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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.







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: KantstralZe 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







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 doauments

Create a budget

Create an invoice

Monitor a project

Lock or complete a project

Create a report

=A =4 =4 =4 =4 -4 -4 -4 -4 -4 -4 -4 -4 -4 4

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. ClickProjects inthe 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 particijpating in InLoox projects

4. ClickSave and Close

Continue with Open project
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OPENING A PROJECT

A brief summary of how to open an InLoox Project:

1. ClickProject sinthe 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

1. ClickRecent Projects inthe InLoox Ribbon Menu / Toolbar

2. Select aproject 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. ClickProjects inthe InLoox Ribbon Menu
Outlook switches to the InLoox project overview

2. Input a search text into the fie Id 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. ClickProjects inthe 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. ClickProjects inthe InLoox Ribbon Menu
Outlook switches to the InLoox project overview
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2. Thefilter row is above the list of projects:

0
~ InLoox
- — . N ! = r
Projects
=€.~ v
-~
All positions billed
Budgat warning ber « |Customer name Time warning | Priority
) e cocs CADT b
Categonies
™ B-0003 SAPT g,

Filter row with active filter *Categories*

3. Inputtext, 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

9 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 aview from the Current View area in the InLoox 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. Thefilter row is above the list of proje cts:

Projectname ~ | Equal ~ | |Marketng | 1N [ %
Drag a column header here to group by that column
Time wa .., | Priority ]r\'um, vao)ecl name
(5] 2009-0008 Marketing

Filter row with active filter *Marketing*

3. Inputtext, 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

4 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

10
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COMPLETING OR BLOCKING A PROJECT

Concise instructions on completing or blocking a project:

1. Open a project

2. Inthe Status/date area:

ﬂ Selectlocked in the Mode list
The project can now only be edited or deleted by authorized users.

ﬂ Select Completed or Aborted as status

3. Click on Save and Close

Continue with Create report

11
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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 anemail , 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 s displayed.

3. Select aProject

4. Select the action to be taken:

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

ﬂ 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 asub -folder if needed

3. Select Link document with time tracking item

InLoox will then display a paper clip ( 0 ) 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
/f you have selected the option Create new item , the dialog box New ltem is displayed

6. Please input at least the following:
ﬂ Date and time  (proposed automatically)
ﬂ Duration respectively End

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

7. ClickonOK

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 ltem s displayed.

3. Please input at least the following:
ﬂ Date and time  (proposed automatically)

ﬂ Duration respectively End

12
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il

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

4. Click onOK

5. Click on the Documents section

6. Create a new entry in the Documents section:

il

= =4 =4 =4

il

Click on New
The dialog box New Document s displayed:

Select aType, 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 ( v ) 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:

ﬂ Status , e.g. completed or awaiting release

ﬂ 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

13
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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:

ﬂ Click on New Mind Map
The dialog box New Mind Map  is displayed

ﬂ Enter a Name

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

4. Optional: Rename a node

I choseEdit Node

ﬂ Change the description of the node

5. Optional: Create sub nodes

ﬂ Select the node where the sub node shall be created

ﬂ ChoseNew Node
A new node is displayed

ﬂ Optional: Edit the node

f
f
f
f
f

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 onNew Mind Map
bottom of the window

7. Save your Mind Map

14
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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. Specifystart date and time

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

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

6. Click onOK

7. The mind map will be displayed in the Planning. Nodes with sub nodes are summary activities, nodes

without sub nodes are activities

15
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Planning

CREATING A PROJECT PLAN

Concise instructions on the planning of a project:

16

1. Open a project or create a new one

2. Click on the Planning tab

3. Under Planning :

il

f

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:
ﬂ Location
ﬂ WBS Code (“Work breakdown structure code"), to permit easier identification of an element

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

Enter additional information under the Details tab:
ﬂ Flag, for color highlighting
ﬂ Description  (multiple-line), e.g. for work instructions

ﬂ Progress (for an activity, as a percentage)

4.  Optional: Select a successor:

f
f
f

Click on the Dependency tab

Select an available successor in the list on the left

Click on Add (>>)

5.  Optional: Add resources:

f
f

= =/ =4 =

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 s displayed

Select a contact or a distribution list

Click on Select >>

Click on OK

Specify separately for each resource:
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f
f

ﬂ Click on OK

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.

ﬂ Checkthe 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:

f
f
f
f
f
f

=

+"A check mark shows that the element is completed

“5An alert symbol shows that an element lies in the past but has not yet been completed

17 7 A flag highlights an element

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

b=
@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

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

Elements can be rearranged as follows:

il

L 3 '!'moves the selected elements upwards or downwards

i iVassigns the selected element to the element above it
The element above is automatically incorporated in a grouping.

i ‘iassigns the seleded 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:

I 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

f  Inan 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

9 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

Exchange Calender

150%

Dean Robertson
[ Aviocated
B oweraliocated

St 121372009 [#] (&) (&) | Show resources for @) (%

Ed [vo200 [v] (& ] [oytnepses )

Uses of the Resource Overview:

I Check one specificresource by clicking on it
A graphical overview of the workload in the specified time period is displayed

18
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1  Avyellow field ( L) 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

~ .
lk";'updates the view

= =4 =4 =4

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 Sener calendar information when
calculating the workload

Continue with Display or process work packages

19




InLoox Documentation

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:

9 by automatic Outlook task or meeting request
T by automatic email

1 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
ﬂ Project name and number
ﬂ Time frame or date
ﬂ Your own effort
ﬂ Location

ﬂ involved resources

3. You have the following options:
ﬂ agree , whereupon Outlook automatically creates an entry in your task list or calendar.

ﬂ 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
ﬂ Project n ame and number
ﬂ Time frame or date
ﬂ Your own effort
ﬂ Location

ﬂ involved resources

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

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

Option 3: by InLoox task (*)

1. Outlook displays the dialog box InLoox work package

% 2InLoox Work Packages

J& LWN Sales Represent (2003-0001)

Start  Thursday, December 17, 2009 8:00 AM
End Thursday, December 17, 2009 4.00 PM

Work package Work amount (h) @g'

Synchronize with “] Tasklist } [ﬁj Calendar Open details { Open groject

2. Click on an entry in the list. You see the planning data
ﬂ Project name and number
ﬂ Time frame or date
ﬂ Your own effort (in hours)
ﬂ Current synchronization
3. Click on one of the following:

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

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

ﬂ Open details
Further information on the task is displayed

ﬂ 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
I/t 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:
ﬂ Select atype , e.g. file
ﬂ Specify the path of the document. Click on the button " ..." to open a search window
ﬂ Specify whether InLoox should copy the document into the project folder (recommended)
l

Selecta 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
ﬂ Add other information as appropriate:
ﬂ Status , e.g. complete or awaiting release
ﬂ Notes (multiple lines), for comments and remarks

I clickonok
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. Selectan 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 s displayed.

3. Select aproject
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. ClickonOK

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:

ﬂ 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

=A =_ =_ =4

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

I clickonok
InLoox creates a new budget.

4. Add anitem manually:

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

ﬂ Select a Group

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

ﬂ Change the Name , description , Quantity , Unit price  or Amount as required
ﬂ Click on OK
5. Optional: Create a report for the budget:
ﬂ Flag one budget in the list at left. Click on Report...
ﬂ Select a report

ﬂ 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
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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:

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

9 from one project to another via the Windows clipboard

Below is an overview of the various methods:

Method Action Remarks

Add all positions Copies a// positions of a budget document (e.g. Only possible within a given project. A simple way
revenues (planed)) to another budget document for copying a budget document, e.g. for a new
(e.g. revenues actual) 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 Only possible within a given project. Ideal for
(e.g. revenues (planed)) to another budget ongoing billing of activities and expenses
document (e.g. revenues actual)

Clipboard (copy & paste) Copies one single position from a budget of one Crossproject copying enables you to re-use
project to a budget (of another or the same positions which have already been created
project) elsewhere
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PROJECT CONTROLLING

Concise instructions on project controlling:

Tabular overview:

1. Open a project
2. ClickBudget Overview  section

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

4. Inthe 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:
ﬂ Click on Reports >> Budget Overview

ﬂ Print the report or send it by email

6. Click Save and Close

Further instructions on project controlling:

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

1 Aline marked in red () shows an anticipated negative result

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

1. ClickProjects inthe InLoox Ribbon Menu or InLoox Folder in the InLoox Toolbar
Outlook switches to the InLoox project overview

2. Select aview 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
Type 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.
4 Hint:

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

2. SelectDashboard

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

il

=A =/ =4 =N

il

new budget in the Budget area:

Click on New Actual Revenue
The dialog box New Actual Revenue s 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. Addanitem manually:

il

f

l
5. Optional:

f
f
f

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

Select a Group

Select a Position
InLoox loadss the data from the InLoox positions

Change the Name , description , Quantity , Unit price  or Amount as required
Click on OK

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. ClickProjects inthe 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 areport template  from the list and click OK
ﬂ InLoox transfers the data - for example to Excel, Word or Adobe PDF

ﬂ 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 inthe 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.qg. 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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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. theindividual 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:

9 Users should read the chapter on Everyday tasks thoroughly

9 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. theindividual 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:

9 Users should read the chapter on Everyday tasks thoroughly

9 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:

Send / Receive Folder

wd S G )L .

Home

View

T & @ &0

Recent | Projects Dashboard Timeline nuc More llupom Resource  Show  Recydle Help
Projects = Overview Workpackage List Projects  *
| conmon vew Reports by

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 : 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.

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.qg. 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:

“o/InLoox Folder Recent Projects > | Projects v | M 2ddic Project. | Reports=  Tools~ 2+
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The InLoox Toolbar is always displayed and provides the following commands:

34

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.

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.

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.

Add to Project... : select for example an email or a calendar entry. 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.

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

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:

I  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

9 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

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

9 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:

T  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

9 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

9 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 journal 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.




Basics

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.

Add to Project E=RECR ™7

Tradeshow

[

[\, Click here to add filter criteria

Drag a column header here to group by that column

Number  « |Project name Custo... |Mana... |

Stefa

Stefa.

2002-0002 LWHN Sales Represent
2003-0003 Tradeshow

2003-0004 Ressource Collection Stefa
2009.0005 Ratlway Competition Stefa

2009-0006 Management DWR Stefa

7 CT—

Z002.0007 JTechRasancehs
@ Time tracking
|V] Create new entry

e

| V] Add to document store

Operation  Rem includng attachments v|
Subfolder
Status Open to dscuss

Note >

V| Link document with time tracking entry

3.

4. Select aproject

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

ﬂ 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 ( 0} ) 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 ltem is displayed.

7. Please enter at least the following:
ﬂ Date and Time (these are set automatically and can be changed if needed)
ﬂ Duration

ﬂ 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

Element with attachment

Element without attachment

Attachment only

Element and attachment separately

Action

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

InLoox assigns only the email to the project. All
attachments will be removed.

InLoox assigns only the attachment to the project.

The email is discarded.

InLoox assigns the email and attachment to the
project separately.

Pros & cons

l‘/«-)Email and attachment are stored
together.

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

QSaves storage space.

oAttachments can neither be
displayed nor saved in InLoox.

l‘/«-)Removes superfluous
correspondence.

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

l‘/«-)Correspondence is kept.
Attachments can be seen in the
document list with name and type.

oReIationship 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

New Report

{ Report || Planning I Time tracking | Budgets

= Selecton

All progecis
@ Selected projects

Projects matching

Use this template

| Budget Test -

FCTeaw report Cancel

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 onOK
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.

Beportsall 100 2~ I

| Create Report...
Saved Reports...
PlanningsTill2010
TimeTrackingBilled

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

New Repont
[Regat | Pianning | Time tracking | Budgers |

| Selection

Al progecis
@ Selected projecis
") Projects matching:
Number contsins
Name contains

Customer contains

Template

"l

Use this template

|. Budget Test

Coosioropert) [ Concel ]

Leoi)

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 onOK
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.

w: Create Report...
Saved Reports... ‘
PlanningsTill2010 ‘
TimeTrackingBilled ‘

Filtering Data

1.

