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PRO
Terms and data structures MAN

* You can create and manage different projects
* Projects can contain different report collections

» These report collections represent the meeting groups (e.g. construction meeting,
client meeting, project meeting, jour fixe, memo,...).

* In the report collection you can find the reports (meetings). On this level you find
the report items

= Aktualisiers Projekt-Explorer

Report collection
4 Beispielprojekt
4 Beispielprojekt /

4 (BAUB) Baubesprechung OBA
. +—————reports

{001,001 Sicherheitsschul.., |
001.002 Genehmigung U...
001.003 Bescheide
001.004 Planlieferung /Pl...

001.005 Planver teilung
001.008 Bauablauf
001.007 Bauzaun
» 002
» 003 Bauablauf
+ (PROJ) Projektbesprechung
¢ (AN-Int) Aktennatiz - Intern

Report items

1. Menu control and masks %

When PROMAN X is Started, the nopen £4 Open Project »
. "oy | i Favorites ]
project" dialog opens. You can open a : —

| -
project by double-clicking on it. With (3) [ foesm) semperaeie 2
you can search for a specific project.
You can mark your important projects
with the favorite star (2). If checked,
only the favorites are displayed.

To show all again, please click on the
favorite star (1)

Load projects drectly on applcation startup?

(/] (] Clase
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1.1 menu control and masks

You can control the application
using :

- Right Mouse
- Upper menu items
- tool kit

and select the desired function

B 001 8/21/2016
002 8/27/2016
B 003 wirdnochb
£ (BT) Bautagebuch

Manage report collection

Edit next agenda
INew report

Manage repart-cades

& (PROJ) Projektbes
() (SGeKo) Baubege!

Manage chapters
Manage textblock templates

Delete report collection

ALE EDT VIEW TOOLS HELP

BS  roe
< Folder

Report collection

£ [BAUS) Baubesprechung 08A
B 001 8212016
002 8/27/2016
B1 003 wrd noch bekarnit gegeben

w  Employee view

Manage report collection
Edit Agenda

Manage report-codes
Manage chapters

Manage textblack templates

Delete report collection

(BT) Boutagebuch B @S
{P8) Monatsbericht B ERLAUCH
£ (PROJ) Projetbesprechung [ PACES
(SGe¥o) Baubegehung CEN
- [Fostox O
©  CrsteCompany L
Edtc Edt

e a t Company 3|
X Remove Compn X R
XK comanyfutom |9 Eryloyee finctom
= Mariage sort order
x Mansge project attributes
Printsetting for export
(44 Aitemrotz
@ PO Exgort
-] Companies Export POF
2 Export Excel

1.1 menu control and masks

(1) Project tree with all
report collections and
reports

(2) Address data (central
or in the project,
visible by the

heading)

L]
CETT Ry o

(3)
(4)

project addresses

Toolbox with the most
important functions
of the current mask | == oo
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1.1 menu control and masks

The mask elements
can be repositioned
using drag & drop.

ST o)
o -
! 5
g =

PR O
MAN

If you can't find a window
anymore, you can simply

reset the arrangement to

the original state.

FILE EDIT|] VIEW | TOOLS HELP

Project View Show Project cockpit
- Re Show project panel

Show toolbox

Show jobs

Show Welcome-page

(AN-Int) Ali

1 (RALIR) R

Restore window positions

2. Create project

Refresh project-explorer

B (BEISPIE) Bespelore

Manage project

Delete project

Assign project attributes

» With a right mouse click on a
project you can create a new
project.

* Project short name: This represents

a unique key for this project (e.g.
accounting number) (see 7).
. ]/:rocjj'ect long name: Here you will
in
the project name
(see 2).

« All other fields are optional.

£ New project

Basic projec! information

Enter all needed information for a new project within a few steps. After that you haw

& the

possibiity to create your first protocols

[Project shoriname *

00ad 1

[Project longname ©

model project

Bnef descrption

o= =
Next > Cancel
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2. Create project %

» With the wizard you can make

E4 New project x
the following selections:

« Edit Project Details: In this mask
you can enter and edit all
details such as logo,
description, project code (see 1).

« Copy Structure from existing
project: This takes you directly
to the "Project Template"
screen to transfer data (logo,
report collections, chapters,
texts, etc.) from existing
projects (see 2). * Required ields

Completing the wizard

The project was created successfully. You can edit project details and/for import
project data from another project.

Edit project details 1

Copy structure from existing project] 2

To dlose this wizard, dick finish.

2.1 project general data in printout PR O
Project Vew o a Beispielprojekt m M

e

— Refresh project-explorer Main view Emy
earc BESPRECHUNGSBERICHT
Z (‘BEISPIE')'M,S“_WDH - i Manage project Baubesprechung OBA  No.: 003
(AN) Aktennotiz Project rightsmanagement
(AN-Int) Aktennotiz ~Inteny Project addressbook




10.12.2019

2.2 project logo

« Within the project you can
immediately design your
header and footer bar.

* First choose your logo
(see 1)

+ define the width and height of
your logo in the printout (see
2)

« under alignment you define
the placement of your logo
(see 3)

» A text field can be added in
the text editor

« Deswoon

pe——

2.3 project template

= meremon et

..........

oo o

o}
[ x]

PRO
M A N

—* Enables you to quickly and

easily transfer all esséntial
settln%s and structures from a
"template project" (see 1):
» Header and footer bar
+ Project general data
* project partner
+ Report collections
+ with chapter
+ with distributor
* text blocks
« attributes

» With the button "all data

without project partner” (see

2) you can quickly transfer all
structural data without project
participants.
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PRO
MAN

« Addresses are required for the
« Participants list (cover page)
* Involved (per report items)

» session dates

3. addresses in printout

Participants / Distributors:

pewgant

« chairman
* writer

3.1 central address management

Under Tools -> show central addressbook, you
can access the central address management.

» Enables the cross-project storage of addresses

« Addresses can easily be transferred to the projects

FILE EDNT VIEW TOOLS HELP

Project View Show central addressbook ]

=

Aefred
] (_BEISPIEL) Bespels
[} (_BEISPIEL) Betmpielh
) (AN} Aktermotiz

(=1 (AN-Int) Aldterngtiz

[ (BALE) Baubesprec
(2] (BT) Bautagsbuch
= (PH) Monatshensht Search and
[ (PROY) Projekthesprechung

Bl (SiGakn) Gaubegehung

Companies and their employees can be defined
centrally. This data is used for:

« Participants and distributors of meetings

« Automatic sending of reports with e-mail

« Assignment of involved persons / responsible persons
to points
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3.1 central address management

In the central address

book, you can manage all —~ " e
companies and employees "™ —
in order to assign them to .
the desired projects in the
next step.
£ ]
The settings made here .
apply globally to all £ e
projects by setting a P
standard. e o o0 s
Features of the central P — : E—
admlnlstratlon: e ‘ S ._ M’;‘ :m“ :m _::‘1
« Classic search: Search for = == wwew e o s oo s
companies and persons i e .
(see 7) E Tize Rudalf e ik o
3.1 central address management
Toolbox on top: je— o
« Create, edit and delete = =
Comfanies and employees gl - s
(see 2) - - : =l
« Manage functions for i —— —— : .
companies e e ? |2
and employees (see 3) : ¥ |a
. . e R a e < la
« Attributes can be assignedto .- < |
company employees and = |2 — -
report items (see 4). 3 5 i =
 Excel Import / Export & PDF g
Export / Outlook and Access
Synchronization (see 5) — ——
« Employees can be copied to
another company. This does § T

not delete the existing record.
(see 6)
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3.1 central address management

Toolbox at the bottom:

+ With the button ,show T

disabled records” you can
select whether data records
that have been archived
should be displayed. If the
button is blue, the display of -
archived data is activated. (see ::

/)

+ In addition to the classic
search, the user-defined filter
allows you to refine your
search with a variety of
criteria and to display filtered
address lists.

L
B LELE

. i

e ebEULE A Xxvo

50

3.2 address management: Company LX)
M A N

data

Under Address management central -> Create company

you can create a new company

+ Add the logo of the created
company as jpg, gif or png (see
7)

» Import option from Outlook via
drag&drop: After creating the
company, further employees
can be dragged into this field
for automated creation (see 2).

« Company short- & long name ->
The short name is unique and
can only be assigned once.
(see 3)

Aty

10
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3.2 address management: Company [
M A N

data

Under Address management central -> Create company you

can create a new company.

» Address information (see 4)
In the case of "secondary
location of", this is indicated
on the printout.

« Departments with short and
long name. The department is
assigned via "Add". The
department is displayed for
selection by the relevant
employees. (see 5)

« Attributes can be assigned via
"Manage attributes". (see 6)

1 Edt Company

3.2 address management: Company LX)
M A N

data

» Telephone numbers & e-mail
address of the company ->
suggestions for employees are
generated automatically. The
telephone number and e-mail
address selected as default will
be used for the printout. (see 7)

* Functions with short and long
name. The "Add" button takes
you to the function manager for
company functions, where new
functions can be created. These
are then displayed for selection
in the dropdown menu. (see 8)

« Now click on Save (see 9) to save
the entries.

43 1 4780567

11
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3.3 address management: empyees [X:¥e)
each firm M A N

You can create a new employee under Address Management Central ->
Create Employee.
* Import option from Outlook via — §3 creste empoyes for company PROMAN Softviare Gt

drag&drop (see 1)
* Short - the short name must be

unique and can only be , o e e
assigned once. (see 2)

« Last name, first name (see 3) s 7 %

« Gender / Title (see 4) '

+ Title can be used for the long " 7 |
name. (see 5) This can be L= e g

printed e.g. on the cover sheet
in the distributor.

3.3 address management: Employees [
MAN

each company

You can create a new employee under Address Management
Central -> Create Employee.

* Departments that were previously created = % e
at the associated company can be
selected here. (see 6)

* Functions with short and long name. The 7
"Add" button takes you to the function
manager for the employee functions, in

which new functions can be created. =
These are then displayed for selection in
the dropdown menu. (see 7)

 Attributes By clicking on "Manage

Attributes" you can select and add
available attributes. (see 8)

12
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3.3 Address management: Employees
per company

You can create a new employee under Address Management Central ->

Create Employee. O o

Prone-Wod = +41 [ 4ROMT

» Telephone number & e-mail (see 9) is
used for automatic e-mail dispatch
via the local e-mail client (Outlook,
Lotus Notes, ...). The telephone
number entered in the company is
prefilled by the employee and can .
therefore be adapted quickly. From "
the first and last name, the address
administration automatically
suggests e-mail addresses in
combination with the entered
company e-mail address.

« Now click OK (see 10) to save.

PRO
MAN

3.4 Address management: Advantages of
naming the company with short form

» short

Allows a space-saving printout of the . | ong
company name and person

* best practice srrt
» The short should also enable an =
external company / person to Postcace
recognize the participant. - person

+ Name e.g. Roland Pezzei

Short name Pezzei First name s

PRO
M A N

* Long is entered in the field:

« Company e.g. PROMAN Software GmbH * Surname [ e
Short name PROMAN . title serein
........ e — f :

13
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3.5 Company/employee functions PRO

Functions are often used for the

representation of the functions/works

of the

Companies and employees. il

Create (see 1) and edit the functions is
easily accessible from the
central/project address management

Sortrame - Longrame

The functions can also be used to
search and evaluate:
+ Open tasks, e.g. the electrician,
can be searched.

e Functions are created with short
and long name. (see 2)

» The function can be set per person
by means of a function in the project.

« Functions can be disabled and be
hidden/shown. (see 3)

3.5 Company/employee functions PRO
* Export: Click on Export to open your M

Explorer. After selecting the storage
location, import and export functions

as Excel (See 4)' K Manage company profect functions - O =
iy | K Import - O = e
* Import: select the file to be - —
imported and define the column rie
for short and long form. :
« an Excel with the functions is stored. =~~~ o —

* This is possible centrally as well as
project-related.

