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1. General

This document describes the new functions of the cockpit.
The new cockpit contains:

- Anoverview of all tasks from all reports for the selected person

- Acalendar view of the tasks

- Management of project-related tasks that are recorded outside of the report
- Statistics e.g. overdue tasks, tasks per person

- Cross-project evaluations

The cockpit allows you to quickly get an overview of all tasks. The tasks are displayed collectively
from all reports. You can also enter reminders (e.g. 1 week before due).

With the reminder window you will get reminders for

- Current tasks
- Tasks that meet the specified reminder period

For this purpose, you can enter tasks outside the report and assign them to yourself or a team
member. The team members will get a reminder that he has received a new task

Statistics allow you to evaluate the current status of the project and give you a better overview.
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2. Definitions & terms
This chapter explains new terms in the application

Task: is an assignment that can be assigned to you or a member of your team

Tasks from report items: are assignments that are created in a report.

Owner: Defines the assignment of a user login to an address contact. This defines that you are the
owner of this contact.

Watchlist: in some cases, | still want to observe the tasks of other people and companies. | can set
this via the watch list.

Watcher: | observe the tasks and tasks from report items of one person. | define them in my
watchlist.
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3. accessibility
Under View / Cockpit

1.4 PROMAN Phenix
| FILE EDIT VIEW TOOLS HELP

Show Project cockpit ”ﬂ X
Show project panel
Show reminder window
Show toolbox I
Show jobs

Show Welcome-page

Restore window positions

(FB) Monatsbericht
(PROJ) Projektbesprachung
(SiGekKo) Baubegehung

You can reach the cockpit.

Then the cockpit opens:

4 PROMAN Phenix - o x
FILE EDIT VIEW TOOLS HELP

Project View O ® X Beispelprojekt : Project addressbook _ v Toobox 2 x
o Refresh project-explorer on fome | Fle  Vew  Tesksetings

HE Y

& G semrons © © /R Q < 2
5 (BEISPIEL) Beispielprojekt IE Addnew  Badward Forward Goto ZoomIn ZoomOut Refresh DayView Week |Month roup | Group
[ (AN) Aktennotiz task Today View | View | | byNone | by Date
[ (AN-Int) Aktennotiz - Intem CHE Navigate Ararge Growp By, -
] (BAUB) Baubesprechung OBA
1 (8T) Bautagebuch

] (PE) Monatsbericht

(PROJ) Projektbesprechung [ Sunday Monday Tuesday Wednesday Thursday Friday Saturday
(5iGeKo) Baubegehung -9

4 b May 10,2020 - June 13, 2020

May 2020 & b

/Show chapters. Show complete .
Show attachments Highight empty
Order reports descending
Ttem sorting: Y 18 19 2 21 2 b=}

By chapter Byitemcode ® By shortname
‘ »
Central addressbook o8 Xx
s £
Short Long
B Holzer Bau Holzer Baug.
Busch &Cze... Busch &Cze.
Kastberger Ing. FranzK.
Flughafenb. Flughafen B.
Leitner DI Hans Leit.
Planconsult  Planconsult 31 June 1 2 3 4 5
GPS Geselischaft
ERLAUCH ERLAUCH
PACPS PACPS 3 23 30
SPV_ww Sportverein
Proman Proman

Next Appointment

Previous Appointment &

soft SQL Server

User: Rolend.Pezzei(Log-1D: 5) | Version: 3.4.55 - Sharon Test | @ Local mode

Since there is usually no definition of which tasks you want to monitor, the calendar and task view is
empty. As a first step, you have to assign the addresses to your login user (chapter 4).
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4. First steps: definition of tasks | want to observe

In the user assighnment area, you must first define which tasks are assigned to you and which you
should monitor:

Beispielprojekt : Project addressbook Eﬂ“

Username: Roland.Pezzei

The mask is divided into 2 areas:

"Assign users to addresses" (top right, requires administrator rights): defines which central
address contacts are assigned to which user. This defines you as the owner of this task.

"Linked address & watchlist" (bottom right): every single user can watch (i.e. track) the tasks
of other persons, companies, or individual attributes

What is the difference between owner and watcher of tasks:

- iflam the owner of a task, | also get all the reminders in the reminder window

- all tasks that | have on the watchlist are shown in the calendar as well as in the task view, but
| don't receive any reminders. So | can e.g. track subcontractors or take over the tasks from a
colleague, e.g. if he is absent due to illness.
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- In my example | have set the following:

Username: Roland.Pezzei

Linked addresses
» Project: Central

T

“ Username: Roland.Pezzei

Linked addresses

4 Project: Central
(Proman) DI Roland Pezzei

Lienfeldergasse 12 Hofgedbude 1
1160 Vienna, AUSTRIA

T:+43 147805 67
Www.proman.at

Assign an address to the selected Loginuser.
With this, task from this contact will be assigned to this user (Owner function)|
Select user Roland.Pezzei -

(Busch & Czerny) Busch & Czerny, Ingenieurbdro fur Telekom... =
(Busch) Ing. Rudolf Busch
(ERLAUCH) ERLAUCH
(Erlauch) Gustav Erlauch
(Flughafenbetrieb) Flughafen BetrishsgesmbH
(Frank) DI Dieter Frank
(Hécht) DI Josef Hacht
(Keppler) DI Gertrude Kepler
(GPS) Gesellschaft fur Projektsteuerung m.b.H.
(Muller) DI Bernhard Miller -