Data can be filtered in the dialog New Report :

‘New Report 5|
[ Report | Pianning | Activities | Budgets |
< > e 1abh
\ ,7 Filter
All planning elements
9@ Flanning elements matching:
| Summaries
V| Phases

V] Milestones

7] Date between: 107102010/ [=] - 1271072010 [+]

Create Report | [ Cancel |

Filter for the Planning Page:

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

ﬂ Select Following planning elements to filter:
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44

ﬂ Summaries , to transfer summary elements (activities with sub -elements)
ﬂ Filter Activities and Milestones by switching off the relevant parameters

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

All activities

@ Activities matching:
) Date between:  [10/11/2010 [#] - [12/10/2010 []
| Performed by
V| Group: {Pm v

VCteaionoﬂ | Cancel

Filter for the Time tracking Page:

ﬂ Select All entries  to include the complete list of time tracking entries
ﬂ Select Following time tracking entries to filter:

ﬂ by date interval

ﬂ by name of person carrying out the time tracking item

T bygrouw
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[ Report | Plansing [ Actvities| Budgets |
< B
\ ? Filter

Al budgets

@ Budgets matching
V| Activity costs
] Calculations
V| Expenses

V| Invoices

7] Date between:  10/10/2010 [+] - [12/10/2010 [+]
JSee  [Accopied =)

Show assets: [V] already billed [¥] not yet billed

Filter for the Budget Page:

ﬂ Select All Budgets to include the complete list of budgets and budget position
ﬂ Select Following budgets only to filter:

ﬂ by type (Expense (actual, time tracking), Expense (act ual, other) , Revenues (plan), Expense(plan),
Revenues (actual) )

ﬂ by date interval
ﬂ by budget state

ﬂ by billing state  of each position

To Outlook 2010 View

Outlook 2003/2007 View

Under Reports >> Create report in the InLoox Toolbar it is possible to output analyses and summaries in a wide variety
of file formats.
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w: Create Report... [
Saved Reports... !
PlanningsTill2010
TimeTrackingBilled

Filtering Data

1. Data can be filtered in the dialog box New Report in a number of ways:

‘New Report =
[Report | Plonning | Activiies | Budgess |

‘\‘ﬁ Filter

All planning elements
@ Flanning elements matching:

U] Summanes
V] Phases

V| Milestones

@) Date between:  [10/10/2010[=] - [12/10/2010 [=]

Create Report [ Cancel

J

Filter for the Planning Page:

ﬂ Select All planning elements  to include the entire list of plann ing elements

ﬂ Select Following planning elements only to filter:
ﬂ Summaries , to transfer summary elements (activities with sub -elements)
ﬂ Filter Activities and Milestones by switching off the relevant parameters

ﬂ The time interval can also be restricted by specifying ("Date between ")
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4

All activities

@ Activities matching:
) Date between:  (10/11/2010 [»] - [12/10/2010 [v]
] Performed by
7] Group: | Production v

lCredoReoonlL Cance! J

Filter for the Time tracking Page:

ﬂ Select All entries  to include the entire list of time tracking entries
ﬂ Select Following time tracking entries only to filter:
ﬂ by date interval
ﬂ by name of person carrying out the time tracking item

T bygrouw
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(7

[ Report [ Planning | Actiities| Budgets |

‘\ﬁ Filter

All budgets
@ Budgets matching:

7] Activity costs

] Calculations
V| Expenses

V] Invoices

7] Date between:  10/10/2010 [¥] - [12/10/2010 [+]
V] Stete | Acoepted v
Show assets: [V] already billed [¥] not yet billed

Create Report [ Cancel

i

Filter for the Budget Page:

ﬂ Select All Budgets to include the entire list of budgets and Budget position
ﬂ Select Following budgets only to filter:

ﬂ by type (Expense (actual, time tracking), Expense (actual, other)
Revenues (actual) )

ﬂ by date interval
ﬂ by budget state

ﬂ by billing state  of each position

, Revenue s (plan), Expense(plan),
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FILTERING REPORT DATA

To Outlook 2003/2007 View
Outlook 2010 View

Under Reports >> Create report in the InLoox Ribbon Menu it is possible to output analyses and summaries in a wide
variety of file formats.

Filtering Data

1. Data can be filtered in the dialog box New Report in a number of ways:

|

[ Report | Planaing | Activities | Budgess |

G rine

Al planning elements
@ Flanning elements matching:
| Summanes
V| Phases

V| Milestones

7] Date between: | 10/10/2010 [=+] - [12/10/2010 [+]

(Creste Regant] [ Cance

Filter for the Planning Page:

ﬂ Select All planning elements  to include the entire list of planning elements

ﬂ Select Following planning elements only to filter:

ﬂ Summaries , to transfer summary elements (activities with sub -elements)
ﬂ Filter Activities and Milestones by switching off the relevant parameters

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

All activities

@ Activities matching:
) Date between:  (10/11/2010 [»] - [12/10/2010 [v]
] Performed by
7] Group: | Production v

Create Report L Cance!

Filter for the Time tracking Page:

ﬂ Select All entries  to include the entire list of time tracking entries
ﬂ Select Following time tracking entries only to filter:
ﬂ by date interval
ﬂ by name of person carrying out the time tracking item

T bygrouw
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=,

.@"—- S

[ Report [ Planning | Actiities| Budgets |

A

‘\ﬁ Filter

Al budgets

@ Budgets matching:
7] Activity costs
] Calculations
V| Expenses

V] Invoices

7] Date between:  10/10/2010 [¥] - [12/10/2010 [+]

V| Siate

Show assets: [V] already billed [¥] not yet billed

(Aocepted )

Create Report [ Cancel

Filter for the Budget Page:

ﬂ Select All Budgets to include the entire list of budgets and Budget position

ﬂ Select Following budgets only to filter:

To Outlook 2010 View
Outlook 2003/2007 View

f

by type (Expense (actual, time tracking), Expense (actual, other)
Revenues (actual) )

by date interval

by budget state

by billing state  of each position

, Revenues (plan), Expense(plan),

Under Reports >> Create report in the InLoox Toolbar it is possible to output analyses and summaries in awide
variety of file formats.

Create Report...
Saved Reports...
PlanningsTill2010
TimeTrackingBilled
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Filtering Data

1. Data can be filtered in the dialog box New Report in a number of ways:

All planning elements

9@ Flanning elements matching:
| Summaries
V| Phases

V] Milestones

) Date between: 10710720100 [~] - [12/10/2010 [+]

Filter for the Planning Page:

ﬂ Select All planning elements to include the entire list of planning elements

ﬂ Select Following planning elements only to filter:
ﬂ Summaries , to transfer summary elements (activities with sub -elements)
ﬂ Filter Activities and Milestones by switching off the relevant parameters

ﬂ The time interval can also be restricted by specifying (" Date bet ween ")
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All activities

@ Activities matching:
) Date between:  (10/11/2010 [»] - [12/10/2010 [v]
] Performed by
7] Group: | Production v

lCredoReoonlL Cance! J

Filter for the Time tracking Page:

ﬂ Select All entries to include the entire list of time tracking entries
ﬂ Select Following time tracking entries only to filter:

ﬂ by date interval

ﬂ by name of person carrying out the time tracking item

T bygrow
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(7

[ Report [ Planning | Actiities| Budgets |

‘\ﬁ Filter

All budgets
@ Budgets matching:

7] Activity costs

] Calculations
V| Expenses

V] Invoices

7] Date between:  10/10/2010 [¥] - [12/10/2010 [+]
V] Stete | Acoepted v
Show assets: [V] already billed [¥] not yet billed

Create Report [ Cancel

i

Filter for the Budget Page:

ﬂ Select All Budgets to include the entire list of budgets and Budget position
ﬂ Select Following budgets only to filter:

ﬂ by type (Expense (actual, time tracking), Expense (actual, other)
Revenues (actual) )

ﬂ by date interval
ﬂ by budget state

ﬂ by billing state of each position

, Revenues (plan), Expense(pl

an),
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InLoox Project Overview
INLOOX PROJECT OVERVIEW

To Outlook 2003/2007 View

Outlook 2010 View

Click Projects in the InLoox Ribbon Menu. A project overview is displayed. Each entry shows the information on one
project. Only authorized users can see a project.

Information on daily work can be found in the chapter on Hints on the InLoox project overview

Important features of the project list include:

A double-click on an entry opens an existing InLoox project
A double-click on an empty field creates  a new InLoox project

A keystroke switches to the project whose name begins with the corresponding letter

=A =2 =4 =4

The search list permits any information, including within a pro ject, to be found quickly

The format is as follows:

9 struekthrewgh— projects are completed or discontinued.

Sample view:

¥, Click here to add filter critenia |

Orag a column header here to group by that column

Project name Categories Number « |Customer name
WIS Racracent 2009 000 SART

Tradeshow 2009-0003 SAPT Ltd.

Resource Collection New Business 2009-0004 intern

Product Catalog Recurring Projéct 2002-0010 Glog pl *

Product Release 2005-0012 PhoneMe Ltd,

Time warning | Priority

The following short-cut keys are available for the project overview:
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F4: create new InLoox project
F2: update project list

Ctrl + P: print project list

= =4 =4 =4

Ctrl + A: select all projects

To Outlook 2010 View

Outlook 2003/2007 View

Click on InLoox Folder in the InLoox Toolbar. A project overview is displayed. Each entry shows information on one
project. The normal display includes all projects for which you have permission

Information on daily work can be found in the chapter on Hints on the InLoox project overview

Important features of the project list include:

A double-click on an entry opens  an existing InLoox project
A double-click on an empty field creates  a new InLoox project

A keystroke switches to the project whose name begins with the corresponding letter

=A =2 =4 =4

The search list permits any information, including within a project, to be found quickly

The format is as follows:

9 projects striked-out— are completed or discontinued.

Sample view:

< InLoox - Projects

S eepE—
% New Project... §JOpen 3§ Delete | [} % Print ' Refresh () Archive Wmier Search Fon Start Search  Back | @ ‘

|, Click here to 2dd filter critenia
:’l!g a column header here to group by that column

Name Number Priority Time warning
Media Abrachnung 2009 2010-0007 T (]
Produktrelease 2010-0001 L]
LMT Anzeigenproduktion 2010-0004
Bausammelanzeige Spezial = Messe Bern 2010-0003
Produktentwickiung 2010 2010-0009
Prospekt Tnloox” 2010-0015 - ]
LWN Sales Represent 2010-0006
JuniorTechManager 2010-0010
Messestand 2010-0002 ]
Projektoptimierung 2010-0016 (<]
Kompetenscenter S8S 7155 2010-0011 o
Prasentation Medis 2010 2010-0008 3
Telescopic Rail Button 2010-0005
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The following short-cut keys are available for the project overview:

= =2 = =4

F4: create new InLoox project
F2: update project list
Ctrl + P: print project list

Ctrl + A: select all projects
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INLOOX DASHBOARD

To Outlook 2003/2007 View
Qutlook 2010 View

The dashboard view shows you the main project areas. You can get all important information to the projects without
opening one. Each user can compose his own dashboard view from different widgets.

Click Dashboard in the InLoox Ribbon Menu.
Choose widgets via the Widgets button for your personal dashboard view.

Top 5 projects (actual margin) x Project status overview X
Project Budget Progress
2009.0010 e "
2009-0004: Resource Collaction
2009-0019: Product Design ®
2009.0023: Consulti .
| B Media Consulting Media Consulting |
B Brochure 2010 LWN Sales Regresent
Procuct Release Other

Widget Description

My open work packages Shows you all your open InLoox work packages

Project manager view (open packages) Shows you as a project manager all your open InLoox work packages related to your projects

Recent projects Shows the last 7 recently opened projects

Recent created projects Shows the last 7 recently created projects

Customer distribution (all projects)

Status distribution (all projects)

Plan/actual comparison

Actual margin (month)

Actual margin  (quarter)

Actual margin  (year)

Actual expenses/actual revenues
(month)

Actual expenses/actual revenues
(quarter)

58

Shows all customers related to your projects

Shows the status of all your projects

Shows planned and actual hours of your projects

Shows the system wide project profit of the current month and last 11 months

Shows the system wide project profit of the current quarter and last 3 quarters

Shows the system wide project profit of the actual and the last years

Shows the system wide actual expenses and actual revenues of the current month and last 11 months

Shows the system wide actual expenses and actual revenues of the current quarter and last 3 quarters
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Actual expenses/actual revenues
(year)

Top 5 Projects (actual margin)

Project status overview

To Outlook 2010 View
Outlook 2003/2007 View

Shows the system wide actual expenses and actual revenues of the actual and the last years

Shows a ranking of the top 5 most profitable projects

Shows an overview of the progress and the cost-effectiveness of your projects

By using the Dashboard, you are being able to track the areas of your project in an overview. Each user can configure the

view by their own.

