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

- Creating a project

- Transferring the print settings from another project (template project)
- Creating addresses

- My first collection of reports and minutes

- Printing and emailing of the protocol

All descriptions are valid from software version 4.2.22 If you have an earlier version, please contact
the hotline (+43 1 478 05 67) to install the latest update.

2. Create project
With a left mouse button click on the menu File / New / Project to create a new project.

General Tools

File fipEdie = Wicw = B = Tools Project Explorer Settings Help

)

Open project

O

Prnject *E--—-——- 2

Folder | | Proman training : Project addressbook I

Report collection
Report

Report item

Eb o @ Eo

Mew subreport item

This opens the following mask:

New project x

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

| Project shortname *  2022/3% |

| Project lonaname *  Proman trainingl

v Copy structureftemplates from existing project after creation
Edit project details after creation
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Field description:

“Project shortname”: enter the short form of the project here (e.g. project number)

o

e  “Project longname”: The project heading is entered here.

e Edit project details directly after project creation (optional)
e Apply project structure/templates... (optional)

Please select " Copy structure/templates from existing project after creation".

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

General Tooks Project Copy Tools

Fle Edt View Data  Toos ProjectExplorer Setfngs  Help  Man

ave  Cose

Main Project

Project View = & Proman training : Project addressbook zuzzfzs: Project copy X

= Refresh project-explorer

Project general data
B (2022/39) Proman raining P’”Ji“ addresses
Attributes
= (2022/39) Proman training
I Company and Employee Functions
Texthlocks
Report collections

Continue by selecting a project from the toolbox...

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

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

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

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

The currently created project is opened automatically. For this purpose, the selection mask for the
"Adopt project structure from existing project" is also opened.
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General Tools

=

Save  Close

Edt  View Data  Took  ProjectEplorer Settings  Help

Choose project. o . W W R OB R

Wain Project
Project View D @ Proman training : Project addressbook W
2 Refresh project-explorer

[ (2022f383) Proman training
|5 (2022739) Proman training

Lienfeldergasse 12/1
1160 Vienna, AUSTRIA
T:+43 14780567
Www.proman.at

Project Copy Tools

Main

Project general data

Project addresses

Attrbutes

Company and Employee Functions
Texthlocks

Report collections

Continue by selecting a project from the toolbox...

Select the source project from the drop-down menu in the upper left corner. In this example, we use
the sample project as a source for our template data.

In the following mask we can adopt individual areas of the template (e.g. logo only), however in the
target project we could then remove or modify unused elements.

No item contents are carried over with this function!

e

save B Close

Edit Data

Tools

View Project Explorer Settings  Help

(Ex.Proj) Exampl.

e Lopy 1o

Main | Quick Selection

Project View O 3 test:Project addresshook [RCRE
[+ Refresh project-exlorer
3 (test) test Template project copyal B [} Current project
El {test) test
Client Copy B o
Project author Copy P o
Project address Copy P (]
Header Header
m Copy B o
No image data
Text Text
Copy B o
Footer Faer
Mo image data copy P o No image data
Text Text
Copy B (o]
Project addresshook oR x = -
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2.1. Change Logo

This is done in the "Manage project” mask, which can be reached via the menu bar (1) or via the right
mouse button on the project (2).

L4 PROMAN Phenix
General Tools File Edit Vies

W ata
File Edit View Data Tools Project Explorer Setting - -l -l
1 - - .'. h h‘j‘ L‘ h‘
I__:‘: ‘ h&j‘ L‘l ﬁ.l Proi'ect Folder Report Report Report

(1 ) collection item 2
S Eadl Folder Report Report Report - _ ( )
collection item - Edit i

General Tools

D Tools Project Explo

# Manage project Project View 0 n M training : Projec
[ I . ~ . £
451 Project rightsmanagement .OMAN training : Project addresshiiesd Refresh project-explorer Mgin view | Employee
! . o i £
% Manage project attributes gin view | Employee view v PROMAN b i Search ...
[E! Show stored documents for Project Brch ... = (DE) DE Reports Manage project
Addresshook synchronization ort Long (AN) Aktennotiz Project rightsmanagement
Holzer Bau Holzer Baug (AN-Int) Aktennoti

[
[ Copy project structure/templates Project addressbook
o

Busch & Czerny Busch & Ca (BAUB) Baubespret e ey
(BT) Bautagebuch

(PE) Monatsbericht Manage project attributes
{PROJ) Projektbes;
{5iGeko) Baubegeh
{ENG) ENG reports Addressbook synchronization

Delete project
Kastberaer Ina. Franz|

Show stored documents for Project

Copy project structure/templates
Mew project
MNew folder

Delete project

Assign project attributes

On this page we can change the areas header bar / footer bar / project image. We could also change
the project name.