« Attributes can be copied from other ot @ o
projects in the project-related
address management. (see 5)

« If you hide disabled functions, they are
not displayed during export. (see 6)

©  remfecon [. Imgort Ranchors Expart Aanctions ln, Coy from progect lo 'uey.—-.ee‘.nw—.] o Clome

14
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3.6 Company/employee attributes

Attributes can be created project-related and centrally for employees,
companies and report items with the toolbox. You can assign them
directly in the Create/Edit Company/Employee screens.

£ Central altribute edior

* Select "New attribute" to go to the —

mask where you can create your = =
attributes. (sée 1) Ao

+ Specify the desired short and long
name. (see 2)

* You can create different types of
attributes: List, Editable list, Inteéger,

Yes/No, etc ... (see 3) TETT
* You can define whether the attribute -
can be assigned to companies and/or ot
employees.”Accordingly, the attribute e
appears in the creatjon and editing e
screens for companies and e 2t et

employees. (see 4)
. g)onfirm your entries with "Add". (see :

3.6 Company/employee attributes

The values of the attributes of

type List, Editable list and List of
key/value pairs can be imported
and exported via Excel. (see 6) '
« Import; Select the file to be imported

and define the column for shortand ... =~ e =i
long form.

+ Export: Click on Export to open your
Explarer. After selectln&the st.orage
loc?tlon an Excel with the attributes
is stored. e

* This is possible centrally as well as
project-related.

« Attributes can be copied from other
projects in the project-related e
address management. (see 7)

« If you hide attributes that have been \
]

deéactivated, they are not displayed
during export. (see 8)

0 nvimnm D [F =) CNCTITm| YT ¢

Lens ns |

®

15
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3.7 Copying employees %
You can copy employees to another company using drag&drop or the

"Copy employees" function in the toolbox. The duplicated data record

will not be deleted.

+ Use the mouse to drag the employee to be Copy ptions
. A Fookox o = @) Pleace select the data you would ke 1o copy.
copied from the central or project-related

address management into the "Copy data
from:" field. (see 1)

Busiess contact data
< Attrbutes 4
/ son:

» Add the target company using drag&drop in . 1 |
the field "Copy to:". e o E=TJos —
(see 2) i 110

+ Click on “do copy" (see 3) to start the query - T —

which data should be copied. (see 4)
+ Confirm your entry with "OK". (see 5)

3.8 User defined filter PRO

A user-defined filter is available both centrally and project-related in mm
the toolbox, which enables you to refine your search according to
further criteria and to display and export the search result.

[+] " Create Empivee n
+ Select your search criteria, e.g. . :
postcode, attribute, department, etc.. X cloee frcans

(see 1)

» Click on "Start custom search" to
activate the search process. (see 2)

*®
H
§
i
i
-3
H

« |f several search criteria have been

[ -8 R
3
2

selected within a category (e.g. SRR :
company), you can determine whether - @ o Q amm s 2
all criteria must be fullfilled or one i o — _
must apply - "Any filter applicable". ] S g o T
(see 3) H

@ Shaow dsaiied races ® e

Q TR J ¢ iy

16
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3.8 User defined filter

« To define a new search, you can reset
the entire filter.
(see 4)

+ You can export your search results as
PDF or Excel. (see 6) ;

* Inthe search result you can also display s
disabled records. These are also filtered,
but not exported. :
(see 6) Q

» To close the custom filter, click Back to

* Company attribute

Start cusinm search

Toolbox. (see 3) - R

Export Excal §ll  Companies Emport PR

=
4 oo i

Shaw daatred records ]

®
* Back o toolbox T

3.9 Excel Export/Import

§

You can export and import
your addresses via Excel
both centrally and project-
related .

Both functions can be
started via the toolbox. (see

1)

« For the export, select the
desired data (column names)
(see 2) and click on "Export
Excel file". (see 3)

]
2 it Comper 3|
x
*

17
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3.9 Excel Export/Import PR O

X Import

* For the import, select the desired
source file using "Open file". (see P
2) e

* The corresponding Excel column
name can be selected for each
field. (see 5)

* For company and employee
telephone numbers, e-mail
addresses and company functions,
required fields can be added and
the type selected. (see 6)

* Click "Import" to start. (see 7)

i PRO
3.10 Import / sync with other programs s

In the central address administration, you can import or sync
the following programs.

i PROMAN Phenix
Under Tools -> Settln%s, you can access the FLE DT VEW TOOLS HEP
Mask to Change the se t|ngs_ Praject View Show okl addriaibiook

Kl sengs o =

Dectare: e trgetsysten, v shach PROMAN Adwesstata wakl be syrovesl nih, Yin o i feskre, s 1o aaed tavges

+ Synchronization options: e
« From PROMAN X to Coor .
e From Outlook to PROMAN X
* From Access to PROMAN X

* Once the settings have been —
made, the imports or e
adjustments can be started
at any time via the toolbox.

18
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- - PRO
4. address management in the project MAN

Under Tool -> Central Address Book

« Company addresses can also only be created in g erous erem

the project. | .
* As a general rule all companies are created in 2 == e

the central address administration. Only if it is
required should you create it in the individual
project.

« Addresses can be transferred to the central
address management.

. - PR O
4. address management in the project EE!Z!]]

The following features ==
are available in the
address managementin |

the project: ‘

* View of the central
address management E3 v e

FILE EDIT VIEW TOOLS HELP

(NERENENE NS i

incl. search function (see ==

1) .

» Project-related addresses
incl. classic
Search function (see 2)

19
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4. address management in the project

* Create and edit companies and
employees (see 3)

» Functions for companies

and manage employees (see 4)

» The order of the project
partners can be defined via e
»~manage sort order”. (see 5)

 Attributes can be assigned to
companies, employees, and
report items.
(see 6)

» Excel Import/Export & PDF Export
(see 7)

» Employees can be copied and
replacéd on a project-by-project -
basis. In both cases, the original
file is retained.
(see 8)

4. address management in the project

« Companies and employees that
have been disabled can be e ——

e —
displayed or hidden for S — _'L e

specific projects. 2=
(se?e E)) T
« The user-defined filter also
allows you to refine your Sts e feae i(em :
search and display filtered - =t
address lists in addition to
the classic search with a
variety of criteria. (see 10)

LirsLLeeLLLE |

20



10.12.2019

4.1 Importing project partners from the
central address management into the

proje ct

Transfer of centrally B3 e

created companiesand I.0 o T o
addresses into your e D 2] e [ b

project Fr—e—T A s e

* In the opened mask you A:“‘n::::“"’“zm s

can select your project

partners from the central
address management and -7
import them into the >

project using drag&drop.

« Company (see 1) L

* Person/Employee i —
(see 2)

4.1 Importing project partners from the
central address management into the
project

Company and employee
data transferred from the
central to the project are R
greyed out except for the

attributes and "secondary

site of" and are provided

K3 Edi projectbased Company

with check boxes (see 1) on : -

the side. This status shows
ou the standard is adopted .
rom the central system. By °
deactivating the
checkboxes, you can change
the data any time. The
change made applies only
to the project. R

A Aasign compuny atwduten

PR O

21
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4.2 Project partners Sorting

In the toolbox of your project address management
you can define the order of the project partners with
the button manage sort order

K3 Manage sort order

 Isvalid for the entire project (e.g. ™

participant lists). o I -
* Moving or clicking on a column x .
redefines sorting. X oyt (K Skt
* You can reset the selected sorting | [ T
to the standard sorting at any X ot
time. N
* The sorting number can be edited = »“—
manually. (see 3) g 0w
2 ExportE

« Employees can also be moved to
the desired position using .
drag&drop. =

4.3 Replacing employees

In the report items and distribution lists of a project, an

Toolkox

employee can be replaced by another project-related e

employee.

« Is valid for the entire project (e.g.

participant lists).
« Enter the person to be replaced in the

“Replace data for:" field (see 1).
« Use the mouse to drag the employee to

Copy dats from

Plaase dragorop an employes here.

be displayed in the report items anhd

distribution lists to the "Copy data from:"
field. (see 2)

+ Click on “Replace employee" (see 3).

22
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4.4 Disable inactive datasets

No longer active people can
be disabled in the project.

Employees can be =F0E

disabled and = . | e

reactivated. (see 1) D

» Data records that
have been archived =~
can be shown or
hidden.

(see 2)

* It is also possible to -z~
disable functions. ™

L

L N NN

e

- B
0 Cresiecompary ) Creite Evpioyee
B Escowsy  §)  EdtEnoloves
x X Aewrve Empiciree
B Corpary onctiom 3 Ervirres Lo,

Vorasge vt e
x Parnage o o
Pattantig for et
0 Mter
a@
a
a

5 report collection

Is a directory for shared information
and contains all reports on a topic.

* meeting groups
* subject areas

You can create a new report

collection by right-clicking on the
project.

 Important points of management of
the report collection are:

* Collection shortname: a unique 1D of I

the collection (see 1)

+ Collection longname: Display in
program (see’2) -

« Document path (optional, but ver i
helpful) (sepe 3) (op y

 Default setting for PDF output,
this path is su% ested when
saving logs in PDF format.

* Print settings are accessible in
section 4 (more detailed
information on slide 13.1).

23
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5.1 Report collection

5] (AN-Inl) Akternotis - Intern

{7 (BaLE) Baubesrechung CBA

=

Holrer B

Busch Zer

T ] M

Copying Print Settings i

All print settings of the report collection

can be easily copied from another report
collection.

In the right toolbox of the report collection
you can select the collection from which
everything should be copied.

With ,Copy settings and save" all print
settings are copied.

Common & Default fonts

Copy wbection setiings

Projects

( BEISPIEL) Bessgseiprojekt
Report collections
{PROJ) Frojekthesorechung

&

Copy settings and save

5.1 report Collection
print settings

Beispielprojekt

asbarges

No.; 003 on 9/3/2016

Hide collecbon

Collection shortname  BALE ] Sorting Nufrher ?
BESPRECHUNGSRERICHT

Cofiection iangname chung OBA Progaes: BadeVpe

Collection titie BESPRECHUNGSEERICHT 5
Sic Sicherheit
FALIE 001002 Genetumigung Un

Description 001 1 W16
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6. Attributes

« are freely definable keywords
+ can be assigned to any point

+ can optionally be displayed in the printout

PRO
MAN

Example printout

BAUB 002.005 Bauzeitplan
» to highlight important information to the reader /¥ i anehEb gt o Blsemitiatn i
Baubesprechung vor. Zuvor wird er ai
. SpECiﬂC search der OBA abgestimmit.
. . 9/ 5 Vorabzug des Bauzeitplans wurde vor
+ Easy and fast search, e.g. all points concerning Version wird ineinst Woche vertailt.
additional costs
+ Creation of filtered reports, e.g. decision list
K Prosect atintute editoe -
vl < “
| o
. yhihn e L
Tt o iy e s I
- Fy
e A

6.1 Creating Attributes

Accessible via File -> Manage central

attributes or project-related -> Manage

attributes in toolbox)

ootbos
(+] este Compar © et Enpioyes
o Edt Company by |
x Remorve Company x
b4 Compary functons W Emcioyes funcons
S Manage sort order
l % Manage project atwtutes
Prrtasttng for export
{A) pictee
& POF Export
8 Comgiarves Export F0F
2 Replace employes L3 Copy Employess
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6.1 Creating Attributes

 Click on "New attribute" to
open the editing mask (see 7). Mo

* Insert the short and long
name (see 2).

+ To assign an attribute to a
report item, it must be of the
t_:?ype list of key/value pairs (see

).

e

 Enter the values of the
key/value pair and click on
"Add list" to add the value (see
4).

« Allows the attribute to be
added to a report item by
clicking the checkbox (see 5).

+ Attributes can be printed in !
short and/or long form (see 6) [E—==="1x

Lee Lw
A,

7. chapter structure

With a right mouse click on Report collection you can
edit your chapter structure (see 7).