With the Dashboard, it is accomplish a quick overview over all projects without opening every single of them.

Switch to the Dashboard view by clicking the Dashboard button in the view control of the InLoox folder.
Choose the widgets you would like to display in the overview panel via the Widgets button

< InLoox - Projects

Tradeshow

Widget Description
My open work packages
Project manager view (open packages)

Recent projects

Recent created projects

’m Actual expenses | Actual revenues

See all your open InLoox work packages with one view
See all open InLoox work packages related to your projects you are project m anager
See the last 7 recently opened projects

See the last 7 recently created projects

Projects | Dashboard Timeline Time tracking
[ Widgets + & Refresh
My open work packages Plan/actual comparison x
56.00
AM - M 60 i *l
- 4:00 PM) 50 -
a0
4 |24.00
e 2000
2 4 1200 '
10 + l l
o4 ’ 1 d
Design Consulting Production
([ Planning (hl _] Time Tracking (h)
Top 5 projects (actual margin) Actual expenses/actual revenues (month) X
1260.00]
1,200 -{§
600 -
300
| B TechResearch Management DWR 0
B Raiway Competition Ressource Collection ¥ 2-3 4 56 7 8 9 W00 R

1,

59




InLoox Documentation

Customer distribution (all projects)

Status distribution (all projects)

Plan/actual comparison

Actual margin (month)

Actual margin  (quarter)

Actual margin  (year)

Actual expenses/actual revenues
(month)

Actual expenses/actual revenues
(quarter)

Actual expenses/actual revenues
(year)

Top 5 Projects (actual margin)

Project status overview

60

See all customers related to your projects

see the status of all your projects

See planned and actual hours of your projects

See the system wide project profit of the current month and last 11 month

See the system wide project profit of the current quarter and last 3 quarters

See the system wide project profit of the actual and the last year

See the system wide actual expenses and actual revenues of the current month and last 11 month

See the system wide actual expenses and actual revenues of the current quarter and last 3 quarters

See the system wide actual expenses and actual revenues of the actual and the last year

See the top 5 of the projects which actual margin the most

See an overview of the progress and the cost-effectiveness of your projects




Basics

Timeline

INLOOX TIMELINE

To Outlook 2003/2007 View
Outlook 2010 View

Click Timeline in the InLoox Ribbon Menu. This view shows you the time flow of your projects on the timeline. You can
choose the visible time range by the buttons ().

In the InLoox Ribbon under Start >>> You are able to customize the timeline view. Choose day, week or month view.

Projects on the timeline could be grouped by different criteria.

The menu:
Element Description
New Project Creates a new InLoox project
Delete Deletes selected InLoox project
Open Project Opens an existing InLoox project
Copy Copies current selected project to clip board
Paste Pastes project from clip board to current timeline
Categorize ChooseKey Project , New Business or Recurring Project
Change Status Defines the project status
Print Prints current timeline
Refresh Refreshes the timeline
Today Switches to current date
Switchestimeline to day view
Switchestimeline to week view
Switchestimeline to month view
Zoom in accordingly zoom out time rage of the timeline
Group Opens the Group dialog , which allow to group projects by different criteria

Important features of the timeline:

9 Adouble click on the selected project opens it

9 Adouble click on the white background area creates a new project

The following short-cut keys are available for the timeline:

9 F4: create new InLoox project

9 F2: update project list
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Ctrl + P : print project list
Ctrl + A : select all projects

Ctrl + C : copy selected projects to clip board

= =4 =4 =

Ctrl + V : copy projects in clip board to project list

To Outlook 2010 View
Outlook 2003/2007 View

Click on the InLoox folder in the InLoox Toolbar. Change the view from the current view to timeline. The InLoox folder
offers a simple way to view your projects in a schedule by the timeline view
You can choose the visible time range by the buttons.

In the InLoox Toolbar under Current View >>> Projects in timeline view you are able to look at your projects in
timeline. Inside of the timeline the projects are movable, start and end of a project will be adapted.

Projects on the timeline could be grouped by different criteria.

Element Description

New Project Creates a new InLoox project
Open Opens an existing InLoox project
Delete Delete selected InLoox projects
Reload Reload the timeline

Print Prints current timeline

Today Switch to current date

Switch timeline  to day view
Switch timeline  to month view
Switch timeline  to year view
Zoom in accordingly zoom out time rage of the timeline
Group... Opens the Group dialog , which allow to group proje cts by different criteria
Copies current selected project to clip board

Paste project from clip board to current timeline

Important features of the timeline:

9 Adouble click on the selected project opens them

9 Adouble click on the white background area creates a new project

The following short-cut keys are available for the timeline:

9 F4: create new InLoox project
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=A =4 =4 =4 =

F2: update project list

Ctrl + P : print project list

Ctrl + A : select all projects

Ctrl + C : copy selected projects to clip board

Ctrl + V : copy projects in clip board to project list
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TIMELINE: GROUP DIALOG

Detailed information for page Timeline: How do you group projects in the timeline view?

= —
Group By =
-\- Group projects
Group tems by
v »| (@ Ascendng
0 Descending
Project name
Project number
Customer number :
Customer name ) Ascending
Priority Descending
Start date
End date
Fixed end date
Progress @) Ascending
Categoties 5
vescenang
Then by
(hone) v | @) Ascending
Descending
|| Show last group as row header
[ oK ]| Ress || Cance

Element Description

Group items by Choose a group field:

ﬂ Start, End, Categories, Progress, Priority, Project number, Project name, Client or Fixed
deadline

ﬂ now, the projects will be grouped by your selected field

ascending / descending Choose if you want to group ascending or descending
Then by You could group by four fields
Show | ast group as row header This option creates a title column by the last group field.
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INLOOX TIME TRACKING LIST

To Outlook 2003/2007 View
Outlook 2010 View

Click on the InLoox Folder in the InLoox Ribbon Menu. Change the view from the current view to time tracking. Each
entry shows information on one time tracking item. The normal display includes all items of projects for which you have
permission.

¥, Click here 1o 3dd filter criteria |

Performed by
Project name | Description Start ~ |End Project number Duration [

= | Performed by: Alexander Gillo (a.gillo@gog.com.) (171,00 hours)
Product Catal Meeting 3 214 10 0216 010 07:16 2002-0010 03900

Product Catal Prepare PowerPoint 2009-0010 7200

9600

2005-0010

"
e -
L Product Catal Analysis

Important features of the time tracking list:

A double-click on an entry opens the chosen item
The dialog Edit Item /s displayed - now you can change the data belonging to this item
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Edit hem
@ Date and Duration
Startdate ime | 1/11/2010 (=] s00AM
Durasion ~ |12 |0 -
Hours Minutes

Commercial Presentation -

& Acaen |

©® Group | Design ¥/ |
i
Actity Presentaton
' Details
v
Flag Nore = V! Is billable

L~ Yo |

Performed by | Gordon Newman > { - ] |
Last modified Stefanie Kraul
by

{ Standard [ Custom |

9 By drawing the name of one column into the corresponding area the time tracking list is grouped
according to this attribute

The menu:
Element Description
New Entry Creates anew time tracking item. It will be displayed in the time tracking list ~ as well as in the time
tracking list of the project in which the time tracking item was created.
Open Opens the dialog Edit Item
Create Reminder Creates areminder in the selected it em
Reload Reloads the time tracking list
Print Prints the time tracking list
Edit Filter The filter according to which the items are shown  can be worked on
Search for The overview is searched for appointed criteria and grouped according to these

To Outlook 2010 View
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Outlook 2003/2007 View

Click on the InLoox Folder in the InLoox Toolbar. Change the view from the current view to time tracking. Each entry
shows information on one time tracking item. The normal display includes all items of projects for which you have
permission.

< InLoox - Time tracking entries

% New Entry... /" Open.. (3 Create Reminder | Reload (5 Print  J» Edit Filter...  Search For:

=
| 1 Click here to 2dd filter criteria |
Drag a column header here to group by that column
Number ]Project na.J Description lstart - lEnd [D.nuon.[?erlonne.JColor flag Ils billed l ﬂ
2009.0001 LWN Sale.. Commerd.. “ , 12900 Gordon N... O
.00 sceshon Supporim, {00, 0505 stetnie S
2009-0007 TechRese.. First proto.. 1/11/2010.. 0915 Stefanie K. [
2009-0006 Managem.., Calicusto.. 1/11/201.. 1/11/2010.. 0015 Stefanie K. O
2005-0001 LWN Sale., Painting 12/25/20,. 12/26/200.. 2000 Magret H.., O

Important features of the time tracking list:

A double-click on an entry opens the chosen item
The dialog Edit Item /s displayed - now you can change the data belonging to this item

@ Date and Duraion -

Startdate time | 1/11/2010 [=] s00Am
Duration ~ 12 0 <

‘ >
Hours Minutes

! — :

&) Ao

@ Group [Dalm v
) Activity Presentation -
O
\ Detals
@
Flag Nore [V] Is bellable
o A
.
Performed by | Gordon Newman =™
Last modified Stefanie Kraul
by
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9 By drawing the name of one column into the corresponding area the time tracking list is grouped
according to this attribute

The menu:
Element Description
New Entry Creates a new time tracking item. It will be displayed in the time tracking list  as well as in the time
tracking list of the proje ct in which the time tracking item was created.
Open Opens the dialog Edit Item
Create Reminder Creates areminder in the selected item
Reload Reloads the time tracking list
Print Prints the time tracking list
Edit Filter The filter according to which the items are shown  can be worked on
Search for The overview is searched for appointed criteria and grouped according to these

68




Basics

Personal Views / Workflows

HNITS ON THE USE OF THE PROJECT OVERVIEW

We have gathered some information on the InLoox Project Overview for new users of Outlook. The basics described
here also apply to all other Outlook folders. They will help you to optimize your personal productivity and keep better track
of your project work

Hints:

You can define new views , for example projects with open budgets or projects sorted by state. Do take
advantage of this facility. Select a different view from the list Current view in the InLoox Ribbon
Menu / Toolbar . More information on this topic can be found in the chapter on Defining views

Seard through the project list for relevant information that you have input for your projects, no matter
whether it be an offer, a contact, a specific amount or a note in the activities. You can also use filters to
seek out a specific project or reduce the view to shows only the data you need. More information on this
topic can be found in the chapter on Finding Projects

You can also modify the columns of the project overview. All Outlook sorting, filtering and grouping

features can be used in the InLoox Projec t Overview . More information on this topic can be found in
the chapter on Hints on the use of personalized views
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DETAILED INFORMATION: CONFIGURATION: HINTS ON PERSONALIZED VIEWS

InLoox provides many options for sorting and organizing data. Furnishing your projects with personalized views is
particularly easy and quick. These help the flexible display of data.

70

¥ Hint: How to change a standard view:

It is possible to add and delete columns in the Project Overview. If a required aspect of the data is
missing, simply add the corresponding field:

1. Click on the column Number in the InLoox Project Overview with the right -hand mouse button

2. Click on the menu item Choose Fields
The dialog box Choose Fields is displayed

3. Click in a field, e.g. Customer , hold the mouse button down and drag the field next to the column Number
Two red arrows are displayed

4. Add the field to the view by simply letting go the mouse button

4 Further hints:

All features provided by Outlook for sorting, grouping and filtering can be used in the InLoox Project

Overview. Click for example on a column to sort by it or drag the column into the area above the column
headers to set up a grouping

Create new views and offer them to all users, e.g. Open costs , Projects by Customer  or Projects by
Status . I nstructions can be found in the chapter on Defining Views

Define individual filters for all users, e.g. by project status . This is a way to transact simple workflows.
Example: The development department staff only sees projects with the status development . If the
status changes to Bill , the project becomes visible to accounting staff; for other persons the project
remains hidden. Instructions can be found in the chapter on Finding projects under " Filter "
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DETAILED INFORMATION: CONFIGURATION: GENERATING PERSONALIZED VIEWS

To Outlook 2003/2007 View

Outlook 2010 View

InLoox provides many options for sorting and organizing data. Furnishing your projects with personalized views is
particularly easy and quick. These help the flexible display of data.

