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Budget Overview

Selected Budget Overview features
It is vital to control a project’s budget tightly. The Budget Overview in InLoox for Outlook enables you
to compare your project’s actual and planned expenses in real-time.
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To get to the Budget Overview, navigate to an InLoox Project >> Start >> Budget Overview.

The budget view is a visualization of your budget, so all the data in the budget overview come directly
from your project budget. To be able to see anything in the budget overview, you will need to have
the respective budget data. You can control which data you want to see in the budget overview, but

you can only make edits to them in the budgets directly.

You can decide what information you want to see in the budget overview of your project. Display

your budget as a table, sorted by budget group, or view it in various chart types, depending on the
information you would like to display.
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the table view
: Show or hide

labels of the line graph

Show or hide or bar chart contents

the graphical view

a@ E 3 5 Commerdial Construction Project (2016-0015) - InLoox now Project

ART VIEW REPORTS

At i A g TET O TE OO e

Table  Chart By Type ByGroup ByDate Expensewvs, | Planned Expenses Planned Expenses Actual Expenses Actual Expenses  Planned Actual Print ' Show Labels
Revenue (Resources) (Other) (Time Tracking) (Other) Revenues FRevenues
Budget Over... Chart Type Data Budget Overview
The four different chart types enable Decide which data you want to see in the
you to compare planned and graphical overview by displaying or hiding
actual budget sorted by various the respective data
aspects.
Table View
- 4 - - - L i) L -
Table Chart By 7woe By Group EvDate Expensevs,  Panned expenses  Planned expenses  Actual experses  Actual expenses  Planmed  Actual  Planmed  Actual
Revenue (resources) (other) (tisree trascking] {iother) TEVEMILIES FEVENUES  Margin  margin
Budget Ove. .. Chart Type Chart Dt
PFlan acnal
Group Plarmed exp... | Flanned sxp.... Planned reve... | Planned margn | Sctusl expen. . | Achusl sxpen. .. | Actusl reven. .. Acthusl mergin | Cost vananc. . .. | Stabe
Consulting 80,00 £10,500.00 S0.00 £-10,600.00 204000 20,00 £0.00 204000 £8,555.00 o
Production 0,00 $0.00 §13,000.00 512,800 00 §2,830.00 $0L00 £10,200.00 §7,330.00 §5,430.00 1
KiErenance 50,00 50.00 50.00 50.00 54.850.00 S0.00 S2400.00 ¥2,560.00 §-2,550.00 3
Cresign S200.00 50.00 50,00 §-200.00 §960.00 $0.00 £3,000.00 §2.040.00 §1,640.00 -
Tota 00,00 510,500.00 §13,000.00 52,000.00 £10, 34100 50.00 515,600.00 &, el.0a 52,760.00 &

The table view gives you an overview of all your budget data sorted by group. The table shows the
planned expenses and revenues, the actual expenses and revenues, and a comparison between
actual and planned budget.

Another way to identify budget overruns is to check the status column. It shows you whether your
project is within budget or not:

v Project is on budget, i.e. the actual expenses are within the planned budget.

! = Actual expenses are higher than planned expenses and you need to control your budget.

Chart View

The chart view gives you a visual overview of your planned and actual budget. This enables you to
quickly see whether your project is still within budget.
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Chart type

You can choose between four chart types, which display and sort the budget according to different
criteria:

E ol

By Type By Group By Date

Chart Type

By Type — Graphical overview of all expenses and revenues
By Group — Graphical overview of all expenses and revenues sorted by group
By Date — Graphical overview of all expenses and revenues sorted by date (day, month, year)

Expense vs. Revenue — Comparison between actual and planned expenses, and actual and planned
revenues

Data

You can also choose which data should be shown in or hidden from the graphical overview.

Flanned Expenses
{Other)
Data
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Planned Expenses
(Resources)

Planned Expenses
(Other)

Actual Expenses
(Time Tracking)

Actual Expenses

(Other)

Planned Revenues

Actual Revenues

Planned Margin

Actual Margin
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Based on the recorded resources working on the project tasks. The
total work time of all resources multiplied by the purchase price of
the respective group.

All other planned expenses based on the purchase price, excluding
resources.

Based on the time tracking entries in the InLoox tasks.

All other actual expenses for already received services or
commissioned orders. The total sum is based on the purchase
price of the group.

All planned revenues based on the sales price of the respective
group.

All revenues from already invoiced services or for services the
customer has already received. The total sum is based on the sales
price of the respective group.

Comparison between planned revenues and planned expenses.

Comparison between actual revenues and actual expenses.

Budgets

InLoox for Outlook enables you to create and manage your project budgets, so you always have an
overview of your project’s financial status.

Budgets

To get to your project budgets open an InLoox Project and navigate to on the Home tab.

Budget types

Automatically created budget types
InLoox generates two budgets automatically:

e Expense (actual, time tracking)
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e Expense (plan, resources)

Expense (actual, time tracking) is based on the time tracking entries in the InLoox tasks, the Expense
(plan, resources) is based on the resources working on the project tasks.

EXPEMSE/REVEMUE :
PLAMFACTUAL a

DATE MAME BUDGE... |CREAT... |...|T
4 Expense ($141,161.33)
4 Actual ($52,221.33)

6/16... Expense (actual, ime tradking) 6f16/201 ...
4 Plan ($88,940.00)
6/16... Expense (plan, resources) 6/16/2016 ...

Both budgets are only automatically filled with budget items if they fulfill these requirements:
1. You have created tasks in a project

2. You have assigned time tracking entries to project-specific tasks, or have assigned resources
to these tasks

3. You have specified the effort for the tasks

You can’t edit some elements of the budget items, such as group, units etc. If you want to make
changes then you’ll have to make the edits in the tasks or time tracking entries directly.

Budget types you can create manually
Next to the two automatically created budget, you can also create four types of budgets manually:

Planned Expense — Use this budget type to create a budget for your planned expenses based on the
purchase price.

Actual Expense — Use this budget type to create a budget for commissioned orders or already
received services. The sum of the budget items will be calculated based on the purchase price of the

group.

Planned Revenue — This budget type is used to create a budget for planned revenues based on the
sales price of the respective group.

Actual Revenue — Use this budget to create a budget for already invoiced services or for services the
customer has already received. The sum of the budget is based on the sales price of the respective

group.

Create and edit a budget

Create a new budget
1. Open an existing Project or create a new one.

2. Click on Budgets in the Start tab.

3. Depending on what type of budget you want to create, choose one of the four budgets in the Edit
tab: New Planned Expense, New Planned Revenue, New Actual Expense or New Actual Expense.
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T
0@ H ﬂ 5 Budget Item Commerdal Constructior
File START ERIT VIEW TEMPLATES REPORTS BUDGET ITEMS
o R
Em Copy
I N R P R D =
Mew Planned Mew Planned MNew Actual Mew Actual | EditBudget Delete D Paste Generate Budget
Expense Revenue Expense Revenue Budget Actual Revenue = Status -
Budaget Action

4. The new budget document will immediately appear in the budget list under Expense or Revenue
respectively.

EXPEMSE/REVEMUE
PLAMSACTUAL &

DATE MAME BUDGE... | CREAT... |...|T
4 Expense ($141,161.33)

4 Actual ($52,221.33)

6/16... Expense (actual, time tracking) 6162016 ...
4 Plan ($88,940.00)

{9/30... Expense (plan) 1 9302018 ...

&/16... Expense (plan, resources) 6162016 ...

5. Edit the budget from the side panel

Gerﬂﬂ x

Mame |Expense (plan) 1

Status |Open v
Date Friday, September 30, 2015 W
o Created By Y
&b

Rita Mever

e General

e Name: Give your budgets clear names that allow you and your customers to easily
assign them to a project. InLoox automatically assigns the names Expense (Actual),
Expense (Plan), Revenue (Actual) or Revenue (Plan) combined with the consecutive
number, depending on the budget type you have chosen.

e Budget Status: Choose in the dropdown list between Approved, Rejected or Open.

TIP
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Use the status Open for not yet received quotations or outstanding invoices etc.
e Date: Specify a date for the budget. InLoox assigns the current date by default.
e Created by
e Clickon[...] to choose a resource from your global address book. Alternatively, click
on the arrow to choose from a list of recently used resources.
Created By N

Rita Mevyer

" Rita Meyer
Frank Foster
Tom Tester

Patricia Peters

Browse...

Manage the budget status
Every budget can either have the status Open, Rejected, or Approved.

TP You can define your own budget status in the InLoox Options.

Commerdal Construction Project (2016-0015)

= B
= B
Generate Budget
Actual Revenue = Status -
Action Rejected
Approved
o Ay ¥ Open UDGET
2 Foundation and Backfll Expense

Open and Approved budgets are defined as budget relevant by default. Budgets with the

status Rejected are defined as budget neutral. This means, that only open and approved budgets will
be used for the calculations of project budgets and will be shown in budget reports or the budget
overview.

Generate an invoice
You can create, send and follow up on project-based offers and invoices with InLoox. The chosen
budget items will automatically be marked as billed to avoid confusion and double billing.
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Follow these steps to create an invoice:
1. Go to Projects >> Budgets >> Edit

2. Mark an Actual Expense in the budget list, for which you want to create an invoice (Actual
Revenue). If you only want to bill certain budget items, then only choose the relevant budget items.
To do so keep the CTRL button pressed while left-clicking on the items you want to include in your
invoice.

3. Click on Generate Actual Revenue to create an invoice based on your chosen budget.

I
get Item Commerdal Construction Project
iET ITEMS
E Copy —
= O
[ Paste Generate Budget

Actual Revenue = Status -
All Line ltems

Selected Line ltems

.. & | MAME

TAYT AL -

If you want to bill the whole budget, then choose All Line Items in the drop down menu. If you only
want to bill the items marked in step 2, then choose Selected Line Items.

4. You find the created bill in the budget list under Actual Revenue and you can edit it in the side
panel.

TP Only use the button Generate Actual Revenue for billable budgets, e.g. performed consulting
tasks for which you are charging a customer. For deposits for which you did not provide any services,
e.g. rent payments, use New Actual Revenue.

Create a budget report
If you want to create a budget report, e.g. to present your customer with an invoice, follow these
steps:

1. Go to Project >> Budgets >> Reports
2. Mark the budgets for which you want to create a report.

3. The ribbon shows you all available budget report templates. The templates Revenues/Expenses,
Budget Overview and Revenues are already included in the InLoox Options. Go to InLoox Options >>
Reports to edit or create new templates
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o@ HEg - Budget Item

File START EDIT VIEW TEMPLATES REPORTS BUDGET ITEMS

Create .
Report Revenues Expenses Budget Overview

4l

Create Reports

4. After the budget report is created, you can preview the document and you can export the report as
an Excel or PDF file, or send it via email.

T Find more detailed information on reports under Project reporting features.

Save and load budget templates
You can reuse a budget for recurring projects by saving it as a template instead of creating a new one
every time.

Save a budget template
Follow these steps to save a budget as a template:
1. Navigate to Projects >> Start >> Budgets >> Templates

2. Mark the budget you would like to save as a template. If you do not want to save all budget items,
then only mark the ones in the budget items list which you want to include in the template. To
choose multiple items, hold the CTRL button and left-click on all relevant items.

3. Click on Save Template in the ribbon.
A HES -
F
File START  EDIT  VIEW TEMPLATES

5
5

Load Template Save Template

Templates

4. You can edit the following information in the pop-up window:
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Type |Ex|:uense (actual)

Line Items (@) All line items
() Selected line items
[] visible for all users

¢ Name: Assign the template a clear name so you can easily find and easily match it later.
o Type: The template will be assigned the same budget type as the original by default.

¢ Line Items: You can either save the whole budget including All line items, or only the Selected
items you have marked in step two.

e Budget templates are not automatically visible to all users. If you would like to make it Visible
for all users mark the box accordingly.

Load a budget template

To load a previously created budget, follow these steps:
1. Choose an existing budget

2. Click on Load template in the tab Templates

3. A dialogue window will open where you can choose a template from a dropdown menu. You can
also get a preview of the budget items saved in the template.

4. Confirm your selection with OK.

Create and edit a budget item

Create a new budget item

£ H 5 & Eucget Them Commeroal Corstruchon Project (20 16-00115) - nloso row Propsct
STAAT EDIT VIEW TEMPLATES AEFORTS BUDGET [TEME L
™ ) ; *
Fy Copy -L_“ P Hove Up —_—
Mew Budget  EdtlUne  Delete T Paste  BudgetTtem | L Mowe Down Gererate
Te=m liem  Line ltem Status - Aictusl Revenue -
Budgek Tiems Action
SHFENSEREVENLE <
PLANMACTUAL o
o i | NAME ELIDGET LT e (BB |eee [vee [ o | L. | HILED
DATE MANE SUDCE... |CAEAT... ... TOTAL 1 Carpeting and Base Expense (pla... Swrde L5 Prod.. §o. S 8. [
4 Expense [$141,161.35) 2 Exlesior Wall Surlaces Espense (pla,., Hours 8 Enley S S S
& Actumal ($52,221.33) ¥ Rough-n Ductwork, Pumbing... Expense (pls... Hoors & Ent.. % % R (v
6/16... Fwpense (acal, sme wading) SIS L. S523713 4 Drywall Expense (pla... Hours 3 Ent.. %.. %o % [
3 Pantig Expense (pa,., Hourg 3 Fabe, S0 S b
4 Pan (3 rﬁ.ﬂﬁ] _ : & Friches Expance (pls... Hous # Ent.. b R R v
15 iw pkor, ranr ou) SHAENG - 18L200.50 7 Flumbing, Heating, and Elecir.... Expense (pla...  Hours 8 Ent.. . S % b
530, Expeeree fphan) 1 HHIAE . STH B Flosrng Expense (pla... Hers 3 Ent., S S 8. [A
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Every budget can have as many budget items as needed. Follow these steps to create a new budget

position:

1. Navigate to Projects >> Start >> Budgets and open an existing budget or create a new budget.

2. Go to the tab Budget Items and click on New Budget Item.

3. Edit the newly created budget item in the side panel

Line tem x
Select a aroup, then an template
Group Template
Dresign (no template)
Production Products
Consulting Template
Maintenance
| Generd -
dl
Mame Carpeting and Base
Description
C' Pricing N
Quantity 1.50| Unit(s) |Hour W
Purchaze price $40.00 | Total $0.00 | )
Sales price $60.00 | Total $90.00
Detail= o
=
Performed by | Rita Meyer b
Provision date | 10/26/2016 2:16 PM W

Budget Budget Item

ﬂ@ = ﬂ - Budget Item C
File START EDIT VIEW TEMPLATES REPORTS BUDGET ITEMS
B X (mo| @B [rwes | B
£ B@ =
Mew Budget EditLine Delete F_h‘ Faste | BudgetItem ¢ Move Down Generate
Item Item Line Item Status - Actual Revenue -
Budget Items Action
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Line Item:

Group - Each group has their own purchase and sales price, which are necessary for
generating the budget sum. The following groups are saved in the InLoox options by

default: Draft, Production, Consulting, and Maintenance. TP You can edit or create
new groups in the InLoox options.

Template — Choose a template for the chosen group. A template is relevant for the
pricing as it determines which quantities and units will be used to determine the
budget.

General:

Pricing:

Details:

Name and Description — Assign your budget item a clear name and, if necessary, add
a description to further clarify the item.

Quantity — Define how many units an item should include. For example, if you would
like to bill 90 minutes of consulting as an hourly value, enter the number 1,5.

Unit(s) — Units are defined in the options, which is why the unit depends on which
group you have chosen in General. A unit can be for
example: Minutes, Hours or Days.

Sales and Purchase Price — The prices are automatically taken from the values you
have defined in the InLoox Options. You can also manually define the sales and
purchase prices. These changes won’t have an impact on the settings in the Options.

TF Taxes are included in the prices, as InLoox only calculates with net prices.

Total — The quantity will either be multiplied with the sales or purchase prices,
depending on the budget type. You can identify the price that was used for the
calculation by the yellow highlight. With a mouse over on the information icon, you
will also get an explanation as to why the budget was used for the calculation.

Performed by — The person who created the budget item will always be assigned to it
by default. You can assign another person to the budget by clicking on [...] and
choose someone from your address book.

Provision date — The current date is automatically stated. You can manually change
the date to the appropriate time.

TF 1t is also possible to copy a budget item from another budget or project: Use the
commands CTRL+C (copy) and CTRL+V (paste), or alternatively use the copy and paste buttons in the
ribbon in the tab Budget Items.

TP You can’t add any new budget items for the automatically created budgets Expense (actual, time
tracking) and Expense (plan, resources). All items are automatically taken from the time tracking or
the resources’ tasks and editing is restricted. If you want to edit an item from one of these two
budgets, you will have to do so in the respective time tracking entry or the respective task.
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Manage the status of a budget item
Every budget item can have one of three statuses: Not Billed, Billed, and Not Billable.

VIEW TEMPLATES REPORTS BUDGET ITEM:

K Eg Copy A Move Up

E|EtE ED FPaste BLJSdgEt Item ¢ Move Down

: Ttem tatus -

ns W Not Billed ction
Billed

PLAN/ACTUAL o Not Billable
BUDGE... | CREAT... | ...|T

To change a budget item’s status, do as follows:
1. Go to Project >> Budgets >> Budget Items
2. Choose the budget item, whose status you want to change

3. In the ribbon click on Budget Item Status and choose the appropriate status: Not Billed, Billed, Not
Billable

Every newly created budget item is marked as Billable and Not Billed by default, which means that
the customer will be billed for the service. Would you like an item to be documented, but do not
want it to appear on the invoice, then mark the item as Not Billable.

Already Billed items will automatically be marked by the system to avoid double billing. This also
enables you to keep an overview over all items which have not yet been billed.

Link documents to budgets/budget items
It is possible to attach an Excel table, a contract or any type of documents to project budgets or
individual budget items. This enables you to establish better comprehensibility, e.g. for invoices.

1. To attach a document, double-click on a budget or budget item.

2. Inthe side panel, click on New link under Documents.
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2
1 @8
ate Budget
enue =~ Status -
Action
[g: General a0
Mame |Expense[plar1, resources) |
Status |Dpen |v|
Date |Wednesday, 25. April 2018 -]
& Created By .
| Rita Meyer 1. [~

|_—\ Documents

MNew link...

@ Budget overview.xlsx

3. Inthe dialog box, select the document from the list of existing project documents. You can
also search for a specific document (e.g. by file name) by typing your query in the bar above
the respective column header.

Select ltemn O x
j Document

3 |,£ Presentation InLoox for Cutlook.pptx  Projekte |:|
3 _J Confirmation pricing.msg Projekte e e
% ﬂ: Letter Trade Fair Promoter.doo: Projekte ]
3 _J Feedback Project Contract .msg Projekte ]
3 ﬂ InLoox_PM_9_Product_Folder-web,pdf Projekte e
3 |£ Presentation slider.pptx Projekte e e
% @ https:/fwwnwinloox. com/ Projekte ]
3 ﬂ: Flyer.doo Projekte ]
* &) Kirk Off Meetina.nntx Proiekte w1 ¥

[ eI o

4. You can also click New to upload a new file (New file), link to a new file or add a new internet
URL.
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Calendar

Introduction
The Global Calendar displays planning elements (summary activities, activities, milestones and
published planning elements) across projects in a combined calendar view.

MOM 25 TUE, MAY 26 WED 27 THU, MAY 28 FRI, MAY 29
@ From May 20 Project plan
@ From May 22 Market analysis

4 From May 22 i Competitor analysis |

@ From May 23 Assessment

@ From May 23 @J Financing |

I T
Communications

| Revision phase |
| Product launch

You find the Calendar on the InLoox PM tab in the Views group.

BE o -

3N HOME SEMND/RECEIVE FOLDER VIEW INLOOK P

© ) v — ﬂ
: e o @ E EgeEE e
Recent = Dashboard Projects Work Resources Calendar Time History Contacts

Projects - Packages Tracking
General Views

NOTE Users need to have reading permissions (Read project and Read planning) to be able to see the
regarding items in the calendar view. If they don’t have the necessary permissions, the items won’t
be visible in the calendar.

Views
On the Home tab, in the Global Calendar, there are five different time spans available (day, work
week, week, month and timeline).

Besides that, you can adjust the zoom levels on the Home tab in the Details group and open today’s
calendar.

mCaIendarToda}r

ﬁZoom In

Q Foom Qut
Details

Click on the button Show time of day in the Ribbon on the Home tab in the Current View group to
see the exact-to-the-minute start dates and deadlines for each planning element in the calendar.
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To see those planning elements that take place in your projects at a certain date click on the Select
date button in the Ribbon on the Home tab in the Current view group.

An icon marks the activities with assigned work packages:

Research To Jun 3 =

When you hover over a planning element with your cursor, you see a tooltip. It shows at a glance the
name of the planning element, its start, end, location, the regarding project and the name of the
project manager in charge of the project which will be displayed as a hyperlink. If you click onto that
link, you get all the contact information on the project manager.

Competitor analysis

Competitor analysis

_ start 5/22/2015 B:88 AM
End 5/27/2015 4:88 PM
Location Meeting Room M3A
Project Media Consulting 2815

_ Projectmanager Rita Meyer

NOTE The tooltip shows the location that is indicated when creating an activity or a milestone —it
does not correspond to rooms in Outlook Exchange.

NOTE Working and non-working times in the global calendar depend on the settings you made in the
Outlook options in the calendar area.

Create your personal calendar view
You have different options to create calendar views that are a perfect fit for your information needs:

To gain a better overview, you can filter the calendar by the most important planning, project and
custom information, e.g. by certain projects or by milestones only.

sz=z N cxuns I v E}) é= Print

o /,, Refresh
Day Work  Week Month Timeline _
View WeekView View View View Filter

Arrange
Please follow these steps to apply a filter to your calendar:
1. Click on the button Filter on the Home tab in the Current Views group.

2. The Filter Editor window opens. Now you can select different criteria (e.g. project name,
activity, critical and many more), different conditions (equals, is greater than, is less than and
many more) and different relational operators (and, or, not or etc.) and confirm your
selection by clicking OK.

You will now see the filtered calendar view. An active filter is displayed below the calendar. To reset
the filter click onto the cross beside the filter.
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14
15
(x| [v/| [1S MILESTONE] = 'Checked" | v |

Application example

Filter by milestones

[IS MILESTOME] Equals : v

If you only want to view milestones in your calendar, please open the filter. Select “Is milestone” as
criterion, “equals” as condition and activate the checkbox. When you confirm your selection by
clicking OK, you will only see the milestones from your projects in the Global Calendar.

Conditional Formatting
Conditional formatting enables you to highlight certain planning elements in the calendar view
according to custom rules — e.g. to keep an eye on critical activities.

And this is how to use conditional formatting using the example of critical planning elements:

1. Click on Conditional Formatting in the Ribbon on the Home tab in the Current View group,
then select Add Simple Formatting.

2. Aside panel opens where you can edit the conditional formatting. Select “Critical” in the
Column section and “equals” as a condition. Activate the checkbox in the value section.

3. Now you can choose a color to highlight critical elements. In the example, we chose red.

4. Now, all critical planning elements in the calendar are highlighted in red.
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WED, JULY 15 THU, JULY 16 FRI, JULY 17 ~ Condiion x|
Task Assignment To Jul 31 Column [CRITICAL] =
Condition  Equal W
Text Concept ToJul 31 %
value1 o
ae
] . # Format

NOTE The color that you select in the conditional formatting section overwrites the color of the
element in the Gantt chart.

Save a calendar view
You can save the settings that you made in the Details, Arrange and Current View sections in the

global calendar as a view, so that you don’t have to make the settings again at a later point.
Please follow these steps to save a calendar view:

1. Adjust the view according to your needs.

2. Then click on the Save button in the Ribbon on the Home tab in the Current View group.

3. The Save View window opens. Now you can choose whether you want the view to be visible
only for yourself or for all users.

El?l View Name

Enter a view title:

| Critical Activities

Visibleforall users

4. You can open the saved view by opening the Projects section in the Microsoft Outlook
navigation menu. It opens a side panel on the left hand side where you can expand the
Calendar section. There you'll find all saved calendar views.
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4% Projects
i i Dashboard
I | 5 Projects
&1 Work Packages
Eﬂesnurces
[ Time Tracking
I =k= History
I [&=] Contacts
[ Kalender
4 [T5] Calendar
] Critical Activities

Projects Mall

NOTE When the InLoox calendar view is called up again, the last view opened by the user is displayed.

Edit planning elements

To edit a planning element in the calendar view, you can either double-click on it or click on the Show
Details button in the Ribbon on the Home tab. This is only possible if you have the

necessary permissions (at least Read project and Write planning).

S o -

FILE HOME SEMD/RECEIVE
= (@ %= (B
9 | |
=1 o @ Y8 | &
Mew Mew Mew  Recent Show
Email Itemms = | Project Projects = | Details
Mew InLoox PM

NOTE It is not possible to edit planning elements directly in the calendar.

The regarding project opens and the planning element that you chose is pre-selected. Now, you can
edit it directly in the project.

Synchronize planning elements with Outlook elements

You can synchronize planning elements with Outlook elements directly from the calendar view. And
this is how you do it:

1. Mark the regarding planning element in the calendar.

2. Inthe Ribbon, click on Synchronize on the Home tab in the Actions group and choose
whether you want to synchronize the element with your Outlook calendar or your Outlook
tasks.

3. After synchronizing it, you will find the element as a calendar appointment in your Outlook
calendar or as a task in your Outlook tasks.
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Create a new project

This chapter explains step-by-step how to create a new project with InLoox 9 for Outlook. For starting
a new project you will need specific user permissions. If you do not have the permission to create a
new project yourself, you can submit a project proposal to be approved by your supervisor or project
manager. This workflow process provides increased planning security for you and an improved
project portfolio insight for the responsible project managers and executives. For more information
on permissions browse the articles: how to set user permissions and user permission options.

Additionally, you can use the search feature within the projects to easily find specific project
information.

Activate the "Fixed Deadlines"-Feature on the management page for new or running projects. This
highlights all activities that exceed the project end date (defined on the management page) in a red
shaded field in the project plan.

How to create a new project

In the following description we will explain step-by-step how to create a new project with InLoox 9 for
Outlook. (Therefore you will need specific user permissions. If you do not have this permission, you
can submit a project request.)

1. Start from your Outlook Inbox:
Click on the InLoox PM :
or InLoox now tab. :

&
HOME SEND / RECEIVE FOLDER VIEW INLOOX NOW

5 om0 I X

N 7. Clean Up~
New New Recent Create Save Track Delete
Email Items~ Projects~ Task~ Email~ Time~ &oJunk~
New InLoox now Delete
Open the project overview :
by clicking on Projects. :
HOME SEND / RECEIVE HJLDH*’..E VIEW INLOOX NOW
N Y ™ B v | e == &3
= QJ - | H i.‘f.(_?. =] e J 1.":» :T: il =
Recent Tasks Documents Calendar Time Projects People Workload History Dashboard
Projects ~
Genera Views

2. After that you can see the project list, which gives you a short overview about all your projects.
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START SEND / RECEIVE FOLDER VIEW INLOOX NOW
=] [ B x ® | !
@ 2
@ &E | LA = m (W
New New Edit Delete Recent  Favorite Categorize Status
Project Elements ~ Projects ~ v v
’ New Edit InLoox now Tags

To start a new project click
: on New Project in the start tab.

3. The management form will open.

Here you can enter the basic project information.

—

Project N
Name Product Brochure
Number 2016-0029
Division ~
Customer ~

Category  ~ |Recurrent Project

o Name your project.

¢ The project number is automatically generated. But administrators can customize the project
number and the number format in the InLoox options.

e Choose the responsible division and a category for your project. Administrators can
customize the division structure as well as the project categories in the InLoox options.

e To assign a picture to your project click on the grey InLoox Logo. Locate the picture you want
to add and double-click on it.

4. Assign a customer to your project.

Additionally, administrators can edit customers and customer numbers in the InLoox options.
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Name i Product Brochure

Number | 2016-0028

| Division |~ ||

el

0019 Argo Inc.
0020 Trade Fair Company

®
Browse... :

i Choose an already existing customer

from the drop-down-list ...

... Or assign a new customer to
the pre-defined customer list.

How to assign a new customer to the pre-defined customer list:

Customer e
®
Sar
Pves Customer
Please select a customer:
New... | |NAME NUMBER
@ Software Corp. 0015
: Trade Fair Company 0020
Argo Inc. 0019
oK J | Cancel

: After clicking on Browse click on
: New to create a new customer.

New Customer

[ ]
San
o Customer

Name |Media Consulting AG|

[ ]
waver [a |

|| Concel

|

oK
o s

Specify the customers' name and click on OK.
Now you can use this customer in every project.
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5. By assigning project team members (project team, project partners, customers etc.) to the
project, your employees will know for which part of the project they are responsible.

By setting up a project team, you define the access permissions for the project. (For more information
on how to share permissions or add users to the list, please see Set user permissions.)

Moreover by assigning project roles, you define the role permissions of the chosen person.

Select the project manager and team members from your Address Book (InLoox address book,
Microsoft Outlook address book or exchange server address book):

e Select one or more project managers by double-clicking on the entry and click on OK.

e Select one or more team members by double-clicking on the entry and click on OK.

:‘ Stalf
Project Manager | ~
Team
Customer
Partner v

More

Rita Meyer

Susan Miler ; Martina Baader

Jos! Somers

6. Select start and end dates as well as the status of the project.

e Status: Administrators can individually define the project status in the InLoox Options.

Start Monday, November 14, 2016 v

End

Monday, December 05, 2016

v

7. Use notes to leave any additional information on the project.

You can change the appearance of the note with InLoox features on the Format tab. Customize your
notes with different fonts, colors, sizes etc. ...
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Complement your notes with
Hyperlinks, Symbols and Images.

“ START EDIT T REPORTS FORMAT o A ; .,
b B o Mcrosoft Sans Serf (V| |8 vi A A s 82 @; Q -~
I B I UUS § X X A v = = yoerink Symbol  Image
Font Paragrapt Insert
Note o
finalzed the brochure concept. Here's & link 1o the file Concegt_Brochure
Nosfy |~ Post Note

¢ Hyperlink: If you want to link a file, website or picture, mark the relevant part of your note
and click on Hyperlink. Select the file in the address field or enter the URL of a website. Then
click on OK.

e Symbol: Choose a symbol, which is not on your keyboard or is a special character.

e Picture: Browse the folder where the picture you want to add is saved, select the picture and
click on Insert. You can resize the picture directly in the note.

8. To save your note click on Post Note.

Your file is now linked to the note and can be accessed by pushing the Ctrl-button and clicking on the
link.

Additionally, you can send your note via email to the project manager or other team members. Click
on Notify and select a contact from the address book.

Notify: Administrators can define in the InLoox options, if notes are send via email, as Outlook-tasks
or as Outlook meeting requests.

9. Add other project information by using InLoox features on the Edit tab:
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Set the level of importance for the project.
This enables you to sort projects in the
project list by importance.

Protect your project from:
being changed by other users.:

START EDIT VIEW REPORTS FORMAT . .
22| a8 IEE w e R Z} | Priority Hgh
1) 3 1 =l
. o 5 H "
Dwvison Customer Categores Edit Project  Image Fixed Archwved Lodk Prowct
Sumber - Deadre o J Priority Low
Management . : Stabtus

Archive the project.
: It will be moved to
" the project archive.

Mark the project as a fixed deadline project, like
trade fairs. The project end will be marked in red
in the planning.

10. Click on Save and Close in the start ribbon when you are finished.

EDIT VIEW REPORTS FORMAT

= s © & B 2

Management Lists MindMaps Tasks Planning Time Documents

Section

How to submit a project request

When you don't have the user permission to create a new project, you can submit a project request
to be approved by your supervisor or project manager. For more information on permissions browse
the articles: how to set user permissions and user permission options. In the following we will explain
step-by-step how to submit a project request:

1. Start from your Outlook Inbox:



Click on the InLoox PM :
or InLoox now tab. :
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% Clean Up~
New  New Recent Create Save Track Delete  Reply
Email Items~ Projects~ Task~ Email~ Time~ ®oJunk~
New InLoox now Delete

B
HOME SEND / RECEIVE FOLDER VIEW INLOOX NOW

E] E @[—] 09 c @ (i Ignore x . ‘\.’

-

Open the project overview :
by clicking on Projects. :

HOME SEND / RECEIVE FOLDER : VIEW INLOOX NOW

Recent Tasks Documents Calendar Time Projects People Workioad History Dashbo
Projects ~
General Views

0
®‘3$ O B RS

ard

2. After that you can see the project list, which gives you a short overvi

ew about all your projects.

START SEND / RECEIVE FOLDER VIEW INLOOX NOW
B DX % % B m
® ‘
=] J: 1_,4. =) 7R :-]
New New Edit Delete  Recent  Favorite Categorize Status
Project Elements ~ Projects ~ v v
, New Edit InLoox now Tags

To open a new project proposal click
: on New Project in the start tab.
3. The management form will open.

A notification will pop up (yellow highlight) on the management form to
starting a new project but editing a project request. Click OK to edit the

o PROJECT REQUEST  You are editing a project request. . o4

EEI Proi
Name |
Mumber .21]14- .a.ltu

|u"'“°"': |

| Customer | = | |
| Category | =|| |
[ ]

‘.‘uﬂi

|Mﬁ _'..

inform you that you are not
new project request.
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e Enter the basic project information. Therefore read the chapter How to create a new project.

e Click on the Reviewer button in the staff area to select somebody to release your project
request. Select the responsible person by double-clicking on the entry in the address book.

4. Click on Safe and Close when you are finished.

The reviewer you selected will receive your project request submission for approval and the project
request will be included in the tree structure of the InLoox project list.

START EDIT VIEW REPORTS FORMAT

[ﬁ [Eail T —' A ] [N
-l -5 .= N E o W]

ts MindMaps Tasks Planning Time Documents

Saveand Management L
Close

Actions Section

Search and filter project information
InLoox provides you with a search feature within the projects. Thereby you can easily find and access
needed data. Scan your projects with appropriate keywords:

1. Enter a keyword in the search box that you can find on the top right of each page. Select All
Pages on the search tab to scan all project information. To scan just the open page (e.g. Management,
Mindmaps ...) click on Only this Page.

2. Select enter or click on the search icon £, The search results are shown on the right side of the
screen.

3. Additionally, you can refine your search by using a filter on one of the search result columns.

: Click on the filter icon to create
: a new filter for the selected column.

Q Search Results : X
TYPE .? NAME DFESCRIPTION FOUND IN
{Custom)
4 Project (Blanks)
TR entnks) [T fvkoed the brochure concept.
4 Project Note
7 I finalized the brochure concep... I finslized the brochure concept. H
4 Project Notes
7 I finalized the brochure concapt. H

4. For creating a customized filter you can define values and logical operators in the dialog box.
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Choose a COﬂditiOl’].§ Enter a value. The results will

: be scanned by this criteria.

Custom AutoFilter e

Equals

Show rows where:

NAME/DESCRIPTION

® And Or
@

®

Product Brochure

<@

2

OK Cancel

When using more filter conditions at the same time,
choose between the two logical operators (And, Or).
The default filter operator is And.

5. When you are finished click on the discard icon X next to the search results’ list or click on Close
Search on the Search tab.

Customization

Backup project data
To back up all of your InLoox PM data you can use the correspondent tool producer.

A regular data accortding to the InLoox PM editions backup is carried out as follows

InLoox PM
edition

Personal

Workgroup
Server and
Enterprise
Server

Procedure

It is sufficient to make regular copies of the InLoox PM files on CD-ROM or tape. The
data file, which normally has the extension .SDF (SQL Server Database File), must
not be opened in any program. The standard name of the file is InLoox.mdf. The file
is stored in the InLoox PM installation folder.

Save the entire InLoox PM database on the server where it is published. You can use
any software which supports the backup of databases during operation (scheme and
data) and which is suitable for your database system.

Unfortunately, it is quite difficult to backup offline copies (database replications)
located on the users' computers. We recommend to synchronize workstations with
the database server at frequent intervals; this strategy reduces the risk of losing
changes which were made offline.
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MPORTANT pocuments stored in InLoox PM must be backed up separately. InLoox PM only saves links
to these objects, a backup of the InLoox PM database is not sufficient to back up the documents as
well. The backup strategy and software depend on the storage location of the documents (files on the
local computer, the server or the SharePoint document library), the number of users and the data
volumes.

Change the time zone

If your team is scattered across various time zones, yet has to work towards a common deadline, you
no longer have to do cumbersome time zone conversion. Since InLoox Version 9, InLoox for Outlook
references the time zone set on the device you are working with and automatically converts your
deadlines for you.

To check which time zone is set on your device or to change it, please follow these steps:
1. Double-click on the date and time in the lower right corner of your monitor.

2. Click on Change date and time... if you would like to change the settings.

Date and Time | Additional Clocks | Intemet Time

Dates
Friday, December 14, 2015

Tirme:
T332 AM
'@ Change date and time...

Tirme zone
(UTC-08:00) Pacific Time (U5 & Canada)

Change time zone..,

Daylight 5aving Time begins on Sunday, March 10, 2016 at 2:00 AM. The
clock is set to go forward 1 hour at that time,

] Motify me when the clock changes

3. Select the suitable time zone. InLoox for Outlook will now convert all the dates and deadlines
for you.

Create and edit custom fields

Create and edit custom fields
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Note You need administrator rights to create custom fields. Custom fields are available for all InLoox
PM versions and for InLoox now! Enterprise version.

InLoox allows you to create new custom fields either for the entire project or for specific areas in the
project:

Budgets
Document

Line item

Mind Maps and/or Mind Map Node

Planning
Project
Tasks

Time

You can rename custom fields at any point and as oftern as you need to. InLoox supports several data
types for custom fields and lets you set rules for the display of custom fields. Please find below

instructions for creating custom fields in InLoox:

If you have admin permissions for InLoox, you can create your own custom fields for new columns in
the planning list. In Outlook, open the by clicking on File and on InLoox Options.

1. Click on Custom Fields and then on New to create a new type of custom fields.

o@ Options

| oy O ey O ey O oy RO ey O oy O e |
2 i 3 gy B g3 o B

=l General

- Divisions
- SKills

Custom Fields

US LU U S
- Resolve Conflicts
- Migration
- Privacy Protection
- Software Updates
- Azure applications
- Miscellaneous

- Licensing
- Tasks

Documents
Projects
Motifications
User Settings

¢# Custom Fiel

Edit

Delete

>

MAME

Project Description
Mext Project Meeting
Order received?
Location

Benchmark

Expected Revenue

SECTION
Project
Project
Project
Project
Project
Project

2. Name the new custom field and choose the Location where in InLoox the custom field shall be
displayed.
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Mew Custom Field o
¢ Custom field
Mame |
Location Project -
Line Item
Mind Map node
Type Mind Maps
Default vad Planning
efault value Project
Tasks
i W
@Rukz Time

@ Abways display
ID Display only if:

| | Fields

Corrsponds to regular expression:

(814 || Cancel |

3. Then select the Type of custom field. You can choose from Text, Date, Integer (number), Decimal
number, Checkbox, List, or Currency.

Mew Custom Field >
¢ Custom field

Mame |Risk |
Location |P'r::uject |v|

[List in which the new field will be created]

Type
Default value Date
Integer
Fl Decimal number
Rule —
b Checkbox
(@) Always| List
Currency

D Display ormy s

| | Fields

Corrsponds to regular expression:

014 || Cancel |

4. Then enter the Default value that will automatically be displayed in the custom field. Click on the
edit Symbol to open the window to edit the default value. In this example, the custom field type for
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the custom field Risk is List and the default values are High, Medium, and Low. The InLoox users can
select one of these three values in InLoox Projects to highlight e.g. high-risk projects.

Mew Custom Field

¢y Custom field

Mame |Ri5k |

Location |F'rc|_iect |* |

[List in which the new field will be created]

Type |Li5t |"r |

Default value |H-:u default value selected

Ta o
T RU Edit List »

- Default value(s)

[ ||High I

Low
PMedium

|:| Allow user to add new items
Allow empty selection

Default value:

Low b

You can allow InLoox users to leave the custom field empty by setting a check mark at Allow empty
selection.

If InLoox users should be able their own values, set a check mark at Allow user to add new items.
Beware, however, that allowing this kind of individual customization may cause confusion.

5. Per default, the newly created custom field ist always displayed. If you want to set a rule for this
custom field, select Display only if and follow the instructions below.

6. If you want to delete custom fields, mark the field in the overview list and click on Delete.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/customization/create-and-edit-custom-fields/create-custom-fields-according-to-rules/

User Manual InLoox 10

= General .
. Divisions ¢ Custom Fields
- Skills
- Report Templates Mew MNAME SECTION
- Custom Fields Project Description Project
- Custom Colors Edit 5 . K
- Resolve Conflicts Mext Project Meeting Project
- Migration Order received? Project
- Privacy Protection Location Project
- Software Updates Benchmark Project
- Azure applications '1* K
- Miscellaneous Expected Revenue Project
- Permissions ¥ Risk Project
- Licensing
- Tasks
- Documents
[+ Projects
[+ Notifications Delete custom field
- User Settings

All content of this custom field will be deleted. This action is
irreversible,

Do you really want to delete the selected custom field?

0K Cancel Apply Help

Create custom fields according to rules
Note You need administrator rights to create custom fields. Custom fields are available for all InLoox
PM versions and for InLoox now! Enterprise

Note Division support is only available in InLoox PM Enterprise and InLoox now! Enterprise

Similarly to the document structure, you can create custom fields according to individual rules. This is
convenient because not every field is relevant for every department. If you have a lot of custom
fields, it can be difficult to keep track of which fields need to be filled in and which are only optional.
With this new feature you can now define which fields are automatically displayed for which
department.

Example:

The marketing department often creates documents that go through various feedback rounds before
they are released for publication. Here it is convenient to have a custom field in the documents that
indicates the editing status of the document. Follow these steps to create this custom field:

1. Open the InLoox options: File >> InLoox Options
2. Under General, click on Custom Fields

3. To create a new custom field, click on New
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=-G
- Divisions

- Skills

- Report Templates

- Custom Colors

- Resolve Conflicts

- Migration

- Privacy Protection

- Software Updates

- Miscellaneous

[+- Permissions

[+- Licensing

(¥ Custom Fields

4 Proje
i
Project D
Delete

4. The editing window opens

5. Select Display only if if the
field should only be displayed in
specific cases, e.g. it should only

be displayed for a specific s,
department. %o,

.

7. Enter the specific regular
expression. E.g. If the field N
should only be displayed fora ,.+**"
specific department, enter the

exact name of that department.

1. Enter a name for your
custom field.

.
.

.

.

New Custom Fietd

&7 Custom field —

. o
Name Editing status

Location Document
[List in which the new field will be created)
Type List

Default value

“';:- Rule

o, O Aways display

%) Display only if:

DivisionMName
Corrsponds to regular expression:
o o @ Marketing
.

OK
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. 2. Select the InLoox
*section for which you
.+ would like to create a
" custom field.
[
. .e+3. Select a field type.
Cl
Elx
L.?ﬂ

.. 4. You can determine various

R , values for a field, depending on
the field type. E.g. you can add
specific list items for the field
type List.

Cancel ", 6. Select the field which
*has to include a specific
value for the rule to apply.

1. Give your custom field a unique and easily distinguishable name such as "Editing Status

Documents"

2. Select the InLoox area in which the field should be placed. In this case, select Documents

3. Select List as type:

- Click on |D

to enter the list entries

- For example, the first entry could be "In Process". Confirm with Enter or click on the green

plus icon.

- Other list entries could be "In Review" and "Final"
- Select which entry should be the default selection, in our case it's "In Process"

- Confirm with OK

4. Now define your rule. In the editing dialog, select "Display only if"
5. Click on Fields and select division
6. Enter the exact name of the division, i.e. how it is saved under "Divisions" in the InLoox
Options - in this case "Marketing"
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5. Now confirm with OK. You will now find the newly created field in the list of custom fields.

K Options
=-G - _
- Divisions ¢ Custom Fields
- Skills
- Report Templates MAME

-+ Custom Fields

4 Document

- Custom Colors Edit
- Resolve Caonflicts Editing status
- Il i Delet
Migration elete 4 Project
- Privacy Protection
- Software Updates Project Drescription
- Miscellaneous T

Customizing the InLoox PM language files

InLoox PM uses so-called resource files for all texts and messages that are displayed. These are
located in the program folder on the InLoox PM client. If you want to adapt the displayed texts and
messages to the requirements of your company you have to modify them in the resource files. You
can find them in the program folder on the InLoox PM client.

IMPORTANT
e Changing the files can cause problems with the program, especially if data are deleted.

¢ When you re-install InLoox PM, the client setup will overwrite any changes you have made to
the language files.

List of the language files (delivery staus)

File name Contents

InLoox.xml English, German, Spanish, Italian, French

Please follow these steps to customize the InLoox PM resource files:
1. Close Outlook on the client concerned.

2. Open the relevant language file with the InLoox PM Resource Editor. This tool can be found
in the Download area of the InLoox website.

3. Make the required changes to the file and save it.
4. Test the changes on the InLoox PM user interface.

5. Distribute the file among other InLoox PM clients as required.

Generate personalized views

Organize, sort, and group projects - e.g. by assigned responsibilities, deadlines, project type, priority,
etc. You can save the created project list view and open it again as soon as you use the project list
again.
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Standard views included in InLoox PM
Use the standard views provided by InLoox PM. These views help you to display data in a flexible way.

TF Learn more about the other views by default such as timeline, project requests and trash,
see The views of the tree structure in the project list.

Generate a personalized view
InLoox PM enables you to save personalized views. Please follow these steps:

1. Onthe Outlook Ribbon, on the Start tab, in the InLoox PM group click Projects.
NOTE 1n Outlook 2007, click InLoox PM Folder in the InLoox PM Toolbar.

2. Now you can change the view directly in the project list.

TP For more information on how to do this, see Customize a view in this article.

3. Onthe InLoox PM tab, in the Views group click More Views and then Save current view as.
"OTE 1n Outlook 2007, click Actual Views in the InLoox PM Toolbar.

1. Inthe Save View dialog box, enter a view name.

2. Activate the Visible for all users check box, if you want to share this view with other
authorized users.

3. Click OK.
The new view is now displayed in the drop-down list More Views.

Use and manage personalized views
This is how you can use a personalized view:

1. On the Outlook Ribbon click InLoox PM tab.

2. Inthe Views group, click More Views.
NOTE |n Outlook 2007, click Actual Views in the InLoox PM Toolbar.

3. Select a view from the drop-down list, e.g. Project controlling.
InLoox PM loads the saved view with customized data in the project list.

Proceed as follows in order to manage views:
1. On the Outlook Ribbon click InLoox PM tab.

2. Inthe Views group, click More Views.

NOTE | Outlook 2007, click Actual Views in the InLoox PM Toolbar.
3. Click Manage Views... in the drop-down list.
4. Inthe Views dialog box do one or more of the following:
e Edit view double-click the view you want ot edit or click Edit.

e Remove view Remove permanently one view from InLoox PM. Choose a view from
the list and click Delete.
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e Reset views Click Reset views, if you do not want alle changes to be accepted.

o Export view Save a view in your local documents. Choose one view from the list and
click Export.

o Load view Load a view from your local data. Click Import and choose a view file in
the Import File dialog box, then click Open.

e Download view Click Download to download an exisiting view template from the
InLoox website.

Customize a view
In the Outlook Ribbon, on the Start tab, in the InLoox PM group, click Projects to open the project
list. Now you can customize the project list view with the following possibilities.

NOTE |n Outlook 2007, click InLoox PM Folder in the InLoox PM Toolbar to open the project list.

Sort the information in the project list Click on a column by which the project list is
supposed to be sorted.

The project list will be displayed according to your choice. Click = in the column to sort in
rising or in descending order by clicking

Group the projects according to the selected criterion Click on a column, e.g. Status, by
which the project list is supposed to be grouped.

e Drag a column into the area above the column headers.
The project list will be grouped by the selected criterion. Reset the grouping via Drag
and Drop into the project list.

Add more information to the project list Use the Choose fields feature to organize the
project list by selected information.

e Right-click on the project list to open the context menu.
e Click Choose fields in the context menu.

e On the Choose fields dialog box, click the field you want to add and drag it into the
column headers.

NOTE Reset the fields via Drag and Drop into the project list.

Define individual fields You can implement the workflows for all users with this feature.
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.

TF" For more information see Search and find projects.

Notifications
Notifications simplify the project communication process. You can easily send notifications to any
resource via InLoox. In this case it’s important to differentiate between InLoox PM and InLoox now!:

InLoox PM: InLoox PM allows you to manage and customize different notification templates.
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e InLoox now: InLoox now doesn’t allow the customization of notifications, as notifications are
predefined by the systems. Only the frequency of notifications can be changed.

InLoox now: Change frequency of notifications
When you are working with InLoox now! the InLoox notifications are predefined by the system.
Therefore, only the frequency of notifications can be changed.

InLoox now! sends notifications (e.g. on new tasks) via e-mail. Here you can see an example of an
InLoox notification mail:

For Outlook, Web and Smartphone

The Project Management Software
InLLoox ject Managemen J

Hello! There are several new updates waiting for you.

Unread Messages
ﬂ March 2 5:11 PM
=~ Mario Fernandez
of course, Rita, no problem!

March 2 5:11 PM Reply

Have a productive day!

Feel like you're being updated too often or not often enough?

Increase Frequency | Reduce Frequency | Deactivate Messages

Basic notification settings directly in the notification e-mail

Basic notification settings can be changed directly in the notification e-mail. At the end of each e-mail
you can increase the frequency, reduce the frequency or deactivate messages. Though in the e-mail
the frequency can be switched between hourly and weekly only. For detailed settings change to you
InLoox now! profile.

Detailed settings in the InLoow now! profile
For detailed settings you have to open your InLoox now! profile. Therefore, proceed as follows:
1. Open InLoox now! in your webbrowser: https://app.inlooxnow.com/Account/Login

2. Login and in the upper right corner click on your name and afterwards on Profile.
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3. A new window will open. In the Person tab you can edit the notification settings. Therefore, choose
between deactivate, immediately, hourly, daily or weekly.

Rita Meyer
Person
Title
First name Rita
Last name Meyer
Display as Rita Meyer
Ernail rita.meyer@inloox.com
Phone
Upload image
pload imag Maobile
or Notify |
instantly
hourly
daily
weskly
Close Ok

4. Afterwards click on OK, to save your changes.

InLoox PM: Manage notification templates

Notifications simplify the project communication process. You can easily send notifications to any
resource via InLoox.

InLoox PM allows you to manage and customize different notification templates. Whereas in InLoox
Now! the customization of notifications is not possible, as notifications are predefined by the
system.

InLoox PM provides you with notification templates for the following areas:
e Tasks
e Documents
e Planning

This chapter is focusing on InLoox PM notification templates!



n User Manual InLoox 10

Introduction to notification templates
To manage InLoox PM notification templates, open the InLoox options:

1. We start from your Outlook inbox. Click on File in the left corner and afterwards on InLoox PM
options.

2. The InLoox PM options will open in a separate window. In this window select Notifications >>
Templates in the tree structure on the left, to get to the notification template overview.

# Options >

- General Options |_B1
- Project Number Notification Templates
Project Statuses ’
Groups A
Categories 4 Document
[ xpor
- Divisions _ v Document - Added W
... More Cptions
- issions v| Document - Deleted v
- Lists v'| Document - Modified '
(- Mind Map 4 Planning
- Tasks
. v Milestone - Predecessor done v
[+~ Planning
- Documents v/ Milestone - Added "
i+~ Budgets v Milestone - Published W
[+- Reports ; i
- Email T lates v Milestone - Modified v
- Contacts v Milestone - Deleted v
- Netifications v Milestone - Resource added v
v  Activity - Predecessor done W
- Maore Oplions
.. Custom Fields v|  Activity - Done "]

3. In the overview you can see all notification templates structured into tasks, documents and
planning. Additionally, you can define the notification type for each template by using the three icons
on the right side (see screenshot).

4. Furthermore, you have the possibility to design, export and download notification templates:

Design notification templates

To edit the content of an InLoox notification template, select the template from the overview and
click on Design. A new window will open, where you individually design the template. How to work
with the InLoox notification designer, will be explained in the next chapter: Customize notification
templates

When you have finished, save your changes by clicking on Apply in the InLoox options.

Export notification templates

To save a notification template locally on your computer, select the template from the overview and
click on Export. Afterwards select the storage place in the new window and click on Save. When you
have finished, save your changes by clicking on Apply in the InLoox options.

Download notification templates
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To download notification templates from the InLoox website, click on Download. You will we
transferred to the InLoox website, where you select the language (German/English) for your
notification templates.

Define notification type

Like we have already mentioned in the introduction chapter, you can define for each notification
template different notification types. You can choose between: 1 E-Mail, 2 Task-Request and 3
Meeting-Request.

Notification Templates
Design En... | Mame =1 | D
4 Document 4
Expart v| Document - Added v
Download. .. w'| Document - Deleted W
w| Document - Modified '

You can choose only one notification type as well as several notification types at the same time:
1 E-Mail

By selecting E-Mail as the notification type, the resource will be notified via e-mail.

2 Task-Request

By selecting Task-Request as the notification type, the resource will receive a task-request as
notification.

3 Meeting-Request

By selecting Meeting-Request as the notification type, the resource will receive a meeting-request as
notification.

Default notification templates
InLoox PM provides you with various default notification templates that can be managed in the
InLoox options (File >> InLoox PM options >> Notifications >> Templates).

You can use the following InLoox PM default notification templates:

Notification Purpose

Task - done InLoox PM sends this notification as soon as a task is marked as done.

Task note -added  This notification is created when a new task note is added to a task.

Task - added This notification is created when a new task is added to one of the following
project areas: Tasks, Mind Map or Planning.



