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1. General information

In this document you get all necessary information to create your first project successfully. This
includes

- Create a project

- Transfer the print settings from another project (template project)
- Create addresses

- My first collection of reports and minutes

- Printout and eMail of the protocol

All descriptions are valid from software version 3.3. If you have an earlier version, please contact the
hotline (+43 1 478 05 67) to install the latest update.

2. Create project
With a right mouse click on the menu File / New / Project you can create a new project.

Y PRSI FTISHns

“ FILE . EDIT WIEW TOOLS HELP

Mew L Project
" Open Project Ctrl+0 Report collection
Manage central attributes € Report
E[ Exit Report item
{AN) Aktennotiz MNew subreport itern

This opens the following mask:

L4 New project x

Basic project information
Enter all needed information for a new project within a few steps, After that you have the
possibility to create your first protocolls.

_ Project shortname * ‘ZDJ.Q,MO

Project longname *  PROMAN Training

Brief description
Description
-
* Required fields < Back Cancel

Field description:
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- “Project shortname”: enter the short form of the project here (e.g. project number)
- “Project longname”: The project heading is entered here.

The remaining fields are optional.

With the button "Next" you get to the following mask:

New project x
Completing the wizard

The project was created successfully, You can edit project details andfor import
project data from another project.

Edit project details

v f;:opy structure from existing project?

To dose this wizard, dick finish.

* Required fields < Back Cancel

Please select "Copy structure from existing project".

This allows you to easily copy the following elements from an existing project (template project /
sample project):

- logo
- font
- standard text blocks (e.g. opposition deadlines, e-mail text for protocol dispatch)
- whole report collections (e.g. construction meeting, building owner meeting) incl.
o chapter structures
o point status
o print settings

In the following screen you can decide what should be copied. Since it is a copy, you can change all
this data afterwards.

| also recommend these steps if you only have the included example project.
You can also copy these settings and data after you have created a project.

The currently created project is opened automatically. For this purpose, the selection mask for the
"Adopt project structure from existing project" is also opened.
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- o x
S % % PROMANTraining : Project addressbook [ICREEON C R -
|
Projects
Choose project... [~

Project shortname  Project longname
©  sEsPIEL Beispielprojekt
@ oooo template project

complete ©

ht empty

riname

3 x Continue by selecting a project from the toolbox...

User: Reland.Pezei(Log-ID: 2) | Version: 3.3.67 - PROMAN (8584-5CD0-B4DD-5206) & Local mode

Select your source project in the right area. In this example, we use the sample project as a source
for our template data.

In the following mask you can adopt individual areas of the template (e.g. logo only).

| recommend that you use the button "All data without project participants" to transfer all template
data.

In the target project you can then remove or modify unused elements.

No item contents are taken over with this function!
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PROMAN Training : Project addressbook

Template project

Client
Project author
Project address

Header

Lienfeldergasse 12/1 m
1160 Vienna, AUSTRIA

T:+43 147805 67

www.proman.at m

Text

Footer

Mo image data

Text

MAM Training X Ml Toolbox o X
Projects
Copyal b 'O Current project _BEISPIEL -
Copy P (3] Enter textto s¢ Find Clear
Cooy b O Project general data
Project addresses
Col
LA Attributes
Header Company and Employee Functions
Textblocks
Report collections
Coy
2D i Mo mage data
Text
Copy b | 'O
Fei Quick Selection
=3 All data without project partners
Copy all
Cooy b |O Mo image data
Text
Copy b O

=
m Close

2.1. Change Logo

User: Roland.Pezzei(Log-1D: 2) | Version: PROMAN (8584-5CD0-B4DD-5206) & Local mode

If you have taken the data from the example project, you will surely want to change the logo.

Right-click on the project, in this case on "(2019/40) PROMAN Training", then on "Manage project":

PROMAN Phenix

FILE EDIT WIEW TOOLS HELP

Project View

O r x PROMAN Training : Project addressbook

s Refresh project-explorer Main view

Employee view

E (2019/40) PROMAN Tr:

Manage project

Long

(BM) Building Meeting
(CD) Construction Dig
(MR) Monthly Repart
(NT) Mote

(NT-INT) Internal Mot
(PM) Project Meeting
(5C) Safety Chedk

+ Show chapters
Show attachments

Froject rightsmanagement
Project addressbook

Search and Reporting
Manage project attributes
Addressbook synchronization
Copy project structure

Mew project

Mew folder

Delete project

Assign project attributes

Highlight empty
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On this page you have the possibility to change the areas header bar / footer bar / project image. You
could also change the project name.