Use of a personalized view is as follows:

1. ClickProjects inthe InLoox Ribbon Menu or InLoox Folder inthe InLoox Toolbar
Outlook switches to the InLoox Project Overview

2. Click More Views

3. Select a view from the list, e.g. Project Controlling

¥ Hints on the customizing of views can be found in the chapter on Hints on Personalized Views

The following views are included in InLoox as standard:

Name Appearance/Filter/Grouping Purpose

Active Projects Filter; all non-completed projects To show all active projects, for e xample to create turnover
lists or support customers

Inactive Projects Filter; all completed projects To inspect archived project records

Projects by Category Grouping; all projects grouped by the field Category Helps to maintain overview as projects multiply
Projects by Status Grouping; all projects grouped by the field Status Displays internal procedure

Projects by Project Grouping; all projects grouped by the field Project Displays internal responsibilities and allocated projects
Manager Manager

Projects by Customer Grouping; all projects grouped by the field Customer Displays external responsibilities and allocated projects
Negative Gross Result Filter; all projects in which the total costs are higher To identify losses and determine financing requirements

than the invoices rendered

Open Calculations Filter; all projects with open budgets of type Calculation To determine turnover potential and follow up on offers
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InLoox Project

INLOOX PROJECT

A double click on an entry in the InLoox Project Overview opens the corresponding InLoox project. It is possible to
create a new project by double-clicking on an empty field in the Project Overview or by clicking the button New Project.

The entire information on an InLoox project is contained in a form consisting of five pages:

The Management page contains the project header information. This includes project number,
name, customer, persons in charge, contact persons, objectives and degree of urgency

The Planning page provides a chronological overview of the project in the form of activities and
milestones. Resources, dates, duration and interdependencies are held in the database. Automatic
planning communications and project cost estimation facilities are available

The Mind map page makes a graphic display of your project possible

The Time tracking  page lists all time tracking entries carried out by project team members (time
and effort), events and notes. Thus, this page shows time tracking items already performed

The Documents page supports the straightforward management of all documents concerned with
the project. Outlook elements, internet links and information are assigned to the project. Documents
can be opened and edited within InLoox

The Budget page is for the management of expenses and positions. All budgets are assigned a state
and can be exported using a simple procedure

The Budget overview page maintains an ongoing comparison of planning, expenses (actual, time
tracking) and budgets. A cost controlling facility displays all amounts summarized by group and
highlights negative positions

Information on the Menu and Ribbon/Toolbar in the InLoox Project can be found here.
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Management Page

MANAGEMENT PAGE

The Management Page is the principal starting point for anyone involved in the project. This aspect of InLoox can be
looked upon as a portal through which all significant project data can be looked up and stored away in condensed,
structured form.

Information in the Management Page:

9 Detailed information  on the page areas Project, Time / State, In ch arge, Custom and Notes
9 Concise instructions on  how to create a new project and lock or discontinue a project

9 Descriptions of the dialog box Categories, Customer, Division and of Menus and Toolbars

LWN Sales Repres

W é*cﬁr‘l@ I &l

New Saveand Menagemem Mmd Planning Time Budget
Project Close | de(mq Overvlew
{ Section -~
S el
Wiy Project m In charge } Custom
Name |LWN Sales Represert 5 | |Stefanie Kl Name -lvalue
Number | 2009-0001 Marager
Customer () B | [sho e o Ny e
c ) — Magret Hein (M A Hein@glactocu de )
ategory e J Team | |Philp Lechner (P Lechner@today com)
i R -
ey oo a‘ Gordon Newman
Status Open v | Cusbmefr
Start 12172003 [3] Pricrity [nomal v 5
End 17222000 [=] Mode [open - P,“,‘m,
[ Fixed deadline Is archived b
More
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MANAGEMENT PAGE: PROJECT AREA

Detailed information on Management Page: elements, features and descriptions.

The Project area:

Element Description

Name Freely definable short description of the project. The project name can be used more than once.

Number Unique project number. Once assigned, this number cannot be changed by the user. This field is a
(mandatory) mandatory input . The format of the project number can be customized under InLoox Options
Division... Choose an internal or external division for the responsibility of your project. The division structure could be
(only InLoox Enterprise Edition) defined in the InLoox Options dialog

Customer... Management your customers with involving the dialog Customer or directly by working with the

options.Customer. InLoox will display a selection list of the customer names already entered for all
visible projects.

Categories... Enter a defining characteristic for the project, e.g. customer initials, internal department name (only
available within the enterprise edition!) or business area. The category is freely definable. This field helps
the sorting and selection of similar projects from a large project base.

Clicking on a button causes the dialog box Categories to be displayed
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MANAGEMENT PAGE: CATEGORIES DIALOG BOX

Detailed information on the Management Page: An existing project is assigned to a category as follows: A category is a
keyword or expression that is useful in project administration for searching, finding, filtering or grouping projects.

A brief summary of how to use categories

1. Open a project or create a new one

2. Click on the button Categories inthe Project area of the Management Page )
The dialog box Category s displayed:

e "\

Category 3]

B category

Select one or more categories:

[T New Business
|~ Recurring Project

3. Activate the relevant category in the list

4. Click on OK

& Hint

It is possible to add, change or delete categories. Further information can be found in the chapter on Editing Categories
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MANAGEMENT PAGE: TIME / STATE AREA

Detailed information on the Management Page: elements, features and descriptions.

The Time / State area:

Element Description

State Specify here the state of development of the project. Possible options are In progress , Completed or
Discontinued . The project state options can be customized under InLoox Options

Start Select from the calendar a date for the start of the project. This may also be typed in dir ectly. When a new
project is created, today's date is proposed automatically

End Select from the calendar a date for the anticipated end of the project. This may also be typed in directly.
When a new project is created, today's date is proposed automatically. The end date must not be earlier
than the start date

Fixed deadline Specifies whether the end date can be postponed. Typical examples of fixed deadline projects are trade
fairs and Christmas card mailings

Archived Specifies whether the project is archived. Archived projects could only be accessed over the Archived
InLoox folder

Priority Specifies the urgency of the project. Possible settings are low , normal or high . The standard proposed
setting is normal . Projects of low or high priority are flagge d in the Project Overview  with =¥or
respectively.

Mode Selectlocked to shield the project from any changes. The mode can only be changed by authorized users.

Permissions can be changed underinLoox Options  for each user separately or on a role basis

If mode is set to inactive, project notifications are deactivated. No messages
are sent to the project resources

. Useviews to monitor the state of several projects at once. Further information on this can be found in the
¥ Hint chapter on Generating personalized views
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MANAGEMENT PAGE: DIVISION DIALOG BOX

Detailed information on the Management Page: An existing project is assigned to a client as follows:

A brief summary of how to use divisions

1. Open a project or create a new one

2. Click on the button Division inthe Project area of the Management Page )
The dialog box Division Structure  is displayed:

-

Division Structure | o

g e

Select a division

=~ Your compary

Management
-J- Development
Frontend
Backend

=1- Suppont
1st Level
2nd Level
d Level

3. Select a division from the list

4. Click on OK

¥ Hint

It is possible to add, change or delete divisions. Further information can be found in the chapter on Management Divisions
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MANAGEMENT PAGE: CLIENT DIALOG BOX

Detailed information on the Management Page: An existing project is assigned to a division as follows:

A brief summary of how to use divisions

1. Open a project or create a new one

2. Click on the button Division in the Project area of the Management Page )
The dialog box Division s displayed:

rCustomer

§l P Customer

Select a customer

T
New | Name Number |
none (none
fintegra ooor i
PhoreMe Ltd 0002

[ OK || Cancel

3. Select a division from the tree structure

4. Click on OK

¥ Hint

It is possible to add, change or delete divisions. Further information can be found in the chapter on Editing Divisions

This feature is only available in InLoox Enterprise Edition
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MANAGEMENT PAGE: IN CHARGE AREA

Detailed information on Management Page: elements, features and descriptions.

The In charge area:

Element

Manager...

Team...

Customer...

Partner...

More...

Important

< Hints

Description
Click on this button and select from the list one or more managers for the project

Click on this button and select from the list one or more internal team members or employees for the
project

Click on this button and select from the list one or more contact persons from the Sold -to party or
Customer for the project

Click on this button and select from the list one or more contact persons from Partners or Supplier , who
are currently involved in the project

Click on this button and specify any other contacts, e.g. quality management staff, heads of department or
other stakeholders

When using InLoox Workgroup or Enterprise Edition, persons in charge may
have permissions to access the project. This depends on how InLoox has been
configured.

Further information can be found in the chapter on User-based permissions in
the InLoox Option

The following is also possible:

ﬂ View a contact by double -clicking on the name

ﬂ Create a new contact by clicking on one of the buttons Team... , Customer... or Partner... .
There is also a select contact option

ﬂ Select a mailing list containing for example all members of the customer's project team
Mailing lists are automatically resolved by InLoox

ﬂ A click with the right -hand mouse button will open a popup menu to delete and alter the
sequence of contacts
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MANAGEMENT PAGE: CUSTOM AREA

Detailed information about the Management Page: elements, features and descriptions.

The Custom area:

Element Description

List (Name / Value) For the input and displa_y of supplementary information_, fc_)r example security
rating, risk factor, project code or technical abbreviations.

New fields can be added via the Options dialog.

Define new fields as soon as possible to allow information to be structured.
< Hint

Displays of custom fields within the project and can be sorted, grouped and

filtered. Further information can be found in the chapter on Hints on

personalized views
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MANAGEMENT PAGE: NOTES AREA

Detailed information on the Management Page: elements, features and descriptions.

The Notes area:

Element Description

Title Displays the date of last update and the name of the person carrying this out, identified by Outlook or
Windows account name.

In new projects the remark "Not yet created" is to be seen here.

Input field Multiple-line free text field for the concise recording and sharing of significant project data. Enter here for
example the project objective, the order type or internal remarks.
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Mind Maps Page

MIND MAP PAGE

The Mind Map Page displays the mind structure and theme structure of a project. As example descriptions and icons of
the themes can be recorded. Nodes of the Mind Map can be converted into planning elements. Links to files and internet
addresses can also be assigned to specific planning elements if needed

> W 7IChoose companies

A B " = ‘)l Copy ) Expand All l“‘ — o) &3 S
£ s B T i R R
NewMind EditMind Delete CopyTo | New Edit Delele Progress | Print Load Save View || Resource ||pocnny
Map M2p  MindMap Planning 1 node MNode Node v. \ Template - Template ~ i Overiew .
nd J “No ol i - . ) | Resources |
% Mind Maps
5 | Exhibition stand concept
Parking '\ Senvice feature for customers
= /*Location
to the transport network Hierachy
*Organisanon structure
Regional Check duties and responsibilitic = |
Basic prefabricates
supraregional E Who appear?

National
Entrance prices
w) Financing
International =
Plan sponsors
=) 3
« i v
Basic pref t o | New Mind Map ==
Element Description
New Mind Map Creates a new node. You can either label it right away or do this by clicking on the right mouse button,
then choosing Edit
Edit Mind Map Changes the selected node. The dialogue box Edit Mind Ma@ Node is displayed.

Delete Mind Map

Copy To Planning

New Node

Edit Node

Delete Node
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Removes the selected node from the Mind Map.
Opens the dialog "Copy Mind Map ". All nodes of the selected mind map will be copied to the planning
section. Please select a start date and the initial duration of the planning items to be created.

If you have assigned resources to at least one of the mind map nodes, you can select the type of
notification you would like to use, to inform the resource. The workload can be distributed as follows:

Complete e ffort : All resources will have a capacity utilization of 100 percent .
Duration for each resource  : The total workload will be distributed equally to each resource.

