
InLoox Documentation 





 

iii 

Contents 

1. NEW FEATURES IN A FAMILIAR ENVIRONMENT .................................................................................................. 1 

2. CONTACT AND SUPPORT ....................................................................................................................................... 3 

3. Everyday Tasks ........................................................................................................................................................ 5 

EVERYDAY TASKS ...................................................................................................................................................... 5 

Working with Projects .................................................................................................................................................... 6 

CREATING A NEW PROJECT .................................................................................................................................. 6 

OPENING A PROJECT ............................................................................................................................................. 7 

FINDING A PROJECT ............................................................................................................................................... 8 

COMPLETING OR BLOCKING A PROJECT ........................................................................................................... 11 

RECORDING A TIME TRACKING ENTRY OR DOCUMENT ...................................................................................... 12 

CREATING A MIND MAP ............................................................................................................................................ 14 

CONVERTING A MIND MAP INTO PLANNING .......................................................................................................... 15 

Planning ...................................................................................................................................................................... 16 

CREATING A PROJECT PLAN ............................................................................................................................... 16 

CHECKING RESOURCE WORKLOAD ................................................................................................................... 18 

DISPLAYING AND PROCESSING WORK PACKAGES .......................................................................................... 20 

STORING FILES AND DOCUMENTS ......................................................................................................................... 22 

Working with Budgets .................................................................................................................................................. 23 

CREATING A BUDGET ........................................................................................................................................... 23 

ADDING POSITIONS .............................................................................................................................................. 24 

PROJECT CONTROLLING ..................................................................................................................................... 25 

CREATING AN ACTUAL REVENUE ....................................................................................................................... 27 

CREATING A REPORT ............................................................................................................................................... 28 

DEFINING VIEWS ....................................................................................................................................................... 29 

4. Basics ..................................................................................................................................................................... 31 

INLOOX BASICS ......................................................................................................................................................... 31 

InLoox Toolbar............................................................................................................................................................. 33 

INLOOX RIBBON MENU ......................................................................................................................................... 33 

INLOOX TOOLBAR ................................................................................................................................................. 33 

HINTS: ADDING ELEMENTS .................................................................................................................................. 35 

ADDING AN OUTLOOK ELEMENT TO INLOOX ..................................................................................................... 37 

ATTACHMENT MANAGEMENT .............................................................................................................................. 39 

CREATING AND EDITING REPORTS in INLOOX RIBBON .................................................................................... 40 

FILTERING REPORT DATA .................................................................................................................................... 43 

FILTERING REPORT DATA .................................................................................................................................... 49 

InLoox Project Overview .............................................................................................................................................. 55 

INLOOX PROJECT OVERVIEW .............................................................................................................................. 55 

INLOOX DASHBOARD ............................................................................................................................................ 58 

Timeline ................................................................................................................................................................... 61 

INLOOX TIMELINE .............................................................................................................................................. 61 

TIMELINE: GROUP DIALOG ............................................................................................................................... 64 

INLOOX TIME TRACKING LIST .............................................................................................................................. 65 

Personal Views / Workflows ..................................................................................................................................... 69 

HNITS ON THE USE OF THE PROJECT OVERVIEW ........................................................................................ 69 

DETAILED INFORMATION: CONFIGURATION: HINTS ON PERSONALIZED VIEWS ....................................... 70 

DETAILED INFORMATION: CONFIGURATION: GENERATING PERSONALIZED VIEWS................................. 71 

InLoox Project.............................................................................................................................................................. 72 

INLOOX PROJECT.................................................................................................................................................. 72 

Management Page................................................................................................................................................... 73 

MANAGEMENT PAGE ........................................................................................................................................ 73 



InLoox Documentation 

iv 

MANAGEMENT PAGE: PROJECT AREA ........................................................................................................... 74 

MANAGEMENT PAGE: CATEGORIES DIALOG BOX ......................................................................................... 75 

MANAGEMENT PAGE: TIME / STATE AREA ..................................................................................................... 76 

MANAGEMENT PAGE: DIVISION DIALOG BOX ................................................................................................ 77 

MANAGEMENT PAGE: CLIENT DIALOG BOX ................................................................................................... 78 

MANAGEMENT PAGE: IN CHARGE AREA ........................................................................................................ 79 

MANAGEMENT PAGE: CUSTOM AREA ............................................................................................................ 80 

MANAGEMENT PAGE: NOTES AREA ................................................................................................................ 81 

Mind Maps Page ...................................................................................................................................................... 82 

MIND MAP PAGE ................................................................................................................................................ 82 

PLANNING PAGE: DIALOG BOX NEW NODE / EDIT NODE.............................................................................. 84 

MINDMAPS PAGE: DIALOG BOX SAVE TEMPLATE ......................................................................................... 89 

Planning Page ......................................................................................................................................................... 90 

PLANNING PAGE ............................................................................................................................................... 90 

PLANNING PAGE: ACTIVITIES & MILESTONES ............................................................................................... 91 

PLANNING PAGE: DIALOG BOX NEW ACTIVITY / EDIT ACTIVITY .................................................................. 94 

PLANNING PAGE: DIALOG BOX NEW MILESTONE / EDIT MILESTONE ....................................................... 101 

PLANNING PAGE: CREATE SUMMARY ACTIVITY.......................................................................................... 107 

PLANNING PAGE: DIALOG BOX NEW SUMMARY ACTIVITY / EDIT SUMMARY ACTIVITY .......................... 108 

PLANNING PAGE: DIALOG PRINT ................................................................................................................... 112 

PLANNING PAGE: DIALOG BOX SAVE TEMPLATE ........................................................................................ 113 

PLANNING PAGE: DIALOG BOX LOAD TEMPLATE ........................................................................................ 114 

PLANNING PAGE: Critical Path......................................................................................................................... 115 

PLANNING PAGE: DIALOG BOX RESOURCE OVERVIEW ............................................................................. 116 

Time Tracking Page ............................................................................................................................................... 120 

TIME TRACKING PAGE .................................................................................................................................... 120 

TIME TRACKING PAGE: TIME TRACKING AREA ............................................................................................ 121 

TIME TRACKING PAGE: DIALOG BOX NEW ITEM / EDIT ITEM ..................................................................... 122 

Documents Page ................................................................................................................................................... 124 

DOCUMENT PAGE ........................................................................................................................................... 124 

DOCUMENT PAGE: TECHNOLOGY ................................................................................................................. 126 

DOCUMENT PAGE: DOCUMENT TYPES ........................................................................................................ 127 