 You can edit created chapters simply by clicking on
them, as well as create subchapters with the right
mouse button.

£l (BAUS) Baubesprachung (R4 = Kastherger

Manage report collection ]

PRO
M A N

Edit next agenda

New report

Manage report-codes

Gl (PROT) Projekthasprach

I (seeo) gefung

Manage chapters 1

Manage textblock templates

Delete report collection

+ positioning can be controlled by drag&drop or right

6B Ortliche Bauaufsicht

mouse button

BAUB 002.003

Baustellenausweis
. T02/27.08 2018 Die Betriebsgesellschaft stellt fest, dass Baustel- .
» With new chapter (see 2) you create new chapters / lenausweise erforderlich sind. Diese werden von der OBA

+ With the right mouse button further functions can  /
be reached e.g. move chapters, create subchapters, /
change chapter level.

[ Manage e

£ Manage chapters

oMW WM NN

ausgestellt. Der genaue Ausstellungsablauf fiir die
ejnzelnen Gewerke wird von der OBA noch

H

o

Capy from grepect B
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8. Create reports

Right-click on the report collection to
go to ,new report".

All fields are optional. However, all
that are filled appear on the printout.

 Subject, date, time

* In the Header tab; meetingleader
and author as well as the
meetingplace

* You can also edit the report later by
right-clicking on the report -
»Mmanage report".

* When you create the report, all open
reportiitems are automatically
included in the new report.

No report items are lost, the agenda
is automatically created for you.

FQIl’ further registers see continuation
oils.

Manage report collection

Edit next agenda ¥

Manage report-codes

Mansge chapters i
Manage texthlock templates

Delete report callection 1
v ——

Aoy g 12 participants from | @ Lt epact adtebo

= Tewbloda | MestMeetng | Adwrevason

[ ikt
Bt

[

I 4 Ext domment rumber

8.1 Report General Data Printout

If the fields are not filled in, the following fields automatically slide together, e.g. if the leader is not

filled in, the author moves to the upper line.

Beispielprojekt

BESPRECHUNGSBERICHT
Baubesprechung OBA  No.:| 004

Date of issuer
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8.2 Report: Text blocks

In the textblocks tab, you can insert your

textblocks at different points in the

report. These are automatically
transfered from report to report, but can
be changed report-specifically.

i Repoct manager

Basic data

* In 1, you've got the list of the e

textblocks that are active in the report

» Using drag & drop these can be pulled
to the desired position.

* Editing takes place in the menu
,manage textblock templates" (see 2).

Manage report collection
Edit next agenda

Mew report

Manage report-codes

Manage chapters

Manage texthiock templates

Delete report coliection

8 . 3 Re p O rt: N eXt m e eti ngmm Sitzung: Bei Bedarf +—> Textblocks

On the Next Meeting tab, you can input
your next meeting data.

Next Meeting: Number

DOS

* Mandatory fields: none

i Report manager

* Optional - but important fields: Basic data
* Date (see 1) — |
* Time (see 2)
+ Meetingplace(see 3) o B
* Positon on report: g
* On cover

e End of report
* Don‘t show
* You can design your own next meeting

template,which you can select in the print
template field (see 4)

PRO
M A N

Standard
- =3 »
et i i e
ek
S 1 |
—
e S
2
e untl L
omoany Fughaferberen i
Mertroplace FsC 3
Tan— o
i
[e— E— 4
(=] - § Save B doee
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8.4 8.4 Protocol view

* The protocol view enables

the preview of the reportand = o s—"
the processing of all essential A -
information. e '

* This view does not yet
correspond 100% to the
printout.

Beispielprojekt

BESPRECHUNGSBERICHT
Baubesprechung OBA No. 003

Date offssue 672016 BESPIEL
Date of Mesting:  3W2016 MINFBALBID0Y
Time from 300 AM to 1100 AM Waldher
Fiace GPS-Container
deterred wil 171
Parboipants / Distnbutors
Furon peeset  Dan

- -

. .

- -

- -

- - e

8.4 Protocol view: direct editing mﬂm
* Most fields can be edited oo or s |
directly in the protocol view (e.g. | R T
see 1). v 2 3
* Project participants can simply  ssispieiprojext i
be dragged into the fields. BESPRECHINGSOERICHT =
« Control information is colored =~ ™™ ™™
blue (see 2), from left to right o
« The hand to move the person )
» The pen to edit
« Set as standard distributor (i.e. the o e S —
person is automatically taken o - l:l
along to the next session) e o opl¥m
+ Xto remove the person on the list. .o
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8.5 Protocol view: Participant and
Distribution list

* The distribution list defines
the list of participants who
have attended the meeting

* The desired project
participants can simply be
dra%ged & droEped rom
the left list to the

participant distribution list

(1)
« With the "hand" (2) these

can be pulled to the
desired position

» Columns are defined in the
layout and can be changed.

Baispielprojekt

BESPRECHUNGSBERICHT

8.5.1 Participants / distributor:
extended settings

Click on "Manage participants" in
the toolbox (see 1) or right-click on
the desired report to open the
advanced settings of the
participants /

distribution lists.
(see 2).

OOOO%

Cpen agenda for tha repart

FrIDSHDR
i
g
B
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8.5.2 Participants / distributor: PRO
extended settings M A N|

The administration of the participants consists of three areas:

* Project address book (see 1): Simply drag and drop participants into your
distribution list (see 2) and define their attendance.

« use the toolbox to edit the desired sort order and add involved persons (see 3).

I3 ProMan - 8 x

FILE EDIT WVIEW TODOLS HELP

Propct addresshook 1

Manvew | Em

Sort oeder
|= Sortrgnumbers from project-smplayess
Bl Sortnprumbers from last report

® print sorting

Ut sortng

extended settings

* The project address book contains
the following functions:

» The employee view shows you all
project partners. In the main view,
the project partners are grouped
by company.

* Filter by all project partners or a
specific report collection(see 1).

* A further distinction can be made ™
by filtering by a single report (see
2), e.g. all participants of the old
session.

* In the search field you can also

directly find the desired company
/ person.
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8.5.4 Participants / distributor: PRO
extended settings M A N|

« Distributor: Defines the distribution group of the document. Also used for
automatic e-mail transmission of the report (see 7).

 The attendance can be augmented with ,partially present” or replaced by
"exc%sbed" (%ee 2). For these to be printed, a corresponding print template
must be set.

* The sorting can be changed by drag & drop.

. /(4// E/?/o/oyees with a checkmark are automatically entered in the next session
see 3).

1 2 3
Employee s a Company short Default Function [Distrbutor fPresent 'from 'to Partially present | Excused Represented by | Std.Distributor
[ Aichberg Holzer Bau BM v v
Waldherr GPS PS
Busch Busch & Czerny ET
Keppler Flughafenbetrieb BH v

Ecker Leitner BK v v
Frank Flughafenbetrieb BH
Miller GPS PS
Schnatter GPS PS ¥ v
Hacht Flughaferbetrieb  BH 7
Kastberger Kastberger ET
Rauscher Holzer Bau BM v a8
Mattersberger  Planconsult GP v v 00:01 f

X X X X X X X X X X X X

8.5.5 Participants / distributor: PR O

extended settings M A N|

* The following actions are simplyfied

using the toolbox: 3 e
* Involved persons who, are registered e
as responsible for a report item can S = erse .
be added to the list in their entirety s
(see 1). P
« With one click the status for all e 3

participants can be defined (see 2).

« The sorting can be done from the
project-related address management a8
or from the last report (see 3). g
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8.6 Protocol View: Create and Edit
report item

* Report items can be created with (1) in the desired chapter.

« With (2) subreport items can be created to the desired report item.

« With (3) you can change the chapter of the reportitem.

* With (4) you can paste sic Sicherner [
Pictures or attachments rer————— povs
into the report item rpeen I v R —
from the clipboard
o Die Maststatik ist noch immer ausstandig und in weiterer

Folge auch die Schalungs- und Bewehrungsplane fur die

Mastfundamente.

Die Baugruben fur die Fundamente werden von der Baufir-

ma hergestellt.

3

8.6 Protocol View: Create and Edit

report item

« With a click in the text field, the
current information on the report
item can be entered / edited.

* Involved can be placed on the

GEN Genehmigungen

PRO
M A N

right using drag & drop.
* (1) is an post appointment
* (2) is the main responsible
+ X for deleting the involved person
« With or without target date
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8.6 Protocol View: Create and Edit PRO
report item MAN

* Points can be easily hidden
by clicking the printericon (1) [Fooroa]  secheae

 individual entries from the
history can also be hidden (2)

8.6.1 Reportitem % e PR O

SIC Manage report

Create & Edit =1 MAN

PL Load report items

BAUB 002.002 Bautafel open
I D03.00:
= 002/27.08.2016 Mattersberger 03.09.2016 SIC
B 00303.00.2016 GP iibergibt das Layout in der nachsten Baubesprechung. Das Mattersberger 03.09.2016 R L
Rendering musste neu erstellt werden L8 o
(1 o Delete report tem Y

A report item corresponds to a task / information in a session.

« With a right mouse click (see 7) on the report, you can create a report
item in the report.

» Existing report items can be opened and edited with a right mouse
click (see 2) on the report item or via the protocol view (see 3).
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8.6.1 Extended report item setting

« Mandatory fields: = Te
« Short name (title) '_' g . =

(see 1) j o

 Status (see 2) E

« Optional Fields: I | ; :

* Photos (see 3) .

+ Attachments (see LEme—— =

4) S aE— ————— .

« Involved (see 5) SRR £ kA zainn ommd <] =

o

s o = Oe - Camp peg. i - m— E

= i

=)

8.6.1 Extended report item settings

+ Report item Text can be entered in the text field:
» Formatting (see 1)
* Spell check inline (see 2)

« Involved persons can be added to the report item using drag & drop (see 3).

PR O
M A N

« In addition, you can set the following for each already selected involved person (picture

below): P*ofnmmbwv- o8 x Content | Comment  Free text
- e ~2+: @ & - = % | sion Germen ~ 1
* Main responsible |~ $ B [ U5 XXA-C % - . M (1 Crapeiegend | skt .
I prosect partners Beioriirzeg O I G Y LR T
(see 4) A =
2
+ Completed to be Rt -
Emgloyees.
(see 5) Cmmamry o= | Evpopens._ = |Eeploree
Ade Bau Alle Bau -
« Completed is e
(see 6) S 4 5 6 7
Flughaferbe... Frank (B+) Bauh.
. Fughafenbe . Hachl {BH) Bauh Company  Shortname -De»‘m.n.‘umbwlb‘.a’mewé‘e Cocvderedmbel:mm'mdn]mu |r~m=mm== Print function | Begn target | Begnactsadl  Reminder
* Post appointment | rowese. me @i Mpcscras
GPS Muller {PS) Proje.
(see 7) = e )
- @
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i i PR O
8.6.1 Extended report item settings MAN

- can be defined in the print settings of the R
report collection "

) .

* Same as in report item R o
» Person / Company / Function B
» Shortname / Longname

ATTENTION: when printing, there is a limited
space, i.e. do not print too much e.g. company e

& person & function with longname is not

possible!

Company Shortname  « Default Function Main responsible | Completed to be | Completedis Postapp
Busch & Cze... Busch ET 9/23/2019
Holzer Bau Rauscher BM 10/9/2016

Print company  Print employee " Print function Begin target  Begin actual Reminder
v x
v x

8.6.1 Advanced =
report item settings w

el bl
Code S | e | - - o
o e / "
Statuy // LY
et // . . . . .
/ Here you can define which historical report items
/ . .
: / are to be printed. This number cannot be greater
o = - | than the generally defined default.
waprfaois The number of printed historical report items
s T, - can be generally defined in the report collection.
s i 1 3 T | \

Carvers T 1 \

g : m = = q ¥ A & \

B B I U 5 X' N A - cebnig e A - Common settings \

B T L e e e Sto ek e o cver 7 e e

+ Print report items with content or deviant involved per: only
1f permanent info, print last item only
Print settings l
3 :’ e o e e e ) e Print items Only the last - =

+ only if report item contains content ]
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8.7 Protocol View: report item Status

* deferred to (or resubmitted)

* Reminder function: The item in the current
session is printed out once, then hidden

* one-time info
+ Printed only in the current report

* Permanent Info until the specified date.