Create a new sub node

Modifies the selected Node. The dialogue box "Edit Mind Map Node" appears: the selected node can be
edited

Removes the selected node from the Mind Map
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Progress

Print

Load Template

Save Template

11

Zoom In/ Zoom Out

Resource Overview

Format

Format Child Elements

Set the progress of the selected node to 0, 25, 50, 75 or 100 percent

Starts the quick print feature of the mind map view

Loads a saved Mind Map model

Saves the created Mind Map either as model, in the planning page, as a picture or as another format

Defaults the zoom level

Changes the zoom level

The dialogue "Resource Overview " appears. - Detailed information on the Planning page

Edit the font , fill - und stroke color  of the selected node

The selected format is applied to all sub nodes
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PLANNING PAGE: DIALOG BOX NEW NODE / EDIT NODE

Detailed information on the Mind Map: Described here is the method for modifying an existing node.

The dialog box Edit Mind Map Node: Standard tab

Edit Node Som
Standard | Format & lcon | Resources | Documents | Custom |

—

S
\.J Descnpbon

Regons

) sum

Progress (%) WSS ~ [T done

Flag None v
[ OK Cancel J
Element Description
Description A description for the node
Progress (%) Grade of accomplishmert of the node. Choose between 0, 25, 50, 75, or 100 per centum. Click on Done to
set the node up to 100%.
Done Shows off the node as "done" in planning

Flag 13
Chose a flag for the node (none, P) ‘ s P)

The dialog box Edit Mind Map Node: Format & Symbol tab
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| Standard || Format & Icon | Resources | Documents | Custom |

............. S

Mcrosoh Sans Sert s (@&

[ =Tet  ~J[ =gk ][ =Fome -

: '

M,';,-
PR
Mas %

oy
L
Q4

i

[ ok || coancel |
Element Description
Format Allows as well the configuration of font, font size, color _ as the color of the node or the color of the.
frame of the node.
Symbol Marks the node with any symbol. This symbol will appear within the node. You can choose from symbols

in the field of Basics, Business, and Miscellaneous .

The dialog box Edit Mind Map Node: Resources tab
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[ Add | |Name

[_E Dean Robertson |

Element Description
Add Adds a resource to the node
Delete Removes the selected resource from the node

The dialog box Edit Mind Map Node: Documents tab
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| Standard | Format & Icon | Resources | Doc
d Documents

L Add Fllename | Path
Protocoltxt CAUsers\kraul\Documents\Protocol...

i

Element Description

Add Opens the dialog box Add Document
1. Select the type of document: File link /Internet Link
2. Name the path of the document or the internet link

3. Click on OK

Open Opens the selected document

Remove Removes the selected document

The dialog box Edit Mind Map Node: Custom tab
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ok J [ Comn |
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MINDMAPS PAGE: DIALOG BOX SAVE TEMPLATE

Detailed information on the Mind Map Page: Described here is the method for saving a mind map to a new template

A brief summary of saving a template

1. Open a project
2. Select page "Mind maps "

3. Click on the button Save Template >>  InLoox...
The dialog box Save Template s displayed:

Save Template

d Template Name
Enter the name of the template

Prototype Mind Map

4. Enter a Name

5. Click on OK

4 Notes

Templates of the following Other formats can also be saved: Extensible Markup ~ (XML). Use the menu item Save Template >>  Other format...
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Planning Page

PLANNING PAGE
The Planning Page displays the activities, milestones and resources of a project. As example descriptions of the work

steps can be recorded. Everyone who is involved in the project is kept automatically informed about the planning
elements by InLoox or via Outlook. Links to files and internet addresses can also be assigned to specific planning

elements if needed

Information on the Planning Page:

9 Details of the areas of the page: Planning

9 Concise instructions  are available: Create planning, Display and process work packages, Create
Summary Activity

9 Descriptions of the dialog boxes : New Activity / Edit Activity, New Milestone / Edit Milestone, New
Summary Activity / Edit Summary Activity, Load Template, Save template, Resource Overview, Print

LWN Sales Represent (200

!Qp"/‘!jmi‘?’;f?’.:f;.g @4 LB @ LIO0HLEY

New New Edit Deljets ynchronize Save Show Criical | Today D:salay Zoom Zoom | Resource
Actvity Milestone Temolatu- Template = ‘ Path in Out | Overview
J ~ Plannn ] Templates J i - " Resources |
=
Y anni
- | | | 2009 2010
(i 19% |u '} |, /i | Name | Startdate | Enddate | Is critical
Jan Feb | Mar.
5 . 19417 9%
- 45 Presentation 12/17/2009... 12/17/2000
= Customer Research 12/17/2009.. 2/1/2010 1.,
a 4 Post 2 02 i
a f Research 12 09 '
Email 12/30/2009... 1/1/2010 11:.. 1
Intemet 1/1/2010 11:.. 2/1/2010 11:..
& Set Up one 12/30/2009... 12/30/2008.. —DBecember 30
Commercial 1/6/2010 80... 3/1/2010 30... Critical e
Set Up two 1/6/2010 80... 1/6/2010 89... Critical harwary 06

90




Basics

PLANNING PAGE: ACTIVITIES & MILESTONES

Detailed information on the Planning Page: elements, features and descriptions.

The Planning Area:

Element

New Activity
New Milestone
Edit

Delete

Print

Up/Down ( "‘/ J’)

Group (\a/ ﬁ')

Done
Fix
Reports

Synchronize

Load Template
Save Template

Critica | Path

Today

Display all

[ \fq'\)

Zoom (\"\‘/

Description

Creates a new activity in the Gantt chart. A click on this button causes the dialog box New Activity to be
displayed. The element is inserted behind the currently selected element

Creates a new milestone in the Gantt chart. A click on this button causes the dialog box New Milestone
to be displayed. The element is inserted behind the currently selected element

Changes the selected element in the Gantt chart. A click on this button causes the dialog box Edit
Milestone , Edit Activity , or Edit Summar y Activity to be displayed, according to type

Removes the selected element from the Gantt chart
Prints the Gantt chart. Clicking on this button causes the dialog box Print to be displayed

Moves the selected element up or down the list

Wgroups the selected element one level deeper

\‘moves the selected element one group level higher
More information can be found in the chapter on Creating Groupings

'
Sets the selected activity to "Done". If the activity has alr eady expired, the alert ( ~*-) is removed

The current selected elements (activities or milestones) will become fixed in the plan and cannot be moved
anymore.

Creates a report about the contents of the planning. The report template can be customi zed. Permission is
required. Details can be found under Customizing Report Templates

=
Select With Outlook Task  to create a new Outlook task ( _‘4) in your personal task list. T|

command With Outlook Calendar  creates a new appointment in your personal calendar ). The
data from the selected element (activity, milestone or summary activity) are transferred automatically

Loads a planning template into the current plan

Saves the current plan as planning template

Shows or hides the critical path of the project. If the critical path is shown, the critical elements and
dependencies aredisplaysin red . Existing color accentuations are hidden.

Switches to today. The plan is positioned so that the red day line is on the left side of the Gantt chart.

Adjusts the date interval of the Gantt chart to the project end or start - first and last element.
(Management Page)

Changes the Gantt chart view. Possible values:
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Resource Overview

Gantt chart
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- -—a -4 -4 -2 -2 _a -2

Years

Quarters

Months

Weeks

Days

Hours

Quarter-hours

Minutes

Opens the Resource Overview for the project

1

= =4 -a -2 -—a _a -2

4 Use the mouse to adjust the position and duration of the elements. Hold down the Ctrl
key and drag the predecessor/successor relationshipbetween activities and milestones.

4 Use the shift key when moving or enlarging elements to prevent the successor and
predecessor from being influenced

4 Zoom by holding down the Ctrl and scrolling with the mouse wheel
The present time, or day line, is rep resented by a vertical red line
One click centers the selected element in the Gantt chart
A double -click edits the selected element
A blue bar shows the progress of an activity in percent (%)
@ A paper clip is displayed beside elements to which documents are linked

A click on the minus sign (E]) besides a summary activity hides all elements belonging to it.
The plus sign (L't]) causes them to be displayed. See also the commandsExpand all
groups and Collapse all groups

A context menu s displayed by clicking with the right -hand mouse button in the Gantt
chart. The commands New Activity , New Milestone , Edit, Delete , Fix, Show Critical
Path, Copy, Paste, Expand all groups , Collapse all groups , Choose fields

A context menu s displayed on clicking with the right -hand mouse button in the header
area of the Gantt chart. It allows the customization of the view ( Choose fields ) and the
hiding and displaying of specific columns

If you have no read permission, no planning elements will be displayed

The following symbols are displayed beside the planning elements :

= =4 =-a -9

%A check mark shows that the element is completed
L]
~=JAn alert shows that an element is already overdue  but has not yet been completed
ppE, . T
A flag is used to highlight specific elements

¥ A Pin shows that the element is fixed (i.e. has a fixed deadline) and cannot be moved
on the timeline
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-
ﬂ @ The symbol resource shows that resources have been assigned to the element

~
ﬂ & The symbol resources have completed their work shows that all resources of the element
have completed their tasks successfully

ﬂ v A paper clip shows elements to which documents are linked

The following short cut keys are available in the Gantt chart

Ctrl + P: New Activity
Ctrl + M: New Milestone

Ctrl + A: Select all elements

Ctrl + Arrow to left: move selected elements to left (same as \‘)

ﬂ Ctrl + Arrow to right: move sel ected elements to right (same as W)
ﬂ Ctrl + Arrow upwards: move selected elements upwards (same as "‘)

Ctrl + Arrow downwards: move selected element downwards (same as "‘)
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PLANNING PAGE: DIALOG BOX NEW ACTIVITY / EDIT ACTIVITY

Detailed information on the Planning Page: Described here is the method for creating a new activity or modifying an
existing one.

An activity is a planning step within a time period. It is possible to add resources and successors to an activity. Automatic
notifications can be added to keep team members, partners and customers informed. Links to Documents, files and
internet addresses can also be added to an activity.

' Concise instructions for creating a plan are available

The dialog box New Activity / Edit Activity: Standard tab

Edit Activity )
Standard :Demls | Dependency I Resources | Documents | Custom

lem s 2 milestone

Group lConanng 7 vdl Location
Parent iCuslomet Research v | WBS code
izj\ Time frame
Start 121772009 =] 08:00
End 12172009 [=] |16:00
@ Duration 1 1 [0 1 0 v 7] Use working time calendar
Days Hours Minutes
ftem cannot be moved on the imeline
Lok J[ Conco
Element Description
Name (*) A description for the activity, e.g. Development or Design
Element is a milestone Indicates the type of element ( Activity or Milestone ). In this case the fla g is not set
Group (*) Group to which the activity belongs. The Group can be a sort criterion or a project cost center

An internal price per hour is on file for each Group. The internal prices per hour
and the available groups can be customized under InLoox Options
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Parent

Location

WBS code

Begin (*)

End (*)

Duration

Use working time calendar

Element cannot be moved on the
timeline

*" Note

Summary Activity to which the activity belongs
Free text field, in this case, where the activity of the activity is to take place

WBS code = Work Breakdown Structure code. Free text field for identifying activities and milestones in
large projects

Date and time of the planned start of the activity. When adding a new activity the date of the above
element or the project start date and the Starting Working Time  for the corresponding day of the week
are proposed automatically and can be changed

Date and time of the planned end of the activity. When adding a new activity the end of the above
element and the Finishing Working Time  for the corresponding day of the week are proposed
automatically and can be changed

Length of the activity. Specify the following:

ﬂ Days / Hours / Minutes
Specifies whether the duration given is working time  (as set down under Working Time Options).
Sample:
An activity begins on a Friday; the next working day is a Monday. The activity
has a duration of one day. If Use working time calendar is activated,
the activity ends on Mondays, if not, on Saturdays
Attention:
This feature is only to ease the time input. The behavior of the element is not

changed on any way.