Watchlist
Add watch-slements... v

Assign an address to the selected Loginuser.
With this, task from this contact will be assigned to this user (Owner function)

Select user Roland.Pezzel -
(Ecker) DI Vera Ecker -
{PAC-PS) PACPS
(Pacassi) Leonardo Pacassi
(Planconsult) Planconsult GesmbH

(Mattersberger) DI Michael Mattersberger
(Proman) Proman
¥ | (Pezzei) DI Roland Pezzei
(SPV_WW) Sportverein Wienerwald

(Springer) Kurt Springer
Watchlist
Add watch-slements... v
| 4 (_BEISPIEL) Beispielprojekt
BEISPIEL x

| am the owner of all tasks of the contact "(Pezzei) DI Roland Pezzei" and I still follow all tasks of Mr.

Busch.

After | defined, which tasks | would like to see. These tasks are shown to me also in the calendar and

in the task list.
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4.1. Tasks from report item in the Cockpit

By clicking on "Date..." you can add a target date but also a reminder to a the responsible person in
the log. This is not shown in the report. It is purely for my own convenience to improve the
organisation.

#002/01.042020 ] Es wurde ein Vorschlag fir die Kabelfihrung im Mast erar- Busch
beitet. Dieser ist von der Firma Schilling zu Gberpriifen
(Koordination durch Herm Busch). Weiters sind die statis-
chen Berechnungen der Fa. Schilling beizubringen.

#003/01.052020 Y] Die Maststatik ist noch immer ausstandig und in weiterer Pezzei

Folge auch die Schalungs- und Bewehrungsplane fir die e 2am

Mastfundamente. Begin target v

Die Baugruben fir die Fundamente werden von der Baufir- )

ma hergestellt. et ackad bt
Completed is -
Reminder i -
Show Date [ |

This then appears in the cockpit with the short name. If the cockpit is already open, it is refreshed at
regular intervals. If you want to see the changes immediately, please use the refresh button.

May 2020

day Thursday Friday _BEISPEEL-BAUB 001.002 Genehmigung

Umsetzen Masten
d Il 0P

I_BESH.FI-*-\ Start 5/29/2020 12:00 AM
End:  5/30/2020 12:00 AM

m

L7 5]

Reminder: None

10 11 12 13

The reminder would be displayed in the reminder window one week before.

If | enter a begin target date:
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wi 001.002
=¥ 001 /01.03.2020

)

Genehmigung Umsetzen Masten [

Im Baufeld befinden sich zwei Masten. Die Genehmigung
fiur das Umsetzen der Masten durch die OZB erfolgt friih-
estens ab 22.9.2016.

Lienfeldergasse 12 Hofgedbude 1
1160 Vienna, AUSTRIA

T:+43 147805 67
Www.proman.at

offen
All project partners

g'ﬂ I|I:I

§002/01042020 3] Es wurde ein Vorschlag fiir die Kabelfihrung im Mast erar- Busch
beitet. Dieser ist von der Firma Schilling zu aberpriifen
(Koordination durch Herm Busch). Weiters sind die statis-
chen Berechnungen der Fa. Schilling beizubringen.
+§003/01.052020 3] Die Maststatik ist noch immer ausstandig und in weiterer Pezei
Folge auch die Schalungs- und Bewehrungsplane fir die Fengleted i pe) 6/12/2020  ~
Mastfundamente. Begin target -
Die Baugruben fiir die Fundamente werden von der Baufir-
ma hergestelit. iz i -
Completed is v
Reminder 1 week v
Show Date
o [
=l
then this is displayed in the Cockpit Calendar as follows:
31 June 1 2 3 4 5 &
| _BEISPEL-BAUB 001.002 Genehmigung Umsetzen Masten ToJun 13 N
7 8 3 10 11 12 13
I‘I'Frmhlﬂ _BEBE.-‘BAUBW?MWMM ﬂl
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5. Cockpit calendar view

In the calendar view | can see all tasks with a target date. The list of tasks and tasks from report items
is filtered by my selection as owner and watchlist.

Beispielprojekt : Project addressbook [EReGlSiIES @l (BALE) Report 003: Report editor

. Home File View Task settings Appointment

CO0fH& Q ¢ E BEBE

—
@ Add new Backward Forward Goto ZoomIn ZoomOut Refresh DayView Week | Month Group | Group
task Today View | View by None | by Date
“ Appointm. Navigate Arrange Group By e
4 P May 24, 2020 - June 27, 2020 May 2020 - -
..0 Sunday Monday Tuesday Wednesday  Thursday Friday Saturday s MO U WE ™ R <A
May 24 25 26 P - 29 30
| 6 27 28 3 30 1 2
3 4 5 & 7 8 9
10 i1 12 13 14 15 16
17 18 19 20 21 22 23
31 June 1 2 3 4 3 &
| _BEISPEL-BAUB 001.002 Genehmigung Umsetzen Masten To Jun 13 3
7 3 9 10 1 12 13
| # Fromun 1 _BEISPEL-BAUB 001002 Genehmigung Umsetzen Masten

Tasks from report items without a due date:

4 001.003 Bescheide [ offen

+§001/01.032020 3] Die Bescheide der BH Graz Umgebung ergehen It Herm Frank 22.082016
Frank am 22 8 2016 an die Betriebsgesellschaft. Herr Frank
wird sie sofort an die Projektpartner verteilen.