DOCUMENT PAGE: DOCUMENT LIST AREA .................................................................................................. 128 

DOCUMENT PAGE: DIALOG BOX NEW DOCUMENT / EDIT DOCUMENT ..................................................... 130 

DOCUMENT PAGE: DIALOG BOX SELECT DOCUMENT FOLDER ................................................................ 132 

Budgets Page ........................................................................................................................................................ 133 

BUDGET PAGE ................................................................................................................................................. 133 

BUDGET PAGE: BUDGETS AREA ................................................................................................................... 134 

BUDGET PAGE: DIALOG BOX NEW BUDGET / EDIT BUDGET ...................................................................... 136 

PAGE BUDGET: DIALOG LOAD BUDGET POSITION TEMPLATE .................................................................. 138 

PAGE BUDGET: DIALOG SAVE BUDGET POSITION TEMPLATE .................................................................. 139 

BUDGET PAGE: POSITION LIST AREA ........................................................................................................... 140 

BUDGET PAGE: DIALOG BOX NEW POSITION / EDIT POSITION.................................................................. 141 

BUDGET PAGE: OVERVIEW AREA ..................................................................................................................... 143 

RIBBON IN THE INLOOX PROJECT ..................................................................................................................... 147 

MENU AND TOOLBAR IN THE INLOOX PROJECT .............................................................................................. 150 

COPY & PASTE .................................................................................................................................................... 152 

InLoox Work Package Overview ................................................................................................................................ 153 

INLOOX WORK PACKAGE OVERVIEW ............................................................................................................... 153 

DISPLAYING AND PROCESSING WORK PACKAGES ........................................................................................ 156 

Quick Access Panels ................................................................................................................................................. 158 

QUICK ACCESS PANEL: TASKS AND CALENDAR ............................................................................................. 158 

QUICK ACCESS PANEL EMAIL ............................................................................................................................ 160 

QUICK ACCESS PANEL: CONTACT .................................................................................................................... 162 

5. Options ................................................................................................................................................................. 163 

INLOOX OPTIONS .................................................................................................................................................... 163 



Contents 

v 

General Options ........................................................................................................................................................ 164 

INLOOX OPTIONS: NUMBER ............................................................................................................................... 164 

NUMBER FORMAT RULES .................................................................................................................................. 166 

INLOOX OPTIONS: STATES................................................................................................................................. 167 

INLOOX OPTIONS: GROUPS ............................................................................................................................... 169 

INLOOX OPTIONS: GENERAL OPTIONS: CATEGORIES .................................................................................... 171 

Permissions ............................................................................................................................................................... 174 

INLOOX OPTIONS: PERMISSIONS ...................................................................................................................... 174 

LIST OF INLOOX PERMISSIONS ......................................................................................................................... 177 

Planning .................................................................................................................................................................... 180 

INLOOX OPTIONS: PLANNING: WORKING TIMES ............................................................................................. 180 

INLOOX OPTIONS: DAYS OFF ............................................................................................................................. 182 

Notifications ........................................................................................................................................................... 183 

INLOOX OPTIONS: PLANNING: NOTIFICATIONS: TEMPLATES .................................................................... 183 

INLOOX OPTIONS: PLANNING: NOTIFICATIONS: MESSAGE TYPES ........................................................... 187 

INLOOX OPTIONS: PLANNING: NOTIFICATIONS: TEMPLATES: FIELDS ...................................................... 188 

INLOOX OPTIONS: PLANNING: TEMPLATES ..................................................................................................... 190 

Documents ................................................................................................................................................................ 194 

INLOOX OPTIONS: DOCUMENTS ........................................................................................................................ 194 

INLOOX OPTIONS: DOCUMENTS: FOLDER STRUCTURE ................................................................................. 196 

Budgets ..................................................................................................................................................................... 198 

Templates .............................................................................................................................................................. 199 

INLOOX OPTIONS: BUDGETS: TEMPLATES: BUDGET POSITIONS .............................................................. 199 

INLOOX OPTIONS: BUDGETS: BUDGET STATUSES ......................................................................................... 204 

Reports ...................................................................................................................................................................... 206 

INLOOX OPTIONS: REPORTS: CUSTOMIZE REPORT TEMPLATES ................................................................. 206 

INLOOX OPTIONS: REPORT TEMPLATES: TYPES OF REPORT TEMPLATES ................................................. 214 

INLOOX OPTIONS: CUSTOM FIELDS ..................................................................................................................... 215 

INLOOX OPTIONS: PROJECT LOCKS: CLEANING UP PROJECT LOCKS ............................................................. 218 

6. Detailed information ............................................................................................................................................ 219 

Installation ................................................................................................................................................................. 219 

DETAILED INFORMATION: INSTALLATION ......................................................................................................... 219 

DETAILED INFORMATION: INSTALLATION: SUPPORT ...................................................................................... 220 

Configuration ............................................................................................................................................................. 221 

DETAILED INFORMATION: CONFIGURATION .................................................................................................... 221 

Data Storage and Management ............................................................................................................................. 222 

DETAILED INFORMATION: CONFIGURATION: DATA STORAGE................................................................... 222 

DETAILED INFORMATION: CONFIGURATION: DATA BACKUP ..................................................................... 223 

DETAILED INFORMATION: CONFIGURATION: PROJECT RECYCLE BIN ..................................................... 225 

DETAILED INFORMATION: CONFIGURATION: OFFLINE AVAILABILITY ....................................................... 227 

Troubleshooting ..................................................................................................................................................... 228 

INLOOX ERROR MESSAGES .......................................................................................................................... 228 

PROGRAM EXCEPTIONS IN INLOOX .............................................................................................................. 229 

Extending and Customizing InLoox ........................................................................................................................ 231 

DETAILED INFORMATION: CONFIGURATION: CHANGING THE LANGUAGE ............................................... 231 

DETAILED INFORMATION: CONFIGURATION: CUSTOMIZING THE INLOOX LANGUAGE FILES ................ 232 

LICENCE MANAGEMENT ................................................................................................................................. 233 

7. Legal Notices and Agreements ........................................................................................................................... 235 

END USER LICENSE AGREEMENT (EULA) ............................................................................................................ 235 

COPYRIGHT, TRADEMARKS ................................................................................................................................... 240 

8. Give Feedback ..................................................................................................................................................... 241 

DIALOG: RATE INLOOX ........................................................................................................................................... 241 

DIALOG: RECOMMEND INLOOX ............................................................................................................................. 242 



InLoox Documentation 

vi 

9. TROUBLESHOOTING .......................................................................................................................................... 243 

10. TRADING PARTNERS .......................................................................................................................................... 245 



 

1 

NEW FEATURES IN A FAMILIAR ENVIRONMENT 

The project management package InLoox operates within Outlook, simplifying the combined administration of projects, 
documents, resources and budgets and providing highly effective support for everyday standard business processes. 