Notification

Task - resource
added

Task - modified

Task - resource
removed

Task - deleted

Task note -
deleted

Document -
added

Document -
deleted

Document -
modified

Activity -
Predecessor done

Activity - added

Activity - done

Activity - modified

Activity - deleted

Milestone -
Predessecor done
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Purpose

As soon as a resource is added to a specific task, this notification will be sent.

InLoox PM creates this notification as soon as a task is modified.

InLoox informs you when a resource is removed from a task.

This notification is created as soon as a task is deleted.

InLoox PM creates this message as soon as a task note is deleted.

InLoox PM informs you about new project documents.

InLoox PM informs you when a project document is deleted.

This notifications is created to notify about modified documents.

You receive this notification when a planning element - that is a predecessor -
is marked as done in the project plan.

This notification informs about new activities in project plan.

As soon as an activity is marked as done in the project plan you receive this
notification.

This notifications informs about changes to activities in the project plan.

InLoox PM creates this message as soon as an activity is deleted from the
project plan.

InLoox PM creates this message when a milestone - that is a predessecor - is
marked as completed in the project plan.
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Notification Purpose

Milestone - done As soon as a milestone is marked as done in the project plan, you receive this
notification.

Milestone - added When new milestones are added to the project plan, this notification is

created.
Milestone - This notification informs about modified milestones.
modified
Milestone - This notification informs about deleted milestones.
deleted
Project note - This message informs about new project notes.
added
Project note - You receive this notification as soon as a project note is removed.
removed

Customize/Design notification templates

You can individually customize the default notification templates. Therefore, you can use several
fields. A field can be described as a placeholder for specific project information. You can edit the
template by deleting or adding fields.

To customize a template, proceed as follows:

1. Open the InLoox PM options and the notification templates area via the tree structure on the left
(File >> InLoox PM options >> Notifications >> Templates).

2. Select a template from the overview and click on Design, to open the notification designer.

3. In the notification designer on the right, you will see the list of variables. Click on Variables, to see
all available fields.

The following fields are available to customize notification templates:

Field name Description Content
DisplayName Display Name of tasks, planning elements, documents and project
name notes.

Description Description  Multiple-line description of planning elements.



Field name

EndDate

Flag

GroupName

IsProjectEndDateFixed

Link

Location

PlannerName

Progress

ProjectCategory

ProjectCompany

ProjectEnd

ProjectName

ProjectNote

Description

End
planning
element

Flag

Group

Fixed
deadline
project

Linked
documents

Location

Name of
planner

%
completed

Project
category

Project
company

Project end

Projekt
Name

Project
name
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Content

End date of the planning element.

Highlighting for planning elements (none, green, yellow,
red).

Indicates the group of the planning element. The group can
be a sort criterion or project cost center.

Specifies whether the project has a fixed completion
deadline.

Document paths (text-only) of the planning item.

Free text field. States where the planning element is to be
carried out.

The name of the project planner, as stored in Outlook, e.g.
Rita Meyer.

Completion degree of a planning element in percent.
Numeric value between 0 and 100.

Category to which the project belongs.

Free text field of the customer's name in the project.

End date of the project.

Short, free description of the project. The project name can
be used several times.

Multiple-line text for important project information.
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Field name Description Content
ProjectNumber Project Unique number to identify the project.
number
ProjectPriority Project Priority of the project.
priority
ProjectStart Projekt Start of the respective project.
Start
Projectstate Project Specifies the state of project development
status
PSPCode PSP code PSP code = Work Breakdown Structure code. Free text field
for identification of phases and milestones in large
projects.
ResourceName Name of The name of the resource or recipient of the message, as
resource stored in Outlook, e.g. Max Schiller.
Resourcelist Resources List of all involved resources of a planning element,

including email address

StartDate Start Start date of the planning element.
planning
element

WorkAmount Work Work amount, which is done by the recipient resource of
amount the planning element.

Work offline with InLoox for Outlook
Important This feature requires an InLoox PM Enterprise Server or an InLoox now! account.

Starting with InLoox 10, you can easily access your project data offline. As soon as InLoox reconnects
to the database (InLoox PM Enterprise Server) or the cloud (InLoox now!), the data is automatically
synchronized. Whether the data of the InLoox PM Server respectively the InLoox now data cloud or
the data of the client are prioritized in case of processing conflicts can be set in the InLoox options for
all users. Read here how to proceed.

Not the entire database is cached locally on the user's device, but only the data for which the user is
authorized is stored. For example: There are 100 projects, but you only have read and edit


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/customization/work-offline-with-inloox-for-outlook/#Anchor:conflictresolution
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permissions for 20 projects. Then only the data of these 20 projects will be cached for working offline
and then again synchronized when you are online again.

For InLoox PM users:

InLoox does not directly fetch or write data from/to the SQL database during the synchronization. The
Outlook client communicates with InLoox Web App. Web App only needs to be installed, you do not
need to have any Web User or Universal User licenses. The only requirement is that you have an
InLoox PM Enterprise Server and install the Web App server.

How to enable offline availability
1. Click in Outlook on File

2. Click on InLoox PM or InLoox now

3. Under Tools for working with InLoox PM/now, click on Work Offline

Tools for Working with InLoox now

Options
Change language, display and system settings.

[=N=0 ]

=4

Start setup assistant

Connect your InLoox now client with InLoox PM Workgroup/
, @ Enterprise Server or InLoox now.

Export InLoox now data

Transfer your existing project data to an new InLoox PM
Waorkgroup/Enterprise Server.

Work offline

With offline availability, you can manage your projects without
an InLoox now Enterprise server connection.

4. Offline availability is being prepared. This process can take a few minutes, depending on how
much data InLoox has to synchronize.

x
£ Preparing offline availability
0% completed...

5. To follow the synchronization process, double-click on @ in the Windows toolbar to open
the synchronization window.
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Successfully synchronized all entries.
.|

" Project Status Completed A
o Project Trace Completed
+" Recent Project Completed
" Report Completed
& Role Permission Completed
o Skill Completed
«" Store Operation Completed
" Team Completed
" Team Contact Relation Completed
& User Default Completed
&' User Permission Completed
o View Completed
" Warking Time Completed v

4
a@lnLoox

6. Once all entries have been synchronized, you can click on Complete.

Tip To check whether offline availability is activated, click on File -> InLoox PM/now. If the feature is
active, available offline appears next to the account name under Account information.

Account Information

Rita Meyer
rita.meyer@inloox.com
|Projects 395123 (offline available) |

Logoff

When offline availability is enabled: Check settings for default document storage

When offline availability is enabled, the download and upload of documents is automatically guided
via the web server. If you want to continue to access documents as usual, you need to activate the
following setting in the InLoox options:

1. Click on File and select InLoox options.
2. A new window opens: Click on Documents on the left side.

3. Activate the second checkbox "Enable direct filestore access in offline mode and for the web
application server".

4. Click on Apply and OK to save the setting.
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& Options — O X

i Default Document Store

Tasks [] Automatically update document list on project startup ~

T

E

|:| Enable direct filestore access in offline mode and for the web application server
: -Document Store
i Folder Structure @ File Server
g Pr;“:‘:; |C:\Pr0jek‘te | III
= ications
‘o Email Templates (Path will be automatically converted to UNC)
- Notification Templates Rule:
- Exclude Email addresses
[ <PROJECT_NUMBER> <PROJECT_NAME> || Fields |
i~ Exchange Server
i SMTP Email (C) SharePoint Server site:
- User Settings
| hittp:/fcompanyweb/ | Fields

Evample: httos i domaincom/sitesharsnain
Exampie: hitpewww.domaincomysitesharepoin

Document library rule

[ < comPANY_NAME> | Fietds

Use fix na ar fislds Mo claches gliowsd,
LSS JLX name oF 18145 NG SLasnes aiowea

Sub-folder rule (optional}

| <PROJECT_MUMBER> <PROJECT_MAME> | Fields

Use text or field, Separate sub falder with
se tent or fleld, Separate sub folder with

Use credentials

Modern authentication

Tenant

commaon |

Client Id

| QK | | Cancel | | Apply | | Help

Conflict resolutions settings

NOTICE You specify these settings in the InLoox options. For this you need administrator permissions.
By default, client-side changes are preferred for resolving editing conflicts during the synchronization
of the same online and offline data entries. You can change this default setting in the InLoox options
under General >> Resolve Conflicts.

R Options — O >
= General - B o
. Divisions U View and resolve data conflicts for offline availability
- Skills
- Report Templates If InLoox now detects any data conflicts during the synchronization process, InLoox now uses a
- Custom Fields conflict resolver to determine which data is accepted and propagated to other clients.

O Server wins

@ Client wins

- Privacy Protection
- Software Updates

e Show Event Log...
Show Event Log...
G W [show Event Log..|

O Client wins (Exception: server wins in conflicts with tasks' resource allocations)

|

- Licensing
- Tasks

t- Documents
H- Projects

t- Notifications
t- User Settings

e OO OO e O e OO IO O

OK | | Cancel | | Apply | | Help
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Server wins: Select this setting if the data available on your InLoox PM Server or in InLoox now! cloud
should be prioritized. If changes to the same data row are detected during synchronization, the data
from the client is NOT transferred to the database or cloud. (Existing online data wins)

Client wins: Select this setting if, in the event of a processing conflict of the same data row, the
changes from the client are to be adopted during synchronization in the database or cloud. (New
offline data wins)

Client wins (exception: Server wins in conflicts with resource allocation for tasks): In this case all
data of the client will be accepted, except those in the data row "resource" in tasks. This means that
the resource assignment of tasks cannot be changed by the client, but the status of the task and
other data can. (New offline data wins, except changes to the resource allocation of tasks)

Display event log

If errors occur during synchronization, they are displayed in an InLoox notification window. If you click
on it, the event log opens and displays these errors. In this case, please contact your administrator or
IT manager to ensure that a connection to the InLoox PM Server or InLoox now! cloud can be
established.

Dashboard view

Adjust the dashboard view

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

1. To open the dashboard view, do one of the following.

e Click InLoox PM tab on the Outlook Ribbon and then Dashboard, in the Views group.

NOTE |n Outlook 2007, click InLoox PM Folder in the InLoox PM Toolbar and then Dashboard in the
InLoox PM project list.

e Click Dashboard in the tree structure on the left.

IR
START | SENDEM/EMPFANGEN  ORDNER  ANSICHT  INLOOXPM
- ;_ :% . ‘I.I; x = Print

Meue Meue Mew Recent Blew Edit Delete Refresh

E-Mail Elemente~ Project Projects = Dashboard dashboard
Neu InLoe P Actions Current View

2. On the Start tab, perform one or more of the following actions:

e Create a personal dashboard view
On the InLoox PM Ribbon, in the Start tab, in the Current View group, click Widgets.

e Edit an existing dashboard view
Select one view from the tree structure on the left and click Edit dashboard, in
the Actions group.
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o Remove anexisting dashboard view
Select one view from the tree structure on the left and click Delete dashboard, in
the Actions group.

e Print a dashboard view
Select one view from the tree structure on the left and click Print, in the Current
View group.

TF For more information about printing, see General features and print of the project list, in
the Print in the project list area.

e Refresh
All changes are updated and the view is reloaded when clicking the Refresh button in
the Current View group.

Information rules in the dashboard view

In the dashboard view on the side panel you can filter the project information by clicking on certain
project from the list.

Symbols in the dashboard view
L€ Clear filter.

E g Dashboard parameter.

T More information about parameters you can find under Using von dashboard parameters.

& Export feature. The view will be exported as PDF or image

Dashboard standard views

The InLoox PM dashboard provides you with the standard views about all relevant and project-related
information to analyze, control and compare your projects. You have always all key data,
developments and target values at a glance - up-to-date and clearly designed.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/dashboard-views-inloox-9-for-outlook/design-dashboards-inloox-9-for-outlook/using-dashboard-parameters/
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DATE START SENDEMN/EMPFAI

/L'\

(=l
Meue Meue Mew  Recent
E-Mail Elermente~ | Project Projects~ | [

Meu InLoox PM
<
4 % Projects
4 [T Dashboard
[ Completion

[ ExpensesRevenues

[ MilestoneTrendAnalysis

i PlanfActualComparisonEffort
[ StatusOwverview

Create your personal dashboard with an individual selection of widgets. The dashboard provides you
with a graphical overview and lists.

TP Create your personal dashboard. For more information, see Create new dashboard.

In this table you find the descriptions of the standard views to monitor the project information.

Widgets Description

Expenses/revenues Shows the system-wide all planned expenses and revenues compared with
the actual values. The dashboard provides you with different time views -
month, quartet and year.

Percent complete This dashboard displays the comparison between the planned and actual
percent complete.

The planned percent complete is defined as (the sum of the work effort all
work packages in the planning (work packages< today)) / (the sum of work
effort all work packages in the planning).

The actual percent complete is defined as (the sum of the work effort all
done work packages) / (the sum of the work effort all work packages)

Milestone trend Represents the analysis of the dates in a project and compares them with

analysis the planned data. The dashboard visualizes the date delay of the milestone
in the project. With this view you can quickly see the deviations from the
planned schedule.

Project status Shows an overview of the progress and the cost-effectiveness of your
overview projects.
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Widgets Description
Plan/actual Shows planned and actual hours of your projects.
comparison

Create a new dashboard
To open the dashboard view, do one of the following.

1. Click InLoox PM tab on the Outlook Ribbon and then Dashboard, in the Views group.

NOTE 1n Outlook 2007, click InLoox PM Folder in the InLoox PM Toolbar and then Dashboard in the
InLoox PM project list.

2. Click Dashboard in the tree structure on the left.
3. InlInLoox PM ribbon, on the Start tab, in the Actions group, click New Dashboard.

4. Inthe New Dashboard dialog box enter a name.

Mew Dashbaord I&

El El Dashboard

MName of the new Dashboard:

|'n.fu'n:|rk packages |

Visiblefor all users

Ok ][ Cancel ]

5. Activate the check box, if you want to make your dashboard visible for all users.

6. This will invoke the Dashboard Designer dialog box.

TP For more information about it, see Designing dashboard.

7. Wenn the new dashboard is ready, click Save and Close in the Dashboard Designer, on
the Home tab.
The new view is displayed in the Dashboard tree view on the left.
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0ZTE g
NGB START | SENDEN/EMPFAI

Meue Meue Mew  Recent
E-Mail Elermente~ | Project Projects~ | [
Meu InLoox PM

<
4 % Projects
4 [T Dashboard
[ Completion

[ ExpensesRevenues
[ MilestoneTrendAnalysis
i PlanfActualComparisonEffort
[ StatusOwverview
| 71 Work packages |

Designing dashboards
This section guides you through the process of creating a dashboard.

To open the Dashboard Designer, click New Dashboard or Edit dashboard on the Start tab.
The following topics are available:

Getting started
this lesson, you will learn how to create your dashboard using the Dashboard Designer.

1. First, open the Dashboard Designer.

TP The first steps into creating a dashboard and opening a Dashboard Designer you will find in the
topic Create a new dashboard.
The dashboard designer should appear as follows:

Heme Data Source
== P =) [4] y AB
- = 8 (1 == R WU = )
= \ A | Y= il © 9 282 N r = ) 8
Saveand Close Frvot  Grid Chart Pies Gauges Cards Choropleth GeoPoint Range Image  TextBox Tidle  Currency
Caze Map Map Fiter

History Insert Ttem Dashboard

Project o Dashboard )
Project
WorkPackage
PFlarming
TimeTracking
Budget
BudgetPosition
PlanningVersioned
sb] Completedsy

ab| CreatedBy

[&5] DivisioriDescription
[ib] DivisionName

T_ Documenif-older

[35] Frst team member

ab| FrstAdditonaiCent. ..

[#b] FrstCustomer

FE mreidiam s
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2. You can use InLoox PM Database or connect to another one.

e The InLoox PM data source is on the left site panel of the window. You can choose
between different data sources as Project, Work Packages, Planning, Time
Tracking, Budget and Budget Position from the drop-down list.

e Learn how to create a new data source, see Creating a data source.

3. Create Dashboard Items and Bind them to Data.
Learn by example how to create a Comparison of budget types dashboard view.

e The description of the dashboard items you can find here Creating dashboard items.

e Tolearn how to bind required data, see Binding dashboard items to data.

3. Click the wanted dashboard item on the Ribbon, e.g. Chart.
4, Select Budget in the InLoox PM Data Source Browser
5. Drag the Amount field to the Values placeholder in the Values section.
Budaet ' DATA TTEMS
- 1#5 vi
4 5 Budget . Valle
| Budge fTypeiame
b | ChangedBy
& | CreatedBy Argument
i | Mame
:' PogtionType
Status Series
sh fr
B Budgethate : HIDDEM DATA [TEMS
& | ChangedDate
: CreatedDate
« | IstBudgetreutral Dimension
] BudgetType
-_' CountBudgetPasitions
13| Murnber ALt Measurs
L] Amount
1.3 | EURC
13 TotalPositions
¥ : Project
6. Then place the Name and Number fields (for projects) in the Arguments section.
7. After drag the Name field (for budget types) in the Series section.

Click Save and Close on the Ribbon. The dashboard view Comparison of budget types is now ready.

Creating a data source

The Create data source wizard allows you to create a new data source by specifying the required
connection parameters (for instance, the server name, the database name, user credentials, the path
to a data file, etc.).
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Creating a data source and connecting to data

You can connect to various types of databases and data files using the Create Data Source wizard.
This wizard allows you to establish a connection to the data store by providing the required
connection parameters.

NOTE |nLoox PM provides you with its own project data sources on the side panel left in the
dashboard designer.

Create Data Source Wizard
1. Data Source Name On the first page, enter the data source name and click Next.

Create Data Source

iter a name for your data source

Data Sowrce 1

2. New or Existing Data Connection On this page, specify whether to use one of the existing
connections or create a new connection, and click Next.

NOTE This page only appears if you have already established a data connection in the current
application.

3. Connection Parameters If the application has not yet been connected to a database, or you
have chosen to create a new connection in the previous step, the connection parameters
page will be displayed.

1. First, select the required data provider from the Provider combo box. The Data
Access library supports more than a dozen different data providers, including MS SQL
Server, MS Access Database, Oracle and MySQL.

2. The other settings on this page depend on which data provider is used. Typically, you
will need to specify the server name or the path to the database file, the user
credentials, and the database name.

3. Finally, specify the name of the new connection in the Connection name field and
click Next.

4. Finish On the last page, you can select a table or a view. The data from the selected table or
view will be used in your application.
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1. Click Finish to close the wizard. Optionally, you can run the Query Designer, which
will help you populate the new data source with data. To do this, check the Open
Query Designer after closing the wizard check box before finishing.

Creating a data source in OLAP mode
To bind to an OLAP cube in a Microsoft SQL Server Analysis Services database, do the following.

1. Onthe first page, enter the data source name and click Next.

2. Onthe next page, select Microsoft SQL Server Analysis Services from the Provider combo
box.

1. Specify the server name and user credentials, and select the catalog and cube name.

2. Next, specify the name of the new connection in the Connection name field and
click Next.

3. On the last page, click Finish.

Composing a data source
InLoox PM Dashboard provides the Windows Forms control that can solely constitute a
comprehensive designer application.

The Dashboard Designer provides an easy-to-use wizard that helps you configure a connection to the
database.

@ Create Dats Source

Specify data connection parameters
Provider: Microsoft SQL Server e
SEFEr Name pcalhost
Authenticabon type: ‘Windows authentication b
Liser name,
Pastwond
Database W
Connection name: Connection 1

After the connection has been established, use the Query Designer to select data that will be used in
the dashboard.

Designing dashboard items
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1. To populate the dashboard with charts, pies, gauges and other elements, just click the
desired data items in the Ribbon.

-l [EnE] | /' ? '\'( ‘ ;n 9
- \ ] § J - =
e - .m‘“‘ ‘/ \ idal el A/ Vo ' ,‘!!
Pivot Gra Chart Pes Gauges Cards Choropleth GeoPoint Range Image TextBox
Map Map Filtes
Insert

2. Drag-and-drop data that you wish to display within each item into a Data items area.

3. Now the dashboard is ready.

TFLearn more about dashboard items. See Creating dashboard items.

Providing data
The topics in this section describe how to provide the data to be visualized in the dashboard.

This section contains the following topics.

Data source filtering
Apply filtering

To apply filtering to a data source, click the Filter button in the Data Source tab.

This will invoke the Filter Editor dialog, which allows you to build filter criteria.

- -
Filter Editar e
and
[CreatedDate] Is greater than or equal to | 2/12/EgE w
€ ¥
Ok Canoel Apphy
L

TP 1o learn how to work with the Filter Editor, see the section Filter data via the filter editor in
the Search and find in projects topic, in Use filters section.

To clear the data source filter, use the Clear Filter button in the Data Source tab.

Passing Parameter Values
You can use the Filter Editor to filter a data source according to the current parameter value.

TP To learn more, see the Passing Parameter Values topic.
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Filtering Limitations
The limitations of a data source filter are as follows.

e Fitering cannot be applied to a data source created in SQL View. You need to include the
required conditions to the WHERE clause when editing a data source.

e OLAP data sources do not support filtering.

Calculated fields

This document describes how to add calculated fields to a dashboard data source. Calculated fields
allow you to apply complex expressions to data fields that are obtained from the dashboard's data
source.

Creating a calculated field
After you have created a data source using the Create data source wizard, you can add a new
calculated field based on the existing data source fields.

1. To create a calculated field, select the required data source in the Data Source Browser and
click the Add Calculated Field button in the Ribbon's Data Source tab.
Or right-click the Data Source Browser area and select Add Calculated Field in the context
menu.

A iz
wE VA
Budgetpa
a Budget i
v [f] Calulated Fekds
uf
b | Charged -
.o Add Calculated Field
ab| Createdsy -
= .
b | Mame

Budge

1p Ty
ah Progiton %

3

ab| Status ]

This invokes the Expression Editor dialog, which allows you to specify an expression that will be used
to obtain calculated field values. Here you can construct the required expression.

2. After the expression has been specified, click OK. This displays a new calculated field in the
data source structure.

3. Now you can specify the required calculated field type, change its default name, etc.

Editing a calculated field
To edit a calculated field, use its context menu.

This menu contains the following items.

Item Description

Edit Invokes the Expression Editor dialog, which allows you to change an expression for
Expression  an existing calculated field.



Field Type  Specifies the type of the calculated field.

Rename Changes the calculated field name.
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Delete Removes the existing calculated field from the data source.

Using dashboard parameters
You can use dashboard parameters when it is necessary to pass data of a certain type to a dashboard
(e.g., to pass a specific value to the data source filter string or a calculated field).

The topics in this section describe how to use dashboard parameters.

Creating parameters
This topic explains how to create a new dashboard parameter and specify its settings.

To create dashboard parameters in the Dashboard Designer, do the following.

1. Click the Parameters button on the Ribbon's Data Source tab.

2. Inthe invoked dialog, click the Add button to add a new parameter.

3. Specify the following settings:

Settings

Name

Value

Type

LookUpSettings

Description

Visible

Description

Specifies a parameter name.

Specifies a parameter value.

Specifies the parameter's type.

Specifies the parameter’s look-up editor
settings.

Specifies the parameter's description
displayed to an end-user.

Specifies whether a parameter's editor
is visible within the Dashboard
Parameters dialog.

API

Parameter.Name

ParameterValue

Parameter.Type

DashboardParameter.LookUpSettings

DashboardParameter.Description

DashboardParameterVisible

Then, click OK, to include the created parameters in the dashboard.

Look-up editor settings
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There are three types of look-up editor settings that can be specified for a parameter. Select the
required type from the LookUpSettings drop-down list.

e No Look-Up - set the Value to use a static value as a parameter.

e  Static List - click the ellipsis button to add static values for the current dashboard
parameter. In this case, the Value specifies the default parameter's value.

e Dynamic List - allows you to use a list of values from the existing data source as a parameter.
You need to select the required DataSource from the list of available data sources and data
members for the dashboard parameter's display name and value, respectively.

In this case, the Value specifies the default parameter's value.

Passing parameter values
In this topic, you will learn how to pass parameter values to a dashboard.

Filtering

You can filter a data source or apply filtering to a specific dashboard item according to the current
parameter value using the Filter Editor.

TP For more information about filter, see Filter data via the filter editor section in the Search and
find in projects topic.

In the Filter Editor, you can compare a field value with the following objects.

e A static value (represented by the - icon). Click this button to switch to the next item mode
("another field value"), to compare the field value with another field value.

e Another field value (represented by the = icon). Click this button to switch to the next item
mode (“parameter value”), to compare the field value with a parameter value.

e A parameter value (represented by the ' icon). Click this button to switch back to the initial
mode ("static value"), to compare the field value with a static value.

Thus, to compare a field value with a parameter value, click the -* button, then click the =/ button.

Calculated Fields

You can use parameters when constructing expressions for calculated fields. A parameter is inserted
into the expression using the “Parameters.” prefix.

To see a list of available parameters, click Parameters in the Expression Editor dialog.

Custom SQL Queries

You can include parameters in a data source custom SQL query in the Query Designer. To do this, use
the parameter name. For instance, you can include a parameter to a WHERE clause or to a stored
procedure.
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Providing a user interface for requesting parameter values

The dashboard provides a built-in Dashboard Parameters dialog, which provides the capability to
change dashboard parameter values. This dialog is created automatically, depending on the
parameter type and visibility settings.

1. Toinvoke the Dashboard Parameters dialog in the DashboardViewer, click

the Parameters E'r button in the dashboard title. Depending on the dashboard parameters
enabled, this invokes the following dialog.
This will invoke the following Dashboard Parameters dialog.

Dashboard Parameters &

From date | 2/16/2014 "

To date 732014 w

Rezat Submit Camcel

2. Select the required parameter values in the Dashboard Parameters dialog and click
the Submit button to apply the changes.

3. Toreset changes to the default values, click the Reset button.

Creating dashboard items
Dashboard items represent elements from the Ribbon used to visualize data within the Dashboard in
various ways.

Adding dashboard items

To create a dashboard item in the Dashboard Designer, click the corresponding button in the Ribbon.
N | (« Ji =
gl @ @ E8 ¥ ¥ Wa

Pivot Grid Chart Pes Gauges Cards Choropleth GeoPoint Range Image TextBox

This creates an empty dashboard item and displays required data sections to bind this item to data.

TP To learn how to bind required data, see Binding dashboard items to data.

DATA ITEMS

Piwal 1
Value
Grand Total

Grand Total

Calurmin

Row

This section describes the available dashboard items:
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Pivot
The Pivot dashboard item displays a cross-tabular report that presents multi-dimensional data in an
easy-to-read format.

Data sections in the pivot

DATA ITEMS

Pivial 1
Value
Grand Tots

Grand Tota

Spalte

Zeie
HIDDEM DATA ITEMS

Camension

Measure

Values the section contains data items used to calculate values displayed in the pivot table.
Columns the section contains data items whose values are used to label columns.

Rows the section contains data items whose values are used to label rows.

Layout

If the Columns section or Rows section contains several data items, the pivot table column and row
headers are arranged in a hierarchy, and make up column and row groups.

Use the Initial State button in the Data tab to open or close the groups.

This button invokes the popup menu that allows you to select whether column and row groups
should be collapsed or expanded by default in a Dashboard Viewer.

Grid
This section describes the features available in the Grid dashboard item, and provides extensive
information about data items and how to customize grids.

Data sections in the grid
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DATA ITEMS

Grid 1
Dimerision

Argument
HIDDEN DATA ITEMS

Dimersion

Measure
The grid has Columns and Sparkline data sections, which are used to provide data items based on the
columns that are created.

Sparkline column visualizes the variation of summary values over time.

Layout

The Grid dashboard item allows you to introduce cell merging and banded rows, and specify the
visibility of column headers and grid lines.

To do this, use the Design Ribbon tab.

Data Design

= I LER=] i

Horizontal WVerticall Merge Banded Column
Lines Lines Cells Rows  Headers

Cells

The Horizontal Lines and Vertical Lines buttons control grid line visibility. Use the Column
Headers button to toggle column header visibility.

You can also enable the Grid to merge adjacent cells with identical data. To do this, use the Merge
Cells button.

To paint the background of odd and even rows differently, use the Banded Rows button.

NOTE Note that banded rows are not available when cell merging is enabled.

Master filtering

The Grid dashboard item supports filtering by rows. When Master Filtering is enabled, an end-user
can click a grid row (or multiple rows by holding down the CTRL key) to make other dashboard items
only display data related to the selected record(s).

TP To learn how to enable Master Filtering in the Designer, see Master filtering.
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Drill-Down

The built-in drill-down capability allows end-users to change the detail level of data displayed in
dashboard items on the fly.

TF 1o learn more, see Drill-Down.

The Grid dashboard item supports drill-down for rows. When drill-down is enabled, an end-user can
click a grid row to view the details.

Drill-down requires that the Columns section contains several dimensions at the top, from the least
detailed to the most detailed dimension.

"OTE |n OLAP mode, you can perform drill-down for either a hierarchy data item or several
dimension attributes.

Chart
Data sections in the chart

DATA [TEMS

Chart 1

Value
Argument

Series

Values the section contains data items against which the Y-coordinates of data points are calculated.

Arguments the section contains data items that provide values displayed along the X-axis of the
chart.

Series the section contains data items whose values are used to create chart series.

Layout

This section describes the features available in the Chart dashboard item, and provide extensive
information on how to customize charts.

All buttons are displayed on the Design tab.

Laita Liesign

1 3 ol
y : ]
v B L - J
Roats  X-Aws ¥ -Aodg Shaw Legend ] J-H ul| (M
Settings Settings '

Magram Legemnd Series Type

e You can rotate the Chart so that the X-axis becomes vertical, and the Y-axis becomes
horizontal. Use he Rotate button in the Diagram group.
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The Chart dashboard item displays two axes by default: the X-axis and the Y-axis. The X-axis is
the axis of arguments. The Y-axis is the numerical axis of values.

Click X-Axis Settings to invoke the X-Axis Settings dialog. The setting Show X-

axis allows you to hide and show the X-axis. The setting Show title allows you to hide
and show the X-axis title. You can choose whether to use the default text or specify a
custom string.

If the dimension in the Arguments section contains numeric data, the Chart can
create either a continuous X-axis or a discrete X-axis. Specify the needed type in the
contaxt menu for the argument on the Data Item pane.

Click Y-Axis Settings to invoke the Y-Axis Settings dialog. The dialog contains the
following settings:

e Show grid lines Allows you to hide and show grid lines for the Y-axis.
o Show Y-axis Allows you to hide and show the Y-axis.

e Always show zero level Specifies whether or not the axis' zero level is
visible. If this option is unchecked, the visible axis range is defined based on
the values plotted in the chart.

o Show title Allows you to hide and show the Y-axis title. You can choose
whether to use the default text or specify a custom string.

A Legend is an element of a chart that identifies its series. You can specify whether or not a
chart should display a legend. In the Designer, use the Show Legend button in
the Legend group.

To specify the legend’s position and orientation, select one of the predefined options
from the gallery in the Design Ribbon tab.

The Chart dashboard item supports different types of series - from simple bar and line charts
to candle stick and bubble graphs. To switch between series types in the Designer do one of
the following

Click an options button near a required data item (or a placeholder) in
the Values section. In the invoked Series Type dialog, select a required series type
and click OK.

Use the Series Type gallery in the Design Ribbon tab.

Master Filtering

Dashboard allows you to use any data-aware dashboard item as a filter for the entire dashboard

(Master Filter).

TP To learn more, see the Master filtering topic that describes filtering concepts common to all
dashboard items.

The Chart dashboard item supports filtering by argument or series values.
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When filtering by arguments is enabled, an end-user can click series points to make other
dashboard items display only data related to selected argument values. Click
the Arguments button in the Data Ribbon tab.

When filtering by series is enabled, an end-user can click a series point to make other
dashboard items display only data related to the selected series. Click the Series button in
the Data Ribbon tab.

Drill-Down

The built-in drill-down capability allows end-users to change the detail level of data displayed in
dashboard items on the fly. To learn more, see Drill-Down.

The Chart dashboard item supports drill-down on argument or series values.

Pies

When drill-down on arguments is enabled, an end-user can click a series point to view a
detail chart for the corresponding argument value. Drill-down on arguments requires that the
Arguments section contains several data items, from the least detailed to the most detailed
item. Click Arguments in the Data Ribbon tab.

When drill-down on series is enabled, an end-user can click a series point (or corresponding
legend item) to view a detail chart for the corresponding series. Drill-down on series requires
that the Series section contains several data items, from the least detailed to the most
detailed item. Click Series in the Data Ribbon tab.

Data sections in the pies

DATA TTEMS
Pies 1
Yalue
Argument
SEries
Values the section contains data items that define the share of pie segments.

Arguments the section contains data items that provide values used to label pie segments.

Series the section contains data items whose values are used to label pie charts.

Layout

All buttons for customizing the dashboard item Pies are on the Design tab.
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e To control how pies are arranged, use the Content Arrangement group in the Design Ribbon
tab.

e By default, the Auto Arrange option is enabled, which automatically resizes pies to fit
within the dashboard item.

e You can also specify the number of columns in which pies are arranged. Click
the Arrange in Columns button and specify the appropriate number in
the Count field.

e Similarly, you can arrange pies in a specific number of rows.

e Pies display data labels that contain descriptions for pie segments, and provide tooltips with
additional information.

e You can specify which information should be displayed within data labels and
tooltips. To do this, use the Data Labels and Tooltips buttons in the Design Ribbon
tab. These buttons invoke the drop-down menu, which is similar for both buttons.
This menu allows you to specify which values are displayed within data labels or
tooltips.

e Define the visibility of the pie caption via the Show Pie Captions button.

e Select the diagram style, use the Pie and Donut buttons in the Style group of
the Design Ribbon tab.

Master Filtering

Dashboard allows you to use any data-aware dashboard item as a filter for the entire dashboard
(Master Filter).

TP To learn more, see the Master filtering topic that describes filtering concepts common to all
dashboard items.

The Pie dashboard item supports filtering by argument or series values.

e Whenfiltering by arguments is enabled, an end-user can click a pie segment to make other
dashboard items display only data related to selected argument values. Click
the Arguments button in the Data Ribbon tab.

e Whenfiltering by series is enabled, an end-user can click a pie to make other dashboard
items display only data related to the selected pie. Click the Series button in the Data Ribbon
tab.

Drill-Down
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The built-in drill-down capability allows end-users to change the detail level of data displayed in
dashboard items on the fly. To learn more, see Drill-Down.

The Pie dashboard item supports drill-down on argument or series values.

e When drill-down on arguments is enabled, an end-user can click a pie segment to view a
detail chart for the corresponding argument value. Drill-down on arguments requires that the
Arguments section contains several data items, from the least detailed to the most detailed
item. Click Arguments in the Data Ribbon tab.

e When drill-down on series is enabled, an end-user can click a pie to view a detail chart for the
corresponding series. Drill-down on series requires that the Series section contains several
data items, from the least detailed to the most detailed item. Click Series in the Data Ribbon
tab.

Gauges
Data sections in the gauges

DATA ITEMS

Gauges 1
Actual

Target

Series

Gauges the section contains data items used to calculate values displayed by gauges.

Data items are arranged in containers. Each data item container can hold two data items. The first
item contains actual data and the second item (optional) contains target data. If both items are
provided, gauges show the difference between actual and target values.

Series the section contains data items whose values are used to label gauges.

Layout

All buttons for customizing are on the Design tab.

F N
A | ) L 7
Auto Arrange Arrange in Arrange Full QGreular  Half-Cradar Unear Lineas Show Gauge
Columns  in Rows Horizontal Vertica Captions
Content Arrangement Style Labels

e To control how gauges are arranged, use the Content Arrangement group in
the Design Ribbon tab.

e By default, the Auto Arrange option is enabled, which automatically resizes gauges to
fit within the dashboard item.


https://documentation.devexpress.com/Dashboard/CustomDocument15703.aspx

User Manual InLoox 10

e You can also specify the number of columns in which gauges are arranged. Click
the Arrange in Columns button and specify the appropriate number in
the Count field.

e Similarly, you can arrange gauges in a specific number of rows.

e The Gauge dashboard item allows you to select the gauge type: Full Circular, Half-
Circular, Left-Quarter Circular, Right-Quarter Circular, Three-Fourths Circular, Linear
Horizontal and Linear Vertical.

Cards
Data sections in the cards

DATA ITEMS

Cards 1
Actual

Target

Series

Argument

Cards the section contains data items used to calculate values displayed within cards.

Data items are arranged in containers. Each data item container can hold two data items. The first
item contains actual data and the second item (optional) contains target data. If both items are
provided, cards show the difference between actual and target values.

Series the section contains data items whose values are used to label cards.

Sparkline the section is used to provide a date-time dimension whose data will be used to visualize
values using sparklines.

Layout
To control how cards are arranged, use the Content Arrangement group in the Design Ribbon tab.

Demgn

A |

Auto Arrange  Arrange in Arrange

Cobmns i Rows

Content Arramgemeant

e By default, the Auto Arrange option is enabled, which automatically resizes cards to fit within
the dashboard item.
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e You can also specify the number of columns in which cards are arranged. Click the Arrange in
Columns button and specify the appropriate number in the Count field.

e Similarly, you can arrange cards in a specific number of rows.

Choropleth map
Data sections in the Choropleth Map

DATA ITEMS

Map 1
Attribute

Value
Attribute the data section contains the Attribute data item, which allows you to associate map
shapes with data source field values.

Maps data section contains data items whose values are used to color map shapes. Map shape colors
vary based on the map type.

Layout

Alle buttons for customizing the dashboard item are on the Design tab.

Design
= * .u-""" =
. o e i ]
Show Legend - ] Load Map Import Default
Map Map -
Legend Open

A Legend is an element of a chart that identifies its series. You can specify whether or not a chart
should display a legend. In the Designer, use the Show Legend button in the Legend group.

To specify the legend’s position and orientation, select one of the predefined options from the gallery
in the Design Ribbon tab.

Providing maps

Dashboard ships with a set of default maps showing various parts of the world. The following maps
are included.

e World Countries - a world map.
e Europe - a map of Europe.
e Asia - a map of Asia.

e North America - a map of North America.
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e South America - a map of South America.
o  Africa - a map of Africa.
e USA - a map of the USA.
e Canada - a map of Canada.
As an alternative, use the corresponding command in the map context menu.

Dashboard uses a Shapefile vector format to provide custom maps. Commonly, this format includes
two file types. To open an existing shapefile, use the Load Map or Import Map button in the
Ribbon. In the invoked dialog, locate the required .shp file.

Map attributes

After you select the default map or a custom map, you can view supplemental information (such as
the name of the country, state, etc.). To do this, click the Options button next to the Attribute data
item.

In the invoked Map Attribute Binding dialog, click Preview. The table in the dialog displays the
available attributes for the current map. Each set of attribute values is related to a specific map
shape.

Map coloring
The Choropleth Map dashboard item colors map shapes depending on the provided values.
The Choropleth Map automatically selects palette and scale settings to color map shapes.

If you need to customize these settings, click the Options button next to the data item that contains
these values. This invokes the Choropleth Map Options dialog.

You can specify the following settings in this window.
e Color palette - allows you to specify the start and end color of the palette.

e Scale settings - specifies whether a percent scale or an absolute scale is used to define a set
of colors. You can specify the number of levels that represent the number of colors used to
color the map.

e Preview is used to display a full set of palette colors generated based on the start/end colors
and the number of levels. Use the Allow Edit check box to automatically change the
generated colors or specify value ranges for each color.

Delta

The Choropleth Map allows you to indicate the difference between the actual and target values of a
particular parameter. This difference is called delta.

To specify delta indication settings, click the Options button next to the data item container.
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This invokes the Choropleth Map Options dialog. When the map type is set to Delta, this dialog
contains the following settings.

e Value type You can specify which values to display within map tooltips. Use the Value
type combo box to select the value that will be displayed as the delta value.

e Result Indication You can specify the condition that will be used to select the indicator color.
To do this, use the Result indication combo box.

e Threshold type and Threshold value You can specify that a required indicator should only be
displayed when the difference between the actual and target values exceeds a specified
value.

Master Filtering

Dashboard allows you to use any data-aware dashboard item as a filter for the entire dashboard
(Master Filter).

TP To learn more, see the Master filtering topic that describes filtering concepts common to all
dashboard items.

When filtering is enabled, an end-user can click a shape (or multiple shapes by holding down
the CTRL key) to make other dashboard items display only data related to selected shape(s).

Geo point map
Data sections in the Geo Point Map

DATA ITEMS

Map 1
Latitude

Longitude

Value

Latitude the data section accepts geographic latitude points.
Longitude the data section accepts geographic longitude points.

Value the data section accepts values related to geographic points.

Layout

Alle buttons for customizing the dashboard item are on the Design tab.
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Dashboard ships with a set of default maps showing various parts of the world. The following maps
are included.

e World Countries - a world map.

e Europe - a map of Europe.

e Asia - a map of Asia.

e North America - a map of North America.
e South America - a map of South America.
e  Africa - a map of Africa.

e USA - a map of the USA.

e Canada - a map of Canada.

Dashboard uses a Shapefile vector format to provide custom maps. Commonly, this format includes
two file types. To open an existing shapefile, use the Load Map or Import Map button in the
Ribbon. In the invoked dialog, locate the required .shp file.

Master Filtering

Dashboard allows you to use any data-aware dashboard item as a filter for the entire dashboard
(Master Filter).

TP To learn more, see the Master filtering topic that describes filtering concepts common to all
dashboard items.

When filtering is enabled, an end-user can click a callout (or multiple a callouts by holding down
the CTRL key) to make other dashboard items display only data related to selected a callout(s).

Range filter

The Range Filter dashboard item allows you to apply filtering to other dashboard items. This item
displays a chart with selection thumbs that allow you to filter out values displayed along the
argument axis.

Data sections in the Range Filter
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DATA ITEMS

Walue
Argument

SEeries

Values the section contains data items against which the Y-coordinates of data points are calculated.

Arguments the section contains data items that provide values displayed along the horizontal axis of
the Range Filter. Filtering is performed based on these values.

Series the section contains data items whose values are used to create chart series.

Layout

The Range Filter dashboard item supports various Line and Area series types.

Design

Lime Stacked Ful-Stacked Area Stadeed Full-Stadked
Lire Lirse Ares Ares
Series Type

To switch between series types in the Designer do one of the following.
e Use the Series Type group in the Design Ribbon tab.

e Click the options button next to the required data item in the Values section. In the
invoked Series Type dialog, select the required series type and click OK.

The Range Filter supports the following series types: Line, Stacked Line, Full-Stacked
Line, Area, Stacked Area and Full-Stacked Area.

Image
Use the Image dashboard item to add static images to a dashboard.

Loading an image

To load an image into a dashboard item, use the Load Image and Import Image buttons in the
Ribbon. or commands in the context menu (Load Image... and Import Image..., respectively).
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Design
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These commands invoke the Open dialog, which allows you to locate the desired image.

The Load Image command saves the path to the image in the dashboard definition, while the Import
Image command saves the image itself.

Image alignment

To specify how the image is aligned within the dashboard item, use the Alignment group in the
Ribbon's Design tab.

[
Bl (=) [d
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Alignment

Image size mode
You can specify the image size mode that defines how the image fits within the dashboard item.

To do this, use the Size Mode group in the Ribbon's Design tab.

o0k e

Clip Stretch  Sgueeze  Foom

Size Mode

The following table illustrates each size mode in two cases: when the image is smaller than the
dashboard item, and vice versa.

Clip The image is clipped if it is larger than the image dashboard item.

Stretch  The image within the image dashboard item is stretched or shrunk to fit the size of
the image dashboard item.

Squeeze If the dimensions of the image dashboard item exceed those of the image it contains,
the image is shown full-size. Otherwise, the image is resized to fit the dimensions of
the image dashboard item.
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Zoom The image is sized proportionally (without clipping), so that it best fits the image
dashboard item. If the aspect ratio of the image dashboard item is the same as the
aspect ratio of the image, it will be resized to fit into the image dashboard item while
maintaining its aspect ratio. Otherwise, the closest fitting side of the image (either the
height or the width) will be sized to fit the dashboard item, and the remaining side
(height or width) will be sized proportionally (leaving empty space).

Text box
Use the Text Box dashboard item to display rich text within a dashboard.

Editing text

Design

A

Edit

Sett...

To edit text within the text box, click the Edit button in the Ribbon's Design tab, the corresponding
item in the context menu, or double-click the Text Box dashboard item.

dashboard item to display rich text within a dashboard.

This invokes the Edit Text window in which you can edit the text content and customize its formatting.

TP InLoox PM provides you with a range of formatting features. For the detailed description,
see Create and change comments in the Customize comments section.

Binding dashboard items to data
Dashboard items must be bound to data source fields to display data.

Each kind of dashboard item has a specific set of data sections such

as Values, Arguments and Series in the chart, Columns in the grid, and Values, Columns and Rows in
the pivot grid. Each data section corresponds to a particular dashboard item area or element, and
should be mapped to data to be displayed within this area/element.

Mapping is performed using special objects called data items. A data item identifies data binding.
When created, a data item is mapped to a data source field, and is then assigned to a specific
dashboard item's data section. As a result, the dashboard item is bound to the data source field.

TF Learn more about data items in the data sections, see Creating dashboard items.
This section consists of the following topics.

Binding dashboard items to data in the designer
To bind dashboard items to data in the Dashboard Designer, use the Data Items pane.
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This pane displays data sections of the selected dashboard item and can be used to add, rearrange
and remove data items.

Specific data sections display options buttons for each data item. Use these buttons to invoke a
dialog that allows you to customize the settings of this data item.

Options button

Budgetposten {Sum) di

Data items
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To bind a dashboard item to data, select the dashboard item. Then choose the required data member
from the Data Source Browser and drop it onto the appropriate section in the DATA ITEMS pane.
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Hidden data items
The Hidden data items area was designed to perform data shaping operations by measures or
dimensions that do not directly take part in the visual representation of data.

HIDDEM DATA ITEMS

Camension

Messre

The Dimension class represents a data item whose values are not intended to be summarized. The
dashboard would not summarize the dimension values but process each one individually.This means
that dimension values are eligible for sorting or grouping.

The Measure class represents a data item whose values are summarized before they are used in the
dashboard. The dashboard will calculate an appropriate summary function against measure values.
For instance, measures are used to provide data for the chart's Y-axis.

Assume that you have a dashboard containing a chart that shows the planned resource costs in a
company by department.

Now imagine that you need to sort departments by the team members. To do this, you will need to
add the First team member measure to the Chart so that its data is not displayed, but only used for
sorting.

Drag-and-drop the First team member data field onto the Measures section in the Hidden data
items area. This will create the First team member (Count) measure, which will be available in
the Sort by menu.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/dashboard-view/designing-dashboards/binding-dashboard-items-to-data/hidden-data-items/
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Note that the Hidden data items area is divided into two sections: Dimensions and Measures.
TIPS

e Hidden dimensions appear in the Filter Editor dialog, allowing you to create filter
criteria based on their values. For more information see Filtering.

e Hidden measures appear in the Sort by submenu (to sort dimension values by them), and in
the Top N Values dialog (to use them in Top N conditions).

Binding dashboard items to data in OLAP mode
In OLAP mode, the cube schema is fetched automatically, and the Data Source Browser displays the
entire OLAP cube structure.

To visualize data, drag-and-drop measures, attributes or hierarchies to the appropriate data sections
in the DATA ITEMS area, as described in the Binding dashboard items to data in the designer topic.

Note that OLAP measures can only be placed in the Values section, while dimension attributes and
hierarchies can be placed within other data sections.

OLAP hierarchies allow you to customize each of their levels separately. To access hierarchy level
options, invoke the data item menu for the hierarchy and then use the submenu that corresponds to
the desired level.

TP To learn about the limitations of binding to an OLAP cube, see the Providing data in the
dashboard designer topic.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/dashboard-views-inloox-9-for-outlook/design-dashboards-inloox-9-for-outlook/data-shaping/filtering/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/dashboard-views-inloox-9-for-outlook/design-dashboards-inloox-9-for-outlook/data-shaping/sorting/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/dashboard-views-inloox-9-for-outlook/design-dashboards-inloox-9-for-outlook/data-shaping/top-n/

ﬂ User Manual InLoox 10

Data shaping
This section describes how to perform various data shaping operations (such as grouping, sorting and
filtering) in the Dashboard Designer.

The section contains the following topics.

Summarization
To obtain numeric values that should be displayed within a dashboard item, Dashboard calculates a
summary function against the specified measure.

This topic describes how to specify which summary function should be calculated against a particular
measure.

Summary function types

The following summary functions are available.

Count The number of values (excluding Null and DBNull values).

This is the only summary type that can be calculated against non-numeric data.

Sum The sum of the values.
Sum = Z v
i
Min The smallest value.
Max The largest value.

Average The average of the values.

1
n -

L

StdDev  An estimate of the standard deviation of a population, where the sample is a subset of
the entire population.

I 1
StdDev = |—-Z(vz-—ﬁ]2
mn—1 £
‘\‘ L

StdDevP The standard deviation of a population, where the population is the entire data to be
summarized.

11
StdDevp = |—- Z(vz — )2
"«Ilﬂ L
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Var An estimate of the variance of a population, where the sample is a subset of the entire
population.
1 =42
Var = ——- Z(t’z —7)
n—1 L
L
VarP The variance of a population, where the population is the entire data to be
summarized.

_1.2 _ 52
Varp = (v; — 7)
n

i

Changing summary type

By default, Dashboard calculates Sum for numeric measures and Count for measures that contain
another type of data.

You can change the summary function type for numeric measures. To do this in the Designer, invoke
the data item menu and select the desired summary type. Less common summary types are
organized in the More submenu.

DATA TTEMS
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Grouping
Dashboard allows you to group dimension values and display summaries for entire groups rather than
individual values.

You can arrange dimension values in groups of different sizes by specifying the appropriate group
interval. For instance, date-time values can be grouped by years, months, quarters, etc.

This topic lists the supported text and date-time group intervals, and describes how to change the
group interval.

The following sections are available.

Text group intervals

String values support the following grouping intervals.
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Each value is displayed "as is".

Values are grouped alphabetically. Example: A, B, C, ... Z

Date-time group intervals

Date-time values support the following group intervals.

Year

Quarter

Month

Day

Hour

Minute

Second

Day of the
Year

Day of the
Week

Week of the
Month

Month-Year

Quarter-Year

Values are grouped by the year. Example: 2012, 2013, 2014

Values are grouped by the quarter. Example: Q1, Q2, Q3, Q4

Values are grouped by the month. Example: January, February, March, ...
December

Values are grouped by the day of the month. Example: 1, 2, 3, ... 31

Values are grouped by the hour. Example: 0, 1, 2, ... 23

Values are grouped by the minute. Example: 0, 1, 2, ... 59

Values are grouped by the second. Example: 0, 1, 2, ... 59

Values are grouped by the day of the year. Example: 1, 2, 3, ... 365 (366 in a leap
year)

Values are grouped by the day of the week. Example: Sunday, Monday, Tuesday, ...
Saturday

Values are grouped by the week of the month. Example: 1, 2, 3,4, 5

Values are grouped by the year and month. Example: January 2012, February
2012, ... December 2012, January 2013, ...

Values are grouped by the year and quarter.

Example: Q3 2013, Q4 2013, Q1 2014, Q2 2014, ...
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Day-Month- Values are grouped by date. Example: 3/4/2014, 3/5/2014, 3/6/2014, ...
Year

Date-Hour Values are grouped by date with the hour value. Example: 3/4/2014 0:00 AM,
3/4/2014 1:00 AM, 3/4/2014 2:00 AM, ...

Date-Hour- Values are grouped by date with the hour and minute values. Example: 3/4/2014
Minute 0:00 AM, 3/4/2014 0:01 AM, 3/4/2014 0:02 AM, ...

Date-Hour- Values are grouped by date with the hour, minute and second values.

Minute- Example: 3/4/2014 0:00:00 AM, 3/4/2014 0:00:01 AM, 3/4/2014 0:00:02 AM, ...
Second

Changing group interval

To specify the group interval in the Designer, invoke the data item menu and select the desired group
interval. Less common group intervals are organized in the More submenus.
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Sorting

The Dashboard allows you to easily change the sort order of values within a dashboard item. You can
also enable sorting by parameter values.

Changing Sort Order

The sort order of dimension values is indicated with an arrow.

Marne

To change the sort order in the Designer, click the data item. You can also toggle sorting from the data
item menu.



User Manual InLoox 10

Mame W
Series 8 Sort Ascending
E Sort Descending
Sort by b
HIDDEM DATA ITEMS
Top M.
o Mo Grouping
Dimension Alphabetical

Sorting by Parameter Values
Dashboard allows you to sort dimension values by a specific parameter represented by a measure.

To enable sorting by measure in the Designer, use the Sort by submenu in the dimension's menu.

TF You can also sort dimension values by values of hidden measures, see Hidden data items.

Filtering
Dashboard allows you to apply filtering to each individual data-aware dashboard item.

This topic describes how to enable and reset filtering.

Apply filtering

To configure filtering in the Designer, select the target dashboard item and do one of the following.
e Click the Edit Filter button in the Data tab.
e Right-click on a dashboard item and select Edit Filter from its context menu.

This will invoke the Filter Editor dialog. Use this dialog to build filter criteria with a convenient tree-
like interface.

Fiter Editor [

And

[DivisionMame] Beqins with Marketing
[DivisionMame] Beqins with IT
o [CivisionMame] Beqins with |HR W
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TIPS

e You can use hidden dimensions within the Filter Editor dialog, allowing you to filter data
based on their values. For more information see Hidden data items.

e To learn how to work with the Filter Editor, see Search and find projects, in the Use filters
section.

Clear filtering
To clear filtering in the Designer, select the target dashboard item and do one of the following.
o Click the Clear button in the Data tab.

e Right-click on a dashboard item and select Clear from its context menu.

OLAP filtering specifics

You cannot apply filtering by building complex filter criteria in OLAP mode. Instead, you can filter
dimension attributes and hierarchies by manually selecting the values you wish (or do not wish) to
include in the dashboard.