In the header tab you can load the desired new logo with "Load image". You have to define the
alignment (right, middle or left) and the logo size in mm on the right side.

The changes can be accepted with "save" or "save & close".

PROMAN Training : Project addressbook JEPISCI LRy RR i S gib e

¥  Toolbox n x
» Manage project attributes
Project shortname  number * | 2019/40 Projectcode dient
% Assign project attributes
Project longname * PROMAN Training
. Assodations
Client Select a projectbased company... -
Project author Select a pr sed company... -
Project Address Select a projectbased company... -
4 Desaiption
Brief description
Description
Header Footer Project-Image
Height in mm 335 Print without border
Width in mm 50 %
L] Revert to original size
Alignment
E II' EI E et "
- Load image » Remove Image
s B B: EEEm-=ZEE[==zq6-7;
ik B I U S X' X, A - cab 11 v AN AT M
L g‘..r".;."3..‘4...5‘..5‘\.7.\‘s.w;...—:‘..——‘\.—z.\‘—3..‘74-“'5‘.-'5‘\-g-wm- -
x| e
=
* i |
LIS EEI’ Save 8.close

User: Roland.Pezzei(Log-1D: 2) | Version: 3.3.67 - PROMAN (8384-5CD0-B4DD-5206) ‘ & Local mode

3. Creating Addresses
When creating addresses, you must first decide whether you want to create them

- central, i.e. cross-project, or
- inthe project

If you create the addresses centrally, they can be used for several projects.

3.1. Creating Addresses Centrally
The central address management can be accessed under tool / show central address book:
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PROMAN Phenix

© FILE EDIT VIEW TOOLS  HELP

Project View

Show central addressbook

o Refresh

B (2015/40) PROMAN T

SETngs:

Central layout manager

Lienfeldergasse 12/1
1160 Vienna, AUSTRIA
T:+43 147805 67
www.proman.at

Employee view

: Laptop-Mode Lo
B (2019/40) PROMAN
{BM) Building Meetin Project & Report Export
{CD) Construction C Project & Report Import
(MR} Manthly Repor _ .
Administration
(NT) Mote
{NT-INT) Internal i Search and Reporting
(PM] Project Meeting
n n .
Then another tab "Central Address Book" opens:
- a x
(= I 4 PROMAN Training : Project addressbook Central addressbook X ¥ Toolbox r x
=
2
Short Long Address Country City Postcode State| Disabled © createCompany | @) Create Employee
B PROMAN PROMARN Software GmbH Fwinzstrabe 46 AT iien Tis0 e e B EdtCompany P} EditEmployee
Employee  Phone | e-malladdress | Company function | Attributes X Deletecompany X Deletz employes
Short FirstName | Lastname Abbreviation Department | Gender Name Suffix  Title Intern | Disabled 9 Company functions 3 Employee functions
Pezzei Roland Pezzei Male ol
Support Support Unknown 'y
Titze Rudolf Titze Unknown 'y b4 Manage central atiributes

Addresses can be created with the right mouse button at the desired company or with the buttons in

the toolbox.

Each person must be created in a company.

You have to create a company first. The following mask opens with the button "Create company":
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4 Create Company - o x
X © #dd phonenumber
Type Mumber Comment Is Default
Main v 11431034 ] . x
No image data Drop outlock contact here or dick to insert vCard (*.vcf) from dipboard
Short * new Company
Long * new Company Ltd
Street
Postcode City -
Country Choose country... -
State -
© ~dd e-mail address

Post Box PostBox P.C.

Type E-mail Comment Is Default
Homepage

#{|Main e-m... ~ office@newcompany.com . x
VAT
Secondary site of... Choose company... -
Departments Shortname Longname o Add
% Assign company attributes There are no functions available for this... b4 Manage functions
it £ Short Long s Defauit

Attributes
* Required fields ¢ Switch to central In order to recreate a data entry that already exists in a project and avoid a Close [ Save & dose

duplicates that aren't inked, use the "Addressbock-Synchronization” instead!

All fields which we recommend for the company are marked with red. The remaining fields are useful
if you want to use additional information for companies.

In the field "Short" please enter a generally known short form of the company.