InLoox provides a current overview of the status and development of all projects, including incurred costs and budgets. It 
is thus possible to call up all financial data during the course of the project and to have the latest situation at your 
fingertips. InLoox ensures a high level of planning and scheduling reliability and furnishes comprehensive project 
documentation. Your project team, as well as your partners and customers, will appreciate this greatly. InLoox can be 
learned in the shortest time and is easy to use and simply structured. 

Further information about the InLoox product range, updates and new versions can be found on the internet. 

To be sure of a smooth start with InLoox, please read first the chapter on Basics. 
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CONTACT AND SUPPORT 

Thank you for choosing the integrated project management system InLoox. 

InLoox is a product of InLoox GmbH in Munich. As a customer of InLoox you are entitled to the manufacturer's direct 
service and support. We are also pleased to answer any questions you may have about the product generally during the 
normal office hours of 9:00 am till 5:00 pm Monday to Friday except public holidays. Please note that we are in the CET 
time zone (GMT+1). 

  

InLoox GmbH 

Address: Kantstraße 2, D-80807 Munich, Germany 

Internet: www.inloox.com 

E-Mail: info@inloox.com 

Phone: +49 (89) 358 99 88 22 

Fax: +49 (89) 358 99 88 55 
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Everyday Tasks 

EVERYDAY TASKS 

Get to know the basic features of InLoox - via a series of brief instructions. 

Tip: Basic knowledge of Microsoft Outlook is assumed. If you have any general questions concerning the setup or use of 
Outlook, please look up the Microsoft Outlook Help or ask your system administrator. 

  

What would you like to do? 

¶ Create a new project 

¶ Open a project 

¶ Find a project 

¶ Record an activity or a document 

¶ Create a Mind Map 

¶ Generate a project plan 

¶ Check resource workload 

¶ Display or process work packages 

¶ Save files and documents 

¶ Create a budget 

¶ Create an invoice 

¶ Monitor a project  

¶ Lock or complete a project 

¶ Create a report 

¶ Define views 
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Working with Projects 

CREATING A NEW PROJECT 

 

A brief summary of how to create a new InLoox project: 

  

1. Click Projects  in the InLoox Ribbon M enu  or InLoox Folder  in the InLoox Toolbar  
Outlook switches to the InLoox project overview  

2. Double-click on an empty field or use the button New Project  
A new project is opened  
As creator of the project you will automatically be registered as project manag er 

3. Input the required information, e.g. Project name , Customer ... 
The list of customers contains a preliminary selection of all companies participating in InLoox projects  

4. Click Save and Close  

  

Continue with Open project 
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OPENING A PROJECT 

 
A brief summary of how to open an InLoox Project:  

  

1. Click Project s in the InLoox Ribbon Menu or InLoox Folder  in the InLoox Toolbar  
Outlook switches to the InLoox project  overview  

2. Double-click on one entry in the list, e.g. Demo project  
The selected project is opened 

3. Click on a section, e.g. Document  

4. Input new entries or make any required changes  

5. Click on Save and Close  

  

Or: 

1. Click Recent Projects  in the InLoox Ribbon Menu / Toolbar  

2. Select a project  from the list which displayed  

  

Continue with Finding a project 
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FINDING A PROJECT 

 
To Outlook 2003/2007 View  

Outlook 2010 View 

   

A brief summary of how to search for information in all InLoox projects: 

 

1. Click Projects in the InLoox Ribbon Menu  
Outlook switches to the InLoox project overview  

2. Input a search text into the fie ld Search , e.g. InLoox  

 
 

1. Click Start search  
InLoox carries out the search. A list of results is displayed. It is displayed where the text was found. 
Values of custom fields are not searched. 

2. Double-click on one entry to open the required project  

 

Or: Use views 

1. Click Projects in the InLoox Ribbon Menu  
Outlook switches to the InLoox project overview  

2. Select a view from the Current View area in the InLoox Ribbon Menu , e.g. Grouped by 
managers  

3. Double-click on one entry to open the required project  

 

Or: Use filter 

1. Click Projects in the InLoox Ribbon Menu  
Outlook switches to the InLoox project overview  
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2. The filter row  is above the list of projects:  

   
Filter row with active filter *Categories*  

3. Input text, e.g. Marketing  and press ENTER 
 InLoox filters the Projects according to the criterion ("Project name equals Marketing")  

4. Double-click on one entry to open the required project  

 

Tipp: 

If you do not see the filter row, it was hidden before. You can make it visible again, by right clicking into the project list and 
selecting Show Filter in the context menu. 

Continue with Record an activity or a document 

   
   

To Outlook 2010 View  
Outlook 2003/2007 View 

   

A brief summary of how search for information in all InLoox projects: 

1. Click on the button InLoox Folder in the I nLoox Toolbar  
Outlook switches to the InLoox project overview  

2. Input a search text into the field Search , e.g. InLoox  

 
 

1. Click on Start search  
InLoox carries out the search. A list of results is displayed. It is displayed where the text was found. 
Values of custom fields are not searched. 

2. Double-click on one entry to open the required project  

 

Or: Use views 
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1. Click on the button InLoox Folder in the InLoox Toolbar  
Outlook switches to the InLoox project overview  

2. Select a view from  the Current View area in the I nLoox Toolbar , e.g. Grouped by managers  

3. Double-click on one entry to open the required project  

 

Or: Use filter 

1. Click on the button InLoox Folder in the InLoox Toolbar  
Outlook switches to the InLoox project overview  

2. The filter row  is above the list of proje cts: 

  
Filter row with active filter *Marketing*  

3. Input text, e.g. Marketing  and press ENTER 
 InLoox filters the Projects according to the criterion ("Project name equals Marketing")  

4. Double-click on one entry to open the required project  

 

Tipp: 

If you do not see the filter row, it was hidden before. You can make it visible again, by right clicking into the project list and 
selecting Show Filter in the context menu. 

Continue with Record an activity or a document 
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COMPLETING OR BLOCKING A PROJECT 

Concise instructions on completing or blocking a project: 

  

1. Open a project 

2. In the  Status / date area: 

¶ Select locked in the Mode  list 
The project can now only be edited or deleted by authorized users.  