For dimension attributes, the Filter Editor contains a list of all values. You can select the values that
you wish to display.

For hierarchies, a tree is displayed instead, allowing you to filter individual values at any hierarchy
level.

Top N
The Top N feature allows you to display only a limited number of values that correspond to the
highest or lowest values of a particular parameter.

1. To display the top values in a dimension, select Top N from the data item menu.

DivisionMame W
Argument JJ-% Sort Ascending
f Sort Descending

Sort by b

Mame Top M...

& Mo Grouping

Series ) _

Alphabetical

2. Inthe Top N Values dialog, check the Enabled check box and specify the following settings.

Mode Specifies whether top or bottom values should be displayed.
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Count The number of values to be displayed.

Measure The parameter according to which the top or bottom values will be
determined.

Show "Others" If enabled, all values that are not the top/bottom ones are consolidated

value in the "Others" value.

TP You can use the hidden measure as a parameter according to which the top or bottom values will
be determined. See Hidden data items.

Formatting data

Dashboard allows you to customize various data format settings for numeric and date-time values.

Formatting numeric values

1. To specify a format for numeric values, select Format in the data item menu.

TotalPositions W

I8 Sort Ascending
1% Sort Descending
Sort by r

Format...

This invokes the Numeric Format window.

2. Inthe Format type field, select the required format type.

3. Other format settings are only in effect for specific format types.

1.

2.

Unit The unit to which values should be converted.
Precision The number of fractional digits that should be displayed.

Currency Defines the currency sign and format settings that should be used to
display currency values.

To learn about currency formatting specifics, see the Currency formatting
specifics section below of this document.

Currency culture For currencies used in a region with several cultures, specifies the
culture that defines format settings.

Include group separator Specifies whether or not separators should be inserted
between digit groups.

Formatting date-time values
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To specify a format for date-time values, use the Format submenu in the data item menu. This
submenu lists the available format types that depend on the selected group interval.

T For details on group intervals, see the Grouping topic.

Currency formatting specifics

The Dashboard allows you to specify currency format at two levels: for individual data items and for
the entire dashboard.

1. Data Item Currency

e To specify which currency to use for a particular data item, select Format from the
data item menu.

e Inthe Numeric Format dialog, select Currency in the Format type field and use
the Currency combo box to select the required currency.

e Forregions with several cultures, you can also select the culture that will be used to
format currency values.

e You can also apply the default dashboard currency by selecting Use dashboard
settings in the Currency field.

2. Dashboard Currency
You can also specify the default currency for the dashboard. This setting will be applied to
dashboard items that have no currency defined.

e To set the dashboard currency, click the Currency button in the Ribbon.

e This invokes the Dashboard Currency window. In this window, select the required
currency using the Currency combo box.

e Forregions with several cultures, you can also select the culture that will be used to
format currency values.

e You can also specify the client culture that should be used for the dashboard by
selecting the Use client system settings item.

Interactivity
This section describes features that enable interaction between various dashboard items. These
features include Master Filtering and Drill-Down.

The section consists of the following topics.

Master filtering

The Dashboard allows you to use any data-aware dashboard item as a filter for the entire dashboard
(Master Filter). End-users can select elements in a Master Filter item (chart bars, pie segments, grid
records, etc.) to filter data in the rest of the dashboard by the selected values.

Master filtering modes
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The Master Filter item supports two selection modes.

o Multiple Allows you to select multiple elements in the Master Filter item. To enable this
mode, use the Multiple Master Filter button in the Data tab.
To clear the selection in the Master Filter item, use the Clear Master Filter button in the
dashboard item caption.

e Single Allows you to select only one element in the Master Filter item. When this mode is
enabled, the default selection will be set to a Master Filter element. You can change this
selection, but cannot clear it. To enable this mode, use the Single Master Filter button in
the Data Ribbon tab.

Filtering across data sources

When different items in a dashboard are bound to different data sources, you can specify that a
particular Master Filter should be applied across data sources. This means that it will apply filtering to
fields with matching names in all data sources.

"OTE Fields are matched by their full names. For fields in other data sources to be affected by
Master Filtering, their names must match the name of the field in the current data source, and they
must belong to the same hierarchy level so that their full names also match. For

instance, Customer.City and Customer.Address.City will not be treated as matching fields.

To enable filtering across data sources, use the Cross-Data-Source Filtering button in the Data tab.

Preventing items from being filtered

You can prevent specific dashboard items from being affected by Master Filters, so that Master
Filtering will never be applied to them. To do this, use the Ignore Master Filters button T« in

the Data tab.

Drill-down

Dashboard provides the drill-down feature, which allows end-users to change the detail level of data
displayed in a dashboard item. This feature enables users to drill down to display the details, or drill
up to view more general information.

To enable drill-down, use the Drill-Down button in the Data tab.

NOTE |f the selected dashboard item contains several types of elements that can be used for drill-
down, the Ribbon will provide the appropriate buttons to switch between these types
(e.g., Arguments and Series buttons for the Chart).

To return to the previous detail level (drill up), use the Drill Up button 8 in the dashboard item's
caption or in the context menu.

Dashboard layout
This section describes the features related to the dashboard layout.
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The section consists of the following topics.

Dashboard title
The Dashboard Title is located in the Dashboard Title Area, which is displayed at the top of the
Dashboard. The dashboard title can contain text or image content.

DATA ITEMS L]
Work Packages |

Chart 1 &
PlannedCostsRe...

Value

1. To change the title settings click the Title button on the Home tab.

2. This invokes the Dashboard Title dialog, which allows you to change the text within the
dashboard title, add an image, etc.

NOTE |f you add an image to the dashboard title using the Load button, the dashboard XML file will
contain the URL to access the image. If you add the image using the Import button, the dashboard
XML file will contain an image as a byte array.

TIPS The dashboard title area can contain command buttons.
e Print button allows end-users to print/export the dashboard.

e Parameters button allows end-users to modify dashboard parameter values. To learn more
about parameters, see the Using dashboard parameters topic.

Dashboard items layout

The Dashboard Designer provides the capability to arrange and resize dashboard items in various
ways, using simple drag-and-drop operations. You can also arrange and resize dashboard items using
an API provided by the Dashboard.

Item Resizing: You can resize individual items within a specific layout group (or an entire group) by
dragging their edges.

Item Positioning: You can change the position of a dashboard item via drag-and-drop, using one of
the following approaches.

e If the caption of the dashboard item is visible, click it and hold down the left mouse button
while dragging the item.

e If the caption of the dashboard item is not visible, click the icon in the top left corner,
and hold down the left mouse button while dragging the item.

Depending on the required dashboard item position, a new layout group is created (if required) to
maintain the arrangement of items. Thus, the dashboard item can be inserted to the desired area of a

new or existing dashboard layout group.

The drag-and-drop indicator shows possible positions for the dashboard item...



ﬂ User Manual InLoox 10

N

...and sequentially displays areas that can be occupied by the dashboard item. The image below
illustrates how a dashboard item is dragged.

NOTE You cannot move the layout group to a position within its own subtree.

Dashboard item caption

Each dashboard item has a caption that is displayed at the top of this item. The caption contains static
text along with other information, as well as command buttons.

Dashboard item name Drrill-clowen lesvel “alues
Diate item ?:-ntainer raime Export t? Corill g
|
Plan-Actual-Comparison Effort - FirstManager Q f.r Tx ~

|
Clear master fitter

n acs

e Toshow or hide the caption of a dashboard item, click the Show Caption button in
the Design tab.

e Orright-click the item when designing the dashboard, and click the Show Caption menu
item.

The caption of the Dashboard item contains the following information and buttons, depending on the
dashboard item type.

Names ¢ Dashboard Item Name - represents the static text within a dashboard
item's caption.

e Data Item Container Name - represents the name of the data item
container. To learn more about data item containers, see the Data
Sections topic for the corresponding dashboard item.

You can change default names using the Edit Names dialog. To invoke this dialog,
right-click the item when designing the dashboard, and click the Edit
Names... menu item.

Interactivity e Drill-Down Level - shows the current detail level of data displayed in a
Information dashboard item.

TF 1o learn more, see the Drill-down topic.

Command e Export to button - allows you to print or export a dashboard item. To learn
Buttons how to print individual dashboard items, see Print the project list.

e Values button - invokes a drop-down menu that allows you to switch
between provided values (in the pie, card, gauge and maps dashboard
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items). To learn more, see the Data Sections topic in the Providing
Data section for the corresponding dashboard item.

e Clear Master Filter button - allows you to reset filtering when a dashboard
item acts as the Master Filter. To learn more, see the Master Filtering topic
in the Interactivity section for the corresponding dashboard item.

e Drill Up button - allows you to return to the previous detail level when the
drill-down capability is enabled for this item. To learn more, see the Drill-
Down topic in the Interactivity section for the corresponding dashboard
item.

Documents

Organize personal and project-independent documents

With InLoox you can sort project-independent documents into folders — directly in InLoox. You can
also add personal documents and manage them together with your project and department
documents all in one place. You don’t even need to open a specific project.

The project-independent document section offers the same features as the document section in the
different projects. For more information on the features in the document section please see
the Organize project-related documents chapter.

How to organize project-independent documents:
1. Click on Documents in the InLoox PM or InLoox now tab.

2. The Documents area opens. Here you’ll find a folder tree structure on the left. There, click
on Private Links.

e You can store all your personal and project-independent documents in the Private
Links folder.

e Additionally, the tree structure allows you to access all documents of your projects. Therefor
click on the project folder in the tree structure.
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= Private Links
Favorites
L2 Projects v+« | FILE NAME
2015-0003 - Trade Far Project ®* | Company Brochure.pdf
- All Documents ] Acceptance Partnership.msg
Favorites _J Reply to project contract.msg
Project Folder @) Kick-0ff Meeting.pptx
@ Asset Overview.xlsx
a : Mortgage Calculatorxlsx

_-—)_Cacnnan Reachies oo

Feedback on the project contract

To: schiller@projekte.de
Dear Mr Schiller,

Thank you very much for your feedb
Best regards,

Rita Meye]

3. Now click on New Private Link in the Start tab, to create a new link to a personal document.

‘]

Mew
private Link

4. Now select the regarding document from your computer or your file server. The document is now
linked to InLoox PM without having to have a relation to an InLoox project. Other InLoox users cannot
access the document. If you use InLoox for Outlook in combination with InLoox now! you can also
upload documents. Just follow the same steps as if you were to create a personal link in InLoox PM.

5. If you want to assign the document to a project later on, please select a document from the
document list and click on Assign Project on the Start tab.

L |

= =1
Assign Send By
Project Email -

Actions

Organize project-related documents

Add and edit project documents
Work with file links to save storage space and avoid duplicates. File links don’t occupy storage space,
as documents aren’t saved directly in Microsoft Outlook or on the Exchange Server.

Please note: The access permissions of the original document still exist in InLoox equally whether you
upload the document or you work with file links. If you add a file from a protected network folder or
SharePoint store to the InLoox storage, still only authorized users can read and update it. Therefor
always take the access permissions of the original document into consideration, when uploading it to
the InLoox storage.
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How to add a document
1. Open an existing project and click on Documents in the Start tab.

2. Click on the Edit tab and then on the arrow icon below New.

File START EDIT VIEW REPORTS SETTINGS

2 X 7 & =

New Edit Delete Favorite Open Download Send as
» Document Email -

New File Ctrl+N l
New File Link
New Link Ctrl+ Alt+N

Choose between:

¢ New File: By using this feature, you can upload a document to the InLoox storage and save it
to the project folder. When the Windows Explorer opens, select the document and click
on Open.

¢ New File Link: By using this feature, you can create a link to the storage place of a document.
The document isn’t uploaded and doesn’t occupy any storage space. When the Windows
Explorer opens, select the document and click on Open.

¢ New Link: By using this feature, you can leave for example web addresses. After you have
clicked on New Link, a side panel opens on the right side. In the path field you can save the
web address.

3. Afterwards the new document is displayed in the document list of your project.

FILE NAME PROJECT FOLDER
% hm):,"/",\",\"/c.tnloox.con’ .......................................... . Lf n k
" Concept.docx C:\Pojects\2016-0005 ...

L-%\ Kick-Off Meeting.pptx

: & File Link

‘File

How to edit a document
1. Choose the document you want to edit from the document list.

2. Open the Edit tab and click on Edit. A side panel opens on the right side. Here you can enter
important information regarding the document.
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1+ General
L) x
Path Projects\Kick-Off Meeting.pptx
Status ||
Note
) Links PN
New link...
% Notifications a
B

3. Add information in the General area.
e Inthe Path fieldyou can see the storage place of the document. You can’t edit this field.

e The Status field allows you to leave notes about the processing status like in
progress or completed.

e Inthe Note field you can save all important information regarding the document. InLoox
provides you with the various formatting features. For more information see 7. in How to
create a new project.

4. You can create links to other project elements (like mind maps, tasks ...) in the Links area.
e Click on New Link... and choose a project element you want to link to the document.

e Click on Add and on OK. InLoox displays the document as a paper clip on the page of the
project element you have chosen. You can also open the document on this page.

e To delete the link, click on the delete icon X next to it.

5. In the Notifications area you can inform other persons, like the project manager, about new
documents or changes in already existing documents.
e Click on thisicon " |, to select a resource.

e Inthe address book double-click on the name of the person you want to inform and then
on OK.

e The selected resource will be notified via e-mail when you save and close the project.

6. When you have finished editing the document, close the side panel on the right side next to
the General area. Your changes will be saved automatically.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/create-a-new-project/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/create-a-new-project/
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The document list in a project
You can drop all important documents regarding your project in the document list. How to open the
document list of a project:

1. Click on the InLoox PM or InLoox now tab and then click on Projects.
2. Double-click to open an existing project.

3. To open the document list, click on Documents in the Start tab.

4@ HZ - Document Stoce edaC 3 (2048 & L o
STAR en vIEw REPORLTS SETTINGS ~ Search project, p o

w B =g @ FE B &

Save and NMaagement LUals MndMags Tasks Pavwg Tire Doty Sudget  Dudiet
Chine Over view
Actons Section
= Al Cocumants
Favortes
® Project rakser e FEENAVE TE s|E
Documents 0@ Asset Overview.sx Moosoft Sxcel Ardeitsblatt BKB
“Manuss " @' Company Brochure, docx Maosoft Word Dokument 11K6
Propostiors @) Kck-Off Mesting potx Maoeft Powerdoint Srigenta 2968
Protocols @ Target Traddng. xex Maomft Excel Arbeitsblatt gz
" Aug_16 Protocel of Corparate Mesting. docy  Maasoft Woed Dokument 51K8
@ | Correspondence _Sporsors.docx Maosoft Werd-Dolument 11KE
@ | Quarterly Repart.doox Maosoft Word Dokument 118
g Bwpose_Competitor Anayss.docx Maoossft Weord Dokurment 11K6
@ ck-Off Mesting (1) ppis Mool PowePunt #r hserita 2548

Protocol of Corporate Meeting on August 16, 2016

Preview of internet URLS

In addition to file types such as Word, PowerPoint or Excel, stored web page URLs can now also be
previewed in InLoox. You can even browse the website directly in InLoox - no need to open an extra
browser window.
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| v | FILE NAME | FOLDER | PROJECT FOLDER | TYPE | SIZE | UPL... | CAC... |
|*\- Letter Trade Fair Promoter.... Projekte Projekte Mi... 18... ’ [;] A
*\- Feedback Project Contract... Projekte Projekte 0. 14.. ’ E]

% InLoox_PM_S_Product_Fol... Projekte Projekte Ads. 1550 ’ Q

; Presentation slider.pptx Projekte Projekte Mi... 41.. ’ Q

j| https://www.inloox.com/ | Projekte URL 0KB

[+ . . . 2

| Flyer.docx ..PrOJekte Projekte Mi... 20... ’ [:]

‘ Kick Off Meeting.pptx Projekte Projekte Mi.. 41. @ [F] V¥
| -

Preview URLs and browse
through the website directly in
InLoox.

£ InLoox °

Tasks.
Projects.
Everything.

integrated in
Features on the Edit tab

To open a document, choose
one from the list and click on
Open. You need specific user

permissions for this action.

Select a document from the
list and send it via email. Or
choose Send Link(s) in the
drop-down-list to send the
document path or the internet
address.

0 X & [

New Edit

Edit

3 o

Delete Favorite Open Download Send as New Folder Rename Delets
Document Email -

REPORTS  SETTINGS

7 X

Folder Folder

Docunéents

Choose a folder from the document folder§
tree structure on the left and click on New§
Folder. A subfolder of the selected folder:

is created. :
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For more information on user permissions browse the articles how to set user permissions and user
permission options.

Features in the View tab

Change the view of the

document folder tree Change the preview for selected
structure by clicking on documents by choosing between

Expand A_II/ Collapse All. Right, Bottom or Off.

:éTART EDIT VIEW
]

é 2% Expand All Y E.d

&— Collapse All

Print Edit Filter Preview
71 Select Fields Aren
&

: Filter the document to quickly find needed
:information. Click on a field in the dialog box
:and drag it into the column headers. To

:reset the field, click on the field in the column
:headers and drag it into the empty space below
:the document list.

Features on the Settings tab

The Settings tab in InLoox now! has a different design than in InLoox PM. Reason for this are the
different storage places. In InLoox PM your documents are saved on your file or SharePoint server,
whereas in InLoox now! the documents are stored in the cloud.

In InLoox PM

Delete the document folder path.:
InLoox sets a new document:
folder path according to the: Clean the project list

document folder rule as soon as: and remove all
further documents are added to: unnecessary entries.
the project.: -

File START EDIT VIEW REPO?RTS SETTINGS

e Ta I3
C:\Projects\2016-0016 Product Brochure J X s -
) Update Clean Up

DocumentList Document List]

Document Path :Document Folder

To edit the document folder patﬁ,
click on the folder symbol.

Refresh the document Iist.g
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For more information on the document folder path, see Save and edit the document folder
path (Only for InLoox PM).

In InLoox now!

The Settings tab in InLoox now! only displays the occupied storage capacity in the cloud as a
percentage.

START EDIT VIEW REPORTS ETTING

(%3]
w

0%

4,99 GB of 5 GB free

Storage Capacity

Features in the context menu
The context menu provides you with all important core features that are also included in the Ribbon.
To open the context menu right-click on any point in the document list.

[ Open

L] New

% Edit

X Delete

Favorite

Em Copy

o Paste

5]  Properties
B=  Expand All
B= Collapse All
Y  Edit Filter
7] Select Fields

Information rules
Document folder view

e The entry All documents displays all documents which are saved within the project.

e The entry Favorites displays all documents which have been marked in the ribbon as
Favorites.

e The entry Project folder displays all the documents of the project file store excluding
subfolder content. The Project folder can contain subentries by the means of a tree structure,
representing the physical structure of the file store or the SharePoint system.
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e Choose a document from the document list in order to see it in the preview area. The
preview area allows you to see the whole document with several pages.

e Inthe preview area you can directly use Copy and Paste features in the document.

HOTES

e Use the filter feature to quickly find needed data. For more information, see Search and filter

in a project

e Ifalockicon is displayed in the document list, you have no reading permission. In this case no

document will be displayed in the list.

Clean up the document list in InLoox PM

You can directly upload documents to the InLoox storage space or you can create a file link. If you
have created a file link and the original document is deleted from the document folder, the document
can’t be opened in InLoox anymore. To delete such unnecessary data, proceed as follows:

1. Open an existing project and click on Documents in the Start tab, to open the document list.

2. Choose All Documents or just a subfolder from the folder structure on the left side.

3. Open the Settings tab and click on Clean Up Document List.

4. Click on Yes in the new window, to permanently delete redundant or unnecessary data.

D@ Clean-Up Document Folder

Some files were deleted from the register outside of InLoox PM. Do you also
want to remove the related entries from the database?

P:\00-General\Product Brochure\Kick-Off Meeting.pptx

Yes [ No ] Cancel

Create the document folder path in InLoox PM

InLoox PM organizes your file or SharePoint server. In every project you have access to all related
documents. Using the document folder path you can easily link a folder that is stored on your server
to InLoox. Afterwards you can read in and update stored documents from that folder with just one

click.

The document folder path is only relevant for InLoox PM users, as documents of InLoox now! users

are saved on the cloud.

How to create the document folder path in InLoox PM


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/create-a-new-project/search-and-filter-project-information/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/create-a-new-project/search-and-filter-project-information/
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1. Open an existing project. Open the Start tab and select Documents. The document list of your
project will open.

2. Open the Settings tab in the document list and click on the folder icon.

3. A new dialog box will open. There you can select the folder, which contains all important
documents of your project:

¢ Inthe Type area choose File server/ Local Computer, when the folder is stored on your
computer or on a file server.

Select Document Folder &

T e

=] @ File server /Local drive

% (*) SharePoint Portal Server

Location

Path C:\Projects\2016-0005 Media Consulting

OK Cancel

Click here, to search the folder on your§
computer/ file server. Select the folder:
and click on OK. Or create a new folder:

and choose it as the storage location. :

In the Type area choose SharePoint store, when you are working with a SharePoint server. Therefor
the SharePoint needs to be defined as the default storage place for documents in the InLoox Options.
If the SharePoint is already defined as the default storage place for documents, all information about
the location will be automatically displayed in the Location area. You just need to click on OK. For
further information see Change the document folder path.
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Select Document Folder &

LD Type
o | - 0 z 2
=1 @) File server /Local drive

‘%‘) @ SharePoint Portal Server

; Location
Site http://companyweb/
Library Media Consulting AG
Folder /2016-0217 Product Brochure

4. Open the Settings tab and click on Update Document List to read in all documents from the
document folder. In the tree structure on the left side, the folder structure of the selected folder will
be automatically displayed.

Getting started

Welcome to InLoox for Outlook! We compiled information that helps you get started with your first
InLoox project.

1. First, open Microsoft Outlook in your Windows start menu:

_.::_ Rits Meyer Life at & glance

Calendar

Fol Explizrer
T 0%

Chtlank 2013
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... or from your taskbar

m A v

2. InLoox fully integrates with Microsoft Outlook and is always available with one click.

B

FILE HOME SEND / RECEIVE FOLDER VIEW IWLODE PM

W |"_ T e r"T'\I li% Ignare
;... L-Ls I\._/ = x — =

L ~ Clean Up -
Mew  Mew Recent Create Save Trck Delete | Reply
Email Rems= | Projects = Task= Email = Time- & Junk -
Hew Tril oo Bk Oielete

Open InLoox for Outlook by clicking on the INLOOX PM or INLOOX NOW tab in the Microsoft Outlook
Ribbon.

3. To create your first task with InLoox, click on Tasks in the Views group on the InLoox Ribbon.

B 5
m HCHME SEND ¢ RECEIVE FOLDER WD THILCH, M
[ [r— - — 1 — - —
1 -3 = Lt -.: |’
Recent Tasks [Dacumrwrts Calendar Tene Projects People Worklead Histary Dashbassd
Projects -
aeneral Ll H

4. Click on New Task in the New group to create a new task.

FILE START SEMD / RECEIVE FOLDER VIEW INLOOX PM

o= P2 |

M Flew Recent  Mark as
Task Ttems - Projects~ | Done~
Mlew Edit InLoox PM Actions

5. Use the side panel on the right to enter all the details regarding your task.

;f Basic Information X

v

Name Organize a team meeting

Description Flease invite all team members
coordinate an appointment

Effort 10 Minutes

Resource Eita Meyer

Start L

End W
Documents F-%
M link. .,

Congratulations, you have just created your first task with InLoox PM!

1. To create your first project with InLoox, please click on the INLOOX PM or INLOOX NOW tab,
then click on Projects on the Ribbon in the Views group.
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START  SEND/RECEVE  FOLDER  VIEW  INLOOK FM

Recent Tasks Documents Calendar Time |Projects|People Woddoad History
Propects -

General Wiews

2. By clicking on New Project in the Ribbon on the Start tab in the New group, you will get to
the management form.

START SEMD / RECEIVE FOLDER VIEW IMLODX PM
P ! x C! ZH |-J !
w | LA !
Mew Mewe Edit Delete Recent | Favonte Categonze Status
Project |  Hemns~ Projects - l -
Mew Edit InLoox Pkl Tags

3. Please enter all basic data regarding your project in the management form.

Froje: F Y
Hame: |
Pt a5 autn

Diuisiar:

Customer |+

Categary

]
- CpaFf F
w’

Froject Manasger | = | Hiks Mewer

Team -
Lustomer =
Parrer -
ore bl
Sreff, Slalus S Dale &
Stahs I Frogress W
Start Friday, December 11, 2015 ¥ | End |Saturday, Decsmber 12, 2013 W
2 L om -9
[*
Riisk ks

Global task view
Warning As of version 9, work packages were renamed tasks.

The task view outside of the projects is particularly useful for heads of project teams and other team
leaders to gain an overview of all tasks across all projects. Team members can use it to work on
project-related tasks and personal tasks from their daily business in one place.

In InLoox, tasks don’t have to be necessarily related to a project, they can be created and edited
without any reference to a specific project. To get to the task list, click on the InLoox PM or InLoox
now! tab and on the Tasks button in the Ribbon.
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E im- o=
HOME SEND / RECEIVE FOLDER VIEW IMLOOX PM

W ) EEgepe @==

Tasks Documents Calendar Time Projects People Workload History Dashboard

Views

Content of the global task view

In the global task view, you see all tasks you have a reading permission for. The task list shows both
project-related and personal tasks. The InLoox Administrator can set and change permissions in
the InLoox options.

Tasks that are overdue appear in red.

Create, edit and delete tasks

Create and edit tasks

To create a new task, click in the Ribbon on the Home tab on New task. You will be automatically the
responsible resource for this task.

B B & -

FILE HOME SEND / RECENE FOLDER WIEW

O = | [2X % |v| BT

o

W & z =] 'l

Mew Mew Edit Delete | Recent | Markas | Synchronize Assign

Task Elements - Projects~ | Done~ = Praject
Mew Edit InLoox PM Actions

To further edit this task, click in the Ribbon on the Home tab on Edit.

1. Inthe side panel on the right, you can now rename the task and add a description of the task.

0 Your personal task was delegated to Rita Meyer,

[} Basic Information x

Mame Prepare meeting agenda v
Description Please prepare an agenda for the kick-off
meeting and coordinate it with the project
manager
Effort 1 Working Days 0
Resource Rita Meyer ven | ™
Start W
End (%)
| © Documents a

Mew link...
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2. You can also set the estimated effort required for the task. A working day equals 8 hours by
default. With the arrow next to working days, you can set whether you want to display the
effort in working days, hours or minutes.

3. Apersonal task, i.e. a task unrelated to a specific project, has to be assigned to a resource. If
you aren’t in charge of the task yourself, you can assign the task to another resource. A click
on the little arrow offers you a quick selection of frequently used resources, a click on the
three dots opens the global address book. A task can only be assigned to one resource to
guarantee clear responsibilities.

4. You can set the time frame for the task (i.e. the start and end date), but you don’t have to.

5. Click on New link... in the Documents area to add a document to the task. You will then see
an overview of all documents that have been added to InLoox and that you have reading
permissions for. You can also add a new document by clicking on New. Now you can select a
new document from your computer or your file server.

Assign a task to a project
Tasks that you create in the cross-project task list are personal tasks by default and are not related to
a specific project. If you want to change that, please follow these steps:

1. Click on the task in the task list that you want to assign to a project. The task is not supposed
to be assigned to any other project yet.

2. Click in the Ribbon on the Home tab on Assign Project.

FOLDER VIEW INLOOX PM
Ei ~ & My “
) _D = Project Participation
Mark as | Synchronize Assign ) Today Owe
Done~ - Project e Al
Actions Display

3. You will see a list of all projects that you have reading permissions for. Please select the
regarding project and confirm with OK.
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Alternatively, you can also find this command in the context menu. Right-click on the task that you
want to assign. You will find Assign Project there, too.

B Mew
%  Edit
> Delete

Open project...

&  Mark As Done 3
|'E| Assign Project

Track Time
B Synchronize k
£7 Refresh

m= Expand All Groups
g— Collapse All Groups

Y Edit Filker
7 Select Fields

As soon as a task has been assigned to a project, there will be a note in the side panel on the right
regarding the project. You can click onto the project name to get directly to the project. If the task has
been assigned to a specific activity in the Gantt chart, the time frame of the activity will determine
the start and end date of the task. You can change that manually, as long as task is performed within
the time frame of the activity.

Project  Trade Fair

[} Basic Information x

MName Organize team meeting w S

Description

Effort 0,625 Working Days = ()

Resource Rita Meyer I

Start 11/10/2016 &:00 AM (from Activity) LY

End 11/10/20165 4:00 PM (from Activity) v
Documents .
Mew link. ..

Notifications .
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Notifications and notes

Every InLoox user can determine in the user settings how and when he or she wants to be notified
about upcoming tasks.

1. In OQutlook, click on the File tab, then under InLoox, select Options.
2. Inthe Options dialog, click in the navigation pane on the left on User Settings, More Options.

3. Now you can set how and if you want to be notified before the start and/or the end of your
tasks.

.:,@ Options

- General Options:
. Permission=s =, More Options
- Lists
- Mind Map ] Motify me when new projects are available
- Tasks

- Planning

- Documents
- Budgets Start |5 minutes ¥ | before start date
- Reports

- Email Templates
-Contacts

- Notifications

i Custom Fields

- Locks

+ License Key
Web App Options

Task reminder:

[ ] End before deadline

<o [F [ [ [ [ [ [ [ [ [ [ [

You can specify persons that you want to notify about new notes on the task. If a task is related to a
project, you can notify other persons about changes on the task.

Important The resource in charge of the task will be notified automatically if there are changes made
to the task.

The notification field is meant to notify other people such as the project manager. The arrow leads
you to a quick selection of frequently used resourses, whereas clicking on the three dots opens the
global address book.

If you want to add additional information on the task, you can add notes. At the bottom of the editing
side panel, click on the Notes tab:

Edit Motes

You can enter persons that you want to notify about new notes on the task.
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Project  Trade Fair

DNMES x

Flease don't forget to obtain approval at least 2 weeks before
deadline from Mr McMillen

Rita Mevyer Post Mote

Mo notes available

1. Enter your project note.

2. If you want to inform someone about it, click on the small arrow right to Notification for a
quick selection of frequently used resources or click on Notification to open the global

address book.
3. Then click on Post Note.
You can also add notes with notifications to tasks that are unrelated to a specific project.

The InLoox Administrator can determine in the options how InLoox users are notified.

Mark tasks as done
You can mark finished tasks as done directly in the task list. You have several options:

e If you have added the Done column to your task list (the column with a green check), you can
mark a task as done by activating the check box for this task in this column.

e Alternatively, you can also right-click on the task in the task list and select Mark As Done in
the context menu. If the task is related to a project, you can determine whether you only
want to mark the task as done or whether you want to also mark the activity in the project

plan as done to which the task belongs.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/inloox-9-options/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/inloox-9-options/
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& New

[# Edit

25 Delete

™ Open project...

|J Mark As Done 3 | i Task
Assign Project IT'T&. Activity

S  Track Time

% Synchronize 3

£7  Refresh

E: Expand All Groups

BT Collapse All Groups

T Edit Filter

71 Select Fields

You'll find the same feature in the Ribbon on the Home tab. Click on the respective task and
click on Mark as Done in the Ribbon

Marking a task as done has several effects:

s My = 1 —— j: &= Print
=% Project Participation : == i £ Refresh
= ! g Today Owerdue Open Completed =
5= All T Filter
Display
RESOURCE .y
! = ¥ | TASK DUE DATE

W P
W HHEREE
W RS

When you mark a task as done it will disappear from your task list if you have activated the
filters Today, Overdue or Open and will be shown as a completed task.

If the task is related to a specific project the completion of the task is reported back into the
project and is taken into account in the calculation of the project progress.

If you have activated notifications for the task the person/-s are notified about the
completion of the task.

If you as a project manager mark the task as done and you are not in charge of carrying out
the task yourself, the resource assigned to task will be informed automatically.
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Delete a task

You can delete tasks by clicking on the task you want to delete in the list and then click in the Ribbon
on the Home tab on the Delete button. You’ll also find this command in the context menu. You get to
the context menu by right-clicking on the task that you want to delete.

If you delete a task, the people for which you have added notifications will be informed about it. If
you as a project manager delete a task for which another resource is in charge of, the resource will be
informed.

Warning Deleted tasks are removed permanently — you are not able to restore them.

Tip If you want to delete several tasks at the same time, you can use Multi-Select. Press and hold
the CTRL key on your keyboard and click on the tasks that you want to delete at the same time. Now
select the Delete button in the Ribbon.

Filter options
In order to work with the task list more efficiently and to get a better overview of a multitude of
tasks, InLoox offers you several filter options.

On the Home tab in the Display group, you can filter the list by the form of your participation and by
the due date of the task:

:.' My T- ! -—.l: — =2 Print

&% Project Participation - - Refresh
Today Owverdue Open Completed

225 All Y Filter

Display
By participation:

e My: Shows all tasks that have been assigned to you, i.e. the tasks you are supposed to carry
out.

e Project Participation: Shows all tasks from projects that you participate in whatever role (e.g.
as project manager, team member, customer...). You can determine who participates in a
project on the Management page of the project.

e All: Shows all tasks for which you have a reading permission.
By due date:

e Today: Shows all tasks that are due today.

e Overdue: Shows all tasks that were due in the past.

e Open: Shows all tasks that have not been completed yet including tasks that are due today
and overdue tasks.

e Completed: Shows tasks that have already been marked as done.

Analytical filter

In addition to the filter options above, you can also use advanced filter options by applying the
analytical filter. You’ll find the Filter button on the Home tab in the Current View group.
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7 Filter Editar e

And
‘... [TASK] Begmsmﬂﬂ
= Equals
Does not equal
Is greater than

Is greater than or equal to

==
.

#

< Iz less than
% |z less than or equal to
£ |5 between

3L |z not between

abc Contains

acth Does not contain

b Begins with [
bfe] Ends with

ai |5 |ike

K Cancel Apply

awe |z not like

o= |5 any of

om |5 none of
Is blank

2 |z not blank

Customize the list view
To customize the list view according to your needs you have several options:

Add and remove fields

You'll find a multitude of information in the task list that you can add to or remove from the list in the
form of table columns:
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B New

[# Edit

7 Delete

™ Open project...

" Mark As Done »
Assign Project

S Track Time

4 Synchronize 3

£5 Refresh

EE Expand All Groups

2= Collapse All Groups

Y Edit Filter

| 71 Select Fields

Right-click on the task list and choose Select Fields in the context menu. If you want to add one of the
fields to your list, drag it with the mouse into the column header.

s .
& | FRSTMANAGER Select Fields [ |
‘I}'icking-up rented objects ACTIVITY ~
Get and compare quotes EILLAELE
Define target groups BILLED
Description in trade fair... CHAMNGED ON
Delivery of exhibits COSTS (M)
Delivery of stand furniture CREATED OM
hMake photo appointments CLUSTOMER. NAME
arrival of booth staff
e eTReeE R CUSTOMER NUMBER
Selection of booth staff
DIVISION
Measure increase of brand...
: S DOME OM
Clathing guidelines
- EMND
IHlumination
Brief booth staff on-site e
Briefinn FIRST MAMAGER L")

To remove a field from the task list, drag it with your mouse back into the Select fields dialog.

Group

In order to group tasks by certain criteria, drag the field that you want to group by into the Group
field above the column headers.
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RESOURCE &
! & | & |TAsK « | DUE DATE
4 Gordon Newman
Delivery of exhibits 4/22/2016
Arrival of booth staff 4/13/2016
4 Rita Meyer
Briefing 4/15/2016
Motto /Claim 4142016
4 Sabine Pfleger
Distribute packing list 14272016

When you click on the little arrow next to the group criterion, you can decide whether you want to
sort the tasks in ascending or descending order.

Here, you have again the option to filter the task list: Move the cursor over the group criterion to
show a little filter symbol. Click on the filter symbol to narrow down the group criterion.

RESOURCE a T

(Custom)

(Blanks)

(Mon blanks)
Patricia Peters

............................................ Gordon Newman

Rita Mevyer
Joel Somers

e—1

Sort

You can also sort the task list by clicking onto the column header that you want to sort by. Click again
to change the collation.

Conditional formatting

You can also format the task list according to rules that you define by using Conditional Formatting.
You'll find this feature in the Ribbon on the Home tab in the Current View group. Please read
the Conditional Formatting chapter to learn how to work best with conditional formatting.

Save and re-use views

When you have customized your task list in a way that suits you best, you can save this view in the
database and make it available to other InLoox users on the same database.

Click on the Home tab in the Ribbon on Save, Save Current View... Now you can name the current
view. You can also choose whether this view is supposed to be available to all InLoox users or only to
yourself.
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Save View -

Etl View Mame

Enter a view title:

Tasks by Resources

Visible for all users

You can access the saved view in the Outlook folder pane on the left below tasks.

4 [nLoox PM

4 Projects
4 Tasks
Tasks by Resources

Documents
Calendar
Tirme

I Projects

I People
Allocation

I History

I Dashboard

The changes you make to your default task list are saved automatically locally on your computer and
are available automatically, as soon as you open the task list the next time.

Track time efforts
You can also track working times directly out of the task list. Click on the task on which you spent the
working time. Then click in the Ribbon on the Home tab on the Track Time button.

Learn more about tracking working times in the chapter Time Tracking.

Refreshing tasks
If there are many projects in the InLoox database, team members constantly add new tasks, change
or delete existing tasks.

= Print
Refresh
T Filter

You can stay on top of your tasks by refreshing the task list manually. Click on the Refresh button in
the Ribbon on the Home tab.
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The InLoox Administrator can set a fixed interval to refresh the task list automatically in the InLoox
options. You'll find the settings when you click on the File tab, InLoox options, General options, More

options. You can set the update interval in minutes on the bottom right side (administrator
permissions necessary).

Task list in the side panel

To gain an even better overview of your InLoox tasks while you are working in Outlook or in the global
sections of InLoox, you can also open the global task list in a side panel next to any Outlook view.

FOLDER WVIEW IMLOOX PM

mEEREEE O 50

Tirne Projects People Workload History Dashboard | Stopwatch  Task  Help
List v

Views fare

To open the side panel click on the InLoox PM or InLoox now! tab, then on Task List. To close the task
you can go the same way or click on the little cross in the top right corner of the side panel.

FOLDER VIEW IMLOOX PM

TnEkE@E=E=ERE O -0

Tirne Projects People Workload History Dashboard | Stopwatch  Task  Help
List 2
Wigws Maore
* X
e
| Search tasks jo |
5U RESOURCE &
.l D | e TASE DUEDATE & | PROJECT MAME
4 Rita Meyer A
Select the booth  4/15/2016 Trade Fair
= Team Meeting ... 12/58/2016
Event Location ... 12/14/2014

Click on any spot in the side panel to activate the Tasks tab where you’ll find all commands that you
know from the global task list in the full-screen mode.

FILE HOME SENDY/RECEIVE FOLDER WIEW IMLOCK PR TS
—p b . op : rea -
$ X € = W & B,
: - & Prayect Famticipatian
Hewi Edit  Delte Task Actraty Synchronize With Synchronize with  Track =
Completed Completed ' Oullook Calerdlar  Oiutleak Tasks T Al

Hgve Edil Adligns

Please read the chapter Global task view to learn how you can use these features and how you can
customize the contents of the taks list.
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Here you can find InLoox in Outlook
InLoox on the home tab

You work with Microsoft Outlook most of the day, this is why we want to make sure that you can
easily access InLoox directly from within Microsoft Outlook. Therefore your Microsoft Outlook home
tab is supplemented by additional InLoox options:

Work with the INLOOX tab and
comfortably switch between
software modules.

HOME SEND / RECEIVE FOLDER VIEW INLOOX NOW

(P2 9% O

> Ignore

%= Clean Up~
New New Recent Create Save Track
Email Items~ | Projects~ Task~ Email ~ Time~ | & Junk~
New InLoox now Delete

You can ac.cess 4 InLoox
options on the home tab.

InLoox in the side panel

The InLoox folder structure is also included in the Outlook side panel on the left of the window. You
can find the InLoox folder directly below your Inbox. The navigation menu is extended, too.

Inbox 1 Easily access project
related information no
AINLOOX NOW @eerrsrssrnsnsnnnnannnnsnanssssnnnnsnss matter with which Outlook
4 Projects feature you are currently
> Tasks working.
Documents
Calendar
Time
> Projects
¢ People
Allocation
b History
b Dashboard

Search Folders

Projects Mail Calendar People Tasks

Wit.hin the navigation menu
you can find the project area.
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InLoox PM or InLoox now options

InLoox now

Click on File to access the

% Options options.
You can find the InLoox
Office Account options directly above the

Outlook options.

Options

Exit

History

Track the changes of all projects

The project history allows you to chronologically track all changes of all projects you are involved (you
need to have reading permission). Every change that is made by the project staff is documented in
the global project history after the person has saved and closed the project.

Staff stands for all persons that are mentioned in a project in the area Staff as project manager, team,
customer, partner or others. Additionally staff members need the appropriate permissions, to not
only being able to read project information, but rather being allowed to change it. (Permissions can
be edited in the InLoox options by InLoox admins)

How to open the history

1. Open the InLoox PM or InLoox now tab and click on History. Another option is to select the history
from the tree structure on the left side. Therefore click on InLoox PM or InLoox now in the tree
structure directly below your Outlook folders and open the section Projects. Now you can select

the History.

2. The global project history opens and shows all changes of all projects you are involved.

View and features in the history
The project history chronologically shows all changes of all projects.


http://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/security-and-privacy/set-user-permissions/
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All changes are displayed chronologically by date and time.

A,
10/28/2016
== 2016-0006 - Trade Fair ;
The changed project l taMeyer  Expense (plan, resources) has been changed to 12 1156 AM
is listed above every
10/12/2016

change note.
2016-0016 - Product Brochure 14

9:44 AM  Expense (plan, resources) has been changed... Gordon Newn '.! Blue contents highlight

9:44 AM Expense (plan, time) has been change...1 Gordon Newma ‘l the person that has made
the change.
10/11/2016
747 2016-0016 - Product Brochure
rv p Peter Expense (plan, time) has been changed..] 9:12 AM
*
: 9/22/2016
2016-0006 - Trade Fair ==
2:06 PM Expense (plan, resources) has been changed to 96. Rita Meye
8 A
Purple contents show the project Red contents display the new value
information that has been changed. : of the changed project information.

e Blue contents highlight the person that has made the change.
e Purple contents show the project information that has been changed.

e Red contents display the new value of the changed project information.

Selected features in the history

1. You can open highlighted projects, notes, project information or staff members from the history.
How to get more information on each element of the change note:

e Click on the project name to open the project.
e Click on the staff member (blue) to open their entry in the address book.

e By clicking on the changed project information (purple) you open this element in its
respective project.

2. To delete change notes from the history, click on the cross directly next to the information.

3. Sometimes the change note can be too long and can’t be showed as a whole in the history. To
receive all information about the change, slowly guide your mouse pointer over the change and the
whole change will be showed.

How to organize the view and use filters
The Start tab provides you with several features to further structure and filter the project history.
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View single projects in detai

Define a period of time. by using the Project Filter.
START SEMCEM/EMPFANGEN ORDMER ANSICHT ©  INLOOX PM
'_I;l (D I—- ™ Management _| Documents a & Print
— — IE Planning E'_J Budget E=
Meus Recent GaTe | — Project Contact wr Refresh
Elemerte~ Projects=  Date- S Time . Filter = Filter - ®
[RES InLooy PN Display . |,|-.-||:' Wl B

Display changes of ::t_*lf_'f_r.ud;
project elements. _ : :

View changes made by a : Refresh the

specific person by using : project history.

the Contact Filter.

Define a period of time

Define the period of time for that you want to see the changes. Therefore you can choose between
today, yesterday, day before yesterday and custom.

Display changes of selected project elements

By using the blue buttons you can filter the changes by specific project elements like Management,
Planning, Time, Documents or Budget. This is very useful, when you only want to see changes of a
specific area of all projects. You can combine several project elements. If a button is blue, the
respective project element is selected and all changes of that area are viewed in the history. In the
screenshot: All changes of all project elements are viewed, as all buttons are selected and blue.

Project Filter

You can use the project filter to limit the history to the changes of a specific project. Additionally, you
can combine the project filter with the display of selected project elements and the contact filter.

Contact Filter

You can use the contact filter to limit the changes to the changes a specific staff member has made.

Example on how to organize the view and use filters

You want to reproduce the changes that have been made by the staff member “Rita Meyer” in the
project “Product Brochure” yesterday. To customize the view corresponding to your needs, proceed
as follows:

1. Click on the arrow next to the button Go To Date and choose the needed date (here: yesterday)
from the drop-down-list.
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2. In the Display area, click on all project elements until only the needed button(s) (here: Planning)
are highlighted blue and are selected thereby.

3. Define the Project Filter and choose the needed project (here: Product Brochure).
4. For the Contact Filter choose the staff member (here: Rita Meyer).

Now you can see only those changes that have been made yesterday by the selected staff member in
the planning of your selected project.

This example illustrates the amount of options that are provided by the project history. You can
customize the global project history by using and combining several filters.

InLoox options
You can customize and configure most of the InLoox features within the InLoox options.

User permissions

To change global settings in the InLoox options you will need specific user permissions. For more
information on permissions browse the articles: How to set user permissions and User permission
options.

How to open the InLoox options

Click on File in the upper left corner. On the side panel click on the InLoox options
% Options

button

Adjust the customer number

The InLoox options provide various possibilities to edit the customer number. In the customer
number area you also can define the rules for the number format.

Adjust a customer number
1. Open the InLoox options by clicking on File in the left corner. Afterwards click on the InLoox options
button

2. Select General Options, click on Customers and then on Customer Number.
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(@ Options o

I=- General Options —
-Project Number “f3 Customer Number
-Project Statuses
- Customers Prefix Custom text
- Customers Fixed text
- Groups
Categories
-Divisions Rule:
More Cptions
[+/- Permissions
[+ Lists
Ml My ¥| Sequence Number
[+ Tasks
(- Planning Start at: -
[+ Documents
[+~ Budgets
[+ Reports
- EMOR. teapiates Suffix Custom text
[+ Contacts
Custom Fields Fixed text:
Locks
[+ License Key
Web App Options Rule:
Privacy Protection
Software Updates

(@ Regular expression

Default:

)) Regular

I

Xpression

Default:

3. Individually edit the customer number:
e Prefix = Project number is displayed as a preceding character string.
e Sequence number = Project number is automatically continued.
e Suffix = Project number is displayed as a following character string.

For the number setting you need a least a prefix or a sequence number. You can combine a prefix or a
suffix with a sequence number.

4. Click on OK or Apply to save your changes.

Mode description for prefix and suffix

Mode Data type and significance
Any text Any changeable character string of any length.
Fix text Any character string of any length, which cannot be changed, e.g. the

word project.

Regular To define the format of the customer number insert a Regular expression and
expression a Default.
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Please note the format rules, for more information see: Change the number

format.

Examples of common formats

Example

Four-digit year combined with sequence number (e.g. "2016-
008")

components:
e "2016-" (fixed prefix with year).

e "Sequence number" (maximum 3 digits with leading
zeroes).

Sequence number with country code

components:

e "Sequence number" (maximum 5 digits with leading
zeroes).

e Country code (-DE, -AT, -FR, ...).

Simple sequence number

e "Sequence number" (maximum 6 digits with leading
zeroes).

Free format

Configuration

Prefix:

e Rule: M\d{4}-$

e Default: 2016- or 2015-

Sequence number: Digits: 3

Suffix: none

Prefix: none

Sequence number: Digits: 5

Suffix:

e Regular expression: A-

\w{2}$

e Default: -DE

Prefix: none

Sequence number: Digits : 6

Suffix: none

Prefix: any text
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Example Configuration

Sequence number: none

Suffix: none

WARNING  Effects of changing the number format:
¢ New projects are created automatically with numbers in the new format.
e Existing projects retain their old numbers.

e A once assigned sequence number cannot be used again.

Adjust the division structure
InLoox provides its own division structure that is independent of the division structure in Outlook.
The InLoox division structure is only available within the InLoox PM Enterprise Edition.

The division structure can be subdivided into as many levels as needed. You can assign whole division
to a project. Additionally, the division structure supports you in assigning tasks to resources.

Create a new division
1. Open the InLoox options by clicking on File in the upper left corner. Afterwards click on the InLoox

) % Options
options button

2. Select General Options and click on Divisions.
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:Click on New to create
:a new divison.
R Opiors” i

[=- General Options

- Project Number gﬁ Divisions
- Project Statuses -
(- Customers ® New 4 Your company
- Groups T
o
Management
&= Divisions i
- More Optons Wexteting
(- Permissions Sales
:Describe the division, if needed.
: :Name the new division.
&Q& Division :
Name F’r.oduction
Description T
ol Resources e
(v
L Add | DISPLAY NAME
¥ Joel Somers
: o Delete

: i To delete a chosen resource
: i click on Delete.

Click on Add to select a
: resource from the address book.

To create the division :
click on OK.:

3. To save your changes click on OK or Apply.

Edit and Delete already existing divisions
e Choose a division and click on Edit to customize the chosen division.



134

User Manual InLoox 10 for Windows/Outlook

Click on Delate to remove a chosen division from the division list.

Effects of creating, editing and deleting a division
The renaming of a division immediately affects all relevant projects.

Adjust the project number

The deletion of a division immediately affects all relevant projects.

A new division is visible on the management and tasks page when adding a resource.

Within the InLoox options you can individually edit the project number.

TP The options define the project number format. For more information see Change the number
format.

Edit the project number

1. Open the InLoox options by clicking on File in the left corner. Afterwards click on the InLoox options

% Options

button

2. Select General Options and click on Project Number.

& Options

=

-~ Project Number

-~ Project Statuses

[#- Customers
Groups

| Categories
Divisions

- More Options

Permissions

Custom Fields

i Locks

License Key

: Web App Options
i Privacy Protection
|- Software Updates

User Settings

'Ll

|V Prefix Custom text
) Fixed text:
@ Regular expression

Rule: Md{4}-s

Default: 2016-

[V Sequence number

Start at: 4
Digits: 4
(] Suffix Custom text
Fixed text

9) Regular expression
Regular expresson:

Default:

3. Individually edit the project number by using one of the three options or combining them.

Prefix = Project number is displayed as a preceding character string.
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e Sequence number = Project number is automatically continued.
e Suffix = Project number is displayed as a following character string.
4. Click on OK or Apply to save your changes.

Mode description for prefix and suffix

Mode Data type and significance
Custom text Any changeable character string of any length.
Fixed text Any character string of any length, which cannot be changed, e.g. the word project-.

Regular expression  To define the format of the project number insert a Regular expression and a Default.

Please note the format rules, for more information see Change the number format.

Examples of common formats

Example Configuration
Four-digit year combined with sequence number (e.g. "2016- Prefix:
008")

e Rule: A\d{4}-$

e Default: 2015- or 2016-

components: .
Sequence number: Digits: 3

e "2016-" (fixed prefix with year).

e "Sequence number" (maximum 3 digits with leading

Suffix: none
zeroes).
Sequence number with country code Prefix: none
components: Sequence number: Digits: 5
e "Sequence number" (maximum 5 digits with leading
zeroes). .
Suffix:

e Country code (-DE, -AT, -FR, ...).

e Rule: A-\w{2}$

e Default: -DE

Simple sequence number Prefix: none


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/inloox-9-options/change-the-number-format-in-inloox-9/
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Example Configuration
e "Sequence number" (maximum 6 digits with leading Sequence number: Digits : 6
zeroes).
Suffix: none
Free format Prefix: any text

Sequence number: none

Suffix: none

WARNING Effects of changing the number format:
e New projects are created automatically with project numbers in the new format.
e Existing projects retain their old numbers.

e Once assigned sequence numbers cannot be used again.

Budgets

Manage budget and budget item templates

Templates allow you to quickly re-create a budget or budget item, instead of having to create a new
one from scratch. You can create, edit and delete budget items and budget templates in the InLoox
Options. To get there, click on File in the upper left hand corner of Microsoft Outlook and then
navigate to InLoox Options >> Budgets >> Templates.

Budget items
Creating budget item templates allows you to use the template if you want to bill the same activity
again. This will save you time as you won’t have to create a new budget item.

o Options EX

Pirimmiziion 1 Burclgpest iems

Fies NAME DESCRIFTION
Or-5ie Visit

R e L e
g

Create Print Template for Prociuct Falder
Budgets Dalute Prepare Meelifg Mateis
Templales
Buciget 1h=ms
Buciget Templates

To create a new budget item template follow these steps:
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1. Go to InLoox Options and then in the panel on the left navigate to Budgets >> Templates >> Budget
Items

2. Click on New to create a new budget item template.

3. You can edit the information of your new budget item template in the new dialog window:

Optional: Add a description of your budget item

Name your budget item template

Edit Line ltem n
[E Budget item
b
Name Media Consulting:
Description ®
Define the quantity of the budget item,
Define a new pricing unit, . — e.g. if you want to bill 90 minutes as a
sty -
e.g. minutes, hours or days . consulting hour, then specify the quantity
- - 25" 5"
@ New Design
. | Production
Edit a selected unit ® et | o PURGHASE P... | SALES PRICE... Consuling
—lEs T T Maintenance Specify to which group(s) you want to
Delete a selected unit ® Days $320.00 $%60.00 assign the budget item template
°
Cancel

Listed are all pricing units defined for this budget item template

e Section Budget Item

e Name and Description — Give your budget item a clearly distinguishable name so you
will be able to identify it easily later on. Add a description with additional comments
or information if necessary.

e Quantity - Define the quantity of an item, e.g. if you want to bill 90 minutes as a
consulting hour, then specify “1.5”.

e Section Pricing

e Defining the purchase and sales prices for the budget item enables you to save time
as this information will be filled in automatically when you create a new budget item
from a template. You can create, edit or delete already defined pricing units.

e Section Groups

e Specify to which groups you want to assign the budget item template. You can
choose more than one. It’s important to choose at least one group, otherwise you
won't see the template when you create a new budget item in Budgets.