ﬁ;ﬁ Ilil\

¥002/01.042020 3] Bescheid Emichtungsbewilligung wurde am 27.8.2016 von Frank 22.08.2018
Herm Frank verteilt.

+ Noch ausstandige Bescheide:

«  Wassemecht
+ Betriebseinschrankung
*  Versetzen Mast
« Gepackforderanlage
+¥003/01.052020 (3] Bescheid fiir die Betriebseinschrankung wurde von der Be- Pezei 2EX
triebsgesellschaft am 28.8 2016 an die OBA Ubergeben.
+
=4 )

are shown in this view. The meeting date will be shown as date for the task.
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5.1. Colour legend

Lienfeldergasse 12 Hofgedbude 1
1160 Vienna, AUSTRIA

T:+43 147805 67
Www.proman.at

The following colours and symbols are used in the calendar view:

& Legend:
Type indhcator
[] Tasks
. Report Items
[1 Amributes
Task status tiangle
0 open
[ 1nProgress
B Compled
Responsibity & New changes
II' 1 am responsible

@hmwm

5.1.1.Task indicator

Due color
Dﬂmyﬁdue
Bl owe

B oved=
Priority border
.bw
Dnarmal
Wb

. immediate

Defines the source of the task

a Legend:
Type indicator
[] Tasks
. Report Items
[] Acributes

And is identifiable as follows:

27 23

Abstimm.™

24 2

I 001.002 Genehmigung Umsetzen Master

The blue marking of the upper task defines that it comes from a report.

The yellow marking defines a task, i.e. a general task or reminder.

the grey marking defines watched attributes from report items
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5.1.2.Task Status Triangle
Defines in which status the task or task from report item is:

Task status tiangle
B Open

D In Progress
B Completed

e.g. an open task from report item

22 23 24

I 001.002 Genehmigung Ums

Ahstim[.‘.?l

5.1.3.Responsibility
»| am responsibility & new changes”: apply if:

- If I am defined as the involved and | am the owner of this address
- Changes have been made since the last time | marked this task as read.

Responsibility 8 New changes
[1] 1 am responsible

@iarﬂ wiatcher

On the other hand, "I am watcher & new changes" applies if:

- lam defined as an involved and | have this address in my watchlist
- Changes have been made since the last time | marked this task as read

5.1.4.Due colour
The due date of the task is displayed as follows:

Due color
[] mot yet due
[ oue

. Ovesdue

This would look like the following for overdue tasks:
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Mittwoch, 1. April

5.1.5 Priority of the task
The following colours are assigned to the priority categories of the tasks. These colours are used to
highlight the border of the tasks in the cockpit.

Priority border
0o

D narmial
[l high

I immediate

The priority of the task is displayed as follows (the border of the task is in the respective priority
colour):

I 3 24 25

nehmigung Umsetzen Masten

5.2 Menu navigation
In the menu there are many settings.

Beispielprojekt : Project addressbook [EEeGT=5liS @l (BAUB) Report 003: Report editor

. Home File View Task settings Appointment

g H Q Q 2 T
Add new

Badward Forward Goto ZoomIn ZoomOQOut Refresh DayView Week | Month Group | Group

task Today View View by None | by Date
(‘ Appointm... MNavigate Arrange Group By

Under the tab "Task Settings" you will find the following functions:
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Home File View Task settings
® ® l (O Show all tasks from reportitems in protocolls
iy ¢=] Show projectitems with attributes

Show all tasks  Show read - _
created by me tasks . Review-Time *

QLIid( filter -

»show all tasks created by me”

,show read tasks”

»Show project items with attributes”: This also displays all tasks from reports with an attribute,

provided this is in the watch list. The session date is used as the date for the task.

,review-time“: By default, tasks that are up to 6 months in the past are shown. Older tasks that have
not been maintained are only displayed if the review-time is set on a larger time window.
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6. Cockpit: manage tasks

The Task Management view and the Calendar view are very similar and are used to display tasks
differently.

In the Task Management cockpit, you will find the tasks in a list view in order to filter and sort them
better.

Also, in this view you can display all created tasks with the option "Show all tasks".

6.1. menu navigation

Eﬁ' Manage tasks

Tasks

(. IZ"S % O

Addnew Edit Refresh EULEu @ Resetal Resst

next... filter view
Task 4 days w & Filter -
. 2 weeks
-9 Code Status Meeting d... Priority

> Tiem-St 4 weeks

b Ttem-St: Mo restriction
,add new task” creates a new task
edit” Edits already created and marked task
,refresh” Manual refresh of the list
,Show only next” Limiting the filter selection for future tasks, past tasks are still listed

completely.

Tasks Settings

s O a M e g

Il
Show all Show all tasks from Show projectitems Review-Time Show read | Color rows
tasks | reportitems in protocolls | with attributes v tasks by due type
Task settings -
,» show all tasks“ all tasks are displayed. Otherwise, only the tasks that have been assigned to

me or are on my watchlist are displayed.

