and actual hours of your projects. |

Actual margin (month)

Shows the system-wide project profit of the current month and the last
11 months.

Actual margin (quarter)

Shows the system-wide project profit of the current quarter and last 3
quarters.

Actual margin (year)

Shows the system-wide project profit of the current year and the last
year.

Actual expenses/actual revenues
(month)

Shows the system-wide actual expenses and actual revenues of the
current month and the last 11 months.

Actual expenses/actual revenues
(quarter)

Shows the system-wide actual expenses and actual revenues of the
current quarter and the last 3 quarters.

Actual expenses/actual revenues
(year)

Shows the system-wide actual expenses and actual revenues of the
current year and the last year.

|Top 5 Projects (actual margin)

|IShows a ranking of the top 5 most profitable projects. |

Project status overview

Shows an overview of the progress and the cost-effectiveness of your
projects.
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Time tracking view

Adjust the time tracking view

The time tracking enables you to create time tracking entries without opening a project and provides you
with the overview of the time tracking entries from all current projects.

Article content

Work with the time tracking view

Features of the time tracking list

Work with the time tracking view

1. Click the InLoox PM tab on the Outlook Ribbon and then Time Tracking.

NOTE 1n Outlook 2003/2007, click InLoox Folder in the InLoox PM Toolbar and then Timeline in
the InLoox PM project list.
Media Consulting

Description Activity @ |Fag « | Performed by ~ | Start date time End date

- | Performed by: Gordon Newman (newman @inloox.net) (486,00 Stunden)

Assemble sensors  Intemnetpr.. | GordonNewman(. 110320110346  31.0320i
Editing meeting Implement... Gordon Newman (. 20022011 0400 20.02.20!
results

Discuss possible Research-... ':FJ Gordon Newman (. 250120110358 25.01.20!
alternatives

2. Perform one or more of the following actions:
o Create a new entry In the New group, click New Entry. In the Add to Project dialog
box, choose a project from the list and click OK. In the New Entry dialog box, fill out the
fields.

TF For more information, see Create and edit a time tracking entry.

o Open a project Choose an entry from the time tracking list and click Open Project in the
Actions group.
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o Editan entry Choose an entry from the time tracking list and click Edit in the Actions
group. In the Edit Item dialog box make the changes you want.

TP For more information, see Create and edit a time tracking entry.

o Create Reminder Choose an entry from the time tracking list and click Create
Reminder in the Actions group.

TF For more information, see Create a reminder.

o Print the time tracking view Click Print to start the quick print feature of the time
tracking view.

TP For more information about printing, see General features and printing of the project
list, in the Print in the project list.

o Search for the entries by using a filter In the Current View group, click Show Filter.
= In the Edit Filter dialog box, choose between All actions and Entries matching.
= By clicking Entries matching, define the filter criterion and activate the
corresponding check box. The available criteria are Date between, Performed
by, Group.
= Click OK.
In the Time tracking list, those entries are displayed, which correspond with the
defined criteria.
o Refresh All changes will be updated and the view reloaded via the Refresh button in the
Current View group.
o Issue areport Optionally, you can also issue a report on this view by clicking Reports in
the Reports group.

T For more information about reports, see the category Reports.

Features of the time tracking list

The following features can be found in the time tracking list:

e Open an entry Double-click on one item in the time tracking list or right-click on the item to open
the context menu and choose Open from the list.
e Group the time tracking list Draw the column name into the area above the list.

Features in the context menu

The context menu provides you with almost all basic features that can also be found on the InLoox PM
Ribbon, such as New Entry.., Edit, Create Reminder, Open Associated Project, Refresh , Show
Filter. It has also provides the features Expand and Collapse All Groups and Switch to Project list.
Right-click in the time tracking list to open the context menu.
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4 Mew Entry...

Edit

£} Create Reminder

@ Open Associated Project

z=il)
£  Refresh
Expand All Groups
ollapse A
Swrtch to Project List

Filter aushlenden
I E{ Choose Fields

e Choose Fields This feature sorts and organizes the entries by selected data.
o Onthe Choose Fields dialog box, click one field, e.g. Customer, and drag it into the
column headers.
o Reset the fields via Drag and Drop back into the dialog box.

Create a reminder

You can create a reminder for each time tracking entry, e.g. call again.

1. Click the InLoox PM tab on the Outlook Ribbon, then click Time Tracking.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then
Timeline in the InLoox PM project list.

2. Choose an entry from the Time Tracking list.

3. Inthe Start tab, in the Actions group, click Create Reminder.

NOTE 1n Qutlook 2003/2007, click Create Reminder in the InLoox PM project list.

4. Inthe New Reminder dialog box, perform the following actions:

[ New Reminder |

Date and duration
Rersind me :':-'nc-rr-:lh =

Date/Time Freitag, 5. August| = | [11:16

Alsa remind . -

Assamible sensors

| 0K | Cancel

1. In the Date and duration area, choose from the Remind me drop-down list an option.
2. Inthe Date/Time box, choose the date and time for the reminder.
3. Optionally, you can send a reminder to other persons:
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1. Activate the Also remind check box.

2. Click Dand choose from the Select Contact dialog box a name.

3. Click OK.
4. Inthe Details area, type additional notes.
5. Click OK.
Now, you can see the new reminder in your Outlook calendar at the time you have
entered.

Record personal time efforts with the stop watch

Record your personal working times up-to-the minute with the InLoox PM stop watch. Afterwards, you can
book the recorded working time to a project. This facilitates the consistent and complete documentation of
activities for purposes such as billing.

&)
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01:15

1. Click the InLoox PM tab on the Outlook Ribbon and then Stop Watch in the Extras group.
2. Now, the stop watch box is displayed at the bottom.
3. Perform the following actions in this dialog box:
o Click Start to start recording.
o You can pause the time tracking by clicking Pause.
o You can reset the stop watch by clicking Reset.
Click Add to Project..., if you have finished time tracking.
On the dialog box Add to Project perform the following actions:
1. Inthe project list, choose a project, to which you want to add the time tracking entry.

ok

TIPS

= Use the filter to display only projects that meet the defined criterion. For more
information, see Search and find projects.

= Use the command Recent projects. The drop-down list displays projects you
opened recently, organized by numbers.

= (Click Clear selection X if you want to change the choice.
2. Click OK.
3. Fillin the New Item dialog box with the required information.

T For more information see Create and edit a time tracking entry.

NOTE The context menu contains several commands to adjust the project list view. Right-click in the
project list to open the context menu.

¢ Expand or reduce the project list view Change the view by clicking Expand All or Collapse
All to structure the project list.
e Choose Fields This feature sorts and organizes the project by selected data.
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o On the Choose Fields dialog box, click one field, e.g. Budget critical, and drag it into
the column headers.
o Reset the fields via Drag and Drop back into the dialog box.

Project archive

Archive a project

File completed projects comfortably in the project archive. If needed, you can access them again. The
archive improves the overview and keeps your project list clear.

1. Click Projects in the Outlook Ribbon to open the InLoox PM project list.
2. Choose a completed or inactive project from the list.
3. On the InLoox PM tab, in the Views group, click Archive.

NOTE Alternatively, click Archive project in the context menu. Right-click on one of the projects in
the project list to open the context menu.
You can see now the archived project in the InLoox PM archive view.

Archive a project from the project form

1. Open an existing project or create a new one.

TF For more information on how to create a project, see Create a project.

2. On the Edit tab, in the Status group, click Archived.
3. Click Save and Close.

Adjust the archive view

Each archive entry shows information on a project in the archive. Only authorized users can see the
projects.

Article content

Work with the archive view

Features in the archive overview
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Work with the archive view

1. Click the InLoox PM tab on the Outlook Ribbon and then Time Tracking.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then Time
Tracking in the InLoox PM project list.

2. Perform one or more of the following actions:
o Create a new project Click New Project in the New group.

NOTE The newly created project is displayed in the InLoox PM project list. Click
the InLoox PM tab and then Projects in the View group.

o Delete project Remove a selected project by clicking the Delete button.

TF For more information, see Copy and delete projects.

o Open, copy and paste a project These buttons can be found in the Actions group .The
Copy and Paste features help you to create projects quickly. You can change them as
you want.

o Restore project Choose a project from the list and click Restore in the Actions group.

NOTE The restored project is displayed in the InLoox PM project list. Click the InLoox PM
tab and then Projects in the View group.

o Categorize a project Choose a project from the list and click Categorize in the
Categories group. Assign a category to the project without opening it.

o Change status You can also change a status or a degree of completion of the selected
project in the list. Click Change Status and choose from the list the respective status,
e.g. started or completed..

TIPS

=  For more information see How to add further information in the status / date area.
= You can save or edit a new project status type in the InLoox PM options. For
more information see Change the project status.
o Print an archive view In the Current View group, click Print to start the quick print
feature of the archive view.
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T For more information about printing, see General features and print of the project list,
in the Print in the project list area.

o Refresh Via the Refresh button in the Current View group all changes will be updated

and the view reloaded.
o Issue areport Optionally, you can also issue a report on this view by clicking Reports in

the Reports group.

TF For more information about reports see the category Reports.
Features in the archive overview

The following features can be found in the project archive:

e Open a project Double-click on one item in the list or right-click on the item to open the context
menu and choose Open from the list.

e Search the projects The search bar permits to find quickly any information also within a project.
You can also use filter feature.

TF For more information see Search and find projects.

Features in the context menu

The context menu provides you with almost all basic features that are also on the InLoox PM Ribbon,
such as Restore project(s)..., Open Project, Delete Project, Refresh, Copy and Paste. It has also such
features as Expand and Collapse All Groups, Show Filter. Right-click in the list to open the context

menu.

(M Restore projectis)
& Open Project..
X

Delete Project  Del

£3 Refresh Fid
Copy CTRL+C
te o
Show Filter

E{ Choose Fields

e Choose Fields This feature sorts and organizes the projects by important data.
o Onthe Choose Fields dialog box click one field, e.g. Customer, and drag it into the

column headers.
o Reset the fields per Drag&Drop into the dialog box.

Information rules in the project list

The completed or cancelled projects are struck through and marked grey in the project list.
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Keyboard shortcut
e F4 Create a new project.
e F2 Refresh the project list.
e CTRG+P Print the project list.
e CTRG+C Copy a project into the clipboard.
[ )

CTRG+V Paste a project from the clipboard to the project list.

InLoox PM contacts

Activate the contact management

Due to the contact management, InLoox PM can be used with full functionality without Microsoft
Exchange Server and can, also, be combined with alternative groupware servers. Administrators can
activate or deactivate the InLoox PM contact manager in the InLoox PM options, according to their
individual requirements.

IMPORTA

T You need administrator permissions to activate the contact management in the InLoox PM

options. The InLoox PM contact management is only available in InLoox PM multi-user versions (InLoox

PM Workgroup Server and InLoox PM Enterprise Server).

1.

2.

o~ w

Open the InLoox PM Options dialog box.

TP For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.

In this dialog box, click Contact management. On the right side, there is the Contact

management area:

( Options

Pemssions
More aptions

= Mired Map

= Plarning

¢ - Documents

¢ Budgets

+ Reports

= utlook emails

Activate the Enable InLoox PM contact management check box.

Click OK or Apply
Restart your Outlook.

Permizsions &

Contact managemeant

—

Activate thas sething for enable the InLocx PM contact management. Create new InLocx PM contacts and

contact suthenticsbon with the InLoox M comtsct managesment

| Enable InLoco: PM contact mansgement

Now, you can see the Contact button on the InLoox PM Ribbon, in the InLoox PM tab, in the

View group.

T For more information on how to create a new contact or to edit one, see Add a contact.
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Add a contact

The InLoox PM contact manager gives users the possibility to create an “InLoox PM contact” for each
project member, even if they are not available as Outlook or Exchange contacts. You can save the InLoox
PM contacts and edit the information about people and organizations you communicate with.

The procedure of creating and editing is the same.

1.
2.

On the Outlook Ribbon, click the InLoox PM tab.
On the InLoox Ribbon, in the Views group, click Contacts.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and
then Contacts in the InLoox PM project list.

On the Start tab, in the New group, click New Contact.