4.Click OK to save your new budget item template.
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Budget templates

You can create templates of a complete budget including budget items. If you want to create a budget
template out of an existing budget, you can do so in the respective Project Budgets directly. You can
also create a budget template from scratch in the InLoox Options. There you can also edit and delete
existing budget templates.

& General Oplions: it
i Penmiasions E Budget Templates
+- Lils
; Tﬂuh [ Mew HaME & | TYPE CREATED BY VISE,
& Plarmi = ‘House ConsTuction Expense [plan) Rita Meyer ]
+ Documents L House Tnierior Design Ewxponss (actual)  Rita Mayar
- Budgets Deizte PR Consulling Expense [actual)  Rita Meyer
E} Templates
- Budget Thems
Budget Templates
Fudget Statuses

Follow the following steps to create a new budget template:

1. Go to the InLoox Options and in the folder structure on the left navigate to Budgets >> Templates
>> Budget Templates

2. Click on New to create a new budget template.

3. Edit your template in the new dialog window:

Choose between the 4 budget types:

Expense (plan) By default, the budget is only
Expense (actual) visible to yourself, but you can

Revenue (plan) mark it as visible for all users
Revenue (actual) :

Expense (plan) v | [ visible for all users

Create a new budget item [House Construction
fOr- the bUdget template .....................
________________ 1 Carpeting and Base ~
2 Exterior Wall Surfaces
Edlt d Selected ' 3 Rough-n Ductwork, Plu...
. 4 Drywall
budget item : 5 pantng
Delete a selected ¢ i
budget item 7 Mew Budget Ttem

8 Flooring

9 Footings

10 Walls

11 Accept Site Slab on Grade
12 Concrete Piles

13 Spread Footings
14 Brick
15 Exterior Trim

A R I P R I S P I o
o o o 0 o . 0 0 G o o i
Al Sk AR CHE SRR R AR S SOk Gk R S SR A
Al Sk AR CHESRE E R S SR Ak R Sk
Al Sk GNE G SRR R AR S SOk Ak AR S R e

) 1| K| <1 | <1 ) T R K R K R R R 8

W m

AllO0O0OooooooooooOooo s
<

o
s

List of all budget items in the

Change the order of the budget items “budget template

in the list
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e Type — Choose between the four budget types Expense (plan), Expense (actual), Revenue
(plan) and Revenue (actual)

e Visible for all users — By default, the budget is only visible to yourself, but you can mark it as
visible for all users.

¢ Name — Give your budget template a clearly distinguishable name so you and your team
members can easily find it later.

e New - To create a new budget item click on New. A window will open in which you can edit
the information of your budget item

o Edit and Delete - Mark the budget item which you want to edit or delete, and click on Edit or
Delete respectively.

e Order of budget items - Change the order of the budget items in the list by marking a budget
item and move it up or down by clicking on the arrows.

4. Click on OK to save your new budget template.

Manage the budget statuses
The standard statuses that are in the InLoox Options by default are Rejected, Approved and Open.
You can also create individual budget statuses, or edit and delete the existing ones.

5
*
m T"'“" Map Fiem HAME BUDGET MELTRAL -
5 Tasks
=1 W
+- Planming Ed ejctend
T Descimenia Approeed
-+ Budgels Ntehe Oipen
| E Templates

Follow these steps to create a new budget status:

1. In Outlook, click on File in the upper left hand corner and click on InLoox Options.
2. Navigate to Budgets >> Budget status in the folder structure.

3. Click on New to create a new budget status.

4. Edit your new budget status in the dialog window. You can also decide whether budgets with that
status are budget neutral or budget relevant.

Budoet status

Mew name:

| Approved

[] Budget neutral
Hide budgets with this status in totals and budget

OK | | Cancel |

User Manual InLoox 10 for Windows/Outlook
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5. Click on OK to save your new budget status.

Change the language of InLoox

InLoox is a multilingual system. The operating language adjusts automatically to the Region and
Language Options in the Windows Control Panel. The language can be changed manually during the
operation of InLoox at any time without the need to restart.

Proceed as follows to change the operating language of InLoox:

1. We start from the Outlook inbox.

2. Click on File and afterwards on InLoox PM options or InLoox now options.

3. In the tree structure on the left of the InLoox options and select User Settings and Language.
4. Now you can switch the operating language (Auto, English, German, French, Italian, Spanish).

5. To save your changes click on Apply. Now you can close the InLoox options, the operating language
will be changed immediately without a re-start of Microsoft Outlook.

Change the number format

Within the InLoox options in the area Project Number and Customer Number you can define the
format rules for project numbers and customer numbers. Please note the following possible effects of
changing the format settings:

e New projects/customers are created automatically with the new number format.
e Existing projects/customers retain their old numbers.
e Once assigned sequence numbers cannot be used again.

Format rules

Character Data type and significance

Any single character.

\d{COUNT}  Any numeric (0-9) with COUNT digits. COUNT stands for any positive integer, e.g. 5.

\W{COUNT} Any character string (A-Z, a-z, 0-9, underscore "_") with COUNT characters. COUNT
stands for any positive integer, e.g. 5.

\D{COUNT} Any character string (A-Z, a-z, special characters, umlauts, spaces) with COUNT
characters. Numerics are not allowed.

\W Single special character. (A-Z, a-z) or numeric (0-9) are not allowed.
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Character Data type and significance

STRING STRING stands for a fixed character string specified by the user,
e.g. project, department_A, PID.

ASTRINGS Expressions placed between A and $ must not be empty and must be of the defined
length. The only permissible input in this example is STRING.
Without A and $, STRING1234 or an empty text is also a valid input.

Sample formats

Format Examples

. \d{4} right: Ab_1234, ?1_0000

wrong: 12-1234, ab-abcd

SAMPLE... right: SAMPLE1234, SAMPLEABCD, SAMPLEab12, SAMPLE

wrong: SAPMLE1234, 1234SAMPLE

\w{2}-\d{2} right: ab-12, AB-12, 01-12, a1-99

wrong: 12-ab, 66-12, ??-12

\W{2}SEPERATOR\D{2} right: 1ISEPERATOR12, 12SEPERATOR12, abSEPERATOR!?

wrong: ITRENNab, 12SEPERATORab, abSEPERATOR12

Create an InLoox PM user account

To logon to the InLoox PM project management platform you can use Windows or InLoox PM
Authentication. With an InLoox PM Authentication, external team members, project partners or
stakeholder without their own Windows user account in the corporate network are able to log into
InLoox PM directly with user name and password.

IMPORTANT Only users with administrative permissions can create an InLoox PM account.

InLoox PM authentication
Please follow these steps to create an InLoox PM account:
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1. Activate first the InLoox PM contact management.

TP For more information, see Activate the contact management.

2. Create a new contact in the InLoox PM Contacts.

TF For more information, see Add a contact.

3. Open the InLoox PM Options dialog box.

TF For more information on how to open the InLoox PM options, please see Open the

InLoox PM options.
4. Under Permissions click Permissions.

5. Inthe User-based permissions section, click New.

-

-
Permissions &

& -
&b User ! Rolename Permessons
= PERMISSION
Create projects
Buthenbication Create project request

Release project request

@ Windows Authentication Read projects

x PM Authentication Access List

Access Wind Maps®
fer name: Read “Work Padages™
R Access Planning”
Aecess “Time Tracking”
Retype passwond: Access own “Time Tracking” entries
Change password on next logon Acess Tiocuments™
Access Budgets”
ninactive Edit projects
Edit Management”
Edit Project Contacts”
Add Project notes”
Delete Project notes”
Delete own Praject notes”
Lock projects
Edit List”
Edit Mind Maps”

Cancel

6. Inthe Permissions dialog box, please follow these steps:

1. Click the Arrow B and choose from the drop-down list InLoox PM user.

2. Inthe Select Contact dialog box, select InLoox PM address book from the drop-down

list Address book. Choose a name from the list and click OK.
The contact name is now displayed in the User name box, in
the Authentication section, under InLoox PM Authentication.

3. You can change the name in the User name field.

4. Inthe Password field, type a new password for the InLoox PM authentication.

5. Enter this password again in the Retype password box to confirm it.
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6. Activate one of the following check boxes:

e Activate the Change the password on the next logon check box to allow the
InLoox PM user to change his or her password. See Change InLoox PM
password below.

e Activate the Logon inactive check box to deactivate the authentication.
7. Select the permissions from the Permissions list for the InLoox PM user.
8. Click OK.

7. Click OK or Apply to save the changes.

T Now, the InLoox PM user can logon to InLoox PM. For more information see Log on as
InLoox PM user.

Change the InLoox PM password
Please follow these steps to change the InLoox PM password

1. Open the InLoox PM Options.
TP For more information on how to open the InLoox PM options, see Open the InLoox PM
options.

2. Under User settings click User Login.

3. Inthe User Login section, choose InLoox PM Authentication and click the Change
Password button.
You can also change your user name in the User name field.

4. Inthe InLoox PM Authentication dialog box, type your current password in the Current
password field.

5. Type the new password in the Password field.
6. Type the new password again in the Retype new password field.

7. Click OK.
Now, you can use your new password for the InLoox PM Authentication.

P For more information on how to log on, see Log on as InLoox PM user.

Create and Assign Skills

Define the skills of your team members in InLoox, such as language skills, special industry knowledge
or certifications. This enables you to easily identify employees with the required skills inside your
company, contact them directly and accurately allocate them according to their skills.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/7-0/online-help-inloox-pm-7/security-and-privacy-settings-in-inloox-pm-7/how-to-log-on-with-the-inloox-pm-7-user-credentials/
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Search by Skills

|Ede fair experience, PMF Certified | W |

| M| (Select All

[ ] Product Development
levelopl [ jayascript
opment [T German (Mative Speaker)

trade fair experience

[ ] Project Management

[ c# Development

[ ] German {Bilingual)

[] cM5 knowledge

PMP Certified

| K || Cancel|

You can create, edit and delete skills in the InLoox Options, as well as assign or re-assign these skills to
the respective resources.

'\\ Skills

¢l

Mew MAME DESCRIFTION
i C# Development
<= oo
CMs
German (Mative Speaker Bilingual)
Photoshop

alf Assormen

PMP Certified

Project Management Agile
Projekt Management Traditional
Relational Databases

Trade Fair Experience

RESCOURCE SKILLS
Patricia Peters German (Mative Speaker t
Rita Meyer Photoshop; Project Manat

Frank Foster Project Management Agile
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Create a new skill
Follow these steps to create a new skill:

1. Navigate to File >> InLoox Options >> Contacts >> Skills

User Manual InLoox 10 for Windows/Outlook

\‘\ Skills

¢

Mew MAME DESCRIPTION
- | C# Development
CMS
German (Mative Speaker Bilingual)
Photoshop
PMP Certified

Project Management Agile
Projekt Management Traditional
Relational Databases

Trade Fair Experience

2. Click on New to create a new skill.

3. Anew editing dialog opens in which you can give the new skill a name and add a description.

'\\ Skdll

¢

Mame | C# Development

Description

4, Confirm with OK.

Assign a skill to a resource
Follow these steps to assign one or more skills to a resource:
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1.

alj Assormen
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Navigate to File >> InLoox Options >> Contacts >> Assignment

RESOURCE SKILLS
Patricia Peters German (Mative Speakert

Rita Meyer Photoshop; Project Manar

Frank Foster Project Management Agile

ol

Click on New to assign skills to a resource

A new editing dialog opens. Click on [...] to open the address book. Choose the contact you
want to assign skills to. Confirm your choice with OK.

Select all skills you want to assign to the contact.

Skill Assignment

Resource | Patrida Peters

Skills

Create

[] c# Development

[] cms

German (Mative Speaker Bilingual)
[] Photoshop

PMP Certified

|:| Project Management Agile

Projekt Management Traditional

[ | Relational Databases

Trade Fair Experience

and edit groups

Groups are a good way to sort tasks and budget items into specific categories with pre-defined
purchasing and sales prices. This enables you to keep an overview of your expenses and revenues
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across different groups, i.e. types of work or services (see Budget Overview). It’s important to create
distinct groups that cover distinct activities, such as Production, Design, Maintenance, or Consulting.

The automatically created budgets Expenses (Plan, Resources) and Expenses (Actual, Time
Tracking) use the purchase and sales prices specified for each group to bill a task.

You can add, edit and delete groups in the InLoox Options. To get there navigate to the InLoox
Options >> General Options >> Groups.

Add a new group S Edit an existing group

Delete a selected
. : MAME PURCHASE PRICE SALES P
group LIE

> iDesign .00
: Edit ()] fon &
: Production £40.00
EEEERRCEE Consulting @ $40.00

= All groups, including their purchase
Change the order and sales prices, are shown. Pricing

in which groups calculations will be based on these
are being displayed prices.
F Currency

Change the currency
@ symbol

Symbol 4

Creating a new group
To create a new group, take the following steps:
1. Go to InLoox Options and navigate to General Options >> Groups

2. Click on New and an edit window will open


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/budget-overview-inloox-9-for-outlook/
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Group

Mame | Maintenance

Purchase price |

Sales price |

3.

Edit the group information

e Name - Give your group a clearly distinguishable name. This will make it easier to
assign your budget items to the right group.

e Purchase and Sales price — Define the standard purchase and sales price for the
group

4. ClickOKto confirm

Important Effects of creating, editing or deleting a group, or changing the currency:

: D Mame | Misi

Creating a new group does not affect your existing budget items and tasks.

The purchase and sales prices of your existing budget items will remain the same, even if you
edit the purchase and sales prices of a group. The pricing will automatically change

to Custom when you change the prices for a group in the InLoox Options. If you want to apply
the newly defined prices, select Standard.

L-Ganﬂﬁi x

Description Misc

E‘ Pricing N
Quantity Init{s) |hours | |

Frice () standard @) Custom

Purchaze price Total €727.50| )
Sales price €560.00 | Total €1,455.00

Detail=s | :A

Performed by | Rita Meyer

Provision date | 1f10/2017 4:53 PM
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Already billed expenses from time tracking entries will not change when you edit purchase and sales
prices.

e If you delete a group, all tasks and budget items that have been assigned to this group will
automatically be assigned to another group. You will have to re-assign these tasks to the
appropriate group.

e Changing the currency symbol does not automatically convert prices. Prices in InLoox will
remain the same (“currency rate” = 1:1), and only the currency symbol changes.

Create and manage customers
The InLoox options support you with a central customer management. You can create a new
customer system-wide within the options as well as directly within a project.

Create a new customer

1. Open the InLoox options by clicking on File in the upper left corner. Afterwards click on the InLoox

] % Options
options button

2. Select General Options and click on Customer then on Customers.

: Click on New to
: create a new customer.

,,@ Options ' . -
—- General Options ®
--Project Number JU‘ Cuﬂomers
Project Statuses :
- Custol et
|- Customers New NUMBER | NAME
i Customer Number
= 0001 Intern
Eait = Az
| - Groups 0002 Trade Fair Company
1E Categories Delete
:Name the customer.
New Customer &

08 Customer
omer :
&4 :
®

Name Avano Company

Number |auto

OK ; Cancel

%The number is :
:created automatically. :

To create the customer%
click on OK.:
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3. To save your changes click on OK or Apply.

Edit and delete already existing customer
e Choose a customer and click on Edit to customize the chosen customer.

e Click on Delate to remove a chosen customer from the customer list.

Effects of editing or deleting a customer
e The renaming of a customer immediately affects all relevant projects.

e The deletion of a customer immediately affects all relevant projects.

Documents
If you are the admin, you can edit the settings for the document folder path and the document folder

structure in the InLoox Options . As of InLoox version 9.0.12 admins can also set rules
for the creation of document folders.

Change the document folder path
In the InLoox PM options you can define the rules for the document storage feature. To change the
document folder path in the InLoox options, proceed as follows:

1. Open the InLoox PM options by clicking on File and afterwards directly below InLoox PM on
options.

2. The dialog box Options opens.Click on Documents on the right side of the box and afterwards
on Document Store.
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A Options e

[}
+
[}
1
4
1

= -F-= -0

General Options

Permissions : Defaudt Document Store

Lists

Mind Map Automaticaly update document Ist on project startup

Tasks

Plarning

-- Documents
Folder Structure Fatt wil be axtomatically converted to UNC

Budpets Rule:

Reports

Email Templates <PROECT_NUMBER > <PROJECT_NAME> Fieids

Contacts

Notifications

Custom Fields

Locks

License Key

Web App

Privacy Protecton

Software Updates

User Settings

@ File Server

C:\Progekte

SharePoint Server site;

oK Canced Apply nep

3. Select the Automatically update document list on project startup check box to automatically
refresh the document list when opening a project. This feature slows down the opening progress of a
project, but ensures that the document list displays the latest status of the document folder.

4. Choose between File Server and SharePoint Server site as default document store.

4.1 When you manage your documents on your own computer or on a file server, choose File Server.

Afterwards click on " | to select a folder and then click on OK.

In the Rules field you can define the folder structure. To define a rule you can use the
following fields: Project Name, Project Number, Company Name, Company Number, and
Division.

The default setting for the rule <PROJECT_NUMBER><PROJECT_NAME> leads to the following
folder structure: <BASEPATH>\2016-001 Project 1

4.2 When you manage your documents on a SharePoint server, choose SharePoint Server site.

Enter the path to your SharePoint server, like http://company/web or Http://www.my-
sharepoint.com/site_intern/, in the first field.

Document library rule and Sub-folder rule (optional): Here you can define the structure for
the SharePoint document library and — if needed — for sub-folders. You can enter any text
(and use one library for all projects) or use fields to define a rule (see Rules in the file server
section). The advantage of using a rule and creating one document library for every project is
that you can individually control the access permissions of the different project libraries.

Effects of changing the storage type, base path or rules:
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e |f there haven’t been any projects yet, changing the settings has no effects. New projects will
be created on base of the new settings.

o If you have existing projects and you change the settings, all new projects will be created on
base of the changed settings. All existing projects will be continued with the former settings,
unless you change it manually in the project.

Edit the document folder structure

The InLoox PM options allow you to individually define the folder structure for the document area.
Thereby, you can automatically create subfolders in every document folder. You can create as many
subfolders as needed.

For example, when you create a new subfolder (e.g. marketing) in the InLoox PM options. This new
subfolder is created in every project document folder.

How to create a new subfolder

1. Open the InLoox PM options by clicking on File in the left corner. Afterwards click
on Options below InLoox PM in the side panel.

2. Click on Documents and then on Folder structure. On the right side you will see the Folder
structure area.

Click on New to create a new subfolder. Enter the
name of the subfolder in the dialog box and click OK.

: .Edit an already existing
§ Esubfolder.

Options
= General Opuons
+  Permissions
+ Mind Map
+ Work Packages
+ Planning '
= Documents ® x|
Document store -
Folder structure O Delete

+ Budgets

gTo delete a folder, select it
:and click on Delete.

3. Click on OK or Apply, to save your changes.

WARNING  Effacts of changing the document folder structure:
e Existing subfolders are not deleted or renamed, when the subfolder structure is changed.

e The new structure is applied to already existing projects, when new documents are added.
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Set rules for document folder structure
In order to use this feature, you have to download InLoox version 9.0.12 or higher.

1. In Outlook, click on File and open the InLoox Options.

2. Inthe side panel, click on Documents and then on Folder structure.

3. Click on New to create a new folder.

4. If you want to set a rule for this folder, activate Create if.

5. Click on Fields, to select which field needs to have a certain value. Select, e.g., Division.

In this example, we want to create the subfolder “Product Development\Beta” only if it is a project of
the division IT-Beta Team.

A

Options

- General Options
- Permissions Folder Structure
- Lists

_ e
Tasks

i - Product Development Create always
- Planning Edit
“Documents Marketing Create always
Delete
- EUEEE - — New Sub Folder
- Folder Structure
- Budgets
- Reports —I—_ Sub Folder
- Email Templates
- Contacts
- Custom Fields Product Development\Beta
L"t'dcs je.g. “Maketing " or "Presentations \Englsh | Workflow ")
[~ License Key
- Privacy Protection
- Software Updates
[+- User Settings

-
[l e g e

Mame of the sub folder to be created automatically:

Rule

() Create always

+ (@) Createif:
DivisionName
Compares regular expression Projectname
Projectnumber
oK Division
Client
QK Cancel Apply Help

IMPORTANT The regular expression must exactly match the value used in the field. If the division is
called “IT-Beta Team”, the rule will not apply if you enter ,it-beta team”.

If you create a new project and click on New in the Documents section, the new folder structure is
automatically created based on the newly set rules.
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Regular expressions for more complex rules

E = Document Store Mew Product (2017-0041) - InLoox now F
Start Edit View Reports Settings Search project. ..
> X 7 & = 7 Bx
Edit Delete  Favorite Open  Download Sendas  Mew Folder Rename Delete  Propertie:
Document  Email = Folder  Folder
Edit Documents
— All Documents
Fawvorites
Project Folder . | File Mame 4 |Project Folder Ty
Folder 1 0| Reguirements_Beta-Vxy.xlsx Projekte/Product Develo... Mic
Folder 2
Folder 3
Marketing
- Product Development
Beta

If you are familiar with regular expressions, you can use them to set more complex rules. Here are
some examples:

Options
—I__ Folder Structure
Mew Mame Rule
= Folder 1 <Mumber > correlate [~2017-]
i
Folder 2 <DivisionMame = correlate [IT-Beta Team]
Delete Folder 3 <MName > correlate [~Internis]

Marketing Create always
Product Development Create always
 Product Development\Beta <DivisionMame > correlate [[T-Beta Team]

minus).

space (e.g. ,Intern digitalization project” or ,Intern revision 2016“).

Folder 1 is only created if the project number starts with ,2017-, (the year followed by a

Folder 2 is only created if the division ,,IT-Team Beta“ is selected for the project.

Folder 3 is only created if the project name starts with the letters , Intern” followed by a

PLEASE NOTE New rules are not applied to existing projects. They only apply for newly created
projects.

PLEASE NOTE If a value for the regular expression does not exist, InLoox warns you with an x next to
the field. The value for the regular expression must exactly match the value used in the field.
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OR-rules for a document folder

You can set several OR-rules for one folder. Simply create each rule for the same folder. InLoox will
then create the folder if one of the rules applies.

In this example, the Folder 3 will be created if the project name is ,,Intern” followed by a space or if
the customer in the project is , Intern”.

Options

—l__ Folder Structure

Mew Mame a | Rule

= Folder 1 <Mumber = correlate [<2017-]
Folder 2 <DivisionMame = correlate [IT-Beta Team]

Delete Folder 3 <Mame = correlate [“Intern's]

Folder 3 =Client> correlate [Intern]
Marketing Create always
Product Development Create always
 Product Development'Beta <DivisionMame = correlate [IT-Beta Team]

PLEASE NOTE You cannot create AND-rules.

Edit or delete rules

If you want to edit a rule, mark it and click on Edit or double-click on the rule. Now you can change
the values for the rule. Click on Apply or click on OK to apply the changes an close the InLoox
Options.

If you want to delete a rule, mark the rule and click on Delete. InLoox will ask you, if you really want
to delete the rule. Confirm by clicking on Yes.

PLEASE NOTE If you delete a rule, this will not affect existing folder structures. The rule will only no
longer be applied for newly created project document folders.

Edit the project statuses
The status defines different project conditions and degrees of completion. You can edit the status of a
project on the Management page.

In the InLoox options you can define as many project statuses as needed. Each status is connected to
the project progress as a percentage.

Create a new project status

1. Open the InLoox options by clicking on File in the upper left corner. Afterwards click on the InLoox
options button
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2. Select General Options and click on Project Statuses.

i Click on New to create
:a new project status.

User Manual InLoox 10 for Windows/O!

R Options .

= General Options
i i Project Number
i Project Statuses
) Customers
i Groups
i Categories
- Divisions
- More Options

Ml Project Status
@ New NAVE [PROGRESS
iOpen 0 %
Edit (2 -
Completed 100 %
Delete | Cancelled 100 %

: Name the new status.

New Project Status

o

]| Project Status :

Name | .

Progress (%) [0 @

Select a corresponding

progress in %.

: To create the category
: click on OK.

3. To save your changes click on OK or Apply.

Edit and delete already existing statuses

e Choose a status from the list and click on Edit to customize the chosen status.

e Click on Delete to remove a chosen status from the project status list.

Effects of creating, editing and deleting a project status

e Adding a new status won'’t affect existing projects.

e Changing the sequence in the status list has no effects on existing projects.

e Editing a status (e.g. name, progress in %) immediately affects all relevant projects.
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e Deleting a status affects all projects that used it. Those stay without a status until the user
manually chooses another status in the project.

Lock and unlock project access

InLoox enables you to lock a project if you want to avoid further changes to a project. You can delete
a project lock anytime. To be able to lock a project or to delete a project lock you have to have the
permission to Lock projects.

Please follow these steps to lock a project:

1. Open an existing project or create a new one.

TF For more information on how to create a project see Create a project.
2. Onthe Management page, on the Edit tab, in the Status group, click Lock project.

3. On the Start tab in the Actions group click Save and close.

Manage e-mail templates

InLoox offers four different default e-mail templates (project request, project launch, project status
and project conclusion). Those default templates can be edited by an InLoox admin in the InLoox
options. The admin can also create individual templates (administrator permission needed!).

1. Click on File and then on InLoox Now Options or InLoox PM Options to open the InLoox
options.

2. A new window will open. In the navigation area on the left click on Email Templates >>
Templates. An overview to the already existing templates will open.

e

Options

< General Options ) _
¢+ Permissions | Email lemplales
& Mind Map
- Work Packages
= Plarniing
+ Document= Exit Project condusion
¢ Budgets Project launch
- Peports Design Project status
- Emails Templales
Tenpistes peete

+ Contacts
+- Notifications =

Custom fields Bport

Locks
¢ License key

MEw MNAME

Import

In the overview you can (1) create a new e-mail template, (2) edit existing templates, (3) design e-
mail templates, (4) delete existing templates, (5) export templates or (6) import templates.

(1) Create a new e-mail template
1. To create a new e-mail template click on New.

2. A new window will open. Here you can add information about the new template:
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¢ Name the e-mail template.

o Define rules for the e-mail fields Recipient, CC Recipient, BCC Recipient and Subject.
Therefore, click on Fields and select a field from the dropdown-list like PROJECT_MANAGER.

3. Afterwards click on OK to close the dialogue and save the new template.

4. Now a new window will open (InLoox Report Designer), where you can edit the template
individually. How to work with the InLoox Report Designer is explained in the chapter The InLoox
Report Designer (The InLoox Report designer features are restricted for e-mail templates and not as
extensive as for InLoox reports). When you have finished, click on Apply in the InLoox options to save
your changes.

(2) Edit e-mail templates

For changing the general details (Name, rules) of an e-mail template select the template from the
overview and click on Edit. A new window will open, where you can edit the general settings. When
you have finished click on OK to close the window. Back in the InLoox options click on Apply to save
your changes.

(3) Design e-mail templates

For changing the content of an already existing e-mail template select the template from the
overview and click on Design. A new window will open (InLoox Report Designer), where you can edit
the template content individually. How to work with the InLoox Report Designer is explained in the
chapter The InLoox Report Designer (The InLoox Report designer features are restricted for e-mail
templates and not as extensive as for InLoox reports). When you have finished, click on Apply in the
InLoox options to save your changes.

(4) Delete e-mail templates

To permanently delete an e-mail template, select the template from the overview and click on Delete.
Afterwards click on Apply in the InLoox options, to save your changes.

(5) Export e-mail templates

For saving e-mail templates on your computer locally, select a template from the overview and click
on Export. Afterwards select the storage location and click on Save. When you have finished, click
on Apply to save your changes.

(6) Import e-mail templates

For importing e-mail templates that are saved locally on your computer, click on Import. A new
window will open where you select the template and click on Open. When you have finished, click
on Apply to save your changes.
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Manage mind map templates
In the InLoox options you can edit mind map templates that you have created in the projects. For
managing the mind map templates you need specific user permissions.

TP For more information on how to create a mind map template see: Export a mind map template

1. Open the InLoox options by clicking on File in the upper left corner.

2. Click on Mind Map and then click on Templates. On the right side you can see the area mind map
templates:

§Permanently delete a selected template.

Rename a selected mind map template.

£ Options
% General Options | 4 ©
< Permissions .: *Mind Map Templates
= Lists -
= Mind Map You cdn create new templates from within any project, Select the option "Save” from the project’s Tind Map”|
T erplates pazgeg
¢ Td“_ : Rename NAME
+/ Planning ‘
< Documents Delete STaOm——
< Budgets Postprocessing
+!- Reports Exvort Prefabricate
xport refabricates
= Emall Templates - .
+-Contacts Import ‘
~ Custom Fields .
- Locks Do“riood..éé
- License Key & =3

§§C!ick on Export to save an existing template to
::your computer. Click on Import to load a mind
::map template from your computer.

Click on Download to download mind map
i templates from the InLoox website.

3. Click on OK or Apply to save your changes in the InLoox options.

Manage notification templates (InLoox PM)

Customize/Design notification templates

You can individually customize the default notification templates. Therefore, you can use several
fields. A field can be described as a placeholder for specific project information. You can edit the
template by deleting or adding fields.

To customize a template, proceed as follows:
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1. Open the InLoox PM options and the notification templates area via the tree structure on the left
(File >> InLoox PM options >> Notifications >> Templates).

2. Select a template from the overview and click on Design, to open the notification designer.

3. In the notification designer on the right, you will see the list of variables. Click on Variables, to see

all available fields.

The following fields are available to customize notification templates:

Field name

DisplayName

Description

EndDate

Flag

GroupName

IsProjectEndDateFixed

Link

Location

PlannerName

Progress

Description

Display name

Description

End planning
element

Flag

Group

Fixed
deadline
project

Linked
documents

Location

Name of
planner

% completed

Content

Name of tasks, planning elements, documents and
project notes.

Multiple-line description of planning elements.

End date of the planning element.

Highlighting for planning elements (none, green, yellow,
red).

Indicates the group of the planning element. The group
can be a sort criterion or project cost center.

Specifies whether the project has a fixed completion
deadline.

Document paths (text-only) of the planning item.

Free text field. States where the planning element is to
be carried out.

The name of the project planner, as stored in Outlook,
e.g. Rita Meyer.

Completion degree of a planning element in percent.
Numeric value between 0 and 100.
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Field name

ProjectCategory

ProjectCompany

ProjectEnd

ProjectName

ProjectNote

ProjectNumber

ProjectPriority

ProjectStart

Projectstate

PSPCode

ResourceName

Resourcelist

StartDate

Description

Project
category

Project
company

Project end

Projekt
Name

Project name

Project
number

Project
priority

Projekt Start

Project
status

PSP code

Name of
resource

Resources

Start
planning
element

User Manual InLoox 10

Content

Category to which the project belongs.

Free text field of the customer's name in the project.

End date of the project.

Short, free description of the project. The project name
can be used several times.

Multiple-line text for important project information.

Unique number to identify the project.

Priority of the project.

Start of the respective project.

Specifies the state of project development

PSP code = Work Breakdown Structure code. Free text
field for identification of phases and milestones in large
projects.

The name of the resource or recipient of the message, as
stored in Outlook, e.g. Max Schiller.

List of all involved resources of a planning element,
including email address

Start date of the planning element.
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Field name

WorkAmount
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Description Content
Work Work amount, which is done by the recipient resource of
amount the planning element.

Default notification templates
InLoox PM provides you with various default notification templates that can be managed in the
InLoox options (File >> InLoox PM options >> Notifications >> Templates).

You can use the following InLoox PM default notification templates:

Notification

Task - done

Task note - added

Task - added

Task - resource
added

Task - modified

Task - resource
removed

Task - deleted

Task note - deleted

Document - added

Document - deleted

Document -
modified

Activity -
Predecessor done

Purpose

InLoox PM sends this notification as soon as a task is marked as done.

This notification is created when a new task note is added to a task.

This notification is created when a new task is added to one of the
following project areas: Tasks, Mind Map or Planning.

As soon as a resource is added to a specific task, this notification will be
sent.

InLoox PM creates this notification as soon as a task is modified.

InLoox informs you when a resource is removed from a task.

This notification is created as soon as a task is deleted.

InLoox PM creates this message as soon as a task note is deleted.

InLoox PM informs you about new project documents.

InLoox PM informs you when a project document is deleted.

This notifications is created to notify about modified documents.

You receive this notification when a planning element - that is a
predecessor - is marked as done in the project plan.
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Notification

Activity - added

Activity - done

Activity - modified

Activity - deleted

Milestone -
Predessecor done

Milestone - done

Milestone - added

Milestone -
modified

Milestone - deleted

Project note - added

Project note -
removed

User Manual InLoox 10

Purpose

This notification informs about new activities in project plan.

As soon as an activity is marked as done in the project plan you receive this
notification.

This notifications informs about changes to activities in the project plan.

InLoox PM creates this message as soon as an activity is deleted from the
project plan.

InLoox PM creates this message when a milestone - that is a predessecor -
is marked as completed in the project plan.

As soon as a milestone is marked as done in the project plan, you receive
this notification.

When new milestones are added to the project plan, this notification is
created.

This notification informs about modified milestones.

This notification informs about deleted milestones.

This message informs about new project notes.

You receive this notification as soon as a project note is removed.

Define notification type
Like we have already mentioned in the introduction chapter, you can define for each notification
template different notification types. You can choose between: 1 E-Mail, 2 Task-Request and 3

Meeting-Request.
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Notification Templates
Design En... | Mame =1 | D
4 Document A
Bxport w'| Document - Added !
Download. .. w'| Document - Deleted W
w| Document - Modified v

You can choose only one notification type as well as several notification types at the same time:
1 E-Mail

By selecting E-Mail as the notification type, the resource will be notified via e-mail.

2 Task-Request

By selecting Task-Request as the notification type, the resource will receive a task-request as
notification.

3 Meeting-Request

By selecting Meeting-Request as the notification type, the resource will receive a meeting-request as
notification.

Introduction to notification templates
To manage InLoox PM notification templates, open the InLoox options:

1. We start from your Outlook inbox. Click on File in the left corner and afterwards on InLoox PM
options.

2. The InLoox PM options will open in a separate window. In this window select Notifications >>
Templates in the tree structure on the left, to get to the notification template overview.

# Options >
- General Options |_B1
- Project Number Notification Templates
Project Statuses ’
- Groups A
C Xpor
- Divisions E v/ Document - Added W
... More Cptions
&- issions w| Document - Deleted W
- Lists vw| Document - Modified v
- Mind Map 4 Planning
+- Tasks
. v Milestone - Predecessor done v
[+~ Planning
#- Documents v  Milestone - Added v
- Budgets v| Miestone - Published v
8 Rep _“I'I; tes | Milestone - Modified v
- Contacts v| Milestone - Deleted v
B h!utificdions v| Milestone - Resource added Cd
|  Activity - Predecessor done ”
- More Options
.. Custom Fields v|  Activity - Done v
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3. In the overview you can see all notification templates structured into tasks, documents and
planning. Additionally, you can define the notification type for each template by using the three icons
on the right side (see screenshot).

4. Furthermore, you have the possibility to design, export and download notification templates:

Design notification templates

To edit the content of an InLoox notification template, select the template from the overview and
click on Design. A new window will open, where you individually design the template. How to work
with the InLoox notification designer, will be explained in the next chapter: Customize notification

templates

When you have finished, save your changes by clicking on Apply in the InLoox options.

Export notification templates

To save a notification template locally on your computer, select the template from the overview and
click on Export. Afterwards select the storage place in the new window and click on Save. When you
have finished, save your changes by clicking on Apply in the InLoox options.

Download notification templates

To download notification templates from the InLoox website, click on Download. You will we
transferred to the InLoox website, where you select the language (German/English) for your
notification templates.

Manage project categories
To manage InLoox PM notification templates, open the InLoox options:

1. We start from your Outlook inbox. Click on File in the left corner and afterwards on InLoox PM
options.

2. The InLoox PM options will open in a separate window. In this window select Notifications >>
Templates in the tree structure on the left, to get to the notification template overview.


https://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/inloox-options/manage-notification-templates-inloox-pm/customize-notification-templates/
https://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/inloox-options/manage-notification-templates-inloox-pm/customize-notification-templates/
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£ Options >
= General Options |_B1
i Project Mumber Notification Templates
- Project Statuses ’
- Groups "
- Categories 4 Document
- Divisions v Document - Added v
... More Cptions
- Permissions v Document - Deleted o
- Lists v| Document - Modified v
- Mind Map 4 Planning
- Tasks )
. v Milestone - Predecessor done v
- Planning
- Documents v Milestone - Added ]
- Budgets v| Miestone - Published v
E;E : " 1? Iates | Miestone - Modified v
- Contacts v Milestone - Deleted ]
- Netifications v Milestone - Resource added ¥
v| Activity - Predecessor done v
i More Options
.. Custom Fields v Activity - Dane W

3. In the overview you can see all notification templates structured into tasks, documents and
planning. Additionally, you can define the notification type for each template by using the three icons
on the right side (see screenshot).

4. Furthermore, you have the possibility to design, export and download notification templates:

Design notification templates

To edit the content of an InLoox notification template, select the template from the overview and
click on Design. A new window will open, where you individually design the template. How to work
with the InLoox notification designer, will be explained in the next chapter: Customize notification
templates

When you have finished, save your changes by clicking on Apply in the InLoox options.

Export notification templates

To save a notification template locally on your computer, select the template from the overview and
click on Export. Afterwards select the storage place in the new window and click on Save. When you
have finished, save your changes by clicking on Apply in the InLoox options.

Download notification templates

To download notification templates from the InLoox website, click on Download. You will we
transferred to the InLoox website, where you select the language (German/English) for your
notification templates.
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Manage report templates
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Attention: To administrate report templates you should be InLoox admin or you will need the
permission “Create and edit report templates”. For more information on user permissions see also

“Set user permissions”.

Generally, report templates can be managed in the InLoox options:

1. Open Outlook and click on Home in the upper left corner. Select InLoox PM Options from the

list.

2. A new window will open. Select Reports >> Templates on the left side of the window. An
overview of the report templates will be shown.

p@ Options > r 7 1
e ———_— &
+)- Permissions a Report Templates
[+ Lists
el < v
o h | Budget overvi InLoox 9
@ Planning 2 udget overview nLoox
E) Documents Document list InLoox 9
@ Budgets 3 Expenses revenues InLoox 9
. —— 4 ‘ Gantt planning overview (day) InLoox 6, 7, 8
@ Email Templates ‘ Gantt planning overview (month) InLoox 6, 7, 8
- Contacts 5 Gantt planning overview (quarter) InLoox 6, 7, 8
4] i 7 | |
ﬁ leICH'IOIB Letter InLoox 9
i~ Custom Fields 6 ‘
Locks ‘ Meeting InLoox 9
@ License Key 7 Memo InLoox 9
@ Web RO o Planning overview InLoox 9
i Privacy Protection ‘
Software Updates ‘ Planning overview PlanActual InLoox 9
[+ User Settings Project completion InLoox 9
Project kickoff InLoox 9
Project status InLoox 9
Time tracking InLoox 9
Turnover list InLoox 9

(1) Create a new report template

1. To create a new report template, open the InLoox options and click on Reports >> Templates.

2. Click on New and another window is going to open.

s/Outlook
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Report CX

Report filter name:

InLoox 6, 7, 8

Show in report area

[] Management page

[] List page
[] Mind Map page

[] Tasks page

| Planning page
[] Time tracking page
[7] Document page

[7] Budget page

OK Cancel

3. In this window you can define all important aspects of the new report:

e Name the report.

e Choose between Inloox 9 and older InLoox versions. InLoox 9 provides you with a new
version of the report designer. You can still create and edit reports from InLoox 6, 7, 8 but this
is going to change in future InLoox versions.

e Define from which areas of a project you want to have access to this report template.
4. Afterwards click on OK to close the window and to save your settings.

5. Now the report designer is going to open. There you can design the new template individually. For
more information on how to use the report designer, see “InLoox report designer”. When you have
finished, click on Apply in the InLoox options, to save your changes.

(2) Edit report templates

If you want to change the general settings of a template (like name or visibility), select the template
in the overview and click on Edit. A new window is going to open. There you can edit all important
settings:

e You can change the name of the template.

e Choose between InLoox 9 and older InLoox versions. InLoox 9 provides you with a new
version of the report designer. You can still create and edit reports from InLoox 6, 7, 8 but this
is going to change in future InLoox versions.

e Define from which areas of a project you want to have access to this report template.
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When you have finished, click on OK and the window is going to close. Back to the InLoox options
click on Apply to save your changes.

(3) Design report templates

To change the content of an already existing report template, select the template in the overview and
click on Design. The InLoox report designer is going to open. For more information on how to use the
report designer, see “InLoox report designer”. When you have finished, click on Apply in the InLoox
options, to save your changes.

(4) Delete report templates

To delete a report template, select the template in the overview and click on Delete.

(5) Export report templates

To save a report template on your computer, select the template in the overview and click on Export.
Afterwards, you can choose the storage location and then click on Save. When you have finished, click
on Apply in the InLoox options, to save your changes.

(6) Import report templates

To import a report templates which is saved on your computer, click on Import and select the
template from your computer. Afterwards, click on Open. When you have finished, click on Apply in
the InLoox options, to save your changes.

(7) Download report templates

On the InLoox website you can download several standard report templates:
1. Click on Download in the InLoox options and the InLoox website is going to open.
2. There click on Templates and select the English version of the report templates.
3. Azip-file will be downloaded and saved on your computer in the download folder.

4. Open this folder by using the windows explorer and double-click on the zip-file to open it.
Copy the templates and save them to another place on your computer.

5. Return to the InLoox options >> Reports >> Templates and click on Import.
6. Select one of the saved templates from your computer and click on Save.
7. Proceed like this for all other templates.

8. When you have finished, click on Apply in the InLoox options, to save your changes.
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Open the InLoox options
In the InLoox PM options, you can make changes to the basic parameters and you can set up
permissions in InLoox PM.

The administrator opens the InLoox PM Options as follows:
1. Click the File tab.

2. Click InLoox PM Options in the navigation pane.

Inbox -;
Infarmationen
Offnen wund .
exportieren Li—]ngUHQE Setllﬂg
Speichern unter Change Change language setting for
Lancpuacge = InLogx PM.,
Anlagen
speichemn
3 P

Drucken Su p e t

InLoox PM help

InLoox PM project managernent help.

InLeax PM

TP users require administrator permissions to change global settings. For more information, see Set
up permissions. User settings can be changed by any user.

Set user permissions
In InLoox PM, you can configure finely structured and freely definable permissions. So, you can clearly
define responsibilities and make sure that only authorized users gain access to sensitive data.

You can set permissions in InLoox PM Workgroup and Enterprise Server in the InLoox PM options.

NOTE |nLoox PM is delivered without permissions being set. So, every user can see and change all
permissions. This might be a security risk.

Overview of role and account-based security architecture
In InLoox PM, you can select role-based and user-based permissions.

Role permissions are defined according to the function carried out by each person involved in the
project, be it as project manager, team member, customer, partner or any other activity. InLoox PM
then assigns the correct permission to each person assuming a given role.

MPORTANT yser account oriented permissions apply to all projects. This allows, for example,

company management to look at all current and concluded projects, whereas practical responsibility
remains in the hands of the project manager and team.

User account oriented permissions require a Windows Server with Active Directory or InLoox PM
contacts. Role permissions additionally require Exchange Server.

To open the permissions please follow these steps:
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1. Open the dialog box InLoox PM Options.

TP For more information on how to open the InLoox PM options, please see Open the
InLoox PM options.

2. Under Permissions, click Permissions. On the right side, you see the Permissions section.

Options
= General Options
Permizsions Per missions
More options User based permissions:
= Mind Map
= Work Packages New TYPE  LISER NAME CREATE PROJECTS
i Documents Edit N—
+ Budgels s DordenMNewman.., W
= Reports Dielete
= Emails Templates
+ Contacts
+ Notifications
Custom fields
Locks
< License key
‘Web App Options
# User settings
L
Role-based permissions:
Edit ROLE READ PROJ... ACCESS "™... |ACCE
Fartmer
Employes w w
Additicnal
Projectman. .. w '
Customer
£
OK
Permission
Mode Remarks
User-based e Permissions based on Windows and InLoox user accounts. Active
permissions directory accounts (in domain mode) and local Windows and InLoox user
accounts (in workgroup mode) are supported.
e Apply across all projects and on the entire database.
MOTE |hLoox PM does not support Windows groups at this time.
Role-based e Users acquire permissions by assuming a role in a project. Project
permissions members are all persons who are listed in the project on the

Management page as "In Charge".
e Possible roles: Project manager, Team member, Customer, Partner, Other.

e  Microsoft Exchange Server or InLoox contacts are required.

NOTE persons are identified by their Windows or InLoox Security
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Permission
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Mode Remarks

Identifier, or SID, and the Windows X400 address, or Exchange address.
Persons with the same X400 address have the same role-based
permissions in InLoox PM. If this is not what you want, please deactivate
the role-based permissions entirely by removing all permissions for all
roles.

Examples InLoox PM combines role-based and user-based permissions. The permission
records of both modes are added. The example below illustrates a common
configuration:

The role "team" may "read projects " and "read budgets".
All other roles are ignored for the sake of clarity.

The user account "Gordon Newman" is authorized to "edit projects " and
"edit budgets".
TF For more information about permissions, see List of permissions.

"Gordon Newman" is part of the "team" in the project "Product
Development"

There are three other projects in which "Gordon Newman" is not involved
and therefore does not have the role "team"

Consequently, these permissions apply to Gordon Newman:

He may read and edit the project "Product Development". He may also
read and edit budgets in this project. Gordon Newman has these
permissions in all projects in which he is in the team role.

"Gordon Newman" cannot see any projects in which he is not a team
member. He does not have the permission to "read projects", which is a
prerequisite for all other permissions. Thus, Gordon Newman has no
permissions for any other projects.

The following permissions apply to all other team members involved in the
project "Product Development":

They may read the project "Product Development" and read, but not edit
budgets. They do not have the permission record of the account "Gordon
Newman".

Persons who are team members in other projects than "Product
Development" can see, in contrast to Gordon Newman, a number of
projects, but may not edit any of them.

InLoox PM permissions are very flexible and allow a wide variety of scenarios to
be covered without high administration effort.
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Set user-based permissions
Set user-based permissions:

e Set permissions for a user In the User-based permissions section, click New.

1. Inthe Permissions dialog box, click the Arrow ™) to select the user.

2. Choose from the drop-down list between Active Directory user, Exchange
user or InLoox PM user.

e Active Directory user

e Inthe Select User dialog box, click Object Types.

NOTE You can also use this button e to open the Select
User dialog box.

e Inthe From this Location box, click Locations and select Entire
Network. Click OK.

o Type the required user name into the Enter the object name to
select field.

e Click Check name. A user name that has been recognized by
Windows is shown underlined.

e Click Advanced..., if you need to search for a user name.
e Click OK.
e Exchange user

In the Select Contact dialog box, select an address book and then the respective name from the list.
Click OK.

TP In the Select Contact dialog box, use the feature Search by Skill. For more information,
see Assign skills to resources.

e InLoox PM user
In the Select Contact dialog box, select an InLoox PM address book and then
the respective name from the list. Click OK.

F For more information on how to create an InLoox PM account,
see Create an InLoox PM account.

3. Select the permissions for the respective user from the Permissions list.

TP For more information about permissions, see List of permissions.
4. Click OK.

e Edit user permissions Choose one user from the list and click Edit. Click OK after you have
made all changes you want.

e Remove user permissions Choose one user from the list and click Delete.

Set role-based permissions
Please follow these steps to set role-based permissions:
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NOTE Role-based permissions are only active if there is at least one user-based administrator
permission.

1. Inthe Options dialog box, in the Role-based permissions section, click Edit to change the
selected role-based permission.

2. Select the permissions for the role from the Permissions list.

TP For more information about permissions, see List of permissions.

3. Click OK.

Task settings
In the InLoox options, the InLoox administrator can change the structure of the Kanban board for the
entire project platform, manage task templates and set the update interval in InLoox.

Customize the Kanban board
The InLoox Administrator can change the structure and the appearance of the Kanban board in the
InLoox options.

Please follow these steps to do this:

1. Click in Outlook on the File tab in the upper left corner, then on

2. This will open the Options dialog. Click in the navigation pane on the left on Tasks, Task
Statuses.

3. Inthe section on the right, you'll see all the names and the assigned colors of the current
columns of the Kanban board that apply to all of your projects in your database. By default,
your Kanban board contains three columns with the statuses To Do, In Progress, Done.

{,@ Opticns
[+- General Options
-- Lists
- Mind Map New COLOR NAME
o Tasks : To Do
Statuses Edit =
- L Templates In Progress
.. Planning Delete Daone
-- Documents
- Budgets t
-- Reports
& Email Templates ¥
i+ Contacts

4. You can now edit the existing columns by changing their name, assigning another color or
changing the order of the columns on the board. Click on the status that you want to edit.

5. To change the order of the Kanban columns, move the column to the desired position by

using the arrow buttons v (dthe top status equals the column on the far left, the bottom
status equals the column on the far right).
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6. To change to assigned color or the name of the column, click on the status that you want to
change, then click on Edit.

Edit Task Status >
D Task Status
Mame Backlog
Flag /1 W
Custorm Web System
B Automatic I_

Theme Colors

liiiiiii

EECMOENEN

SE) More Colors. ..

Make all of your changes, then click on OK.

7. To create a new status click on the New button. You will see the same dialog as shown in
paragraph 6. Now, name the new status, assign a color and confirm with OK. Use the arrow

buttons v A to position the status on your Kanban board.

8. When you have made all of your changes to the Kanban board, click on OK in the Options
dialog. The changes now apply to the entire project platform.

Manage task templates

You can create, save and export task templates in every project. The InLoox Administrator can
rename, delete, export and import existing templates in the InLoox options for the entire project
platform.

Please follow these steps to administrate task templates:
1. In Outlook, click on the File tab, then on Options under InLoox.
2. This will open the Options dialog. Click in the navigation pane on the left on Tasks, Templates.

3. Now you will see all task templates that are currently available on your InLoox database in
the section on the right.

4. To rename a task template, click on the name of the template, then on Rename.
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0@ Options
-General Options
- Permissions &a| Task Templates
-Lists
Mind Map You can create new templates within any project.
Task Statuses

Rename MAME

ECnnstru::tinn project

-Planning Delete
- Documents Trade Fair Tasks

' gets Export Onboarding Tasks
- Reports
- Email Templates Import
-Contacts

- Notifications
-+ Custom Fields
You can enter a new name and confirm with OK.

Download. ..

5. Toremove a task template permanently from the database and from all InLoox projects, mark
the template, then click on Delete.

6. To export an existing template in order to save it on your computer or file server, mark the
template and click on Export. Now you can save the template.

7. You can also import task templates from your computer or your file server. After importing
them in in the InLoox options, they are available to all users on the project platform.

8. Click on Download to load and use pre-made templates from the InLoox website.

9. When you are done editing your task templates, click on OK in the Options dialog. The
changes now apply to the entire project platform.

Set the update interval
1. Open the InLoox options by clicking on the File tab in the upper left corner, then on the
InLoox options in the navigation pane on the left.

2. Inthe InLoox options, click in the navigation pane on the left on General Options, More
Options.
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Options

+|- Customers

- Groups
Categores
Divisions

[#]- Permizsions
[#]- Lists

[+~ Mind Map
[#- Tasks

[#- Planning

& Documents
[#- Budget=

[+~ Reports

[#- Contacts
[#- Notifications
Custom Fields

Lodks

= General Oplions
Project Murber
- Project Statuses

More Options

[+- Email Templates

o _
e More Options

"Sync With Calendar”®, or "Sync With Task"

Add a new category to the Outlook item

Display a time warning in the project list when:
Project has not been completed
[] project end date is exceeded

Update interval {e.g. for tasks) in minutes:

1

When you "Create Task...”, "Create Tme...", "Save Email..."

E Incomplete activities in projects are overdue
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3. On the bottom right, you can set the update interval in InLoox in minutes for the entire
project platform.

4. Confirm with OK.

User permission options
The following permissions apply to the multi-user versions of InLoox PM. Permissions for the actions
listed can be assigned to users or roles.

Description

Create
projects

Create project
request

Release
project
request

Read projects

Permission

User has the right to create new projects.

With this permission the user can add a new project
request for the release, in case he does not have
project permissions.

Right to release the created project requests.

e Project visible in the InLoox PM project list.

e Project can be opened.

Restriction or
Prerequisite

Only available with
user-based permissions

Prerequisites: InLoox
PM Enterprise Server,
no project permissions

Prerequisites: InLoox
PM Enterprise Server,
project permissions

None
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Description

Access list

Access mind
maps

Access work
packages

Access
planning

Access time
tracking

Access own
time tracking
entries

Access
documents

Access
budgets

Edit projects

Edit
management

Edit project
contacts

User Manual InLoox 10

Restriction or
Permission Prerequisite

e Project can be exported if the right to use
existing reports is granted.

Right to read the list of a project. Prerequisite: Read
projects

Right to read all mind maps of a project. Prerequisite: Read
projects

Right to read all work packages in the project Prerequisite: Read
projects

Right to read all planning elements of a project. Prerequisite: Read
projects

Right to read all time tracking entries of a project Prerequisite: Read
projects

Right to read all own time tracking entries of a project.  Prerequisite: Read

projects
Right to open and read all documents of a project. Prerequisite: Read
projects
Right to read all budgets, budget positions and the Prerequisite: Read
budget overview of a project. projects

Project can be changed. This right is a prerequisite for ~ Prerequisite: Read

all actions which allow users or roles to modify data. projects
Right to change the project master data on the Prerequisite: Edit
Management page. projects

Project contacts can be added, changed or deleted. It Prerequisites:
allows the user to control the roles of personsin a ) .
. e Edit projects
project.

e Edit

Management
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Description

Add project
notes

Access project
notes

Delete own
project notes

Lock projects

Edit list

Edit mind
maps

Edit work
packages

Edit planning

Edit time
tracking

Edit own time
tracking
entries

Permission

Allows you to create and change project comments on
the Management page.