,show all task from report items* if activated, all tasks from report items that have been
assigned to me or are on my watchlist are displayed.
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,colour rows by due type” with this function all tasks are coloured according to their due date

@ Tasks Settings .
@ % O a MM e |¥

Show all Show all tasks from Show projectitems Review-Time Show read | Color rows

" tasks | reportitems in protocolls | with attributes v tasks by due type
= Task settings . - -

af Drag 2 column header here to group by that column /o
Code Type Status Item-Status  Meetingd... Priority Short
123.001 Task open normal 12 -
(_BEISPIEL de-BALB) 001... | Task from Reportlt... Involved open 5/30/2020 _BEISPIEL de-BA |
(_BEISPIEL-BAUB) 001.002 | Task from Reportlt... Involved ... open 5/1/2020 _BEISPIEL-BALB |
(_BEISPIEL-BAUB) 001.003  Task from Reportlt... Involved ... open 5/1j2020 _BEISPIEL-BAUB |

6.2 Settings in the Task view

A right mouse click on the table header opens the following settings:

Drag a column header here to group by that column ,0
Code Type ¥ Status liem:Stahis _ Meetingd... Priority Short
123.001 Task zl Sort Ascending normal 12 -
Z| Sort Descending l
:f: Group By This Column
(_BEISPIEL de-BAUB) 001... | Task from ‘. Hide Group By Box 5/30/2020 _BEISPIEL de-BA |
Hide This Calumn
= Column Chooser
(_BEISPIEL-BAUB) 001.002 | Task from e B 5/12020 _BEISPIEL-BAUB
Best Fit (all columns)
Y Filter Editor...
Show Find Panel
(_BEISPIEL-BAUB) 001.003 | Task from Show Auto Filter Row 5/1/2020 _BEISPIEL-BALB

You can easily filter by a column or sort by it.
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Or add further columns with "Column selection".

From the list of columns, you can drag the needed column with the left mouse button to the desired
position:

Drag a column header here to group by that column p

Code T Status Item-Status  Meeting d... Priority Short
1123.001 k anen e 12 B

Customization ®

Code (w.o. project) i

{_BEISPIEL de-BAUB) 001... | Task from Rep( | Content (full text) _BEISPIEL de-BA
Creation date

| Current reportcode
Description

(_BEISPIEL-BALB) 001.002 | Task from Rep HH _BEISPIEL-BAUB

End time

Involved (w.o0. company)

Involved company

Involved company-long
(_BEISPIEL-BAUB) 001.003  Task from Rep _BEISPIEL-BAUB

The column setting is automatically saved for each user.

6.2. Filter options
You can set column filters or define complex filtering options.

With the right mouse button in the table header you can define the setting "filter editor" and the
"Show auto filter row".

Drag a column header here to group by that column ,O
Code Type ¥ Status Item-Status  Meetingd... Priority Short
123.001 Task 2] Sort Ascending narmal 12 -

Zl Sort Descending

& Group By This Column

BEISPIEL de-BAUB) 001... | Task from ) i 5/3042020 BEISPIEL de-BA |
H 4% Hide Group By Box 30 =

Hide This Column
= Column Chooser
+a+ Best Fit

(_BEISPIEL-BAUB) 001.002 | Task from 5/1/2020 _BEISPIEL-BALB
Best Fit (all columns)

Y Filter Editor...

Show Find Panel
(_BEISPIEL-BAUB) 001.003 | Task from"SRow e ERer oW 5/1/2020 _BEISPIEL-BAUB
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So you can quickly filter in each column

[} Manage tasks Ll
-

@ Tasks Settings
@ % O o Ry

Show all Show all tasks from Show projectitems  Review-Time Show read | Color rows

u tasks || reportitems in protocolls with attributes b tasks by due type
! Task settings x:
.o Drag a column header here to group by that column ,o
Code Type | 5 Item-Status  Meetingd... Priority Short
a3 e e aJc = Ac L 3 e
(_BEISPIEL de-BAUEB) 001 Task from Reportit... Involved ... open 5/30/2020 _BEISPIEL de-BA

You can also set to search for an exact word or a part of it or, for the date

Drag a column header here to group by that column

Code Type Sta
ol | Lol e
= Equals ope
#= Does not equal
e Contains
#fle Does not contain i
nc s like
a%e s not like
Qe Begins with
el Ends with i
> Is greater than
2 s greater than or equal to
< Is less than eportlt.. Inw
£ Isless than or equal to

More complex filter settings can be defined with "Edit filter" at the bottom right.
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Tasks Settings