NOTE 1n Qutlook 2003/2007, click New Contact in the InLoox PM project list.

To assign a new contact to the address book choose first an address book from the drop-down list
Address Book, then click New Contact.

TF For more information on how to assign a new address book, see Add, manage or delete an

address book.

In the New Contact dialog box perform one of the following actions:
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Note
Company Inlog Ltd.
t Intemet
DisplayAs® [N=YEEIT
82 Phone
"’ Address —

1. Inthe General area enter the general information to the contact such as Title, First
name, Name, etc.

2. Inthe Internet and Phone area, enter the following information: Email, Website, Phone,
Fax, Pager.

NOTE For multiple phone numbers, use the fields Phone 2 and Mobile.

3. Inthe Address area, type the business address information of this contact in the
respective fields.

4. Optionally, you can add a birthday reminder in the Additional area.

5. Type a note in the Note area, if you want.

6. As soon as you have entered all information perform one of the following actions:

o Create more contacts On the Contact tab, in the Actions group, click New contact.

o Finish entering new contacts In the Actions group, click Save and close.

o Send an email notification to the contact In the Actions group, click Email
notification.

NOTE you will find these commands as well as the command Save on the File tab.
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MOTES

e The contact management must be activated in the InLoox PM options in order to create new
contacts. For more information see Activate the contact management.

e The Contact dialog box for already saved contacts also contains the Projects, assigned with
this contact area. There, you see all projects to which this contact is assigned. The standard
grouping is set according to the project roles.

Authorize InLoox PM contacts

InLoox PM enables project managers to provide InLoox PM contacts with the necessary authorizations.
The InLoox PM contact can be, for example, allocated as a resource in a project and be notified of
upcoming project tasks.

1. Activate the contact management in the InLoox PM options.

T For more information see Activate the contact management.

2. Now, you can add new InLoox PM contacts.

TP For more information, see Add a contact.

3. Create a new InLoox PM account in the InLoox PM options.

TF For more information, see Create an InLoox PM account.

4. Set user-based permissions for the created InLoox PM contact.

TF For more information, see Set up permissions.

Optionally, you can set the permissions in the project, on the management page.

1. Open an existing project or create a new one.

TI® For more information on how to create a project, see Create a project.

2. Onthe Management page, in the In charge area add team members for the project. Choose a
contact from the InLoox PM address book.

TF For more information, see Add project team members.

3. Click Save and Close.
With role-based permissions, the InLoox PM contacts get access to those projects, where they
are involved as team members.

TP For more information, see List of the permissions.

157



InLoox X{’

Add, manage or delete an address book

You can add or manage the InLoox address books in the Contacts view. The InLoox address book is a
collection of address books or address lists, created from your InLoox PM contacts.

1.
2.

On the Outlook Ribbon, click the InLoox tab.
On the InLoox Ribbon, in the Views group, click Contacts.

NOTE |n Outlook 2003/2007, click InLoox Folder in the InLoox Toolbar and then Contacts in the
InLoox PM project list.

On the Start tab, in the New group, click Address book.
NOTE
In Outlook 2003/2007, click Address book in the InLoox PM project list.

Choose Manage Address Books... from the drop-down list.
In the Address Books dialog box perform one of the following actions:

[ Address Backs 1
E\ Address Book List

New | Name Visible for all users
Moty InLoox book [
Celets

| Save | Cancel

o Create a new address book Click New. In the Create Address Book dialog box, type a
name in the Address Book Name area.
Activate the Visible for all users check box, if you want to share this address book with
the other users. Click OK.

o Edit an existing address book Choose an address book from the list and click Modify.
The further procedure is the same as in the point above.
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o Remove an existing address book Choose one address book from the list and click
Delete.
6. Click Save.
7. Restart Outlook.
Now, you can see all changes in the drop-down list Address book.

Adjust the contact view

The contact view displays all existing address books and their contacts. It also provides with different
features to comfortably manage contacts and address books.

Article content

Work with the contact list

Features in the contact list

Work with the contact list

1. On the Outlook Ribbon, click the InLoox PM tab.
2. Onthe InLoox PM Ribbon, in the Views group, click Contacts.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then
Contacts in the InLoox PM project list.

Rta ey xSl
Rita Meyer Max Schiller
Misses Rita Meyer Mister Max Schiller
Rita Max
Meyer Schiller
meyer@inloox.net schiller@inloox.net

3. Do one of the following:
o Create a new contact In the New group, click New Contact.
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TF For more information, see Add a contact.

o Delete a contact Remove one contact by clicking Delete in the Delete group.

Edit a contact Choose a contact from the list and click Edit in the Actions group.

o Print the contact list In the Current View group, click Print to start the quick print
feature of the contact list.

o

TP For more information about printing, see General features and printing of the project
list, in the Print in the project list area.

o Refresh By clicking the Refresh button in the Current View group, all changes are
updated and the view is reloaded.

o Create a new address book and manage it In the Contact group, click Address book
and choose from the drop-down list Manage Address Book.

T For more information, see Add, manage and delete an address book.

Features in the contact list

The following features can be found in the contact list:

e Open a contact Double-click on one item in the list, e.g. to edit it.
e Search the contacts The search bar permits to find quickly any contact.

T For more information about this feature see Search and find projects.

Features in the context menu

The context menu provides you with almost all basic features that can also be found on the InLoox PM
Ribbon, such as New contact, Edit..., Delete and Refresh. It also provides features such as Switch to
Project List and Show Filter. Right-click in the list to open the context menu.

TP For more information about the filter feature, see Search and find projects.

24  HNew contact
7 Edit.
Delete

%

£% Refresh
Switch to Project List

Fitter ausblenden

Keyboard shortcut

e F2 Refresh the project list.
e CTRG+P Print the project list.
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Work packages

Display and process work packages

As a project planner, you can inform project resources about assigned work packages and about the
changes in project.

TF For more information on how to assign a resource to a work package, see Add resources.
InLoox PM provides you with the following notification types:

InLoox PM

Email

Outlook task request
Outlook appointment request

Find the detailed description of these types below.

Article content

Notify via InLoox PM

Notify via E-mail

Notify via Outlook task

Notify via Outlook meeting request

Notify via InLoox PM

You will get the message InLoox Work Packages after you have chosen InLoox PM as notification type.
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(= 3 InLocx PM Work Packages = & 1
Jo MediaConsulting (2011-0012)

Start Wensday, 5. Oktober 2011 08:00
End Thursday, 3, November 2011 16:00

Work package Work amount n:| ..._-;,- EventTypeText
Intemetpresence 2800 .. Flementmodifed
Correction phases 96,00 Element modified
Credits 56,00 Element modified
Synchronize with: o+ Tasklist ﬂ Calendar | | Open detail s] Open project |

e Display planning data In the InLoox PM Work Package dialog box, double-click an entry or
click Open details to display the work package details. The following planning data are displayed:
Project name and number
Time frames or date
Work package name
Your own effort/work amount (in hours)
Current synchronization
o EventTypeText, e.g. if the planning element was changed
¢ Synchronize work package with an Outlook elements Choose one work package from the list
and click one of the following Outlook elements in the Synchronize with area:
o Tasklist
o Calendar
¢ Display the work package details Choose one work package from the list and double-click it or
click Open details. The following data is displayed in the Work Package Detailsdialog box:
o Project name and number
o Details about planning element: Element Name, Start and End; Description
o Details about work package: added Resource, Work Amount, Status

O O O O O

HOTES

= This information is delivered from the project planning.
= Change the status, if you have already done this task. InLoox PM keeps this
information synchronic with the planning and displays a completed planning
element with the green check mark
= You can also open the related project by clicking Open Project
¢ Open the related project Choose one work package from the list and click Open project.

NOTE  The notification type is selected by the project planner. Users without InLoox PM can only be
informed via task request, meeting request or email. The project planner can also decide not to inform the
resource.

Notify via E-mail

You will get an E-mail after you have chosen E-mail as notification type, for example with the subject
"New element (Strategic Project #2007-0002) : Max Smith (msm@test.com)".
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The sender is the project director.
The E-mail contains the following planning data:

Project name and number
Description

Duration

Your own effort

Location

Involved resources

You perform one of the following actions:
e Accept and create an entry in your calendar or task list manually.
or

e Decline and reply in free form in an E-mail.

Notify via Outlook task

You will receive a task in your Outlook task list after you have chosen an Outlook task request as
notification, for example with the title "New element ( Strategic Project #2007-0002) : Max Smith".

The sender is the project planner.
The task contains the following planning data:

Project name and number
Description

Duration

Your own effort

Location

Involved resources

You can perform one of the following actions:

e Enter a value in the Status, Priority and % Complete fields. You can also create a reminder for
this task.

or

e Delete a task or mark it as completed.

Notify via Outlook meeting request

You will get an appointment after you have chosen Outlook appointment request as notification type, for
example with the title "New element (Strategic Project #2007-0002) : Max Smith".
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Sender is the project planner.
The appointment contains the following planning data:

Project name and number
Description

Duration

Your own effort

Location

Involved resources

You can perform one of the following actions:
e Create a reminder or change other options in the Outlook appointment.
or

e Decline or delete it from the calendar.

Manage the work package view

Clarify tasks and responsibilities with work packages. Assigned team members know exactly what to do,
and when to do it. Work packages are in synch with the project schedule and can also be linked to
Outlook appointments and tasks. Giving feedback about the progress into the project schedule couldn’t be
easier.

Article content

Work with the work package view

Features in the work package list

Work with the work package view

1. Click InLoox PM tab on the Outlook Ribbon and then Show Work Package List in the Extras
group.

NOTE 1n Qutlook 2003/2007 the work packge list is automatically displayed, if you are added as
resource to the work package click.
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Workpackages il

My apen work packages B E

QRO E Doynchronize ~ | % @

['WG, Click here to add filter ariteria

Drag a column header here to group by that colemn

‘J Resource name | Work package | Start Work amount [}

' Rita Meyer Implementation 14112011, 55,00
Rita Meyer Research-mar. 26.10.2011.. 600

Rita Meyer Check duties a.. 07.11.2011... 28,00

2. Do one or more of the following:
o Change work package view Choose from the drop-down list:

= My open work package Displays personal work package with state "open" (i.e.
"to be carried out")

= My completed and inactive work package Displays personal work package
with state "completed".

= Project manager's view (open work package) Displays work packages of all
members of projects of which you are manager (*) with state "open" (i.e. to be
carried out").

= Project manager's view (completed and inactive work package) Displays
work packages of all members of projects of which you are manager (*) with state
"completed”.

MPORTANT All open work package assigned to you are displayed. These work packages
containing planning elements. It is possible to create new work package in the Planning
page, in which, for example, you can assign a resource to a activities and inform them
via the dialog box InLoox.

o Refresh Via the Refresh button &% all changes will be updated and the view reloaded.

o Display work package details Choose one work package from the list and click Open
Details

o Open an associated project Choose one work package from the list and click Open
Project =]

o Mark work package as complete Choose one work package from the list and
click Work Package Completed 2.

o Book a time tracking entry Choose one work package from the list and click Add Time
Tracking Entry to Project (5.

o Synchronize with Outlook elements Choose one work package from the list and click
Synchronize. Choose from the drop-down list With Outlook Task or With Outlook
Appointment.

o Print a work package view Click Print “to start the quick print feature of the archive
view.

o Open an InLoox PM help Click Help Q.

o Search work packages Use the filter feature.

TP For more information see Search and find projects.
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o Group work packages For the best overview you can group the work packages. Do the
following:

= Group by one of the column header by clicking on it and dropping to the group
field above the columns.
= Click on column header and drop it to the column headers of the list to resert the
grouping.
3. Onthe InLoox PM Time Tracking area you can use the InLoox PM stop watch.

TF For more information see Record personal time efforts with the stop watch.

Features in the work package list

The following feature can be found in the work package list:

e Open a work package Double-click on an entry in the work package list. In the Work Package
Details dialog box you can open an associated project and see the following details:

Project name and number
Element Name, Start and End of the work package
Description
Resource
Work amount in hours
State(completed or open)
= The planning item will be immediately marked with the check mark in the
planning, if you will activate the this work package is completed control box.