Then use the right mouse button to create a corresponding employee for the newly created company

"Create Employee":

PROMAN Training : Project addressbook m

Short Long
E PROMAN PROMAN Software GmbH
Employes Phone e-mail address Company function Attribut

Short First Name Lastname Abbreviation

Pezzei Roland Pezzei

Support Support

Titze Rudolf Titze

new Compar, - !
Edit Company

Create Employee

paste employee
Delete company

Assign company attributes

- v

~ i+ N

This opens the following mask:
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§.{ Edit employee for company new Company Ltd - O x
x © Add phonenumber
Phone Number Cofment | Is Default
Phone ... ~ +43123423 . x
No image data Drop outlook contact here or dick to insert vCard (*.vcf) from dipboard
Short = Doe ‘/'( Edit longname
FirstName  John
Lastname Doe
Abbreviation
Gender Male -
Title Name Suffix
Title Intern
Department | There are no departments available for this employee! -
@ Add =-mail address
Functions = Fnetonawaiablefor thic-ampl »® Manage functions
Type Cgmment | Is Default
shart Long Is Default Work- ..~ O —
A Project management . x
Attributes ‘3( Assign employee attributes
Attribute Value
* Required fields o Switch to cantral Last modified by: 2 Roland.Pezzei (8:51 PM 12/9/2019) [x] Close |Fu Save &dose

All fields that are to be filled as employees are highlighted in red.

In the field "Short" please enter a generally known short form of the person (e.g. surname). This field
must be unique for each company.

The employee function can be printed directly on the cover page in the participant distribution list.

You can also create companies directly from Outlook using drag & drop e.g. you simply drag the
desired contact into the field "Drop outlook contact here or ...":
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Create employee for company new Company Ltd File Home Send / Receive Folder View Developer Help
« Q= ' New Group m ?Ema\l (% = B
R New Contact G Meetin
ol New 2 DEWEROMECEIONR | poe E,Q 9 | Change | Adtions | Shai
Contact (i New ltems - 01 Mare ™ View~ - -
No image data Drop outiock contact here or dick to insert vCard (%.vef) from cipboard e Delete | Communicate | Current View
<
4 My Contacts Search Contacts_Schulung
= = 3
Short R name — —— = Aichberger. Andreas P
A | Weizer Strabe 4 Li
Frsthame o | 8200 Gleisdart 1
Lastname Business: +43 3112... Bl
T C Email: a.aichber... E
Gender Unknown - o Busch & Czerny, Ingenieurbiir... P
E St. Peter Hauptstrabe 100 Li
Title Mame Suffix 3010 Graz 1
F . -
e Business: 43 3166... L]
G
Department | There are no departments available for this employee! - Busch, Rudolf
H St. Peter HauptstraBe 100
Functions | Add function... ~ % Manage functions : 3010 Graz
Ty . .
short Lang Is Default , | Business: 43 3166,
Email: busch@b...
John
siness: +431234 ...
M Email: john.doe..
N Firma, Test ohne
op | Business: ~43
Attributes 94 Assign employes atiributes PROMAN _Schulung N Email: test@prm...
Attribute Value 2 Holzer BaugesmbH
Weizer Strage 4
s | 8200 Gleisdorf
B Business: +43 (0] 31...
U Mustermann, Max
Lienfeldergasse 12/1
1160 Wien
- N X T X Business: +431478..
Required fields & Switch to central Last modified by: - (8:54 PM 12/3/2019) [x] e i
¢ LEmak  musterma.. |

With this method you can create companies as well as employees.

You can also synchronize the complete Outlook address book. Further information can be found in
the training documents or if you call the hotline.

3.2. Use addresses in the project

centrally created addresses can be activated in the project using drag & drop. To do this, go back to
the "Project Address Book" tab and drag the desired address from the lower left "Central Address
Book" window into the “Project Address Book” window:
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PROMAN Phenix

¢ FILE EDIT VIEW TOOLS HELP

Project View O3 x PROMAN Training : Project addressbook Central addressbook

(s Refresh project-explorer Main view  Employee view

= (2019/40) FROMAN Training
Bl (2019/40) PROMAN Training
(BM) Building Meeting

(CD) Construction Diary
(MR) Monthly Report

(NT) Note

(NT-INT) Internal Mote
(PM) Project Meeting

(5C) Safety Chedk

Short Long

+| Show chapters Show complete ¢
Show attachments Highlight empty

Order reports descending

Item sorting:
® By chapter By itemcode By shortname

4

Central addressbook

Short Long
PROMAN PROMAN Sn

= new Company new Compa...
Short First Name

Dioe John Doe

Alternatively, you can do this with the right mouse button:

1 [ 2
Central addressbook 0O & X
e

Shart Long
FPROMAMN PROMAN So...
FrrEwCompaTTy TEw Comp

Short First Mame Lastname

Doe : )

Add to project

4. Rename Report Collection
In this example, we have copied all report collections from the sample project.

If the names are not suitable for your project you can rename or delete them.