58] © a M e |y

Show all Show all tasks from Show projectitems Review-Time Show read | Color rows
v tasks

tasks || reportitems in protocolls |  with attributes by due type
Task settings =
) Drag a column header here to group by that column /0
Code Type Status Item-Status  Meeting d... Priority Short Project Involved Conten
(e Fiter Editor x o 0 e =
123.001 (123) Test (GPS) Muller 22
ddd
sad
wie
(_BEISPIEL de-BAUB) 0 #-BAUB 001.0... | (_BEISPIEL de) Beispielpr Q Pezzei Le;n":
ddo
fjoz
sdjf
Die
aus
(_BEISPIEL-BAUB) 0011 Ue001.002 ... | ( BEISPIEL) Beispielprojekt | (Proman) Pezzei e
Mas
Die
Bes
Bet
(_BEISPIEL-BAUB) 001.§( AUB(001.003 ... (_BEISPIEL) Beispielprojekt  (Proman) Pezzei ?fie“
Far
Vor:
BEISPIEL-BAUB) 00 1.0( AUB001.006 BEISPIEL t fenbetrieb) not
e ) oK Caricel e & ) Beispielprojekt  (Fiugha ) it
Frei
(_BEISPIEL-8AUB) 002.001_Task from Reportit,. Invoived . _open _S/1/2020 _BEISPIEL 5AUg002.001 .. ((BEISPIEL) Beispielprojekt | (Flughafenbetrieb) .. Doy
Vor:
(_BEISPIEL-BAUB) 002.005 ' Task from Reportit... Involved open 5/1/2020 _BEISPIEL-BAUB 002.005 ... (_BEISPIEL) Beispielprojekt  (Holzer Bau) Aichb. :‘o:
Vor:
(_BEISPIEL-BAUB) 002.005 ' Task from Reportit... Involved ... open 5/1/2020 _BEISPIEL-BAUB 002.005 ... (_BEISPIEL) Beispielprojekt  (Holzer Bau) Rausc. :?:
Fall:
Bau
(_BEISPIEL-BAUB) 003.001 Task from Reportt... Involved ... open 5/1/2020 _BEISPIEL-BAUB 003.001 ... (_BEISPIEL) Beispielprojekt  (GPS) Waldherr info
bes «
4 »
No filter set Edit Filter

6.3 Grouping option
If you want to group all tasks e.g. by project or company, you can do this with the following settings:

Drag the desired column above the table header:

| Manage tasks Ll
-l-z

@ Tasks | Settings

Show all Show all tasks from Show projectitems  Review-Time Show read | Color rows
v tasks || reportitems in protocolls with attributes - tasks by due type

| = Task settings -

af Drag 2 column header here to group by that column \a /o
Code Type Status Item Meeting d... Priority Short
c e} = Qe

afe Al 0 3 s L:3 =
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In this case, the tasks are grouped according to the person involved:

Code Type Status [tem-Status

Involved: (GPS) Miiller

You can also group by several columns e.g.: first grouped by project, then by person involved:

Project & |
—— Involved a
Code Type Status Item-Status  Meetingd... Pr
e falc il ac - o

A '

¢ Project: (_BEISPIEL de) Beispielprojekt
» Project (_BEISPIEL) Beispielprojekt
* Project: (123) Test

6.3. Creating and editing tasks
Tasks can be created and edited in calendar or management view.

With ,,add new task” a new task can be created.

Tasks

]

fAdd new|
task

Required fields are:

- short
- involved

The task code is generated automatically and always guarantees a unique reference.

Seite 20|34



PROMAN Software GmbH
Software for Project Management

and constructio

n project management

Lienfeldergasse 12 Hofgedbude 1
1160 Vienna, AUSTRIA
T:+43 147805 67

office@proman.at www.proman.at
£ Task - New Task - 0O x
i Home I
IIII ® P Linked items = = . [25] comments
A select involved — ~ B ey
Save & Marktask Close Overview Images &
Close asread task 55 Add file Documents X% Watchers
Task editor Actions Views —
Code Short | |
Type Task ~ Priofity  normal ~
Involved Bl stats  open .
r o |
Fhene Projects (_BEISPIEL) Beispielprojekt R
Location Y Fllin
Start dath Busch & Czerny, Ingenieurbiro fir Telekommunikation =
; f
Bk el (Busch & Czerny) Ing. Rudoif Busch .
ERLALCH
: (ERLAUCH) Gustav Erlauch
o - = | = — > e
: T e SO E|E|= ; Tetblocks~ 3
% B (Flughafenbetrieb) DI Dieter Frank 1 o« A A e
L E-l (Fughasfenbeirich) DI Josef Hod Bl 1 100 pont 120 130 &
{Flughafenbetrieb) DI Gertrude Kepler ; ; :
Gesellschaft fir Projektsteuerung m.b.H.
(GPS) DI Bernhard Miiller

(GPS) DI Michael Schnatter

(GPS) Ing. Jorg Waldherr
Holzer BaugesmbH

{Holzer Bau) Andreas Aichberg

fdnlmme B o) Tom  Allark D msbne

The remaining fields are optional.

A task is always directly assigned to a project. This happens by selecting the project and then the
person involved.
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ATTENTION: if you change the project afterwards, this task will be moved to the other project
automatically. This is only allowed if no report item is assigned to this task.