O O O O O O e

Features in the context menu

The context menu provides you with almost all basic features that are also on the InLoox PM Ribbon,
such as Open Details..., Open Project, Open Associated Project, Work Package

Completed, Synchronize. It has also such features as Reload and Show Filter. Right-click in the list to
open the context menu.

Details anzeigen...

&l Zugehoriges Projekt offnen...

&  Arbettspaket abgeschlossen
% Zeiterfassungseintrag buchen...
ejl ﬁ:,,'n chronisieren 3

Aktualisieren
Fulter ﬂnzcig:-n

4= Felder auswahlen

e Choose Fields This feature sorts and organizes the projects by important data.

o Onthe Choose Fields dialog box click one field, e.g. Customer, and drag it into the
column headers.

o Reset the fields per Drag&Drop into the dialog box.

Information rules in the project list

e The work packages are marked in red, if they are overdue.
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e The work packages are marked in black are on time or completed (according to the selected
view).

Set up the work package refresh interval

With InLoox PM you can set manually the refresh interval for work packages in the work package list.

MPORTANT A modification can only be done by an InLoox PM user with administrator permissions.

1. Open the InLoox PM Options dialog box.

TP For more information on how to open InLoox PM options, see Open the InLoox PM options.

2. Under General options, click More options. On the right side there is the More options area.

Project number m More options

+- Customers Activate this setting to insert a new Outlook item category after "Add to Project...”, "Copy
Groups "Copy to Task™

Draors ¥ Add new category to Outiook item when using "Add to project...”

Mark protect as Him vical
+ Mind Map Mark project as time critical if

i Documents ¥ Project not complete

# Budgets ¥ Project end date exceeded

+ Reports

+ Outlook emals ¥ Notcompleted project activities exceeded
Contact management
Custom fields
Project locks

+ License key

+ Web App options

t User settings

Set Workpackages refresh interval in minutes:

3. Set up the interval, which is shown in minutes.
4. Click OK or Apply.
The data will be saved in the data base and is valid for all InLoox PM users.

Resources

Work with resources

Manage the resource capability and work load more efficiently with the visual resources overview. It
integrates both project work packages from InLoox PM and appointments from the Microsoft Exchange
free/busy service. This way, you always have an instant and complete overview of all project resources —
be it team members, rooms, or tools.
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1. On the InLoox PM tab, in the Views group, click Resources.
2. The resource overview loads all resources system-wide.

NOTE |n Outlook 2003/2007 click Extras in the InLoox PM Toolbar and choose Resources from
the list.

TIP

You can also load resources for a specific project or for the specific planning element. For more
information, see Call up and manage resources.

View

4 My Tasks

To-Do List
Ei & & Rachael Gallagher (gallagher@glogpic.com)
o Ay 5 Tom Tompson ftom.tompson @cvm,.com.)
A1 -1 Ella Macgregory (ellamacgegory@cvm.vom.) -

2009-0010 - Media Consulting - Advertising material e

2009-0010 - Media Corsulting - Analysis: media strategy H S—

2009-0010 - Media Consulting - Collection of infarmation L

2008-0010 - Media Consuiting - Communication research B

2009.0010 - Media Consulting - Meeting | i

2009-0010 - Medla Congulting - Kick-Oft 200% |

Exchange Calender

£ i

Max Schiller
[ socated
. ‘Overallocated

3. Please perform one or more of the following actions:
o Add aresource To include another resource into the analysis it is necessary to add it.
On the Start tab, in the Resources group, click Add Resource. In the Choose
Resource dialog box, choose the required names from the list. Then click Select, Ok.

TIF Use the feature Search by Skill to find select resources according to their skills. For
more information, see Add project team members.
Use this feature to always display resources with whom you work often, regardless of the
filter settings.

o Remove aresource On the Start tab, in the Resources group, click Remove
Resource to delete the selected resource from the view. Use this feature to always hide
resources despite of the filter settings.

NOTE Right-click the resource list in the upper left part. Select Display deleted
resource(s) to display them again.

o Define time frames On the Start tab, in the Current view group, click Select Duration.
Choose from the drop-down list between Today, Week, Month and Year.
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NOTE Al resources that are not occupied during the defined period are hidden. Use the
button Add resources to always display resources with whom you work often, regardless
of the date settings.

Print resources On the Start tab, in the Current view group, click Print Overview or
Load Chart to start the quick print feature of the resources.

TI® For more information about printing, see General features and printing of the project
list, in the Print in the project list section.

Refresh Use the Refresh button to update all changes and reload the view. This button
can be found on the Start tab in the Current view group.

Enlarge or reduce the resources On the Start tab, in the Current view group, click
Zoom In or Zoom Out to change the zoom level of the view. The available values are:
Years

Quarters

Months

Weeks

Days

Hours

Show exchange calendar On the Start tab, in the Display group, click Exchange
Calendar. This option displays or hides the information of the Free/Busy feature of
Microsoft Exchange Server.

InLoox PM takes account of the Exchange Server calendar information when calculating
the workload, if this option is activated.

Show workload labels On the Start tab, in the Display group, click Workload Label.
This option displays the work load in percent in the time bars.

Show completed activities On the Start tab, in the Display group, click Completed
Activities. All activities with the status "done" will be displayed, if this option is activated.

Information from the free/busy-feature of Microsoft Exchange Server cannot be opened:

at any time for any time period for external resources.
in the offline mode for internal resources.

Context menu of the resources

The context menu provides you with almost all basic features that can also be found on the InLoox PM
Ribbon, namely Add Resources, Delete Resources, Reset View, Show Exchange Calendar, Show
Workload Labels and Show Completed Activities. It also provides features of the workload diagram,
like Expand and Collapse All Groups, Show Details. Right-click in the resource list or the workload
chart to open the context menu.

L2

Reload Owverview

Expand All Growps
Collapse All Groups

Exchange Calendar

Completed Actnerties
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Change the colour scheme of the resources

Any user can individually change the colors used in the resource overview.

1. Open the dialog box InLoox PM Options.

® For more information on how to open the InLoox PM options, please see Open the InLoox PM
options.
2. Click Planning in the navigation pane and then click Planning details. Below you find the Color
Management area.

Options
i General options I =
 Permissions Q} More optans.
+ Mind Map
Planning Activity flag can be setin time tracking™ dia
Worlang tmes
4 Mosfcatons Activity progress can be set in “time tracking” dialog
Templates
Sl
More optons Automatic projectprogress calculation
¢ Documents
' - l Color managerment
¢+ Reports
+ Outlook emals
Contact management
Custom felds Default colors
Project locks

o3

Resources color management

@ Custom colors

# Web App options Maiocated  « | [loveralocated + | [ Over Allocated

+ User settings

oK Cancel Apply

3. Choose between Default Colors or Custom Colors.

4. If you choose Custom Colors you can freely define the colors of Allocated, Over Allocated or
Over Allocated Max.

5. Click OK or Apply to apply the colors to the resources.

Work with the workload diagram

The load chart provides a central overview of the allocation of all relevant resources that is always up-to-
date. Please proceed as follows to display the load chart:

Click the InLoox PM tab, then click in the InLoox PM Ribbon, in the Views group, Resources.

In this case, the Resource Overview loads resources system-wide.
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NOTE |n Outlook 2003/2007, click Extras in the InLoox PM Toolbar and choose Resource Overview
from the list.

TP you can also load the resource overview for a specific project. For more information, please see Call
up and manage resources.

‘

Jan 2010
s Mon 25 | Tue, 26 Wed 27  |Thu28
+ Rachael Gallagher (gallagher@glogpic.com)
# Tom Tompson (tom.tompson@cvm.com.) 80% AR e S
Ella Macgregory (ella.macgegory®cvm.vom.) 3% (SN 100
2009-0010 - Media Consulting - Advertising material 3%
2009-0010 - Media Consulting - Analysis: media strategy
2009-0010 - Media Consulting - Collection of information 100%
2009-0010 - Media Consulting - Communication research 82%
2009-0010 - Media Consulting - Meeting
2009-0010 - Media Consulting - Kick-Off
Exchange Calender 100%

The following features are available:

The view always filters the resources and workloads by the time period specified by Select time
period.
Duration and degree of the workload are shown by the bars in the upper right part:

o Yellow bar (workload 1% - 100%)

o Red bar (workload 101% - 149%)

o Dark red bar (workload over 150%)
The example shows the overloading of the resource "Ella Macgregory", which results from the
occupation in two activities. If appointments are on record in the Outlook calendar of an Exchange
resource, the resource counts as fully loaded (100%) in the given time period. To hide the
calendar deactivate the option Display Exchange calendar.

Today's date is shown by a vertical red day line.

The warning symbol “*:shows that an overbooking of a resource has occurred in the indicated
period. The workload of the resource exceeds 100%. The alert icon doesn't give any information
about the duration or the extent of the overbooking.

The external resources are marked with @.

A click on the plus sign Fnext to the resource displays the workload details. These include the
projects and activities to which the resource is assigned and, in case of internal resources, also
the Outlook calendar. The details of the resource can be hidden by clicking the minus sign =.

The clicking on an activity centers the workload overview.
If the resource overview is called up from within a project, activities from other projects are shown

grey.
The details will be displayed, if the cursor is moved over a bar:

Stare: 02.1.2011 08:00-00

End: 07.11.2011 08:00:00  Duration: 15 days
The percentage indicates the workload of the resource. The time period and duration display the
length of the workload.
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e Aclick on a resource displays a graphical overview of the workload data within the defined period.
These include the projects and activities which have been assigned to that resource as well as the
Exchange calendar, if the resource is internal.

¢ A yellow field indicates that a resource is occupied, but not overallocated in the specified time
period.
e A shaded yellow field indicates that a resource is overallocated in the specified time period.

TP You can edit several entries in the load chart at the same time by clicking the respective entries while

holding down the CTRL key. Then right-click to open the context menu and perform the required action.

Interaction between InLoox PM and Outlook elements

Quick access panels for tasks and calendar

InLoox PM enables you to link Outlook tasks and appointments - by using quick access panels. InLoox
PM synchronizes all information automatically.

Calendar items can be connected with milestones and activities in the InLoox PM project planning. You
don't even have to open a project to gain real-time information about the respective project. Project
planning changes, e.g. appointment changes, are automatically synchronized.

n analysis ( Media Consulting #2011-0012 ) : Rita Meyer - Task - (=] x

~ @
N
011-0012) : Rita Meyer I n Loox x
H
Not Started o @ InLoox PM updates start and end date of this item automatically

Normal B o« Complete: m
| This Outlook item is linked to an InLoox PM planning item

4 "i‘i? Owner. Rita Meyer -
\‘d Project a
in

.

Project name IMeda Consulting

Number 20110012 |
%l Planning ftem —
Item Name [Con'oem analysis |
Rert [Mittwoch, 2. November 201108:00 |
End [Mittwoch, 16. November 2011 14:00 |
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Article content

Synchronize with the task list / the calendar out of the project

Synchronize with the task list / the calendar out of the InLoox PM workpackage list

InLoox PM items in the Outlook task list / the Outlook calendar

Synchronize with the task list / the calendar out of the project

Please follow these steps to synchronize the Outlook task list or the Outlook calendar out of a project:

1. Open the respective project by clicking Projects in the Outlook Ribbon. Now select the respective
project from the project list and open it by double-clicking it.

NOTE 1n Outlook 2003/2007, click the InLoox PM Folder in the InLoox PM Toolbar. Then
double-click the respective project in the project list.

In the project, on the Start tab, in the Section group, click Planning.

Click the planning element that is supposed to be synchronized.

On the Edit tab, in the Actions group, click Synchronize (With Outlook Task, With Outlook
Calendar).

A new Outlook element will be created in the Outlook task list or the Outlook calendar.

PO

Synchronize with the task list / the calendar out of the InLoox PM workpackage list

This is how you can synchronize your Outlook task list or your Outlook calendar directly out of the InLoox
PM workpackage list:

1. Click the InLoox PM tab and then Show Workpackage List in the Extras group.

NOTE |n Outlook 2003/2010, the workpackage list is displayed automatically in the Outlook
calendar and task list, as soon as you have been added as a resource to the respective
workpackage.