¶ Select Completed or Aborted as status 

3. Click on Save and Close  

  

Continue with Create report 
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RECORDING A TIME TRACKING ENTRY OR DOCUMENT 

 

A brief summary of how to record a time tracking entry or document in an InLoox project: 

  

Method A: Adding directly from Outlook  

1. Select an email , for example, from your personal Out look Inbox (or any other Outlook folder)  

2. Click on the button Add element in the InLoox Ribbon Menu / Toolbar  
The dialog box Add Element is displayed. 

3. Select a Project  

4. Select the action to be taken:  

¶ Record new time tracking entry  
Time tracking entries are records of time spent for a project, e.g. work carried out  

¶ Add to document store  
Documents are files which are assigned to a project  

1. Select the action InLoox is to take on the attachment, if present  

Details of this feature can be found under Attachment ma nagement  

2. Select a sub -folder if needed 

3. Select Link document with time tracking item  

InLoox will then display a paper clip ( ) in the Time Tracking section next to the item.  
The paper clip gives access to all documents linked to a given item. 

5. Click in OK 
I f you have selected the option Create new item , the dialog box New Item  is displayed 

6. Please input at least the following:  

¶ Date and time  (proposed automatically) 

¶ Duration  respectively End  

¶ Group , to which the time record item belongs  
or alternatively: the Activity  to which the time record belongs  

7. Click on OK 

  

  

Method B: Open a project and add via the project form 

1. Open a project or create a new one 

2. Click on the button New  in the Time Tracking  section. 
The dialog box New Item is displayed. 

3. Please input at least the following:  

¶ Date and time  (proposed automatically) 

¶ Duration  respectively End  
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¶ Group , to which the time record item belongs  
or alternatively: the Activity  to which the time record belongs  

4. Click on OK 

5. Click on the Documents section  

6. Create a new entry in the Documents  section:  

¶ Click on New  
The dialog box New Document  is displayed: 

¶ Select a Type , e.g. File  

¶ Specify the Path  of the document. Click on the button " ... " to open a search window 

¶ Specify whether InLoox is to copy the document into the project folder  

¶ Select if required a time tracking item , to which the document is to be linked.  

InLoox will then display a paper clip ( ) in the Time Tracking section next to the item.  
The paper clip gives access to all documents linked to a given item. 

¶ The following additional information can also be input:  

¶ Status , e.g. completed  or awaiting release  

¶ Notes  (multiple-line) for comments and remarks 

¶ Click on OK 
If defined, InLoox will copy the document automatically to the project folder  

7. Click on Save and Close  

  

Continue with Create a project plan  
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CREATING A MIND MAP 

Concise instructions on creating a Mind Map: 

  

1. Open a project or create a new one 

2. Click on the Mind Map  tab 

3. Under Mind  Map :  

¶ Click on New Mind Map   
The dialog box New Mind Map  is displayed. 

¶ Enter a Name  

¶ You can fill existing custom fields with data. Click on the tab Custom  and type in your desired data 

4. Optional: Rename a node 

¶ Chose Edit Node  

¶ Change the description of the node 

5. Optional: Create sub nodes 

¶ Select the node  where the sub node shall be created 

¶ Chose New Node  
A new node is displayed 

¶ Optional: Edit the node 

¶ Set the status of the node 

¶ Choose a format and a symbol under the tab Format & Icon  

¶ Add resources on the tab Resources  

¶ Attach documents to the node with the help of the tab Documents  

¶ Add values to custom fields on the  Custom  tab 

6. Optional: Create a second independent Mind Map: Click on New Mind Map  on the ribbon or at the 
bottom of the window  

7. Save your Mind Map 
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CONVERTING A MIND MAP INTO PLANNING 

A brief summary of how to convert a mind map into the planning: 

  

1. Open the Mind Map 

2. Click on Copy To Planning  
The dialog box Copy Mind Map  is displayed 

3. Specify start date   and  time  

4. Since nodes have no information about duration in the mind map you have to specify default 
duration. 

5. If a resource is assigned to one of your nodes, you can specify a notification type.  

6. Click on OK 

7. The mind map will be displayed in the Planning. Nodes with sub nodes are summary activities, nodes 
without  sub nodes are activities 
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Planning 

CREATING A PROJECT PLAN  

Concise instructions on the planning of a project: 

  

1. Open a project or create a new one 

2. Click on the Planning tab  

3. Under Planning :  

¶ Click on New Activity or New Milestone  
The dialog box New Activity or New Milestone  is displayed. 

¶ Enter at least a Name and a Group   

Enter a time period (for an activity) or a date (for a milestone)  

¶ The following can also specified under the Standard tab:  

¶ Location  

¶ WBS Code  ("Work breakdown structure code"), to permit easier identification of an element  

¶ Item cannot be moved on the timeli ne 
Specifies that the item is fixed and cannot be postponed or brought forward  

¶ Enter additional information under the Details tab:  

¶ Flag , for color highlighting  

¶ Description  (multiple-line), e.g. for work instructions  

¶ Progress (for an activity, as a percentage) 

4. Optional: Select a successor:  

¶ Click on the Dependency tab  

¶ Select an available successor in the list on the left  

¶ Click on Add (>> ) 

5. Optional: Add resources:  

¶ Click on the Resources tab  

¶ Click on add  
The dialog box New Work Package  is displayed.  

¶ Click on the button "..."  
The dialog box Select Contact is displayed. 

¶ Select a contact or a distribution list  

¶ Click on Select  >>  

¶ Click on OK 

¶ Specify separately for each resource:  
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¶ Notification via InLoox, email , task request  or appointment request  
In this cas e resources are informed automatically.  

¶ Change the workload  (only for an activity)  

¶ Set an individual price per hour , if you want  to ignore the group rate costs  

¶ This task is already completed indicates whether the resource has completed the assigned work. 

¶ Click on OK 

¶ Check the workload if needed 

6. Click on OK to close the dialog box 

7. Use the mouse to adjust the sequence and duration of elements. 
Hold down the ctrl  key  and drag  between elements (activities and milestones) to create 
dependencies 

8. Use the shift key when moving or expanding elements in order not to affect predecessors and 
successors  

9. Zoom, by holding down the Ctrl  key and scrolling with the mouse wheel 

10. To save the project, click on Save and Close  

  

The following symbols may appear alongside the planning elements: 

¶ A check mark shows that the element is completed  

¶ An alert symbol shows that an element lies in the past but has not yet been completed  

¶ A flag highlights an element 

¶ A pin shows that an element is fixed, i.e. cannot be moved along the timeline 

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

¶ The symbol resources have completed work shows that all resources of an element have completed 
their tasks successfully 

¶ A paper clip is displayed alongside an element to which documents are linked 

  

Elements can be rearranged as follows: 

¶ moves the selected elements upwards or downwards 

¶ assigns the selected element to the element above it 
The element above is automatically incorporated in a grouping. 