Coge

Type

Location

Start date

End date

Short

Task ~ Priority normal

H Status  open

a (_BEISPIEL de) Beispielprojekt

(123) Test

Y  Filin
a — = Textblocks ~ =
= A A = M =

U b IRCI RS SO HR - SR

Documents and images can be added to the task. Images (supported formats: jpg, jpeg, png, bmp,
gif) and attachments (supported formats: all) are automatically stored in the program database.
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In comments you can add comments to the actual task:

pq Task - 123 — ] x
Home
= =
B o @ »~ [ &
= Y
Save & Mark task Close ot Overview Images &  Attributes o
Close  asread  task Documents 2% Watchers
Task editor Ac... Views -~
Y oot
3
El
[+
&
= - 2 XD BiiEi=e = Textblocks~ =
‘3 % B I U S X' X, A - Cabr ] i s =
el
g l-g'lli'I*2'I'3'I*4*I'5'I'6*II?II'S'I'Q'I'Tﬁ'A

for more information about the damage, see attachment:

To add documents or images, drop them into this box

2020-04-15.ipg

Images and other documents can be added to each comment.

Comments can be added by anyone in the project. These can only be edited by the comment creator.
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6/2/2020 9:10 AM by bach

DO MAN

i3

001 2020-04-15.jpg

for more informationabout the damage, see attachments

002 2020-04-23.jpg

In the history you can see the progress of all changes of the task as well as the related tasks from

report items:

Save & Marktask Close o
Close as read task

Comments

e

Overview Images &

Documents .!r’- Watchers

Task editor AC... Views -
e.g.
Home
[ | — [®5] Comments
H e @ = al
== History

Save & Mark task Close Actions
Close as read task v

Task editor

Date Logentry
6/2/2020 %:09 AM  Task created.
6/2/2020 9:09 AM  Comment created.

Overview Images &
Documents &% Watchers

Views =

User

Roland...
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On the other hand, in the watcher section you can track who is currently observing this task. The
logon names of the users are displayed which have been added to the task either as owner or in their
own watchlist.

Home
1 | . . (2] Comments
H © e &y = [ !
= History
Save & Marktask Close Lo Overview Images& p= .
Close as read task Documents : (e
Task editor Ac... Views —
With the function "Mark task as read" this task appears as read.
Home
m = [£5] Comments
H @ @ &~ = a|
== History
Save & |Mark task | Close o Overview Images & o
Close | asread | task Documents &= Watchers
[ask editor Ac... Views -

If a third party or myself makes changes to the task, then the task is marked as unread again.
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6.4. 6.4 Tasks Links with report items from reports
Tasks can have a link to multiple report items from different reports in the same project:

b4 Task - test - O X
III I @ @ Linked items ~ | = I In._i 23] Comments
Save & Marktask Close = :
O met | E
o
Task editor = -
g 3 .
Code _BEISPIEL.001 z Em‘: AN i
Q. 001.001 Proj
Yot Task = 01.00 ojektkosten -
& 001.002 Ausschreibu...
Involved Busch & Czerny 001.003 Verfahrensa... -
002.001 Wasserdurch...
Phone +43316654345
002.002 Fenster und ...
Location  St. Peter Hauptstr: 002.003 Andere Baut... in
003.001 Anderung Ga...
Enddate 6/2/2020 ~ End 003.003 Zusatzlicher .. -
Collection: AN-Int
A sile o Collection: BAUB G
fh B T Il & AR P _

This can be practical, for example, if a task is recorded in a report on a task. More about this in

chapter 9.2.

6.5. Delete t

asks

Tasks can be deleted by right-clicking on the desired task in the task management or in the calendar

view.

|... J Manage tasks

El
(.IEI

I}‘u

=

x O

dtl new Edit Refresh Show oriv Resetal Reset
next.. filter view
Tasks View & Filter
.o Drag a column header here to group by that column
Code Type Status Item-Status
123.001 Task open
= [# Edit
€ Delete task
(_BEISPIEL de-BAUB) 001... Task ffom Reportit... | Invoived ... |open
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6.6 Mark task or task from report items as read

If you want to mark a task as read, you need to use the following button:

Home
IIII ® &P Linked items ~ = % Comments
& Select involved — ' = History
Save & Mark task] Close 4 Overview Images &
Close Jasread | task Add file Documents 3= Watchers
T Actions Views =

For tasks from report-items:

e
PN

©®

Openitem |Mark task from Close
reportitem as reag view
Task Editor

|  BEISPIEL-BAUE 001.003 Bescheide
| | (_BEISPIEL-BAUEB) Bescheide - Schnatter

w History

Bescheid fir die Betriebseinschrankung wurde von der Betriebsges

A read task from report item is not highlighted in bold in the task management

,
Beschreit
L

Projekt Code Typ Status Punktstatus | Sitzungsd... | Prioritat Thema Betroffener Inhalt

(_BEISPIEL) Beispielprojekt _BEISPIEL.002 Aufgabe offen hoch Abstimmung mit Roland (PROMAN) Pezzei weitere Infos weif

fest, dass Baustellenausweise
erforderlich sind. Diese werden
wvon der OBA Der
genaue Ausstellungsablauf fur
die cinzelnen Gewerke wird von
der 6BA noch bekanntgegeben.

(_BEISPIEL) Beispielp... (_BEISPIEL-BAUB) 002.003 Betroffenen Fall... dauer-info | 16.05.2... 002.003

(_BEISP

The read function is very important, because it allows you to easily identify new tasks.
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7. Cockpit: Charts
Various statistical evaluations can be carried out using the charts.

e' A8 Column
f‘ “58 | Open reportitems & tas... ﬂ w5 Line
Open reportitems & tasks in project per person
Te Open reportitems & tasks in project per company
Overdue reportitems & tasks in project per person relative to current date

Overdue reportitems & tasks in project per company relative to current date
.o Overdue reportitems & tasks in project per person relative to report date
Overdue reportitems & tasks in project per company relative to report date
Overdue reportitems & tasks during project course

Overdue reportitems & tasks per company during project course
Reportitemns per status during project course

Tasks per status during project course

Partidpant presence

In future versions the charts will be extended
The chart always refers to the currently open project.