+ applies to all reports until deletion
+ Text can be changed per report

PR O
M A N

* Your own status: you can easily create
your own status in the report

* open
P management, for example:
* In progress « Decision, CRQ
* Closed on - Open in the colours (red, orange, green) ...
* canceled
¥001.002 Genehmigung Umsetzen Masten open B
#001/8/2172016 Im Baufeld befinden sich zwei Masten. Die Genehmigung AN project ET:;_;WN :J:::.. te
fiir das Umsetzen der Masten durch die OZB erfolgt frih- compieted
estens ab 22.9.2016. n nr:::“
_— Viedervorlage_Standard ::::uw ::::::e:’:r'::v::zf::mmxnu-=mu=
Die Maststatik ist noch immer ausstandig und in weiterer “ nuriigestelt_Standard caterred umml Wil be added at the defined date to a report i the future.
Folge auch die Schalungs- und Bewehrungsplane fir die SR
Mastfundamente,
Die Baugruben fur die Fundamente werden von der Baufir-
ma hergestellt.
8.8 Protocol view:
.8 Protocol view: PRO
Pictures and attachments
* Images can be placed above e

or below the text using drag
& drop.

« With (1) the position of the
image can be changed.

« With (2) the image can be
further edited (cut, mark,..).

« PDF attachments can be

8\ Vs gy ——trr

g1/, s Vi
t@ 0
b, o

Yl R.01

9. — G

forr

2 1

added to the report item i =mmm———
using drag&drop. imaplidone

mentan
Dokumente sbrufbar (Gber Anwahl Dafument)

deferreduntil 11/7/2016

. X
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8.8.1 Advanced Settings: PRO
pictures MA NI

 Images can simply be dragged and dropped
into the respective image fields (see 1). 2 e

* They can be placed both before and after
the text.

* Further settings can be made via "Manage

report item images" in the toolbox (see 2).

« The images are automatically stored in the | rassi T [
database. The size is reduced in order to - ! i’ :
achieve an optimal Memory & Quality ratio. | — '

Manage report item images 2 I

Assign report item attributes

Show beamer preview

(=

E Manage report item documents
X

A

A=

Manage chapters

8.8.1 Advanced Settings: pictures %

Via "Manage images" you determine ¢ to select the desired storage location or
+ the width of the photo in the printout load images from the clipboard (see 2).
(see 1): * You can insert two images next to each
« like text block other.
« from text to right pagestop ~ « Title of the image (see 3)
* entire page width ——_—

003.002/003/2 D03.002/003/3

x
=
i Load from fie
B

Froem chpboard
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. . Crop Image 9
8.8.1 Advanced Settings:|« - -
M PantngTo0ls
plctu reS lnsertTe)-(t A 3
* In the tab ,Imageeditior" (see 7) you can
quickly and easily adapt your photos and | = settext
plans: 2
+ Cutting (see 2) R @ oo m
+ Insert text and shapes (see 3) a Q@ Em
+ Set markers with drag&drop (see 4) o Undo
» Undo all changes (see 5) e
With this feature, you can directly highlight |~ . 4
relevant image sections, plans, positions, tee
defects, before-and-after statistics much KR
more visually.
F Remove marker
L2} Revert to orignal mage  § |

8.8.1 Advanced Settings: pictures

003.002 Mangelerfassung

Als Beispiel fur die Erfassung von Mangel mit dem integri- Aichberg
erten Bildbearbeitungswerkzeug.

open

Image 1: Schaden
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8.8.2 Advanced
Settings: attachments

« Attachments can easily be dragged &
dropped into the field (see 1)

Show calendar

weeks
Do not print item
use as Item-Template

~ Additional item information
Images before content

Images after content

+ Or via "Manage report item

Attachment Attribute name Attribute value
documents" (see 2) further settings T 4 T T g e

can be made

* By ticking the option, the document can be
saved in the database (see 3).

K4 Edt attachment - oE e
+ this version of the document is saved ... Domentande 0030032 Sareg Nmber [0
unchanged in the report! Chenfle  HPROMANIBeieNorpen Ramiste -
Tite Reumiste.xis
= Manage report item images
|E Manage report item documents 2 | S
X Assign report item atiributes
Show beamer previey
m o B e Createdby: test Modfiedby:  test
o
= Manage chapters Creation date: | 4/9/2017 10:34:00 AM Date modified:  4/9/2017 10:34:00 AM
v Stare the documentattachment in the database | 2 = Fie save as
[x] Cancel (] oK

8.8.2 Advanced
Settings: attachments

* Points can be supplemented
with attachments
« PDF are also printed and stamped
with the report item code.

« all others are automatically
included with the e-mail dispatch

'BAUB 003.003

NEU: Beilagen zu Punkten

Bei jedem Punkt kénnen Dokumente oder beliebige
Dateien als Beilagen gespeichert werden. Beim Versen-
den der eMail aus dem Programm oder beim PROMAN--
EXPORT werden diese Dateien mit verschickt.

Unter dem Schalter Beilagen erhalten Sie eine Maske
zum Erfassen von Dokumenten. Dort sind auch die als
Beispiel gespeicherten Dokumente abrufbar

(Uber Anwahl Dokument)

Beilagen: 003.003/2 Raumliste.xls
003.003/3 Wohnhausanlage.pdf

\ Item 003.003/3

From

tednehmer 1 @proman.at; telinehmer 2@firma . at

To.

Bee

Subject Projekt: BAUB OBA, Nr. 004 Vertrieb und Marketing

Beilage 1.xdsx (14 KB|

Altuched % _BEISPIEL Beispielprojekt BAUB 004.pdf (272 kE); @

Sehr geehrte Damen und Herren,

S ETET ey CarA TS EY It CET £ YIS
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8.9 Protocol View: Video Short Training %

* More information about the new reporting mask can be found
in the training video at

http://www.proman.at/tutorials/intuitiv-protokollieren/

AF
W
o
- | Ao\

. - .
e Intuitiv
. i¢@me Protokollieren > d
3 : 18:31

Intuitiv Protokollieren

9.1 Changing report item number| - -«

Manage participant

Edit Agenda

OB
Beispielprojekt : Praject addressbook G
* Change number

Coce * Itis only possible in the selected report

* The report item must have been
created in this report

* Report item number ——
* is consecutive per report thacdk 2Ok

+ Unique for the report
collection

+ Consists of
» Report number
» Report Item number
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9.1 report item number: Structure %

. Chapter / Report number / tem number
* First occurrence of

i tem W __Genel ﬁfﬁ/i/gu;;en

e [tem num ber 0.2[001J002 ] Genehmigung Umsetzen Masten open
001/21.08.2014 Im Baufeld befinden sich zwei Masten, Die Genehmigung fir Alle Projextpartmer
das Umsetzen der Masten durch die OZB erfolgt frihestens
ab 22.9.2014
o Itel N W| I I b e [002] p7.082012] Es wurde ein Vorschlag fir die Kabe Ifiihrung im Mast erar- Busch, Busch & Czemy
beitet. Dieser ist von der Firma Schillingzu Gberprifen

(Koordination durch Herr Busch). Weiters sind die stati-

CO ntl n U e d schen Berechnungen der Fa. Schilling beizubringen
[y /03.09.2014 i ik i sndi i Rauscher, Holzer B 10.09.2014
at fu rth erm eetlngs Die Maststatik ist noch immer ausstadndig und in Bu::h, aruscn &e::z:r:v :

weiterer Folge auch die Schalungs- und

Bewehrungspldne fiir die Mastfundamente.
¢ Re port num be r Die Baugruben fiir die Fundamente werden von der
° Date Of meetlng Baufirma hergestellt.
PROMAN 31 Lenz 101 /BALS/ODD Ssite

9.2 Comments in the report & Meeting 1)
preparaton M A N

. “  003.001 Bewachung open
In the comments you can write = weswe  mie o mgmgia asesecnn o
your notes for the next report B S e
« Comments are not printed , you T
. . Punkt: (diese kénnen nur im Ausdruck Protokol
Can Only prlnt them N the Vorbereitung angezeigt werden)
meeting preparation
4 8 rapert itemm htiey
+: @ E EDO[E[EIT ST s
¥ B I U S X' X, A~ aa =[lan - = A e

manag informationen fur dis nachste Stzung 7u diesem Punit’ (diese konnen nur im Ausdruck Protokoll
Vorbereting angezegt werden)

Compsry Shorine. = DefaitFy | Maeresenstie | Conpleted bbe | Comolete  Sopta Sretemn Pents B B Proot rompary
] Waldherr  PE x
Moo B Rmmcher B . 21072018 - x
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9.2 Comments in the report &
Meeting Preparation

Allows you to create notes for your next report.

Item Subject cr Responsible Deadline

bige Dateien als Beilagen gespeichert werden.
Beim Versenden der eMail aus dem Programm
oder beim PROMAN-EXPORT werden diese
Dateien mit verschickt.

Unter dem Schalter Beilagen erhalten Sie eine
Maske zum Erfassen von Dokumenten. Dort sind
auch die als Beispiel gespeicherten Dokumente
abrufoar

{tiber Anwahl Dokument)

Kommentar: Bei dernachsten Besprechung muss ich folgenden wichtige Punkte
(]

1.
2.

Beilagen: 003.003/2 Raumlistexis
003.003/3 Wohnhausanlage pdf

Space for handwritten Notes

0.2 Genehmigungen

9.3 report item Load&Delete

[ (BAUB) Baubesprechung (BA
B 003

» With the option ,Load
report items” you can
inclued report items from
previous reports

« For example,a report item

K Load report tems

was marked as closed but frs
you need it again in the ,
current report. e

+ ,Delete report item”:

+ Deletes the reportitem from
the current report.

0LD gleted  eredgr
L1007  completed  eredigt Bauzaun

003
v, Edi 2
= Edit report tem
n Mew subreport dem
&

93201

SIC
GEM
n

DOpen report protocoll
Manage report

MNew report item

Load repert items

Import report items

Manage participants
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9.4 report items: attributes

L]

Manage report item images

Manage report item documents

1

Attributes can be managed via the (X

Assign report item attributes

B
%

toolbox in the report item , Assign
report item attributes".
(see 1)

* Choose the desired attribute in
the dropdown menu(see 2)

« Define the value of the attribute
with which the report item is to
be marked.

(see 3)

Edit attributes

Short Lo

Andernger Ircierangan

Show beamer preview

Manage chapters

{Andierungen) Andevungen

9.5 report item: beamer view

You have the option of
presenting your reports live
during meetings. The report
items are displayed
synchronously in a second
mask and can be presented
e.g. on a beamer.

* Images and documents

can be opened with a
double click

aga ange B o~

001004/003/1 | 003.004/003/2

~ 4

g ree
A projectoartn

Man responsble  Compieted tobe  Comgleted s

Regort item bistory

(SGeK) Report ODL: Report e estor

o0

FFoa0HODHE

b [P =N

Fost acpontment Begniwoet B

E S

44



10.12.2019

9.6 import report items from another [H¥e)
report collection or project == [N

Manage report

Report items can be taken
from another project or
report collection.

This can be very practical for

example the continuation of ——————
report items with a reference | v sswin =
to the item source.