¶ assigns the selected element one grouping level higher  

 
Continue with Check resource workload 
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CHECKING RESOURCE WORKLOAD 

Concise instructions for checking a resource's workload: 

  

The Resource Overview can be called up in three different ways: 

¶ Click on the menu command Tools >> Resource Overview  in the InLoox Ribbon Menu/Toolbar  
In this case the resource overview shows all  resources of all existing projects 

¶ In an opened project:  
In this case the resource overview shows all  resources of the selected project  

1. Open a project or create a new one 

2. Click on the Resource Overview  button or use the key combination Ctrl + O  

¶ In an opened planning element:  
In this case the resource overview shows all  resources of the selected  activity  

1. Open a project or create a new one 

2. Switch to the Planning  section 

3. Click on New  Activity  

4. Switch to the Resources  tab 

5. Click on Workload  

  

 

Uses of the Resource Overview: 

¶ Check one specific resource  by clicking on it  
A graphical overview of the workload  in the specified time period is displayed 
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¶ A yellow field ( ) indicates that a resource is occupied but not overloaded  in the specified time 
period 

A shaded yellow field ( ) indicates that a Resource is overloaded  in the specified time period 

¶ It is possible to change the workload of a resource by editing th e relevant phase 

¶ enlarges  or reduces  the view 

¶ updates  the view 

¶ The option Show  Exchange Calendar displays or hides the information of the Free/Busy service of 
Microsoft Exchange Server. 
When display is activated InLoox takes account of the Exchange Server calendar information when 
calculating the workload 

  

Continue with Display or process work packages 
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DISPLAYING AND PROCESSING WORK PACKAGES 

A brief summary of how to transfer work packages to your calendar or task folder: 

  

If you are planned into an InLoox project, the project planner can pass information to you in various ways: 

¶ by automatic Outlook task or meeting request  

¶ by automatic email  

¶ by InLoox  

  

Option 1: by Outlook task or meeting request (*) 

1. You receive an email, for example with the title " New element ( Strategic Project #2007 -0002 ) : Max 
Smith (msm@test.com)". Sender is the project planner.  

2. You see the following planning data :  

¶ Project name  and number  

¶ Time frame or date  

¶ Your own effort  

¶ Location  

¶ involved resources  

3. You have the following opt ions:  

¶ agree , whereupon Outlook automatically creates an entry in your task list or calendar.  

¶ decline  

Outlook reports the response to the project planner. In the case of a task request the project planner is kept 
constantly formed about the progress of and changes to all tasks assigned to you. 

  

Option 2: by email (*) 

1. You receive an email, for example with the title " New element ( Strategic Project #2007 -0002 ) : Max 
Smith (msm@test.com)". Sender is the project planner.  

2. You see the planning data :  

¶ Project n ame  and number  

¶ Time frame or date  

¶ Your own effort  

¶ Location  

¶ involved resources  

3. You have the following options:  
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¶ accept and create an entry in your calendar or task list manually. 

¶ decline and reply in free form via your email software.  

  

Option 3: by InLoox task (*) 

1. Outlook displays the dialog box InLoox work package : 

 

2. Click on an entry in the list. You see the planning data :  

¶ Project name  and number  

¶ Time frame or date  

¶ Your own effort (in hours)  

¶ Current synchronization 

3. Click on one of the following:  

¶ Task lis t  
InLoox work package is also synchronized with personal Outlook task list 

¶ Calendar  
InLoox work package is also synchronized with personal Outlook calendar 

¶ Open details  
Further information on the task is displayed  

¶ Open project  
The project is opened 

4. You see the open InLoox tasks in the InLoox Task Overview . You are informed automatically 
of any changes.  

  

(*) The type of communication is selected by the project planner. Users without InLoox can only be informed via task 
request, meeting request or email. The project planner can also decide to withhold information from a resource. 

  

Continue to Storing files and documents 
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STORING FILES AND DOCUMENTS 

A brief summary of how to assign files, Outlook objects and internet addresses to a project: 

  

1. Open a project or create a new one   

2. Click on the button New in the Document  tab 
It may be necessary to enter the project number and the customer name in the Management tab. 
The dialog box New Document is displayed. 

3. Proceed as follows:  

¶ Select a type , e.g. file  

¶ Specify the path of the document. Click on the button " ... " to open a search window 

¶ Specify whether InLoox should copy the document into the project folder  (recommended) 

¶ Select a time tracking entry  to link the document to that entry.  

InLoox displays a paper clip ( ) on the tab Time Tracking next to  the specified entry 

¶ Add other information as appropriate:  

¶ Status , e.g. complete  or awaiting release  

¶ Notes (multiple lines), for comments and remarks  

¶ Click on OK 
InLoox copies the document into the project folder automat ically if so specified. 

4. Tip : Documents can be added to the list with Drag and Drop  

5. Click on Save and Close  

  

Alternative method: Save directly from mail inbox 

1. Select an email from your personal Outlook inbox for example 

2. Click on the button Add element in the InLoox Ribbon Menu / Toolbar  
The dialog box Add to Project  is displayed. 

3. Select a project  

4. Activate the option Add to document folder  

5. Specify how InLoox should process any attachments 
Details of this feature are to be found under Attachment management.  

6. Click on OK 

  

Continue with Create a budget 
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Working with Budgets 

CREATING A BUDGET 

A brief summary of how to create a new budget document: 

  

1. Open a project or create a new one 

2. Click the tab Budget  

3. Create a new document in the Budget  area: 

¶ Click on New >> Revenues (planned)  
The dialog box New Planned Revenue is displayed. 

¶ Specify a Date  

¶ Select the Status , e.g. open  

¶ Enter a Name , e.g. Estimation or Customer offer  

¶ You can also add positions from an existing document belonging to the same project (e.g. Expense  (planned)).  

Details of this feature can be found under Add Budget Position 

¶ Click on OK 
InLoox creates a new budget. 

4. Add an item manually:  

¶ Click on New Budget Position  on the ribbon  
The dialog box New Position is displayed: 

¶ Select a Group  

¶ Select a Positio n  
InLoox loads the data from the InLoox positions  

¶ Change the Name , description , Quantity , Unit price  or Amount as required 

¶ Click on OK 

5. Optional: Create a report for  the budget:  

¶ Flag one budget in the list at left. Click on Report...  