After the calculation, you can still format the charts according to your own wishes:
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- -— - . -
i Column - 2% Description . (]
e - Zor = o G N0 WD WD O[S
° e o = @ Palette |-
Chart Type AppEarance Pri... -
- Openreportitems &tasks in reportitem-status: open
B openreportitems &tasks in reportitem-status: in progress
P
3
2
Aichberg Rauscher Frnnk Mattersberger Schnatl:er waldherr Miiller

The charts can then also be printed or exported:

Design |
L) A coumn > =~
“?‘;& Open reportitems & tas... ~ y;:'- ;: @m' I I I I I I -
Chart Type
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8. Cockpit: Search and evaluation Cross-project

With version 3.4, a cross-project search has been added to the software in addition to the internal
project search.

The project internal search offers a very detailed search.

In contrast, the cross-project search is limited to search criteria that can also be used across projects,
e.g. only for central and not for purely project-specific addresses.

E-

@ Filter report items Task filter

i Doome o e, - Koma B o (O o
S| Tasks 3 Addresses... v Keywords... b ! Priorities... ~ 2 Taskaeators... v Filter Start
due tasks analyzing
Filter types Global settings Filtersettings Advan Home 2
ad Items - Resullt (0)

Drag a column header here to group by that column /O

PR e e - P P Ry

All filter selections can be made in the menu.

Right at the beginning you can decide if you want to search for report items only or also for tasks.

EH § Search and Reporting 4
-

@ Filter report items Task filter

“ [E Reportitems || [F] Projects... - % Tmeframe... -~ K Status.. - G #‘“
=| Tasks & Addresses... - Keywords, . * & Atributes.,, - Filter Start
due items analyzing
Filter types Global settings Filtersettings Advan... Home -
.0 Items - Resullt (0)
Drag a column header here to group by that column /o
[ of Report item-co... Project Collection shor... Chapter short Report code Meeting sched .. Report subject  Reportstatus Item-Status Content (Report it

Depending on the search settings made, further setting options are displayed. For example, search
for the status. This allows you to decide whether to search for this status only in the most recent
point entry or also in the historical old point entries.

G by reportdate

by today
Filter
dueitems | Dy date
Advan... Due filter

If you filter for overdue points, you can decide which date is taken for the due date.

9. Cockpit: Special functions
Special functions are described in the following chapters.

9.1. adding attributes to the watch list (e.g. tasks with additional costs)

In the Cockpit | can not only subscribe to tasks and tasks of persons, companies or whole projects,
but also specifically to tasks that have been assigned attributes.
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:

Username: Roland.Pezzei Assign an address to the selected Loginuser.
With this, task from this contact will be assigned to this user (Owner function)
Selectuser Roland.Pezzei -

(Busch & Czerny) Busch & Czerny, Ingenieurbiiro fir Telekom... =
Py (Busch) Ing. Rudolf Busch

(ERLAUCH) ERLAUCH
(Erlauch) Gustav Erlauch

(Flughafenbetrieb) Flughafen BetriebsgesmbH
(Frank) DI Dieter Frank
(Hocht) DI Josef Hocht
(Keppler) DI Gertrude Kepler

(GPs) Gesellschaft fur Projektsteuerung m.b.H.

(Miiller) DI Bernhard Miller -
Linked addresses Watchlist
» Project: Central Add watch-elements... n
Project (_BEISPIEL) Beispielprojekt -
v Add project to watch Addresses ® ‘Atiributes!

Anmerkung
(Anmerkung) Beschluss
(Anmeriung) Mehrkosten
(Anmerkung) Terminanderung
(Anmerkung) Umplanung
Anderungen
(Anderungen) Fundierung
(Anderungen) Portal
(Anderungen) Garagenabfahrt
(Anderunaen) Fassade

What advantage can this bring?
These can be explained by means of a small example.

During the course of the project, costs are constantly changing. Usually these cost changes are
decided or recognized in meetings. However, those responsible for costs do not always sit in these

meetings. This means that the information is sent by hand to those responsible. This can cause errors
but also a strong delay of information.

On the other hand, if the cost managers subscribe to the attribute "additional costs", the protocol
manager can simply add this attribute to the individual report item.

«4 001.002 Genehmigung Umsetzen Masten [ offen
001701032020 [ All project partners =
“#002/01042020 3] Es wurde ein Vorschlag fir die Kabelfihrung im Mast erar- ~ Busch =
beitet. Dieser ist von der Firma Schilling zu Uberpriifen
(Koordination durch Herm Busch). Weiters sind die statis-
chen Berechnungen der Fa. Schilling beizubringen
H003/01062020 ) Pezzei due: 12062020 8 o X
sched. start: 01.06.2020
| (Anderungen) Anderungen = 3
{Anmerkung) Anmerkung -+
{Raumnr) RaumNr DD
01.02 Genehmigungen +
i 001002 Bescheide [~ offen
SO /M DANOD M s Dannhaide das B S Hlosabains aemaban Bl Frank 22.08.2016 =

As soon as the data is saved, it is displayed in the cockpit by the person responsible for costs.