2. Select the workpackage on the workpackage list that is supposed to be synchronized.
3. Select Synchronize (With Outlook Task, With Outlook Calendar).
A new Outlook element will be created in the Outlook task list or the Outlook calendar.

InLoox PM items in the QOutlook task list / the Outlook calendar

The respective Outlook item now is synchronized with the InLoox PM planning. On the right side next to
the project, you will find this InLoox PM information:

[Element |Description
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This Outlook element is linked
to an InLoox PM planning
element

Activate this check box if you want to keep the start and end date of this
Outlook element synchronized with the start and end date of the InLoox
PM planning element.

|Project name

[Name of related project.

|
INumber [Number of related project. |
ltem name IName of the InLoox PM planning element. |
[Start |[Start of the InLoox PM planning element. |
[End |[End of the InLoox PM planning element. |
|Description ||Description of the InLoox PM planning element. |
[Resource ||A team member that is assigned to this work package. |
|Work amount (h) [Workload of the resource. |
[Status [Shows you, whether the particular resource has completed his/her task. |
NOTES

e Start and end date that have been changed from synchronized Outlook elements will be

overwritten if the project plan is changed.
e The user no longer has to move a synchronized Outlook element.

Quick access panel for contacts

In InLoox PM, you can link Outlook contacts with the respective projects. So, you can see in the Outlook
address book the role assumed by a certain contact - whether he or she is a project director, team

member, customer or partner.

ua Treatman Sr.

sulting Ltd.

‘man

tman Jnet

tman Sr. (Treatman@inlogo.net)

InLoox A‘(

Role =

Project name « |Num.. |Role -

05673

Embarcadero Center,
Francisco, CA94111

This is how you can use the quick access panel for contacts:

- Role: Project Managers
Media Consulting 2011.. Project Managers

= Role: Team members

Product Catalog 2011.. Team members

- Role: Partners
Tradeshow 2011.. Partners
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1. Open a contact from your Outlook contact list.
2. Now you see a list of all projects this contact is assigned to.

The standard grouping depends on the contact's role in the project.

TF For a detailed description of the InLoox PM items on the quick access panel, see Quick access
panels for tasks and calendar, in the InLoox PM items in the Outlook task list / the Outlook calendar
section.

Quick access panel for E-mails

InLoox PM provides you with rapid and comfortable assignment of e-mails to the project document
storage. If you have already added the e-mail, you see its link.

e

9 Filter projects ~ ¥ Recent projects ~ 3¢ Clear selection

Number = |Project name Customer name | Manager
siect being officially spproved a5 from todsy 2011-0009  ExhibitionPreparation Phone Ltd. Rita Meye

2011-0010 Product Brochure Rrta Meyel

2011.0011 PresentationMedia SPAT Ltd. Gordan Ne

L, Email templote

[
Choosetemplate |Project lsunch E C

Scvm.com.) )| Add email to project
/| Create new time tracking entry
/| Addto document store
Operation !I:e-m induding attachments

Subfolder |WProject folder EE

Please follow these steps to record existing and new emails.

1. Open an email from your personal Outlook inbox (or any other folder) by double-clicking it.
2. Select a project from the quick access panel on the right side next to the email.

TIPS

o Use the filter to search for the project. For more information, see Search and find
projects.

o Use the Recent projects button. The drop-down list displays projects you opened
recently organized by numbers.

o Click Clear selection 8 if you want to remove the selection.
3. Inthe Add Document to Project area you can choose from the following actions:
o Activate the Create new time tracking entry check box in order to add a new time
tracking entry to the project. Time tracking entries are the records of time spent for a
project, e.g. for work carried out.
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P By clicking OK, the New Item dialog box will be displayed. Fill out this dialog box with
the required information. For more information, see Create and edit a time tracking item.
o Activate the Add to document store control box. With this option, you can assign any
email attachments (files) to a project.

1.

4. Click OK.

In the Operation drop-down list, choose between Item including attachments,
Item without attachments, Only attachments and Iltem and attachments
separately.

" For more information about management methods, see Add Outlook

elements to InLoox PM, in the Management methods area.
In the Subfolder drop-down list, choose a subfolder. You can also create a new
one by clicking New....

1. Inthe Create a New Subfolder dialog box select the directory in which

you want to create a new folder.

2. Click Create New Folder and enter a new name.

3. Click OK.
In the Status field enter instructions, e.g. complete or awaiting release.
Click Links to link the Outlook element with project elements. Click Add and then
OK.
InLoox PM displays a document as a paper clip on the page you have chosen.
You can also open the document directly from this page.

Customize email templates

With email templates, you can insert pre-defined and project-based information text snippets into a new
email. Email templates can be added or modified in the InLoox PM options.

Article content

Work with E-mail templates

Manage E-mail templates

Work with E-mail templates

This is how you can use the email template feature in new emails:

aopwb~

Open a new email.

Select a project in the quick access panel.

Select an email template.

Add the selected template by clicking Insert.

The text template will be added to your email and the project manager of the selected project will

be inserted to the email recipients.
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Manage E-mail templates

You can create, rename or delete email templates in the InLoox PM options.

1. Open the dialog box InLoox PM Options.

" For more information about how to open the InLoox PM options, please see Open the InLoox
PM options.
2. Under Outlook emails click Templates. On the right side you will see the Outlook email
templates area.

Options

+- General options

+! Permiz=ions $ Dutlook email lemplates

+ Mind Map

+1- Planning

: Busdget : ; Project conclusion

E S ] il

. [ Edit P

+- Reports 1 roject launch
Dutlook emails [ Project status
Contact management Delete
Custom fields | ==ttt SR

Mew Mame

Design

Praject lodks
¢ License key | Export
+ Web App oplions |
- User settings . Impart

3. You can choose from the following actions:
o Add a new template by clicking New. On the New dialog box, please follow these steps:

1. Enter a name in the Template name field.

2. Define the Outlook email field rules such as Recipient, CC Recipient, BCC
Recipient and Subject. Click the Arrow [xland choose from the drop-down list
the field you want, e.g. <PROJECT_MANAGER_0>.

3. Click OK.

o Change the saved template by clicking Edit. In the Edit dialog box, you can make your
changes (see the first point).

o Customize the template content for a report with the InLoox PM email designer. Choose a
template from the list and click Design.

" For instructions on how to work with the InLoox PM report designer, see Work with
the report designer and the help documentation of the designer.

o Remove a template permanently from InLoox PM. Choose a template from the list and
click Delete.

o Load atemplate from your local data. Click Import and choose a template in the Open
Email Template dialog box, then click Open.

o Save atemplate in your local data if you want to send it to other users. Click Export and
choose a storage location in the Save Email Template dialog box, where you want to
save it. Click Save.

4. Click OK or Apply to save the changes in InLoox PM.

Add Outlook elements to InLoox PM

Save files, links and Outlook elements with InLoox PM and organize them in the corresponding project
folder
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Emails, which include attachments, can be assigned directly to the project. InLoox PM offers a proper
feature, which is always available from any part of Outlook.

NOTES

¢ The following standard elements can be posted directly to an InLoox PM project: emails, contacts,
tasks, journal entries and calendar entries.
¢ Non-standard message types are not supported by InLoox PM.

Article content

Manage an attachment

Management methods

Manage an attachment

1. Choose an Outlook element, e.g. an email from your Outlook inbox.
2. On the Outlook Ribbon, in the Start tab, in the InLoox PM group, click Add to Project.

NOTE |n Outlook 2003/2007, click Add to Project in the InLoox PM Toolbar.
3. Inthe Add to Project dialog box do the following:
1. Choose a project from the project list, to which you want to add the element.

TIPS

= Use the filter to search for the project. For more information, see Search and find
projects.

= Use the Recent projects button. The drop-down list displays projects you
opened recently organized by numbers.

= Click Clear selection X if you want to change the choice.
2. Inthe Add Outlook element to project area, do the following:
= Activate the Create new time tracking entry check box in order to add a new
time tracking entry to the project. Time tracking entries are the records of time
spent for a project, e.g. for work carried out.

TI® By clicking OK, the New Item dialog box will be displayed. Fill out this dialog
box with the required information. For more information, see Create and edit a
time tracking item.

= Activate the Add to document store check box. With this option, you can assign
any email attachments (files) to a project.
1. In the Operation drop-down list, choose between Item including
attachments, Item without attachments, Only attachments and ltem
and attachments separately.

TIF Below, you find the description of all these operations in the
Management methods area.
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2. In the Subfolder drop-down list, choose a subfolder. You can also create
a new one by clicking New....
1. Inthe Create a New Subfolder dialog box, select the directory in
which you want to create a new folder.
2. Click Create New Folder.
3. Click OK.

T For more information on how to create a subfolder, see
Create a subfolder.

3. Inthe Status field enter instructions, e.g. complete or awaiting release.

4. Inthe Notes field enter comments and remarks to the document.
Optionally, you can also format these comments. Use features such as
cut, copy and paste, undo and redo, font, font size, font style (bold, italic,
strikethrough, subscript, superscript and underline), font color, and text
highlighting. You can also select the font size, increase or decrease the
size by one increment, and change the case.

5. Click Links to link the Outlook element with a project element. Click Add
and then OK.
InLoox PM displays a document as a paper clip on the page you have
chosen. You can also open the document directly from this page.

3. Click OK.
InLoox PM saves the Outlook element as a document on the Documents project page.

NOTE The context menu contains several options to adjust the project list view. Right-click in the project
list to open the context menu.

e Expand or reduce the project list view Change the view by using Expand All or Collapse All
to make the project list clear.
e Choose Fields This feature sorts and organizes the project by important data.
o On the Choose Fields dialog box, click one field, e.g. Budget critical, and drag it into
the headlines.
o Reset the fields via Drag and Drop back into the dialog box.

Management methods

When you insert an Outlook element with attachment into an InLoox PM project, there are various options
to handle a attachment.

[Method |Action |Pros & cons |

&JEmail and attachment are stored together.
Element with {ELoc;i( Prl:/l assilgnﬁlthfe emta|l and )
attachment e aliachment in fiie form o a &I The document list shows whether the

project. (Outlook does the same).  |lslement is carrying an attachment but no details
of the attachment, such as name or type.

£y
. . w’'Saves storage space.
InLoox assigns only the email to the = gesp

project. All attachments will be -
removed. &I Attachments can neither be displayed nor

saved in InLoox PM.

Element without
attachment

InLoox PM assigns only the
Attachment only ||attachment to the project. The email
is discarded.

£
‘w’Removes superfluous correspondence.
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@'Correspondence (including notes) can neither
be read nor saved in InLoox PM.

‘Q'Correspondence is kept. Attachments can be

. . seen in the document list with name and type.
Etlteargr?rr;teirt]d InLoox PM assigns the email and ! N IStwl yp
tel attachment to the project separately ||
separately @‘Relationship between correspondence and

attachments is lost.

Customize and configure

Change the language

InLoox PM is a multilingual system. The operating language adjusts automatically to the Region and
Language Options in the Windows Control Panel. The language can be changed manually during
operation of InLoox PM at any time without the need to restart.

Please follow these steps to change the operating language:

Article content

Outlook 2010 View

Outlook 2003/2007 View

Outlook 2010 View

e Click the File tab.
e C(Click InLoox PM.
¢ C(Click Change language.
e Select a language, e.g. German, English, French, Italian, Spanish or Russian from the list.
InLoox PM changes the language of all dialog boxes and screens.

Outlook 2003/2007 View

Please follow these steps to change the operating language:

1. Click Tools in the InLoox PM Toolbar.

2. Click Language.

3. Select a language, e.g. German, English, French, Italian, Spanish and Russian from the drop-
down list.

InLoox PM changes the language of all dialog boxes and screens.
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Generate personalized views

Organize, sort, and group projects - e.g. by assigned responsibilities, deadlines, project type, priority, etc.
You can save the created project list view and open it again as soon as you use the project list again.

Article content

Standard views included in InLoox PM

Generate a personalized view

Use and manage personalized views

Customize a view

Standard views included in InLoox PM

Use the standard views provided by InLoox PM. These views help you to display data in a flexible way.