¶ Select a report 

¶ Output the budget to Excel or as a PDF or Word document or send it by email 

6. Click on Save and Close  

  

Continue with Create an invoice  



InLoox Documentation 

24 

ADDING POSITIONS 

Information about the processing of budget positions in InLoox budgets: 

When an InLoox project already contains budget information, it is usually more efficient to copy positions than to create 
new ones. Items can be copied from one document to another in two ways: 

¶ within an project: using the option copy positions  in the dialog box New Budget/Edit Budget  under 
the Budgets  tab 

¶ from one project to another via the Windows clipboard  

  

Below is an overview of the various methods: 

Method  Action  Remarks  

Add all  positions Copies all positions of a budget document (e.g. 
revenues (planed)) to another budget document 

(e.g. revenues actual) 

Only possible within a given project.   A simple way 
for copying a budget document, e.g. for a new 

version of an existing revenue or expense.  

Note: To be as flexible as 
possible, InLoox supports multiple 
billing of positions but reports the 
activity correspondingly (e.g. for part 
invoices and payments on account) 

Add Non -billed  positions Copies non-billed positions of a budget document  

(e.g. revenues (planed)) to another budget 
document (e.g. revenues actual) 

Only possible within a given project. Ideal for 

ongoing billing of activities and expenses 

Clipboard  (copy & paste) Copies one single position from a budget of one 

project to a budget (of another or the same   
project)  

Cross-project copying enables you to re-use 

positions which have already been created 
elsewhere 
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PROJECT CONTROLLING 

Concise instructions on project controlling: 

Tabular overview:  

1. Open a project 

2. Click Budget Overview   section 

3. Click on the button Table.  
The tabular overview area is displayed 

4. In the tabular overview area you will see the figures cumulated by Group  
Details can be found under Budget Overview  

5. Optional: export the report to Microsoft Excel:  

¶ Click on Reports >> Budget Overview  

¶ Print the report or send it by email  

6. Click Save and Close  

  

Further instructions on project controlling: 

¶ Check the totals under the columns Actual expenses (time tracking), Actual expenses (other), 
Actual revenues   and Actual margin  

¶ A line marked in red ( ) shows an anticipated negative result  

  

Use specific views to carry out controlling for more than one project at once: 

1. Click Projects  in the InLoox Ribbon Menu or InLoox Folder  in the InLoox Toolbar  
Outlook switches to the InLoox project  overview 

2. Select a view from the InLoox Toolbar , e.g. Project controlling  

3. Double-click to open the required project 

  

Graphical overview: 

1. Open a project 

2. Click Budget Overview   section 

3. Click on the button Chart.  
The graphical overview area is displayed 

4. You have the opportunity to view different budget charts. Choose the desired diagram in the Chart 
Typ e area. (By Type , By Group , By Date , Expense vs. Revenue ) 

5. You can show and hide some chart series by selecting/deselecting them in the Chart Data area. 

Hint: 

To carry out controlling for more than one project at once, use the Dashboard view. 
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1. Click Project s in the InLoox Ribbon Menu or InLoox Folder  in the InLoox Toolbar  
Outlook switches to the InLoox project  overview 

2. Select Dashboard  

Continue with Locking and completion of projects 
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CREATING AN ACTUAL REVENUE 

Concise instructions on creating an actual revenue: 

  

1. Open a project or create a new one 

2. Click on the Budget  section 

3. Create a new budget in the Budget area:  

¶ Click on New Actual Revenue  
The dialog box New Actual Revenue is displayed: 

¶ Enter a Date  

¶ Select the Status , e.g. open  

¶ Enter a Name , e.g. Invoice  or 20% discount  

¶ You can also add positions from an existing document (e.g. Revenues (planned)) from the same project.  
Details of this feature can be found under Adding budget positions.  

¶ Click on OK 
InLoox creates a new Budget. 

4. Add an item manually:  

¶ Click on New Budget Position  on the ribbon  
The dialog box New Position is displayed: 

¶ Select a Group  

¶ Select a Position  
InLoox loads the data from the InLoox positions  

¶ Change the Name , description , Quantity , Unit price  or Amount as required 

¶ Click on OK 

5. Optional: Create a report for the budget:  

¶ Flag one budget in the list at left. Click on Report...  

¶ Select a report 

¶ Output the budget to Excel or as a PDF or Word document or send it by email  

6. Click on Save and Close  

  

Continue with Project controlling 
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CREATING A REPORT 

 

A brief summary of how to create a report: 

  

1. Click Projects  in the InLoox Ribbon Menu / Toolbar  
Outlook switches to the InLoox project overview.  

2. Select one or more projects from the list with the mouse  

3. Click Reports >> Create Report in the InLoox Ribb on Menu / Toolbar  
Details of the report generator are to be found under Creating and editing reports  

4. Select a report template from the list and click OK  

¶ InLoox transfers the data - for example to Excel, Word or Adobe PDF 

¶ Print the document or send it by e mail 

 

Continue to Define views 
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DEFINING VIEWS 

 
A brief summary of how to create and save views:  

  

1. Click the InLoox tab and then Projects  in the InLoox Ribbon Menu or InLoox Folder  in the 
InLoox Toolbar  
Outlook switches to the InLoox project overview  

2. Change the view in the InLoox project overview (e.g. filter, sort, grouping, field selection)  

3. Click Save current view as in the InLoox Ribbon Menu  / Toolbar  (under More Views )  

1. Enter a view name  

2. Select whether the view is for all users to see or just for yours elf 

3. Click OK 
The new view is created 

Continue to Create a new project  
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Basics 

INLOOX BASICS 

To Outlook 2003/2007 View  
Outlook 2010 View 

 

This chapter contains a description of the structure and basic features of InLoox. Basic knowledge of Microsoft Outlook is 
required. 

If you have any general questions about the installation or operation of Outlook, please refer to the Microsoft Outlook Help 
or ask your system administrator. 

  

The structure of InLoox is very simple and consists of the following: 

1. the InLoo x Ribbon Menu , which is displayed at all times 

2. the Projects , an overview of your InLoox projects  

3. the individual InLoox Projects , which are to be found in the Project overview  

4. the InLoox Task Overview , which shows currently open and completed work packages 

5. the InLoox Quick Access Panel, with extensive project interaction 

6. the InLoox Options , which govern base parameters and permissions 

  

Important: 

¶ Users should read the chapter on Everyday tasks  thoroughly 

¶ Administrators should also read the chapter on Detail ed information  

 

To Outlook 2010 View  
Outlook 2003/2007 View 

 

This chapter contains a description of the structure and basic features of InLoox. Basic knowledge of Microsoft Outlook is 
required. 