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

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

Generai Tacs ProjctTods
Fie Edt Vew Dam Toos ProectOpoerSettngs  Hep | Froect | Attibute
B|E B &
Cose | save saves| acive
dose | project

Project Archiv.
Project View O 2 PROMAN training : Project addressbook.
i+ Refresh project-explorer
Project shortname | number * Exproj Projectcode dient
B (Ex.Proj) PROMAN training K
5 08 e Repars PROMAN training
(AN) Akternotiz a Associations
(ANInt) Akternatiz -Intern Cient Selecta projectbased company.

(BAUB) Baubesprechung OBA
() Bautagebuch

(PB) Monatsbericht

(PRO3) Projektbesprechung

Select a projectbased company

Select a projectbased company.

Beispicprojekt

Header  Footer | ProjectImage

Heigtin mm 52 Print without border
Widthinmm B
Rl Revert to original size:

Alignment

0 M MMEE T

L] Load image ] From dipboard X Remove Image
Home | Insert  Review  View
= o
*« ~» |F 5 calbri S0 AN Aav # Find
Copy
Central addressbook ooax Undo Redo | pasm 2 . S &
Spasteseca B 1 U U S 5 XX, A~ % Replace

2 Refresh data

Common Cipboard Font
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3. Creating Addresses
When creating addresses, we must first decide whether we want to create them as

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

If we create the addresses centrally, they can be used throughout multiple projects.

3.1. Creating Addresses Centrally
The central address management can be accessed under tool / show central address book (1):

General Tools Addressbook Tools
File Edit View Data Tools Praoject Explorer Settings Help Home Company Employee Print Attribute and Stroted Document
gﬁ Settings @ Search and Reporting Show Project cockpit |i Show central addressbook | €3 Restore window positions F_E Template management ~ & Manage cel
-
*roject View O PROMAN training : Project addressbook - "-( 1 )
5} Refresh project-explorer Main view  Employee view
J—
3 (Ex.Proj) PROMAN training seardh ...
=] (DE) DE Reports Short Long Address Country City Postcode State Homep:
(AN) Aktennotiz Holzer Bau Holzer BaugesmbH Weizer Stra.. Gleisdorf 3200
(AN-Int) Aktennotiz - Intern Busch & Czerny Busch & Czerny, Ingenie... | St. Peter H... Graz 8010
(BAUB) Baubesprechung GBA Kastberger Ing. Franz Kastberger, T... Lahnweg 17 Leibnitz 8430
M oA P oLl _— - e PRI PR - .
n n .
Then another tab "Central Address Book" opens:
General Tools Addressbook Tools
File Edit View Data Tools Project Explorer Settings Help Home Company Employee Print Synchronize Attribute and Stroted Document Show usages in projec
o - O © = 2
& qQl i == 4 -
Settings Searchand Show Project | Show central |Restore window Template Manage central  Administration
Reporting cockpit addressbaok pasitions management attributes
Tools Manage - -

Project View [ § Example Project PROMAN : Project addressbook W‘

= Refresh proiect-explorer Search ...
B (Ex.Proj_{1)) proman training Short Long Address Country City Postcode State Homepage VAT Post
O (DE) DER = test test

(AN) Aktennotiz new company new company

{AN-Int) Aktennotiz - Intern Proman Proman

{BALEB) Baubesprechung OBA
{BT) Bautagebuch

{PB) Monatsbericht

{PROJ) Projektbesprechung

L R N

e Addresses created via the Central addressbook are highlighted in yellow to distinguish them
from those created via the Project Address Book.
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Addresses can be created with the buttons in the toolbox (1) or with the right mouse button at the
desired company:

General Tools

File Edit View Data Tools Project Explorer Settings Help Hormr

O ¢ X %

Create | Edit Company Delete  Company
Company company ions
' —— - Ii
)i |

Company

Project View = Example Project PROMAN : Project addressbook: ﬂ
= Refresh project-explorer Search ..
= (Ex.Proj_(1)) proman training .Short Lona L
51 (DE) DE Reports i test test

(AN) Aktennotiz new company NEW Company

(AN-Int) Aktennotiz - Intern ErTeT Fr=T

(BALE) Baubesprechung OBA 2

{BT) Bautagebuch ( )"'"---...*

{PB) Monatsbericht Create Company

ROJ) Projektts ch :

(PROJ) Projektbesprechung Edit Company
(5iGekn) Baubegehung
(ENG) ENG reports Create Employee

paste employee
Delete company

Assign company attributes

Each person must be created within a company.