Right-click on the report to
open the "Import report
items" function. (see 1)

Select the desired source
project, report collection and
report from which the items
are to be loaded. (see 2)

9.6 import report items from another [
MAN

report collection or project

The search allows you to search for Select the items to be imported

a specific report item title and individually (see 2) or all at once. (see
content. (see 1) 3)
| Bescheid | 1
Selection | Code Report code Status Status text Shortname Chapter Content
001.003 001 open offen Bescheide (GEN) Genehmigungen  Die Bescheide der BH Graz Umgebung er
2 001.003 002 open offen Bescheide (GEN) Genehmigungen  Bescheid Errichtungsbewilligung wurde a
001.003 003 open open Bescheide (GEN) Genehmigungen Bescheid fur die Betriebseinschrankung
| (/] Un-/select all 3
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9.6 import report items from another [¥e)
report collection or project MAN

Individual import options can be defined for the selected report
items:

Import opbons
Apply to history text History text - report item de Assignments New report item status
+ Apply complete item history v Reportitem short name Chapters e sk
| Content text Images
v Project short name 2 One time info
Comment Documents fopeni
Report collection short name ® openi
Free text Attributes dosed
Report code
Meeting date
Old report code

B8 Close =

9.6 import report items from another [&L¥Xe)
report collection or project MAN

You can insert the report items with or without source reference

 Without source reference: report item template with which you always
start new projects

« With source reference: to further discuss the report item in other
sessions.

003.005 Genehmigung Umsetzen Masten open
Taken from Project:, Collection: Busch 9/23/2019
Report No.001 from 21.08.2016, originitem: 001.002 Rauscher 10/9/2016

Im Baufeld befinden sich zwel Masten. Die Genehmigung fir
das Umsetzen der Masten durch die OZB erfolgt frihestens ab
22.9.2016.
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9.7 Report item: Text and involved
Examples

PR O
MAN

1 Planung
1002.001 stilllegung Hydrantenleitung open
002/ 27.08.2014 Herr Mattesberger hat vorab eine mundliche Zusage aber Frank, Flughafenbetrieb
die Stilllegung der das Baufeld q H Plancon: 27102014
erhalten. Eine schriftliche Bestétigung durch die Gemeinde
Feldberg muss abgewartet werden
0c3 / 03.08.2004 Die Stellungnahme der Gemeinde Feldberg ist Frank, Flughafenbetrisb
noch ausstindig Matersberger, Plancon:  27.10.2014
1002.002 Bautafel open
002 / 27.08.2014 Ein Vorabzug des Bautafel-Layouts wird an Baufima und Matersberger, Plancon:  03.09.2014

OBA Ubermittelt.

0.2 001.003
001/ 21082014

o2 / 27.08.2014

Bescheide

Die Bescheide der BH Graz Umgebung ergehenit. Herrn Frank
am 22 8.2014 an die Betriebsgesellschaft. Herr Frank wird

sie sofort an die Projektpartner verteilen.

Bescheid Errichtungsbewilligung wurde am 27 8 2014 von
Herrn Frank verteilt

*  Noch ausstandige Bescheide:

e  Wassemecht

e Betriebseinschrénkung

*  Versetzuen Mast

o Gepackforderanlage

Frank, Flughafenbetded  2208.2014
Frank, Flughafenbetieb  2206.2014

open

003/ 03.09.2014 GP iibergibt das Layout in der nich Bazb Flancan: 003/ (3.09.2014 Bescheid fiir die Betriebssinschrinkung wurde von ok, Flughafencerries
il 2 3
chung. Das Rendering musste neu erstellt werden. der Betriebsgesellschaft am 28.8.2014 an die OBA Hars Sclacinr; 65
2 Ortliche Bat libergeben,
2002.003 Baustellenausweis one time info
002 27.08.2014 Die Betri lischaft stellt fest, dass B Herr Schoatter, GPS 03.08.2014
erforderlich sind. Diese werden von der OBA ausgestelit. Der
genaue Ausstellungsablauf fiir die einzelnen Gewerke wird
von der OBA noch bekanntgegeben.
003/ 03.08.2014 Es werden keine B: 1l ise au = AllaTailnehmar

Die beauftragten Firmen haben stattdessen lau-
fend aktuelle Mitarbeiterlisten an die OBA zu
tibermitteln (Name, Geburtstag, von-bis auf der
Baustelle). Die OBA wird diese Angaben stichpro-
benweise tiberpriifen.

9.8 Invitation & Agenda Function

With the Agenda function, invitations with agenda
data can be created and automatically sent.

The function can be accessed with the right
mouse button on the report collection / "Edit next

agenda".

The agenda of an already generated report can be
reached directly by right-clicking on the desired

report.

[ (AN-nt) Aktennotiz - Interm
[l (BAUB) Baubespr
003 9/3/2015

001 8/21/201¢
(PROJ) Projektbe
(SiGeKo) Baubeg

PR O
M A N

—

Manage report collection

002 8f27j201|  Editnextsgends

New report

Manage report-codes

g

Manage chapters

Manage textblock templates

Delete report collection

{AN-Int) Aktennotiz - Intern
El (BAUB) Baubesprechung OBA

. o] rt protocoll
en report protoco

00z et

001 Manage report

{PRC New report item

LB (SiGe

Load report items
Import report items

Manage participants

Edit Agenda

Manage report item numbers

+/| Show :
Prepare for meeting
Show
Print report (Print-Preview)
+/1 Orde
Print report as pf
Ttem sort
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PRO
MAN

A new tab will then open. The following settings can be made there.
« Name and appointment date

* |nvited with time and comment

9.8 Invitation & Agenda Function

The entered data is automatically copied to the next agenda.

Bispieigr ek : Project addh essbook

~ [ 3 x
Titm Bintadung uggestions.
Auic From last reports
Date 3372 om 00 AM x . :
o #ckd ivvokved persans
Compary Mestrgplsce | GPS-Conta rer
= IR
e trae Furction fom Commment Apply o 2 rvited peoph
chberg ™ x o o0 x
suscher L x
Comment;
.... ] 3 x o
ok B »*
witershergsr = x _
e vg s Sort
o os x = Sortingrumbsers from project-enpkvess

PRO
M A N

In the toolbox you can select which elements should be used to create
the agenda list. After clicking on "Add selected", the agenda is

automatically created in the "Free text" tab. This can then be edited
manually:

9.8 Invitation & Agenda Function

Textbloda: ‘Add report parts as free text:
Textblocks before the list of invited peaple /| Chapter names
Textblocks after the list of invited pecple )
X M e il tussptotis + Repaort items (w/o content)
i + Involved people
| [Frree textbeforelist [ Free tentafterlst | B Textpreview B Add selected items
- & - T ELELT:_—-vEEEEqTﬁ\v = Textblocks® —
B B I U S X' X, A ~ |cabn - 13 A& A2 it o=
(O EON IR BT ST SR R SO B SIS S SO g-|-‘)w\"-|-:;-|-'§\\-4-|-'5-|\'5\\&'7-“(&-
01.01 Security
001.002 Approval Moving masts Busch lopen
Rauscher
01.02 permits
001.003 notifications Frank lopen
GPS

48



10.12.2019

E pas) echung G54
10. Types of output| = e
» Right mouse click on the .
report - select,, print report I "
as PDF". Mool ity
» PDF attachments are % ot repot (Print- Previen)

. oo Print report as pdf
automatically created together

7 Show attady Print report as rtf

with the reportin a file, so no / Orderrepore Pontreportas i
tem sortng: Delete report
attachments are lost. iy

« Send email

From ~ office@proman.at
* reports =
To.. teiinehmer 1@proman.at; teiinehmer2@firma.at
Send
« attachments
BeC..
Subject Projekt: ielprojekt, B gsbericht: BAUB B ng OBA, Nr. 004 Vertrieb und Marketing
Attached | _BEISPIEL BAUB 004.pdf (272 KB); 07 Beilage 1.xlsx (14 KB}

Sehr geehrte Damen und Herren,

Print report (Print-Preview]
Print report as itf

. . | i
10.1 E-mail: dispatch = =o e

¥ Drder reporty
Delete report

Right-click on the report and e | e
select Send e-mail (see 1). oo | |

* Choose between "Use text
blocksll Or ||Free teXt'l (See 2)- Pt - N Tt oA e n
With predefined text blocks you e -t e

Print report as xls ‘

W0 BALB_003

save time when sending! e 2 ==
» The subject is filled - s
automatica”y, if desired - Select anbei das Protokoll der Sitzung Nr. 003 vom 9/3/2016.
the format for "Edit standard M Freveihen oo ‘
subject" once (see 3).
« When using text blocks, a
preview of the final text is o —

created (see 4).

I=
g
¥
-]
®

&ftachmerts

Mariage mxiiock ie=plates

B Ooe B Opsnemsl B Ovectoend
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10.1 E-mail: dispatch RIRIO)
« The reportis o  —
automatically attached
to the e-mail. e

* You can manage = T 1 07 e 7] 0 ow @ owes @ o
additional attachments
(see 2).

* The distribution list is
taken from the o S
subscriber/distributor -
of your report and can
be edited individually "
(see 1). °

10.2 Sending an e-mail: PRO
text blocks MAN

» enable fast and

standardised " —
transmission of . - 7oz
reports %

- Project short
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12. evaluation

Default: all content available

4 PROMAN Phenix
FILE EDIT VIEW

HELP m
Pregect Vew Show central addresibook

£ Settings

Central tayout manager
Laptop-Mode

Project & Repart Export
Broject & Repart impert
Ad

5003 9/32018
001002
e e o [N -
DOrag a cokimn header here: 1o group by that column Fiter | Printing
Reportidem = Reportcolecs | Chaptershort  Chapberlong Feportoode Report date Status (Report) | Status (tem)  Content Repart item sh « Bamc seectons
DI1L.001 s GEN Genshmigurgen 001 B2Y16 NoStahs  one tmeinfo De Schetheit . Schetheitssch . = W
001001 e GEN Genehmgungen | 003 Mo Status coempieted Sicherhetsach
001001 PROJ o1 No Staius apen Ubernshme a  Bauzetpian ~ Reort colectons
031001 Ab-Ant a0l Mo Stahs one me info Enichiung en . Projekisel - Reports
001.001 T 001 NoStatus  one tmenfo D Kosten fir Projektiosten
002,001 Shkn 001 NoStatus permanent Info Angefalener  Aktusbes = Reporiiien
01001 P L Projekistatus . 001 MoStahs | permanentInfo Stats e
001.001 8T der Arbeitslas | 001 Ho Status open 105T1 « Advanced selection
sME Sicherheit 001 B2U/ms N Stans apen imBaufeldbe  Genehmoung
BAE Sicherheit 002 E2/2016 Mo Stats apen E1 wurde & Genshmigung i i
s sc Scherheit 003 2015 Mo Status apen [ it g -1
PROD oa1 o Status apen Uberrahme 3 Helmiragenficht
At 1 MWoStals  one bmeinfo Gesamiknsten  Kosterlan T e
N 001 Mo Status one tme nfo Aus denfroje Ausachreibung = Comparies
SGeNn [} NoSatus  onetmenfo Dw Lofungra . Luftungsaniage R
a z Frojekthosten 001 Mo Statis | permanent Info Stats T
Ensatr der Arbeitsdrd | 001 Mo Status open 105T1 = Keywords
GEN Genehmgungen 001 No Status apen [ Beschede  Bescheide e i
GEN Genshmgungen 002 Mo Status open Beschesd Emic . Bescheide
GEN & 003 Mo Status apen Besched fird . Bescheide
At 001 Ne Status one tme nfo Projgekdbegnn . Termnplan D) fleset ol fiter
an 001 MoStahm  one bmenfo De jewelgen  Verfahvensart f 'Q Start anslysn |
Sicekn [ o Status nprogress Der sboesteck  Schutagitter
Toobox ' x
Fim Pringng

12. evaluation

« filter options
- folders
* report collections
* reports
* Report items

* item status

* Involved
Companies
person

» Keywords (free text)

« Attributes

« Basc selections
= Foders

= Report collechons

= Report oo

Select 8l

Beschiss {ore tme o)
DauerInfa_Standsrd {permanent Info)
Disuer I _Starclard {permanent Irfo)
eredigt_Standard (completed)
1 Arbeit_Stardard {in progress)
rbewbeitung_Standard (n progress)
Info_Standard (one time infa)
offer_Standard (spen)
sk

stormiert_Standard (canceled)
Whederverlage_Standard (Resubmisson)
nruckgestelt_Standard (deferred untl]

= Employee groups

» Companies

w lrvolved

= Neywords

= Atirbutes

1) Resst o Mier
Q, Start snalyss
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13. Project-Cockpit %

e o == ViaView ->"Show
L | Project Cockpit" you
e = can access your
S —— individual task

management for
your project.
(see 1).