IName

|Appearance/FiIter/Grouping

|Purpose |

Active projects

Filter; all non-completed projects

To show all active projects, for
example to create turnover lists or to
support customers.

lInactive projects

[Filter; all completed projects

||To inspect archived project records. |

Projects by Grouping; all projects grouped by the field To help to maintain an overview as
category Category projects multiply.

Projects by Grouping; all projects grouped by the field . .

status Status To display an internal procedure.
Projects by Grouping; all projects grouped by the field To display internal responsibilities and
project manager ||Project Manager allocated projects.

Projects by Grouping; all projects grouped by the field To display external responsibilities and
customer Customer allocated projects.

Negative gross
result

Filter; all projects in which the total costs are
higher than the invoices rendered

To identify losses and determine
financing requirements.

Open
calculations

Filter; all projects with open budgets of the

type Calculation

To determine turnover potential and
follow up on offers.

Generate a personalized view

InLoox PM enables you to save personalized views. Please follow these steps:
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1. On the Outlook Ribbon, on the Start tab, in the InLoox PM group click Projects.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar.
2. Now you can change the view directly in the project list.

TF For more information on how to do this, see Customize a view in this article.
3. On the InLoox PM tab, in the Views group click More Views and then Save current view as.

NOTE |n Outlook 2003/2007, click Actual Views in the InLoox PM Toolbar.
1. Inthe Save View dialog box, enter a view name.
2. Activate the Visible for all users check box, if you want to share this view with other
authorized users.
3. Click OK.
The new view is now displayed in the drop-down list More Views.

Use and manage personalized views

This is how you can use a personalized view:

—_

On the Outlook Ribbon click InLoox PM tab.
2. Inthe Views group, click More Views.

NOTE |n Outlook 2003/2007, click Actual Views in the InLoox PM Toolbar.
3. Select a view from the drop-down list, e.g. Project controlling.
InLoox PM loads the saved view with customized data in the project list.

Proceed as follows in order to manage views:

On the Outlook Ribbon click InLoox PM tab.
In the Views group, click More Views.

NOTE |n Outlook 2003/2007, click Actual Views in the InLoox PM Toolbar.
Click Manage Views... in the drop-down list.
In the Views dialog box do one or more of the following:
o Edit view double-click the view you want ot edit or click Edit.
o Remove view Remove permanently one view from InLoox PM. Choose a view from the
list and click Delete.
o Reset views Click Reset views, if you do not want alle changes to be accepted.
o Export view Save a view in your local documents. Choose one view from the list and
click Export.
o Load view Load a view from your local data. Click Import and choose a view file in the
Import File dialog box, then click Open.
o Download view Click Download to download an exisiting view template from the InLoox
website.

aopw PO

Customize a view

In the Outlook Ribbon, on the Start tab, in the InLoox PM group, click Projects to open the project list.
Now you can customize the project list view with the following possibilities.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar to open the project list.

e Sort the information in the project list Click on a column by which the project list is supposed
to be sorted.
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The project list will be displayed according to your choice. Click = in the column to sort in rising
or in descending order by clicking
e Group the projects according to the selected criterion Click on a column, e.g. Status, by
which the project list is supposed to be grouped.
o Drag a column into the area above the column headers.
The project list will be grouped by the selected criterion. Reset the grouping via Drag and
Drop into the project list.
e Add more information to the project list Use the Choose fields feature to organize the project
list by selected information.
o Right-click on the project list to open the context menu.
o Click Choose fields in the context menu.
o Onthe Choose fields dialog box, click the field you want to add and drag it into the
column headers.

NOTE Reset the fields via Drag and Drop into the project list.
¢ Define individual fields You can implement the workflows for all users with this feature.
Example: The development department staff only sees projects with the status Development. If
the status changes to Bill, the project becomes visible to accounting staff; for other persons the
project remains hidden.

TF For more information see Search and find projects.

Create custom fields

Custom fields enable you to expand the data model of InLoox PM to suit your own requirements. New
fields can be created for the entire project or for one page of it: mind maps, planning, time tracking,
documents or budgets. Field names are freely definable. InLoox PM supports several data types in
custom fields. Please follow these steps to create a new custom field:

1. Open the dialog box InLoox PM Options.

T For more information on how to open the InLoox PM options, please see Open the InLoox PM
options.

2. Click Custom fields. On the right side you see the Custom fields section.

Optionen
- Nigemeine Optionen [ )
4 Berechtigungen b Benutzerdefimerte Felder
* Mindmaps Warnung: Alle Anderungen werden sofort in die Dadenbank geschneben
+ Planung

+ Dokumente _—
- Budgets | Neu Bereich Spaltername

+ Benchie Projekt Advance

+ Emailvoriagen Bearbeiten Projekt SequenceNumber
Kontaktmanagement
Benutzerdefinierte Felder
Projektsperrung

3. Please select one of the following actions:
o Create a new custom field by clicking New.
1. On the New Custom Field dialog box, in the Name field, type a name for the
custom field that you want to create.
2. Select the intended location from the Location drop-down list of the field (i.e. the
list in which it is supposed to be displayed).
3. Select a Type from the list. Possible types are:
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Text: free text value/string.
Integer: integer value without decimal point.
Decimal number: decimal number with decimal point.
Checkbox: yes/no value.
Datetime: date value without time.
List: set of free text values / strings.
= Currency: decimal number with decimal point and currency symbol.
4. Optionally, you can define a default value by selecting Edit default... from the
drop-down list.
1. In the Edit Text dialog box type a default value.
2. The field type List also allows you to:
= Change the order of the list items.
= Specify, whether users may enter own values (Allow add new
items).
= Specify, whether empty selections are valid (Allow empty
selection).

5. Click OK.
o You can edit an existing custom field by selecting it and clicking Edit. You can only
modify default values.
o If you want to remove an existing custom field, select it from the list and click Delete.
4. Click OK or Apply to save the changes.

MPORTANT
InLoox PM.

When a custom field is deleted, all contents of it in all projects are permanently removed from

NOTE Each created custom field will have its own box on the selected project site. Enter the value in this
box.

Customize the InLoox PM language files

InLoox PM uses so-called resource files for all texts and messages that are displayed. These are located
in the program folder on the InLoox PM client. If you want to adapt the displayed texts and messages to
the requirements of your company you have to modify them in the resource files. You can find them in the
program folder on the InLoox PM client.

IMPORTANT

List of the language files (delivery staus)

[File name [Contents |
|InLoox resources ||Standard language ( Engl|sh|
|
|
|
|
|

lInLoox.de.resources||German-language version

|InLoox fr.resources ||French -language version

|InLoox es. resources||Span|sh language version

|InLoox it.resources ||ItaI|an language version

|InLoox ru.resources ||Ru55|an language version

Please follow these steps to customize the InLoox PM resource files:

1. Close Outlook on the client concerned.
2. Open the relevant language file with the InLoox PM Resource Editor. This tool can be found in
the Download area of the InLoox PM website.
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3. Make the required changes to the file and save it.
4. Test the changes on the InLoox PM user interface.
5. Distribute the file among other InLoox PM clients as required.

Generate and edit groups

In the InLoox PM Options, you can define groups that are available in every InLoox PM projects on the
project pages Planning, Time Tracking, Budgets and Budget Overview. The groups help you to structure
the data in a more meaningful way and allow an ongoing automatic comparison between time tracking
entries, planning elements and budget positions. They can also also carry a currency code.

MPORTANT please note the possible effects when changing settings. These are described in this chapter.

NOTE |n this program section, you are also able to define purchase and selling prices. These are used on
the Budget page, for example to prepare time tracking entries recorded on the Time Tracking page for
billing.

To manage groups, do the following:

1. Open the InLoox PM Options.

TF For more information on how to open the InLoox PM options, see Open the InLoox PM
options.

2. Under General options click Groups. On the right side you will see the Groups area.
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Options

- General options
Project number G Groups

Project statuses
1)- Customers New MName Purchase price

Groups | Consulting 40005
Categories Edit Production 40,00 $

Drvsions . —
Maintenance 3000 %
More opbons Delete

I ——_ Design 40005
+ Mind Map Up
+ Planning -
+ Documents Down
+ Budgets
+ Reports
+ Outlook emails
Contact management
Custom fields
Project lodks
InLoox 4 migration
+ License key
+ Web App options
+ User settings

ﬁ Currency
.

Symbol $ Digits 2

[ ok || cance

3. Do one of the following:
o Create a new group by clicking New.
= Inthe New Group dialog box, in the Name field type a group name.
= In the Purchase price and Disposition price fields, enter the prices you want.
= (Click OK.
o The existing groups are displayed in the Groups list according to the order in which they
appear in the InLoox PM projects. Double-click the entry that you want to change or click
Edit.
o Select a group you want to remove from the list and click Delete.
o You can change the groups order by clicking Up and Down. The selected group will be
moved one position upwards or downwards.
o Inthe Currency area, in the Symbol field, type a currency symbol, which is supposed to
be used for amounts of money system-wide, e.g. €, $ or CHF.
o Inthe Digits field, type the number of digits (fractional digits) that is supposed to be used
system-wide.
4. Click OK or Apply to save the changes.

WARNING Effects of changing or deleting groups:

e Adding and renaming groups has no effect on existing projects.
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e When group prices are changed, the old amounts remain initially unchanged in all projects.
The amounts are updated when the relevant planning element, time tracking entry or budget
position is next edited.

e The deletion of groups has a permanent effect, namely that

o the group and associated amounts are no longer displayed in the budget overview.
o to all planning elements, time tracking entries and budget positions using the deleted
groups must be assigned a new group when next edited.

Effects of changing the currency symbol

e The currency is not automatically redenominated. If, for example, € is replaced by $, InLoox PM
does not recalculate the amounts, but simply changes the currency symbol as if the rate of
exchange were 1:1.

Open the InLoox PM options

In the InLoox PM options, you can make changes to the basic parameters and you can set up
permissions in InLoox PM.

The administrator opens the InLoox PM Options as follows:

1. Click the File tab.
2. Click InLoox PM Options in the navigation pane.

Posteingang - N

Send / Receive Folder View InLoox PM

Language setting

Change Change language setting for InLoox PM
language *

Support

InLoox PM help
.Q. InLoox PM project management help

TF Users require administrator permissions to change global settings. For more information, see Set up
permissions. User settings can be changed by any user.

InLoox PM f

6 Options

Help

Open the InLoox PM options in Outlook 2003/2007

In the InLoox PM options you can make changes to the basic parameters and you can set up permissions
in InLoox PM.

The administrator opens the InLoox PM Options as follows:
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1. Click Tools in the InLoox PM Toolbar.
2. Click Options in the drop-down list.

TP Users require administrator permissions to change global settings. For more information see Set up
permissions. User settings can be changed by any user.

Work offline with InLoox PM

With InLoox PM Workgroup Server and Enterprise Server, users work directly on a database server.
You can, however, configure individual workstations to use InLoox PM when it is disconnected from the
network. When reconnecting with the company network, an automatic synchronization is carried out.

MPORTANT Not all database systems support offline availability or replication. InLoox PM offers the data
structures that are needed for synchronization and replication, but uses the synchronization features of
the database system. In certain circumstances, you might need to change the database system or the
related software to take advantage of offline availability. Check the documentation of your database
system regarding offline availability and replication.

T You find step-by-step guides about InLoox PM configuration for offline availability in the Download
section of the InLoox website.

In case of problems, please contact our installation support. For the contact information see Request
support for the InLoox PM installation.

Install InLoox PM

Install InLoox PM

MPORTANT please note that Outlook must already be installed and fully operational before you can install

InLoox PM. The installation usually takes no longer than five minutes per client. The server installation
(only required for InLoox PM Workgroup Server and Enterprise Server) can be performed directly from
the client.

In the Whitepapers of the InLoox PM Website, you find step-by-step guides for the InLoox PM installation:

e orlInLoox PM Personal
e for InLoox PM Workgroup Server
e for InLoox PM Enterprise Server.

The Download section also contains an MSI package for the deployment via software distribution to
multiple clients.