To rename, simply right-click on the desired report collection and select "Manage report collection":
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new Company

(BM) Building Meetj
(CD) Construction

Manage report collection

{MR) Monthly Rep
(MT) Mote

(NT-INT) Internal |
(PM] Project Meeti
(5C) Safety Check

HEHBEHEHHBH

Edit next agenda

Mew report

Manage report-codes
Manage chapters

Manage textblock termnplates

Delete report collection

In my case | want to change the "Building Meeting" to "Building Jour Fix":

PROMAN Training : Project addressbook

Central addressbook

BM: Report collection manager X

Hide collection

Collection shortname  BM

Collection longname  Building Jour Fix

Collection title Jour Fix
Description
Document path 0:\schulung\Schulung\Beispielprojekty
Document number  2019/40/BM/001

# Endless protocol
Protocoltype

Memo

Print language German

~ Link default settings to last Report, i.e. changes in the |ast report for textblocks, documentnames, email- and agenda-settings wil be saved automatically to this report collection.

~  Toobox

Sorting Number oz

Folder PROMAN Training

Edit default document number

%

Enter textto s« +

Find Clear

Setting names

4 Report collection settings

Common
Header
Footer
Project image

4 Cover settings

Comman
Partidpant / Mailing

4 Report content settings

Common settings
Chapter and report item
Textblocks &Next meeting

4 Reportitem settings

Comman

Copy collection settings

Projects
Choose project...

Report collections

Choose report collection...

]

Copy settings and save

Close

Save

mﬂ.mn

For this | can enter the desired new name in the field "Collection longname ".

5. My first report (Mi

nutes)

Save & dose

In the desired report collection, please click the right mouse button and select "New report":
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= (2019/40) PROMAN Training

= (2019/40) PROMAM Training

. _

{CD}C: Manage report collection

{MR) M Edit next agenda

(NT) Ne MNew report

{NT-INT

(PM) Pr Manage report-codes

(5C) 52 Manage chapters

e Manage textblock templates
Show &

Delete report collection

Lienfeldergasse 12/1
1160 Vienna, AUSTRIA

T:+43 147805 67
WWWw.proman.at

Short

new Compan

COrder reporsoescenamng

In the following mask please confirm the creation of the new report with "Save & Close". The new

report editor then opens:

PROMAN Training : Project addressbook  Central addressbook | (BM) Report 001: Report editor X |
T T

PROMAN Training

Jour Fix
Building Jour Fix No.: 001

PRO

MAN

Date of Issue: 09.12.2019 Project-no.: 2019/4

Date of Meeting: | 09.12.2019 Doc.-no 2019/40/BM/00)
s
sl

Participants / Distributors

Name (w/o Title) Function Gompary present  Distr temp.

The period within which objections may b raised to this Protocol shall be 4 working days from the date of service
Ifthis period expires without objection or opposition, the minutes shall be deemed to have been accepted

Next Meeting: Number: 002
Date 16.12.2019

ttem Subject

cr Responside Deadline

O

Toolbox L
[+] Create new report item
@  Create new reportitem and open detail
[+] Import report items
[+] Load report items
B Send e-mail
= Print report (Print-Preview)
43 Print report as pdf
4@ Print repart as rtf
=] Print report as xlsx
=] Prepare for meeting
e} Open agenda for this report
e} Open agenda for following report
% Manage report
= Manage chapters
Manage participants
= Manage textblock templates
Zoom factor

_——_— 3

Collapse history -

x|

x| cime

The mask makes it possible to edit the data directly. For example, if you move the mouse button over
the “Date of Meeting” field, this field will be bordered in blue. If you click on it with the left mouse

button, you can also edit this field.

Further control data are displayed in blue in addition to the protocol content (e.g. the X on the right

is for deleting leader / author).

On the far right you have a toolbox with further useful functions.