Prevents the activity from being moved. If predecessors or successors are moved, the activity does not
move but the available buffer time is used up

(*) These fields are mandatory input s when adding or modifying activities

The dialog box New Activity / Edit Activity: Details tab
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Edit Activity )
Sm\da'd_“beﬂ.ail-s‘ 1 Dependency l Resources [ Documents | Custom »

L

Please contact Robert for more information| ¥

/ Status

Progress (%) |7 : | done
Flag None -
] 0K l I Cancel
Element Description
Description Multiple-line free text field for activities and instructions concerning the activity. Enter the required work
results or internal remarks
Progress Degree of completion of the activities in percent (number between 0 and 100 ). Click on done to set

progress to 100%

Flag B !,I ‘1 ] F‘ o o o
Select a flag for the activity (none, | i ). The activity will be color -highlighted accordingly in
the Gantt chart on the Planning Page

The dialog box New Activity / Edit Activity: Linking tab
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%

Successors

Avsilable Selected

(Emal |
bteme [ (o

Prasentation

Reserch s ]

Lok J[ Conco

Element Description

Successors (available) Select amilestone or activity from this list and click on the button " >> ". InLoox creates the
chronological interdependency between the activity and the selected successor

Successors (selected) The list contains all successors of the activity currently being edited. To remove a successor click on the
button " << ". InLoox deletes the chronological interdependency between the activity and the selected
successor

i InLoox checks the interdependencies and notifies any need to move the start or end of an element
~* Note

The dialog box New Activity / Edit Activity: Resources tab
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- >
| V ™
Edit Activity X3
| Standard [ Details I Dependency | Resources | Documents | Custom
g Work Packages
A | | 5
l Add Name Work amou..,i Expense per.| Notification |Completed
DesnRober.. 3.00 4000 (none; O
| Edw
|  Delete
| \Work amount
oK l Cancel
Element Description
Add Opens the dialog box New Resource
1. Click on the button "..." to select a contact
Select on or more contacts from the list and click on OK
2. Select the type of Notification . The notification ~ determines when and how a contact or
resource is to be informed. Select one of: (none ), InLoox, Email , Outlook task
request , Outlook appointment request
3. Change the work done  of the resource (optional). The workload of the resource in
percent in the specified time period is displayed. The work done determines the planned
time and costs in the Overview Area (column 2: planned costs resources) on the
Budget Page
4. Select an individual price per hour according to resource, if you want to ignore the group
rate costs
5. The state shows whether the resource concerned has completed his/her tasks for this
activity
Edit Changes the data of the selected resource
Remove Removes the selectedresource from the list
Workload Opens the dialog box Resource Overview

%" Hint : More information on automatic notification ~can be found in the chapter on Message Types

The dialog box New Activity / Edit Activity: Documents tab
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Edit Activity ()
Lerandard ] Details | Dependency I Resources ]Documem_é ] Custom
)/ Documents
| Add Path Filename
ve CAUsersikraunDocuments\Proto... Protocoltxt
l Open | P N L e
|  Delete
[ ok || Cancel
Element Description
Add Opens the dialog box Add Document
Select a document Type (file or internet link), enter a Path and click on OK
Open Calls up the link or opens the file
Remove Deletes the selected link from the list

List of documents &/
< Hint :

ﬂ A double -click calls up the link or opens the file
ﬂ It is possible to link files on your local computer or on a server with the InLoox project plan.

If you are a member of a team, specify the serv er path for the link to which all project
team members have access

The dialog box New Activity / Edit Activity: Custom tab
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Coc ) Loms )

Custom fields For inputting and displaying supplementary data such as billing information , technical abbre viations ,
work location , etc. New fields can be added using the dialog box Edit Custom Fields
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PLANNING PAGE: DIALOG BOX NEW MILESTONE / EDIT MILESTONE

Detailed information on the Planning Page: Described here is the method for creating a new milestone or modifying an
existing one.

A milestone is a time of completion. It is possible to add resources and successors to a milestone. Automatic notifications
can be added to keep team members, partners and customers informed. Links to Documents, files and internet
addresses can also be added to a milestone.

%/ Concise instructions for creating a plan are available

The dialog box New Milestone / Edit Milestone: Standard tab

[ Edit Milestone 5cm

Standard :Deaalls | Dependency I Resources | Documents | Custom

v lem s 2 milestone

Group | Design v | Location
Parent | Basic prefabricates v) WEScode
ESJ' ? Date/time
: - g | n -
Date / time 12/21/2009 | |08:00 3
item cannot be moved on the timeline
0K || Cancel

Element Description
Name (*) A description for the milestone, e.g. Conclusion or Release
Element is a milestone Indicates the type of element ( Activity or Milestone ). In this case the flag is set
Group (*) Group to which the milestone belongs. The Group can be a sort criterion or a project cost center
Parent Summary Activity to which th e milestone belongs
Location Free text field, in this case, where the activity of the milestone is to take place

101




InLoox Documentation

WBS code

Date / Time

Element cannot be moved on the
timeline

“ Note

PSP code = Work Breakdown Structure code. Free text field for identifying activities and milestones in
large projects

Day and time when the milestone is to be achieved. When adding a new milestone the date and time of
the previous element or the project start are proposed and can be changed

Prevents the milestone from being moved.

(*) These fields are mandatory inputs ~ when adding or modifying milestones

The dialog box New Milestone / Edit Milestone: Details tab

fNew Milestone

Ll
\

/ Status

Standard De'.anl's ' Dependency I Resources | Documents | Custom

Progress (%) | done
Flag None v
[ ok || Cancel
Element Description
Description Multiple-line free text field for activities and instructions concerning the m ilestone. Input here the required
work results or internal remarks

Progress Click on done to set progress to 100%
Flag

]
Select a flag for the grouping (none, P ; ‘ ; },ﬂ ). The activities will be color-highlighted accordingly
in the Gantt chart on the Planning Page

The dialog box New Milestone / Edit Milestone: Linking tab
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| Standard | Details | Dependency | Resources | Documents | Custom

Successors

Avsilable Selected

[ ok || Cancel

Element Description

Successors (available) Select amilestone or activity from this list and click on the button " >> ". InLoox creates the
chronological interdependency between the milestone and the selected successor

Successors (selected) The list contains all successors of the milestone currently being edited. To remove a successor click on the
button " << ". InLoox deletes the chronological interdependency between the milestone and t he selected
successor

§ InLoox checks the interdependencies and notifies any need to move the start or end of an element.
* Note Elements which should become a successor have to be after the current element regarding their time.

The dialog box New Milestone / Edit Milestone: Resources tab
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e - ~
P (o]
New Milestone X
| Standard [ Details I Dependency | Resources | Documents | Custom
g Work Packages
|  Add Name | Expense per hour| Notification Completed
| Delete
| \Work amount
| Carce
Element Description
Add Opens the dialog box New Resource
1. Click on the button "..." to select a contact
Select on or more contacts from the list and click on OK
2. Select the type of Notification . The notification ~ determines when and how a contact or
resource is to be informed. Select one of: (none ), Email , Task request , Appointment
request , InLoox Task
3. The State shows whether the resource concerned has already completed his/her tasks for
this grouping
Edit Changes the data of the selected resource
Remove Removes the selectedresource from the list
Workload Opens the dialog box Resource Overview

W' Hint : More information on automatic notification ~ can be found in the chapter on Message Types

The dialog box New Milestone / Edit Milestone: Documents tab
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Standard [ Details I Dependency l Resources Documents | Custom »
2 pecumers

I Add Path Filename

ok ][ Conce

Element Description

Add Opens the dialog box Add Document .
Select a document Type (file or internet link), enter a Path and click on OK

Open Calls up the link or opens the file
Remove Deletes the selected link from the list

List of documents “
¥ Hint:

ﬂ A double -click calls up the link or opens the file
ﬂ It is possible to link files on your local computer or on a server with the InLoox project plan.

If you are a member of a team, specify the server path for the link to which all project
team members have access

The dialog box New Milestone / Edit Milestone: Custom tab
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Custom fields For inputting and displaying supplementary data such as billing information , technical abbreviations
work locat ion, etc. New fields can be added using the dialog box Edit Custom Fields
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PLANNING PAGE: CREATE SUMMARY ACTIVITY

Detailed information on the Planning Page: Described here is the method for creating groupings and structuring planning
elements
Concise instructions for creating a grouping

1. Open a project or create a new one

2. Create two activities one above the other, as shown:

St = 204

Fix Synd’romze

2| n s : ? Mon, 21. December 21
o Ml 9y LN Name Start date End date Is critical
| 1200 AM 12
Group A 12/21/2008,. 12/21/2009... Critical
Research 12/21/2008.. 12/21/2008... Critical

3. Flag the lower one and click on the button Group (ﬂ)
InLoox changes the upper activity to a grouping:

Synchromze

Mon, 21. December 21

O 4 .‘.' @ ' ., l L’ Name l Startdate | Enddate | Iscritical | ———
1200 AM 12
= Group A 12/21/2009.., 12/21/2009.. Critical
Research 12/21/2009.. 12/21/2009.., Critical

Y Notes

The activity which is to be changed to a grouping must not contain any links or dependencies
The time period for the grouping is automatically adjusted to take account of elements at lower levels
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PLANNING PAGE: DIALOG BOX NEW SUMMARY ACTIVITY / EDIT SUMMARY ACTIVITY

Detailed information on the Planning Page: Described here is the method for creating a new summary activity and

modifying an existing one.

A summary activity defines the structure of the project planning. There is the option of adding Resources to a summary
activity e.g. to inform team members, partners and customers. Links to Documents, files and internet addresses can also

be attached to a grouping.

%/ Concise instructions for creating a summary activity are available

The dialog box New Summary Activity / Edit Summary Activity: Standard tab

[‘Edit Summary Activity

Standard | Details | Resources | Documents | Custom

4_2‘\ Basic information

Name

PO AURIC LSt

| Exhibition planning ZWIK

Parent - i WES code

This item is a summary activity containing other items. Thus. some fields are hidden

Element Description
Name (*) Description of the grouping, for example Conceptual design
Grouping Existing grouping to which the current grouping belongs. InLoox supports hierarchies of any depth
WBS code WBScode = Work Breakdown Structure code. Free text field for identifying activities and milestones in
large projects.
i Note (*) This field is a mandatory input when creating or modifying groupings

108




Basics

The dialog box New Summary Activity / Edit Summary Activity: Details tab

[‘Edit Summary Activity

| Standard ' Details 'Resouces Documents | Custom

L

Call also Mike for the meeting -

/ Status

Progress (%) |0 3 | done
Flag None -
r
| 0K \ I Cancel
Element Description
Description Multiple-line free text field for activities and instructions concerning the grouping. Input here the required
work results or internal remarks
Progress Degree of completion of the grouping in percent (num ber between 0 and 100).

Flag . e ., .
Select a flag for the grouping (none, ) s ). The summary activity will be color -highlighted
accordingly in the Gantt chart on the Planning Page

The dialog box New Summary Activity / Edit Summary Activity: Resources tab
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" - =
= = ™
Edit Summary Activity X
| Standard [ Details | Resources | Documents [ Custom
g Work Packages
[  Add J Name Expense per hour| Notification Completed
I Edit Jo& Planner 40.00 InLoox ]
- John McGregor | InLoox O
|> Delete | |Gordon Newman 1000 InLoox O
] 0K l I Cancel
Element Description
Add Opens the dialog box New Resource
1. Click on the button "..." to select a contact .
Select on or more contacts from the list and click on OK
2. Select the type of Notification . The notification ~determines when and how a contact or
resource is to be informed. Select one of: (none) , InLoox , Outlook task request
Outlook appointment request
3. The State shows whether the resource concerned has already completed his/her tasks for
this grouping
Edit Changes the data of the selected resource
Remove Removes the selectedresource from the list
Costs Set costs the single resources are costing

W' Hint : More information on automatic notification ~ can be found in the chapter on Message Types

The dialog box New Summary Activity / Edit Summary Activity: Documents tab

Element Description

Add Opens the dialog box Add Document.
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Open

Remove

List of documents

Select a document Type (file or internet link), enter a Path and click on OK

Calls up the link or opens the file

Deletes the selected link from the list
Y Hint :

ﬂ A double -click calls up the link or opens the file

ﬂ It is possible to link files on your local computer or on a server with the InLoox project plan.