To do this, we must first create a company. With the button "Create company" the following mask
opens:

Create central company - O x
* ©  Add phonenumber
Type Mumber Note Is Default
Drop outlook contact here Main v +43 12334 . x
Mo image data
Insert businesscard (*.vcf) from dipboard
Short * New company
Long = New company Ltd
Street
Postcode City -
Country Choose country. .. -
state .
@ Add eMail address
Post Box Post Box P.C.
Type eMail MNote Is Default
Homepage
= |MaineM... ~ ioffice@newcompany.com L) x
VAT :
Secondary site of... Choose company... -
Departments Shortname Longname [+] Add
R, Assign company attributes Add function... v R Manage functions
Sty coe Short Lang s Defauit
Attributes
*Required fields -, ST Notice: You can synchronize projectbased data to the central addreschook to Close [ R
create a central address, this enables you to use this data in other projects and
prevents duplicates.
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All the recommended fields for the company are marked with red. The remaining fields are useful if
you want to use additional information for companies.

Example Project PROMAN : Project addressbock RSt R

Search ... (1 )

-

Short Long Address Countryes * fC\Ey Postcode State Homepage VAT Post box number Post Box Postcode | Disabled
= test o o
new company new company - - 'y
{H Proman Proman Software GmbH o

The "Short" field is used for a commonly known short form of the company, e.g.: PROMAN for
Proman Software GmbH.

Afterwards, an employee is created via the menu bar (1) or with the right mouse button on a
company (2):

General Tools

File Edit View Data Tools Project Explorer Settings Help Home Company Employee P

O [ X &

Create  EditEmployee  Delete  Employee | CopyEmployees

Employee employee  functions
L2
\\\ Employee
Project View ® (1 ) (= | Example Project PROMAN : Project addressbook. W—
(5 Refresh project-explorer Search ...
B (Ex.Proj_(1) proman training Short Long Address Country City
O (OB DER = test test
[
(AN) Aktennotiz =H new company new company
(AN-Int) Aktennotiz - Intern i# Proman Proman Software GmbH Crestec
. reate Compan
(BALE) Baubesprechung OBA pany
(BT) Bautagebuch 2 Edit Cempany
(PB) Monatsbericht ( ) ------- = Create Employee
(PROJ) Projektbesprechung 2 I
paste employee
(SiGeKo) Baubegehung P play
(ENG) ENG reports Delete company

Assign company attributes

This opens the following mask:

Edit employee for company new Company Ltd

x ° Add phonenumber
Phone Number Cofiment | Is Default
Phone v +43123423 . x
No image data Drop outiook contact here or dick to insert vCard (%.vef) from dipboard
Short = Doe b4 Edit longname
FirstName  John
Lastname Doe
Abbreviation
Gender Male M
Title Name Suffix
Title Intern
Department | There are no departments available for this employes! - o
@ 4dd e-mail addresd
Functions T e ellefant . . % Manage functions
Type E-mail Comment | IsDefault
Short Long Is Default r—— ; o =
P Project management . x
Attributes I Assign employee attributes
Attribute Value
*Required fields 5 e Last modified by: 2 Roland Pezzel (8:51 PM 12/3/2015) [x] Close E Save & dose |
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It is recommended to fill in all fields highlighted in red for the employees.

In the "Short" field, please enter a commonly known short form of the person (e.g. last name). This
field must be unique per company. (There can be no duplicates).

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

Additionally, the complete Outlook address book can be synchronized if Proman is installed directly
on the computer, however Outlook also has to be 32bit. Further information can be obtained from
the hotline.

3.2. Use addresses in a project

Centrally created addresses can be activated in a project by dragging & dropping. To do this, go back
to the "Project Address Book" tab and drag the desired address from the lower left "Central Address
Book" window into the “Project Address Book” window, the same thing can also be done by right-
clicking on the address:

Project View Example Project PROMAN : Project addressbook  [JleCiiglitl =l Central addresshook O3 x
~ .
(5] Refresh project-explorer Mainvien  Employee view o Refresh data
B {Ex.Proj_(1)) proman training mearen Search A
= (DE) DE Reports Short Long Address Country City P Short Long
(aN) Aktennotiz ] Holzer Bau Holzer BaugesmbH ‘Weizer Stra... Gleisdorf 8 test test
(AN-Int) Aktennotiz - Intern Busch & Czerny Busch & Czerny, Ingenie... | 5t. Peter H Graz £l 51 new comp.. | new company
(BAUB) Baubesprechung GBA Kastberger Ing. Franz Kastberger, T._.  Lahnweg 17 Leibnitz 8 hort Hirst Name Last
(BT) Bautagebuch Flughafenbetrieh  Flughafen BetriebsgesmbH | Flughafenst... | AT Graz ] B Tohn =
{PB) Monatsbericht Leitner DI Hans Leitner, Ziviltech | Burggasse 63 Wien 1
(PROJ) Projektbesprechung Pl It Pl It GesmbH Nussdorfe wi 1 e
o lanconsul anconsult Gesmi ussdor fer ien promand Proman Software Gt
(SiGeka) Baubegehung GPS Gesellschaft fiir Projekts... | Unterer Plat... Graz ] P
(ENG) ENG reports ERLAUCH ERLAUCH 4
PACPS PACPS
SPV_\Ww Sportverein Wienerwald
PROMAN PROMAN Software GmbH | Lienfelderg... AT Wien 1
Mpowar Codrrsape  Mpoman Codirsape TMpuMep y Beorpan 1
test test
New Company New Company
[
[
[
{
]
{
[
[
I
[
[}
[
)
]
[
[
]
Central addressbook (=1 W4 i
I
= Refresh data I
Search i
Search ... £
I
Short Long '
test test "
] new comp... | new company fi
Short First Name Lastyl
Doe John Doe |
] v
Proman Proman Software GmbH

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

If their names are not suitable, we can easily rename them. We simply right-click on the desired
report collection then on "Manage report collection" (1):
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Project View O o Example Project PROMAN : Praj

~a

=~ Refresh project-explorer Main view = Employee view
S S Search ...
& (Ex.Proj_(1)) proman training

El (DE) DE Reports Short Long
(AM) Aktennotiz i Holzer Bau Holzer
(AM-Int) Aktennotiz - Intern Busch & Czerny Busch
(BALE) Baubesprechur 5~ R " Fr
(BT) Bautagebuch Manage report collection -
{PB) Monatsbericht f Edit next agenda an

: I

(PROI) Projektbesprec ¥, New report -
(5iGeKn) Baubegehu s
(ENG) ENG reports Manage report-codes L
¥, Manage chapters e
(“i ) Manage textblock templates it
Delete report collection M2
Assign reportcollection attributes -
Show stored docurmnents for Collection o

In this case we want to change the "Building Meeting" to "Building Jour Fix":

General Tools Report Collection Manager Tools
File Edit View Data Tools Project Explarer Settings Help Main
E B
Save Save & | Close
cose

Main
Project View o Proman training : Project addressbook BM: Report collection manager X
5] Refresh project-explorer

9) Proman training

& (2022/39) Proman training Collection shortname BM

(BM) Building Jour Fix Collection longname  Building Jour Fix

Collection title
Description
® Continuous protocol
Protocoltype Memo
One time report
Print language German
] Link default settings to last Report, i.e. changes in the last report for textblocks, documentnames, eMail- and agenda-settings will be saved automatically to this

For this we can enter the desired new name in the field "Collection longname ".
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5. My first report (Minutes)
In the desired report collection, please click the right mouse button and select "New report":

Home sart And Hiter
Project View O o Proman training : Project addre
i )
L Refresh project-explorer Main view = Employee view

Search ...

= (2022/39) Proman training

= (2022/3%) Proman training Shart Lang
i (BM) Building Jour Fix f

Manage report collection

Edit next agenda

Mew report

Manage report-codes

Manage chapters

Manage textblock templates
Delete report collection

Assign reportcellection attributes

Show stored documents for Collection

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

PROMAN training

Jour Fix No.: 001 ( )‘\\
(1) _ A

Date of Issue 12.04.2021 | 7 Project-no.: Ex Proj
Date of Meeting:  [12.04.2021 Doc-no.: Ex Proj/CM001
Time: from: 9:00 AM fo. 11:00 AM Chairman: Doe
Place 0 cted 7 Writer: 0 author selected
Subject: (3)’
Participants:
Mame Function Company Phone Present Distibutor Temporary
Pezzei PROMAN +43 1 4750867 [ ] . o] X
Doe PS new Company +181134526 L] L] [ x
The ine for ion or ition to this protocol is 4 business days after delivery. After expiry of this
period without objection or protest. the minutes shall be deemed accepted.
Next Meeting: Number: 002

Date 19.04.2021

Time: from 9:00 AM till 11:00 AM
Meetingplace:  at the building site

The mask allows to edit the data directly. For example, if we move the mouse button over the
meeting date (1), this field will be outlined in blue. If we click on it with the left mouse button, we
can edit this field.
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In blue there are further control data (2) in addition to the protocol content (e.g. to the right of the
leader / author there is an X to delete the person).