If you have any general questions about the installation or operation of Outlook, please refer to the Microsoft Outlook Help 
or ask your system administrator. 

  

The structure of InLoox is very simple and consists of the following: 

1. the InLoox Toolbar , which is displayed at all times 

2. the InLoox Folder , an overview of your InLoox projects 

3. the individual InLoox Projects , which are to be found in the Project overview  

4. the InLoox Task Overview , which shows currently open and completed work packages 
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5. the InLoox Quick Access Panel, with extensive project interaction 

6. the InLoox  Options , which govern base parameters and permissions 

  

Important: 

¶ Users should read the chapter on Everyday tasks  thoroughly 

¶ Administrators should also read the chapter on Detailed information  
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InLoox Toolbar 

INLOOX RIBBON MENU 

Once the InLoox installation has been successfully completed on your computer you will see the InLoox Ribbon Menu 
in Outlook 2010: 

 

 

The InLoox Ribbon Menu is always displayed and provides the following commands: 

1. Recent Projects : displays a list of projects, organized by project n umber, opened most recently. A 
maximum of ten projects is stored per user. A click on an entry opens the project, provided it has not 
been deleted in the meantime. This feature provides faster access to projects you are currently 
working on. 

2. Projects : swit ches to the InLoox Project Overview  in the InLoox Folder. The InLoox Folder is 
comparable to an email, calendar task folder. The InLoox Folder can be located on a network server 
or on your own hard disk, depending on the version installed.  

3. Dashboard : Dashboard gives you an overview of important information to all projects.  

4. Timeline : InLoox shows you all projects in chronological order on a Timeline. 

5. Time tracking : switches to the Time Tracking List, which shows all project items for which you have 
permission. 

6. Archive : shows you all archived projects. 

7. More Views : provides a list of different versions of the project overview and includes view 
customizing. It is possible to set up common views for all users or personalized views just for your 
own use. 

8. Reports : transfers the data from a project to a variety of document and file formats. Select one or 
more projects from the InLoox Project Overview and click on Reports >> Create Report . You 
can store your own report definitions (e.g. filters). Further information can be found in the chapter on 
Creating and Editing reports 

9. Resource Overview : in the Resource Overview you can see all resources of all existing projects. 

10. Show Work package List : shows you your personal work package overview. Open work packages 
will be generated from the project plan and displayed in this overview.  

11. Recycle Projects : all projects, which were deleted in the project overview, you can find in the 
Recycle Projects. 

12. Help : calls up this online document.  

   

INLOOX TOOLBAR 

Once the InLoox installation has been successfully completed on your computer you will see the InLoox Toolbar in 
Outlook 2003/2007: 
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The InLoox Toolbar is always displayed and provides the following commands: 

1. InLoox Folder : switches to the InLoox Project Overview  in the InLoox Folder. The InLoox Folder 
is comparable to an email, calendar task folder. The InLoox Folder can be located on a network 
server or on your own hard disk, depending on the version installed.  

2. Recent Projects : displays a list of projects, organized by project number, opened most recently. A 
maximum of ten projects is stored per user. A click on an entry opens the project, provided it has not 
been deleted in the meantime. This feature provides faster access to projects you are currently 
working on. 

3. Current View : provides a list of different versions of the project overview and includes view 
customizing. It is possible to set up common views for all users or personalized views just for your 
own use. 

4. Add to Project... : select for example an email or a calendar entr y. A click opens the dialog box to 
record a time tracking entry  or document  for a project. It is possible to post emails, tasks, 
contacts, journal entries and calendar entries directly from Outlook to a project. Further information 
can be found in the chapter on Adding an element.  

5. Reports : transfers the data from a project to a variety of document and file formats. Select one or 
more projects from the InLoox Project Overview and click on Reports >> Create Report . You 
can store your own report definitions (e .g. filters). Further information can be found in the chapter on 
Creating and Editing reports 

6. Tools : this is where for example supplementary functions such as the InLoox Options  can be called 
up or the user interface language defined. In the InLoox  Workgro up  and Enterprise  Edition  
some of these commands are reserved for the InLoox administrator.  
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HINTS: ADDING ELEMENTS 

 

To Outlook 2003/2007 View  
Outlook 2010 View 

A few practical hints to assist the everyday use of the button Add element: 

¶ Maintain data promptly - especially when many activities have to be recorded per day. Advantage: 
nothing gets forgotten, you colleagues can always see the latest situation and you save yourself trouble 
of the awkward reconstruction work and the end of the day or month. The project is always fully 
documented 

¶ Keep your calendar in such a way you can always show it to a third party without having to explain this 
or that entry. Proper recording of time, work and documentation is automatic, since time record entry 
descriptions do not have to be written anew each time. You also benefit from a clearer overview of your 
daily work 

¶ Post entries that are related to more than one project separately for each one. Do not forget to allocate the time 
correctly 

¶ Microsoft Outlook creates journal entries automatically for work with Office documents (e.g. Word, Excel 
or PowerPoint) and records also how long the documents were open . Use the journal entries as a 
memory aid for recording work and time in InLoox  
 
Automatic time recording for Outlook journal entries is carried out as follows:  

1. Click the File tab 

2. Click Options  

3. On the Notes and Journal  tab click on the button Journal Options...  

4. The list Also record files from shows all installed Microsoft Office products. Activate all entries. 

5. Click on OK 

Now you can post the automatically created journal entries in the usual manner using the button Add element 
in the InLoox Ribbon Menu. The duration is automatically recorded by InLoox. Important: Check for each 
posting that the times automatically recorded by Outlook are correct. It can be that the document was not being 
viewed for the whole time it was opened. 