Right to read other team members' project notes on
the Management page.

Allows you to remove your own project comments on
the Management page, but not to remove other users'
project comments.

Project can be locked for other users. Users without
the respective permission may not edit locked projects
and cannot remove the lock.

Right to modify the entries in the list of one project.

Allows adding, changing and deletion of all mind maps
of a project.

This permission allows you to add, modify and remvoe
work packages.

Allows adding, changing and deletion of all planning
elements of a project.

Allows adding, changing and deletion of all time
tracking entries of a project.

Allows adding, changing and deletion of own time
tracking entries of a project.

User Manual InLoox 10

Restriction or
Prerequisite

Prerequisites:
e Edit projects

e Edit
Management

Prerequisite:

e Read project

Prerequisites:
e Edit projects

e Edit
Management

Prerequisites:
e Edit projects

e Edit
Management

Prerequisite: Read
projects

Prerequisite: Edit
projects

Prerequisite: Edit
projects

Prerequisite: Edit
projects

Prerequisite: Edit
projects

Prerequisite: Edit
projects



Description

Edit
documents

Edit budgets

Delete
projects

Create
address books

Read address
books

Edit address
books

Read own
address books

Edit own
address books

Delete own
address books

Use existing
reports

Permission

Allows adding, changing and deletion of all documents
in the document list of a project.

Allows adding, changing and deletion of all budgets

and budget assets of a project.

Delete a project.

User has the right to create new address book.

Access all address books.

Allows modifying address books.

Access own address books

Right to change own address books

Allows to remove own address books and other users'
address books.

All reports can be used. The InLoox PM report
generator filters the data for which the user does not
have permission out of the report (e.g. if no right to
read budgets has been granted, no budget data will be
included in the exported reports.)
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Restriction or
Prerequisite

Prerequisite: Edit

projects

Prerequisite: Edit

projects

None

None

None

Prerequisite: Read
address books

Prerequisite: Create
adderss books

Prerequisites:

Create address
books

Read own
address books

Prerequisites:

None

Create address
books

Read own
address books
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Restriction or

Description Permission Prerequisite

Create and Allows the creation, changing and deletion of report Only available for user-

edit report templates. based permissions

templates

Administrator  Controls access to master data maintenance and Only available for user-
administrator functions. These include the following based permissions

menu commands in the InLoox PM Ribbon (in Outlook
2007 InLoox PM Toolbar) and Options:

e Edit planning templates Right to rename and
delete InLoox PM planning templates.

e Edit budget assets Right to create, change
and delete InLoox PM budget assets.

e Edit budget state Right to create, change and
delete InLoox PM budget states.

e Edit notifications Right to change Notification
templates.

e Edit categories Right to create, change and
delete InLoox PM categories.

e Edit custom fields Right to create, change and
delete custom fields.

¢ Remove project locks Right to remove data
record locks.

e Recycle projects Right to restore or
permanently remove deleted projects.

e Licenses Right to add and delete InLoox PM
license keys.

e Options Right to change the InLoox PM
options. Incorporates the right to change
permissions.

Interaction between InLoox and Outlook

You don’t need to open InLoox via the InLoox now or InLoox PM tab, to use several important InLoox
features. Because of the integration in Microsoft Outlook you can directly access some features from
your Outlook inbox. Furthermore you can synchronize InLoox with your Outlook calendar, tasks and
address book. InLoox and Outlook combine all relevant project management tasks on one central
platform to efficiently support your daily work routine.
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How to use e-mails in InLoox

While you are working in Outlook you can access some selected InLoox features via the Start tab. This
allows you to further use specific Outlook elements in InLoox. The following InLoox icons are always
available on the start tab regardless if you are working in your Outlook inbox, calendar or address-
book.

% 90

Recent Create 5ave Track
Projects~ Task = Email = Time -~

By using those icons you can:
1. Create either a personal or project-related task from a selected e-mail
2. Book a time tracking entry for the selected item

3. Attach the e-mail as a document to a project

1. Create a task from an e-mail

You can either create a personal or a project-related task from an e-mail. To create an InLoox task
from an e-mail, proceed as follows:

1. Select an e-mail from your Outlook inbox.

2. In the Ribbon on the Home tab click on the Create task button. Afterwards select a project from
the dropdown-list (create project related-task) or select Create free task (personal task).

o [t O

Recent | Create | 5ave Track
Projects =) Task = |Email = Time -

c)

'l

3. A new window is going to open. There you can enter all important information regarding the task.
By default the subject of the e-mail is used as the task name and the e-mail content is used in the
description. Both can be changed in the Task Details. Here you proceed as usual when creating a new
task in InLoox:

¢ Name: By default the subject of the e-mail used for the task name. If wished, you can rename
the task.

e Description: By default this area contains the original e-mail content. You can change the
description, add important information or format the text for a better clarity.

e Effort: Here you enter the estimated effort in work days, hours or minutes.

e Resource: By clicking on the small arrow you can add one of the recent used resources. By
clicking on the three points next to the arrow you can choose a resource from your contacts.

e Start and End: Add start and end date and time for the task.

e Documents (only personal tasks): If you are creating a free (personal task) you can link to
already existing documents or you can add a new item.
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Add document to project (only project-related tasks): If you are creating a project-related
task you can decide in the operation area whether you want to add documents to your
project or not. Therefore, you can choose from the following options: Do not add element,
Element including attachments, Element without attachments, Attachments only or Element
and attachments separately. In the Sub Folder area you can add the document(s) to an
already existing sub folder or create a new one.

Notifications (only project-related tasks): If you are creating a project-related task you have
to possibility to notify one or more resources via e-mail about the new task.

Project-related task

A Task Details o=

~
Project Commerdal Construction Project
| /*' Basic Information
A
Mame Organize kick-off-meeting
Description Hi Rita Ly
as our project is starting soon, | would like you to ask to
organize the kick-off-meeting (details see attachment).
All the best
Frank
W
Effort 0.25 Hours
Resource Rita Meyer .
Start Q102017 5:00 AM W
End 9,/10/2017 10:00 W
| Add Document to Project £
Operation | Attachments only e
Sub Folder |/ v Mew. ..
W
Edit | Comments
Ok Cancel




184

Personal task

A Task Details L | O S|
D Basic Informaticn

Mame Unsubscribe o

Description [
As a tech marketer, you're an expert at multitask
meetings. managing budgets. building campaign:
just to name a few. It can feel like life in the fast |
you have to be picky. Which ... Read Mare

Priscilla@HP replied to this
/) Have you signed up for our con

4 SPICEUPS | 1REPLIES v

Effort 0.25 Hours -
Resource Rita Meyer --- |5
Start W
End W
P Documents N

Mew link. ..

Edit Comments

4. Additionally, you can switch to the Comments tab where you can add further information. After
adding all important information to the task, click on OK to save the task. A small note at your e-mail
will indicate that you are using this e-mail as an InLoox element.

2. Book a time tracking entry for an e-mail

You can also book a time tracking entry directly from your inbox. Therefore, proceed as follows:

1. Select an e-mail from your Outlook inbox.

2. Click on Track Time in the Start tab. In the dropdown-list select the project where you want to
store the time tracking entry.

User Manual InLoox 10 for Windows/O
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2 om0

Recent Create Save | Track
Projects = Task= Email = |Time~

3. A new window will open. Here you can add all important information regarding the time tracking
entry:

A New Item ™=

Start + [9/11f2017 3:00 AM W
End « [9/11/2017 10:00 AM W
Description - ¥

-] X -

Crganize kick-off-meeting

53 Alocation .
Task + |Mot Assigned (¥
Group i W

Detail= Y
=
Flag MNone W
Performed by | Rita Meyer e | ¥
Billable
| Add Document to Project £
Operation  |Do not add element W
Sub Folder |/ W Mew, ..

Moreover you can decide whether you want to assign the time tracking entry to a specific task or
activity of the project (use the small arrow next to task for changing between task and activity). You
can also select a group (design, production, consulting) for the entry. Groups can be created in

the InLoox options by any InLoox admin.

3. Attach the e-mail as a document to a project

InLoox allows you to quickly assign e-mails to the document storage of a project — directly from your
Outlook inbox. A reference will indicate to which project the e-mail has been assigned.
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1. Select the e-mail in your Outlook inbox.

2. In the ribbon on the Home tab click on Save Email. Afterwards select from the dropdown-list the
project where you want to save the e-mail.

% 20

Recent Create | Save | Track

Projects = Task = [Email =| Time~

3. A new window will open. There you can change several settings regarding the document. Those
settings can be viewed and changed later (Right click on the document in the project >> Edit). The
following settings are available:

e Operation: Decide how you want to save the e-mail as a document: Element including
attachments, Element without attachments, Attachments only or Element and attachments
separately.

e Subfolder: You can save the e-mail in a subfolder of your project. If there is no suitable
subfolder for the e-mail yet, you can create a new subfolder directly in the dialog.

e Status: You can also assign a status to the e-mail or add a new note for other team members.

e Links: Create a link to a project element in the mind maps, tasks, planning or time tracking
section.

{,g Add Document l — | =l |_i3-]

j Add Document to Project

Operation  }Attachments only W
Sub Folder |/ W | Mew...
Status Mote..,
Links Mew...

4. When you have finished click on OK and the e-mail will be saved a document of the selected
project. Double click on the e-mail in your inbox and a reference will indicate that it has been

assigned to a project. If the assigned email was addressed to several recipients, each of them sees to
which project this email has been assigned. This prevents duplicating the email as a project-
document. For this to work, the recipients have to be working on the same InLoox database.
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H T b =
FILE HOME SEMD f RECEIVE
rs [ @ (i Ignore x
%= Clean Up~
Create  Save Track - Delete
Task~ Email~ Time~ | | &®Junk~

InLoox PM

Delete

Related Projects: Post-Release

&

To Rita Meyer

Fri18,/12/2015 11:59

Gordon Newman
AW: Guided Tour 1 und 2
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The following table gives an overview to the benefits and drawbacks of the different operation

possibilities:

Method

Element with
attachment

Element
without
attachment

Attachment
only

Element and
attachment
separately

Action

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

InLoox PM assigns the email and
attachment to the project
separately

Pros & cons

+ Email and attachment are stored
together.

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

type.

+ saves storage space.

== Attachments can neither be displayed
nor saved in InLoox PM.

“ Removes superfluous correspondence.

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

+ Correspondence is kept. Attachments
can be seen in the document list with name
and type.

™ Relationship between correspondence
and attachments is lost.
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Synchronization between InLoox and Outlook
Synchronization of InLoox planning elements with Outlook calendar or Outlook task list

In the InLoox planning you can synchronize single planning elements with your Outlook calendar or
the Outlook task list. As a huge benefit of this feature, any changes to your project plan are
automatically synchronized with Outlook.

1. We start from your Outlook inbox. Open the InLoox now or InLoox PM tab and click on Projects to
open the project overview. Double click on a project to open it.

2. Now click on Planning in the Home tab.

3. Select the planning element (milestone, activity, task) — that you want to synchronize with Outlook
—from your project plan. Then open the Edit tab and click on Synchronize With.

4. Here you can choose between two options:

e Outlook Task List: A new task is created for the selected planning element in your Outlook
task list.

e Outlook Calendar: A new entry in the Outlook calendar is created for the selected planning
element.

All changes that you make to the project plan and affect the synchronized element are automatically
synchronized with Outlook after saving.

Synchronization of InLoox tasks with Outlook calendar or Outlook task list

In the InLoox task overview you can synchronize single tasks with the Outlook calendar or the
Outlook task list. As a huge benefit of this feature, any changes to your tasks are automatically
synchronized with Outlook.

1. We start from your Outlook inbox. Open the InLoox now or InLoox PM tab and click on Tasks to
open the task overview.

2. Select the task— that you want to synchronize with Outlook — from the task overview. Then open
the Start tab and click on Synchronize With.

3. Here you can choose between two options:
e Outlook Task List: A new task for the selected InLoox task is created in your Outlook task list.
e Outlook Calendar: A new entry in the Outlook calendar is created for the selected task.

All changes that you make to your tasks and affect the synchronized Outlook element are
automatically synchronized with Outlook after saving.

InLoox email templates

Using pre-defined InLoox text elements for your e-mails speeds up your project communication.
InLoox e-mail templates provide pre-defined and project-related information for different e-mails.
You can add new e-mail templates as well as modify the default templates in the InLoox options.
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Work with E-mail templates
Proceed as follows to use the InLoox e-mail templates:

1. Open anew email.

2. Click on Email Templates on the Message tab. Select an e-mail template from the
dropwdown-list.

3. The text template will be added to your email. In the template defined recipients will be
inserted.

4. Now you can edit recipients or the e-mail content. When you have finished click on Send.

Manage E-mail templates

InLoox offers four different default e-mail templates (project request, project launch, project status
and project conclusion). Those default templates can be edited by an InLoox admin in the InLoox
options. The admin can also create individual templates (administrator permission needed!).

1. Click on File and then on InLoox Now Options or InLoox PM Options to open the InLoox
options.

2. A new window will open. In the navigation area on the left click on Email Templates >>
Templates. An overview to the already existing templates will open.

-

Options

< General Options _ )
¢ Permissions | Email lemplales
1 Mind Map
# Work Packages
= Plarning
- Document s Edit Project condusion
‘- Budgets Praject launch
§ Reports Design Praject status
- Emails Templales
Terolates| Deete

+ Contacts
i Notifications —

Custom fields Export

Locks
+)- Licensze key

Mew NAME

Import

In the overview you can (1) create a new e-mail template, (2) edit existing templates, (3) design e-
mail templates, (4) delete existing templates, (5) export templates or (6) import templates.

(1) Create a new e-mail template

1. To create a new e-mail template click on New.

2. A new window will open. Here you can add information about the new template:
e Name the e-mail template.

e Define rules for the e-mail fields Recipient, CC Recipient, BCC Recipient and Subject.
Therefore, click on Fields and select a field from the dropdown-list like PROJECT_MANAGER.

3. Afterwards click on OK to close the dialogue and save the new template.
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4. Now a new window will open (InLoox Report Designer), where you can edit the template
individually. How to work with the InLoox Report Designer is explained in the chapter The InLoox
Report Designer (The InLoox Report designer features are restricted for e-mail templates and not as
extensive as for InLoox reports). When you have finished, click on Apply in the InLoox options to save
your changes.

(2) Edit e-mail templates

For changing the general details (Name, rules) of an e-mail template select the template from the
overview and click on Edit. A new window will open, where you can edit the general settings. When
you have finished click on OK to close the window. Back in the InLoox options click on Apply to save
your changes.

(3) Design e-mail templates

For changing the content of an already existing e-mail template select the template from the
overview and click on Design. A new window will open (InLoox Report Designer), where you can edit
the template content individually. How to work with the InLoox Report Designer is explained in the
chapter The InLoox Report Designer (The InLoox Report designer features are restricted for e-mail
templates and not as extensive as for InLoox reports). When you have finished, click on Apply in the
InLoox options to save your changes.

(4) Delete e-mail templates

To permanently delete an e-mail template select the template from the overview and click on Delete.
Afterwards click on Apply in the InLoox options, to save your changes.

(5) Export e-mail templates

For saving e-mail templates on your computer locally, select a template from the overview and click
on Export. Afterwards select the storage location and click on Save. When you have finished, click
on Apply to save your changes.

(6) Import e-mail templates

For importing e-mail templates that are saved locally on your computer, click on Import. A new
window will open where you select the template and click on Open. When you have finished, click
on Apply to save your changes.
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Lists

Create and edit a to-do list

With the list feature, you can create check lists and to do lists for your project and structure project
information in a very early stage of your project, without having to create tasks or a timed project
plan.

You can only create project-related lists, i.e. lists that belong to an InLoox project.
This is how you create a new list for your project:
1. Open the project to which you want to add a new list.

2. Inthe project, on the Start tab, click on Lists in the Ribbon.

File START EDIT VIEW TEMPLATES REPORTS

= % 2 wg W E E o)

Save and Management = Lists MindMaps Tasks FPlanning Time  Documents
Close

AN

Actions Section
3. On the Edit tab, click on New list.

4. Inthe side panel on the right, you can name your list.

[

Mame |Mew list

[] visible only to me

Felds N
Mew field...
Done Chedkbox " <
Description  Text T X
GO Links -
Mew relation...

5. If you want to create a personal check list with your own to-dos, then activate the Visible
only to me checkbox. When you have activated the checkbox, other team members aren't
able to see this check list.

6. Inthe Fields area, you can now build your list out of different field types. You can use the
following field types:

e Text

e Date
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e |nteger
e Decimal number
e Checkbox
7. Click on New field to add more fields to your list and name them however you like.

8. Use the arrows to change the order of the fields in your list, use the cross to delete a field
from your list.

9. Click on New link in the right side panel if you want to link your list to one of the following
elements of your project:
GO Links

Mew relation. ..
mg Trade fair preparations

e Mind map nodes

e Tasks

e Planning elements in the Gantt chart
e Time tracking entries

e Documents

e Budgets

e Budget positions

With a click on the regarding link, you can navigate directly to the corresponding element in the
project, e.g. to the mind map node the list belongs to.

10. Now, add more entries to your list. Click on the Edit tab on New entry. You can type the text
directly in the list into the line.

Example: Classic check list with checkbox and text

EI: j}(\ EEI Copy g Q 5‘:{

Mew Entry Delete [y Paste | Mewlist Editlist Delete
Entry List

Entry List

Done: |w| ToDo: Order press kits
Done: |v| ToDo: Write texts

Done: ToDo: Have texts approved
Done: To Do: Compile images

Done: To Do: Print
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Create a classic check list to tick boxes with the field types checkbox and text.

Example: List with dates

On: v |Description:  Contact the caterer
Tuesday, August 16, 2015
< August 2016 =

Sun Mon Tue Wed Thu Fri Sat

3 4 5 o
7 g 9 1w 11 12 13

14 15; 16 17 18 19 20

21 22 23 24 25 2% 27
2B/ 29 30 31

Clear

Create a list with dates with the field types date and text. Click on the little arrow in the date area of
the list to select a date for each list entry.

On the View tab, you can change between a card an a list view. These views only have an impact on
what your list looks like, they do not alter the content.

On the tabs on the bottom left, you see all lists that have already been added to your project. You can
add as many lists to your project as you like and navigate from list to list there. Click on the right
mouse button to open a context menu with which you can create new lists and edit or delete existing

lists.

El: Mew Entry
Z3 Delete Entry
Ey Copy
E, Paste
o] Mew List
7 EditList
m Delete List
H=  Expand Al
BT Collapse Al

Presskits | Packing list E T Edit Filter

In the Ribbon, on the Edit tab, click Edit list to also change the list you are currently on.

Create a list template
You can set up list templates for checklists that are relevant for all your various projects.

Create a checklist first, that you would like to use in a project of your choice.

P Tolearn how to create a new list see Create a new list.
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START EDIT VIEW TEMPLATES REPORTS
S "-}_'j (:’_j =
Save Template Import Export Send Template
Templates =  Template = By Email

InLoox now Templ... InLoox now List File...
C5V File... i

Done: e fair ¢
XML File...

Daone:

Done:

Description: Determine project

Description: Mote contact deta

Do the following:

1.

Save the list as usual. To export the list as a template, click on the Export Template button on
the Templates tab. You can save the list for further use as an InLoox list template file or as a
CSV- or XML-file on your computer or your file server.

To use the list in another project, please open the project in which you want to use the list,
then click on the Lists button on the Start tab, then click on the Templates tab.

Click on the Import Templates button and select the regarding list template from your
computer or your file server.

Alternatively, you can save the list template directly in InLoox PM for Outlook. To do so,
please open the list that you want to save as a template and click on the Templates tab on
the Save Template button in the Ribbon.

Now, the list template is available directly in InLoox PM for Outlook in the Lists section in the project
on the Templates tab.

Mind Maps

Create a mind map
Visually collect and organize your ideas in mind maps. Thereby you get an overview over all ideas,
concepts and drafts. When creating a mind map we differentiate between two approaches:

Plan-based approach: The main nodes of the mind map correspond with the project phases
(Top-Down).

Task-based approach: The main nodes of the mind map correspond with the tasks of the
project (Bottom-Up).

How to create a plan-based mind map

Visually collect and organize your ideas in mind maps to you get an overview over all ideas, concepts
and drafts. When you are using the plan-based approach, you should ensure that the main nodes of
your mind map correspond with the project phases (Top-Down).

1. Open an existing project or create a new one.
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2. To create a new mind map click on Mind Maps on the Start tab.

3. To name the mind map right-click somewhere in the mind map area and click on Edit Mind Map in
the context menu. A new window will open. Type a name for your mind map in the Name field.

Al
Name Product Brochure]

Created by Rita Meyer
Modified by Rita Meyer

Mind Map Custom

4. Create as many nodes as needed. Following the plan-based approach, the main nodes correspond
with the project phases. To create a node, right-click on the node in the middle and click on New
Node in the context menu.

5. By default a new node is created as a sub-node of the marked node.

:Name the node and push enter.

Product Brochure

6. To create sub-nodes select a node and right-click to open the context menu. Click on New Node in
the context menu. A sub-node that is directly connected to the selected node appears in the mind
map. Name the sub-node and push enter.

Introduction o Text

Product Brochure
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7. To edit a node, right-click on it and choose Edit in the context menu.

8. A side panel opens on the right side. Here you can save and edit additional information.

tass " '
ol Genend o Edit the name
hane Ineroduchor . """"""" 't and add a
esCpton The manapng Srector should write the infroducton for our new product, «* ; dC‘SCFIptIOﬂ.
brochure .
Express the
Ml Saw — progress as a
Progess EI35% [¥ @ rerernrmnmmnnnnnnunnnnnninsinsnninins b percentage.
Flag reen CON LT T r PP PP PP PP PP PP EPPEPPETPPRREE CEPPPE Mark the node
with a flag.
Documents a
ligw lra LT E P P P PP P PP PP P EE L CE P CEEEETCEEETEEEE] SRR Add or “nk
< important files.
;\A Resources A
1 reporce . ......................................................... ASSlgn a resource
WA Karen ety X to the node.

9. Create as many nodes as needed and position them by drag-and-drop.

10. Format the mind map and edit the background color of a node or add a symbol to it. For more
information on formatting see Selected Mind Map features.

Introduction
Print
Product description ) Text
IgProduct Brochure
Choose cover & &5 © Pictures Layout

11. When you are finished you can copy the mind map to the planning. Therefor see the following
chapter: Copy a mind map to the planning

Create another mind map

To create another mind map in the same project click on the mind map symbol in the lower menu bar
or use the keyboard shortcut Ctrl+M.



197 User Manual InLoox 10

How to create a task-based mind map

Visually collect and organize your ideas in mind maps to you get an overview over all ideas, concepts
and drafts. When you are using the task-based approach, you should ensure that the main nodes of
your mind map correspond with the tasks of the project.

1. Open an existing project or create a new one.
2. To create a new mind map click on Mind Maps on the Start tab.

3. To name the mind map right-click somewhere in the mind map area and click on Edit Mind Map in
the context menu. A new window will open. Type a name for your mind map in the Name field.

2] e Mind Map
Name Product Brochure]

Created by Rita Meyer
Modified by Rita Meyer

Mind Map Custom

OK Cancel

4. Create as many nodes as needed. Following the task-based approach, the main nodes correspond
with the tasks of the project. To create a node, right-click on the node in the middle and click on New
Node in the context menu.

5. By default a new node is created as a sub-node of the marked node.

:Name the node and push enter.

Product Brochure

6. To create sub-nodes select a node and right-click to open the context menu. Click on New Node in
the context menu. A sub-node that is directly connected to the selected node appears in the mind
map. Name the sub-node and push enter.
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Contact managing director Introduction

Product Brochure

7. To edit a node, right-click on it and choose Edit in the context menu.

8. A side panel opens on the right side. Here you can save and edit additional information.

=
N Generd x
hane Inroduchor [ TEETEEE
esCpton The manapng Srector should write the inroducton for our new product, «* i
brochure @ o’
B Saw Fy
Progress L13S% v . ..........................................
16 Green M . ..........................................
Documents a
I b @ v et s s
8% Resouces
A
0“
t st @ e e e n e as
M KaenMcCarty x

Edit the name

«and add a

description.

Express the
progress as a
percentage.

Mark the node
with a flag.

Add or link
important files.

Assign a resource
to the node.

9. Create as many nodes as needed and position them by drag-and-drop.

10. Format the mind map and edit the background color of a node or add a symbol to it. For more
information on formatting see Selected Mind Map features.

Contact managing director < Inftroducion & 251

Organise kick-oll meeling

Product Brochure

Select cover picture

Conterence call

11. When you are finished you can create tasks from the mind map. Therefor see the following

chapter: Create tasks from a mind map.

Create another mind map

To create another mind map in the same project click on the mind map symbol in the lower menu bar

or use the keyboard shortcut Ctrl+M.
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Selected Mind Map features

"

Mind Maps
Open a project and click on Mind Maps on the start tab to open the Mind Map page. InLoox
offers you various features for creating and designing mind maps.

1. Features on the Edit tab

Remove a node after Create tasks from All
drag-and-drop to its Nodes, End Nodes or

initial location. . Selected Nodes.

TEMPLATES REPORTS FORMA z

VIEN

=
E B EE m P E
im W =R B e m W =
NewNode EditNode Delete Reset |5 paste Progress Fag Create  Copyto
Node  Node = . . Tasks ~ Plarr.\no

Node 3 : Apply

START EDIT

Express the progress of a
selected node as a percentage. :
:  Copy the Mind

Highlight a selected node : p,?:‘ap to the

with a colored flag. : Planning.

2. Features on the Templates tab

The gallery view shows Save an existing mind map to your
all saved templates. Click data (Export). Load an mind map
on a template.to open it. template from your data (Import).

START  GDIT  VIEW | TEMPLATES | REPORTS snﬂ
=y 7’1 =
Iport

3 B B

Maga-mu Poslfto:aar- 'f!ialwimtr A' S‘QT;“‘“& *rm' - T:rxdp:l’e'- SG;TE:EI“"
InLoox now Templates _ Export/import

Click on Save Template to save You can also send an

a mind map as a template. It existing mind map

will be shown in the gallery view. via email.
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3. Features on the Format tab

The Format tab allows you to customize font, background and frame color of selected nodes.
Additionally, you can use further helpful features:

Apply the format of a selected Add or delete a picture
main node to its child nodes. to/from a node.

START EDIT VIEVY TEMPLATES REPORTS FORMAT . .

( 2
B i \0 =1 =
1/}\},\” ) L7 ® 0 % OXO0D e o ax

font Text BackgoundFrame Applyformat | @) Il W < B © 0 > From Fie Remove

Ul - 2 : 2 i & - - :
s to Chid Nades

Format . Symbols

Highlight selected nodes
with symbols.

Create tasks from a mind map

You can create tasks from existing nodes of your mind map. This procedure is most suitable when you
have created the mind map following the task-based approach. Which means the main nodes of your
mind map correspond with the tasks of the project (Bottom-Up).

For more information on the task-based approach see: How to create a task-based Mind Map

Or watch our video tutorial on that topic: Task-based Mind Mapping

Proceed as follows:
1. Open an existing project or create a new one.

2. To open an existing mind map click on Mind Maps on the Start tab.
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: Click on Create Tasks in
: the Start tab.

s ,' i) B A
I»_}?\’,‘ " 9‘- \'d v / (z:.
\3\,;.;.‘_53 = &= .r/‘ .%
Create Copy to New Mind EditMind Map  Delete
Tasks ~ Planning Map Mind Map
mg All Nodes ind Map

A End Nodes

IA Selected Nodes

. Include Nodes With Tasks

EYo-u can transform All Nodes, End Nodes
:or Selected Nodes into tasks.

¢ All Nodes: All nodes of the mind map including the main node are transformed into tasks.
The tasks are automatically transferred to the task area of your project.

e End Nodes: Only the end nodes of your mind map are transformed into tasks. Those can be
accessed in the task area of your project later on.

e Selected Nodes: First choose the nodes in the mind map, you want transform into tasks.
Afterwards click on Create Tasks and then on Selected Nodes.

¢ Include Nodes with Tasks: Select this option to once again create tasks from nodes, which
have already been transformed.

3. After you have selected an option the Task page with the new tasks automatically opens. The tasks
that have been transferred from the mind map are marked with a mind map symbol. In the mind map
all nodes that already have been transformed into tasks are marked with a task symbol.

For more information, on how to add important information to tasks, see Create and edit tasks.

Copy a mind map to the planning

You can copy the structure of a mind map to the planning. Thereby each node will be transformed
into an activity in the planning. This procedure is most suitable when you have created the mind map
following the plan-based approach. Which means that the nodes of your mind map correspond to the
project phases (Top-Down).

Proceed as follows:
1. Open an existing project or create a new one.
2. To open an existing mind map click on Mind Maps on the Start tab.

3. Click on Copy to Planning on the Edit tab. A new dialog box will open.
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\
1'-?.-1 Copy Mind Map to Planning

Start
@ Automatic calculation

) Manual calculation

-

Duration per activity 1 = [0 =i |0 =

Work days Hours Minutes

OK ‘ Cancel

e Choose between Automatic calculation and Manual calculation to define the start date for
the planning. For the manual calculation enter an individual start date.

e Additionally, you can define the duration for each activity by using work days, hours and
minutes. In general, the duration of activities that have been copied from a mind map is the
same. You can customize the duration of activities in the planning.

4. Click on OK and the planning will open. Each node of the mind map is displayed as an activity. For
more information on planning see: Project planning

Export a mind map template
You can save mind maps as templates to re-use them for other projects. You can save the template on
your computer as well as to the InLoox templates gallery view.

TP You can manage mind map templates in the InLoox options: Manage mind map templates

How to save a mind map template to your computer
1. Open an existing mind map.

2. Click on Export Template on the Template tab, to save the mind map on your computer. Choose
one of the following formats in the drop-down-list:

e InLoox Mind Map File
e IMS Project XML File
e Picture

e Vectorgraphics: Use this format in any other file you want and edit it. With copy & paste you
can easily export the mind map structure as a vectographic.

TP For more information on how to re-use the templates later on see: Import a mind map template

How to save a mind map template to the InLoox templates gallery view

1. Click on Save Template on the Templates tab.
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2. Name the template in the new dialog box and click on OK.

3. The saved template can be accessed on the Templates tab in the InLoox templates gallery view:

START EDIT VIEW TEMPLATES
I

Arragements Postprocessin  Prefabricates |+

InLoox now Templates

Import a mind map template
Mind map templates simplify the creation of mind maps. Templates contain predefined nodes and
resource data.

TP For more information on how to create a mind map template, see Export a mind map template

TP You can manage mind map templates in the InLoox options: Manage mind map templates

How to open a mind map template from your data
1. Open an existing mind map.

2. Click on Import Template on the Template tab, to load an existing mind map from your computer.
Choose one of the following formats in the drop-down-list:

e MS Project File

e MS Project Exchange File
e MindManager MMAP File
e MindManager XML File

e MS Project XML File

e InLoox PM Mind Map File

How to open a template from the InLoox gallery view
1. Open an existing project or create a new one.
2. To open an existing mind map click on Mind Maps on the Start tab.

3. Open the Templates tab and click on a template in the gallery view:
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START EDIT VIEW TEMPLATES

=
Arragements Postprocessin Prefabricates |+

InLoox now Templates

People/ Contact management

The InLoox contact feature is a global contact management tool. It can be used as an alternative to
the exchange server. InLoox contacts (people) as well as address books are accessible for all InLoox
database users. Additionally, the user can create own contacts and address books that are not visible
for everyone.

All InLoox now! users need the contact management for adding new users to InLoox now!.

Important: This default setting is valid for all InLoox versions except InLoox Personal Edition and
InLoox Personal Plus Edition. Those versions don’t offer the InLoox contact feature. Therefore

the People button is not visible in the ribbon. In the tree structure the People tab is visible, but the
feature is deactivated.

InLoox People in the ribbon:

HOME SEMD / RECEIVE FOLDER VIEW INLOOX PM
C) > j e B . o = O3
= " :ﬂ 5_@ [ | = _:.:i —i— A
Recent Tasks Documents Calendar Time Projects|People [Workload History Dashboard
Projects -

General Views

InLoox People in the tree structure:

4 nLoox PM

4 Projects
I Tasks
Documents
Calendar
F Time
I Projects

I People

Allocation
I History
[ Dashboard

Search Folders

Create, edit and delete InLoox contacts
Create a new contact
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By using the InLoox contact management tool you can manage important contact information of
customers, partners, colleagues etc.

To create a new contact proceed as follows:

1. Click on the People icon in the InLoox PM or InLoox now ribbon. Afterwards, choose an address
book in the tree structure on the left below People. (If you haven’t created an address book yet, you
can use the “InLoox Address List” address book.)

HOME SEND / RECEIVE FOLDER VIEW INLOCK PM

e d EReERE=EE

Recent Tasks Documents Calendar Time Projects|People [Workload History Dashboard
Projects -

General Views

2. Click on New Contact on the Start tab.

START SEMND / RECEIVE FOLDER VIEW INLOOX PM
s (X P2 B3 B ™
[ =5 LA = - ﬂ Refresh
Mew Mew Edit  Delete  Recent Impaort Address
Contact [Elements Projects = Contacts Book ~ Y Filter
Mew Edit InLoox PM Actions Current View

3. A new window will open. Here you can enter all important contact information:

File CONTACT

5 Avalable User Licenses
New Contact  Saveand MNew Emal  Image Alow  pdrinistrator
Close Notification - Logn

Actions PEMMISSIONS LiCEnses i

1)
E‘w B“XB

i + Initials Birthday | L]

B
—

First Last Na
irst name a5t Name | L/ Note

Company

Department Line Item

=
%Hmﬂ

Email®

_~
N
e

Display as* |

Webste |
.
\\ FPhone

Ehone

Phone 2

|
|
Mobile |
|
FPager |

(2] Address

Street |

7ip Code city |

Country |
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e (1) General: Enter Title, First Name, Last Name as well as the company the person is
working for. Additionally, you can add a picture by clicking on the grey default picture or
on Image in the ribbon. Then you choose a picture and click on Open.

e (2) Contact details: Afterwards, you can add additional contact details in the areas Internet,
Phone and Address.

e (3) Permissions & Licenses: InLoox Admins have access to special features in the
permissions and licenses area. InLoox Admins can create a user account for InLoox PM or
InLoow now for the new contact by clicking on Allow Login. The persons automatically
receives a user license provided that this feature is activated in the InLoox options.
Additionally, it is necessary that you have unused user licenses left. For more information
see Create an InLoox user account.

e (4) More & Note: Finally, you add the birthday and if necessary a note. When you are
clicking into the note area, the additional tab Format appears in the ribbon. The Format tab
provides several features for formatting the note:

CONTACT Format
Mirosoft Sans Serif | w| |8 v A A iz = = B = @ @ Fnd
B
Print b B I U U S & X, X - B - = = = = Hyperink Symbal  Inline 4 Replace
' - & Pictre  © ©
General Fant Paragraph [nsert Editing

The formatting features are oriented towards common word processing programs. For more detailed
information on the formatting feature see bullet point 7. in How to create a new project.

4. When you are finished, click on Save and Close in the Contact tab. The contact is added to your
address book and appears in the contact overview.

Edit a contact

To edit a contact double-click on the contact in the address book. A new window will open and you
can edit all contact details. When you are finished, click on Save and Close.

Delete a contact
To delete a contact you have to options:
e Select the contact in the address book and click on Delete in the Start tab.

e Right-click on the contact to open the context menu. Click on Delete in the context menu.

Manage InLoox address books
By using InLoox address books you can administrate your InLoox people (contacts). The address book
“InLoox address list” is accessible for all users by default. It’s a global address list to which all users of
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your database have access. Additionally, you can create as much address books as you need. You can
determine the accessibility for each address book (exception: InLoox address list).

Address book view

You can access InLoox address books via the tree structure on the left. Click on People in the tree
structure and you will see all existing address books below:

4 Jnloox PM

4 Projects
I Tasks
I Time

- Projects

4 Peaple
InLoox Address List

Potential custorners

Private Address List

Allocation
- History
i Dashboard

Afterwards, click on an address book to open it.

Alternatively, you can access the address books via the ribbon. Therefore click on the InLoox
now or InLoox PM tab and then on People. The InLoox address list will open. To open another

address book click on Address Book in the Start tab and choose an address book from the drop-
down-list.

START SEND / RECEIVE FOLDER VIEW TNLOOY PM
= = 33 LR =T P
—t ' > £ Refresh W
MNew Mew Ed Recent Impaort Address Save
Contact Elements Frojects~ Contacts Book= 1 Filter
News Edit InLoox P Actior InLoox Address List
Potential Customers
Private Address List
Manage Address Books...

Below you can see the address book view:
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Addre=ss Book iLoox Address Lisl

Gordon Newman Joel Somers

361-652-4363 605-296-3675

gardon. newman Bnloox, com joel, somers @inbound. plus
1413 White Avenue 4 2570 Andy Street

‘ " T¥ 78409 Corpus Christi SD57 439 Ferney
) -

Karen McCarty

t ?§ kmccarty 2bz-media.com
jw;l

083 30 20 357
01720 744 55 56
rita. meyer @iroo. com

Create, edit and delete address books
1. Go to the InLoox contact management by clicking on People on the InLoox now or InLoox PM tab.

2. To manage your address books click on the Address Book icon on the Start tab. In the drop-down-

list click on Manage Address Books. A new window will open:

Select an address book and click
on Modify to change the name.

: :Click on New to create a new address book. Enter a name and
: ichoose whether it should be visible for all users or not.

"ﬂ Address book list

E MNew MAME VISIBELE FOR. ALL USERS
InLoox Address List
Partners
Private Address List ]
®

| Save || Cancel

Select an address book and

click on Delete to delete it. = i
: : Change the visibility of each

address book by ticking the
check box.

3. To save your changes, click on Save.
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Features in the address book view
Go to the InLoox contact management by clicking on People on the InLoox now or InLoox PM tab.

The address book view provides some helpful features on the Start tab.

mport contacts from your Print the address book
Cutlook address book. or refresh the view,

START SEMD / RECEIVE '-UL'_JEH‘ VIEW IMLOOX PM
25 s (20X P2 B3 (B e ER
4= BN _.-'fl‘ E=] -—} l S Qtf't.'! == |
Mewr Mewr Edit Delete  Recent Import Address B Save
Contact Elements - Projects -  Contacts Book- ¥ Filter -
I awy Edit InLoox Fi Actians . . wrremt Wiew
Switch between different  Filter the contacts

address books. by specific criteria.

Import contacts from Outlook

By using this feature you can import contacts from your Outlook address book to your InLoox address
book.

1. Click on Import Contacts on the Start tab.
2. Your Outlook address book pops-up and you can select the needed contacts by double-clicking.
3. When you are finished, click on OK.

4. All data that is connected to the selected contacts will be transferred automatically to InLoox. Now
you can access the imported contacts from your InLoox address book.

Filter contacts

You can search your contacts by using individual filters. This is very helpful when you are searching for
a specific contact without remembering the full name. Therefore click on the Filter icon in
the Start ribbon. A new window will open where you can edit the filter.

=5 Filter Editor X

And
[Display Mame] Beqins with <enter a value

Cancel Apply

1. Click on the blue text (here ,,Display Name”), to filter by a specific criteria. You can use the
following criteria: Display Address, Display Name, Email, Mobile, and Telephone.
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2. Choose a condition by clicking on the green text (here ,Begins with”). You can use many different
conditions, like for example “Begins with”, “Equals”, “Contains” or “Ends with”.

3. Enter a value for the chosen criteria (here “K”), by clicking on the grey text “<enter a value>”".

4. For adding more filter criteria click on the plus icon next to the red ,And” Afterwards, edit the
logical operator that is used for connecting several criteria, by clicking on the red “And”. Choose
between: and, or, not and, not or.

5. Afterwards, click on Ok to scan your contacts with your individual filter. The results will be shown.

6. To edit the filter click on Edit filter below your results. To remove the filter click on the “X”-icon
below your results.

| Starts with{[Display Mame], 'K

Search contacts

In the right corner above your contacts you will find the feature Search contacts. With this feature
you can easily search your contacts without creating a filter. Just enter some contact information to
search for a specific person or e.g. for all contacts from San Francisco.

1. Enter some contact information in the field Search contacts and press enter or click on the loupe
icon.

2. The results will be shown immediately. To exit the search click on the “X”-icon next to the search
field.

Manage InLoox users

You can use the contact feature to add extern users like partners or freelancers to your InLoox
database. Especially, when you are using InLoox now!, you need the InLoox contact management to
add new users to InLoox. Furthermore we offer a new log on option to InLoox Web App for Office 365
users.

Add extern users to InLoox

Extern users, who are not working via the Outlook-Login with InLoox, can be added to the database
by using the InLoox contact feature. This features helps to give partners, customers or freelancer
access to a specific InLoox project.

You can add extern users to InLoox PM or InLoox now by creating a new contact and assigning an
InLoox user license.

Requirements:
e You are InLoox Admin.
e You have an unused InLoox user license.

e You have activated the automatic assignment of user licenses in the InLoox options.
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How to activate the automatic user license assighment

1. Open the InLoox options to activate the automatic user license assignment. Therefore click
on File and then on InLoox PM or InLoox now options.

2. In the InLoox options click on License Key and then on User Licenses. This area provides an
overview over all available user licenses: InLoox PM Outlook User, InLoox PM Web User, and InLoox
PM Universal User.

Oi InLoox PM User Licenses
F Y

Automatic user license assignment

Available licenses
InLoox PM Outlook User 0/
InLoox PM Web User af
InLoox PM Universal User 5710

3. Put a check at the field Automatic user license assignment.

4. Afterwards, click on Apply and OK to save your changes and to close the InLoox options.

Assign InLoox user licenses to extern users

To assign an InLoox user license to an extern user, you have to create a new InLoox contact or you just
open the already existing InLoox contact. Go to the InLoox People area to create a new contact or to
open the already existing contact.

1. Open the InLoox now or InLoox PM tab and click on People.

2. If the person is already in your InLoox address book, just double-click on the contact to open it.
Otherwise click on New Contact to create a new contact.

3. A new window opens. Here you enter all important contact details (see chapter Create a new
contact). If the contact is already in your address book, you can skip this step.

4. In the Licenses area in the ribbon you can see how many unused user licenses are left.

CONTACT
rE!| |,:|,I?"| 3| 7
= - 5 Avalable User Licerses
Mew Contact  Save and Image Allow
Close - Logn
Actions PErmsSsons Licenses

5. Click on the button Allow Login to add the person to InLoox and to assign a user license. If the
person should be allowed to create projects by themselves, activate the button Create Projects. If
you want to assign all writing- and reading permissions to this contact, click on Administrator (the
contact is now an InLoox administrator).

6. To save your changes click on Save and Close. Now, the contact automatically receives its InLoox
user license. Additionally, you can edit the persons’ user-based permissions in the InLoox options. For
more information see Set user permissions.

7. The following procedure differs between InLoox how and InLoox PM.
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7.1 InLoox now: The user receives an invitation mail to InLoox now!. He clicks on the attached link
and is forwarded to InLoox Web App. There he creates a password and logs-on to InLoox Web App.
Afterwards, he can click on the button Outlook Client in the Web App to download the local InLoox
client.

@& outlook Client

7.2 InLoox PM: The new user won't receive an invitation mail. You have to create an authentication
for him in the InLoox options:

e Therefore click on File and open the InLoox PM options.

e Click on Permissions and select the new user in the user-based permissions. Then click
on Edit.

¢ A new window will open. In the Authentication area you can create the authentication for
the new user. Afterwards you click on OK to close the window. To safe your changes and close
the InLoox options click on Apply and OK.

@
User / Role
adh
Joel Somers
Authentication
User name:
F‘ﬂss'r'\'l:lrd: SEFRERREE R RN EERE R

Re-enter password: | ssssssssssssssssssssnnns

A Change password on next
log-on

|:| Account inactive

Additional log on option to InLoox Web App for Office 365 users
Since InLoox 9 you don’t need a VPN for working with InLoox. Now you have the possibility to access
the database via InLoox Web App with your local installed Outlook Client.

Requirements: Outlook Client as well as InLoox Web App at least in version 9.0.10. If you're using
InLoox now! then InLoox Web App will automatically be up-to-date and you only need to check the
current version of your Outlook client.

So far, you had the following possibilities to log on to the InLoox Outlook Client and InLoox Web
App:
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(=] 1

_'. InLoox Web App *»

I Office 365

.l or
: 73

° I\_ Exchange Senvar J

Active Directory
Logon

Yok
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g-

InLoox Outiook Client

InLoox Authentication

If you use an Office 365 account in Outlook and log on to InLoox with “Outlook Login”, you won’t be
able to use the login to log on to InLoox Web App. InLoox 9.0.9 offers you another authentication
method to log on to InLoox Web App with an Office 365 account: You can add an additional InLoox
authentication to your Office 365 user account. You can then use this authentication to log on to
InLoox Web App. This enables you to use the same Office 365 user account for InLoox for Outlook and

InLoox Web App.
(=] 1]
-.... -
~ InLoox Web App  * -,
ﬁ] N
] Office 365

: €2

% \ Exchange Semver
-

Active Dirgctory
Logon

g-

InLoox Dutlook Client

InLoox Authentication
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Follow these steps to set up the authentication:
1. Navigate to the InLoox Options: File >> InLoox Options
2. Go to Permissions.

3. Choose the Office 365 user from the list User-based permissions. You can also create a new user
account if it does not exist yet:

e Click on New.

e Open the context menu and select Exchange User.

Permissions *

& User / Role v Permissions

Permission
-

Active Directory User

Authentication sis
| Exchange User ests
User name: InLoox PM User
Arcess Project Notes™
Password:

Acrcess "Lists”

Re-enter password: Access "Mind Maps™
Change password on next Access TTasks®
log-on Access "Planning”
Account inactive Access "Time Tracking™
Access Own "Time Tracking” Entries
Access "Documents™
Access "Budgets™
Edit Projects
Edit "Management”
Edit "Project Contacts™
Add "Project Motes™
Delete "Project Motes™
Delete Own "Project Motes™
Lock Projects
Edit "Lists™

K Cancel

e Select your Office 365 contact from your global address book, then close the address book
with OK.

4. Now select InLoox PM authentication in the permissions dialog and set a password.
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Permissions >
@ _
b Lzer / Role Permissions
Rita Meyer |- Permission
Create Projects (]
Authentication Create Project Requests

Approve Project Reguests

InLoox PM Authentication Access Projects

Access "Project Notes”
Arcess "Lists™
Password: Ty Access "Mind Maps®
Access "Tasks™

Access "Planning”

User name: rita.meyer @inloox. com

Re-enter password: |sesess|

n Change password on next

log-on Access "Time Tracking

) ) Access Own “Time Tracking” Entries
[ Accountinactive Access "Documents™
Access Budgets”
Edit Projects
Edit "Management”
Edit "Project Contacts™
Add "Project Motes™
Delete "Project Motes”
Delete Own "Project Notes™
Lock Projects
Edit Lists™

oK Cancel

5. Click on OK to confirm.
6. Click on OK to save and close the InLoox Options.

7. Now you can log on to InLoox Web App with your email address and the assigned password.

Invite new users to InLoox now!
Since InLoox 9 the contact management tool offers the possibility to directly invite new users to
InLoox now!. Therefore, proceed as follows: (Start from your inbox)

1. Open the InLoox now tab and click on People. The InLoox address list opens and gives an overview
over all contacts.

2. Click on Invite Contacts on the Start tab.

FILE START SEMD / RECEIVE FOLDER VIEW INLOOX PM

: " x O o | HB&| E=
o =
2 &= V4 SR C = o
Mew Mew Edit Delete Recent Import Invite Address

Contact Elements - Projects * Contacts [Contacts| Book~
Mew Edit InLoox PR Adtions
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3. A new window for selecting the contacts will open.

Select a contact from the address book.

If you want to invite an additional
contact, click on the plus icon. :

Click here to remove a selected contact.:
The contact won't be invited to InLoox.:

+ o
@4y Tnvite contacts

000
| | X =+ @&

Invite || Cancel |

Click on invite to invite the
contact to InLoox now. :

Click on cancel to cancel the action:
and to close the window.’

4. The selected contact will receive an invitation mail for InLoox now!.

Project list

User Manual InLoox 10 for Windows/Outlook

The project list provides you with a brief overview of all your projects. It includes various features
that make project editing easier and faster. As a standard, you can see only those projects in the list

that are accessible for you.

Selected project list features

To access the project list click on the InLoox PM or InLoox now tab. Click on Projects in the Outlook

ribbon afterwards.

1. Features in the InLoox PM or InLoox now Ribbon

On the Start tab, in the InLoox PM or InLoox now Ribbon you can find additional features that

simplify your work within the project list:
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Edit the status of a project
in the project list without
opening the project.

Edit the category of a project in the

project list without opening the project. Moue:a:se\acted

project to the
archive. There
you can restore
it, if needed. :

START SEND / RECEIVE FOLDER VIEW INL bOK NOW

® )
ilE sz G;:j E Eiﬁ?CowB
H

New New Fdit Delete  Recent  Favorite Categorize Status [ Paste Archive
Project Elements ~ ® Projects e v v

Actions

Newy Edit _ Inloox now Tags

Delete the selected project
with a click on the Delete
button. The project is moved
to the recycle bin. There you
can restore it, if needed.

Here you can mark a selected project :
as a favorite. You can find all favorites :
in the side panel below projects. :

Set the level of importance of a project:
Exclamation mark = high priority
Arrow down = low priority

Admins can individually define both, categories as well as different specifications of the status, in the
InLoox options.

2. How to open or create a project
Open a project

Double click on a project in the project list or right click on the project to open the context menu.
Then choose Open Project from the menu.

Create a project

Double click on an empty space in the project list or right click to open the context menu. Then
choose New Project from the menu.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/inloox-options/manage-project-categories/
https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/inloox-options/edit-the-project-statuses/
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3. The context menu and useful keyboard shortcuts

The context menu provides you with almost all basic features that are also available on the InLoox
Ribbon. To open the context menu right-click on the project list.

A&  New Project... F2
“  Open Project...
7< Delete Project
Favorite
|-, Archive Project
&7 Refresh F5
Em Copy
Paste
Bxpand All Groups 4., The context menu
Collapse All Groups '+s-...,. i i provides additional
T —— iites features that support
Y o Eilter e R i a clear structure of
74 Select Fields ..-+=*" the project list.

For more information on how to structure the project list see Create and edit custom view.

Useful keyboard shortcuts
e F2-Create a new project.
e F4—Refresh the project list.
e CTRG+P — Print the project list.
e CTRG+C - Copy a project into the clipboard.

e CTRG+V — Paste a project from the clipboard to the project list.

Conditional formatting as a warning system
By applying the conditional formatting to your project list, you can quickly highlight project
information that meets certain conditions. This feature can be very useful:

e Asawarning system for the project controlling of critical projects
e Toclearly structure the project list

The conditional formatting dropdown-menu provides you with preconfigured formatting templates
and your individual formatting drafts. To delate a draft choose the formatting in the dropdown-menu
and click on Remove Formatting.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/customization/generate-personalized-views/
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Add Simple Formatting
The simple formatting compares the value of a field with a pre-defined reference value. In the
following example all projects whose actual expenses exceed a specified value will be marked red.

1. Let’s start from the project list. Click on Conditional Formatting in the start tab.

2. Select Add Simple Formatting in the dropdown-menu. A side panel will open on the right side.
There you can define the formatting.

3. Choose Total Expenses (Actual) in the Column field.
4. Choose the argument Greater than in the Condition field.
5. Enter the reference value 5,000 in the Value 1 field.

6. Define the formatting in the Format area, e.g. BackColor red. Activate the check box Apply for
cell in order to format the whole cell of the project in the project list. All projects whose total
expenses exceed 5,000 will be marked with red in the project list.

E Condition x

Column | [TOTAL EXPENSES {(ACTUAL)] v
Condition |Greater v
Value 1 5,000. | §
~i=..0 Format

(V] Apply to row

Misc “
BackColor : Red v
BackColor2
BorderColor

» Font Tahoma, 8.25pt
FontSizeDelta 0
FontStyleDelta Regular
ForeColor
GradientMode Horizontal
Image (none)

» Options UseBackColor = True

b TextOptions

Add Extended Formatting
Extended formatting allows the calculation of a value and compares it with a pre-defined reference

value. For those calculations you can use more than one field as a variable. The following example will

examine, if a projects’ actual expenses exceed the planned expenses.
1. Let’s start from the project list. Click on Conditional Formatting in the start tab.

2. Select Add Extended Formatting in the dropdown-menu. A side panel will open on the right side.
There you can define the formatting.



220

3. Click on the following icon | | on the side panel. Thereby you open the dialog box Expression
editor for specifying the formula and calculating field values.

4. Click on Fields in the left column.
5. Select Total Expenses (Actual) in the middle column by double-clicking.
6. Select the relational operator greater than >.

7. Select Total Expenses (Plan) in the middle column by double-clicking. Afterwards click on Ok.

{5 Expression editor It S

[TOTAL EXPENSES (ACTUAL)] > [TOTAL EXPENSES (PLAN)]

+ - X+% (0 =#<< 2> @ »
Functiors [TOTAL EFFORT IN WORKING D, » | | Feld Informaton
Operators [TOTAL EXPENSES (ACTUAL)] Caption: TOTAL EXPENSES (PLAN)
Fielkds [TOTAL EXPENSES (ACTUAL, OT | | T type of this fiekd is:
Constants [TOTAL EXPENSES (ACTUAL, TTM System,Double
 [TOTAL EXPENSES (PLAN)]

[TOTAL EXPENSES (PLAN, OTHEI
[TOTAL EXPENSES (PLAN, RESOI
[TOTAL MARGIN (ACTUAL)]
[TOTAL MARGIN {PLAN))

[TOTAL REVENUES (ACTUAL}]
[TOTAL REVENUES (PLAN)]

< >

oK Cancel

8. You can define the formatting in the Format area in the same way as when using simple formatting.

Activate the check box Apply for cell in order to format the whole cell of the project in the project
list.