If you are a member of a team, specify the server path for the link to which all project
team members have access

The dialog box New Summary Activity / Edit Summary Activity: Custom tab

Edit Summary Activity s
wadafd ] Details i Resources | Documents Custom |
Name Value
OriginalDate 12/772008
Estimated 1672010
0K || Cancel
Element

Custom fields

Description

For inputting and displaying supplementary data such as billing information

, technical abbreviations

work location , etc. New fields can be added using the dialog box Edit Custom Fields
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PLANNING PAGE: DIALOG PRINT

Detailed information on the Planning Page: Described here is the method for printing a Gantt chart with Milestones,
Activity and Summary Activity.

Concise instructions for printing the Gantt chart

1. Open a project

2. Click on the button Print in the Planning section (Planning Page)
The dialog box Print is displayed

3. Selectaprinter and set the print parameters

4. Click on Print
The dialog box Page Setup is displayed:

Page Setup =
Page | MeaderFoster | Shest

F ape

S Leter >
Soygce Dol oy -
Onereation Margn (Inches

Portray Lot 1 Right
¥ Landscape Too g Botsory
Page cter

P —
Down. hen over
& Over. then dowr

OK Carcel

5. Select the orientation and page order under the Page tab

6. Select the header and footer lines under the Header/Footer tab

7. Select the print range, timeframe and scale (Fit to:) under the Sheet tab

8. Click on OK
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PLANNING PAGE: DIALOG BOX SAVE TEMPLATE

Detailed information on the Planning Page: Described here is the method for saving the planning of a project to a new
template

A brief summary of saving a template

1. Open a project

2. Click on the button Save template >> InLoox...

in the Planning area on the Plann ing Page
The dialog box Save Template is displayed:

Save Template @

d Templaw Narw
Erter $he rame of the termpiate

LW Saien Fsprogat]

3. Enter a Name

4. Click on OK

4 Notes

Templates of the following Other formats can also be saved: Microsoft Project (MPP), Microsoft Project
Exchange (MPX). Use the menu item Save template >> Other format...

All Activities, Milestones and Summary Activities of the current project are saved. InLoox also saves all
resources with their notification options

To modify a template, load it to an empty project. Carry out the required changes and save the template anew.
Planning templates can be deleted or renamed under the InLoox Toolbar (Options - Planning - Templates)
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PLANNING PAGE: DIALOG BOX LOAD TEMPLATE

Detailed information on the Planning Page: Described here is the method for loading a planning template with
milestones, activities and summary activities to a project

A brief summary of loading a template

1. Open a project or create a new one

2. Click on the button Load template >> InLoox... in the Planning area on the Planning Page
The dialog box Load Template is displayed:

Load Template 5‘
)—' Naene
Template | LWN Sales Represent -
Startcate  12/17/2008 =»| 0800

/' Load rescurce data
J Famove corrgletion data

oM Cancel

3. Select a Template

4. Select a Start date

5. Specify whether the resource data of the template should be loaded
More information on resource data can be found in the chapter on Dialog box Edit Activity

6. Specify whether completion data  should be removed from the template

In this case no progress information from the planning elements and resources are loaded from the
template

7. Click on OK

< Notes

The start date determines at what point in time the first (earliest) activity or milestone from the selected template is to
be set. All other elements are scheduled by InLoox based on this point in time

It is possible to load more than one template to a given project. It is also possible to load more than one copy of a
template to a project (also known as template duplication)

Templates of the following Other formats can also be loaded: Microsoft Project (MPP), Microsoft Project XML
(XML), Microsoft Project Exchange (MPX) . Use the menu item Load template >> Other format...
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PLANNING PAGE: Critical Path
You can see the critical path of a project under project -> planning.

A critical path does only exist if there is a dependency between the activities of a project, i.e. task B follows task A.
The critical path is defined by a clear progression of activities without any chronological buffer, i.e. time between
task A and task B accounts zero.

Shifting of one activity results in shifting the endpoint of the whole critical path. According to this extension of an activity
means extension of the critical path and thus the transgression of the endpoint of the project.

The critical path is colored red by InLoox.

= S i ; — | |
=@y P TNTOR D B D el O F)
Priot a Done  Fix Syvd?onze TuLv:dm- . "S";:‘e y Show Critical | | Today D‘“"Yl

New New Edit Delete
Activity Milestone Path Al Out Overview
| Co { 1
=T I ' ' ' 3
o\ "} ."\ U] ‘ % i/x | Name | Startdate | Enddate | Is critical l B los -
w39 | w40 w41 w42 wa3  (waa |was W46 w47 wag  [wae
= Group A 12/21/2009.. 12/21/2009...
o Research 12/21/2009.. 12/21/2009..

Effect to the alumnus m.. 9/30/20101.. 10/21/2010..
Exhipition deconstruction 9/28/20101... $/30/20101...
Service featurefor custo.. $/27/20101.. $/28/20101..
Event accomplishment 9/27/2010 1.. 9/28/2010 1...
Check duties and respo... 9/27/2010 8. 9/27/2010 1...

Building barrier 9/24/2010 1:.. 9/24/20104:..
<ar-park routing 9/24/2010 L:... 9/27/2010 1...
Parking 9/24/2010 8:.. 9/24/2010 1. |

0... Critical

Critical

Critical

_m 3 ’
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PLANNING PAGE: DIALOG BOX RESOURCE OVERVIEW
Detailed information on the Planning Page: The Resource Overview shows the resource workloads in graphical form

Resources are employees or objects used for work such as rooms, vehicles or machines. InLoox differentiates between
internal resources (i.e. Exchange Server mailboxes) and external resources (i.e. email and fax contacts). InLoox uses the
Free/Busy-Schedule of Microsoft Exchange Server for internal resources and integrates the information (busy, tentative
and out of office) into the workload diagram. The diagram can be created for one project only or across many projects,
according to the option selected

-
2/ A brief summary of creating a plan including resource allocation is available

The dialog box Resource Overview

o Name | 2629 |
| Thy 27 Frl, 18 sat 19 5020 [Mon2  |Tue22 Wed,23  [Thy24 Fri,25 sat, 26 Sun 27 Mon28  [Tue 29 |
£ = Dean Robertson _ 100
== 20090001 - LWN Sales.
2009-0001 - LWN Sales
Exchange Calender
L p—p— < RS FU— ¥
150%
Dean Robertson
[ Aviocated
B oweraliocated
Start (121372009 [2] || Showresources for @ (%
Ed (52000 [v] L@ | [Ooythepmen |
Element Description
Workload diagram I The view always filters the resources and workloads by the time period specified with Begin
and End

ﬂ # Zoom by holding down the Ctrl key and scrolling with the mouse wheel
Tl Duration and degree of the workload are shown by the bars in the area at upper right:

<,
ﬂ 1004 yellow bar (workload 1% - 100%)

ﬂ —red bar (workload 101% - 149%)
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Legend

Start/ End

[~
Zoom ( %/

|

<,
ﬂ 209 % dark red bar (workload over 150% )

In the example shown the overloading of the resource "Dean Robertson" results from the
occupation in two activities. If appointments are on record in the Outlook calendar of an
Exchange resource, the resource counts as fully loaded (100%) in the given time period. To
hide the calendar deactivate the option display Exchange calendar

Today's date is shown by a vertical red day line

L]
=2 shows that an overbooking of a resource has occurred in the given time period. The
workload for the resource is more than 100 % at some time. The alert symbol does not
indicate the duration or degree of the overbooking

Oindicates an external resource

A click on the plus sign () beside a resource displays the workload details. These include
the projects and activities to which t he resource is assigned and, in the case of internal
resources, also the Outlook calendar. The details of the resource can be hidden with the
minus sign (I=!). A click on an activity centers the workload overview on it

If the Resource overview is called up from within a project, activities from other projects are
shown in grey

Placing the mouse over a bar causes details to be displayed:
Brainstorming

[7/2010 8:00:00 AM

End: 1/8/2010 4:00:00 PM  Duration: 1 day 8h
The percentage indicates the workload of the resource. The time period and duration show
the length of the workload

Start: 1

A click on a resource displays a graphical overview of the workload data within the selected
time period. These include the projects and activities to which the resource is assigned and,
in the case of internal resources, also the Exchange calendar

Each workload is shown in the workload diagram as a colored area. InLoox
marks these areas as follows:

—
|__lindicates: resource is occupied (in project activity or Outlook calendar)

B
[ indicates: resource overloaded (total workload over 100 %)

an empty field indicates: the resource is free during the corresponding time period or no
occupation data  are available

Specifies the time period for which the resource workload is to be determined

Note: All resources which are not occupied during the specified time period

are hidden. Use the button Add resource (‘i) to always display resources with
whom/which you often work, regardless of the dates specified

Changes the view of the workload diagram. Possible values:

= =4 A4 A -a -2

Years

Quarters

Months

Weeks

Days

Hours
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Ky ]
Refresh (“aw)

Filter

Add resourceFCr])

Delete resource (w)

Options

Print

Close

Context menu of the resource list

118

Reloads the view. All information is refreshed

Specifies which resources are to be included in the overview. Possible values:

ﬂ All projects (= no filter)
ﬂ This project only (= filter is current project)

ﬂ This activity only (= filte r is current activity) (The Resource Overview dialog has to be called
out of the activity for this option)

%/Note: Use the button Add resource (‘::}") to always display resources with

whom/which you often work, regardless of the dates specified

Opens a dialog box for resource selection. Use this button to always display resources with whom/which
you often work, regardless of the filters specified

Removes the selected resource from the view. Use this button to always hide resources regardless of the
filters specified. The configuration is stored for each user and therefore does not affect the resource
overview of other users

Note: Click with the right-hand mouse button on the resource list at upper
left. Select the menu command Display deleted resource(s) to reintroduce all
resources previously deleted

A click on the button Option opens a menu with the following commands:

ﬂ Show Exchange calendar: Displays or hides the data from the Free/BusySchedule of an
Exchange Server. When activated InLoox takes account of the calendar data when
calculating the workload

ﬂ Show Workload Labels: Displays the descriptions of the work packages at upper right

ﬂ Include all projects in overview: If this option is active, the resource overv iew also includes
activities from other projects. This option is only available when the resource overview is
called up from within a project

ﬂ Show Completed Activities  : If this option is active, also the activities with the state done
are shown

Prints the resource overview. Clicking on this button causes the dialog box Print to be displayed

Closes the dialog box

The following menu commands are available:

<,
- |
Reload Overview (& ): Reloads the view. All information is refreshed

Add resource (ECI-']), Delete resource (X)

Reset View

f
f
f
f

Expand All groups / Collapse All groups: Changes the resource view and hides or displays the
workload details for all resources

=

Show Exchange calendar
ﬂ Show Workload Labels

ﬂ Show Completed Activiies
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Information from the Free/Busy-Schedule feature of Microsoft Exchange Server
Notes cannot be called up:

ﬂ at any time for external resources

ﬂ in offline mode for internal resources
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Time Tracking Page

TIME TRACKING PAGE

The Time Tracking Page contains all time tracking entries performed, work carried out and events recorded for a project.
You can link items and documents to improve transparency

Information on the Time Tracking Page:

9 Details of the page areas: Time Tracking
9 Concise instructions  are available: Record time tracking items or document

9 Description of the dialog boxes : New Item / Edit Item

LWN Sales Represent (200

[ /‘95’ | Copy i+ Expand All 0@

1) Paste (- Collapse All
New Edit Delete Print
Reminder

i Drag a column header here to group by that column ]
il W lﬂag Description lhmmm by lstan date time + | End date time |Duration J
| Commercial Presentation Gordon Newman 1/11/2010 900 AM 1/11/2010 300 PM 1200
| Painting WMagret Hein (MAHein@gladtoc., 1 790 AM 360 Al 2000
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TIME TRACKING PAGE: TIME TRACKING AREA

Detailed information on the Time Tracking Page: elements, features and descriptions

The Time Tracking area:

Element

Edit

Delete

Report...

Print...