You can define in the print settings whether the attribute additional costs is printed in the report or
only used as a search refinement and cockpit filter.
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The list of attributes can be defined centrally or project-related. More information can be found in
the documentation of the meeting report.

9.2. Load tasks into reports or link them
Tasks are usually, assignments that are created outside the report. However, it often happens that
tasks also become more complex and are discussed further in a report at a later time.

For this reason, it is easy to import tasks into any report within the project.

You can decide whether the task is imported as a new report item:

01.01 Sicherheit +
: (01.01) Sicherhei
w4 001.002 Genehmigung Umsetzen Masten [ offen ST SR 2
“$001/01032020 [3) Im Baufeld befinden sich zwei MastenDie Genehmigung All project partners - a— .
fur das Umsetzen der Masten durch die OZB erfolgt frih- @ CrEste pen item F1CI E ]
estens ab 22.9.2016 ~ Losdivm
=§002/01042020 3] Es wurde ein Vorschlag fir die Kabelfihrung im Mast erar- Busch e Tmport item
beitet. Dieser ist von der Firma Schilling zu Gberpriifen =
(Koordination durch Herm Busch). Weiters sind die statis- Create new item from task
chen Berechnungen der Fa. Schilling beizubringen.
=$003/01052020 [) Die Maststatik ist noch immer ausstandia und in weiterer Pezzei due: 12062020 2 5 X

Or if you want to link an existing report item to a task. This can happen if you realize afterwards that
the topics has already been dealt with and you want to link them to recognize all topics and
developments.

You can link report items to tasks with the following symbol:

=4 001.002 Genehmigung Umsetzen Masten offen
=¥001/01032020 [5] Im Baufeld befinden sich zwei Masten Die Genehmigung All project partners =

fur das Umsetzen der Masten durch dir—o7R—~falos it ==

estens ab 22.9.2016 | Opens this items task or it mansgement where you can areate a new task or Ik an exsting one. |
“§002/01.042020  [] Es wurde ein Vorschlag fir die Kabelfihrung im Mast erar- Busch

beitet. Dieser ist von der Firma Schilling zu Gberpriifen

Then you have to select the corresponding task:

ol 001.002 Genehmigung Umsetzen Masten [T

“#001/01032020 (3] Im Baufeld befinden sich zwei Masten! E4 Link task - 0

fur das Umsetzen der Masten durch d
estens ab 22.9.2016. ‘ Linked Task: No task linked to this item

=§002/01042020 (3] Es wurde ein Vorschlag fur die Kabel ; Qcmam new Tash | ¢ Unink Task
beitet. Dieser ist von der Firma Schillil
(Koordination durch Herm Busch). We

chen Berechnungen der Fa. Schllllng!| Boide Shart Skl |Tipe =13
-

Lin
«¥003/01.062020 [3] Dje Maststatik ist noch immer ausstar | = _BEISPIEL. . test Busch &C... Task E
Folge auch die Schalungs- und Bewel
Mastfundamente
Die Baugruben fiir die Fundamente wi
ma hergestelit.

X

E-E I|i:|

X
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Once the report item is linked to the task, the icon changes as follows:

01.02 Genehmigungen +
o7 001.003 Bescheide offen
“§001/10052020 [1 Die Bescheide der BH Graz Umgebung ergehen It. Herm Frank LT

B

Frank an die Betriebsgesellschaft. Herr Frank wird sie so-
fort an die Projektpartner verteilen.

=#002/1805.2020 3] Bescheid Emichtunasbewilliquna wurde von Herm Frank Frank Geoenen

Several report items from different report collections can be linked to one task. This way, topics can
be linked that are handled in different report collections, e.g. a change of plan is decided in the
client's jour fixe, this is then implemented in the planning meeting and construction meeting. A task
can link these 3 report items.

Of course, you can also remove links:

B4 Link task - 0 x

Linked Task: _BEISPIEL.001

&® Unlink Task
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10. rights and rights management

For a user to be able to read and receive his tasks, he must at least have read rights in the respective
report collection. If he is locked in a report collection or locked in the whole project, the user cannot
read tasks.

In order for a user to create and edit tasks in a project, he/she must have write-access to the project.
Starting with version 3.5 there will be the following extension:

A user can read all tasks and tasks from report items that are assigned to him. This also applies if the
user does not have any rights in the respective report collection or is even locked for this report
collection.

In such a case, the user can only read the report items (task) assigned to him. Other report items in
the report are blocked for the user, so they are not visible.

This user can also write comments in such tasks and, for example, inform the meeting host that, from
his point of view, the task is completed. The meeting host receives this message. Since the user has
no rights in the report, the meeting host must change the status of the report item himself.

A user who has read-only rights in the project can create and manage tasks for himself.

If the user is locked in the project, then he is not allowed to see any tasks as well as tasks in the
project. This also applies if the project is completely hidden for this user.

This configuration can be activated via the settings. Only administrators can do this.
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