If you want to set Mr. Doe as the leader (3), you can simply drag and drop this person into the
Chairman field, or drag him into the Participant and Distributor fields or as participant and
distributor:

z Refresh project-explorer
Search

51 (D) DEReports

(AN) Aktermotiz
B (AN-Int) Akternotiz - Intern

(BAUB) Baubesprechung 0BA .

7 Bautagebuch PROMAN training
(PB) Monatsbericht

{PROJ) Projektbesprechung

(SiGeka) Baubegehung

[EBIES cra Jour Fix No.: 003
B (@) Jour Fix
O 001 4/12/2021 Date o Issue 26.04.2021 Project-no. ExProj
@ oL 001.008 Date of Meeting:  26.04.2021 Doc-no. ExProj/CM/003
01 001.009 Time: Chairman: d
oot 001002 Place: Wiiter
0102 001003, Subject
o2 00L00% Participants
03 001005
o5 001005 Funcin _ corp BED
o5 01007 -

‘ »
002 4/13/2021
1 003 | 4f28/2021

‘The deadiine for objection of opposition 10 thig
periad witnout obiection of protest. the m

Biocol is 4 business days after delivery. After expiry of this
s shall be deemed accepted

010t 001,002 Next Meeting: Number _3
Dite 03.05 2021
0102 001.003 Tir from 9:00 AM till 11:00 AM
0 002000 hopiace: 3 the uiding st
0 02,002
™ 002.005
o5 001,006 Short et [ — Desdins
o5 002004
o5 002005 o e
05 003.001 eners
i o3 03.002 o01.01 security
os 00300
4 » #001.002 Safety training ‘open
(MEMO) Project Memo - 001712042021 There is no content forthis e Allprojectpartners 20082021
Project addressbook =0 = 2002/ 18 04 2021 Th content for this fem Allproject pariners 23.082021
o e ot Sosarasaszoz T  for s e JR— 230820

Search ..
Mainview | Employee view

Groups.
Al project partners
Al particpants

Allprojectpartners ~ | Pick it ..

Employees
Compan... 4 Employee... « | Employee F

Project.no Ex.Proj
Doc -no. Ex ProjCM/ID03
Chairman: B 1 1o -

Writer e e e Frank
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PROMAN training

Jour Fix No.: 001

Date of [ssue: 12.04.2021 Project-no.: Ex.Proj
Date of Meeting:  12.04.2021 Doc.-no.: Ex Proj/CM/001
Time: from: 9:00 AM to; 11:00 AM Chairman: Doe
Flace: > meeting place selected Writer: 1 authar selected
Subject:

Participants:

Mame Function Company Phone Present Distributor Temporary
Pezzei PROMAN +43 1 47305867 L L] o x
Doe PS5 new Company +181134528 L [ o >

In the participant distribution list, we can change the status for present, distribution list (Distr.) or
present temporarily (temp.) simply by clicking on the bead.

By right-clicking on the participants list you can also edit participants sorting:

Mailing-no:

Teilnehmer / Verteiler:

MName (w/'o Title) Function Company

Waldherr FS Gesellschaft fir Projektsteuerung m.b.H.

Aichberg BEM Holzer BaugesmbH

Busch ET Busch & Czerny, Ingenieurblro fir Telekommunik,

Keppler BH Flughafen BetriebsgesmbH Add involved ac
Ecker BK DI Hans Leitner, Ziviltechnikerges.m.b.H. participants
Mller FS Gesellschaft fir Projektsteuerung m.b.H.

Frank BH Flughafen BetriebsgesmbH

Schnatter PS Gesellschaft fir Projektsteuerung m.b.H.

Héchtl BH Flughafen BetriebsgesmbH

Rauscher BM Holzer BaugesmbH

Set for all

The deadline for objection or opposition to this protocol is 4 business days a participants...

period without objection or protest, the minutes shall be deemed accepted.

Mext Meeting: Number: 004
Date: 03.05.2021
Time from 9:00 AM 1l 11:00 AM

Meetingplace: at the building site

Participant
sorting..