9. All projects which meet the defined conditions will be marked in the project list.

! ® | A)  numeer PROJECT NAME
&5 20160002  Product Engineering Process

! 2016-0001 Exhibition

! 2016-0003 Commerdial Construction Demo Project

The tree structure in the project list

When you are opening the project list you can find the tree structure on the left part of the window
(required: Outlook folder structure on the left side is open). The tree structure provides you with
additional views like Favorites, Project Requests, Archive and Recycle Bin.

User Manual InLoox 10 for Windows/O
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4 InLoox now

4 Projects

Tasks

Documents

Calendar

Time

4 Projects @:sosrssssnnnsnnnniinniiinii

Favorites
Timeline
Project Requests
Archive
Recycle Bin
Budget warning projects
Projects by category
Projects by client
Projects by manager
Projects by status
Running projects

Time warning projects

User Manual InLoox 10 for Windows/Outlook

« All views are integrated
below Projects in the tree
structure and easy to access.

In the following we will shortly introduce the Timeline and Trash view.

Timeline

The Timeline provides you with an overview of the chronological allocation of all your projects.
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Click on Zoom In or Zoom Out to adjust the
timeline to your needs.
Click on Today to switch to the current date.

Here you can quickly print:
the timeline. :

User Manual InLoox 10 for Windows/Outlook

FILE START SEND / RECEIVE FOLDER VIEW INLOOX NOW

1’:!1 . N ® . . m Today @
“FJ Va4 \ =) Copy e Print a7z :
= k . ey 4 ZoomIn
New Edit Delete Recent Paste &» Refresh
Elements - Projects ~ Q Zoom Out
New Edit Inloox now Actions Current View

11 Thu 12Fn 13Sat  14Sun  15Mon 16 Tue 18 Thu 19Fn 20 Sat

[&3 2016-0001 Exhibition
[ 20160002 Product Engineering Process
2016-0003 Commercal Construction Demo Project

Those features are also available in the context menu. Right-click in the timeline to open the context

menu. For more information about printing, see Print the project list.

In the timeline projects can be differentiated by their color. The coloring scheme is predetermined

and cannot be changed individually:

Color Meaning

[ | white |Completed projects

] Red Overdue projects

[ ] Green | My projects

[] Blue All other uncategorized projects

Recycle Bin

The Recycle Bin shows all projects that you have deleted in the project list.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/10-0/all-support-articles-inloox-10-for-outlook/project-list/print-the-project-list/
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Click on Delete to permanently
remove a selected project.

Click on Restore project(s) to restore
a project you have accidentally deleted.

User Manual InLoox 10 for Windows/Outlook

START FOLDER

SEND / RECEIVE VIEW INLOOX NOW
@ &
O G e Print
&[_—IT x (9[:] ER Copy =) =
= = =~ Refresh
New Delete  Recent 7 Paste  Restore _
Elements ~ Projects ~ project(s) Y Filter
New Edit InlLoox now Actions
1@ g |nwmem  |erodECT NAME

3 ! 2016-0003  Commercial Construction Demo Project

3 1 2016-0001  Exhibition

; ! 2016-0002  Product Engineering Process

How to duplicate a project

You can duplicate entire projects from your project list. This is very useful, when you want to create a
new project that is extremely similar to an already existing project. Below you can find our how-to

instructions.

1. Click on Projects in the InLoox PM or InLoox now tab to open the project list.

2. Select the project you want to copy ...

... and click on Copy.

START SEND / RECEIVE FOLDER VIEW INLOOX NOW
- A 3
& DX % & B @
. 7 e
=1 OB ,J =] 4 L1 J ED Copy
New New Edit Delete  Recent  Favorite Categorize Status [ Paste
Project Elements ~ Projects ~ b v

*

Afterwards click on Paste to
paste the project to the project list. :

Useful keyboard shortcuts
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e CTRG+C — Copy the selected project from the project list.

e CTRG+V — Paste the selected project to the project list.

3. To edit the copied project you have to assign a new project number. Afterwards you can adapt the
project information.

Print the project list

InLoox provides a print feature for every project view as well as for the project pages - all printing
settings and features can be found in the dialog box print. You can use it to modify a document's print
settings, or specify its watermark settings.

Click on Print in the start tab to open the print preview. The following screenshot explains all
important features that you can use to edit the print preview. To guarantee the ideal print of your
document click on Scale and choose a suitable percentage from the drop-down menu. The scale
feature enlarges or reduces the document in percentage to its current size.

Click on Quick Print to print a document Specify page margins and choose whether to Change the page color and create a watermark.
using default settings. If you want to edit print in landscape or portrait orientation. Enter the text in the watermark dialog box or
the settings before, click on Print. Additionally, you can change the paper size. choose one of the provided options.
é é Py FY ® é N
= - o ) A k e @ @ D 2 @Yy @"
- = = = = b | =21 I @@ g7 | Y] | . e T Zadl Z) B L=
Open  Save Prnt  Quick Optons HeaderfFooter Scale Margins Orientation  Size Find  Thumbnails . ZoomOut 20om ZoomlIn  PageColor Watermark  Export E-Mal
Print v v v N v . 0 As *
Document :wf; Page Setup . E E Zoom Page Background .:E\Dmr’
© VORIORWAFTWINUMBER PROJECTNAME MANAGER ~ CUSTOMERVJECT STI0JECT EANNED STAFANNED EX
10 ' 2016-0 Commercial Construction Demo P _'CMDCS: Intern 8/11/Z 8/16/2 (8/11/2016 |2/16/2017
' 2016-0 Exhibition JohnDoé Intern 8/1/Z 18/16/2 [8/11/2016 |9/21/2016
O i 2015-0 ProductBrochure rita.meyér TradeFair 9/12/Z |9/29/2 (9/12/2016 |9/18/2016

Within the options youg
can edit the preview:
and its components.:

Search for a specific text.:

Export the preview to save it as a file on your

Use the hand tool to scroll content : hard drive or to send it as an E-Mail attachment.

Insert page header or page by dragging the document instead :
footer into printed documents. : of using scrollbars. :

Search and filter projects
The project list offers you several options to find a project you are looking for. This chapter shows
how to use the search function and filters when searching a project.

Search function
1. To open the project list click on Projects in the InLoox PM or InLoox now tab.

2. Click on the Search projects box above the project list.
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Enter the project name or futher information that is
saved in the project you are looking for. Afterwards
click on the magnifying glass or push enter.

Search projects @ ‘d
1 O g [ove PROJECT NAME PROECTST... |PROECTEND
L} 216-0003 Commercial Construcbon Demo Project  8/11/2016 8/16/2016
! 2015-0001 Exhibitan 8/11/2016 8/16/2016
216-0004 Product Brochure $/12/2016 9/29/2016
1 2015-0002 Product Engineering Process 8/11/2016 8/16/2016

3. All projects that include the entered text are shown. The search results are accessible on a side
panel, even when you are opening a project.

4. When you are finished close the search function by clicking on the X next to the Search
projects box.

Quick filters

With the new Excel-style quick filters, you can now refine your search in table views even more easily.
Depending on the field type, extended text and date filters are available. For example, you can filter
your project or task list by different date ranges:

Click on the funnel icon, which will appear if you mouse-over a column header. Then select the Date
Filters tab.

InLoox now Tags Actions Arrange Current View
<
| PROJECT | PROJECT ST... JLALILIEED LSIATLIS PROJECT NAME
4 Carol Walker (2) Values  Date Filters
H Stakeholder Presentation 14.05.2018 Stakehaolder Presentat
[E8 caD consutting 25,04.2018 |Specific Date Periods -] CAD Consulting
4 Jake Lewis [3) ... Yesterday o~
Product Facelift Il 13.03.2018 E ::'la:rmw Product Facelift Il
Product Catalog 25.04.2018 D Last Week Product Catalog
n Technology Review 02.04.2018 [ This week Technology Review
‘ Jason - ] Next Week
Bl proces CostReauction 25032075 | 2t Morth Process Cost Reductio
Press Kit 27.04.2018 [] Mext Month v Press Kit
4 Karen McCarty (1)
7 Product Roadshow 26.03.2018 Trer T Product Roadshow
4 Rita Meyer (3] o2

n Conference

L Product Launch

20.04.2018
01.05.2018

2018-0001
2013-0002

In Progress

In Progress

Conference
Product Launch
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How to filter the project list [advanced]
1. To open the project list click on Projects in the InLoox PM or InLoox now tab.

2. Click on Filter in the start tab.

3. Create a filter criteria.

: Click on And to select a comparative operator.

i Filter Editor e e

[PROJECT NAME] Beains with jer 2 &> 0

OK Cancel Apply
: Click on the plus symbol to
: create additional criteria.
=7 Filter Editor —— oS
Or ©
[PROJECT NAME] Begins with product £
[NUMBER] Equals | 0002|
b 4 b4 ) 4
oK Cancel Apply

EEnter information behind the operator.

:Click on Equals to change the logical operator.

éCIick on the condition field Number to
: select another field.

4. Click on Ok. InLoox shows all projects that meet your criteria.

Project planning
Creating a Project Plan with InLoox

With InLoox, you create Gantt-Charts for your project planning. Such a Gantt-Chart consists of
milestones, specific points in a project timeline, and activities, which are scheduled phasesin a

project with a specific start and end date. Several activities can be combined to form a summary

User Manual InLoox 10 for Windows/Outlo
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activity. Activities usually comprise of one or more tasks that need to be done in order to complete
the activity.

Please, watch our video tutorial for an introduction into project planning with InLoox.
This is how you can create a project plan with InLoox:
1. Adopt planning elements from a project mind map.
2. Import an InLoox planning template or a Microsoft Project ® planning template.
3. Copy and paste planning elements from an Excel-file.
4. Or create the project plan manually, described as follows.

ATTENTION You can only create an InLoox project plan if you have the necessary permissions. You
need to have permissions to Edit Projects and to Edit “Planning”. If you only have permission

to Access Projects and Access “Planning”, you are unable to create a project plan. Learn more about
permissions here.

Create, edit, and delete new planning elements — activities and milestones
The following steps guide you through creating a new project Gantt-Chart with InLoox.

Create new activities and milestones
1. Open Outlook and click on the tab InLoox PM or InLoox now.

2. Clickin the ribbon on the Start tab and click on Projects. Create a new project or select an
existing project.

3. Click on the tab Start and in the ribbon on Planning.

The InLoox project plan consists of the planning list on the left, where you see the two
fields Info and Name when you first open the InLoox planning, and the Gantt-Chart in the calendar
view on the right.

ARHEB 6 - Plan Settings - Customer and Partner E M - 0 X
Start Edit View Templates Reports Settngs Search project.. ;;’ 0

|c@% I ey N — pe— [N B
£ L ] v = | - } |
= Yo | Bg oo = M | mel fi
Saveand Management LUsts MndMaps Tasks Plaanng Tme Documents Budgets  Budget
Close Overview
Actions Secton e
Thu, 12 January 2017 Fn. 13, January 2017 =
(] 8- M=
1200 AM 12:00 PM 1200 AM 12:00 PM

¥ 4

planning list with fields Gantt-chart in the calendar view


https://www.inloox.com/support/documentation/video-tutorials/inloox-9-for-outlook-how-to-create-a-project-plan/
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Click on the tab Edit. Then click on New Activity or New Milestone to create one of these new
planning elements. You can also use the short cuts Ctrl+N (or Cmd+N) for a new activity or Ctrl+M (or

Cmd+M) for a new milestone.

~

X H

[

S & *

Edit

View

Templates

Reports

New Activity

New Milestone| New Tas! Edit Delete

Edit

The new planning elements are visualized in the Gantt-Chart. Activities are shown as bars and
milestones are diamond shaped. If you want to create a new milestone:

1.

Click on the tab Edit, and then click on New Milestone or press Ctrl+M (or Cmd+M).

2. You see the New Milestone in the planning list. Give it a new name, e.g. “Kick-off meeting”.

Press ENTER to save.
F—————————————|

o@ E S G 2 = Plan Settings Custor

Start Edit View Templates Reports Settings
= W 2 X .
® W |/ v B
New Activity New Milestone New Task Edit Delete F Done ‘[‘3

Edit
Thu, 12. January 2017 ]
© e start | End Name

12:00 AM | 12:00 PM ]

G) VA TR V2 b Y8 INew Miestone | Janjary 12

If you want to create a new activity, do the same, only click on New Activity in the ribbon or press

Ctrl+N.

ATTENTION If you do not schedule these newly created planning elements (i.e. you have not set a
start and/or end date) right away, InLoox will use the creation date of the project for milestones.
Activities will also start at the creation date of the project and will be given a duration of one day
(with a default setting of 8 work hours). Your newly created project plan will then look e.g. like this:
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0@ B e S O = Plan Settings Custor
Start Edit View Templates Reports Settings
(D

& % D X ix E‘[;%

New Activity New Milestone New Task Edit Delete Remove Done O
Edit
[ ] ' ' w2

O .. st End Name |

] b | | l Thu, 12.J... | Fri

@ 1/12/20017 ... 1/127207 ... kick-off meeting Jabuary 1
11272017 ... 171272017 ... event marketing
11272017 ... 11272017 ... location

171272017 ... 171272017 ... program
171272017 ... 17122017 ... catering
17122017 ... 171272017 ... location visit
1/12/2017 ... 1/12/2017 ... PR activities

Each planning element starts and ends at the same time. No dependencies have yet been established
between the planning elements. As each planning element’s start date lies in the past, they are all

highlighted in red and are marked as overdue by the symbol in the info column.

Create summary activities
If you combine several activities which are logically connected and need to be finished within the
same time frame, you create a summary activity.

Proceed as follows:

1. Create all those activities, that you want to combine, e.g. all marketing activities.

|| w2
Name
| Thu, 12. Ja...| Fri, 13. Jan...
kick-off meeting : Jal%\uaty 12
event marketing
first mailing

second mailing
telesales
1. reminder

2. reminder

location
program

catering

1 2. s =
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2. Mark each of the activities by pressing Ctrl and clicking on each planning element. In this example,
“event marketing” is supposed to become the summary activity.

W2
Name !
| Thu, 12. Ja...| Fri, 13. Jan..
kick-off meeting : ;a!:huary 12
event marketing !
first mailing

second mailing
telesales
1. reminder

2. reminder

location

ercnsndrccsccscascsscasesscasssscacesslosacna

program $

catering :

1 =bi asind 4

3. Then click in the ribbon on Edit and click on the right arrow in the section Arrange. The individual
activities are now indented.

()
&« >
N

Arrange

4. The summary activity “event marketing” is visualized in the Gantt-chart as a summary bar. If you
click on the arrow next to the summary event’s name you can collapse the subordinate activities.

w2

Name
| Thu, 12. Ja...| Fri, 13

J aéwuary 12

kick-off meeting

4 event marketing

first mailing

second mailing

telesales

annsassnnnasssnnds cibnnn el

1. reminder :
2. reminder i
location
program

catening

ln~=tinn vieit

5. If you want to undo the creation of a summary activity, simply click on the undo icon in the upper

AEBEOe - R
left hand corner or mark all the subordinate activities of the summary
activity and click on the left arrow in the ribbon in the section Arrange.
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™
“ >
N2

Arrange

ATTENTION The duration of the summary activity is calculated based on the start and end dates of
the subordinate activities. l.e. that a summary activity starts on the start date of the earliest
subordinate activity and ends on the end date of the latest subordinate activity. If you change the
start and/or end dates of the subordinate activities, the duration of the summary activity is
automatically adjusted.

Delete planning elements
If you want to delete a planning element that you have just created, simply click on the undo symbol
in the upper left-hand corner of the Outlook toolbar.

a‘g H & @\) @ 7

Otherwise, mark one or more planning elements you want to delete and click Delete in the tab Edit.

by v

Edit Delete Remove Done

N

InLoox will ask you again, if you a sure you want to delete the planning element. Confirm by
clicking Yes.

Edit

ATTENTION If you delete a summary activity, all subordinate activities are deleted as well.

Change the order of the planning elements
In order to change the order of the planning elements, proceed as follows:

1. Click on the planning element that you want to move.

2. Open the tab Edit and use the arrows in the section Arrange to move the planning element up or
down the list.

(-&-)

&

Arrange

Convert planning elements: activity <-> milestone
If you want to convert an existing activity into a milestone or vice versa, you do not have to delete it
and create a new one.
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Click on the planning element, you want to convert and then open the tab Edit and click
on Convert in the section Action.

oS ¥ Add to Timeline

=
=% | @ synchronize With -
Convert
i@} Snapshot 83 Remove Constraint
Action

ATTENTION Summary activities cannot be converted.

Link planning elements automatically

If you have created the planning elements in a chronological order, you can link them with just one
click and create dependencies between the planning elements. That way, you create a project plan
based on the waterfall model.

1. Click on the planning elements you want to link. Use Ctrl+A to mark every planning element in your
plan.

2. Open the tab Edit and click on Link Automatically in the ribbon in the section Action.

PN » Add to Timeline *1 Link Automatically
- Ei Synchronize With - *7] Remove Dependency
Convert
i) Snapshot 83 Remove Constraint
Action

3. The marked planning elements are now linked. Proceed to edit the dependencies.

Jan 2017
M TIW TIF|S|SIMT|WT|F|S|S|M
kick-off meeting -fanuary 12

Name

event marketing Lh ~1
first mailing —l
second mailing _l

telesales
_l

1. reminder
; !
2. reminder : —

location

nroaram.

4. If you want to undo the automatically created dependencies, mark the planning elements whose
link you want to undo and click on Remove Dependency in the tab Edit in the section Action.

& » Add to Timeline *7] Link Automatically
-t Ei Synchronize With ~ ] Remove Dependency
Convert
&} Snapshot 8 Re
Action



https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/project-planning-inloox-9-for-outlook/dependencies-between-planning-elements-inloox-9-for-outlook/edit-dependencies/
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Or click on the undo symbol in the Outlook tool bar in the upper left-hand corner.

5@8::’@();

Highlight planning elements
You can highlight planning elements by assigning them a flag or color. Click on the planning element
you want to highlight, open the tab Edit and click on Flag or Color in the section Highlight.

r P &S
« >
Flag Color Convert
J 3 &
Arrange Highlight

l>

TIPP In order to see flagged planning elements, display the field Flag in the planning list.

Dependencies between planning elements

When you create dependencies, i.e. establish logical relationships between planning elements, you
draw up a project schedule. To do that, you need to edit the planning elements and add details such
as start and end date, duration, the type of dependency and, if necessary, set restrictions.

You can edit the planning elements in the planning list as well as in the Gantt-chart.

Create dependencies manually

In order to create dependencies, you have to link the planning elements. Dependencies can be
established between all planning elements (activities, summary activities, milestones). You can do
that either automatically, or manually, in your Gantt-chart, described as follows:

1. Move your mouse over the planning element until it turns into .

2. Now, click on the planning element and move the cursor to the other planning element to link
them.

Name

kick-off meeting

3. Let go of the cursor. The two planning elements are now linked. In the example below, the
relationship is a so called Finish-to-Start Dependency: the activity “event marketing” is only to start
after the milestone “kick-off meeting” is finished. That means, you have created a Predecessor (kick-
off meeting) and a Successor (event marketing).

Jan 2017 ) ]
\ . | Fri, 13

kick-off meeting | ( Afall)uary 12

Name

event marketin
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Edit dependencies
To edit an existing dependency, double-click on the link between two planning elements in the Gantt-
chart. The window Edit Dependency opens and you can now change the type of dependency.

Click on the field Type to select another type of dependency.

Edit Dependency

5
i1 Dependency
From kick-off meeting

To event marketing

Type |End to start v

Start to start
= Start to end %
End to start

End to end
H—HEgSEvE

OK Cancel

Overview: Types of dependencies
There are four different types of dependencies to link planning elements.

Finish-to-Start Dependency:

This type of dependency establishes a relationship between the end of the predecessor and the start
of the successor. You ensure that the successor can only start upon completion of the predecessor.

Example: The activity “event marketing” can only start once the milestone “kick-off meeting” has
been successfully completed.

kick-off meeting t-fmh‘ﬁ'y-m ---------- Predecessor
event marketi... | T TEEEEE PR Successor

Start-to-Start Dependency:

This type of dependency restricts the start of the successor, as it can only start once the predecessor
has started, too.

Example: The successor activity “partner event program* starts at the same time as the predecessor
activity “customer event program®. That means that unless the predecessor has started, the successor
cannot start.

customer event progr... . CUCCEE TUTEE Predecessor
[ b Successor

partner event program

Finish-to-Finish Dependency:
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This type of dependency restricts the end of the successor, as it can only end when, and if, the
predecessor has been successfully completed.

Example: The predecessor “customer event program® has to be completed at the latest on the end
date of the successor “partner event program®, as the two programs have to be finalized for the
creation of the event website.

customer event progr... .- ----------- -««« Predecessor
partner event program . :l """"" ==+« Successor
event-website

Start-to-Finish Dependency

This type of dependency is only useful if you create a work-back project plan (work-back schedule).
When you create a Start-to-Finish Dependency you link the start of the predecessor with the end of
the successor.

Example: If a company plans to shut down a server on a certain date and move their data to a new
datacenter to consolidate the hosting, they need to make sure that the new server is up and running
before they can shut down the old server. Therefore, the predecessor “full-time operation new
server” needs to be completed before the successor “shut off old server” can happen.

fulltime operation new server F @ --Predecessor

shut off old server B s ..Successor

Set the start date and duration of planning elements

After having linked planning elements, you can set their start dates and duration. The end date of
activities and summary activities is determined by when (date and time) they start and how long they
take (duration). Milestones only have a start date — the date and time they happen.

1. To edit the planning element, double-click on it or click on it once and click on Edit in the ribbon.

Edit View Templates Reports Settings
’ 3 % '
"V.‘,k'r] V’/J
Milestone New Task Edit | Delete R« = Done
Edit

2. In the side panel on the right you can now select the calendar, set the start date, and set the
duration of the activity.


https://www.inloox.com/project-management-glossary/work-back-project-plan/
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Calendar

Duration

Constraint

Eénmeﬁane

| Standard

fswta&ndard
24(7
‘ Weekend

(® As soon as possible

O [Noearl... |v]| [1/18/2017 11:00 AM

User Manual InLoox 10 for Windows/O!

HINWEIS InLoox has three default calendars to select from: 24/7 (continuous

operation), Standard (Monday-Friday, 8 AM-4 PM) and Weekend (Saturday and Sunday, 24h). InLoox
will automatically use the Standard calendar. If you want to change the calendar settings, you can do
that in the InLoox Options in the section Working Times.

3. Select e.g. Start and set the start date by selecting On and choosing the date and time from the
calendar. This way you establish a so-called constraint and set a time frame for the activity.

E"@j Time Frame VN
Calendar ‘Stand'ard [v ‘
Duraton |1 E-le WorkingDays v )
Constraint |Start [v

(O As soon as possible
@ |on [v || ¥18/2017 11:00 AM ™~
Monday, January 16, 2017
< January 2017 -
Sun Mon Tue Wed Thu Fri Sat
52
1 1 2 3 < 5 6 7
2 8 13 14
: 15 16 20 21
4 22 23 27 28
5 29 30
oK Cancel 11:00 AM ‘— [

4. Now, set the duration of the activity by clicking on the calendar symbol next to the
field Duration and selecting the end date and time of the activity. Thereby, InLoox automatically
calculates the duration of the activity. Alternatively, you can also type in the work days manually.


https://www.inloox.com/support/documentation/online-help/inloox-for-outlook/9-0/all-support-articles-inloox-9-for-outlook/project-planning-inloox-9-for-outlook/set-constraints-inloox-9-for-outlook/
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Time Frame a
1
Calendar  |Standard * v
Duratiof | FHE ) [E;” Working Days + )
O ety 2017 5
Sun Mon Tue Wed Thu Fri Sat
)
1
2
3 15 16 17 18
4 2 23 24 25
5 29 30 31
oK Cancel 3:00 PM A
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Instead of Work Days, you can also select Hours or Minutes as your preferred unit of duration.

Constraint |-i13rt

Calendar | Standard

Duration |

Warking Days

|¥]

i) As zoon as possible

'  Working Days

Hours

@ [Noearl.... | v [ 1/13/2017 8:00 aM

Minutes

5. You can display the duration of your planning elements in the planning list. Click on Select Fields in
the tab View, select the field Duration from the context menu and drag it into the planning list.

AEE 5o -

st -l | e

Plan Settings

Templates Reports Settings

IQ! B= Expand Al . -
B~ collapse Al K - =
Print Show Critical Show Slack Show Timeline  Alternating
7] Select Fields Path Row Colors
General Details
0 I-DI Start ’ End Duration Name
@ 1/12/... 112/72.. kick-off meeting
C)  ®s] 1712/ 1/13/2.] 1Day1Hour | event marketing
@ w®3| 1713/ 1/17/2.] 3Days 18H... | first mailing
1/17/... 1/18/2..§ 1 Day 2 Hours second mailing

Set the duration in the Gantt-chart
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It is advisable to zoom in and enlarge the view to show the individual days, so that you can work

comfortably in the Gantt-chart.

1. Click on Zoom In or Zoom Out in the tab View to adjust the Gantt-chart to your needs. You can also

use the short cuts Ctrl + Add (zoom in) or Ctrl + Subtract (zoom out).

4D> 4i]> €}, Zoom In

Display  Display | € Zoom Out
All Selected

Zoom

2. Move your cursor over the activity until it turns into I¥22]. Click on the beginning or end of the
activity bar and expand or contract it. A small window above the activity bar shows you the name of
the activity, as well as the starting date and end date, and the starting time and end time.

Jan 2017

Name

kick-off meeting

| Tue, 17 | Wed, ... | Thu, 19 | Fn, 20

4 event marketing

1/18/2017 11:00 AM

1/20/2017 3:00 PM

first mailing telesales
— Start:
second mailing End:
telesales

1. reminder

| Sat, ]

3. If you want to change the starting date/time or end date/time, without changing the duration of
the activity, you can move the activity bar in the Gantt-chart. Click on the activity bar in the Gantt-
chart and move it right or left to the desired date.

Jan 2017

Name

kick-off meeting

4 event marketing

| Thu, 19 | Fri, 20 | Sat, 21 | Sun, 22 | Mon, 23| Tue, 24 | Wed,

telesales
first mailing

Start: 1/23/2017 8:00 AM
second maiing | End: 1/25/2017 12:00 PM

¥
telesales

Delete dependencies

If you want to delete a dependency, you can either:

1.Click on the undo button in the Outlook tool bar in the upper left-hand

AAE2Oe -

corner

Or:

1. Press Ctrl and click on the planning elements that are linked by dependencies, which you want to

delete.
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2. Then open the tab Edit and click on Remove Dependency in the section Action. Alternatively, use
the shortcut Ctrl+Alt+D.

PN " Add to Timeline *7 Link Automatically
L Gi Synchronize With ~ *7] Remove Dependency
Convert |
@} Snapshot 83 Remove Constraint
Action
Or:

1. Move the mouse over the predecessor until the cursor turns into £221, click on the planning
element and retrace the link with the mouse button held down. When you are hovering over the
successor, let go of the mouse and the link is deleted.

Thu, 12. January 2017 [
Name |
00 12:00 PM [
kick-off meeting i |3
event marketi. > )
first mailing

Set constraints

When you set constraints in a project plan, you essentially set time restrictions. Constraints put
project phases within a specific time frame and can be set for milestones, activities and summary
activities. Constraints on planning elements limit the flexibility of the project plan: the project planner
or project manager cannot move planning elements along the timeline freely but need to plan within
the timely constraints. Learn more about constraints here.

Before you set constraints, you should have established dependencies between your planning
elements.

Set constraints on activities and summary activities
After you have created planning elements and established dependencies automatically or manually,
follow these steps:

1. Double-click the planning element you want to edit or click on the planning element once
and then on Edit in the Ribbon.

Edit View Templates Reports Settings
® W |[2|X v
QW /£
Milestone New Task Edit | Delete Remove Done
Edit

Now you can edit the planning element in the side panel on the right.

1. Inthe section Time Frame you have the field Constraint where you can now set the
restriction for this planning element.


https://www.inloox.com/project-management-glossary/constraint/
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2. Select the type of constraint you want to set (e.g. Start on a certain date) and select the date
and time in the calendar. The different types of constraints are explained above.

X

D‘ General

|
Name | telesales

Description ‘

L

Calendar Er‘.?;tandard

Duration

| "6)‘

Constraint |Start

o]

WorkDays ¥ 0

@ [on v} [W23/2017 8:00 AM v
Thursday, January 139, 2017
& January 20 12. >
Sun Mon Tue Wed Thu Fri Sat
. :
1l 1. 2. 3 435 6 7
2 8 9 10 11 12 13 14
30015 16 17 18§19 20 21
¢ 220230 24 25 126 27 28
s| 20% 30 31 .
: oK i  Cancel 18:00 AM é}_
Select the date Choose the type Select the
from the calendar of constraint, e.g. time

"Start".

Set constraints on mile

stones

In contrast to activities, milestones do not have a duration; nevertheless, you can constrain a
milestone’s start or end date and/or time. This is done the same way as with activities.
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Dm %

Name ; kick-off meeting l

Description

Time Frame s
Calendar  |Standard v
Constraint |Start vl

() As soon as possible
@ [on v [[12/2017 8:00 AM [v]
Thursday, January 19, 2017
< January 20 1?@ >

f
c
2
%]
£

Sun Mon Tue Wed

[
w Moo,
[SS B
O W,
|55 B
- hN

15 16 17 18

...............

22 237 24 25

n
o
r~
~
n
Lei]

52

1

2 8 9 10 1
3

4

5

29 30 31

oK Cancel 18:00 AM I

Select the date Choose the type Select the
from the calendar of constraint, e.g. time
"Start".

Overview: Types of constraints
You can set different kinds of constraints on planning activities.

User Manual InLoox 10 for Windows/Outlook

e Start as soon as possible — Choose Start and click on As soon as possible. If you set this type
of constraint, this planning element is set to start as soon as its predecessor is finished. This

allows for maximum flexibility in your project plan.

Time Frame A
Calendar ‘Standard | v \
Duration i 1 [E;J workDays v )

I@ As soon as possible I

O [Noearl...| | [1/13/20178:00 aM B
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Start is on a specific date — If your planning element is supposed to start (activity) or happen
(milestone) on a specific date, select Start and On. Then choose the date and time for the
start of the planning activity. The activity will have to be started on this specific date,
otherwise, you will be alerted to a constraint violation as you will see this symbol in your
Gantt-chart.

E“'@) Time Frame A
Calendar |Standard v
Duration |1 FQ| workpays ~ €
Constraint | Start v
(O) As soon as possible
@ on v ||| EDIERRER:00 AM v
Monday, January 30, 2017
- February 2017 -
Sun Mon Tue Wed Thu Fri Sat P TET
5 30 1 2 3 4
6| 5 & ‘7 B 9 10 H / \
7 12 13 14 15 16 17 18 & =)
H 19 20 21 22 23 24 25
oK Cancel 8:00 AM %
¢ Planning element must not start before a certain date — If you set this type of constraint, the
planning element may only start on or after a certain date. Select Start and No earlier than.
Then select the start date and time from the calendar. The planning element can be delayed
into the future, but may not be moved up earlier along the time line.
F"@. Time Frame a
Calendar Standard v
Duration |1 3 workDays v )
Constraint || Start v
(7) As soon as possible
@ |on v| [ 1/31/2017 8:00 AM v
Bl Status | No earlier than ] t
No later than

Planning element must start no later than on a certain date — This type of constraint is
useful, if a planning element must start before a certain date. The planning element then
needs to start on this date at the latest. Select Start and No later than and then choose the
date and time from the calendar.
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% Time Frame —

Calendar

Duration

Constraint

Status r i
| No later than ﬂ

:VSt;anaara'

|1

|Start [v]

(_) As soon as possible

@ [on  |v]
| On

'w| [1/31/2017 8:00 AM

—a
v
workDays v )

&

v

3

e End date is as late as possible — Select Finish and click on As late as possible. This constraint
is set when the latest possible end date for completion should be calculated from the end
date of the whole project.

E"CE) Time Frame — &
Calendar  |Standard B Tv
Duration 1 E_J WorkDays ~ 0
Constraint

I@‘ As late as possible |
O |moear...| | [1/13/20178:00 A |

e Planning element must be completed on a specific date — If a planning element needs to be
finished on a specific date, select Finish and On. Then select the date and time from the
calendar. This planning element may not be moved along the timeline and must not end

earlier or later than on the set date.

E“©: Time Frame - — &
Calendar iStandérd (v
Duration |1 [Fg| workpays v €
Constraint || Finish (V]

() As late as possible
@ [on [v || EDEREES:00 AM ™
Monday, January 30, 2017
- February 2017 -
Sun Mon Tue Wed Thu Fri Sat
5 30 1 2 3 4
H 5 6 7 8 9 10 11 -
7 12 13 14 15 16 17 18 s
B 19 20 21 22 23 24 25 E
S 26 27{,28 .
oK Cancel 18:00 AM [8]
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¢ Planning element must not be completed before a certain date — If you set this constraint,
this planning element may be finished on or later than the set date. It must not be completed
sooner, though. Select Finish and Not earlier than and then select the earliest possible date

and time from the calendar.

m Time Frame

S
Calendar |Standard
Duration i
Constraint || Finish v
(") As soon as possible
@ |on v
1| Status } No earlier than ]
No later than

1/31/2017 8:00 AM

PN

v

work Days v )

v

4

¢ Planning element must be completed on a specific date at the latest — With this type of
constraint, the planning element must be completed as soon as possible but no later than on
the set date. Its completion must not be delayed at all. Select Finish and No later than, then
choose the latest possible date and time for the completion from the calendar.

1

Calendar
Duration

Constraint

f'“'c'l‘_) Time Frame

Standard

1

Finish v

Bl Status ' !
No later than ]

(") As soon as possible
@ On v
On

B

1/31/2017 8:00 AM

PN
v

Work Days ~ 0

v

4

HINWEIS Constraints on single planning elements influence the whole project plan. It may be that
you are not able to move planning elements freely along the timeline, due to constraints set on
planning elements. If this is the case, InLoox alerts you to possible constraint violations with the

!
symbol “constraint violation” ﬂ in the planning list next to those planning elements that are
affected.

TIPP For better overview, it is advisable to show the field Constraint and/or the field with the

symbol in the planning list.
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Customization

Booked Hours

Booked Time
Calendar

8] @ :--------- Shows that a constraint is set
Constraint @ --------=- Shows the type of constraint
Critical

Remove constraint

You can remove constraints by either:

Clicking on the undo-symbol R

He®e

4

constraint you have just created.

Or:

in the tool bar, if you want to remove the

By clicking on the planning element the constraint of which you want to remove and then clicking
on Remove Constraint in the ribbon in the tab Edit. Alternatively, you can also use the short cut

CTRL+ALT+R.
& » Add to Timeline
=~

mi Synchronize With -

Convert
&) Snapshot

Action

l;:l Remove Constraint

Add lag to planning elements

In certain instances, you may want to include some buffer to account for delays or external factors

that affect your project. In this case, you can add lag in your project plan. Lag times can also serve as
a kind of time constraint between planning elements.

1. Double-click on the link that connects two planning elements to open the window Edit

Dependency.

2. Add lag in work days or hours and minutes.
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Edit Dependency “

T e

From first mailing

To second mailing
Type | End to start vl
lag | g| 2| WorkDays

00:00 | 5| Hours:Minutes

D Negative

3. You can also add lead time. Click on Negativ when the successor can start before the predecessor is
completed.

Edit Dependency “

T e
From location
To program
Type ‘VEndrto staft [v]
lag | ] | Working Days

00:00| & | Hours:Minutes

Negative

Add tasks to your project plan

We advise to only add tasks to your project plan once you have completed your project structure

and established logical dependencies and added time constraints. As soon as you add tasks to your
planning elements, you can no longer edit the planning element. You would have to remove the tasks
again.

You can add tasks to your project plan in two ways:

1. Drag and drop existing project tasks to your Gantt-chart.

2. Create project tasks manually in your Gantt-chart.
Add new project tasks manually

Follow the next steps to create new project tasks and add them to project elements in your Gantt-
chart.

1. Click on the activity or milestone to which you want to assign a task.

2. In the tab Edit, click on New Task.
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REBE S -
Start Edit View Templates Reports
=

® W |, X

»

MNew Activity New Milestone] New Task Edit Delete Re

Edit

3. The new task is created and is given the name of the activity or milestone to which it has been
assigned.

Jan 2017
| Thu, ...| Fi, 13 | Sat, 14| Sun, ... | Mon.... | Tue, ..

kick-off meeting ] Jaul.lary 12

Name

4 event marketing

4_first mailing i R
first mailing i e g s g 11(’0‘7-
second mailing : .

4. You can rename the task directly in the planning list.

Jan 2017
| Thu, ... | Fi, 13 | Sat, 14| Sun, ...| Mon.... | Tue. ...

kick-off meeting AJaTary 12

4 event marketing

Name

4 first mailing

create visuals| 100 %

Or double-click on the newly created task to open the side panel where you can enter all the relevant
information for the task. As with the name, the task’s start and end date, as well as the effort are the
same as the activity or milestone it has been assigned to.

5. After you have edited the new task, click on the close button in the upper right hand corner to
close the side panel and save the edits.

Project groups: Multi-project management with dependencies between projects

When you need to manage multiple projects it is useful to combine their project plans in one by
creating a project group. Such a project group consists of two or more sub-projects. They can either
belong to one big project or the completion of some activities etc. in one project are the prerequisite
to being able to complete activities etc. in the other one. It can also happen, that several different
departments need to liaise on the same project. Then it can be useful to break the whole project
down into smaller ones for each department and link these project plans to create a project group.

NOTE In order to be able to create project groups, you need to have the permissions to edit

projects and to edit planning, either in your user based permissions or in your role based
permissions. If you only have reading permissions for projects, you cannot create project groups. You
can change the user and role-based permission in the InLoox options (requires admin permissions).
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Create a project group
1. Click in the tab Settings on Project Group.

0« | 3 £ ¥ Plan Settings

Start Edit View Templates Reports Settings

» B |

Direction No Notifications] Project
v Group
Settings

2. On the right hand side, select the project you want to add to your project from the side panel by
clicking on the add-symbol .

" -
‘ Project Group X
- L]
|Search projects pl
Add iNu... |ProjectName v i Pla... 'Pla... i
o= 20... US marketing 2017 A
Trade Fair 11f.. 2L
Sales recap customer/par...
Roadshow 2017 4/2... 4/2...

20... R&D Project

20... ProductRe-aunch

Product Catalog 4f2... 5/1...
20... Media Consulting

SR

v

Or click on Add Selected Project in the tab Project group.

£ ] e S 2 - Plan Setting  Project Group

Start Edit View Templates Reports Settings Project group

2 | = X

Rename Delete Add Selected Close Project
Project Group Project Group Project Groups
Action

Or drag the selected project from the list down into the grey box.
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.‘. Project Group X
[Search projects pl
Add ‘Nu... ]Project Name v ‘Pla... ]PIa... [
o= 20... USmarketing 2017 A
of=_20... Trade Fair
== 20... Salesrecap customerjpar... 1f1... 1f1..}
| BT

v

Drag and drop projects here fo create 3 new project
group or 3dd 3 project fo an existing project group.
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3. Now, you see the added sub-project in the Gantt-chart as well as in the grey box New Project

Group in the side panel on the right.

AEHBZ2 9 - ¥l Settng: ProjectGrowp  Customer and Partrer Event 2017(201790... [T - ™ X
Start Edt ‘New Templates Reports Settings Project group Search propect... JolN 7]
» xs m T,
R B = (X!
Rename Delele Add Sebected Remove Selected Close Progect
Project Group  Project Group Project Project Groups
Action ~
T emipe -
e Q12017 [G22017 Project Group — x
.| Start | End Name "
[W9 |W10 Wil (W12 w13 w4 W [Search propects
v 12,1/ ccaton viet ¢ ———— E—
111, 1/23/. 4 program |Add [N... [ProjectName v |PL...{PL.. | |
) & 2. USmarketing 2017 A
o 11 GUROSS Progrn s 2. Trade Far ) PR/ ¢
v 11N padnarcprogram < 2., Meda Corsulting
@ 112 4 evert webs + 2.. Roadshow 2016 4. 4
< = == .. RSDFropct
@ 172 K vea il W
= + rch 17 o= 2., ProductRe-launch
3. 317/ customer and patner .. &H— & 2.. Product Cataiog TR !
372 47372, + Saearmcap customerp ' et Pe —
2. v, Sales meetrg J""m New project group [ X
l
2. 20/ Sales reporting wih ma.. > rhch 2 L0018 Oostomar and .. ¥ X
2. 4372, 4 Adionplen ' B 20170019 -Selesrecapeu.. P X
2. 2. 1. Teleeaes attendees =
*
32 432 2 Telesales attendees |3
43 4nn. 1 repot cntelesales . B A3
<

HINWEIS If you add a sub-project for which you do not have editing permissions, you will only see a
bar with the sub-project’s name on it. You won’t be able to see the individual planning elements and
cannot edit the sub-project!

4. Now enter a new name for this project group. Either click on Rename Project Group in the ribbon,
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0@ H 8 § 0 = Plan Setting:  Project Group

Start Edit View Templates Reports Settings Project agroup

n L] - L] [ ] ()
B E B
‘ TBX =3 =a
Rename Delete Add Selected Remove Selected  Close Project
Project Group | Project Group Project Project Groups

Action

Or click on the symbol
the project group.

next to New Project Group in the side panel and enter the new name of

Product Presentation Day 2017 (2l X

2017-0018 - Customer and ... X
P 20170019 -Salesrecapcu... P X

5. Now, you establish the dependency between the two projects. The dependency between different
projects in a project group is blue, so you can distinguish it from the dependencies within a project,
which are grey.

v 1/1.. 1/18/.. partner-cprogram
@ V8 50023 .. 4 event website
@ 1/1.. 1/23/.. Wa create event w..
3. 317/ customer and partnere...
3/2... 4/3/2... 4 Sales recap customer/p...
3/2... 3/20/... Sales meeting
3/2... 3/20/... Sales reporting with ma...
3/2... 4/3/2... 4 Actionplan :
3/2... 3/271... 1. Telesales attendees | f gl
2/ AN D Talmanlan ~Hamdanna

Now, you can edit your project plan as usual. Changes to each of the project group’s sub-project plans
are adopted when you save and close the project plan.

Change the order of the sub-projects in project groups

Use the arrows next to the sub-projects in the project group in the side panel, and click e.g. on to
move it up.
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Product Presentation Day 2017

9 2017-0019 - Sales recap customer/pa...
B 2017-0021 - Webinars for resellers

Highlight sub-projects in different colors
For better visual distinction, you can select different colors for individual projects in your project
group. All planning elements of a project will then be highlight in the selected color.

1. Click on the colored box next to the project in your project group in the side panel. Then
choose a color from the drop-down menu.

Product Presentation Day 2017 [‘; X
2017-0018 - Customer and Partner E... ¥ X
2017-0019 - Sales recap customer/pa... P b X
’017-0021 - Webinars for resellers T X

| Custom Web System ‘

. Automatic

Theme Colors

Standard Colors

EECOE N

58 More Colors...

NOTE If you choose a color for your original project, then this color will be displayed when you open
the Gantt-chart of the added project but not in the original project’s Gantt-chart.

Display project groups in the project list and sort the list accordingly
1. Click on Projects in the ribbon and then click on List in the tab Start.

= N = | &2 Print
ER Copy E =
: = = == | & Refresh
5y Paste Archive Cards] List
Y Filter
Actions Arrange Curr

2. Now, add the column Project Group to your list. Right-click onto the project list and click on Select
Fields in the context menu.
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! = il o SN | Mg Print
ml ! g EET [
G| * E J E%Copy E1-) 2% B A pefresh
it Favorite Categorize Status ™ Paste Archive Cards = List
o 5 - Y Filter
PM Tags Actions Arrange Curre
! ]Project § 97 | Number Project Name
ca ) 2017-0018 Customer and Partner Event 2017
B/~ 20160005  MediaConsulng | & New Project.. F2
2016-0004  Product Catalog “  Open Project...
2016-0010 ProductRedaunch | ¢ Delete Project
Proj 3
2016-0009 R&D Project ol Exvorite
n 2017-0019 Sales recap customer, B Kdiapi
== 20160006 TradeFair ES  Archive Project
B 20170020  USmarketing 2017 |£3 Refresh F5
U0 2017-0021  Webinars for reseller: '
Em Copy
& Paste
Expand All Groups
Collapse All Groups
Y ___Edit Filter
7] Select Fields |

3. Drag the field Project Group into the project list wherever you want to place the column.
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! = Print
y N Bl ) s B
: ‘B Copy |
! ; . Voo = & Refresh
it Favorite Categorize Status [ Paste Archive )
o < N Y Filter
PM qus Actions Arrarnge Curre
Drag a column header here to group by that column
: ' <
! lProject s D lNumber Project Name Project Group 4 - | Manager

2017-0018  Customer and Partney Eye i
B/~  2016-0005  Media Consulting :
2016-0004 Product Catalog
2016-0010  Product Re-Launch
2016-0009  R&D Project
2017-0019 Sales recap customer|
2016-0006  Trade Fair
2017-0020  US marketing 2017
W 20 17-0021 Webinars for reselleg

Planned Start
Progress (Auto))
Project Duratior]
Project Duratior]
Project End

£
WAL

Project Request

Project Start

Risiko

SharePoint Document Library

4. If you want to sort the list according to project groups, drag the column Project Group up onto the
area above the list.

| = Print
L B ) we B
: B Copy |
] ] ; b oo = £3 Refresh
it Favorite Categorize Status M Paste Archive List ]
i < N Y Filter
PM Tags Actions Arrange Curre
& —
Draa a column hei Project Group
?! | Pr... | Number Project Name Manager
m MN17-NN1R Mietnmer and Partner Fuant MN17

5. Now, you see the various project groups in the list.
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b A E k|- F‘ o o [EES==N o8 Print
L — - [E i F—) T 5 sRefresh
cent  Favorite Categorize Status i Paste Archive Cards =~ List
stcts > ™ - Y Filter
ox PM Tags Actions Arrange
Search projects O~ |

< ‘Project Group a I

! |P...TRamber 'Project Name 4 | Manager

» (14)

4 Product Presentation Day 2017 (3)

2017-0018
2017-0019
 2017-0021

SR

Customer and Partner Event 2... Rita Meyer
Sales recap customer/partner ...
Webinars for resellers

Frank Foster
Patricia Peters

Remove sub-projects from the project group

1. In the side panel, click on next to the project you want to remove.

Product Presentation Day 2017

A

i 2017-0018 - Customer and Partner E...

. 2017-0019 - Sales recap customer/pa...
B 2017-0021 - Webinars for resellers

0
r \ X

Or click on the sub-project you want to remove to mark it, then click on Remove Selected Project in

the ribbon in the tab Project Group.
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~ Plan Settings

AHE s e

L ] L ] I*l

‘ DX

Rename Delete
Project Group Project Group

4

Settings

X

Close Project
Groups

Templates Reports
(] (mm]
e [
== EEx
Add Selected Remove Selected
Project Project
Action ‘

Edit View

Project Group

Project group

User Manual InLoox 10 for Windows/Outlc

‘ "P"rojiecti f\iéme

[ | 208.. US marketing 2017
I Trade Fair

R&D Project
Product Re-Launch

v§P|a...

11/...

[Pla...

2/8...

Produc} Presentation Day 2017

2017-0018 - Customer and Partner E...
r_’ 2017-0019 - Sales recap customer/pa...

"20 17-0021 - Webinars for resellers

2. InLoox will ask you, if you are sure to remove the selected sub-project from the project group.

Confirm by clicking Yes.

Remove from Project Group

Do you really want to remove the selected project from the project
group?

@

No

Yes

HINWEIS Once you remove a sub-project from the project group, it is no

longer available for selection

in the project list in the side panel. If you want to add the removed project again, please close the
project and reopen it. All projects are again available for selection in the side panel.

WICHTIG If you remove the original project to which you have added sub-projects, InLoox will warn
you that once you remove it, you will no longer be able to access the project group from this project.

ook
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Do you really want to remove the selected project from the project
2
After removing the project, the group will no longer be available. I !

Delete a project group

If you want to delete the whole project group, simply click on next to project group’s name in the
side panel.

Product Presentation Day 2017 [}- ®
{2017-0018 - Customer and Partner E... Wy [X]
™ 2017-0019 - Sales recap customerjpa... N ¥
B 2017-0021 - Webinars for resellers r» X

Or click on Delete Project Group in the ribbon in the tab Project Group.

£ =] s 9 2 = Plan Settings ~ Project Group
S ] jew Templates Reports Settings Project group

n - - - (=]

| B [+ = =

u 59=a L] E E

Rename Delete Add Selected Remove Selected = Close Project
Project Groupd Project Group Project Project Groups
Action

InLoox will ask you again, if you really want to delete the whole project group. Confirm by
clicking Yes. The project group will be removed and the sub-projects no longer belong to it.

0 Do you really want to remove the selected project group?

NOTE Each sub-project is still available. InLoox does not delete sub-projects when you delete a
project group.
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Publish planning elements in other project plans

With the publication feature, you can use selected planning elements (i.e. activities and milestones)
in other projects.

Application examples:

e There is a global annual department planning. The goal is to adopt activities from the global
planning into other projects that take place during the year. If a change is made to the activity
in the global plan this should be incorporated into the other projects.

¢ You want to incorporate milestones from a corporate milestone plan into projects of different
departments.

TIP If you don’t want to use individual planning elements in other projects, but set dependencies
between two or more projects, then we recommend to create a project group.

Publish planning elements
Please follow these steps to publish planning elements from a source project in a target project.

1. Open the planning of the source project. Mark the activity or milestone in the Gantt plan that
you want to use in another project.

2. Click on the Edit tab onto the Edit button in the Ribbon or double-click onto the selected
planning element.

3. Onthe right side of your Gantt plan, a side panel opens where you can edit planning
elements. In the Publications group, click on Select project...
,ri\. o
) FPublications £
Select project. ..
4. Inthe dialogue Add to Project you'll find all projects that you have a reading permission for.

Select the target project. You are only able to confirm your selection with OK if you also have
the permission to edit the planning of the selected target project.
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EE‘ Projects

Y Filter... Recent Projects = 13 Clear Selection

| Search projects

Is)

Drag a column header here to group by that column

MUMBER.

PROJECT MAME

MAMAGER.

2015-0014
2015-0011
2015-0017
2015-0009
2015-0012
2015-0016
2015-0003
2015-0013
2015-0015
2015-0010

Process Cost Reduction
Product Roadshow 2016
Press Kit 2016

Product Catalog

Media Kit 2016

Trade Fair Show 2016
Stakeholder Presentation
Product Facelift II

CAD Consulting
Technaology Review

Rita Meyer
Gordon Mewman
Max Schiller

Rita Meyer
Andreas Klug
Susanne Klaws
Gordon Mewman
Andreas Klug
Susanne Klaws
Rita Meyer

User Manual InLoox 10 for Windows/Outlook

5. When the publication was successful, you will find a link to the target project in the side
panel in the Publications group. If you want to delete the publication click on the black

cross x right of the target project.

P Documents N
Mew link.. .
: MNotification o,
| | L [~
{i} Publications =
Select project...
Media Kit 2016 X
@ Custom N
K

PlanningText1 |

In the Gantt plan, published planning elements are indicated by the following icon:

®  Campetitar analysis
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NOTE It is only possible to publish activities and milestones. The assigned work packages are only
visible in the source project. Summary activities cannot be published.

NOTE If an activity has already been published in another project, which the current user is not
allowed to access, he or she will only see the remark “Project” in the Publications group.

Necessary permissions
A user needs the following permissions to be able to publish planning elements:

e Inthe source project: Read planning

e Inthe target project: Read planning & Edit planning

Notifications
As soon as an activity has been published, an automatic notification will be sent to the project
managers of the target project — unless this feature has been deactivated in the source project.

This is how you can deactivate notifications in the source project:

In the Planning section, on the Settings tab, activate the button No Notifications.

I
A A H ' Plan Settings
File START EDIT VIEW TEMPLATES REPORTS SETTINGS

& W
O ] []
Direction Mo Motifications  Project

u Graup

Settings

In the InLoox options, you’ll find the regarding notification templates which you can edit according to
your needs.

e Activity published

e Milestone published
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[+ General Options |_b]
[+ Permissions Notification Templates
- Mind Map '
- Work Packages Design | | AKTIV | NAME =
(- Planning
[+~ Documents 41
i B idget Export
s 4 Planning
[+- Reports
- Email Templates Download, .. v Activity - Resource removed W
-- Contacts w!| Activity - Published W
- Notifications | Activity - Deleted v
i Templates
i More Options w| Activity - Added W'
- Custom Fields w| Activity - Resource added ol
~Lodks V| Activity - Modified v
- License Key — i i
~Web App Options v*| Activity - Predecessar done W'
[+ User Settings v Activity - Done "
4 2
4 Planning
v*| Milestone - Published
v| Milestone - Deleted
v Milestone - Resource removed

TIP Please see the section Notification Templates to find out how you can adjust notification
templates according to your needs.

How to use published elements in the target project

You'll find planning elements that have just been published in the target project at the end of the
Gantt plan. Now you can move them manually to the place where you want to use them in the plan
(by using the arrow buttons in the Ribbon on the Edit tab).

™
€ >

7

Arrange
Published elements are marked by the following symbol in the Gantt plan.
f\i\-' Competitar analysis

Published elements can be used just like “normal” planning elements in the Gantt plan, i.e. you can
create dependencies between them and the other planning elements.