TP In our Support center you will find assistance in solving installation problems. In case of problems, you
can also contact our installation support. For more information, please see Request support for the InLoox
PM installation.
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Request support for the InLoox PM installation

Outlook is a complex software product. Difficulties in connection with the installation of InLoox PM are not
common but are too complex and too new to have been described in the Help file. Please note that we
can unfortunately only deal with problems arising from the installation of InLoox PM and not with general
Outlook problems.

Please follow the link to find all of our contact details.

Security and privacy

Set up permissions

In InLoox PM, you can configure finely structured and freely definable permissions. So, you can clearly
define responsibilities and make sure that only authorized users gain access to sensitive data.

You can set permissions in InLoox PM Workgroup and Enterprise Server in the InLoox PM options.

NOTE |nLoox PM is delivered without permissions being set. So, every user can see and change all
permissions. This might be a security risk.

Article content

Overview of role and account-based security architecture

Set user-based permissions

Set role-based permissions

Overview of role and account-based security architecture

In InLoox PM, you can select role-based and user-based permissions.

Role permissions are defined according to the function carried out by each person involved in the project,
be it as project manager, team member, customer, partner or any other activity. InLoox PM then assigns
the correct permission to each person assuming a given role.

MPORTANT User account oriented permissions apply to all projects. This allows, for example, company
management to look at all current and concluded projects, whereas practical responsibility remains in the
hands of the project manager and team.
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User account oriented permissions require a Windows Server with Active Directory or InLoox PM
contacts. Role permissions additionally require Exchange Server.

To open the permissions please follow these steps:

1. Open the dialog box InLoox PM Options.
TP For more information on how to open the InLoox PM options, please see Open the InLoox PM

options.
2. Under Permissions, click Permissions. On the right side, you see the Permissions section.
fa
Options
+ General options |
Pesmissions . Permissions
More options User-Dased permissions:
< Mind Map = =
P New ype User name Create projects Read pro
3. Documents & Max Schiller (schil... ) '
+ Budgets Edit 3 Rita Meyer (meye... ¥ b
+ Reports . &S Gordan Newman
5 Outlook emalls Do
Contact management
Custom fields
Project locks
InLoox 4 migration
+ License kﬂ
+ Web App oplions
+ User settings .
Role-based permissions:
Edit Role Read projects Access "Mind Ma... | Access g
Partners v ] b
Team members kvl kvl I
Agditional O
Project Managers v >
Customers O
oK J Cancel ]
Permission
Remarks
Mode
e Permissions based on Windows and InLoox user accounts. Active directory
accounts (in domain mode) and local Windows and InLoox user accounts (in
User-based workgroup mode) are supported.
permissions e Apply across all projects and on the entire database.
NOTE |nLoox PM does not support Windows groups at this time.
e Users acquire permissions by assuming a role in a project. Project members are
all persons who are listed in the project on the Management page as "In
Charge".
Role-based Possible roles: Project manager, Team member, Customer, Partner, Other.
permissions Microsoft Exchange Server or InLoox contacts are required.
NOTE persons are identified by their Windows or InLoox Security Identifier, or
SID, and the Windows X400 address, or Exchange address. Persons with the
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same X400 address have the same role-based permissions in InLoox PM. If this
is not what you want, please deactivate the role-based permissions entirely by
removing all permissions for all roles.

InLoox PM combines role-based and user-based permissions. The permission records of
both modes are added. The example below illustrates a common configuration:

e The role "team" may "read projects " and "read budgets".
All other roles are ignored for the sake of clarity.

e The user account "Gordon Newman" is authorized to "edit projects " and "edit
budgets".

F For more information about permissions, see List of permissions.
e "Gordon Newman" is part of the "team" in the project "Product Development”
e There are three other projects in which "Gordon Newman" is not involved and
therefore does not have the role "team"

Consequently, these permissions apply to Gordon Newman:

e He may read and edit the project "Product Development". He may also read and
edit budgets in this project. Gordon Newman has these permissions in all
projects in which he is in the team role.

e "Gordon Newman" cannot see any projects in which he is not a team member.
He does not have the permission to "read projects”, which is a prerequisite for all
other permissions. Thus, Gordon Newman has no permissions for any other
projects.

Examples

The following permissions apply to all other team members involved in the project
"Product Development”:

e They may read the project "Product Development" and read, but not edit
budgets. They do not have the permission record of the account "Gordon
Newman".

e Persons who are team members in other projects than "Product Development”
can see, in contrast to Gordon Newman, a number of projects, but may not edit
any of them.

InLoox PM permissions are very flexible and allow a wide variety of scenarios to be
covered without high administration effort.

If you have questions on the assignment of permissions, we will be pleased to help.

TP Our contact information can be found under Contact on the InLoox web site.

Set user-based permissions

Set user-based permissions:

e Set permissions for a user In the User-based permissions section, click New.

1. In the Permissions dialog box, click the Arrow Bto select the user.
2. Choose from the drop-down list between Active Directory user, Exchange user or
InLoox PM user.
= Active Directory user
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In the Select User dialog box, clickﬂject Types.

NOTE Yoy can also use this button Lito open the Select User dialog
box.

In the From this Location box, click Locations and select Entire
Network. Click OK.

Type the required user name into the Enter the object name to select
field.

Click Check name. A user name that has been recognized by Windows
is shown underlined.

Click Advanced..., if you need to search for a user name.

Click OK.

= Exchange user

In the Select Contact dialog box, select an address book and then the respective
name from the list. Click OK.

T In the Select Contact dialog box, use the feature Search by Skill. For more
information, see Assign skills to resources.

= InLoox PM user
In the Select Contact dialog box, select an InLoox PM address book and then
the respective name from the list. Click OK.

T For more information on how to create an InLoox PM account, see Create an
InLoox PM account.

3. Select the permissions for the respective user from the Permissions list.
TP For more information about permissions, see List of permissions.

4. Click OK.

e Edit user permissions Choose one user from the list and click Edit. Click OK after you have
made all changes you want.
¢ Remove user permissions Choose one user from the list and click Delete.

Set role-based permissions

Please follow these steps to set role-based permissions:

NOTE Role-based permissions are only active if there is at least one user-based administrator

permission.

1. In the Options dialog box, in the Role-based permissions section, click Edit to change the
selected role-based permission.
2. Select the permissions for the role from the Permissions list.

TP For more information about permissions, see List of permissions.

3. Click OK.

List of permissions

The following permissions apply to InLoox PM Workgroup Server and Enterprise Server. Permissions
for the actions listed can be assigned to users or roles.

[Description  |Permission

| Restriction or Prerequisite
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Create projects

User has the right to create new projects.

Only available with user-based
permissions

Read projects

e Project visible in the InLoox PM project list.
Project can be opened.
Project can be exported if the right to use
existing reports is granted.

None

Access mind
maps

Right to read all mind maps of a project.

TF For more information about mind maps, see the
category Mind maps.

Prerequisite: Read projects

Access planning

Right to read all planning elements of a project.

T For more information about planning, see the
category Planning.

Prerequisite: Read projects

Right to read all time tracking entries of a project

TP For more information about documents, see the
category Documents.

ACCE.SS time _ . Prerequisite: Read projects
tracking ' For more information about time tracking, see

the category Time tracking.

Right to read all own time tracking entries of a
Access own project.
time tracking Prerequisite: Read projects
entries TP For more information about time tracking

entries, see Create and edit a time tracking item.

Right to open and read all documents of a project.
Access o .
documents Prerequisite: Read projects

Access budgets

Right to read all budgets, budget positions and the
budget overview of a project.

TP For more information about budgets and
budget positions, see the category Budgets.

Prerequisite: Read projects

Edit projects

Project can be changed. This right is a prerequisite
for all actions which allow users or roles to modify
data.

Prerequisite: Read projects

Right to change the project master data on the
Management page.

TP For more information, see the category
Management.

Edit _ Prerequisite: Edit projects
management P For more information about the Management

page, see the category Management (except

project contacts).

Project contacts can be added, changed or deleted. Prerequisites:

It allows the user to control the roles of persons in a 9 ’
Edit project project. e Edit projects
contacts p

e Edit Management
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Add project
notes

Allows you to create and change project comments
on the Management page.

TF For more information on project comments
please see Create and change comments.

Prerequisites:

e Edit projects
e Edit Management

Delete project
notes

Permission to remove your own project comments
and other users' comments on the Management

page.

Prerequisites:

e Edit projects
e Edit Management

Delete own
project notes

Allows you to remove your own project comments
on the Management page, but not to remove other
users' project comments.

Prerequisites:

e Edit projects
e Edit Management

Lock projects

Project can be locked for other users. Users
without the respective permission may not edit
locked projects and cannot remove the lock.

TP For more information on how to lock a project,
see Add other project information.

Prerequisites:

e Edit projects
e Edit Management

Edit mind maps

Allows adding, changing and deletion of all mind
maps of a project.

TF For more information about mind maps, see the
category Mind maps.

Prerequisite:

Edit projects

Allows adding, changing and deletion of all
planning elements of a project.

TP For more information about time tracking, see
the category Time tracking.

Edit Planning Prerequisite: Edit projects
TP For more information about planning, see the
category Planning.
Allows adding, changing and deletion of alltime
Edit tracking entries of a project.
it time T, .
tracking Prerequisite: Edit projects

Edit own time
tracking entries

Allows adding, changing and deletion of own time
tracking entries of a project.

TP For more information about a time tracking
entry, see Create and edit a time tracking item.

Prerequisite:

Edit projects

Edit time
tracking without
time limit

Allows adding, changing and deletion of past time
tracking entries of a project.

TP For more information about time tracking, see
the category Time tracking.

Prerequisite:

Edit projects

Edit documents

Allows adding, changing and deletion of all
documents in the document list of a project.

Prerequisite:

Edit projects
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TF For more information about documents, see the
category Documents.

Edit budgets

Allows adding, changing and deletion of all budgets
and budget assets of a project.

T For more information about budgets and
budget positions, see the category Budgets.

Prerequisite: Edit projects

books

IDelete projects |Delete a project. INone
User has the right to create new address book.
Create address None
books TF For more information see Add, manage or
delete an address book.
Read address Access all address books. None

Edit address
books

Allows modifying address books.

Prerequisite: Read address books

Delete address
books

Address books can be removed.

Prerequisite: Read address book

Read own
address books

Access own address books

Prerequisite: Create adderss
books

Edit own
address books

Right to change own address books

Prerequisites:
e Create address books

e Read own address books

Delete own
address books

Allows to remove own address books and other
users' address books.

Prerequisites:
o (Create address books

e Read own address books

Use existing
reports

All reports can be used. The InLoox PM report
generator filters the data for which the user does
not have permission out of the report (e.g. if no
right to read budgets has been granted, no budget
data will be included in the exported reports.)

None

Create and edit
report templates

Allows the creation, changing and deletion of report
templates.

TF For more information see Manage the report
templates.

Only available for user-based
permissions

Administrator

Controls access to master data maintenance and
administrator functions. These include the following
menu commands in the InLoox PM Ribbon (in
Outlook 2003/2007 InLoox PM Toolbar) and
Options:

Edit planning templates Right to rename
and delete InLoox PM planning templates.
Edit budget assets Right to create,
change and delete InLoox PM budget
assets.

195



InLoox x\

e Edit budget state Right to create, change
and delete InLoox PM budget states.

¢ Edit notifications Right to change
Notification templates.

e Edit categories Right to create, change
and delete InLoox PM categories.

e Edit custom fields Right to create,
change and delete custom fields.

e Remove project locks Right to remove
data record locks.

¢ Recycle projects Right to restore or
permanently remove deleted projects.

e Licenses Rightto add and delete InLoox
PM license keys.

e Options Right to change the InLoox PM
options. Incorporates the right to change
permissions.

Create an InLoox PM account

To logon to the InLoox PM project management platform you can use Windows or InLoox PM
Authentication. With an InLoox PM Authentication, external team members, project partners or
stakeholder without their own Windows user account in the corporate network are able to log into InLoox
PM directly with user name and password.

MPORTANT Only users with administrative permissions can create an InLoox PM account.

Article content

InLoox PM authentication

Change the InLoox PM password

InLoox PM authentication

Please follow these steps to create an InLoox PM account:

1. Activate first the InLoox PM contact management.

TF For more information, see Activate the contact management.
2. Create a new contact in the InLoox PM Contacts.