 

To Outlook 2010 View  
Outlook 2003/2007 View 

A few practical hints to assist the everyday use of the button Add element: 

¶ Maintain data promptly - especially when many activities have to be recorded per day. Advantage: 
nothing gets forgotten, you colleagues can always see the latest situation and you save yourself trouble 
of the awkward reconstruction work and the end of the day or month. The projec t is always fully 
documented 

¶ Keep your calendar in such a way you can always show it to a third party without having to explain this 
or that entry. Proper recording of time, work and documentation is automatic, since time record entry 
descriptions do not have to be written anew each time. You also benefit from a clearer overview of your 
daily work 

¶ Post entries that are related to more than one project separately for each one. Do not forget to allocate the time 
correctly 
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¶ Microsoft Outlook creates journal entries automatically for work with Office documents (e.g. Word, Excel 
or PowerPoint) and records also how long the documents were open . Use the journal entries as a 
memory aid for recording work and time in InLoox  
 
Automatic time recording for Outlook journa l entries is carried out as follows:  

1. Click on Tools >> Options in the Outlook menu 

2. On the tab Preferences click on the button Journal Options...  

3. The list Also record files from shows all installed Microsoft Office products. Activate all entries. 

4. Click on OK 

Now you can post the automatically created journal entries in the usual manner using the button Add element 
in the InLoox Toolbar. The duration is automatically recorded by InLoox. Important: Check for each posting 
that the times automatically recorded by Outlook are correct. It can be that the document was not being viewed 
for the whole time it was opened. 
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ADDING AN OUTLOOK ELEMENT TO INLOOX 

A significant advantage of InLoox is its close integration with Outlook. To record activities (dates and effort) and 
documents (e.g. emails or attachments) for a project, use the button Add to Project... in the InLoox Ribbon Menu / 
Toolbar. 

Detailed information on the recording of entries can be found in the chapter on Hints: adding elements. 

  

Proceed as follows: 

1. Select for example an email from your personal Outlook inbox (or any other folder)  

2. Click on the button Add to Project...  in the InLoox Ribbon Menu / Toolbar  
The dialog box Add to Project  is displayed. 

3.  

4. Select a project  

5. Select the action to be taken:  
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¶ Creat e new item  
Time tracking items are records of time spent for a project e.g. work carried out  

¶ Add to document store  

Documents are files assigned to a project  

1. Select the Operation  InLoox is to carry out with the attachment - if any 
Details of this feature can be found in the chapter Attachment Management  

2. Select if required a Subfolder  

3. Select Link document with time tracking item  

InLoox will then display a paper clip ( ) in Time tracking item under the Time Tracking  tab. 
The paper clip can be used later to access all documents linked to the time tracking item.  

6. Click on OK 
If the option Create new item  was selected, the dialog box New Item  is displayed. 

7. Please enter at least the following:  

¶ Date  and Time  (these are set automatically and can be changed if needed) 

¶ Duration  

¶ Group , to which the item belongs  

or alternatively the activity  to which the item belongs  

8. Click on the button OK 

  

Note  

The following standard elements can be posted directly to an InLoox project: emails, contacts, tasks, journal entries and cal endar entries.  

Non-standard message types are not supported by InLoox. 

Hint  

It is possible to customize the project list view. Click with the right -hand mouse button on a column header. A popup menu  is displayed. Insert new fields 
or hide insignificant ones with the command Choose fields . Filter the project list with the command Display f ilter . 
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ATTACHMENT MANAGEMENT 

Information on using InLoox in connection with Outlook elements with attachment: 

When you insert an Outlook element with attachment into an InLoox project, there are various options for handling the 
attachment. 

Outlook elements such as emails, tasks or calendar entries can be inserted via the InLoox Ribbon Menu /Toolbar using 
the button Add to Project... or via an opened InLoox project using the Document tab 

  

The example of an email is shown to help you select the most useful method: 

Method  Action  Pros & cons  

Element with attachment  InLoox assigns the email and the attachment in 
file form to a project. (Outlook does the same.)  

Email and attachment are stored 
together. 

The document list shows whether 
the element is carrying an attachment 
but no details of the attachment, such 
as name or type. 

Element without attachment  InLoox assigns only the email to the project. All 
attachments will be removed. 

Saves storage space. 

Attachments can neither be 
displayed nor saved in InLoox. 

Attachment only  InLoox assigns only the attachment to the project. 
The email is discarded. 

Removes superfluous 
correspondence. 

Correspondence (including notes) 
can neither be read nor saved in 
InLoox. 

Element and attachment separately  InLoox assigns the email and attachment to the 

project separately. 
Correspondence is kept. 

Attachments can be seen in the 
document list with name and type. 

Relationship between 
correspondence and attachments is 
lost. 
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CREATING AND EDITING REPORTS in INLOOX RIBBON 

 
To Outlook 2003/2007 View  
Outlook 2010 View 

Under Reports in the InLoox Ribbon Menu it is possible to issues reports such as project summaries or budget lists in a 
variety of file formats. . 

 
           

To create a report 

1. Select one or more projects from the InLoox Project Overview  

2. Click on Create Report...  
The dialog box New Report is displayed 
 

 

3. Specify the Selection  and select a Template  

4. Optional: Filter the report data 

5. Optional: Save  the report for faster access 
Details can be found in the chapter on Saving reports 

6. Click on OK 
InLoox creates the report. The dialog box Output Parameters is displayed. 

7. Select the required Output Parameters  and click on OK 
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To Outlook 2010 View  
Outlook 2003/2007 View 

Under Reports in the InLoox Toolbar it is possible to output analyses and summaries in a wide variety of file formats. 

 

 

                                          

To create a report 

1. Select one or more projects from the In Loox Project Overview  

2. Click on Create Report...  
The dialog box New Report is displayed 
 

 

3. Specify the Selection  and select a Template  

4. Optional: Filter the report data  

5. Optional: Save  the report for faster access 
Details can be found in the chapter on Saving reports 
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6. Click on OK 
InLoox creates the report. The dialog box Output Parameters is displayed. 

7. Select the required Output Parameters  and click on OK 
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FILTERING REPORT DATA  

 
To Outlook 2003/2007 View  
Outlook 2010 View 

Under Reports >> Create report in the InLoox Ribbon Menu issues reports such as project summaries or budget lists in 
a variety of file formats.  

 

 
   
   
   

Filtering Data 

1. Data can be filtered in the dialog New Report : 

 
 
Filter for the Planning Page: 

¶ Select All planning elements to include the complete list of planning elements  

¶ Select Following planning elements  to filter:  
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¶ Summaries , to transfer summary elements (activities with sub -elements)  

¶ Filter Activities and Milestones by switching off the relevant parameters  

¶ The time interval can also be restricted by specifying ("Date between ")  

   
   

 
 
Filter for the Time tracking Page:  

¶ Select All entries to include the complete list of time tracking entries  

¶ Select Following time tracking entries to filter:  

¶ by date interval  

¶ by name of person car rying out the time tracking item  

¶ by group   




















































































































































































































































































































































































