Subject Short / Text cr Responsie
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Manual Sorting:

Waldherr —— ——
Aichberg Holzer Bau v A
Busch Busch & Czerny v A
Keppler Flughafenbetrieb v A
Ecker Leitner v .
Mller GPS v .
Frank Flughafenbetrieb v A
Schnatter GPS v .
Hacht Flughafenbetrieb v A
Rauscher Holzer Bau hall

oK Q@ Cancel

Automatic Sorting:

Symbol:
Mailing-no

Sortingnumbers from @
project-employees

Sorting from

last report

©
Ascending

alphabetical sorting

b
Descending
alphabetical serting

cr Responsiblé

5.1. Create and edit report items

In the same mask, below the cover sheet, we can edit the protocol points right away. In our example,
there are already chapters. These were taken over from the example project - they can be changed
or deleted. In the menu there is a button "Edit chapter". An item in the General chapter can be
created by clicking with the right mouse button on the chapter heading (1).

Subject Short / Text Deadline
o~
‘,9(1) ~ -
01 General *~ B [
Comments Change
£001.001 Approval moving masts st open

=
No task
linked @ Item data

El §Es

Clipboard Show history

There are two masts in the construction arfi]
proval for the relocation of the masts will t2
next month at the earliest.

Internal note:  No internal note for this item

ned

Attributes: Mo attribut

o

. Delete New... d=
01.01 Security repart tem
£001.002 Safety training open
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Deadline

© ="

Create new item

]

in chapter

©

MNew subreportitem
for this item

Q

Load item

Subject Short / Text
01 General
<2 001.001 Approval moving masts
There are two masts in the constructio
proval for the relocation of the masts w
next month at the earliest.
Internal note:  No internal note for this item
Attributes:  MNo attrnibutes as
01.01 Security
7 001.002 Safety training

b of PRGN L I S

open

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

click:
Subject Short / Text cr Responsible Deadline
01 General
) - - Home  Iwert  Review  View
% 001.008 [ heading/ item short | PR - T -
The&e is no content for this item.. Undo Redo | Paste EN . B I UUS S XX A-%. % mgmh g
. L paste Speca L) Z
- .
Internal note:  No mternaﬁ‘ntg,fp’r this item = L = g
! R L . I RN R TS RT R ST RT SR RN D =
Attributes:  INo atiribute - : ’ : : : :
- |
¢ 001.009 There is no short for this item..
There is no content for this item..
Internal note:  No internal note for this item
Attributes:  INo atir
oK [ I
Statuses:
Subject Short / Text cr Responsible Deadline
'
‘I
01 General .
¢ 001.008 heading/ item short lopenr
There is no content for this item ‘/
Internal nnte NaA intarnal nata far thic itam ’
écanceled ‘canceled Will not be taken to the next report. 5
Icumplebed completed Will not be taken to the next report N B
deferred until deferred until Will be added at the defined date to a report in the future.
o
in progress in progress Will be taken to the next report. "
one time info info Will not be taken to the next report. 5
open open Will be taken to the next report - |~
‘ A oo 0 e
¢ 001.002 Safety training open
There is no content for this item All project partners 20.04.2021
Internal note:  No internal note for this item

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

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

Use this feature to structure reports, thus avoiding having to painstakingly delete points.

We can assign a leader by dragging the desired person into the report item:

01 General

% 001.008 heading/ item short

There is no content for this item..

Project addressbook

= Refresh data No internal note for this item...

Search ... p Attributes:

Mainview  Employee view

Groups
All project partners

¢ 001.009 There is no short for this item

There is no content for this item

All participants

Allprojectpartners  + | Pick filter... nternal note:  No internal note for this item

Employees
Company... . Employee ... a Employee Fu
Leitner Ecker (BK) Begleite

Attributes: o attributes assigned

new Compa... {Doe:

P e 01.01 Security

Planconsult | Mattersberger | (GP) General

PROMAN Pezzei

T P =¢ 001.002 Safety training

Mrowan Fo Neme

There is no content for this item

Then we can also set a completion date by clicking on the date field to the right of the responsible
person:

General

Completed to be | ¥ e r—
heading/ item short Segn target -~ % open

i isi Begin actual -
There is no content for this item Doe ane
Completed is -

Reminder MNome

No internal note for this item...
Show Date |

Mo attributes assigned ok € cancel

o]

5.2. Pictures and attachments

Images and attachments can also be added into the report item by right-clicking on the item and
selecting Clipboard (1):

Subject Short / Text
F Refresh H
01 General comments
'001.008 heading/ item short

There is no content for this item...