List of time tracking items

Description

Creates a new entry in the list of time tracking. Permission is required. Clicking on the button causes the
dialog box New Item to be displayed

Changes the selected entry in the list of time tracking. Permission is required. Clicking on the button
causes the dialog box Edit Item to be displayed

Deletes the selected entry from the list of time tracking. Permission is required

Copies the contents of the list of time tracking into a report. The report templates can be customized.
Permission is required. Details can be found under Customizing Report Templates

Starts the quick print feature of the list of time tracking

ﬂ An entry contains the following data: Description, Flag, Start, End, Duration, Group, Time
tracking item, Performed by, Modified by, Link indicator

l. |
ﬂ Each entry carries aflag (none, l s 1 y }I)

ﬂ A paper clip ( 0 ) shows that one or more documents are link to the time tracking item. A
click on the paper clip and then on the button " ..." opens a menu with the linked documents

ﬂ The total duration  of all entries is displayed

ﬂ The list is sorted by date in descending sequence and can be grouped and sorted just like an
Outlook list

ﬂ A popup menu s displayed on clicking with the right-hand mouse button. The following
commands are available: New..., Edit... , Delete , change the view (Choose fields ) and
Create reminder  for the time tracking item in the Outlook calendar

ﬂ A padlock symbol displayed in the list shows that you have no read permission. In this case
no item will be displayed
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TIME TRACKING PAGE: DIALOG BOX NEW ITEM / EDIT ITEM

Detailed information on the Time Tracking Page: Described here is the method for creating a new time tracking item or
edit an existing one. An item is a part of a project used by InLoox as documentation and for recording work done and time
spent

*/Concise instructions for creating a time tracking item are available

The dialog box New Item / Edit Item:

[ New Item @

@ Date and Duration -

Start date time 12/17/2009 B 9:50 AM
Duration ~ 0 ledlio al
Hours Minutes

Presentation -

@ Group [D&sign v
(@) Activity Presentation
-~
/' Details

Flag None Is billzble

(a Author
Performed by [ Stefanie Kraul +] ]
Last modified Stefanie Kraul
by

Standard | Custom

Element Description

Entry of (*) Day and time on which the item was created. When creating a new item today's date and the current time
of day are proposed and can be changed
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Duration (¥)

Flag

Description

Activity (*)

Group (¥

Performed by (*)

Last modified by

"Custom" page

~" Notes

Duration of the item. Enter the time required in the format or an end date.

e
Select a flag for the item (n one, s s )

Multiple-line free text for documenting significant facts about the item. Typical data are Location, names of
persons involved, results of meeting or internal remarks

Activity or milestone to which the item belongs. Activities and milestones can be created on the Planning
Page

Group to which the item belongs. The group is a sort criterion or a project cost center
Name of the person who has carried out the item
Name of the person who created the item or last edited it

Used to input and display supplementary information such as Billing information , technical
abbreviations , Document category  etc. New fields can be added as described under Edit Custom
Fields

(*) These fields are mandatory inputs ~ when creating and editing items

Each group has an internal and an external price. The prices and the available
groups can be customized under InLoox Options
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Documents Page

DOCUMENT PAGE

The Document Page provides a straightforward project document management facility under Outlook. Windows files,
folders, Outlook elements and Internet links can be filed separately for each project and called up at any time. InLoox
employs links internally to save storage space and avoid duplicates and is able to access SharePoint portal server
document libraries. Details can be found in the chapter on Document Management Technology

Information on the Document Page:

9 Details of the page areas: Documents, files & links
9 Brief sum maries are available: Saving files and documents, Attachment Management

9 Description of the dialog boxes : New Document / Edit Document, Select Document Folder

LWN Sales Represent (200

> od | Copy 5 ExpandAll .
- / ? 5? JP:; - Collapse All (i \d 6
i pen

Drag a column header here to group by that column

5y (A Document: T
- T T
) Proect fokder | Filename - iFolaer Type Size| Note Status

i i C:\Projects\2009-0001 LWN... Unknown 23 KB

(€3] |38 |C:\Projects\2009-0001 LWN Sales Represent

Update Document list:

Within the section documents you can read in single documents as well as whole folders. With this you can save

yourself several single steps.
Proceed as follows:

1. Open the project

2. Chose the section "documents "
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3. Click on the folder symbol in the lower menu bar
The dialog Select Document Store  will be displayed

ﬂ Chose the fo lder you want to be read in
4. ChoseUpdate Document Lis tin the upper menu bar

5. The content of the folder will be read in the document section of the project. You can work with it
right away.

Please note:
Using this feature makes the update of folders easier. as soon as new documents are entered, proceed as
described.

Clean Document Folder:

If data is removed from the document store and hence isn’t available for InLoox anymore, proceed as follows:

1. Open the project
2.  Chose the section "documents "

3. Select the context menu by right clicking , chose the document folder you want to be cleaned
The dialog Clean Document Folder — will be displayed

ﬂ You can clean the document storage now

ﬂ CAREFUL! Information can get lost!

4. Click on Yes
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DOCUMENT PAGE: TECHNOLOGY

Detailed information on the Document Page: The InLoox document storage and management technology is based on

intelligent links within Microsoft Outlook, Microsoft Windows and Microsoft SharePoint Server. The advantages of this
method are:

1. Virtually no additional storage space required, keeping InLoox projects lean

2. File rights are inherited. If for example you add a file from a protected network folder or SharePoint
store to the InLoox storage, the file can still only be read and updated by authorized users - at no
additional cost

3. Backup and existing version and document management applications can still be used

*Notes:

9 InLoox is able to arrange documents automatically if required. The base folder to be used by InLoox for
this purpose can be defined under InLoox Op tions

9 Details of the Document types supported by InLoox
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DOCUMENT PAGE: DOCUMENT TYPES

Detailed information on the Document Page: InLoox supports the following document types:

Document Types Examples

Outlook elements ﬂ Emails (Inbox, Outhox, Sent, Archive)
ﬂ Contacts

ﬂ Tasks

ﬂ Journal entries

ﬂ Calendar entries

ﬂ with or without file attachments

Details can be found in the chapter on Attachment Management

Files all Windows-readable files

Links ,
Internet links

www.inloox.com

www.exchange-server.com/inbox/mail-inloox.htm

C:\link to Desktop.Ink

= =4 = -2

Z:\ (complete network drive)

SharePoint elements compatible with SharePoint Portal Server 2003 and SharePoint Server 2007
Sites that support document libraries

Folders and subfolders

File objects
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DOCUMENT PAGE: DOCUMENT LIST AREA

Detailed information on the Document Page: elements, features and descriptions.

The Document Area:

Element

Edit

Delete

Print...

Open

Folder

Update Document List

Clean Document Folder

Document Folder List  (left)

Document List  (right)
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Description

Creates a new entry in the document list. Permission is required. Clicking on this button causes the dialog
box New D ocument to be displayed

Changes the selected entry in the document list. Permission is required. Clicking on this button causes the
dialog box Edit Document to be displayed

Removes the selected document from the list. Permission is required. The document itself can also be
deleted. If you want to delete the document physically answer the security query: * Do you really wish

to delete the selected document from the project folder? This action cannot be reversed " with
Yes

Starts the quick print feature of the document list

Opens the selected document or starts the relevant application, e.g. Adobe Acrobat

Note: Permission is required. Details can be found in the chapter on
Document Management Technology

Opens the document folder in Windows Explorer or the web browser (in the case of a SharePoint
document library)

Refreshes the Document Folder List  and the Document List by reading all entries of the file store or
SharePoint system. Detailed information on the Document Page

Removes all orphaned entries of the Document List . Detailed information on the Document Page

ﬂ The entry (All Documents) displays all the documents of the project file store including all
subfolders in the Document List

ﬂ The entry project folder  displays all the documents of the project file store excluding
subfolder contents

ﬂ The entry project folder ~ can contain subentries by the means of a tree structure,
representing the physical structure of the file store or the SharePoint system.

ﬂ An entry contains the following data: filename, size, type, state, note, created on, changed
on, folder, path. If the element was added to the project using the button ~ Add element , the
following is also included: Outlook sender, Outlook topic, Outlook received on. If the project
document folder is a SharePoint document library, the following is also included:
SharePoint author, SharePoint operator, SharePoint document library, SharePoin site,
SharePoint subfolder

ﬂ The list can be sorted and grouped just like any Outlook list

ﬂ Documents can be added to the list via Drag and Drop . Documents are copied to the same
time to project folder automatically. If the keys Ctrl and Shift are held down during drag
and drop, the documents are not copied to the project folder, but merely linked from their
original location

ﬂ The documents can be updated by using the toolbar button Update Document List . The
documents are updated automatically  every time a project is opened, provided that the
corresponding option has been activated in the InLoox Options

ﬂ You can alsoactualize and revise the document list by using the toolbar buttons

ﬂ A click with the right -hand mouse button causes a context menu  to be displayed. The
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Folder... button

Delete button

Document folder

following commands are available: Open, New... , Edit... , Delete , Refresh file list
change the view (Choose Fields ) and Properties of the file concerned

ﬂ A padlock symbol shows that you have no read permission. In this case no documents will be
displayed

Changes thedocument folder . The dialog box Select document folder is displayed. Please note that with
a change of folder the existing documents remain where they were

Restores the document folder . InLoox selects the document folder anew according to the document
folder rule as soon as a new document is added to the project

In new projects no document folder is defined. When documents are added for the first time, InLoox will
create the document folder  according to the document folder rule . This can be customized under
InLoox Options
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DOCUMENT PAGE: DIALOG BOX NEW DOCUMENT / EDIT DOCUMENT

Detailed information on the Document Page: Described here is the method for adding a new document to the list or
modifying an entry in the document list. A document is a part of a project and is, according to type, an Outlook element
(e.g. an email), a File (e.g. PDF, Word, Excel or AutoCAD) or an Internet link. Details can be found in the chapter on
Document Management Technology

A brief summary of Storing Files and Documents is available

The dialog box New Document / Edit Document:

[ New Document

s
) Type
N File

Q Internet link

Document
2

Path  C:\Users\kraul\Desktop\Presentation pdf [ = ]

7| Copy 1o project folder

\ X ‘

L)
™ ' Additional information
g |

Status

Notes

Link o <no item selecied> v

(Links document to 2 time tracking entry)

Standard | Custom

| oK | Cancei

Element Description

Type (*) Select the type of document:

| File (Office , PDF, ZIP, AutoCAD etc.)

ﬂ Internet link, e.g. www.inloox.co m
Path (*) Specify here the location of the document. A click on the button " ..." opens a dialog box for Browsing
Copy to project folder: Specify here whether the document is to be copied into the project document folder . More information

can be found in the chapter on Document List

Subfolder selection list Select a subfolder into which the document is to be copied
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State

Note

Link to

Note

Change instructions, e.g. release or completed
Multiple-line text field for notes and comments

Permits a document to be linked to a time tracking entry. The document is then displayed in the Time

Tracking area on the Time Tracking page with a paper clip ( 0 ) and can also be called up from there. A
click on the button " ..." opens a dialog box for selecting an time tracking item

(*) These fields are mandatory inputs ~ when creating or modifying document list entries
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DOCUMENT PAGE: DIALOG BOX SELECT DOCUMENT FOLDER

Detailed information on the Document Page: Described here is the method for changing the document folder of a project.
Please note that when changing then folder the existing documents remain where they are.

The dialog box Select document folder:

Select Document Store
L)
/ Type
N '@ File server / Local computer

Q () SharePoint store

’ j Locaton
<.
Path C:\Projects\2005-0001 LWN Sales Represent |
| OK || Cancel
Element Description
Document storage type Select a type of document storage:
ﬂ File server or local computer (storage in file system)
ﬂ SharePoint portal server (storage in a SharePoint document library)
Storage location Specify, according to document storage type:

ﬂ Path if a file server or local computer was selected as document storage type. A click on the
button "..." opens a dialog box for a browsing

ﬂ Site, library and folder (optional) if a SharePoint portal server was selected as document
storage type.
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Budgets Page

BUDGET PAGE

The Budget Page provides an overview of available budgets of the project based on planned revenues, planned
expenses, actual revenues and actual expenses. New budget documents can be created in InLoox and exported to
Microsoft Excel, Microsoft Word or as a PDF file. It is possible to monitor the state and manage individual positions

directly from Outlook.
Information on the Budget Page:

9 Details of the page areas budget list (at left), position list (at right)
9 Brief summaries are available on Creating a budget, Creating an actual revenues, Project controlling

9 Description of dialog boxes New Budget / Edit Budget, New Position / Edit Position
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