Here you have an
overview of all tasks!

13. Project-Cockpit MAN
« tasks are automatically prv— 2 :
enerated from the report o e
Items of the current reports of 2 fizz==== @ || -
your project (see 1). e : 1

002.001  (BAUE) Stillegung Hydrantenieitung BAUB 002.005 Bauzeitplan

4 »  September 30, 2019 - October 6, 2019

. . 002.002 (BAUE) Bautafel M Reminder @
* You can filter by involved (see  |=o sommr o O RN - oo it
2) . 002.003 (BAUB) Baustelenausweis bephoemockrar ]

+ By right clicking you can open =% S5
the report itenT editor. el iy ’
+ Add areminder and the task will =2 2= -
be displayed in the agenda on the
reminder day (see 3).” . - : =
A reminder IS marked with the sz |2 ;. EFEEE®-Du[E]
symbol. Y8 I USX XA e - n - s : |
 If no reminder is added, the task =7 R T L e
will appear in your agenda 7 days '
before the target finish date.
« If a start is entered, the task also
appears in the time axis "Calendar

Conteet | Comment  Free teat

view 2",
Compary | Shoriname o Defalt s Man [Completed tobe | Com_  Pos {Segn targe!  [Segn actusl | Remnde Prntc. Prnte Pt
/1072018 e $00/0 8 x
W70 * x
=
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13. project cockpiF '. %

« Reminders can easily be
created independently from
the current reports usmﬁ)
"Create todo" in the toolbox
(see 1).

 Drag the desired project
partner %see 2% into the task
window (see 3).

* Choose between the options 1)
Phone call, 2) E-mail, 3) To-Do -
the data such as e-mail address
and phone number are
automatically taken over and
called up when you click on the

\ch-

]

‘Sende Emad an Firma Floghatenbetrieb, Her/Frau
Kepler

icon (see 4). Toabex 6 '
« On the reminder date, the tasks 2 Refresn Codmt
appear in your agenda. (see 5). ° ———
+ Tasks can be marked as ) e
completed. If the project cockpit oS e e e

is updated (see 6), the completed
tasks are removed from the list.

13. Project-Cockpit %

* Meetings are displayed in P
your agenda and calendar :
(see 1).

* In the current report,
under Next Meeting, add
the date and time.

* There are two calendars in
your project cockpit for a it
better overview. Pt @uana

» Classic day view for task
management (see 2)

« Calendar with timelines to
display your project
progress (see 3)

M

@ 2

.......

W-IRLL Termin

Ly

[N40-4845  Sende [nasd an Firma Flughatenbetried, 1er Trau Kepier

oplar urngraal

AU 001006 Basablal
"
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14. Example: printout of participants
IPE:r‘l;i:;nlsf Distributors: M

Hame Company

present Distr  lemposary

Templates are customizable
Template Example 1, e.g:

* email address

« Temporary presence

Participants / Distributors:

i

Mama Company E-Masl prasent Dastr

Template Example 2 e o e
L] L] L]
« Invitation column for e o |eo
the next report $ & o
e o |o
s o Is

o e

L] L]

E (_BEISPIEL) Be
[ER R
(3] {AN-Bnt) Bichen Fename folder

14.1 Report Collection:
Print Settings 1

Bl {BAUE) Baube Delete folder
[E] {BT) Bautagek.

[ {PH) Monatsbencht

i {PROJ) Projekthesprechung
[ {Steta) Baubegeung

« Different print settings can be assigned to each
report collection. Thus, for example, file notes
can be printed differently than construction
meetings.

* In the toolbox (see 1), the individual settings can
be specifically changed.

* If a template already exists, the settings can also
be completely adopted from another project or
report collection (see 2).
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14.2 Report CoIIectio‘rliwIiri?t Settings 2 %

Important Settings in the
report item settings Tab

« Start printing items on cover - if =
you have listed only a few S ——
Darticipants, this allows youto
start with your report items

on the first page of the cover .
p a ge ¢ 4 Report item settings
- If you wish, you can select the g5
salutations for the names of TR 0 |
the participants or e cammen stigs

| ¥ Start printing items on cover (no new page) |

distribution list

+/ Print report items with content or deviant involved persons only

I 1f parmanent info, print last item only

14.3 Report Collection: Print Settings 3 MAN

Important Settings in the
Report Contents Tab

+ All chapters in which report items are

Table of Contents

printed are printed as a list at the beginning. |
+ Sorting of the report items by item number
or by chapter (see following foil)
Note: When sorting by item number, the e R 4 Report e setongs
chapters are not printed. trvolved
+ Printing range of the report items s Sohede colors
» only the last e.g. 5 entries to this point .. o s
and or where text is contained (see R Al
following slide) Bkt ot s Printitems Olythelast  +| 5 2 contents|
[ ¥ Print each base chapter on new ;w;:l v only if report item contains content

+ Important for report items that
remain open for a long time and are
discussed again and again. et

Print report items sorted by | by chapter

by item-code

Chapter settings for print NG
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14.4 Example printout sorting PRO
by item number and chapter

uusiyTus .
Bauablauf open
Der von der Baufirma vorgeschiagene Bauatéauf for die Al Teivahmer I 1 Planung I
“D"‘"‘*"“f:nz:‘:!' :::z":" ';:‘;“" foigende Tatighelien: BAUB 002.001 Stilllegung Hydrantenleitung
«  Aufstelion des Bauz;lals'ns 002/27.08.2014 Herr Mattesberger hat vorab eine mindiiche Zusage Gber  Frank
o Ewwithien der Containersisding die Stilllegung der das Baufeld Hyd i 7102014
o Ausstedan des Krans tung erhalten. Eine schriftliche Bestatigung durch die
3 iy Gemeinde Feldberg muss abgewartet werden_
»  Emholen und Oberprifen des Bombenkatasters 003/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch Frank
g ausstandig. Mattersberger 27.10.2014
00T 08208 In KW 35: BB Tedbewium
= Aufstellen des fen und des prov. Beuzauns BAUB 002.002 Bautafel
: i;r;:::mramamdlung 002/27.08.2014 Ein Vorabzug des Bautafel-Layouts wird an Baufirma und ~ Mattersberger 03.09.2014
: OBA ibermittelt.
In KW 36: 003/03.09.2014 GP abergibt das Layout in der nach Bazb e-
= Anlisfemn Baugerate chung. Das Rendering musste neu erstellt werden
= Baeginn Abbruch Batonfichen am 2.9.2018 my
D3.08.2018 Fiir das Emchian des Bauzauns am Voreld sind Faughatonteriet . | 2 Ortliche Bauaufsicht ]
SEATANS ORI BAGI TR G BT e e BAUB 002003  Baustellenausweis one time info
5 - 002/27.08.2014 Die Betriebsgesellschaft stellt fest, dass Baustellenaus- Schnatter 02.09.2014
e ey | S manRrug, Lplanng weise erforderlich sind. Diese werden von der OBA aus-
BAUB 002.004  Offene Unt completed 8/8/2016 gestellt. Der genaue Ausstellungsablauf fir die einzelnen
D027 05 2018 Folgand snd dor 054 Fauscher 03082016 Gewerke wird von der OBA noch bekanntgegeben
M7 Siater
: T 003/03.09.2014 Es werden keine Baustellenausweise ausgegeben. Die AleTeinehmer
» Uinterieviigte Pitoe beauftragten Firmen haben stattdessen laufend aktuelle
= Bosiigung Massenkomrole i iteristen an die OBA zu i (Name,
. . - - Geburtstag, von-bis auf der Baustelle). Die OBA wird
R gz * K pie e Ao RO o diese Angaben stichprobenweise Uberprifen.
SROMAN 11 Lissne § PROMAN e -
. BESPRECHUNGSBERICHT Nr.: 003 am 03.09.2014
14.5 Re PO rt collection:
¢ ° 003/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch Frank, Flughafenbetrieb
ausstandig. Mattersberger, Planc  27.10.2014

OBA Gbermittelt

003/03.09.2014 GP ibergibt das Layout in der nachsten Bazbespre- Mattersberger, Planc
chung Das Rendering musste neu erstellt werden

« Formatting of the item code: T GaswaTesavoies

002/ 27.08.2014 Die ?gm fest, dass 03.09.2014

« chapters Short form el il ot Ly R
Gewerke wird von der OBA noch bekanntgegeben

* report collection Short form e e, | E==]

L] L]
[zi0z__]  sauifel ;
002/ 27.08:2014 Ein Vorabzug des Bautafal-Layouts wird an Baufirma und Ikiaﬂemhera:! nm:

« item or report number only T B e et B o

* Print view of involved o
persons in report items: s O e
Same as in report item’ : 4 Reportitem setings r;;z:‘jmﬁonmn
person, company, function, e
short or longname e v g

 The report can contain |

Reoart e code orly | | involved Print status type

various status types : Info, T T
permanent Info, open, in e szl 2w

¢ e i Tnfe” + Deferred
Same a< n report item

progress and closed il B -
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14.6 Examples printout
Representation of the item code

Report collection

Chapter Code

1 A/Planung

1 anung
| BAUB 002.001 ' Stilllegung Hydrantenleitung open 1 002.001 Stilllegung Hydrantenleitung open
002727 08.2014 Herr Mattesberger hat vorab eine mindliche Zusage Gber 002/27.08.2014 Herr hat vorab eine Zusage Ober
die Stilllegung der das Baufeld querenden Hydrantenlei- Zap201e die Stilllegung der das Baufeld querenden Hydrantenlei- ZA02014
tung erhalten. Eine schriflliche Bestatigung durch die tung erhalten_ Eine schritiche Bestatigung durch die
Gemeinde Feldberg muss abgewartet werden Gemeinde Feldberg muss abgewartet werden
003/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch o — 003/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch
ausstandig ausstandig. 7102014
BAUB 002.002 Bautafel open 1 002.002 Bautafel open
002727 05.2014 SE&’E;:;ﬁa:;S Bautafel-Layouts wird an Baufirma und bt 002/27.08.2014 Ein Vorabzug des Bautafel-Layouts wird an Baufirma und 03.09.2014
OBA Gbermittelt
003/03.09.2014 Gf abegg:u Sasduyout in de:r nachsten Razbsdspfe- 003/02.09.2014 GP (bergibt das Layout in der nachsten Bazbespre-
Shing- Bs Renenng.musste: petlierie i worden chung. Das Rendering musste neu erstellt werden.
2 Ortliche 2 Srtliche i
BAUB 002.003 Baustellenausweis one time info 2 002.003 Baustellenausiiols one time info
002127.08.2014 Die Betriebsgesellschaft stellt fest, dass Baustellenaus- 03.09.2014
weise erforderlich sind. Diese werden von der OBA aus- 002/27.08.2014 Die Betriebsgesellschaft stellt fest, dass Baustellenaus- 03.09.2014
gestellt. Der genaue Ausstellungsablauf fur die einzelnen WE‘SE“E'ﬁD"dENCh 5‘“:”&9"1? Wemgi" :f“;'_d‘;' sy aI"S'
B vad oG o ekt L e L L
003/03.08.2014 Es werden keine Baustellenausweise ausgegeben. Die 00370 o Rl m . Ll -
beauftragten Firmen haben stattdessen laufend aktuslle Alle Teinehmer 03/02.09.2014 Es werden keine Baustellenausweise ausgegeben. Die o——
Mitarbefteristen an dis OBA zu bermitteln (Name. beauftragten Firmen haben stattdessen laufend aktuelle
Geburtstaq, von-bis auf der Baustelle). Die OBA wird an die OBA zu | g\'ﬂme:
diese Angaben stichprobenweise diberpriifen Geburtstag, von-bis auf der Baustelle). Die OBA wird

diese Angaben stichprobenweise Uberprifen.