Mo task £
linked 4 @ Itemn data

Eg

o

nal note:  No internal note for this item

Attributes: Mo attributes assigned

Clipboard Show history

=

Delete
report item

'001.009 There is no short for this item

There is no content for this item...

New...

note:  No internal note for this item..

Attributes:  No attributes assigned

I
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Assuming that the desired attachment is already on the clipboard, just select paste (2) to have it

added.
[
Subject Short / Text |E|£| Respt
i tent -
pt i
Copy content
01 General (Formatted)
_ = = (2) .".
= 001.008 heading/ item short =) El
There is no content for t @
Paste
Internal note:  No internal note for this 1
Aftributes: No attributes assigned
¥ 001.009 There is no short for this it€
There is no content for this item...
Internal note- MaA intarmnal Aata fAar thie itam

These images can then be
opening the Image Editor:

=5

Switch image
position

re

Do not
print image

further edited (e.g. to highlight damage) by right-clicking them and

Bautafel

Ein Vorabzug
und OBA be

i

003.002/003/1

Edit image
title

o

Open image
editor

x Show image

Delete
image
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_( Edit image

i

Feinabsti...

7

Anmerken

Q@

Sticker

@

Rahmen

%

Redigieren

W Nach links drehen

A\ Horizontal spiegein

g Save &dlose

TIP: If we want to add a plan, for example, we can simply copy the desired image section from a DWG
or PDF plan file using the Windows tool "Snipping Tool" and paste it into the meeting report using
the Paste button.

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

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

#001.001
#001/09.12.2019

heading / item short open

item content Doe 30012020 % 73

Image 1: CIMG4991 jpg
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In the editor a pin can be placed directly with the pen at the desired position.

In a similar manner, PDF documents can also be added to the report. A legend of the attachments
can be created automatically.

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

We have added the following attachments to the point:

01 General
+#001.008 heading/item short open
There 1s no content for this dem Doe Data
] e @ | el [ e
N——*i o ,.Ft .= T 1
! L L4 e < " i
| e = i =%
i E bl == .-5
C . Te - R f s
= .S
re g WY ! ! / ‘!‘4'
X ST ¥ edigllly
{ .
' - ri
ot - e
o T

Imsge 2: Image.jpg

Imsge 1: Image.jpg
termainoteNo internal note for this iten
Attrbutesiio atirputes sssgne

l Documents:001.001/1 Residentismmjed.pdf]

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

PROMAHN ¥ License: 000WA1 PROMAN 2015/40/BMIO01 Page-2/2

| | | | | Fabnass [Marz | Mai Juini J2uli | Busgua
Crwer Arkarg Erwde il EREE CE KA ERE 0 EEREFA EER A EER AT EEA N D A A FF EA A FE Ed Ed FE A EERD EE
15 Tags? Wi 13,04,09 Fr01.05.00 VWWE-Fassade
15 Tage? Mg 13.04 .08 Fr01.05.08 WWE-Faseade Norseite
10 Taga? Mi 13.04.08 Fr24.04.08 I'lh'nln'l.lnlgi ElllrII;h i i

6. Print report (PDF)
When our report is finished, we can simply create a PDF using "Print report as pdf":
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General Tools Protocol Tools
File Edit View Data Tools Project Explorer Settings Help Start Manage protocol Printing & Sending Agenda
) p———T L 3
= S | [ \
Print ‘Fepare for  SendeMal  Show stored \\
report meeting documents 'Y
Printing eMail Stored do.. ( 1 )
Project View [ [ Example Project PROMAN : Project addressbook (i
5] Refresh project-explorer e
= Print report: 001 x
Search ... Do
B (Ex.Proj) Example Project PROMAN Print as: —_—
B ZE)E= B Preview Rif Thi
(AN) Aktennotiz ex
(AN-Int) Aktennotiz - Intern per
(BAUB) Baubesprechung GBA Document path
(BT) Bautagebuch O:\Schulung\Schulung \Beispielproje far
(PB) Monatsbericht Ne)

v Open after print
(PROJ) Projektbesprechung

(SiGeko) Baubegehung
= (ENG) ENG reports
E (CM) construction meeting
B 001 | 4/12/2021
01 001.008 headi...
01 001,003 o
01.01 001,002 Safet... LE'

Save to database

Print il

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

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

- PDF output with attachments
- Standard subject and text for your email
- Distribution list automatically filled according to the distribution list

- The finished e-mail will be opened automatically in your e-mail client (e.g. Outlook) for a
check before sending it out.