Double-clicking onto the published planning element in the target project will open the side panel
where you will find the notice that the regarding object is a published activity from another project
and a link that leads you to the source project.
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0 Activity was published from project Media Consulting 2015

[} General

&

Name Competitor analysis
Description
.“."'i.:". Time Frame ol
HE(L)
Calendar Standard
Duration 4 Working Days 0

Constraint Start

As soon as possible

® | On 5/23(/2015 3:00 AM W

By clicking onto the link you’ll get directly to the source project (provided that you have reading
permissions in the source project). Only there you can edit or delete the published element.

IMPORTANT A published activity can only be edited in the source project and will not be displayed if
you take a snapshot in the target project. A planning element can only be published from the original
source project of the activity. Further publications into third projects are not possible.

TIP Use the filter Current Project to blank published elements from the target project.

Behavior in case of constraint violation

In the course of project planning it is possible that team members edit a published activity in the
source project. This might affect the planning of the target project. In this case, you will find a notice
when you first open the planning after the change has been made. The planning can be adjusted
automatically. Activities and milestones that depend on the published elements will be moved
accordingly. The rest of the planning is not affected.

Add columns to the planning list
Modify the planning list by displaying different fields. By default, the Info and Name fields are
displayed as columns when you open planning for the first time.

Displaying fields as columns
1. When you open a project plan, right-click into the planning list to open the context menu and click
on Select Fields.
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@ New Activity
® New Milestone
New Task
[ Edit
7< Delete
Remove
Em Copy
4 Paste
[ Deone
Convert
|*  Flag »
BE Synchronize With  »
B=  Expand All
B-  Collapse All
7] Select Fields
Or open the tab View and click on Select Fields in the ribbon.
AKEAE S -
Start Edit View Templates
= B= Expand Al N -
B~ collapse Al .
Print Show Critical Show Slar
7] Select Fields Path
General
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2. The window Customization with the available columns opens. Drag the fields from the window
into the planning list.
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]
£ ] g S 2 = Plan Settings
Start Edit View Templates Reports Settings
) %: Expand All ,' @ Recon =
= B~ collapse Al - = =
Print Show Critical Show Slack Show Timeline Altern
‘71 Select Fields Path Row C
General Details
&
Lca I . | 2017
End T | Jan
3/16/20:- 1P\~ :
3/18/20...
2/11/20
2/11/20
2/14/20
2/10/20
1/15/20...
v 1/19/20..
v 10/12/2...
@ 2220
@ 27220
1/20/20...
3. Rearrange the columns by dragging the fields to another position.
L
o 2017
@  stt | End Name | Predecessors
_Idan
1820 20 4 nress releases ﬁ

4. If you want to remove a column from the planning list, open the context menu first and click
on Select Fields to open the window Customization again. Then drag the field you want to remove
from the planning list into the window.
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O
& = G S -+ Plan Se
Start Edit View Templates Reports Settin
! B= Expand Al )' -
= B~ collapse Al . o
Print Show Critical Show Slack  Show Timeline
1 Select Fields Path
General Details
‘ () ’ Start ‘ End | Duration Name
: L 1 ! (Y
3/18/20... 3/20/... 2Days 7¥o... 4 press releases
3/1{\ oatal "N o o -1
Customizat
2/1 -
2/1 | Constraint
2/« | i Mk 1al respite
‘> Critical
2/ | deadline
1/18 @J varketing custo...
v 118 [ ailing customers
| Documents
v 4 1041 | create first mailing
@ 2/2, | Done Date 1d mailing custo..
@ 2/2 create second ...
. |>
1/2( | lles customers
2/2. | Location rinder
v
2/2. ~ 7 1.reminder

NOTE InLoox will remember your customized planning list and display the selected columns in the
same order once you create another project plan.

Overview of fields
The following overview describes each of the fields that you can show in your planning list:

Effort — : Work
Effort Work Duration .
shows the duration
time that -
is available
allocated time for
to the task the
and the completio
accumulat n of the
ed time planning
for the element
planning or task
element
based on

the

ok
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| B2

End

Progress

assigned
tasks

Timeline
icon —
marks the
elements
that are
pinned to
the
timeline

Constraint
icon —
shows
that there
isa
constraint
between
planning
elements

End -
shows the
end date
of the
planning
element

Progress —
shows the
stage of
completio
nin
percent
based on
the tasks
allocated
to the

Duration

Constraint

Done Date
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Duration
—shows
the
duration
between
start and
end date
of the
planning
element
in days
and hours

Constrain
t —shows
the type
of
constraint
between
the
planning
elements,
e.g. start-
to-finish

Done
date -
shows the
date the
element
was
marked as
done

Info

icon —
shows if
an
element is
done,
overdue,
locked, or
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Calendar

Critical

Location

WBS Code (Manual)

planning
element

Calendar
—shows
which
calendar s
used for
this Gantt-
chart

Critical —
marks the
planning
elements
along the
critical
chain as
true or
false

Location —
free text
field for
you to
enter the
location
the
planning
element
takes
place at

WBSCode
(manual)
—free text
field for
your own
work
breakdow
n
structure
code

Successor

WBS Code (Calculated)

Resources

User Manual InLoox 10

violates a
constraint

Flagged
icon —
shows
which
elements
are
marked
with a flag

Successor
—shows
the
succeedin
g planning
element if
a
dependen
Ccy exists

WBSCode
(calculate
d) -
shows the
automatic
ally
calculated
work
breakdow
n
structure
code

Resources
—shows
the name
of the
assigned
resource
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Start Start - @)
shows the h
start date
of the
planning

element

Predecess
Predecessors | Workload
or —shows
the
preceding
planning
element if
a
dependen

Cy exists

Critical path, slack, and time line

Published
icon —
marks
those
elements
that are
used in
other
project
plans

Workload
—time
needed
for the
completio
n of the
planning
element
or task

Especially when you have a complex project plan, details like the critical path or lag time between
dependent planning elements can increase transparency and help you retain a good overview.

Show critical path in Gantt chart

The critical path marks those planning elements that are crucial in keeping your deadline. Delays
along the critical path can lead to scope creeps and possibly derail your scheduled project deadline.

If you want to show the critical path in your plan, you must already have planning elements that are

connected with each other.
1. Open the project and the Gantt-chart.
2. Click on the tab View.

3. Click on Show Critical Path.

X H

Start Bearbeiten Ansicht | Vorlagen Berichte Einstellungen

—_—
S 2 = Planeinstellungen

Q

= %g Alle erweitern ,' - ) 5
B~ alle reduzieren - = =
Drucken 2 Kritischen |Zeitabstand Zeitleiste Wechg
71 Felder auswahlen |Pfad anzeigen| anzeigen Zeilenfarbe

Allgemein Details

The planning elements along the critical path are marked in red in your Gantt-chart.
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£ =] 3 G 2 - Planeinstellungen d
Start Bearbeiten Ansicht Vorlagen Berichte Einstellungen
2= Alle erweitern ~ =
% EE Alle reduzieren ', il Hg\ ‘D'
Drucken ; Kritischen Zeitabstand  Zeitleiste ~ Wechselnde Heute Anpassen Marki_erte Q ve
71 Felder auswahlen  pfadanzeigen  anzeigen Zeilenfarben anzeigen anzeigen
Allgemein Details Wechs... Zoom
(i ) | 84| | Start Name £
| | | Okt | Nov | Dez '
«  #3] 0510201609:00  Kick-off Meeti... - Oktober ;
o] 051020160900 4 Programm ;— <+
v 83 05102016 09:00 Kunden-Pro... m—=; '
v 83| 0510.201609:00 Partner-Pro... =
v 09.12.2016 09:00 Event-Web...
83| 20.10201603:00 <« Location
85|  20.10.2016 09:00 Besichtigung 20. Oktober
3] 121020160900 <4 EventMarket.. PNy «——
v ®3] 1210201609:00 Erstes Maili.. 12 Dktober
83|  26.10.2016 09:00 Zweites Mai.. 26. Oktober
3| 13102016 03:00 Telesales K... - 4+
#3]  16.11.2016 09:00 1. Reminder : 16. November
83  30.11.2016 09:00 2. Reminder » 30. November
82| 05122016 00:00 3. Reminder : —. Dezember
s| 12102016 03:00 Event Mark.. i ——— —————— <+
v 83 14102016 14:00 Erstes Maili... —1}. Oktober
83|  25.10.2016 03:00 Zweites Mai... @ 25 Otoper 4+
s3] 03112016 18:00 Anmeldeschl W—i November 44—
83| 07.11.2016 09:00 Nachfrist v
83| 04.11.2016 09:00 Catering
#3| 28.10.2016 09:00 PR MaBnahm... :
83| 08122016 09:00 Kunden-und ... : 6‘? Dezember

Snapshot Feature

The snapshot function in InLoox Planning allows you to record the current status of your project plan.
You will receive a backup of your planning which you can return to if you have made wrong changes
in the planning.

See our video tutorial: How to Use the Snapshot Feature (no audio)

Use planning elements in other projects
With the publication feature, you can use selected planning elements (i.e. activities and milestones)
in other projects.

Application examples:

e There is a global annual department planning. The goal is to adopt activities from the global
planning into other projects that take place during the year. If a change is made to the activity
in the global plan this should be incorporated into the other projects.


https://www.inloox.com/support/documentation/video-tutorials/inloox-10-for-outlook-planning-snapshot-no-audio/
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e You want to incorporate milestones from a corporate milestone plan into projects of different
departments.

TIP If you don’t want to use individual planning elements in other projects, but set dependencies
between two or more projects, then we recommend to create a project group.

Publish planning elements
Please follow these steps to publish planning elements from a source project in a target project.

1. Open the planning of the source project. Mark the activity or milestone in the Gantt plan that
you want to use in another project.

2. Click on the Edit tab onto the Edit button in the Ribbon or double-click onto the selected
planning element.

3. On the right side of your Gantt plan, a side panel opens where you can edit planning
elements. In the Publications group, click on Select project...

(@} Publicaions A
Select project. ..

4. Inthe dialogue Add to Project you'll find all projects that you have a reading permission for.
Select the target project. You are only able to confirm your selection with OK if you also have
the permission to edit the planning of the selected target project.

EE‘ Projecis

Y Filter... Recent Projects ~ (5 Clear Selection

| Search projects p|

Cralg d Lo {= LY LU Uy Uat LN

MUMBER.

PROJECT MAME

MAMAGER.

2015-0014
2015-0011
2015-0017
2015-0009
2015-0012
2015-0016
2015-0008
2015-0013
2015-0015
2015-0010

Process Cost Reduction
Product Roadshow 2016
Press Kit 2016

Product Catalog

Media Kit 2016

Trade Fair Show 2016
Stakeholder Presentation
Product Facelift IT

CAD Consulting
Technology Review

Rita Meyer
Gordon Mewman
Max Schiller

Rita Meyer
Andreas Klug
Susanne Klaws
Gordon Newman
Andreas Klug
Susanne Klaws

Rita Meyer
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5. When the publication was successful, you will find a link to the target project in the side
panel in the Publications group. If you want to delete the publication click on the black

Cross x right of the target project.

F Documents ey

Mew link...
I Motification -,
(@) Publications A

Select project...
Media Kit 2016 >

O" Custom ~

FlanningText1

In the Gantt plan, published planning elements are indicated by the following icon:

iiﬁ Campetitar analysis

NOTE It is only possible to publish activities and milestones. The assigned work packages are only
visible in the source project. Summary activities cannot be published.

NOTE If an activity has already been published in another project, which the current user is not
allowed to access, he or she will only see the remark “Project” in the Publications group.

Necessary permissions
A user needs the following permissions to be able to publish planning elements:

e Inthe source project: Read planning

e Inthe target project: Read planning & Edit planning

Notifications
As soon as an activity has been published, an automatic notification will be sent to the project
managers of the target project — unless this feature has been deactivated in the source project.

This is how you can deactivate notifications in the source project:

In the Planning section, on the Settings tab, activate the button No Notifications.
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I
- 4 S o H ¥ Plan Settings
File START EDIT VIEW TEMPLATES REPORTS SETTINGS

. . .
» 2 &

Direction Mo Motifications  Project
u Graup

Settings

In the InLoox options, you'll find the regarding notification templates which you can edit according to
your needs.

e Activity published

¢ Milestone published

--Gerﬂﬂ Options |_h]
i+ Permissions Notification Templates
-- Mind Map '
- Work Packages Design | | AKTIV | NAME =
- Planning
[ Documents 41
- Export
Budgets 4 Planning
[+- Reports
[#- Email Templates Download. .. | Activity - Resource removed !
-- Contacts |v| Activity - Published W
- Notifications v/ Activity - Deleted v
i Templates
‘... More Options | Activity - Added W
- Custom Fields w| Activity - Resource added o
~Lodks V| Activity - Modified v
- License Key - | |
- Web App Options v Activity - Predecessor done W
[+- Uszer Settings v| Activity - Done W
4 2
4 Planning
v*| Milestone - Published
v Milestone - Deleted
w*| Milestone - Resource removed

TIP Please see the section Notification Templates to find out how you can adjust notification
templates according to your needs.

How to use published elements in the target project

You'll find planning elements that have just been published in the target project at the end of the
Gantt plan. Now you can move them manually to the place where you want to use them in the plan
(by using the arrow buttons in the Ribbon on the Edit tab).
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™
« >
v

Arrange
Published elements are marked by the following symbol in the Gantt plan.
fiﬁ Competitor analysis

Published elements can be used just like “normal” planning elements in the Gantt plan, i.e. you can
create dependencies between them and the other planning elements.

Double-clicking onto the published planning element in the target project will open the side panel
where you will find the notice that the regarding object is a published activity from another project
and a link that leads you to the source project.

0 Activity was published from project Media Consulting 2015

[} General

(X|

Mame Competitor analysis
Description
.“."'i.:". Time Frame Y
(L)
Calendar Standard
Rurshian 4 Working Days « ()

Constraint Start

As so00n as possible

® On 5/23/2015 3:00 AM W

By clicking onto the link you’ll get directly to the source project (provided that you have reading
permissions in the source project). Only there you can edit or delete the published element.

IMPORTANT A published activity can only be edited in the source project. A planning element can
only be published from the original source project of the activity. Further publications into third
projects are not possible.

TIP Use the filter Current Project to blank published elements from the target project.

Behavior in case of constraint violation

In the course of project planning it is possible that team members edit a published activity in the
source project. This might affect the planning of the target project. In this case, you will find a notice
when you first open the planning after the change has been made. The planning can be adjusted
automatically. Activities and milestones that depend on the published elements will be moved
accordingly. The rest of the planning is not affected.
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Fixed Deadline

The 'Fixed Deadline' feature provides you with an additional option for visualizing delays that could
have a negative effect on the finish date of your project. This feature is useful if the end date of your
project marks a fixed deadline. Delayed milestones or activities that lie outside of the planning period
are highlighted in an orange shaded field in the project plan.

1. Start from the project overview: To create a new project click in the ribbon on the Start tab and
on New Project. Or double click to open an already existing project.

)

Fixgd
Deadline

2. Activate the 'Fixed Deadline' feature

in the management view on the Edit tab.

The feature highlights all activities that are delayed beyond the project end date (specified on the
management page) in an orange shaded field in the planning. See at a glance whether the project can
be completed on time or whether delays have negative effects on the deadline.

Flan

Templates Reports Settings Search project..

1 el _ A e | m— (=S Ey
Lo | Bt ] o i =
=2 wg 2 Eg g o B g 1l
Saveand =~ Management Lists  Mind Maps Tasks [PISRRENG Time Documents Budgets Budget
Close | Owerview

Actions Section

o - a2 2019 o 29
w2z W23 w24 W25 w26 waT w2 W2e

4 Exhibition marketing LY —v

Representation in the exhibition catalogue | |_| !

Advertizing materil [ghve-aways) [ 1

Customer newslether

H a4. 4
b Press release IEJ )

Sodal media reporting ..I .

Hame badges 1 G

Business cards "

State actions i

Eshibition photos follow-up g )
H -

Marketing materials completed o '(:} June 24

Ticketing & invitation management E [,l ]

Lead management [,I .

Packing hist E L .I ]
Preparatory work is finished 10’ ] June 25
¥ Amival & transport [nl .
k Stand construction - 4
Ewent implementation _
4 Wrap-up
Stand deconstruction = oo e
Effect on the graduate market ]' il

Customer satisfaction

Evaluation of new confacts

Final meeting of the team members [o Tty B

3. You can activate or deactivate the feature at any time in the management view of your project.

Print planning

1. How to open the print preview
Open a project >> Go to Planning >> Click on the View tab >> Click on Print
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Plan Expo (2018-0001) - InLoox now Project

Start Edit Templates Reports Settings Search project..

B= L] - z i
|E' = EEEEL 2 | B @ lIl 1|:|D €2 ZoomIn 2 Sort I:I 5
| ] b

B= Collapse All HE Group v

Print Show Critical Show Slack  Show Timeline  Alternating Today Display Display £} Zoom Out . Level Tasks Dialog
7 Select Fields Path Row Colors Al Selected 2 Y Filter - = - -
General Details Goto Zoom Arrange &
042019
WBS Co L | [I] | ™ NAME
W40 W w4z W43 W W45 W
1 4 Exhibition planning "

1.1 @ |" ¥ Exhibition concept H
1.2 Exhibition concept is defined Cctober 7
13 | 4 Basic preparations

2. Overview of the print preview ribbon

(3) Show the planning only for a
specific time frame (7) Select a printer

(1) Edit the printer
settings |,

(9) Define the page

(5) Set the time frame: weeks -
margins

months, years

Pribt Preview
\2) P Wid = I L
2 u age(s) Wide = F g ]
o= = Table scaling 100% = o ==
Print Print To: Timeline Columns Select Paper Page margins Scaling
ely Table on all pages [T interval = - printer ¥ Size * -
Print , Print Range T’ie (F] . Setup Page , [Fi
. ¥ 1
1)

(2) Immediately priht your

(6) You can show or hide

plé_lnning us_i ng the default E columns according to (10) Reduce or
printer settings : your needs. This won't . enlarge the entire
i affect your original . planning view

(4) Set a specific table width and table scaling ~ planning view
and define whether you want the planning list

to be displayed on every page (8) Set your E)age size
(11) Navigate (13) Add a watermark
between pages to pmtect your print

quickly file

« PreviousPage (RS [ & Zoom out Z m -
[ Mext Page {mj' @) Zoom - =

First " Muttipl Watermark .«
p:g,-: [# Last Page &, pa:;;pf & Zoom in aermat B ESE
Mavigation .. Zoom Background ’p &
B H
b H
(12) Increase or (14) Export the print file
reduce the print as a PDF or image and
preview to view directly send it via email

details better
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3. Print preview features in detail
(1) Print

Edit the printer settings before printing. E.g., determine which pages you want to print or whether
you want to print in landscape or portrait mode.

(2) Print immediately
Click on Print immediately to print your planning using the default printer settings.
(3) Time frame

If you only want to print the planning for a specific time frame, you can define it here. E.g., only print
the planning elements for the next week for your weekly meeting — so you can keep track of the tasks
and activities that have to be done during that week.

i = | L 5 d Previous Page =
From:| 01102019 |+ || Pao%k)Wide 5 _J’/’ ) 1 g‘ d Previous Page | [ ﬁll_l €, Zoar
Table scaling 100% L4 - —_— | Mext Page {“ &) Zoo
Tao: 19.10.2019 - Timeline Columns Select Paper Page margins Scaling First . = Multiple
Table on all pages interval = - printer ~  Size ~ - Pag [ Last Page "4, Pages~ &) Zooi

Table & Setup Page F Navigation Zoom

Expo (2018-0001)
c;E:BES.- ‘ﬂ‘hﬂ ‘I"‘ MAME ‘ START ‘ END

1 4 Exhibition planning 01.102019... 08.11.2019...
11 I [ » Exnibitionconcept 01.102019... 0?.102019...q

1.2 Exhibition concept is defined 07.10.2019... 07.102019.. October 7

13 | 4 Basicpreparatiors 07.10.2018... 14.102019..

131 b Clarify frame conditions 07.102019.. 11.102019.. _

(4) Table settings

oo 2010
w40 [ waz

¢ You can set a specific width for your table by choosing 1-5 with 1 being the default setting.
The bigger the width of your table, the more detailed will your print be and, of course, longer.

e You can also customize your table via the table scaling. E.g., if you want to see the complete
project plan on one page but your planning is so long that it doesn’t fit into one page.

e You can also display the planning list (fields) on all pages — this allows you to quickly match a
bar in the Gantt chart with its activity.

(5) Timeline interval
Determine whether you want the planning to be displayed in weeks, months or years.
(6) Display more columns (fields)

You can also display more columns, i.e. fields. The changes you make in the print preview won’t
affect the view of your original project plan.

; i ! T I Previous Page &
From:| 01.10.2019 = Page(s) Wide 15 D I j 2 “_I EI @ Previous Page k ‘i‘u &) Zoar
Table scaling 100% = L2 —_ [ Mext Page Qﬂj‘ &) Zoo
To: 19,10.2019 - Timeline Columns Select Paper Page margins Scaling First i . Multiple
Table on all pages interval - printer ~  Size ~ - g [5 Last Page “, pages- @ Zoa
Print Range « WBS CODE (CALCULATED) ne [F] Navigation Zoom
+  INFO
Expo (2018-0001) +  DOCUMENTS
\ +  FLAG 2019
c;;:BES.- ‘0‘ b ‘ > ‘ NAME [ a1 W42
+  MNAME L

1 4 Exhibition planning
+  START

1.1 ™ » Exhibitionconcept
NJ I +  END q
12 Exhibition concept is defined October 7

DURATION
13 | 4 Basicpreparatiors
HASRESOURCESIMAGE
131 ¥ Clarify frame conditicns I—_
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(7) Select printer

Select a default printer — this setting will apply to all projects

(8) Paper size

Print your project plan in various sizes.

(9) Page margins

Customize the page margins of your print. Note: There’s a minimum margin of 4,32cm
(10) Scaling

Enlarge or reduce your planning view — without changing the printing range.

(11) Navigation

Quickly jump to the right page via the navigation.

(12) Zoom

Enlarge or reduce the print preview — this won’t affect the actual print, it’s merely an optical zoom.
(13) Watermark

Protect your print documents with a watermark. You can use a text or picture:

o If you select “Text Watermark” then you can choose between a variety of preset texts or
enter your own text.

Watermark x

Text Watermark Picture Watermark

Text: COMFIDENTIAL v

Direction: |Forward Diago... |~ Color: 1 -

Font: Verdana - Size: 36 M
Bold Italic

Transparency (0-255): 166

Lo

Pasition Page Range

®) In front ® All Pages:

Enter page numbers and/or page ranges

D separated by commas. For example: 1,3,5-12

Clear All OK Cancel

e You can also use an image as a watermark, e.g. your company’s logo. Just click on the tab
“Picture Watermark” and upload an image.
TIP We recommend using a .JPG file.
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ST P e i et e e |
Stand areabooked & confirmation 08.10.2019.. D08.102019.. October 8 J\
4 Stand construction 14.102019.. 21.10.2019.
4 Stand construction concept 14.102019.. 18.10.2019.. —
Legal regulatiors 14,10.2019... 18.102019..
Reguirements set by Organizer 14.102019.. 18.10.2019..
Select stand builder 14,102019.. 18.102019..
Develop rough concept for stand 14,10.2019...  18.102019...
‘With stand builders refine rough concept  14.102019..  18.10.2018... | |
» Basic services 14.102019.. 17.102019... i
b Stand equipment 14102019.. 21.10.201789.. =g
Crders are confirmed 21102018... 21.10.2019..
» Misc 21.102019...  30,10.2019.,
I 4 Fvhihitinnmarkatina 314n%0Ma  3S4no0ia

Select the position “In front” and increase the transparency (e.g. 200) so that the watermark will be
shown in the front but won’t be too overwhelming.

(14) Export & Send as email
You can export the print of your project plan or send it directly via email.

e Export to PDF
Click on the button “Export to” to export your print to PDF. Alternatively click on the arrow to
open the dropdown menu and select “PDF file”. Then you’ll be able to define the PDF
settings. E.g. protect your file with a password or add a digital signature.

e Export to Image file
Click on the arrow to open the dropdown menu and select “Image file” to export your print.

You can save all pages of your project plan in one file or save each print page in an individual
file.

e Send as email
You can also send your print via email. Click on the button ,,Email as”, to send the file as a
PDF. Or click on the arrow to open the dropdown menu and select “Image file” to send the
print as an image file. You can customize the PDF and image settings as described above.
Before you can send the file via email, you'll have to save it locally first. After you have
selected a storage location, a new email window opens with the print file attached.
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From Rlta - Message (Plain Text)

File Message Insert Options Format Text Review Help @ Tell me what you want to do
[cd A =\ b |
> |2 8 Y G
Create Save Track  Email Paste | Basic | Names | Include | Tags | Dictate
Task = Email = Time ~ Templates - = > Text - M M M @
InLoox P Clipboard = Vaoice My Templates Y
Individual = Mew Project sz Expo & Media Consulting Agile Task Managemen... Expo Kick-off = Kick-off
9 i 0 & & & 0

To..

B

Send
Subject Fram Rifa

InLoox Planning. pdf i
Attached 731 KB

Hi Frank,
Here's a print version of our project plan. Can you please forward it to the customer?

Thanks,
Rital -

Project-related tasks
Warning As of version 9, work packages have been renamed tasks.

Project-related tasks are tasks that belong to a specific project. In InLoox, you can use the Kanban
method to manage these tasks.

Please watch our video tutorial for an introduction into the Kanban method.

In project management, Kanban is a method to visualize tasks and to manage the flow of work. Tasks
are divided into three categories that are displayed on a three-column board: To Do, In Progress,
Done. The status of tasks and competences are always clear. In the classic Kanban method, tasks are
not scheduled, but in InLoox you have the option to create tasks with and without a deadline.

Create, edit and delete project tasks
There are several ways to create project tasks in InLoox:

e Copy tasks from a project mind map
e Import tasks from a template
e Create tasks manually

You can also combine all three methods. In this chapter we look on the topic of manual task creation.

Create tasks manually
1. You are in your InLoox project for which you want to create a new task.


https://www.inloox.com/support/documentation/video-tutorials/inloox-9-for-outlook-the-kanban-view/
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Edit View Templates Reports

Save and Management Lists Mind Maps Planning Time Docu
Close
Actions Section

ol
é«

4

2. Click in the Ribbon on the Home tab on the Tasks button.

3. Now, click in the Ribbon on the Edit tab on the New button. The new task will then be displayed in
the left column of your Kanban board.

View Templates Reports

O 22X pew by '@ & ¢

New Edit  Delete ‘1'3 paste Sort Select Remove  Done Syn
v Resource Resource

Edit

Alternatively, you can click on the plus sign in the respective column to add the new task directly to
this column.

In progress

10 [39.5 h] +

Stand size

\E Jake Lewis oD

You can now also edit the task in the editing side panel on the right.
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~ Basic Information b4
Name Hall and stand position set

Description For details see attachment

Effort 1 Work Days ~
Resource Gordon Newman w |7
Start & = & X
End 4 A Y

Documents A
New link...

a\ Flyer.docx X
_2 Budget 4
Group | Consulting R
Billable
[] individual

" 1 Notifications 4

Rita Meyer BT oy
w Custom 4
Priority v

Name and description: Enter a name for your task and describe the scope of the task.

Effort: Enter the estimated effort for the task. With a click on the little arrow, you can change
the format from hours to working days (equals 8 hours by default).

Resource: You can assign a resource to the task, but you don’t have to. In classic Kanban,
team members choose the task that they want to work on next themselves from the To Do
column. For a quick selection of frequently used resources, click on the little arrow, for the
global address list, click on the three dots next to the resource field. Now select the person
who is supposed to be in charge of the task. You can only enter one resource per task.

Start/End: You can give you task a time frame, but you don’t have to. If you want to specify a
certain start and/or end date, click on the arrow next to start or end and select a date and a
time. When you add the task to an activity in the project schedule, the task will adopt the
start and end date from this activity automatically. You are able to change that manually.
Warning: In this case, we recommend to schedule the task within the time frame of the
activity to which the task belongs.
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e Documents: If certain documents are related to the task you can add them to the task by
clicking on New link... in the documents section. You will get an overview of all project
documents that have already been added to InLoox and for which you have a reading
permission. If there aren’t any documents in your document library yet, you can upload a
new document and add it to the task by clicking on New, selecting a document from your
computer or from your file server and confirming with OK.

Tip If you want to link a document to a project element but you have a large number of
project documents, you can search for the respective document in the document list. To do
this, simply click on the column above the respective column heading in the document dialog
and enter the search term.

Select ltern O >

_ | Document

D_ Presentation InLoox for Qutlook.pptx  Projekte

_] Confirmation pricing.msg Projekte e e e W

g; Letter Trade Fair Promoter.doo Frojekte

_] Feedback Project Contract .msg Projekte

®* | InLoox_PM_3_Product_Folder-web.pdf Projekte o 7

u_ Presentation slider.pptx Projekte e e

@23 https://www.inloox.com/ Projekte

g; Flyer.doo Projekte

) Kick Off Meetinn.nntx Proickte b
Mew b Cancel

e Budget: You can assign the task to a certain budget group. In InLoox, there is an internal price
per hour stored for each budget group. This price is used if the task is assigned to a budget
group. The InLoox Administrator can set the budget groups in the InLoox options. The Billable
check box is activated by default. This means that for the hours of work that go into the task,
a planned expense for the resource costs is created in the project budget. Later, you can
generate an actual revenue in the project budget for this expense. If you remove the check, it
is not possible to bill the expense later. Activate the Individual check box to ignore group
rates and specify the purchase price and the sales price for the individual hourly costs of the
resource.

¢ Notifications: The resource the task is assigned to receives a notification about the task
automatically. In the notifications section, you can inform other people such as the project
manager or a proxy about changes made to the task. Click on the little arrow to get a quick
selection of frequently used resources or on the three dots to get to the global address book.
The InLoox Administrator determines in the InLoox options if and when a resource gets
notified.

¢ Notes tab: Starting in version 10.2, task notes are now displayed in a new tab in the task side
panel.
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+ Notes x
Notification | = Post Note
Rita Meyer ednesday, 19. September 2018 16:05 ) - X

Just requested our preferred stand - waiting for feedback from the
organizer

Resources Edit Notes

e Don’t forget to save your new task: Click on the File tab in the upper left corner and then
either on Save when you want to save the task, but want to keep working on the project or
on Save and Close when you want to save the task and leave the project. You’ll also find your
project-related task in the global project list where it is visible for anyone who has reading
permissions for the task.

Edit tasks

You can edit an already existing task by double-clicking the task or, alternatively, by clicking on
the Edit tab on the Edit button in the Ribbon. This will open the side panel that you already know
from creating a new task. You can now edit the task.

Starting with version 10.2, you can quickly edit certain task information inline, such as task name,
start date, effort or resource, depending on the size of the card.
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Hall and stand position set

08.10.2019

s Gordon Newman

oMo

| 0.
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If a task is done you can mark it as such by clicking on the Home tab on the Done button in the
ribbon. You’ll find the same command in the context menu that you can open by right-clicking on the
task, then select Done in the menu.

L Mew

[# Edit

*  Delete

'S Select Resource
o Remove Resource
|f Done

Egy Copy

I Paste

"= Show Details

Edit Status

&% Divisions and Teams
e Color

When a resource marks a task as done, all persons who have been added to the notifications field will
be informed about it. The task will be moved automatically to the Done column / the outer right
column of the Kanban board. The completed task will be reported back into the project plan and is
included in the calculation of the project progress. If the project manager marks the task as done, the
resource in charge of the task and all the people in the notifications field will be informed
automatically about it.

Tip When your project contains several similar tasks, you can copy tasks. Click on the task, then click
on the Edit tab on the Copy button in the ribbon, then on the Paste button.

Warning [f the original version of the copied task contains constraints from an activity in the project
schedule, these constraints won’t be adopted into the copied task. Start and end dates that were set
manually, however, will be adopted into the copied task.

Delete tasks

You can delete tasks by clicking on the task that you want to delete in the Kanban board, then on

the Home tab on the Delete button in the Ribbon. You’ll also find this command in the context menu
that you can open by right-clicking on the task that you want to delete.

Out

0ok
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When you delete a task, the people for which you have set up notifications will be informed about it.
If you are the manager of the project and you delete another resource’s task, the person will be also
informed Deleted tasks are removed permanently, you cannot restore them.

Tip When you want to delete several tasks at once, you can use multi-select. Keep the CTRL key on
your keyboard pressed down while selecting the tasks that you want to delete with your mouse. Then
select Delete in the ribbon.

Team task management with Kanban

How a Kanban board works
Read the Kanban board from left to right: On the outer left side, there are always the tasks that yet

need to be done, also known as the Backlog. On the outer right side, there are always the completed
tasks.

To do In progress Done
73 [2815 h] + 10 [39.5 h] + 14 [45 h] +

Analyze leads Stand size Clothing guidelines

£ Carol Walker ] \e Jake Lewis @ s Rita Meyer

Displays Hall and stand position set Detailed budget planning

a Jason Miller ‘Q Gordon Newman 0 @ ﬂ Karen McCarty
Catering Binding book stand area Exhibition booth
(Q,; Frank Smith 9 Sarah Murphy 0 ‘ Rita Meyer

In each status column the hours of all tasks in the column are added up. This is useful if, for example,
you only have a certain number of hours reserved for the project. This feature gives you a quick
overview of the estimated workload of all tasks in the project without having to open the dashboard.
As soon as you move a task to another column, the number of hours in the respective status column
automatically adjusts.

To do In progress

73 [281.5 h] + 10 [39.5 h] +

Analyze leads Stand size

£ Carol Walker 1 \e Jake Lewis e
Displays Hall and stand position set

ﬂ Jason Miller ‘! Gordon Newman n

Edit or delete a status
You can customize the names and the number of columns to suit your needs. Click on the Edit tab
on Edit Status in the ribbon. This will open a side panel on the right:


https://www.inloox.com/project-management-glossary/backlog/
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Mew status...

ToDo ib
In Progress "

()
Done L\

X X X

Click on New Status to add another column to the view. You can now name the new column and
assign a color. Your Kanban board now would have four columns.

You can also edit the already existing columns/status. In the side panel, click on the status that you
want to edit and change the name and the color in the dialog. The color helps you to identify tasks
with the same status.

Edit Task Status >

D Task Status

Mame | For Follow-Jp
Flag = W

Use the arrows to change the order of the Kanban columns — the highest entry is the outer left

column, the lowest entry is the outer right column. Click the cross to delete columns.

New tasks always appear in the outer left column. You can drag them with your mouse in another
column to change their status and their color. If for example a team member starts to work on a task,
he or she can drag the task from the To Do column into the /n Progress column. This helps the entire
team to see who is currently working on which task. As soon as you drag the task into the outer right
column, it is marked as done.

Overdue tasks are displayed with a red start and/or end date. The following task should have already
been started, but is still in the To Do column.

Warning No matter how you name and arrange the columns —in InLoox, the tasks in the outer left
column are always filed as undone and the tasks in the outer right column are always filed as done.

Note Adjustments to the Kanban board are always visible for the entire project. If you want to
determine a Kanban structure for the entire project platform (across projects), the InLoox
Administrator has to change the settings in the InLoox options.

Meaning of the icons on a Kanban card

You can see directly on the task card, whether a task has been added from a mind map node and/or if
it has been assigned to an activity in the project schedule. Click on the regarding icon to get directly
to the mind map or to the related planning activity. You can also see from the icons how many lists,
documents and notes a task has.
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This icon shows how many
documents are linkedtothe |-~ """"""==-=-==-----mmmmmmmme
task.

This icon shows how many
notes a task has.

-l

Clothing guidelines

=

24.10.2019

1
‘ Rita Meyer =

This icon indicates that the
task was created froma = |---------mmmmmmmmm oo
mindmap node.

S @ ---mmmmemmeeeas

This icon indicates that the
task has been assigned to a
planning element {activity).

This icon shows how many
lists have been linked to the
task.

Customize the task view

Sort tasks

You can arrange the task cards on the Kanban board by different criteria. Click in the ribbon on
the Edit tab on Arrange By and select the criterion by which you want to arrange the tasks. This
arrangement is only visible to you, not project-wide or system-wide.
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EDIT VIEW TEMPLATES REPORTS

. . +
X|mew By | @ & ¢ | W

Delete [ Paste A Arrange Select  Remove  Done Color Edit Statu
By ~ Resource Resource =
Mame Highili...
Resource
Beginning
Due Date
antling of the stan Workload i) S

If you arrange the tasks by due date, you have an overview of which tasks are due first.

Color

You can assign an individual color to each task which overwrites the color of the task status. This
helps you to highlight individual tasks and to mark specific tasks that are important to you. Again, the
coloring of the tasks is only visible to yourself and not to other users on the same project platform.

Click on the task that you want to highlight. Then click in the ribbon on the Edit tab on Color and
select a color.

y D l.l:'

Color Edit Status  Divisions

i and Teams
Gold Khaki LemonChiffon PaleGoldenrod
Beige LightGoldenrodYellow Olive Yellow
Tvory QliveDrab YellowGreen DarkOliveGreen
Show details

You have always been able to collapse and expand the task cards. The new Kanban in Version 10.2
allows you to adust the card size according to your information needs. Simply hold the CTRL key and
scroll up and down simultaneously with your mouse to enlarge or reduce the size of the cards. You
will see more or less information depending on the size of the card.
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Filter

You can use the full-text filter to select specific tasks. You can e.g. filter by the name of a resource to
display only the tasks that this person is responsible for or you can filter by a certain keyword. Click in
the ribbon on the View tab on the Filter button and enter the keyword in the text field by which you
want to filter the tasks.

Click the funnel icon in the View
tab to filter tasks.

File Start Edit View

@ Q Q

Search project...

&2

Print  Zoom Qut  Zoom In Workload ] Click on Clear to delete the
r filter.
General Sear... Dialog i
stand , | b | | Clear
:
]
To do i In progress
]
]
i
]
74 [283.5 h] ] + 10 [39.5 h] +
i
(]
(]
Selection of the stand personnel Stand size
52. Christina Hampton E o £ Jake Lewis o
i
]
]
]
!

Enter a search term (e.g. the name of a
resource) and click the enter button to
confirm your search.
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Assign tasks to resources

To assign a task to a specific person, click on the task card on the image or alternatively on Select
resource... and select a resource from the dropdown menu. You can also search for a specific
resource via the search field. Click on the address book icon to open the global address book and
select a resource from there.

Main statement

3 8h

Select resource... . =

sle) ).
~
s Gordon Newman
Robert Bergman
g Philip Cooper
Bryan Greer
&' | Bryan Greer
4 .
v ?v Christina Hampton
'
PE_— V.
:.‘ Remove Resource

If you want to assign the task to another person, you can simply click on the image or resource
name again and select the new resource from the list. To remove a resource, click Remove
resource at the bottom of the resource list.

Tip You can filter the resources in the global address book by specific skills, e.g. when the task can
only be completed by someone with English language skills. Please go to the chapter Skills to learn
how to assign specific skills to a resource.

Divisions and teams

Warning The division and team functionality is only available in InLoox 9 Enterprise Server or in
InLoox now! Enterprise.

If you are able to choose from a multitude of resources the divisions and teams view helps you to
keep a better overview.
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If you want to assign a task to a resource from a specific division, please follow these steps:

1. Click in the tasks section of the project on the Edit tab and in the ribbon on the Divisions and
Teams button.

2. This will open the Divisions and Teams overview in the side panel on the right.
3. The InLoox Administrator can set the division and team structure in the InLoox options.

4. You can expand the division structure by clicking on the black arrow in front of the division
icon to see all resources that belong to that division

.'. Divisions and Teams X
i E'Y'DLII’ Company
| Management
IT
4 Marketing

£ Patricia Peters
‘& Rita Meyer
i: Sandy Scissors

Sales

4  Add Team

5. Now drag the respective resource on the task that you want to assign.

6. The workload of the task will now be included in the calculation of the resource’s workload
and in the workload of the division.

Besides the divisions that the InLoox Administrator sets for the entire project platform, you can create
your own teams in InLoox and track their workload. The team functionality helps you to put resources
together across divisions.

Please follow these steps to create a team in InLoox:

1. Inthe tasks section of a project, click the Edit tab and in the ribbon on the Divisions and
Teams button.

2. Inthe Divisions and Teams side panel, click on the plus symbol left of Add Team. A new team
will appear below.
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4+  AddTeam

&  New Team

resources to the Here, you
team. Click here to rename can delete
the team. the team.

3. Now you can drag and drop resources from your team onto the respective tasks.

4+  AddTeam
als Project team 1 & e X
ﬁ Tom Tester <
:F‘ Patricia Peters X
K Robert Rum X

4. The workload of the task will now be included into the calculation of the resource capacity
and in the calculation of the team capacity.

Note The new team is available in each of your InLoox projects, but it is not available system-wide —
meaning that your colleagues won’t be able to use the team. Every user can create his or her own
teams.

Task templates

If a certain task set plays a role in many of your projects, you can save them as a task template. This
can for example consist of tasks that your project team has to do each time your company takes part
in a trade fair or whenever you launch a new product. With task templates, you don’t have to create
these tasks over and over again, but only make adjustments for your current project.

Save and load task templates
1. First, create the tasks that you want to use in your template in an InLoox project. Learn here
how to create new tasks.

2. To save a task template directly in InLoox in the gallery view, click in the project in the tasks
section on the Templates tab and on the Save Template button in the ribbon. Name the
template and confirm with OK.

Save Template *

|j|?‘% Template

Template name

Trade fair tasks
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3. The task template is now available in all of your InLoox projects in the gallery view in the
ribbon. You'll find the gallery view in the project in the tasks section on the left side of the
ribbon on the Templates tab.

File START EDIT VIEW TEMPLATES REPORTS
Al 2
S S @ [ M =
Save Template Import
R&D Project  Trade Fair Tasks Release ¥ : Tempi:.;tes .

Task Templates

4. To load a template from the gallery view into your project, you just have to click on the
template you want to load in the gallery. If there aren’t any tasks in your project yet, you will
then see the tasks from your template in the Kanban view which you can edit further there. If
your project already contains some tasks, the tasks from the template will be added.

5. The InLoox Administrator can re-name, delete, export and import task templates from the
gallery view in the InLoox options. On the InLoox website in the Download area, we have
prepared some ready-to-use templates that you can import into all of your projects.

Export and import task templates

If you don’t want to save a task template in InLoox, but on your own computer, you can export it. This
is recommended if you want to import it into Microsoft Project or to use it in another InLoox
database.

1. Create a set of tasks in an InLoox project that you want to save in a template and re-use in
another project.

2. Now click in the tasks section of your project on the Templates tab on the Export
Template button in the ribbon. You have now the option to export the file as an MS Project
XML file (recommended if you want to re-use it in Microsoft Project) or as an InLoox PM task
template file (recommended if you want to re-use it in InLoox). Please select one option

TEMPLATES REPORTS

ta =
o Sl S S =7
] Save Template Impart Export Send Template
ide Fair Templates = Template - By Email
:5 M5 Project XML File..,

InLoox PM Task Template...

3. Select the place on your computer or file server where you want to save the file, name and
save the template.

4. To import a task template, click in the project in the tasks section on the Templates tab on
the Import Template button in the ribbon. You can import Microsoft Project files as well as
InLoox task template files. Please select the file format and choose the regarding template
from your computer or your file server.

5. If there are already tasks in your project, the tasks from the template will be added.


https://www.inloox.com/support/downloads/

PAE]
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You can also send a task template directly out of InLoox via email. Click in the project in the tasks
section on the Templates tab and then in the ribbon on Send Template By Email. This command
opens an email which already contains the task template as an attachment (InLoox task file).

Add tasks to the project schedule

If a project schedule (Gantt plan) is a part of your project you can also assign project-related tasks to
the regarding activity in the schedule. We recommend this if a task is supposed to be completed
within the time frame of this activity and if its content is related to the content of the activity. You
don’t, however, have to assign a task to an activity, you can also use it as a “free task” in your project.

Please follow these steps to integrate a task into your project schedule:

1.

Tasks

Go to the planning of your project. Therefore, open your project and click on the Home tab in
the ribbon on Planning.

Double-click on the activity, summary activity or milestone that you want to assign your task
to. This will open the side panel on the right to edit planning elements.

At the bottom of the side panel, select the Tasks tab.

Edit

You will now see an overview of all the tasks in your project that have not been assigned to a
planning element in the Gantt chart yet.

Now drag the regarding task with the mouse from the side panel onto the respective activity
or milestone.

You have different options:

Drag the task onto activity or milestone so that the line of the element is highlighted. Then let
go of the task. It will then be shown as a sub-task to this activity or milestone in the plan.

Trade fair budget

Stand size

Basic supphy

Select & book exhibition area

Exhibition area booked & confimed
4 Stand fumishing

Orders are confimed

The task will then appear in your Gantt Chart.
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4 Stand size
Get quotes
Basic supply
Select & book exhibition area
Exhibition area booked & confimed
4 Stand fumishing

Orders are corfimed

You can also convert a task into a planning element. Drag the task from the side panel onto

the place in the planning list where you want to create the new activity. A black line will
appear in the planning list. Then let go of the task.

4 Clarfy conditions
Trade fair budget

Stand size

Basic supphy
Select & book exhibition area

Exhibition area booked & confimed

4 5Stand fumishing

You will see a new activity to which the task is assigned.

Trade fair concept
4 Clarfy conditions
Trade fair budget
4 Stand size
Get quotes
Basic supphy
Select & book exhibition area

You can also drag the task from the side panel onto a summary activity. This creates an

activity below the summary activity, which has the same name as the task. The task is
assigned to this activity.

When you want to remove a task from the Gantt chart, you mark the task in the planning list. Then
click in the ribbon on the Edit tab on the Remove button.

I:} x x J E@CDW - 'r 5 h"

a
Edit Delete Remove  Done F_h‘ Paste 3 Flag  Color
Edit Arrange Highlight

The task will then reappear in the side panel.
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When you are done editing your project tasks, click on the File tab and then on the Save button if you
want to keep editing other sections of your project or on the Save and Close button to leave the
project.

Add multiple tasks to the project schedule via drag and drop

You can add one or more tasks to the project schedule at once using drag and drop. You can select
multiple tasks by holding down the Shift key or CTRL key and simply drag the tasks into the project
schedule.

Q22018
W2z | W23 W24 W25 W

icﬁ Unassigned Tasks b 4
NAME | Se

>

n planning Z

refabricates Check organisation structure

e featurefor c... Rita Meyer
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inection to tne..,

June 13

Plan sponsors

ton Rita Meyer
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Bryan Greer
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i Entrance prices  * Tasks Edit

Reports

By using InLoox reports you can structure project information and export it for people, who do not
use InLoox themselves. Therefore, you can either use standard InLoox reports or, design individual
project reports using the InLoox Reportdesigner.

InLoox reports are accessible from the project overview (global reports with filters) and directly from
within a specific project (project-related reports):

e Global reports: InLoox PM or InLoox now tab >> Projects >> Start tab >> Reports
e Project-related reports: Open a specific project from the project overview >> Report tab

Tip: As reports and especially the Reportdesigner provide very extensive and complex features, we
recommend an online where you will learn how to design report templates and where we will give
you a broad knowledge about the functionality of the report designer. For more information on the
online training and the booking process, click here.


https://www.inloox.com/products/training/
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Create standard reports

InLoox offers two possibilites for creating standard reports: in the project overview (global reports
with filters) and within a specific project (project-related reports). Additionally, InLoox provides you
with a set of standard reports included in the standard InLoox license.

Create global project reports
For global project reports you can use all data of all projects you have access to. However, you can
select data from a specific project, too.

1. Click on Projects in the Outlook navigation bar, to open the project overview.

Projects| E-Mail

2.Afterwards, open the Start tab and click on Reports >> Create Report.

Conditional Save Reports Help
Formatting~ ~ x %

O

Current View Create Report...

Saved Reports...

3. A new window will open. Therein you determine the project/projects you want to include in your
report.

e All Projects: Data of all projects you have access to, will be included in the report.

e Selected Projects: First, mark all projects you want to include in the project list and then click
on Create Report. Now, you can choose Selected Projects in the new window and all projects
you have marked before in the project list will be included. Tip: To select multiple projects at
the same time, press the CTRL-Button on your keyboard and select the projects from the
project list.

e Only projects matching: Here you can include projects by filtering by criteria like project
number, project name or customer. For example: If the project number includes the year and
you only want to include projects from the year 2016 to you report, you enter “2016” in the
field Number contains.
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& New Report ()

Report Tasks ] Planning ] Time I Budgets ‘
Range

) All Projects
() Selected Projects

| @ Only projects matching:

| Number contains: | 2016|

[] Name contains:
| [] customer contains:

[ Indude project requests

Use this template:

: Bﬁdgef overview

Create Report Cancel

4. Moreover, you can include project requests by ticking the check-box Include project requests. In
the case of project requests some of the default reports do not make sense, because usually project
requests do not contain very much information expect information from the management page.

5. Choose the template you want to use.

User Manual InLoox 10 for Windows/O!

>> Afterwards, you can create filters in the areas Tasks, Planning, Time and Budgets within this

window.

Create project-related reports

To create a report with respect to a specific project, proceed as follows:

1. Click on Projects in the Outlook navigation bar, to open the project overview.

Projects| E-Mall
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2. In the project overview, double-click on the project you want to refer to in your report. The project

will be opened.

3. Afterwards, click on the Reports tab and then on Create Report in the ribbon. The report will refer

to the project that is currently open.

File START EDIT VIEW REPORTS

Create
Report

Meeting

Create Reports

4. Choose the template you want to use.

>> Afterwards, you can create filters in the areas Tasks, Planning, Time and Budgets within this

window.

Standard InLoox reports

For both - global project reports and project-related reports — you can choose from report templates
which are included in the InLoox standard license. (If the report templates are not installed on your

computer yet, read here how you can download them.)

Budget overview

Project Overview
Budget Overview of May 16, 2017

‘Project: (2017-0018) Customer and Partner Event 2017

Planned Planned Actual Actual Planned
expenses expenses expenses expenses revenues
(resources) (other) (time tracking) (other)

000€ 0.00 € 0.00€ 0.00€ 0.00 €
0.00€ 0.00€ 0.00€ 0.00 € 0.00 €
0.00€ 0.00€ 0.00€ 0.00€ 0.00€
24000 € 0.00 € 80.00 € 0.00 € 0.00€
240.00€ 0.00€ 80.00 € 0.00€ 0.00€

List of budget, expenses and revenues of the selected project(s)

Document list
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Project Overview
Document List of May 16, 2017

 Customer and Partner Event 2017 - 2017-0018

Filename Status Note
Budget overview.docx Strictly
confidentia

Meeting minutes docx
Letter sponsoring. docx Authorised Send per mail

Overview of all documents of a project

Expenses/Revenues
InLoox
Jonn Q. Public Inc.
Customer and Partner Event 2017
Expense (actual, time tracking)
01922007
No. Pasition Unitprice  Quanfity  Amount
1 Meeting with exhibition hall manager 40008 0.00 0.00%
Meehng with exhibthion hall manager
2 Meeting with catering service 40008 200 20.008
Maeeting with catening senice
Subtotal 20008
19% VAT 1508
Total 95208

Comparison of expenses and revenues of the selected project(s)

Gantt planning overview (day, month or quarter)

Project Overview
Planning elements of 16.05.2017

Wesk 2 Waek 3
ks o Stan | End DurstionPrSQRas o gy 451243 14/15 1617 1819202122232
1 Customwr and Partner Event 2047 12.01.2017 20032017 47d 10% g
2 Kicdk-o¥ meetng 12.01 2017 100%
3 PR actvites 18.03.2017 20.03.2017 od 0%
4 gress relosses 18.032017 20.03.2017 cd 0%
S aletirg 11.02201713.03.2017, 204 0%
8 addional repile 14.02201720.022017) Sd 0%|
7 #gn-wp deadlng 10 02 2017 | 0%
8 ovent marketing cusiomens 19.01.201714.03.2017  38d 0%
9 irst maling customers 19.012017 100%
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Export of the planning overview and the Gantt-chart in different accuracy: varying from very detailed
(day) to a rough overview (quarter).

Tip: This template is only recommendable for project-related reports.

Letter

Yourcompany Inc

£ InLoox

94 Yourstrast, Postcoda Yourcity

Customer and Partner Event 2017

Dear Sir or Madam,

Plain letter regarding the project

Meeting

Meeting InLoox

Agenda and Notes of May 16, 2017

Project (2017.0018) Cuslomer and Partner Event 2017

Status: In Bearbeitung

Organizer Rita Meyer

at, from - to:

Location reservered at

Catenng ONo O Yes, hémély

Attendees:

Manager(s): Rita Meyer

Manager(s) Carola Moresche

Team Frank Foster

Team John Johnson

Team Patncia Peters

Partner(s) Robert Rum

No. Agenda item Task | Rezponsibie Completon date
1 | Minutes of last meeting i
2 | Reporter 3

Template for the organisation of project meetings

Memo
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Memo
of May 16, 2017 £ InLoox

From: Rita Meyer

Project: Customer and Partner Event 2017
Status: In Bearbeitung

To:

Manager(s): Rita Meyer
Manager(s): Carola Moresche

Team: Frank Foster

Team: John Johnson

Team: Patricia Peters

Partner(s):  Robert Rum You Name & Inc

A note that includes all basic information of a project.