TP For more information, see Add a contact.
3. Open the InLoox PM Options dialog box.

" For more information on how to open the InLoox PM options, please see Open the InLoox PM
options.
Under Permissions click Permissions.
In the User-based permissions section, click New.

o s
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Permissions [

L 2 User/Rolename & Permessions

- Description

-

=
7]
=

¥ Create projects

__/_'J Lulhenbeaton Read pr.:._'em

b

Access “Mind Maps®

@ \findows Authertication
oe Access “planning

o Sthentcation Arcess time tracking”

Arcess own “time tracking” entries

User name T na

Arcess “documents’

ooooononono

Arcess “budgets”

1
|
|

Retype password Edit projects
o Edit “management
oan Edit project contacts
Logon mactve Lock projects
Edit “Mind Maps

Edit “planning (|
Edit “time tracking [
Edit own “time tracking " entries I'_'I
Edit “time tracking” without time limit [

Edit “document (]

Satect All | | Desalact Al

6. Inthe Permissions dialorg| box, please follow these steps:

1. Click the Arrow [ “land choose from the drop-down list InLoox PM user.
2. Inthe Select Contact dialog box, select InLoox PM address book from the drop-down
list Address book. Choose a name from the list and click OK.
The contact name is now displayed in the User name box, in the Authentication
section, under InLoox PM Authentication.
You can change the name in the User name field.
In the Password field, type a new password for the InLoox PM authentication.
Enter this password again in the Retype password box to confirm it.
Activate one of the following check boxes:
= Activate the Change the password on the next logon check box to allow the
InLoox PM user to change his or her password. See Change InLoox PM
password below.
= Activate the Logon inactive check box to deactivate the authentication.
7. Select the permissions from the Permissions list for the InLoox PM user.
8. Click OK.
7. Click OK or Apply to save the changes.

T Now, the InLoox PM user can logon to InLoox PM. For more information see Log on as
InLoox PM user.

I

Change the InLoox PM password

Please follow these steps to change the InLoox PM password
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1. Open the InLoox PM Options.

' For more information on how to open the InLoox PM options, see Open the InLoox PM
options.
2. Under User settings click User Login.
3. Inthe User Login section, choose InLoox PM Authentication and click the Change Password
button.
You can also change your user name in the User name field.
4. Inthe InLoox PM Authentication dialog box, type your current password in the Current
password field.
Type the new password in the Password field.
Type the new password again in the Retype new password field.
Click OK.
Now, you can use your new password for the InLoox PM Authentication.

No o

T For more information on how to log on, see Log on as InLoox PM user.

Log on as InLoox PM user

Choose between Windows Authentication and InLoox PM Authentication to logon to InLoox PM.

TP Create an InLoox PM account to be able to logon as InLoox PM user. For more information see
Create an InLoox PM account.

1. Onthe InLoox PM tab, in the Extras group, click Log on as.

NOTE |n Outlook 2003/2007, click InLoox PM Folder in the InLoox PM Toolbar and then Log on
as.

2. On the InLoox PM Authentication dialog box choose InLoox PM Authentication.

[ InLoox PM Authentication |
InLoox 1

Windows Authentication
@ InLoox PM Authentication
Usar name:
Passward:

Always usethis credentials

| 0K | Cancel

3. Type your user name for the InLoox PM authentication in the User name field.

4. Type your password in the Password field.

5. Activate the Always use this credentials check box, if you want to save your authentication data
in the system.

6. Click OK.

TP As an InLoox PM User, you can change your password anytime. See Create an InLoox PM account in
the Change the InLoox PM password section.
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Select a suitable system for data storage

As of version InLoox 6, the InLoox PM data storage has been redesigned to support data storage in SQL

databases (SQL = "Standard Query Language") to provide an effective permission system and to improve
response times.

The following systems are used by the different InLoox PM editions:

InLoox PM edition |Data storage |

Via Microsoft SQL Server Compact Edition. Data is stored in a file which normally
Personal carries the extension .SDF (SQL Server Compact Edition Database File).
Filename is InLoox.sdf. The file is located in the InLoox PM installation folder.

Database management systems supported for networked operation are:

Workgroup Server e Microsoft SQL Server (all versions and editions of SQL Server 2005 and
and Enterprise 2008) . o . N v o "
Server e Oracle (versions 11g, 10g, 9i, 8i, 8.0, including "Personal", "Express" and

"x64" editions)
e MySQL (version 5.0)

Back up project data

To back up all of your InLoox PM data you can use the correspondent tool producer.

A regular data accortding to the InLoox PM editions backup is carried out as follows

InLoox PM edition|Procedure |

It is sufficient to make regular copies of the InLoox PM files on CD-ROM or tape.
Personal The data file, which normally has the extension .SDF (SQL Server Compact Edition
Database File), must not be opened in any program. The standard name of the file
is InLoox.sdf. The file is stored in the InLoox PM installation folder.

Save the entire InLoox PM database on the server where it is published. You can
use any software which supports the backup of databases during operation (scheme
and data) and which is suitable for your database system.

Workgroup
Server and . o e . . _—

: Unfortunately, it is quite difficult to backup offline copies (database replications)
Enterprise Server X ) \ .
located on the users' computers. We recommend to synchronize workstations with
the database server at frequent intervals; this strategy reduces the risk of losing
changes which were made offline.
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MPORTANT Documents stored in InLoox PM must be backed up separately. InLoox PM only saves links to
these objects, a backup of the InLoox PM database is not sufficient to back up the documents as well.
The backup strategy and software depend on the storage location of the documents (files on the local
computer, the server or the SharePoint document library), the number of users and the data volumes.

Lock a project / Clean up project locks

InLoox enables you to lock a project if you want to avoid further changes to a project. You can delete a
project lock anytime. To be able to lock a project or to delete a project lock you have to have the
permission to Lock projects.

Article content

Lock a project

Clean up project locks

Lock a project

Please follow these steps to lock a project:

1. Open an existing project or create a new one.

TP For more information on how to create a project see Create a project.
2. On the Management page, on the Edit tab, in the Status group, click Lock project.
3. On the Start tab in the Actions group click Save and close.

Clean up project locks

InLoox PM applies to projects in process a so-called record lock feature. Under certain circumstances, this
lock can remain in place, for example when a VPN user unexpectedly got disconnected from the network.
To clean up all record locks in InLoox PM, proceed as follows:

MFORTANT please make sure that all users have saved and closed all of their InLoox PM projects before
you start to clean up project locks.

1. Open the InLoox PM options.

TP For more information about how to open the InLoox PM options, please see Open the InLoox
PM options.

Click Project locks.

In the Project locks section, click Delete project locks.
Confirm the safety query with Yes.

Click OK or Apply to save the changes.

aopwD
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Legal notices and agreements

Copyright

InLoox® Copyright© 2001-2013 InLoox GmbH. All rights reserved.
Windows and the Windows logo are trademarks of the Microsoft group of companies.

Report-/Print engine List & Label ® Version 17: Copyright combit® GmbH 1991-2011

MPORTANT 1n|_oox PM is protected by copyright. Unauthorized duplication or unauthorized selling of this
software program or a part of it is punishable. This will be prosecuted with civil and criminal penalties and
can produce severe claims for compensation as result.

License Terms of InLoox GmbH / End-User License Agreement (EULA)

By using this Software Product (including installation and copy) you declare that you agree with this
Agreement as a natural person and legal entity. If you do not agree with this EULA you are not entitled
use the Software.

§ 1 Validity of the Terms of Agreement

(1) This End User License Agreement (EULA) is concluded between you — hereinafter also referred to as
Customer — and InLoox GmbH — hereinafter also referred to as InLoox. The licensing / purchase of
Software and obligations precedent to the Agreement shall exclusively be subject to the Terms of
Agreement unless otherwise agreed. We exclusively refer to the regulations of the General Terms of
Business of InLoox which are integrated into this Agreement and form an essential part of it. The
Customer confirms that he has taken note of the General Terms of Business of InLoox. The regulations of
the General Terms of Business are extended and/or supplemented by the objective License Terms of
InLoox with regard to the use of Software and other software-specific regulations and the corresponding
rights and obligations. In case the General Terms of Business of InLoox deviate from this Agreement or if
they are inconsistent with it, these License Terms shall prevail.

(2) InLoox licenses/sells the enclosed Software to the Licensee (Customer) exclusively on the basis of the
License Terms hereinafter. In case you do not agree with these Terms, do not open the package or seal
of the Software, refrain from installing the Software, click on the “No” button of the installation process and
uninstall the Software when the corresponding inquiry occurs during the installation and return the
properly purchased Software together with packaging, license key and receipt voucher to the Software
vendor within 30 days of the purchase of the Software. Subsequently, you will receive full reimbursement
of the purchase price you paid.

§ 2 Subject Matter of the Agreement

(1) Subject matter of this Agreement is the granting of the rights of use in accordance with §3 depending
on the type of license purchased in each case and its extent of functions. By purchasing this Software you
become the owner of the Software storage medium (e.g. a CD-ROM), but not of the Software itself. The
Software is licensed, not sold. The Software shall always remain the intellectual property of InLoox and/or
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the respective right owner. As a purchaser of the Software you shall only be entitled to use the proprietary
object, i.e. to use the Software as agreed upon. InLoox grants this right of use in the form of a license.

(2) The Customer has checked whether the Software specification meets his desires and requirements
before concluding the Agreement. He knows the essential functional qualities and conditions of the
Software.

(3) Product descriptions and presentations in test programs are service descriptions but are not
warranties. Warranties require a written statement from InLoox company management.

(4) The Customer is not entitled to receive a license for the source program.
(5) InLoox renders all deliveries and services in accordance with the state-of-the-art.
(6) InLoox reserves all rights which are not explicitly mentioned in this EULA.

(7) If the Software is marked “Not for resale” (or “Nicht zum Weiterverkauf bestimmt”) in any way it may
neither be resold nor transferred.

(8) The Software may then be exclusively installed on a network server if the License purchased by the
Customer is explicitly designated as “server license”. A server license entitles the Customer to operate
one database (one set of logically related data) on one database management system.

(9) In the event that the Software is used in a network the Customer must ensure that there is a License
for each data processing unit and/or each named user having access to the server and the possibility to
use the Software. The Customer must prevent that two or more individuals gain access to the Software
sharing one named user License.

(10) If the Software is marked “Corporate License” (or “Unternehmenslizenz”), the Customers is entitled to
deploy or provide the Software to an unlimited amount of users within Customer’s organization. The
restrictions of § 2 (8) and § 3 shall remain in effect. In addition, the Customer agrees to sign a Software
Service Agreement for the entire term of the use of the Software.

(11) The Software is licensed as a whole. You may not separate its components and/or use it for distinct
application on more than one computer other than described in the Software user documentation.

(12) Military usage of the Software is prohibited.
§ 3 The Customer’s Rights to the Software

(1) The Software, all additional programs, the symbols used, InLoox logo, written documents as well as
documentation are legally protected. The copyright, patent rights, trademark rights and all other rights in
goods and services as well as industrial property rights to the Software and other above-mentioned
objects which InLoox makes available or hands over to the Customer as part of the process to set up and
implement the Agreement are the exclusive property of InLoox in the relationship of the Parties. Should
third parties be entitled to any rights, InLoox shall have the corresponding rights of use.

(2) The Customer purchases the Software in order to use it for his own purposes on a permanent basis
(non-exclusive license). The Customer is entitled to use the quantities of Software for which he purchased
licenses. InLoox hereby grants the Customer the right to use the programs which are necessary for these
purposes as well as the right to copy programs on the main memory and hard disks as well as the right to
correct errors. The Customer is entitled to make backup copies of the programs necessary for safe
operation. The backup copies must be marked as backup copies. Copyright notes must not be deleted,
changed or suppressed. The Customer may exclusively use the Software for each license on a
standalone computer, no matter if it is a workstation, notebook or PDA except in such cases where he
purchases a network license. The use of the Software also implies loading the Software into the
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temporary memory of a computer or similar object or installing the Software on a permanent storage
medium (e.g. hard disk, DVD, CD-ROM, or similar). However, the Parties may come to differently worded
agreements in an individual Agreement issued in writing.