14.7 Examples printout
Mention of the involved

Same as in report item

in the report item

Person & function

1 Planung 1 Planung
BAUB 002.001 Stilllegung Hydrantenleitung ~ open BAUB 002.001 Stilllegung Hydrantenleitung ~a open
00272708 2014 Herr Mattesberger hat vorab eine mindliche Zusage Gber | Of Dieter Frank 002/27.08.2014 Herr Mattesberger hat vorab eine mindliche Zusage Gber [ Frank
die Stilllegung der das Baufeld querenden Hydrantenlei- | D1 Mattersbe | 27.10.2014 die Stilllegung der das Baufeld querenden Hydrantenlei- | 8%
tung erhalten. Eine schriftliche Bestétigung durch die tung erhalten. Eine i al durch die e Z7.102014
Gemeinde Feldberg muss abgewartet werden Gemeinde Feldberg muss abgewartet werden
002/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch Di Dieter Frank 002/03.09.2014 Die Stellungnahme der Gemeinde Feldberg ist noch Frank
Ol Michae! Wattersbe  27.10.2014 i BH
ausstandig ael Watters ausstandig. - —— P
BAUB 002.002 Bautafel open GP
002/27.08 2014 Ein Vorabzug des Bautafel-Layouts wird an Baufirma und 03.00.2014 BAUB 002.002 Bautafel open
OBA dbermittelt 002027082014 Ein Vorabzug des Bautafel-Layouts wird an Baufirma und 03.082014
002403.09.2014 GP dbergibt das Layout in der nachsten Bazbespre- DI Michae! Mattersbe OBA iibermittelt
chung. Das Rendering musste neu erstellt werden. 003/03.09.2014 GP (bergibt das Layout in der nachsten Bazbespre- Itattersberger
e = chung. Das Rendering musste neu erstellt werden ae
2 Ortliche Bauaufsicht T A
BAUB 002003 Baustellenausweis one time info 2 Ortliche Bauaufsicht
D02/27.08.2014 Die Betrieb stelt fest. dass E ©.09.2014 BAUB 002.003 Baustellenausweis one time info
weise erforderlich sind. Diese werden von der OBA aus- 002/27.08.2014 Die Betnebsgesellschaft stellt fest, dass Baustellenaus- 03.092014
gestellt. Der genaue Ausstellungsablauf fir die einzelnen weise erforderlich sind. Diese werden von der OBA aus-
Gewerke wird von der OBA noch bekanntgegeben. gestellt. Der genaue Ausstellungsablauf fur die einzelnen
002/03.08.2014 Es werden keine Baustellenausweise ausgegeben. Die All participants Sewnbrks rdrd v iy QB noch ekt gehin

Firmen haben di laufend aktuelle
Mitarbeiterlisten an die OBA zu tbermitteln (Name,
Geburtstag, von-bis auf der Baustelle). Die OBA wird
diese Angaben stichprobenweise Gberprifen.

003/03.09.2014 Eswerden keine Baustellenausweise ausgegeben. Die All participants
beauftragten Firmen haben stattdessen laufend aktuelle
an die OBA zu o (Name,
Geburtstag, von-bis auf der Baustelle) Die OBA wird
diese Angaben stichprobenweise Oberprifen.

10.12.2019
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14.8 Report Collection: Print Settings 5%

« Under schedule color-settings, Schede o setings
overdue or due appointments Ovde (B Foser | m25,0,0 | e sz -

. . . Due B Fontcolor , 128, 64 ~ | Backeolor 255, 255, -
can be highlighted in color ibirtom (K] ekt | mo.0.0 e
Apply colors
« You should always define the oy e e weeRmes
header and footer in the project ~ ~ ™™ e e

as a whole, but if you want to  apen ——
add the client's logo in a report 2

collection, for example, you can

override the project settings in

the print settings for this report e e

Involved

collection. Fieaces e
Footer
Schedule col

Project image

14.9 Example printout: PR O
New meeting content bold and M A N|
appointments highlighted in color

according to due date

1 Planung BAUB 002.004 Offene Unterlagen Immgletedl
BAUB 002.001 Stilllegung Hydrantenleitung 002/27.08.2014 Folgende Unt: sind der OBA zu 3 Rauscher 03.09.2014
002727.08.2014 Herr Mattesberger hat vorab eine mindiiche Zusage aber  Frank * Ki-Blatter

e Stilll der das Baufeld Hyd I 2102014 « Bieterlickenverzeichnis

tung erhalten. Eine schriftliche Bestatigung durch die e Unterfertigte Plane

Gemeinde Feldberg muss abgewartet werden,  Bestitigung Massenkontrolle
00303.00.2014 Die Stellungnanme der Gemeinde Feldberg ist Frank 002/02.08. 2014 - = Riiaciiar 03.09.2014

Roth Gusadlg, Mattersoerper . :7 Biah:werden inder nachsten Baubesprechung
BAUB 002.002  Bautafel open & Bieterlickenverzeichnis erlecigt
002727.08.2014 Ein Vorabzug des Bautafel-Layouts wird an Baufirma und ~ Mattersberger 03.09.2014 *  Plane werdenunterfertigi

OBA Obermittelt . h i " OBA J

rechung an die OBA ilbermittelt

003/03.08.2014 P tibergibt das Layout in der nachsten Bazbe Matiersberger E — g

p:;:':mg. Das Rendering musste neu erstellt BAUB 002.005 Bauzeitplan

= 002/27.08.2014 Die Baufirma legt den Bauzeitplan in der nachsten Bau- Herr Schaatter 01.09.2014

2 Ortliche Bauaufsicht besprechung vor. Zuvor wird er am Montag 9:00 Uhr mit Rauscher
BAUB 002003 Baustellenausweis derOBA abgestimnt
002/27,08.2014 Die B hatt stellt fest, dass B: Herr Schnaiter 03092014 003/03.09.2014 Vorabzug des Bauzeitplans wurde vorgelegt. Herr Schnatter

weise erforderlich sind. Diese werden von der OBA aus- Abgestimmte Version wird in einer Woche verteilt. Rauscher

gestelll Der genaue Ausstellungsablauf fiir die einzelnen
Gewerke wird von der OBA noch bekanntgegeben

003/03.08.2014 Es werden keine Baustellenausweise ausgege- Al participants
ben. Die gten Firmen haben
laufend aktuelle Mitarbeiterlisten an die OBA zu
iibermittein (Name, Geburtstag, von-bis auf der
Baustelle). Die OBA wird diese Angaben stichpro-
benweise iiberprifen.
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14.10 Examples printout: PRO
Change status settings & create your own MAN
statuses — -

* You can easily change the formatting of existing statuses
* In the bottom line yop can create your own status at any
tirr[e, e.g. st g
+| Decision, CRQ, determination e
+| Open with traffic light colours (red, orange, green) '...ij}I_fT;;m

- P R O
15. print layout MAN

wosiier » Creation of templates for
h  Setings * Front page
p - * Report core data
Laptop-Mode ..
g Project & Report Export : PartICIpantS
:I Project & Report Import | hd Report content
Administration . ! . Chapters
5 Search and Reporting

* Report item

— -
i [T PROMAN LE BB 3.2 Rev. 098 LAYOUT-EDITOR fiir BESPRECHUNGSBERICHT

s e - Standard templates are
S included. If nothing else is

defined, these are used.

59



10.12.2019

15.1 Print Layout:

PR O|

report core data MAN|

* Select desired template

* Standard templates cannot be
edited

« If desired, a copy can be made for

further processing.

D 2] Pabeie[ 20 Giowssgecht [175 S5 e Abstandvonkks [ 0 g
Randiis

senbiecht[ 0 S e Absandvenchenc[ 0 [

I
|<<Proj_Bez>>
eLBehn

el

D angezeigte Vorlsge st PROMA -Nermaivoriage und kann
it et mecden

Sol e NELUE VORLAGE auf Grundiage deser Normaiveriage
cetelt wercar?

| | |

15.1 Print Layout: report core data

PR O
M A N

» Fields can easily be extended

* Free text
- Scuca _ = m— » data field
0 Schuitarl generel Aot==A Zoom [ 101 = =] 0K
i 'Al[10° Spache|Detich =]  Speichem | Abbrechen
_IZAnd‘u.ng -'Sla'fad-‘ o .
r— * positioning

* On cm position

RandRechts| 15 2]

* Using the neighbouring fields
(e.g. to the right of ..)

G T

el Al 2 3 4 5 & 7 8 3 i n
20 2|  Papiedreite [210 Gridewasgecht [175 #F i Abstandvoninks: [ 0 [
Rand ficks senkiecht| 70 ™ fix  Abstandvonoben:| 0 [ fx
| I N O I I N I - N N T I B T T
[newll § |<<Proj_Bez>>

[<Pro[Beschr>
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15.1 Print Layout: report core data

=lolx]
Code: Bezeichnung
| @ = [Projekistamm
[ = | [ G
| (O[T =] [Projektstamm
b | (R ] [Basisdaten
=l Auswahl der Spalten:
Code Bezeichnung FID| DFbID|S =
01.01.0 e 00000000
~ |01.01.01.01. |[Bas 101000000 4
01.01.01.01.01. Projektnummer 101010000 4| Prof_Nr
01.01.01.01.02. Gemeinsame Proiektnumener 101020000 4| Prop_Nr_Gem
0101070103 [ Ubesgeordnete Pojektrummer 101030000 4[Prog Mi_Ub
01.01.01.01.04. Kurzbezeich 101040000 | 4| Prol_KurzBez
01.01.01.01.05. Bezeichnung 101050000 | 4|Prol_Bez
= 01.01.01.01.06. Beschieibung 4| Prof_Beschr
= Auftiaggeber 300000000
= [01.01.03.01 i 1301000000
_ |on01.03.02 Fiima Langform 302000000
01.01.03.03 Firrma Adresse 1303000000
01.01.04. Auftragnehmer [Projektabwickler]
b 01.01.04.01 Fi n
— [01.01.04.02
41PP Fa Kug

PR O
MAN

» The data fields make it easy to
automatically print data from
the project core data.

« At runtime the placeholder is
replaced with the correct data
of the project

15.1 Print Layout:

report core data

Fi halt:
(o) g i | sterieid |
& d Beatbeitan
e — * The fields can be easily
| Inhalt i
= | positioned
o] 7 Datenblock-Felder: LAGE und GROSSE x|
i » |wes| o Empty fields can be hidden
ﬂ ?Euﬂl:‘—:‘"' D{lﬁ:KiBf.MhTr S!a.mmtﬂ der Besprechung
R = == e=m *Fontcan be configured per
luu"gs‘efm(n Anal 10 4 .
y Elxjualsl text, element or entire cover
= EEE Hishe iibemehmen [¢
B "':::""”""“'“: 'ﬂ T [ Brete automaticch  Am Rand des Daterblockes andocken: Sh eet
tand von Links: [ 0 & eie:| 23 & e v
= mmmmlﬁ%} Hohe:[ 4 & maxl— Fm Fm
; = ‘ o = el inteine Bezsichmung] Al Bereich Inhalt niwlﬂi-j
7| cbekactogeciwe: [ =] I i
| T Linker Rand glsich we: =]
i ;:alacmnmgfeicrfm = _ Do e
Nicht wern ¥ 1) [10 =][ BesprechungsDatum. | D | 68 <<Dal_Bespr> Cloial
andite F : — Tegunbchen

[T [ iy

[ techts anschliefen an Feld: [12 =]

™ Linker Rand aleich wie:

Feld (intemne Bezeichnung) At Bereich: Inhalt
Uhrzeit von [T | von

- i
= | !