Planning overview

Project Overview
Planning Overview of May 16, 2017

Numnber Project Manage Start Erd

2017-0018 Customer and Partner Event 2017 RitaMeyer 01.12-2017 26-2017
Activity | Milestone Start End Duration (n) Progress

Customer and Parines Evert 2017 011222017 03-20-2017 bk

Kick-off mesing 011222017 01-12-2007 0

PR activities 03-18-2017  0G-20-2077 7

press relesses 03-18-2017  03-20.2077 7

calenng 02-11.2017  03-13.2017 167

Overview of the project plan without Gantt-chart

Planning overview Plan/Actual

Project Overview
Planning Overview Plan/Actual of May 16, 2017
Number Project Manager Start
2017.0018 Customer and Fartner Event 2017 Rita Meyer 01.12.2077
Achicity / Mitestone Start End Duration (h) Progress
Customer and Partner Event 2017 01.12.2017  03.20.2017 333.00 0
Kick-off mesing 01-12-2017  01-12-2017 0.00 100
PRactvities 03-18.2017  03.20.2017 7.00 0
press releases 03-18-2017  03-20-2017 7.00 0
catenng 02-11.2017  03.13.2017 167.00 0

Overview of the project plan to compare plan status and actual status of the project
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Project completion

£ InLoox

This is toinform you that the above referenced project has been compieted.

Dear all,

I would like to thank all the project staff and stakeholders for their good work and
present you the relevant project details below

Project name und -number 20170018 Customer and Partner
Event2017

Manager(s) Rita Meyer

Client ! Customer

Comoanv / Deparment.

Final notification to the project

Project kickoff

£ InLoox

This is to inform you about the official kick off of the above referenced project.
Below, please find all relevant project details as of date

Project name and number:  2017-0018 Customer and Partner

Dearall,

Event2017
Manager(s): Rita Meyer
Client/ Customer:
Company / Department:
Project start” 01-12.2017
Project end 04.26.2017 Fixeddeadiine Nen

Notification to the project start including all basic information related to the project

Project status

£ InLoox

This is to inform you about the cumrent status of the above referenced project.
Below, please lind all relevant project details as of date

Dear all,

Project name and number 20170018 Customer and Partner
Event2017
Manager: Rita Meyer

Client/ Customer:
Company / Department
Stanl date 01-12-2017
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Progress report of the current status of the project

Time tracking

Project Overview
Time tracking of May 18, 2017

Number Project Manager Start End
20170018 Susiomerand Partner Event oy, Meyer 01122017 04-262017
Time tracking item Pearformed by Stant End Duration (h)
Meeting with catenng service Kathnn Jungwirth 0514 0514 02:00.00
2017 2017
Meeting with exhubition hall manager  Kathnin Jungwirth 05-05- 05-05- 00:00.00
2017 2017

Amount: 02 0000

Total amount: 02:00:00

Overview of all time tracking entries of a project

How to filter report data
For each report type you can choose, which data you want to include in the report. In addition to
real-time filtering in reports, InLoox offers dynamic filtering of the most important project data.

For global reports you can select, which projects you want to include in the report (= Project Filter).
Whereas in project-related reports you have already chosen a specific project by opening it.

The following filters can be used for both report types — global reports as well as project-related
reports:

e Project-related report: To use one of the following filters, open a project, click on
the Reports tab, and then on Create Report.

e Global report: Open the project overview, then open the Start tab. There click
on Reports and Create Report.

After both procedures a new window (the report dialog) will open. There you can adjust the filter
settings.

Overview of available filters
Task filter

In the report dialog open the Tasks tab.
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Report \ Tasks | Planning L'ﬁme I Budgets |

Y Filter

) All tasks
@ Only tasks matching:

v| - [19.05.2017 [v]

Date between: |19.05.2017
7] Performed by: |

7] Group:

[] Billable

[] Not billable

Create Reportf Cancel ‘

You can include all tasks of the project(s) in you report or select:

Tasks matching a specific period of time
Tasks performed by a specific person
Tasks from a group

Tasks, which are billable

Tasks, which are not billable

Furthermore, you can combine those task filters.

Planning filter

If you want to create a report regarding you project planning, you either include all planning
elements (summary activities, activities, milestones) or just selected elements.

Open the Planning tab in the report dialog, to adjust the planning filter:
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—

AR New Report — .

Report I Tasks ’ Planning ’ Time I Budgets

ir Filter

@) All Planning Items

@ Only planning items matching:
[] summary Activities

[ [] Activities

Milestones

\v| - |19.05.2017

[v]

[ Date between: | 19.05.2017

|Create ReportH Cancel ‘

Additionally you can limit the data by setting a date.

Time filter

User Manual InLoox 10 for Windows/Outlook

If you are including time tracking entries to your report, you can decide whether to use all entries or

you can filter them.

' Report l Tasks | Planning l Time L Edgeis

Y Filter

@) All Entries
@ Only time tracking entries matching:

Date between: |19.05.2017

Iv| - [19.05.2017

[v]

[] performed by: [

|

[ Group: ’

[¥]

Billable
Not billable

Create Reportl ’ Cancel

To set the Time filter, open the Time tab in the report dialog:
e You can select time tracking entries of a specific period of time.

e You can limit time tracking entries to those of a specific person.

e You can choose entries of a specific group.

e You can choose between billable and not billable time tracking entries.
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Furthermore, you can combine those time filters.

Budget filter

For budget-related reports InLoox offers highly selection settings. You can choose either all budgets of
the selected project(s) or define one or more budget filters. Therefore, open the Budgets tab in the
report dialog. The following filter options are available:

%’ Filter - - ‘

@ All budgets

) Budgets matching:
‘| Revenues (actual)
Expenses (actual, time tracking)
Expenses (actual, other)
| Revenues (plan)
/| Expenses {plan)
Expenses (plan, resources)

Date between: 7:5.‘?:.;'_& (v - ‘1‘_«'.»_::-.‘_01f

| Status:
Filter budgetitems: [ /| Billed
| Not yet billed
| Billable

Create Report Cancel

You can choose between different budget elements for your report:

e Revenues (actual)
e Expenses (actual, time-tracking)
e Expenses (actual, other than time-tracking)
e Revenues (plan)
e Expenses (plan)
e Expenses (plan, resources)
In addition, InLoox provides you with the following filter options:
e You can select a period of time.
e You can choose a specific project status

e You can filter specific budget items (billed, not yet billed, billable, not billable)
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How to save filter settings permanently

If you create reports on a regular base and mainly use the same filter combinations, you do not need
to adjust the filter settings each time. You can save those filter settings and reuse them. For saving
filter settings permanently you need to be InLoox admin and you should have the permission “Create
and edit report templates”.

1. Click on Projects in the Outlook navigation bar.

Projects| E-Mail

2. Afterwards, open the Start tab and click on Reports >> Saved Reports...

@

Conditional Save Reports Help
Formatting~ ~ x ~

Current View Create Report...

Saved Reports... ]

3. A new window will open. There you can see all currently saved reports.

Saved Reports e

B Report Template

New NAME | VISIEL...
Report
Edit P
Delete

Save Cancel

4. You can create a new report template, by clicking on New.

5. The report dialog will open. Here you can determine:
e the name of your template.
e to which projects the report is referring to.
e which report template you want to use.
e which project data should be included (filters).

e If you want to give all other InLoox users access to your saved report, you need to tick the
checkbox Visible for all users.
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New Report

Report ‘ Tasks l Planning l Time l Budgets !

IL_‘lI Report Filter Name
i‘ﬁme tracking (billable)

Visible for all users

|| @ AllProjects
() Selected Projects
@) Only projects matching:

[ "] Number contains: I |

(| Name contains: ‘ ’

|| Customer contains: | ]

Indude project requests

Template

Use this template:

ié‘ﬁme tracking ' v

Save Report l ‘ Cancel

6. Click on Save Report, to save your settings and to close the window.

7. Now, the saved report appears in the overview:

Saved Reports

B Report Template

| New | |NaME | VISIBL...
R t 1
Edit et —
Time tracking (billable) v

Save H Cancel l

The saved report template is permanently available to you (and all other InLoox users, if you have
ticked the checkbox) on the Start tab >> Reports >> Saved Reports.... There you also can edit or
delete the report template.



309

User Manual InLoox 10 for Windows/Out!

To create a new global project-report using this template, click on Projects in the Outlook navigation

bar. Then click on the Start tab and on Reports. The new template appears in the drop-down-list and
you just have to click on it, to create a new report using that template.

Conditional Save Reports Help
Formatting~  ~ x Y

Report

@

Time tracking (billable)

Create Report...

Saved Reports...

InLoox report designer

Generally, after creating a new report the InLoox report designer will open. The report designer issues

your reports and you can adjust the report (e.g. format) there. For exporting the report you can
choose between various file types.

Output file types

All InLoox reports can be downloaded in different file types. The following file types are available:

rorl S5 B3
8 =
Export E-Mail Close
To~ | As~

3" PDF File

Adobe Portable Document Format

[~ HTMLFi

0ok
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e PFD File (Adobe Portable Document Format)

e HTMLFile (Web Page)

e  MHT File (Single File Web Page)

e RTF File (Rich Text Format)

e Excel File (Microsoft Excel 2000-2003 Workbook)
e Excel 2007-File (Microsoft Excel 2007 Workbook)
e CSV File (Comma-Separated Values Text)

e Text File (Plain Text)

e Image File (BMP, GIF, JPEG, PNG, TIFF, EMF, WMF)

To choose a file type, firstly create a report and filter the report data regarding your needs.
Subsequently, click on Create Report in the report dialog. A preview window will open. Click
on Export To in the upper right corner and select the file type.

If you do not want to save the report in a different file type, you can print it via the Print button in the
upper left corner.

How to manage report templates
1. Note on report security in version 10.2

Starting with version 10.2, script execution in the background is disabled by default. If you want to
continue using older InLoox report templates or work with scripts in your own report templates, then
you will have to activate the script execution in the background manually in the InLoox options. We
do not recommend activation but would like to point out that deactivating the scipt execution in the
background can pose a compatibility risk.

Important Script execution is always disabled in InLoox Web App and InLoox now!.

Scripts allow you to perform automated calculations of certain report elements at certain events.
However, script execution can also pose a security risk. In many older report templates there is still
program code that is executed when the report is opened or executed, e.g. to calculate values for
certain fields such as the sum of all tasks.

InLoox standard reports and newly created reports no longer have any program code. You can now
use expressions for calculations instead. Expressions make it possible to create data fields that
contain a formula — just like in Excel. For example, you can simply use the expression SUM(Field1) to
specify that this field should be totaled for the entire report group.

You can also convert older report templates with data bindings to expressions. This allows you to
keep the script execution in the background deactivated, while still being able to use existing report
templates.

e For more information on the conversion, see: https://devexpress.github.io/dotnet-
eud/interface-elements-for-desktop/articles/report-designer/report-designer-for-
winforms/bind-to-data/data-binding-modes.html



https://devexpress.github.io/dotnet-eud/interface-elements-for-desktop/articles/report-designer/report-designer-for-winforms/bind-to-data/data-binding-modes.html
https://devexpress.github.io/dotnet-eud/interface-elements-for-desktop/articles/report-designer/report-designer-for-winforms/bind-to-data/data-binding-modes.html
https://devexpress.github.io/dotnet-eud/interface-elements-for-desktop/articles/report-designer/report-designer-for-winforms/bind-to-data/data-binding-modes.html
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e Detailed information on the use of expressions can be found under the following
link: https://docs.devexpress.com/XtraReports/120091/Detailed-Guide-to-DevExpress-
Reporting/Use-Expressions

2. Manage report templates

Attention To administrate report templates you should be InLoox admin or you will need the
permission “Create and edit report templates”. For more information on user permissions see also
“Set user permissions”.

Generally, report templates can be managed in the InLoox options:
1. Open Outlook and click on Home in the upper left corner. Select InLoox Options from the list.

2. A new window will open. Select General >> Report Templates on the left side of the window.
An overview of the report templates will be shown.

0@ Options B . §
B iAh
- Divisions {543 Report Templates
- Skills
&= Report Templates 1 New NAME VRN
Custom Fields I I I /ERSION

| Budget overview InLoox 9, 10
- Custom Colors 2 |
| Document list InLoox 9, 10

- Resolve Conflicts

Migration 3 | Expenses / revenues InLoox 9, 10
.. Privacy Protecti '
3 S;‘f’:“(’yarg%:da':’:s 4 | Gantt planning overview (day) InLoox 6, 7, 8

- Miscellaneous Gantt planning overview (month) InLoox 6,7, 8

(- Permissions 5 | Gantt planning overview (quarter) InLoox 6,7, 8

[#- Licensing |

¢ Letter InLoox 9, 10

o Toske 6 meon_]|

[#- Documents | Meeting InLoox 9, 10

[#- Projects 7 Memo InLoox 9, 10

[#- Notifications :

[#- User Settings : Planning overview InLoox 9, 10
| Planning overview Plan/Actual InLoox S, 10
| Project completion InLoox 9, 10
| Project kickoff InLoox 9, 10
| Project status InLoox 9, 10
| Time tracking InLoox S, 10

L Report security

Ifyouwant to continue using older versions ofthe InLoox report templates, please activate script execution
inthe background. Further information.

[:| activate script execution in the background (not recommended)

Cancel Apply Help

3. Create a new report template

1. To create a new report template, open the InLoox options and click on General >> Report
Templates.

2. Click on New and another window is going to open.


https://docs.devexpress.com/XtraReports/120091/Detailed-Guide-to-DevExpress-Reporting/Use-Expressions
https://docs.devexpress.com/XtraReports/120091/Detailed-Guide-to-DevExpress-Reporting/Use-Expressions
https://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/security-and-privacy/user-permission-options/
https://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/security-and-privacy/set-user-permissions/
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Report

Report filter name:

InLoox 6, 7, 8

Show in report area

] Management page

!

O

| List page

| Mind Map page

| Tasks page

| Planning page

| Time tracking page
(] Document page

(] Budget page

Lo |

3. In this window you can define all important aspects of the new report:

4. Afterwards click on OK to close the window and to save your settings.

5. Now the report designer is going to open. There you can design the new template individually. For
more information on how to use the report designer, see InLoox Report Designer. When you have
finished, click on Apply in the InLoox options, to save your changes.

Name the report.

Choose between Inloox 9, 10 and older InLoox versions. InLoox 9, 10 provides you with a new
version of the report designer. You can still create and edit reports from InLoox 6, 7, 8 but this
is going to change in future InLoox versions.
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Define from which areas of a project you want to have access to this report template.

4. Edit report templates

If you want to change the general settings of a template (like name or visibility), select the template
in the overview and click on Edit. A new window is going to open. There you can edit all important

settings:

You can change the name of the template.

Choose between Inloox 9, 10 and older InLoox versions. InLoox 9, 10 provides you with a new
version of the report designer. You can still create and edit reports from InLoox 6, 7, 8 but this
is going to change in future InLoox versions.

Define from which areas of a project you want to have access to this report template.


https://www.inloox.com/support/knowledge-base/online-help/inloox-for-outlook/9-0/all-support-articles/reports/inloox-report-designer/
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When you have finished, click on OK and the window is going to close. Back to the InLoox options
click on Apply to save your changes.

5. Design report templates

To change the content of an already existing report template, select the template in the overview and
click on Design. The InLoox report designer is going to open. For more information on how to use the
report designer, see InLoox Report Designer. When you have finished, click on Apply in the InLoox
options, to save your changes.

6. Delete report templates

To delete a report template, select the template in the overview and click on Delete.

7. Export report templates

To save a report template on your computer, select the template in the overview and click on Export.
Afterwards, you can choose the storage location and then click on Save. When you have finished,
click on Apply in the InLoox options, to save your changes.

8. Import report templates

To import a report templates which is saved on your computer, click on Import and select the
template from your computer. Afterwards, click on Open. When you have finished, click on Apply in
the InLoox options, to save your changes.

9. Download report templates

On the InLoox website you can download several standard report templates:
1. Click on Download in the InLoox options and the InLoox website is going to open.
2. There click on Templates and select the English version of the report templates.
3. Azip-file will be downloaded and saved on your computer in the download folder.

4. Open this folder by using the windows explorer and double-click on the zip-file to open it.
Copy the templates and save them to another place on your computer.

5. Return to the InLoox options >> Reports >> Templates and click on Import.
6. Select one of the saved templates from your computer and click on Save.
7. Proceed like this for all other templates.

8. When you have finished, click on Apply in the InLoox options, to save your changes.
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InLoox Report Designer
By using the InLoox report designer you can create individual report templates on your own. This
chapter shortly introduces the main features of the report designer. However, it is not possible to

explain everything in detail due to the immense range of features.
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You can access the InLoox report designer via the InLoox options (Home >> InLoox options >>

Reports >> Templates):

& Options . l (s S
— o — ———
(¥ General Options TN
+- Permissions a‘ Report Templates
[ Lists =
& Tlind Map New NAME VERSION
[+]- Tasks L
[+l Planning Edit Budget overview InLoox 8
(+- Documents Document ist InLoox §
£l Budgets Expenses revenues InLoox @
I-- Reports = = 4
, w [ ) nl
1 o Delete Gantt planning overview (day) Inloox 6, 7,8
i) Email Templates Gantt planning overview (month) Inloox 6, 7,8
i+ Contacts Export Gantt planning overview (quarter) Inloox 6, 7, 8
(- Notificati
iy E Foi Letter Inloox 9 '
Custom Fields Import :
- Locks Meeting InLoox 9 ‘.
@l vl-:;r-e Key Download... | | Memo InLoox 9
& 5 acy‘ :nou:ctson Planning overview InLoox §
1\ I
- Software Updates Planning overview PlanActual InLoox §
[+1- User Settings Project compietion InLoox &
Project kickoff Inloox @
Project status Inloox 8
Time tracking Inloox 9
Turnover list InLoox 9
[ Cancel Apply Hel

By clicking on New you can create a new report. By clicking on Design or double-clicking on an

already existing report you can edit the report templates. In both cases the InLoox report designer is

going to open.
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Using the report designer you can individually create report templates. Using the report designer you
determine font type, font size, positions and data.

In the following some elements and features of the report designer are introduced:
1 Report Explorer

The report explorer shows the structure (margins) of a report. To open the report explorer, click
on Windows in the ReportDesigner tab and select Report Explorer from the drop-down-list.

Report Explorer O X

4 [:% XtraReport A
3 S topMarginBand 1
» [E detailBand1
» @J DetailReport
» [ bottomMarginBand1
.7 Styles
V' Formatting Rules
4 «,‘,} Components
L&, hindinaCantact1

2 Default Layout

In the property grid you can determine the default layout for the template. To open the property grid,
click on Windows in the ReportDesigner tab and select Property Grid from the drop-down-list.
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Property Grid o x
‘DetailReport Detail Report v
o= 2
Appearance a A
Background Color [ Transparent
Border Color I Black
Border Dash Style Solid
Border Width 1
Borders None
» Font Times New Roman, 9.75pt
Foreground Color I clack
Formatting Rules (Collection)
» Padding 0,0,0,0
Text Alignment Top Left
" Behavior a
Drill-Down Control (none)
Drill-Down Expanded  Yes
Level 0
Page Break None
» Scripts (Report Scripts)
B Visible Yes G

3 Data Source

User Manual InLoox 10 for Windows/Outlook

The data source for the report can be determined in the property grid, too. To open the property grid,
click on Windows in the ReportDesigner tab and select Property Grid from the drop-down-list. In the
property grid scroll down to Data.
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Property Grid o x
‘ XtraReport Report v
=z

» Script References String[] Array 2

» Scripts (Report Scripts)
Show Margin Lines in P Yes
Vertical Content Splittih Exact
Visible Yes

Data -
Calculated Fields (Collection)
Data Adapter (none)
Data Member
Data Source InLoox PM Model
Filter String
Tag
XML Data Path

Design -
(Name) XtraReport
Data Source's Schema

» Designer Options {Designer Options)
Draw the Grid Yes v

4 Zoom and Layout Features

User Manual InLoox 10 for Windows/Outlook

Zoom features are especially helpful to receive an overview to large reports. The zoom features are
located in the ReportDesigner tab.

Q @ @

Zoomout Zoom

Zoom in

@ W

-

Window

Zoom

View

Scripts

Scripts

You can switch between three different views: ReportDesigner, PrintReview and HTML View. You can

access those views via the different tabs.

TOOLBOX

T

l N

REPORTDESIGNER PRINTPREVIEW HTML VIEW
/‘/ —rds =) - Lf»._ >
4 UJ = K \Tlmes New Roman
Cut Copy Paste Undo  Redo 9.75 ﬂ B I U
Edit

Font

5 Most important tools

To open the tool overview click on Windows in the ReportDesigner tab and select Tool Box from the

drop-down-list.
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The report designer provides various tools. The most important ones are:

e Label: e.g. for headlines, the company name or simple formatting

Rich Text: for InLoox description windows

Picture Box: for the logo

Line & Shape: for simple drawings

Chart & Gauge: for bar and pie charts

Tool Box O X
Standard Cor;trols A
g Pointer
A Label

o/ | Check Box

] A | Rich Text

| Picture Box

Panel

| Table

]
\ Line

Shape

",“,Il, Bar Code

_Jg‘ Zip Code

JM Chart

() Gauge

Sparkline

-

6 Detail Reports

You can select detail reports regarding specific project areas in the report. Therefore, right-click on
the detail band in the report and select Insert Detail Report in the context menu. Now you can select
a project area to create a report onit.



319

User Manual InLoox 10 for Windows/Outlook

~

= | v 5 detnilBand?

Edit and Reorder Bands...

Paste

Delete

Add Sub-Band
Insert Band

W

Insert Detail Report

Zoom

LE Properties

DN EN 0NN 0D0E0DEEEE D

"Projects_Time_Performed_By"
"Projects_Time_Changed_By"

"Projects_Budgets™
"Projects_Budgets_Budget_Lineitems"
"Projects_Budgets_Budget_Lineitems_Performed_By"
"Projects_Budgets_Budget_Lineitems_Created_By”
"Projects_Budgets_Budget_Lineitems_Changed_By"
"Projects_Budget_Overview"

"Projects_Notes"

"Projects_Groups"

"Projects_Resources”

"Projects_Categories”

"Projects_Project_Managers”

"Projects_Team"

"Projects_Customer”

"Projects_Partners”

"Projects_More"

"Projects_Project Request Reviewer"
"Projects_Documents”

"Projects_Mind Maps"

"Projects_Mind Maps_Nodes"

"Projects_Mind Mzps_Nodes_Tasks"
"Projects_Mind Maps_Nodes_Tasks_Performed_By"
"Projects_Mind Maps_Nodes_Tasks_Comments”

To edit the detail report, open the window Field List via ReportDesigner >> Windows >> Field List.
Drag-and-Drop all fields you will need into the detail report.

v 7detailBand1

v [E] Detail

v DetailRepon - “Projects_Resources’

Field List o X

4 [ Current User A
» [ AllocatedResources
» E skill
[3b] Address
Assistance
Birthday
ChangedDate
(3] CompanyName
Country
CreatedDate
Department
[3b] DisplayName
Divisions
Emad y
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7 Add Calculated Fields

In addition to all available fields in the field list, you can use calculations, filters, transformations (e.g.
from text to number) and conditions. Those features are available by using calculated fields. To create
a new calculated field proceed as follows:

1. Open the field list via ReportDesigner >> Windows >> Field List.

2. Right-click in the window field list and select Add Calculated Fields in the context menu.

Field List o X
4 EE Current User Al
» B AllocatedResources
» E3 Skill

@ Address

ab| Assistance

Birthday I

[©1¢  [add Calculated Field ]

[35] ¢

| Edit Calculated Fields...
& ¢
@ ( Remove All Calculated Fields
[3b] Department T
(3b] DisplayName
ab| Divisions
Email g
=
< >

3. A new calculated field will appear in the field list.

Field List o X
d E3 Current User Al
» B AllocatedResources
» B skills

[3b] Address
|ab| Assistance
Birthday
l calculatedField1 I
[©] ChangedDate
[3b] CompanyName

Country

@ CreatedDate

[3b] Department

[3b] DisplayName

Divisions G
I

< >

4. Right-click on the calculated field and select Edit Expression. A new window is going to open. There
you can edit the calculated field using for example if/else constructs.
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8 Sort and Formatting

Sort: The report data can be sorted in respect to every field. To sort the report proceed as
follows: ReportDesigner >> Windows >> Group and Sort

Group and Sort o X
@) Add aGroup ~ VA AddaSort~ 3¢ Delete | @ Move Up @ Move Down
Field Name . E Projects_Tasks A Show Header Aigho'A;;:oot'ér

»
» [EEH Projects_Tasks_Comments
» EE5 Projects_Tasks_Documents
» B Projects_Tasks_Performe...
» E55 Projects_Tasks_Resource
» EEH Projects_Team
) Projects_Time
» B Projects_Time_Changed_By
» B Projects_Time_Documents
» EEH Projects_Time_Performed...

[3] None vi

&y Group and Sort T SCTpts ErTors

Formatting: Additionally, you can format data fields and the related formatting rules. To edit the
formatting, click on the blue arrow right above the specific field and select Format String.
The FormatString Editor is going to open. There you can edit the formatting rules.

w

v [E] DetailReport- "Projects_Resourc

- —
v ElDeal o
[Divisions] @ '

- = | Text iabell

| Data Binding rCurreint User - Divisions Rd

| Format String ‘ E
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FormatString Editor

Category Sample
DateTime
Number
Percent
Currency
Spedial
General

1
1
1

Standard Types Custom

Prefix: Suffix:

OK Cancel

Resources and Allocation

Resources can be people, but also objects such as rooms, machines or financial assets. It is important
to have the right resource working on a task or project for its efficient and successful completion.
InLoox enables you to manage the capacities of staff, rooms or machines, as well as allocate tasks
according to the resources’ capacities. The result is a more effective use of resources, which leads to
an increase of your projects’ efficiency.

Open the resources and workload allocation overview
Open system wide resources and allocation overview

Follow these steps to open the system wide, project-independent resources and allocation overview:

Open Outlook and navigate to InLoox by clicking on Projects in the navigation bar and then
select Allocation in the folder panel.

Projects Mail Calendar People -
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4 & projects (1)
& Tasks
™ Documents
5] Calendar
[E@ Time

I ' Projects

I [&5] People
E.ﬁlncatiun

- == History

b irz] Dashboard

You can also open the allocation overview by clicking on the InLoox tab in Outlook and then
selecting Workload in the ribbon.

Ba Resources - Outlook
FILE START SEND / RECEIVE FOLDER VIEW INLOOX NOW

e 9L EmmEE=E=ER O L

Recent Tasks Documents Calendar Time Projects People Workload History Dashboard | Stopwatch Task Help
Projects ~ List =

General Views IMore

Open resources and allocation overview inside a project

You can also find the resources and allocation overview inside individual projects. There you can
display and manage the workload of the project team. You can display the workload overview in
the Kanban view as well as the planning.

Open workload in the Kanban view:

1. Navigate to your projects InLoox >> Projects and open a project from the project list.
2. Click on Tasks in the Start tab of the InLoox project window.
3. To show the departments and teams side panel, click on Divisions and Teams in the Edit tab.
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.
[ ]
j w”’
tatus Divisions
and Teams
Settings
8% Divisions and T
u“ visions eams
hee. G = ‘! Define target grol i Your compamn
E d IT
S :j,‘ Set exhibits ﬁ Bryan Gr
* Max Fisc
S g Evaluate internal r . "Q'

4. To open the workload overview of your project team, go to the View tab and click on Workload.
The workload overview opens in a new window.

File START EDIT VIEW TEMPLATES REPORTS

o "E Y =

Print  Show Details Filter Workload

General Filter Dialog

@ Budget meeting 5 - A Define the ¢

Stand size - ! Define slog:
d! S - 9

e: Requirements set by the side... & = @- Select stanc
o i

(@ Develop rough concept for st... &) = (@ Detailed but

Open workload in the Planning:
Tip You can change the color scheme of the workload view in the planning in the InLoox Options.

1. Go to your projects InLoox >> Projects and open a project in your project list
2. Click on Planning in the Start tab of the InLoox window
3. Click on Workload in the ribbon to open your workload overview
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e =

= Group -
b Lewel Al My Mone Workload
Y Filter - .
Arrange Tasks Dialog
| Q12017
| w52 | w53 | W1 | w2 | w3

e 2 % Rita Meyer

e 1 % Gordon Newman

4. You can display the workload in all projects (All Projects) or only the workload of the project that is
currently open (Only this Project).

RESOURCES

+»

Py = All Projects

Add Resource | | ¥® gnly this Project

Action Filter

5. To display the workload, drag-and-drop one or more divisions and teams into the resource
overview. If you want to hide the workload of a specific group, just drag-and-drop the group back into
the side panel.
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You can also see the capacity of resources next to each task in the planning, provided you have
allocated a resource to the task. This enables you to see who in the project team still has capacities
and who is over-allocated. In the latter cases, it is advisable to re-assign tasks to relieve a resource.

4 Basic preparations 3 Days 7 Hours 3... ‘

4 (larify frame conditions 1 Day 1 Hour
&5 Request forinfo 1 Hour _
3 Get testimonials 2 Hours ——
%2 Viewing documents 2 Hours ; 1%
&2 Evaluate intemal requirements 4 Hours 5‘;;, Mazx Fischer

4 Exhibition budget 1 Day 2 Hours
&2 Budget mesting 2 Hours 5% Br'_.'m Greer
&5 Detailed budget planning 1 Day 1% F,ﬁqk Foster

Tip Project teams should never work to capacity (100%), because in most cases they do not work
exclusively on the project. Usually, they also have to handle their daily workload. This means that
when they are working to capacity in a project, they are actually over-allocated because you have to
add 20% or 40% workload for daily tasks to the 100% project workload.
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Selected allocation features

Display or hide the sidepanel
showing the divisions and project
teams in your company.

Choose another resource
for a task if you see that
there is an over-allocation

Display or hide the

. - Print a snapshot of the
information from the

current view of the

Mark an item (resource, project : free/booked feature of
} : overview or workload
or task) in the resource overview : the Microsoft Exchange hart
- ) ) ' char
list and edit or delete it vasswnnens H Server & o
: . H X
H H Resources - Ouj6ok
START | SEND RECEVE  FOLDER giw INLOOX NOW ’: R : Reload the view to
Add a resource from your ..‘ ,_—"j D’X ¢ o Exchange Calendar ., 5 Q Q [ Pint Ovenview gy Q show changes that
global Outlook address book ==ss=s= =l = . @ Fitabels He were made in the
or your InLoox address book Resource Elements - & & Compggted tems Y meantime

New Eat inlooxnow  Adions ] Oisplay

) : Sanarrnanas
Show or display percentage :
of the workload bars :

Enlarge or reduce the scope
s of your resources overview.

H You can zoom in or zoom out
of the view to see a wider or
narrower time frame.

5

Shorteut to o;Sen your recent

projects directly from the

resources overview H
Show or hide the completed
items. This enables you to
see the total workload, not
Jjust the current workload.

¢ Add Resource — Add a new resource, e.g. from the global address book or the InLoox address
book.

e Edit and Delete — You can edit or delete elements (resources, tasks, but NOT projects) in the
resource overview.
Please note Deleting a task in the allocation overview also deletes the task in the project.

e Recent Projects - Access your most recently opened projects directly from the workload
overview.

e Re-Assign Task — If you see that a resource is over-allocated, you can relieve them by re-
assigning the task to someone in the team who still has free capacities.

e Exchange Calendar — You can show or hide the Free/Booked information from the Exchange
Server. InLoox takes the Exchange calendar information into account when it calculates the
workload.

Please note The Free/Booked information is only available for internal resources, and only
when you are online. The information is never available for external resources, neither online
nor offline.



328 User Manual InLoox 10 for Windows/Outlook

?,;j ‘/. x {E)EI &; & Exchange Calendar & E

_ _ =5 Labels -
Mew Edit Delete Recent Re-Assign Divisions Dat
- - i Completed ltems
Elements ~ Projects - Task v P and Teams| Rang
v Edit InLoox now Actions Display
B E B -
Tue, 06, December 2016
Mame

12:00 AM |

4 ;s'i Fartner
= a Linh Tran
,ﬂ Exchange Calendar

4 .".'.5 Project Team

L4 a Bryan Greer

e Labels — You can decide whether you want to show or hide the percentage of the workload
next to the bars in the overview.

e Completed Items — You can show or hide tasks that have been marked as “Done”. By showing
the completed tasks you will get an overview of the complete workload. If you just want to
see the current and future workload, then hide the completed items.

¢ Divisions and Teams — You can show or hide the Divisions and Teams side panel. The side
panel displays all departments in your organizations and the resources who work in the
individual departments. You can also create individual cross-department project teams.
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x

80 Divisions and T
““ visions eams

>

4 Your company

4 IT
ﬁ Bryan Greer
‘Q_ Maux Fischer

C Management

4 Marketing
! Gordon New...
3(7 Karen McCarty
ﬁ Rita Meyer

4 Sales

4  Add Team
4 8% Project Team &% [#

ﬁ Bryan Gr...
(ﬁi} Frank Fos...

x Gordon ...

3{'7 Karen Mc..
ﬂ Mario Ro...
-.Q. Max Fisch...

_ﬁ Rita Meyer

bl Gl

Wl Gl

1]

XXX XXX XX

Please note It is not possible to create new departments (Divisions) in the workload overview. You
can create, edit and delete departments in the InLoox options, if you have the necessary
administrator rights. You can also allocate resources to departments.

e Date Range, Zoom In and Zoom Out — Decide for which time range you want to see the
workload (hours, days, weeks, months, quarters, years). The view of the resources and
workload chart changes depending on the date range.

e Print Overview and Load Chart — Print the current view of the resources overview or the
workload chart.
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e Refresh — Click on refresh to apply all changes and to update the view.

Show the workload in the resource overview
Please note The workload overview only shows the workload and allocation of tasks that have a start
and end date.

The resource overview shows you a visual overview of the workload allocation during the specified
date range. You can decide which resource’s workloads you want to see in the resources and
workload allocation overview. The overview also shows, in addition to the project tasks, the
Free/Booked information from the Exchange Server, if the option is selected. Your own, project-
independent tasks are also displayed in the workload overview.

4 & Rita Meyer
b | 3 Exhibition
b Own Tasks
2 = Product Engineering Process
- ;5 Project Team
b & Bryan Greer
.
L]

4 Frank Foster

Follow these steps to show the workload in the resources and workload overview:
1. Go to Allocation: InLoox >> Allocation
2. Display the side panel, if it isn’t open already, by clicking on Divisions and Teams in the ribbon.
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IMLOOX MOW
™
Exchange Calendar oy
G &
=u, Labels .
- Dwisions
&% Completed ltems and Teams

Display

3. Select a group from the Divisions and Teams side panel for which you want to show the allocation.

To do so click on the Display icon El next to the respective groups or you can also drag-and-drop
the group into the list on the left. For example, drag the group Your Company into the list to show the
workload allocation of your entire company.

Dec 2016
| sat, 03 | Sun, 04 | N

b &3] Your Company |

Mame

4. If you want to see how the workload is divided between the departments within your company,
you can open the subordinate groups by expanding the group My Company. To do so just click on the
arrow next to the group you want to expand, or expand the group by opening the context menu with
a right click and expand it with Expand All Groups.

Dec 2016
| sat, 03 | Sun, 04 | M

b [#] Your Company e

Show Details...

Mame

Refresh

Expand all Groups
Collapse all Groups

Exchange Calendar
Labels

m!'ﬂ"mt’ OF @ X

Completed ltems
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Dec 2016
| Fri, 09 | sat, 10 | sun, 1

Marne

4 Your Company
boE T
F Management
F Marketing
L4 Sales

You can see that in the above example, the company as a whole isn’t over-allocated, but the
department Management is over-allocated. It is also possible that it is not the whole department that
is over-allocated, but only one of the resources is. In such cases it is advisable that you re-assign the
tasks to relieve the over-allocated resource.

Work with the resource overview

The resources overview chart shows you the workload of your resources and whether they still have
capacities or are over-allocated. It is possible to show or hide the workload all or selected
departments. This enables you to get an overview of the workload of your whole organization, or just
the workload of one or more departments or project teams.

Tec 2006 | san 2017
|Sat 24 |Swn. 25 Mo 26 |Tue 27 | wed 28 | Thu2e (P30 [Set31 | Swen o

-

4[4} Merketing

b g Gordom Mewman

b & Karem McCarty

a ﬂ Rits Meyper
¥ [, Bar Camp
¥ [ Commercial Construction Dema Proj...
¥ [ Customer Evert
¥ [y, Exhibibon
¥ U Major Beleaie
¥ [ Cwm Tasks

¥ [y Froduct Engnesnng Prooess

¥ i, Trade Fair

e The bars show the extent and duration of the allocation:
e Blue bar: 1% - 100%
e Pink bar: 101% - 149%
e Red bar:>149%

e Ablue vertical line marks the current date

e If you hover over a bar, you can see the details of the allocation:
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Man, 05, Decemb... | Tue, 06, Decembe... | Wed, 07, Decemb... | Thu, 08, Decemk

17 %
Start: 12/5/2016 9:00:00 AM
End: 12/7/2016 4:00:00 PM  Duration: 2.8 days

e The percentage shows you the extent of the allocation. Over 100% means that your
resource is over-allocated.

e The start and end date and the duration of the allocation

e You can also edit the respective resources, projects or tasks directly in the workload
overview:

1. Open the respective detail window by double-clicking on an element. Or open the context
menu with a right-click on an element in the resource list on the left hand side. Click on Show Details

Show Details...

Refresh

[

[#] Expand all Groups
[=] Collapse all Groups
as

Exchange Calendar

Labels

&5 Completed ltems

T

2. Depending on the type of the element you have marked, a different edit window opens:

e Forresources, the contact window opens where you can edit the contact
details

e For projects, the project window opens where you can change the project
data, or go to the Kanban view or the Planning etc.

e For tasks, the task window opens where you can edit the task and add task
notes
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D Basic Information

Name [Define Goals |
Description ‘
Effort |4 | Hours =
Resource | Rita Mever [ [7]
Start | 12/5/2016 9:00 &M (from Activity) v|
End [ 12/7/2016 4:00 PM (from Activity) [v]
L = Documents i
Pew link, ..
'—_llﬂll Notifications —

Add a new team
Please note The teams you create in the resources and allocation overview are only visible to

yourself. Other InLoox users in your system cannot see the changes. So editing or deleting a team
member has no effect on the resources and workload view of other InLoox users.

You can create individual teams to see the workload of cross-department project teams.

Show or hide teams
in the resources overview

Edit ar change the team
name

Addanewteam/.......------.+ Add Team

+.|.—:?

® o0
=

new project group g Project Team o [F X@prernmznsnnan Delete a team
ﬂ Bryan Gr... .
& Frank Fos...

IIIII.X >4

Add a new resource o sssssse.r Remove a resource from
the team the team

1. Open the Divisions and Teams side panel and click Add Team.

2. Click on the Edit button E} and enter the name of the team.

User Manual InLoox 10 for Windows/Outlook
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| ]
3. Add team members by clicking on the Add Resource icon ** .

Tip If a team member works on several projects, then you can just copy that member per drag-and-
drop.

4. Show or hide Divisions and Teams in the resources and workload overview as needed. You can see

that a team is not shown in the overview when the Display icon is gray . When itis blue B then
it is shown in the overview. Alternatively, you can also drag-and-drop a team into the overview.

Please note It is not possible to create new departments (Divisions) in the workload overview. You
can create, edit and delete departments in the InLoox Options, if you have the necessary
administrator rights. You can also allocate resources to departments.

Add a new resource
You can also add a resource without assigning it to a team from the outset:

1. Go to InLoox >> Allocation
2. Click on Add Resource in the Ribbon

0d

FILE START SEND f RECEIV

» & o X
L ]

& o v

Add Mew Edit Delete

Resource Elements =

Mew Edit

3. Select a resource from the address book, e.g. from the global address list or the InLoox address list

E8 Address Book - =
Search: (® Nameonly () More columns  Address book Search by Skills
InLoox address list v v

DISPLAY MAME EMAIL POSITION PHONE OFFICE COMPANY DEPARTMENT

 aa Bryan Greer brgreer @inloox.com InLoox

& Frank Foster frfoster @inloox.com InLoox

.'. Gordon Newman gonewman @inloox.com InLoox

.'. Karen McCarty kamccarty @inloox. com InLoox

.'. Mario Rodriguez marodriguez@inloox. com InLoox

If you need a resource who has specific skills, then you can filter your address book so it only shows
the resources who have these skills. To do so, click on Search by Skills on the upper right-hand corner
of the dialog window and select the skills you need. It is possible to select more than one skill.
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Search by Skills
trade fair experience, PMP Certified | w
(| (Select All)
Product Development
levelopt JavaScipt
opment German (Mative Speaker)
v | trade fair experience
Project Management

C# Development

German (Bilingual)

CMS knowledge
w| PMP Certified

Ok Cancel

Please note When you filter by skills, all resources which have at least one of the specified skills are
shown, not just the ones that possess all of the selected skills.

Please note You can define Skills in the InLoox Options and specify which resources in your company
have which skills.

4. Confirm with OK. The new team member is sorted into the automatically created Standard Team.

Tip If a team member works on several projects, then you can just copy that member per drag-and-
drop.

Re-Assign a task
Follow these steps to re-assign a task, i.e. to allocate a task from one resource to another:

1. Expand all groups until you reach the tasks. To do so click on the arrow next to a group, then
expand the resource, then expand the project. Or you can expand groups via the context menu

Show Details...

Refresh

*g'?m'l* O T =l

Expand all Groups

Collapse all Groups

Exchange Calendar
Labels
Completed ltems

Note that this command only expands the next lower subordinate group, so you have to click
on Expand All Groups until you get to the lowest level, the tasks.
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2. Select the task you want to re-assign.
3. Click on Re-Assign Task in the ribbon.

START SEND / RECEIVE FOLDER VIEW INLOOX NOW

?J:E [} x ®E| &:’ - Exchange Calenc
Mew

. _ 4 Labels
Edit Delete Recent Re-Assign

: ¥ Completed Item:
Elements - Projects - Task 5 [ :

W Edit InLoox now Actions Display

B E B s
| Fri, 09, Decemb
Mame
| 1zooPM | 12:00 AM

4 Management

4 :. Frank Foster

4 [z Commercial Construction Demo Proj...

£ Contract Plans

4. Select the resource you want to assign the task to from the address book

Search: (8 Nameonly () More columns — Address book Search by Skills

| | | InLoox address list | v | | | v |
DISPLAY NAME EMAIL POSITION PHOME OFFICE COMPANY DEPARTMENT

 aa Bryan Greer brgreer @inloox.com InLoox

:. Frank Foster frfoster @inloox.com InLoox

:. Gordon Newman gonewman@inloox.com InLoox

:. Karen McCarty kamccarty @inloox.com InLoox

:. Mario Rodriguez marodriguez@inloox. com InLoox

5. Click on OK to confirm.

Change the date range

The workload overview enables you to see the workload of your entire company, of a department or
of an individual resource in a specific time frame. You can specify the date range as needed: Today,
Week, Month, Year, or a Custom date range.

1. To specify a time frame click on Date Range in the Ribbon

2. Select the required date range. The view of the workload overview changes depending on the
chosen date range: e.g.

Week
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W50
MName

kon, 05, Dec... | Tue, 06, Dece...

- Marketing

b o Gordon Newman
b ap Karen McCarty
b o Rita Meyer

- ;5 Project Team

Month

Dec 2016
TRl sls/ Mt /wTlFlsls

MName |

- Marketing

b op Gordon Newman
b ap Karen McCarty
b o Rita Meyer ||

- ;5 Project Team ||

Year

2016 | 2017
Mame

4 Marketing

b op Gordon Newman

b ap Karen McCarty
b & Rita Meyer

e 5% Project Team

Custom date range

{J3, Time Span

Start | 12/2/2016 12:31PM

End | 12/3/2016 12:31PM

ok
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The workload chart

The workload chart below the resources overview shows you the cumulated workload data of your
entire company, of a department, of a project team, or of an individual resource. It shows you a visual
overview of the workload in the specified time range. The workload chart shows you the allocation of
resources, depending on which group or resource you have selected from the resource list. This
means that the workload chart is dependent on the resource overview. If you have not selected a
group or resource from the resource list, then the workload chart won’t show any data.

These rules apply to the workload chart:

2008

15064 4

Management
Allocated 1008
Over-allocated

5086

e

e A blue area shows that a resource is busy in the specified time frame, but not over-allocated.
The height of the bars show how busy a resource is in percent.

e Astriped blue area shows that a resource is over-allocated in the specified time frame. The
height of the bars show how busy — or over-allocated a resource is in percent.

e You can immediately see when a resource is working to capacity from the horizontal blue
line at the height of 100%. So if the bars go over that line that means that a resources is over-
allocated in that time frame.

e The horizontal green line shows the average workload of a team or resource. We
recommend an average workload of 60-70%, as resources often have to do day-to-day
business tasks in addition to project work. This way you ensure that your team members are
not overworked.

e Avertical blue line displays the current day

Time tracking

With the time tracking feature in InLoox you can record time exposure for project-related tasks,
document activities or track working hours for accounting. You can create time tracking entries either
within an open project or in the time tracking overview. Both views allow you to create and edit time
tracking entries or to create a reminder.

e The time tracking overview is located outside of the projects and shows the time tracking
entries of all projects you are allowed to access.
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e Whereas the time tracking view within a project just shows the time tracking entries of that
project.

Create and edit time tracking entries
This chapter explains how to track working time in InLoox. The system automatically assigns the effort
to the project plan and stores a separate cost record.

Create and edit time tracking entries within a project
1. Open an already existing project.

2. In the project open the Start tab and click on Time to open the time tracking view of your project.

3. The time tracking view shows all time tracking entries of a specific project. To create a new time
tracking entry, click on New.

4. A side panel will open on the right side. Here you can add all important information regarding the
new time tracking entry:

o Date and Duration: Define start and end of your entry. Therefor you can use arguments like
Start, End and Duration. Additionally, you can add a description of the activity you were

working on.

@ Date and Duration X
Start v [10/12/2015 9:24 AM v
Duration 6 00:24| 5
Description PowerPoint presentation for kick-

off event

: Click on the arrow icons to
: edit the arguments.

Allocation: Assign the time tracking entry to a specific task or an activity. If you assign it to an activity,
the drop-down-list will represent the structure of the planning. Assign a cost group to the entry by
editing the field Group.

€ Alocation a
Task w | Organise kick-off event v
Group Consulting ~

e Details: Mark the new time tracking entry with a green, yellow or red flag and choose the
resource that performed the activity or task.
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—
| Details a
i

Flag || Yellow v
Derformed by | Patriga Peters £l v
[#) Billable

e Documents: Add additional documents, if needed.

5. When you have added all important facts, close the side panel by clicking on X directly next to Date
and Duration in the right corner. Your changes have been saved already.

6. To edit an already existing time tracking entry, double-click on the entry in the time tracking view
of your project. Alternatively, select the entry in the time tracking list and click on Edit on

the Edit tab. The side panel will open on the right side and you can edit the information of the entry
you have selected. Then close the side panel and your changes will be saved.

Create and edit time tracking entries in the time tracking overview
Even faster you can create time tracking entries in the time tracking overview over all projects:

1. Open the InLoox now or InLoox PM tab and click on Time, to access the time tracking overview for
all projects.

2. This time tracking overview contains all time tracking entries of all projects.

PROJEC... | DESCRIPTION PROJECT NAME START END DURATION (HOURS]
20160012 Conference cal Media Consulting 8/1/2016... 8/1/2016... 3,08 hours
2016-0012 Budget Media Consulting 4/28/201... 4/28/201... 0.10 hours
20160016 Organise kick-off event Product Brochure 10/12/20... 10/12/20... 0.40 hours
20160011 Order catering Fair 2016 4/28/201... 4/28/201... 0.13 hours
2016-0013 Sign-up Convantion New York 4/28/201.,. 4/28/201... 1,03 hours
20160014 Route planning Roadshow 4/28/201.,. 4/28/201... 1.05 hours

3. In the Start tab click on New Entry, to create a new time tracking entry.

4. A dialog box will open. To assign the new entry to a project, select the project in the dialog box and
click on OK.
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Select project

Projects

L=l

Filter Recent Projects «

NUMSER PROJECT NAME a MANAGER

2016-0001 Roadshow 2016 Frank Forster

2015-0004 Product Catalog Patricia Peters

2016-0010 Product ReLaunch Frank Forster

20150016 Product Brochure Rita Meyer v
oK Cancel

5. Add all information in the dialog box New Item. Follow the procedure that is described above
in Create and edit time tracking entries within a project in 4.

6. When you have added all information, click on OK.

7. To edit an already existing time tracking entry, double-click on the entry in the time tracking
overview. Alternatively, you can select it in the list and click on Edit in the Start tab. The dialog
box Edit Item will open and you edit the information of the entry. Afterwards click on OK.

Create a reminder

By using reminders you can create automatic follow-ups for tasks that are not finished yet. You can
create reminders for every time tracking entry. Additionally, you have the possibility to create a
reminder for other persons. Reminders can be created either in the time tracking view within a
project or in the time tracking overview over all projects.

How to create a reminder in the time tracking overview
1. Click on the InLoox now or InLoox PM tab and then select Time. The time tracking overview over
all projects opens and shows all time tracking entries of all projects you are allowed to access.

2. Select a time tracking entry from the list. Afterwards click on Create Reminder in the Start tab.
3. A new dialog box will open:
e Define date and time of the reminder.

e Activate the check box Also remind, to additionally create the reminder for another person.
Click on 27, to select a resource from the address book.

e Add additional information in the Details area.

4. To save the reminder, click on OK.
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How to create a reminder in the time tracking view within a project
1. Open an already existing project and click on Time in the Start tab. The time tracking overview of
your project opens and shows all time tracking entries of the project.

2. Select a time tracking entry from the list. Afterwards click on Create Reminder in the Edit tab.
3. A new dialog box will open:
e Define date and time of the reminder.

e Activate the check box Also remind, to additionally create the reminder for another person.
Click on 227, to select a resource from the address book.

e Add additional information in the Details area.

4. To save the reminder, click on OK.

Record working time with the InLoox stopwatch
Record your personal working time to-the-minute with the InLoox stopwatch. Afterwards you can
assign the recorded working time directly to a project.

1. Open the InLoox now or InLoox PM tab and click on Stopwatch.

2. The stopwatch will pop-up in a new window:

D@ InLoox

Start

O 0 : OO Reset Timer

=

e Click on Start, to start the recording.
e Click on Pause, to pause the recording.
e If you want to reset the stopwatch, click on Reset Timer.
3. To assign the recorded working time to a project, click on Track Time.
4. The dialog box Select Project will open. Select a project from the list and click on OK.

5. After that a new time tracking entry will open. The entry already includes the recorded start and
duration of your activity. You can also add more information.

6. When you are finished click on OK.



344

Customize time tracking views
The time tracking view within a specific project provides an overview over all time tracking entries of
the project. Whereas the time tracking overview over all projects displays all time tracking entries

of all projects. Both views can be individually customized regarding your personal needs.

Analytical filter

User Manual InLoox 10

The analytical filter provides advanced options to easily find information and structure the time
tracking view. To open the analytical filter click on ...

e ... Filter on the Start tab. (time tracking overview over all projects)

e ... Edit Filter on the View tab. (time tracking view within a project)

7 Filter Editor

It

And

7
>
7
<
&
RSN
VA
abe
ach
ab

o]

[FERFORMED BY]iEquals!

Equals

Does not equal

Is greater than

Is greater than or equal to
Is less than

Is less than or equal to
Is between

Is not between
Contains

Does not contain
Begins with

Ends with

Cancel

Apply

Select fields

In the time tracking views you can add various additional information by adding more column

headings.

1. To add new column headings, right-click and choose Select fields in the context menu.

2. A new dialog box that displays all available fields will open. If you want to add one of the fields to
your list, drag it to your preferred location in the list. Two arrows indicate the position of the new

column.

Product Brochure

Media Consulting

PROJECT NAME | 1 jpa

<

4¥7/11/2016 ... 7/11/2016 ...
8/1/2016 5:...

8/1/2016 2:...
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3. To delete a column heading from the list, drag the field back into the dialog box or into the empty
area below the list.

Group feature
1. To group time tracking entries by a specific column, drag a column header into the field directly
above the column headers.

PERFORMED BY a

FLAG START END | DESCrIPTION
+ Frank Foster (1.28 hours)
8/8/2016 9:... 8/8/2016 10:47 ... Layout meeting
4+ Patricia Peters (1.07 hours)
| 10/12/2016... 10/12/2016 9:4... PowerPoint presentation for kick-off event
8/17/2016... B/17/2016 9:10... Budget
4 Rita Meyer (2.25 hours)
| 8/4/2016 2:... 8/4/2016 $:00 PM Kick-off event

8/15/2016 ... 8/15/2016 8:47 ... Conference cal

2. By clicking on the arrow next to the group criteria, you can change the order from ascending to
descending or the other way round.

3. Here you can use an additional filter option: Move the cursor over the group criteria. A filter icon
appears in the right corner. Click on that icon to further limit the criteria.

PERFORMED BY « Y
(Custom)

FLAG g7 Frank Foster
Patricia Peters
4 Frank Foster (1 it Mevyer

8/

Sort time tracking entries
Additionally, you can sort time tracking entries by column headings. Click on the column heading and
then click again to change the sorting order.

Save customized views
After you have customized your time tracking views regarding your personal needs, you can save
those views for a later time.

e The time tracking view within a project automatically saves your adjustments. When you are
opening the project the next time, your customized view will be automatically displayed.
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e Inthe time tracking overview over all projects you have to save your customized view. By
saving a customized view you can make it accessible for other users. How to save your
customized view in the time tracking overview over all projects will be explained in the
following step-by-step.

Save a customized view in the time tracking overview over all projects

1. Open the InLoox now or InLoox PM tab and then click on Time. The time tracking overview over all
projects opens. Customize the view regarding your needs.

2. To save the customized view, open the Start tab and click on Save and then on Save current view.

3. Name the view (e.g. Grouped by projects) and activate the check box Visible for all users, if you
want to make your view accessible for other users. Then click on OK.

4. You can find the view in the tree structure on the left side directly below time.

4InLoox PM

4 Projects
Tasks
Documents

Calendar

b —

Grouped by projects

I Projects

I People
Allocation

I> History

I> Dashboard