The first step for this is the function "Send e-mail" (1):

Subject as well as e-mail text will be loaded with the predefined settings and text:
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General Taals Protocol Tools

File Edit View Data Tools Project Explorer Settings Help Start Manage protocol Printing & Sending Agenda

B R A 3 eemmemeem= )

Print  Prepare for  Send eMail e SIS

report  meeting Gocuments
Printing eMail Stored do.

Project View O »  Example Project PROMAN : Project addressbook
5] Refresh project-explorer )

Send eMail - Report: CM//001 - O x

xample Praject PROMAN
B (DE) DEReports. Project shortname: Ex.Proj Report collection short name: | CM Report code 00t
(AM) Akt=nnotiz Meeting date 4/12/2021 Subject
(AN-Int) Aktennotiz - Intern
. Filepath O:\SchulungSchui Iprajekt\Ex.Proj_CM_001

{BALE) Bassprecung CEA (2‘) Paf save option Ty Oamos flepath O:\SchulungSchulung \Beispielprajekt\Ex.Proj CM
(5T) Bautagebuch Y Textpreview
(PB) Monatsbericht
(PROJ) Projektbesprechung ® Use textblocks Use freetext
(5iGeko) Baubegehung \
= (ENG) ENG reports. |aMa|\ subject Project: Example Project PROMAN, Meeting: comstruction meeting, No. 001 of 12.04.2021. Edit default subject

E (CM) construction mesting
O 001 | 4/12/2021

o0t 001008  headi -

o1 001,003 ( ) Dear Sir or Madam,

Lot 001002 saet E]Y- enclosed are the minutes of the meeting no. 001 of 12.04.2021.

oLo2 001003 notees || | The next meeting will be held on 19.04.2021.

0z 001004 Flann | R

02 001005 Pland i

ours sincerel

05 001.006 Const. Youls Seelsly o

05 001007 Canst.
002 | 4/19/2021
003 | 4/26/2021
(MEMO) Project Mema 4 eMail text

Default eMail textblocks Available eMail textblocks
emal_ENG email-Bericht
emai-Agenda
emai_ENG
(4) Manage textblock templates
. »
| | No database storing | | Send eMail S
.
4
2 Distributor 00 Attachments Filtered Email [<] Close = Open eMail ”ﬁ Direct send

Subject as well as email text are loaded with the predefined settings & texts:

The subject (2) is created using macro fields ("Edit default subject" function). E.g., the session date
and session number can be filled automatically with this.

The same applies to the text content of the e-mail (3).

The software adds all persons to the mailing list who have been defined in the participant/distributor
list and who have an e-mail address. Further recipients can be added to the mailing list later (4).With
the button "Open e-mail" the PDF file of the protocol is created, stored and the e-mail is filled with all
the data.

If attachments have been moved or deleted, you will be informed about it and still have the
possibility to correct them before sending.
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"f} O Projekt PROMAN Training, Sitzung: Buildin
File Message Insert Options Format Text Review Developer
abc — ) [‘5\ () /
> EE = A) & ax A%
Spelling & Thesaurus Word Read Check Smmart Translate Language
Grammar Count Aloud | Accessibility | Lookup = =
Proofing Speech Accessibility Insights Language

From * roland.pezzei@proman.at

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

~ 2019_40_BM_001.pdf

Aftached FOF | 977 KB

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

The next meeting will take place on 16.12.2019.

Best Regards

Roland Pezzei

PROMAN Software GrnbH

Cloud:

In our cloud version, there is an intermediate step that appears just like when you create a PDF
document after "Open Email": an .eml file is created for the email, which you can download and

open in Outlook.
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Stored documents - Ex.Proj Example Project PROMAN (11) (%) x
-All- 1Y .
Type Description Filename &  Created by  Created on - h
éND type ¥ 1010_BAUE... Test A.5.. 8/9/2022 11:24 AM @ H l.IIEII i X -
No type 1010 BAUBE... Test A.5.. 8/3/20221124aM @ B [F & X

Here you can find all saved documents of the selected report collection.

You can either copy the document to the clipboard using the button (1) and place it on the desktop,
for example, or create a link using the button (2) and open it in the browser and download the
desired file.

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

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

Prepare meeting with your own comments for each item

Live logging with beamer view

Import points from external cross-referenced sessions

9. Layout and print settings
Further information on the possible layouts and print settings can be found directly in the training
documents of your version:

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

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

support@proman.at

International or AT +43 1478 05 67

from Germany 0800 589 0129

We are happy to support you.
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