(3) A user manual and any other documents possibly provided by InLoox may only be copied for the
company’s internal purposes.

(4) The Customer shall not be entitled to transfer the Software without the written consent of InLoox; this
applies in particular in the event of sale. InLoox shall agree to the passing-on of the Software (in whole or
in part) to a third party under the following conditions:

— The Customer hands over the original data storage media (if there is one), this EULA and the General
Terms of Business of InLoox to the third party, deletes all other copies in particular on data storage media,
in read-only memories or main memories, he definitely stops using the Software and submits a written
confirmation of the fulfilment of his duties to InLoox.

— The third party declares to InLoox in writing that it has received the aforementioned components and
acknowledges them as binding in the legal relationship with InLoox, noting the General Terms of Business
and this EULA.

— There are no important opposing reasons.

(5) All other acts of utilisation, in particular leasing, industrial sale (unless explicitly stated otherwise by
written reseller agreement/authorised dealer agreement), lease and distribution of any tangible or
intangible property are prohibited without the prior written consent of InLoox. InLoox notes, that customers
who violate copyright laws, are liable for all damages that occur as a result of these copyright law
violations.

(6) Any subject matter of the Agreement, documents, proposals, test programs, etc. of InLoox to which the
Customer gains access after conclusion of the Agreement shall be considered intellectual property and
must be treated confidentially as a business and company secret of InLoox in accordance with § 9.

§ 4 Contractual Obligation and Termination of the Agreement

In the event of termination due to infringement of this EULA you are obliged to return or destroy all original
versions and copies of the Software and all other components and to notify InLoox of the destruction in
writing.

§ 5 Obligations of the Customer

(1) In the event that you are a business owner you undertake to inspect all delivery items of InLoox
immediately upon receipt of the goods in accordance with the regulations of commercial law (§ 377 of the
German Commercial Code) and to make complaints in respect of defects with an exact description of the
defect, submitted in writing. Each Customer is obliged to test all modules with regard to usability in the
concrete situation before starting any operative use. This also applies to programs the Customer receives
in the context of supplementary performance or a possible maintenance agreement.

(2) The Customer shall take adequate precautions to counter situations where the program does not
operate properly in whole or in part (e.g. by data backup, error diagnosis, regular check on the results).
The Customer shall be responsible for ensuring the operation of the working environment of the program.
He shall be obliged to carry out the necessary adjustments to his firewall, virus scanners or similar data
protection mechanisms in his network as well as his server. InLoox shall not bear the risk of incompatibility
of the Software with the software or hardware used by the Customer.

(3) You shall not be entitled to use or modify the logo and/or trademarks of InLoox unless the company
management of InLoox has given its prior agreement to the use or modification of the logo in writing.
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(4) Subject to the provisions of § 69 e German Copyright Act (UrhG) you may not reverse engineer,
decompile or disassemble the Software.

(5) You undertake to indemnify and defend InLoox from all claims of third parties, including reasonable
lawyers’ fees arising or resulting from any use of this Software against the agreement.

§ 6 Warranty

(1) Delivered Software possesses the agreed-upon characteristics, is suitable for the applications
assumed by the contract and which are otherwise standard, and has usual quality of software of this type.
Not every flaw which is connected with the Software is a defect which implies warranty rights. An
impairment in the Software’s functioning which results from hardware defects, environmental conditions,
improper operation and the like, is not a defect. An insignificant deterioration in quality will not be taken
into account. InLoox guarantees that no rights of third parties are violated through the use of the Software
by the Customer in accordance with the provisions of the contract.

(2) Customers who are consumers within the meaning of § 13 German Civil Code (BGB) have in respect
to defects of the purchased good the rights set out in the German Civil Code (BGB). In case that a
consumer is entitled to claim damages hereafter, § 7 applies accordingly.

(3) In all other cases of liability for defects the following terms apply:

(a) InLoox may first attempt to remedy any material defects. InLoox may choose to remedy the defect by
eliminating it, i.e. also by demonstrating possibilities by means of which the effects of the defect can be
avoided, or through delivery of a program which does not contain the defect. An equivalent new program
version or the equivalent previous program version which had not contained the faults is to be accepted
by the Customer, when this is reasonable. In the case of defects in title, InLoox shall give the assurance
that it will provide the Customer with legally unchallengeable option to use either the Software or
equivalent software, at its option.

(b) The Customer shall support InLoox in the analysis of faults and removal of defects by specifically
describing problems which occur, providing InLoox with complete information and granting it the
necessary time and opportunities to remove the defect. InLoox may also remove the defect on-site or at
its place of business, at its discretion. The performance of InLoox may also take the form of remote
maintenance. The Customer must ensure the necessary technical prerequisites at his own expense and,
after due prior notification, provide InLoox with access to his computer equipment.

(c) InLoox may levy additional charges, when the Software is modified, employed outside the environment
provided for or incorrectly operated. It may demand compensation if no defect is found or if it is
incorrectly/insufficiently informed of a fault. The burden of proof lies with the Customer in accordance with
§ 254 German Civil Code (BGB).

(d) If InLoox ultimately refuses to remedy the defect, if it ultimately is unsuccessful or if this is
unreasonable for the Customer, he may withdraw in writing from the contract or correspondingly curtail the
payment and in accordance with § 7 demand damages or reimbursement of expenses.

(e) Insofar as the above has not been otherwise agreed, further liability on the part of InLoox within the
meaning of liability for defects is excluded. In particular, liability for defects does not apply if and to the
extent that the Software is improperly used by the Customer or used in a defective or incompatible
hardware or software environment. The same applies in the event that the Customer undertakes
unauthorised modifications of the Software.

(9) The statute of limitation for claims for defects is one year as of the statutory commencement of the
limitation period.

§ 7 Liability
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The following limitations of liability apply in case of claims for damages of the Customer arising from
liability for defects or from any other reasons:

(1) InLoox is liable for intent and gross negligence in accordance with the statutory provisions. The same
applies to injury of life, body or health as well as to claims arising from warranties or from the German
Product Liability Act (Produkthaftungsgesetz, ProdHaftG).

(2) Moreover, InLoox is only liable for culpably infringing contractual obligations the fulfilment of which
renders a correct execution of the contract possible, and the Customer can always trust on said material
obligations being observed (cardinal obligation). This includes, in particular, the obligation to fulfil a
performance free from defects. In this case InLoox’s liability is limited to the loss or damage foreseeable
upon conclusion of the contract.

(3) A further liability of InLoox is excluded.

(4) Should the liability for damages on the part of InLoox be excluded or reduced, this shall also apply with
regard to personal liability for compensation for damages on the part of its employees, representatives
and persons employed in auxiliary tasks.

(5) The right to contest the charge of contributory negligence remains open to InLoox. It is pointed out to
the Customer that, within the framework of his obligation to exercise diligence, before using the Software
for the first time, he must test whether the installation of the Software might lead to particular interference
with pre-installed software, and that he must further ensure back-up of his data before the first installation
as well as during the course of operations and, in the case of a suspected fault in the Software, that he
implements all additional reasonable measures required for security.

(6) The statute of limitation for claims of the client who is not a consumer is one year as of the statutory
commencement of the limitation period.

(7) The conditions of this paragraph apply mutatis mutandis to component manufacturers of the Software.
§ 8 Software Updates and Upgrades

At the sole discretion of InLoox, users may be provided with updates and upgrades to the Software.
InLoox retains the right to provide upgrades for a fee. Upon installation of an upgrade, users shall not use,
separate or transfer the previous version to a third party separately. Unless InLoox provides other terms
and conditions with an update or upgrade, the terms and conditions of this EULA shall continue to apply.
Users may refuse to accept an update or upgrade. However, upon release of an update or upgrade,
InLoox may have no further obligation to support the previous version.

§ 9 Start and End of the Customer’s Rights

(1) The ownership of the supplied items and the rights in accordance with § 2 and § 3 shall not be
transferred to the Customer until complete payment of the purchase price. Before that, he only has a
preliminary right of use in accordance with the law of obligations, revocable in accordance with § 9 (2).

(2) InLoox shall be entitled to revoke the rights in accordance with § 2 and § 3 for important reasons, in
particular for the reasons specified in § 3 of the General Terms of Business of InLoox or to terminate the
Agreement respectively. An important reason particularly exists if the Customer does not effect the due
payment, if he continues to infringe the obligations under § 2 and § 3 of this Agreement in a substantial
way, despite written reminders, or in the event that a petition of bankruptcy has been filed in respect of the
Customer’s assets.

(3) If the right of use in accordance with § 3 in conjunction with § 2 does not occur or if it should end,
InLoox shall be entitled to demand from the Customer the return of the provided goods or demand a
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written assurance that they have been destroyed and that all copies have been destroyed, along with the
written assurance that this has been effected.

§ 10 Secrecy

(1) The Contracting Parties undertake to treat all objects they receive from the other Contracting Party or
objects they gain knowledge of (e.g. software, documents, information) which are legally protected,
contain business or company secrets or are designated as confidential, confidentially - even beyond the
expiration of the Agreement, unless these objects are publicly known without any infringement of the
obligation of secrecy. The Contracting Parties shall store and save these objects in such a way that any
unauthorised access by third parties is excluded.

(2) The Customer permits access to the subjects of the Agreement only by his personnel or third parties
requiring access in order to perform their assigned tasks. He shall inform these persons about the need
for these objects to be kept confidential.

§ 11 Applicable law, legal venue

The law of the Federal Republic of Germany shall be applicable, excluding the United Nations Convention
on Contracts for the International Sale of Goods. The place of performance and legal venue for all
disputes arising from and in connection with this Agreement shall be the registered office of InLoox GmbH
(Munich, Bavaria) for agreements with business owners (traders). This also applies if the Customer does
not have a general place of jurisdiction in Germany or if his place of residence or usual abode is unknown
at the time the proceedings are brought forth.

§ 12 Safeguarding Clause

If any provision of this Agreement should be or become invalid, such invalidity shall not affect the validity
of the other provisions of this Agreement even if essential provisions are concerned. The Parties agree to
replace the invalid provision by a legally effective regulation which comes as closest to the contractually
stipulated legal and economic intent of the invalid provision and ensures the operability of the Agreement
in the sense of what both Parties had intended. The same shall apply in the event that the Parties have
not discovered a gap in the provisions at the time the Agreement was concluded or if such a gap becomes
known or occurs later. In that case, the Parties shall be obliged to generate a written supplement to the
Agreement in the sense of the aforementioned.

Date: 2013-05-24

InLoox PM license terms

At the time of the installation you have entered a valid license key.

TP For more information about the installation, see Install InLoox PM.

The license key consists of five groups of six alphanumeric characters, each in the following format:
111111-222222-333333-444444-555555.

Your license key is valid as follows:

e for one version of InLoox PM (Personal 7.x/Workgroup 7.x/Enterprise 7.x)
e for a specific number of users and servers
e for an unlimited time
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WARNING Apply the following restrictions:

InLoox PM Personal must not be used as a server.

When the maximum number of named users has been reached, InLoox PM will no longer
function on any user on which it was last installed or started.

The license manager on the terminal server counts the number of active users for whom InLoox
PM has been licensed.

InLoox PM monitors the permissible number of users. The following message is displayed to indicate that
there are too few licenses:

"The maximum number of users has been reached. It is not possible to use InLoox PM.
Please check the license key or ask your system administrator.”

The following procedure makes initially sure that only those active users on which InLoox PM is currently
installed are counted:

—_

4.
5.

On the Outlook Ribbon, click the File tab.
Click InLoox PM Options in the navigation pane.

NOTE |n Outlook 2003/2007click Extras in the InLoox PM Toolbar, then click Options.
Under License key, click License key.

MPORTANT The License key in the options will only be displayed if you have administrator
permissions.

On the InLoox PM master licenses area, choose a license key from the list and click Delete.
Click OK or Apply.

If the error message persists, InLoox PM must be removed from the excess clients or additional licenses
have to be acquired. Please refer to your reseller or the producer for this. You will receive immediately a
license key to license the required number of users for InLoox PM.

207