If | want to put our Mr. Doe as a leader, | can simply drag & drop this person into the leader field:
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{NT) Mote

(NT-INT) Internal Note
{PM) Project Meeting
(5C) Safety Check

+ Show chapters
Show attachments

Order reports descending
Item sorting:
# By chapter By itemcode
]
Project addressbook
Search ...
Main view Employee view

Groups
All project partners

Show complete ¢

Highlight empty

By shortname
»

o x

Lienfeldergasse 12/1
1160 Vienna, AUSTRIA
T:+43 147805 67
WWWw.proman.at

]
PROMAN Training
Jour Fix
Building Jour Fix No.: 001
Date of Issue: 09.12.2018 Project-no. 2019/40
Date of Meeting:  09.12.2019 Doc.-no 2019/40/BM/001

Participants / Distributors:

Name (wio Title) Function

Al partidpants Phone mobil present Distr. temp
All project partners '““Pi:k filter...
Employees which objections may be raised to this Protocol shall be 4 working days from the date of service.
Company .. &  Employee s a | Employes Fu period expires without objection or opposition, the minutes shall be deemed to have been accepted.
new Company | Doe () BT Next Meeting: Mumber: 002
Date 16.12.2019
or as participant and distributor.
PROMAN Training
Jour Fix
Building Jour Fix No.: 001
Date of Issue: 09.12.2019 Project-no.: 2019/40
Date of Meeting:  09.12.2019 Doc.-no.: 2019/40/BM/001 .
Chairman: Doe
Participants / Distributors:
Mame (wio Title) Function Company Phonemaobil present Distr. temp.
Doe PM new Company +431234 22 Ld Ld Q
Pezzei PROMAN +43 14780567 ® [ ]
=0

In the participant distribution list, you can change the status for present, distribution list (Distr.) or
present temporarily (temp.) simply by clicking on the bead. With the blue hand (far right) you can

change the position of the person. You can correct the personal data with the pen (e.g. function,
telephone number, etc.)
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5.1. Create and edit report items
In the same mask you can also edit the report items below the cover sheet.

In our example there are already chapters. These were taken from the example project.

Of course, these can be changed or deleted. There is a "Edit chapter" button in the toolbox for this
purpose.

A report item can be created in the chapter “general” using "+" at the right margin of the chapter
heading.

Participants / Distributors:

Mame (wio Title) Function Comparny Phaone mobil present Distr. temp.
Doe P new Company +431234 23 L] ® e}
Pezzei PROMAN +43 14780567 LJ [ O

#O
The period within which objections may be raised to this Protocol shall be £ working days from the date of service.

Ifthis period expires without objection or opposition, the minutes shall be deemed to have been accepted.

Next Meeting: Number: 002
Date: 16.12 2019

Item Subject cr Responsible Deadline

]

The report item heading, called item short, and report item content can be opened with a left mouse
click:

01 General information

£001.001 |
#001/09.12.2019 —1

heading / item short open

F=

4
Il
1+
Il

-
B i i= = %— -
- = 5

|
41

-

4
: 3
4l

B
B B I US X X, A -

I'E'I'-'|'2'I'z"|'4'|'5'|'6'|'?'|'5'|'ﬁ

Statuses:
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Dpen n Frrm Fartnr
DauerIinfo_Standard permanent Info Will be taken to the next report L
erledigt_Standard completed Wil not be taken to the next report
inbearbeitung_Standard in progress Will be taken to the next report. [
Info_Standard one time info Will not be taken to the next repart. r
—+ offen_Standard open Wil be taken to the next report {
storniert_Standard canceled Will not be taken to the next repart.
Wiedervorlage_Standard Resubmission Wil be added at the defined date to a repartin the future.
zurtickgestellt_Standard deferred until Will be added at the defined date to a report in the future,

This list of statuses can be implemented as desired in the report collection.
The status also determines whether a report item is included in the next report.

According to the description, an open task is taken to the next report. On the other hand, a
completed task is printed in the current report, but is not included in the next report.

Use this feature to structure your report so you don’t have to painstakingly delete points as in Word.

You can put a person in charge by dragging the desired person into the report item:

® By chapter By itemcode By shortname

4 »
Project addressbook O r X Item Subject cr Resp
Search ... =
Main view = Employee view 01 General information
Groups #001.001 heading / item short

All project partners #001/08.12.2019

All particpants

All project partners = | Pick filter. ..