PR O
M A N
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15.2 print layout: participants / PR O
distribution list MAN

7T BESPRECHUNGSBERICHT: Ausdruck DECKBLATT - Teilnehmer, Verteilerliste - Spalt

Al neus Vordsge ‘ & I Vedlagen
speichem | Vorage difnen | vemaen

~Aktuelle Vorlage: — Var. Vers. Spiache Bezsichung

Weerroroarvispor] of o s Jreinenme

» The columns can be freely
e : | defined
waagecht [ 1 1 | | SMﬁIIIEJY%AE

[Teiinehmer / Verteiler ook o t t
Tistceia Ticesler Al Al 7 E|X| . n n

Spale 1 Spale? Spalle 3. Spale 4 Spalle’s Spale Spalle 7 Spate 8 co €

I | Fevzon, Koz ] [Furk_Pers K =[FrmaLong [Arm N =[Ve i =][ = =l | .
Kopltewt| Homo (o 1hel) | Funkton |  Fima | . | A tltle

. [ Ven
E E P 2| Persenk amisenname)
s 130 : 145 = erson_Lang | Person Langfomn [mit Titel und Vormemen]
80 15 = 15 2= L P
sfeichen -

s + width
i etsen im Projek! - Langform |
L .« font

irma_Lang

Pagiet Bieie:| 210
1A 94 4 8§ d

e —
p W=l . PR O
e 1 5.3 Print layout: temporary [T

IEEE T G

resent| Distr. [temporai

FW_JT Ver_JN ru}__zﬂ

1. Add the ,temporary"
column to the template

Employee s & Company short | Default Function Distributy TWDm to Partially present .
e R 2. You can enter the time from
Keppler Flughafenbetrieb  BH v

it . / to in the participant list
(the exact time is not
required).

3. Expression: The new
v TP o = o3 mes - column shows the

Frank EH Flughafen Betrieb: bH L] [ Q H H M
Kr:;:plar EH FI:ih:fe: Bz:bz:z:bH (o] L] o] p a rtl CI p a nt Wh O I S O n |y
Hiichtt BH Flughafen BemebsgesmbH [ ] o [ ]

temporary in the session.
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15.4 print layout: chapters MAN

Design of chapters :

e | e e | | » font

yerwalten
T I i B e I * Bold, italic, underline

BE.PROT BE.KA ck Kapitefuberschiiiten im Bericht 01

01. Kapitel Ebene 1 Sl %%HLJJM . baCkground color

01.1. Kapitel Ebene 2 — [ T vs [l e Per |level
(72 [ 4z |6 o6 Wt ]
T (75 E|xu]Al5]
mw T [45 E|u|Al)

7

01.1.1. Kapitel Ebene 3

01.1.1.1 Kapitel Ebene 4

01.1.1.1.1 Kapitel Ebene 5

= 2
£

[T e MMM 7| awvoioe

15.5 printla out report item [X]
Pm y P MA N

i 'iifém”e { wula;.ciflnen ;;;'?a?::n gpandlmam l aibechee |
Aktuelle Vorlage: —Var —Vers Sprache Eezwchnﬂ'\g Zuordrung: Standard:
unm [Purkic im Beiicht-Spaten 03EN ______________ Pllaeren [l
fuir By Zoom: Sprache Spalterkopf:
wosgiecht [ 1 senkrecht[ 1 [100% =] |[Engisch = | SpalmeIT_J__l
Betiofiene: [0
Spalte Spahﬂ Spalte 4 Spalte 5 Spalte 6 Spatte 7 Spake 8
Inhalt: [Purkt ~ Téxl = |[wer = |[wann ;[l ;]l > >
Kopitext [ Code IKeywuidr‘Ten | [ leans\bb Attribut
vonlirks:[ 0 & l_sT 122 127 151 = =
B[ 32 2| IW é IZ—“E! 'Z_“E! I_El l—é l—é
| schichisben Ahsnmdzwmmsmten
“u -ﬂ
20 -2{Rand Liks Papier Breite:| 210 D.u.;kh 175 :| fand Rechts:| 15 2]
a4 d 4 8 o A 1 IEIET I ET- T
icode  Tkevword /Text r Iresponsible Attribut
Punkt Istichwort_Text vlverantwortlich er:ed-gen_b-sl
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16. user administration and rights PR O
control MAN

* With the link admin

(PM_Admin1.exe) possible
’ S * Login as "Administrator
B 100r 14 aEC » User
- create
— - delete

» Change password
 release a blocked license

16.1 ser Administration MAN|

ojekte  Berechtigungen  Ad

* New
* Create user

* Delete
» Delete user

Do | [hos seten | [ ot
e
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16.1 Benutzer Verwaltung %

 Set Offline;

* Release license if it is still
locked (e.g. after a crash)

1E03.2014 08: SCHLEPP!

 The user has an active status
in the "Online" column.

" —— ==m| * 10 set offline:
[t |
» Select user
» then click on "Set Offline".

16.2 Rights control %

* Rights control in the project  General rights management
‘rm * In PM_ADMIN1.exel!
Eigenschaften von Beispielprojekt x| ‘ - r r %

PROMAH Freigabe im Projekt - Verwaltung 6|

PROMAN-User: Rechte je Use
A W Risrisdnimrkct Projekt: _BEISPIEL Beispielprojekt
i_\ 1)
= M o
Speichern | Kreis

Bereich
r~ Freigabe im Projekt: —| Markierte Spalten

& uneingeschiankt Auswahl eintragen:
€ eingeschrankt V|
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16.3 Rights control: General

* Regulates the general rights of users
in the program

[ B[R] Anbrechen

F’lechtu der User sind: Filter: ‘

| dles reigeben  Auswahleiniagen ¥ | ERLAUBT
| sles spenen inmarkierte Spater: [~ | GESPERRT

¥ nicht eingeschiainkt ¥ alle aktuellen User

" laut Festlegungen: [~ alle gelaschten Liser

User Mame | User Fima | Name Person | User Adninis- Layout Layout

gdoacht[ Projekte | Projekte Adlesseﬂl Datum |
anlegen | losc zentral erolfnet

trator hen | bearbeiten | zuordnen
3 i test I ~ ~ L L =] L
| lroland test 2 | il ] ] ] L |
KIS i

PR O
MAN

* Rights control for

« administrator

* Create projects

* Delete Projects

« Edit Layout

* Assign layout

+ Central address
management

16.3 Rights control: General

« Setting for project visibility

"7 Verwaltung Rechte je Projekt =i x|
— jeUser e Projekt:
Ausmeblcinhagen 17| UNSICHTBAR 5 siuahicirtiagen 12| UNSICHTBAR (R o R
in markierte Spalten: D SICHTBAR in markierte Zeilen: LI SICHTBAR iSpeichemi| —
Projekte l Anwender [ Spalten
-~ Auswahl Froiekle—‘ -~ Auswahl Programmmodule
Projekt Projekt roland
MNummer Bezeichnung | unsichtb

[» | BEISPIEL | Beispielprojekt | T
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PR O
MAN

» Rights restricted per project
Iand{or at report collection
eve

* rights
* Admin
* lock
* read
* change

16.4 Rights control: in the project

* Rights can be
* restricted
e unrestricted

PROMAN Freigabe im Projekt - Verwaltung 6.5 Rev. 013

T
£

PROMAN-User: Rechte je User im Projekt Vemwasllung
Projekt: _BEISPIEL Beispielprojekt

Daten \‘ Bereich |

Freigabe im Projekt: - Markiente Spalten Freigabe je Kr o i n p ut
€ uneingeschiankt Auswahl eintragen: [~ Wieim Projekt
@ eingeschiankt I

PROJ | Frojekibesprechung

PR O
M A N

* in stationary operation,
projects can be transferred
into mobile mode or back at
any time

.t PROMAN Phenix

DATE BEARBEITEN ANSICHT WERKZEUG HILFE

projects can be opened in

Zeige zentrales Adressbuch

T mobile mode and also edited
£ _BEISPIEL (Beispielprojekt) I aptop-Mods
Bl _PEISPIEL - -
® (AN) Aktennotiz Projekt exportieren
B (AN-Int) Aktennotiz - Intern Projekt Import
001 Startg Administration - Projektverwaltung
002 Telefc
003 Recht
004 er
5] (BAUB) Baubesprechung CBA Planconsul it Plani
{51 (PROJ) Projektbesprechung M Grs G
[ 22.06.2015
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17. mobile operation %

i Laptop-Mode x
e mp St i M i g S - Start laptop mode
>Select a project that you want
o i to transfer to mobile operation.
a1 m— S oo ->You can also transfer several

projects at the same time.

Cancl

17. mobile operation %

K Laptop-Mode x

. -~ AT » Select data with the
appropriate rights
« Editable

 |.e. the data can be edited in
< [Resterty laptop mode.
* Read only

e This means that the data cannot
be edited in IaptoP mode. The
address book is also not editable
in this case.

« Attention: You can not create
a project in mobile!

Checked out by

« Back Mext> | | Cancel
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18. Import / Export

» Allows data to be exported or
imported into report collections

FILE EDIT VIEW TOOLS HELP

Project View Show central addressbook
e Refresh Settings

Central layout manager
E (_BEISPIEL) Beispielp
1 (_BEISPIEL) Beispiel
(AN) Aktennotiz
[ (AN-Int) Aktennotiz Project & Report Import
{(BALE) Baubesred Administration "
[ (BT) Bautagebuch 4
(PB) Monatsbericht Search and Reporting
[ (PROJ) Projektbesprechung
(SiGeKo) Baubegehung

Laptop-Mode

Project & Report Export t

[ Plancor

GPS

PRO
MAN

Export can be used for

* Creation of reports from several
persons

* Data exchange with partners for
further evaluations

* Transmission to AG with restricted
reading rights and without
comments

18.1 Export

[ Project export

Sebext the data
Srlect oty you man 5 waport and P rights pos mant b agly 19 the

2
(_BEISPIEL) Boispiolprojekt Adtvanced excort sefings
Fokder ched
[ PEISIEL) Bempetroekt 7
+
1
Export reporstem: Commes:
cenral clata, & cervral cista vl e comverted fo project based data uoon
vt s crogect the rorverted dats so be reattacherd I Fa central Expart pefy | Users Hsksat Turatiek Doy

PRO
M A N

< ¢ Select the desired report
collection
(see 1)

* The report collection can
be exported with read-
only rights, if required
(see 2)
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18.1 Export A

o — < * Define the advanced
N s s export settings (see 1)

* employees
* attributes

* attachments
* comments

* Free texts

* The export path can be
defined individually (see
o] o | 2)

¥ corvoarient data e Lo rmaltacted s e ol Eaport padn ©7Livers Maksat Tursthek Yo e | BEISRL_Papories e 3

vt al ot vl b corroerted 5 et based datn 150 |

18.1 Import %

Rt o * * When importing the
i o o 4 e A v i repo rt collection s, you
e can define how you want

to import them:
* Import as new project

* Import into existing
project

« Bnpert o ewmarg propect]

70



10.12.2019

18.1 Import

PRO
MAN

* The following can be
T - defined in the target
e R project

°
Soute oraject
(_BEISPIEL) Beisplelprajekt .

Import with new folders
into project

Import as new collection
Replace project
properties

Merge folders with same
short name

Overwrite existing
collections with same
short

Replace similar addresses

PRO
M A N

Accelerate report creation, management, and

delivery!

Save time with PROMAN.

For questions:

* web page * PROMAN Support Team
* http://www.proman.at - @ support@proman.at
* Documents * Hotline
* tutorial « International  +43 147805 67
« training documents « from Germany 0800 589 0129
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