Employees

Company ... « Employees.. & Emplayee Fu...
new Company Doe (PM]) Proj
PROMAN Pezzei

Then you can also set a completion date by clicking on the date field to the right of the currently
displayed person:

e
pompleted to be - &5
Eegin target =
Begin actual -
Completed is -
Show date .
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More report items can be created with the small or large plus below the item:

01 General information
#001.001 heading / item short open
#001/09.12.2019 item content Doe 30012020 7,
Mo text set

Mo mentary for this item

]

n1 n4 Qafabr and cearurihr

The small plus symbol creates another sub report item. The big plus icon creates a new report item in
the same chapter.

5.2. Pictures and attachments
Images and attachments can also be inserted into the report item using drag & drop:

Using drag & drop, images and attachments can simply be dragged into the desired item:

The period within which objections may be raised to this Protocol shall be 4 working days from the date of service. Ser
If this period expires without objection or opposition, the minutes shall be deemed to have been accepted.
= Print repor:
Next Meeting: Number: 002 2
Py
Date:  16.12.2019 a LA5H
@ Printn
E| Printre
|
I ] Prepare
| 5 | Collection_Ablage
Item Subject cr Responsible
Home Share View
- = &« v P <« PezzeiRoland > FotoDok > Collection_Ablage
01 General information
A
#001.001 heading / item short

#001/09.12.2019 item content

01.01 Safety and security
01.02 Aauthorisations MG TRg
02 Planning
03 Local construction supervision
04 Supervision
o
05 Building construction -

A

These images can then be further edited with the pen:
Pagel8]|24



PROMAN Software GmbH

Software for Project Management
and construction project management
office@proman.at

Lienfeldergasse 12/1
1160 Vienna, AUSTRIA
T:+43 147805 67
www.proman.at

01 General information
#001.001 heading / item short open
#001/09.12.2019
Doe 30012020 %, 73

e.g. to highlight damage.

There is no limit to the number of images per point.

If you want to insert a plan, for example, you can simply copy the desired image section from a DWG
or PDF plan file using the Windows tool "Snipping Tool" and paste it with the insert button (far right

in the image).

#001.001 heading / item short
#001/09.12.2019
item content

open

30.01.2020 7, "4

n101 Safetv and securitv

@O
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A pin can be placed directly with the pen at the desired position.

Similarly, PDF documents can also be added to the report. A legend of the attachments can be
created automatically.

The PDF documents are automatically added to the PDF file according to the report and are stamped
with the corresponding report item number, e.g.

We have added the following attachments to the point:
#001.001 heading / item short open

#001/09.12.2019
Doe 30.01.2020

item content

PR G, =
— r[‘F‘;Il'-‘m
s i -l l A |

Image 2: Image.jpg

Image 1: CIMG4991.jpg

nent W SRR SUNSLE r ARAROR S hic Han
- No co entary 1or tnis e

A Attribntecs Ny attribiitec scscinned

Documents: 001.001/1 Residential complex.pdf

This PDF is attached after the protocol and stamped with the point number 001.001 in yellow:

PROMAN X License: 000AT PROMAN 201/ 40/BMMD01 Page:2/2

U 001.001M1
| | | [ Janusar | Fabnsr Wiz g | Fdai Juni | ) | fnus
Crawer Anfarg Erwie: ifefafals a[v e[ wia[aas 67 s [a0]a [z (73] a8 [&s [26 & [ 20 [# a0 51 [a2
15Tage? Mo 130400 Froi1.05.00 WWE-Fassade |
15 Tage? | Mo 130408 Fr01.05.00 WWS-Fossade Horseite
10Tage? | Moi30408| Fr240408 Dammung + Esirich ||

Page20]|24



PROMAN Software GmbH Lienfeldergasse 12/1
Software for Project Management 1160 Vienna, AUSTRIA

and construction project management T:+43 147805 67
office@proman.at www.proman.at

6. Print report (PDF)
When your report is finished, you can simply create a PDF using "Print report as pdf":

PROMAN Training : Project addressbook  Central addressbook ¥ Toolbox 3 x
o Create new report item
° Create new report item and open detail
tem Subject cr Responsitle Deadline © dmpoct repoct itema
[+] Load report items
01 General information
£001.001 heading / item short open Send e-mail
#001/09.12.2019 —— L 2001200 £ % =] Print report (Print-Preview) e
ﬂ?@ Print report as pdf |
N @ Print report as rtf
= Print report as xlsx
I:'a Prepare for meeting
Eg Open agenda for this report
Eg Open agenda for following report
G2 Manage report

Alternatively, you can send the reports by e-mail. More details can be found in the following chapter.

7. Print out the report and send it to the distribution list as an e-mail
With the function "Send e-mail" the following is automatically carried out:

- PDF output with attachments

- Standard subject and text for your email

- Distribution list automatically filled according to the distribution list

- The finished e-mail will be opened automatically in your e-mail client (e.g. Outlook) to check
it before you can send it.

The first step for this is the function "Send e-mail":

PROMAN Training : Project addressbook  Central addressbook

Ml Toolbox X x

[+] Create new report item
° Create new report item and open detail
Item Subject cr Responsite Deadline (+] Import report items
° Load report items
01 General information
£001.001 heading / item short open = Send e-mai l
#001/09.12.2019 e S T = Print report (Print-Previen)
l@ Print report as pdf |
@ Print report as rtf
= Print report as xisx
=] Prepare for meeting
Bo Open agenda for this report
50} Open agenda for following report
'x Manage report
‘a;—_ Manage chapters
Image 2: Image.jpg LA Manage participants
&= Manage textblock templates
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Subject as well as e-mail text will be loaded with the predefined settings and text:

4 send e-mail - Report: BM//001 - 0O x

Project shortname Report collection short name | BM Report code 001

Meeting date Subject
Pdf save option Temporary ® Save as Filepath ' O:\Schulung\schulung\Beispielprojekt|2019_40_BM_001

Textpreview

® Use textblocks Use freetext

E-mail subject Projekt: PROMAN Training, Sitzung: Building Jour Fix, Nr. 001 vom 09.12.2019 Edit default subject

Dear Project Members,
attached you can find the minutes of the meeting no. 001 of 09.12.2019.

The next meeting will take place on 16.12.2015.

Best Regards

& E-mail text

Default e-mail textblocks Available e-mail textblocks
email-Bericht email-Bericht
email-Agenda

Manage textblock templates
2 Distributor 0 » Attachments B  dose >3 Open e-mail <] Direct send
The subject is created using macro fields ("Edit default subject" function). For example, the session
date and session number can be filled automatically.
The same applies to the e-mail text.

The software checks if all persons in the distribution list also have an e-mail address.

Distributor o |6,9 Attachments [x] Close <N Open e-mail (] Direct send

In this case you will see the following symbol o on the distributor list, i.e. one or more persons do
not have an email address. If you click on the button, this data can still be corrected temporarily.

j=

If attachments have been moved or deleted, you will also be informed and have the possibility to
correct them before sending.

With the button "Open e-mail" the PDF file of the protocol is created, stored and the e-mail is filled
with all data.

Page22]|24



PROMAN Software GmbH Lienfeldergasse 12/1

Software for Project Management 1160 Vienna, AUSTRIA
and construction project management T:+43 147805 67
office@proman.at www.proman.at
"f} O Projekt PROMAN Training, Sitzung: Buildin
File Message Insert Options Format Text Review Developer
abc — ) [‘5\ () /
> EE = A) & ax A%
Spelling & Thesaurus Word Read Check Smmart Translate Language
Grammar Count Aloud | Accessibility | Lookup = =
Proofing Speech Accessibility Insights Language

From * roland.pezzei@proman.at

E Tou. john.doe@newcompany.com
Send
L
Bec...
Subject Projekt: PROMARN Training, Sitzung: Building Jour Fix, Mr. 001 vom 09,12.2019

~ 2019_40_BM_001.pdf

Aftached FOF | 977 KB

Dear Project Members,
attached you can find the minutes of the meeting no. 001 of 05.12.2015.

The next meeting will take place on 16.12.2019.

Best Regards

Roland Pezzei

PROMAN Software GrnbH

8. Further functions
The application also supports many other functions:

- Search and reporting to find or to print out sub-areas of protocols
- Agenda and invitation

- Prepare meeting with your own comments for each item

- Live logging with beamer view

- Import points from external cross-referenced sessions
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9. Layout and print settings
Further information on the possible layouts and print settings can be found directly in the training
documents of your version:

https://www.proman.at/proman x releases/currentversion/

If you have any questions, our team at the hotline will be happy to answer them:

support@proman.at

International or AT +43 1 478 05 67
from Germany 0800 589 0129
We are happy to support you.

Your PROMAN Team
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