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Online Project Management Software




With all of its features, ProjectMgr remains an easy-to-use project management software. This user guide will
familiarize you with the functionalities of this software and get you started.

After logging in you will see the main navigation around the system which is a list of links at the top of the
page. If you are an ‘Admin’ and logging in for the first time, then go to the 'Companies’ section to edit or add
additional companies.

Company Setup

From the top navigation, you can access the ‘Companies’ module which stores all the companies and
departments that your users, projects, and tasks are assigned to. We have already setup your company and
you can click on the name to view and edit your info.

Here is how the company/user relationship works: As an admin, you can add an unlimited amount of child
companies, and departments based on your need.

Multiple child companies
can be created

Each company can have
users assignedto it

!| These users can be assigned
to multiple projects

Note: A user from one child company cannot another company and its project information.

User Administration

From the user administration screen you can create new users as an admin. You can view a list of your users
and who has access to what. There is currently two roles on ProjectMgr —an admin and project worker. If you
signed-up for the account, then by default we have assigned you the admin role which will give you access to
this User Admin screen. As an Admin you can create additional users by clicking this ‘Add User’ link. The



project worker role has limited permissions and cannot create any new users. When new user is created the
system automatically sends out an email to the new user with their login ID and Password if the ‘Inform new
user of their account details?’ checkbox is checked.

From this user list screen you can delete/de-activate a user when that person leaves your company. Please
note that you cannot delete a user if that user is a Company, Project or Task Owner. In that case, you can
deactivate a user by removing the user role which will stop them from accessing the system.

Resource Management
If you have non-human resources that you would like to utilize in your project then you can set them up from

the resource section.

Managing your Projects

In the ‘Projects’ module, there are two ways to create a project:
* By clicking the 'Create new project’ button or
*You can import a project plan into ProjectMgr.net from Microsoft Project or WBS Gant Chart Pro to create

a project. Note: To import an MS-Project-file you must save the Project in MS-Project 2000-2003 in XML. Then

you can import it into ProjectMgr.net!

Zearch: Company | Al vI
Type |(al) ;I Owner | (all} ;I

Create new project Project Designer Project Importer
| All Projects (6) . All Active (5) | Mot Defined (3) | Proposed (0) | InPlanning (0) | InProgress (1) | OnHold (0) || Complete (0) | Template (1) || Archived (1) | Gantt |

Color P Project Name Company Start End Actual LP  Owner Tasks (My) Selection Status

26.2% MNew product development ABC Company 07/08/2009|09/17/2009|10/20/2009 | - |John Doe 5(5) ] In Progress (1)
5.5% 3rd Party Warehouse setup ABC Company 07/29/2009|09/24/2009|11/02/2009 | - (John Doe| 17 (14) ] Mot Defined
0.0% Cata center setup ABC Company 07/06/2009|10/30/2009 - - |John Doe ] Mot Defined
0.0%| ¥ =Business Automation ABC Company 07/20/2009(10/30/2009 = - |John Doe ] Mot Defined
0.0% Project Template ABC Company 07/08/2009|10/30/2009| 10/20/2009 | - [John Doe 404) ] Templats (1)

Update projects status | Not Defined LI

When a project is created it shows up in this queue where you can view a list of projects which are broken
down by what state they are in, such as all projects, proposed, planning, in progress, on hold, etc. You can
quickly move from tab to tab to view the state of the projects. It also shows you the project’s overall %,

Project name, company, start & end dates, project owner, task count, and status.

By clicking on a project name from this list you can go into the edit mode. You can instantly see if your project
is in danger with intuitive color codes. If your task is highlighted with dark pink or red, it is past due.

The Project Designer gives you a means to streamline your daily workflow in part because it contains all the
main minimum resources needed to effectively manage your project all on one page.

Gantt Charts and Visual Cues are incorporated into ProjectMgr to make it easier to visualize projects.



Search: Company | All LI
[E é
Type | (all '| Owner | (all '|

Create new project Project Designer Project Importer

All Projects (6] All Active (5) Not Defined (3) Proposed (0) In Planning (0) In Progress (1) On Held (0) Complete (0) Template (1) Archived (1) | Gantt
% From: [o7i02/2008 [E3] To: [10430/2008 3] All Projects ﬂ T Show captions [ Show Archived/Templates [ Show Tasks [T Sort Tasks By Name submit >
show this month @ show all
All Projects 2089
Jul ‘ Aug | Sep | oct |
Froject name [ Start Date | Finish | Actual End || w2z | wzs | wzs | wso | wii | wiz | wis | wad | wim | wie | wir | wis | wiB | wio | wal | wdz | was | wid
| | | | | | | | | | | | |
3rd Party Warehousesetup  07/29/2009 | 09242009 11/02/2009 E‘ i i i i i i i ; ; i i i
Data center setup 07/06/2009 10/30/2009 10/30/2009 T I T I I T T T T T T T T T T !
eBusiness Automation 07/20/2009 10/30/2009 10/30/2009 | I I I I I . . I I |
New productdevelopment  07/08/2009 |09/17/2009  10/20/2009 | | | | | ‘ ‘ | | ] ‘

You can create a template project and then copy it and update it for each new project. All you need to do is
create a project normally, add the tasks to it and make it a Template project by setting its Project Status to
template. Notice there is a Template tab on the Projects List for you to see all the templates you created so
far. You should do this to make sure that the Template project will not appear on Incomplete tasks lists and
reports, though you can use any project to import tasks from. Now, if you create a new project you can go to
the "Import tasks from:" combo and pick your template project from there and when you submit the project it

will copy the whole task structure of your Template project into the project you are creating.

Parent Projects vs. Dynamic Tasks: Project parent is used to set parenthoods of projects. That way you
can build projects with multiple levels, and have a way to group/organize projects in a tree. Example:
You have a project that will be built by several different companies that will be responsible for doing
specific parts of the overall (parent) project. Well you can say you can achieve the same thing by doing
dynamic tasks or parent tasks. Not really. You can do that but then you would have permission
problems if you'd like users of a certain company not to see tasks from another companies users. So
multi-project structures will aid you to build projects where you can use permissions to limit the

visibility of parts of the project to certain users instead of others.

Task

Tasks must be associated with a project - so to add a task - select a project to display the main project detail
screen - "new task" button is on the right hand side at the top. The Today and To-do Views are basic worklist
views of the task assignments per individual user. They can be used to manage your day to day work, to get a
view of what tasks are currently assigned to you, and by using the key at the bottom of the view (as explained
later in this section) to monitor the due dates and status of tasks. The listing is automatically sorted into

ascending order based on the task end dates to ensure that tasks closest to / longest past their end date



require attention.
Email reminders for tasks are sent to the task owner and all assigned users when the task is 1 day from being
due. Task reminders will continue to be sent every day with the message changing as appropriate (due in x

days, due today, overdue x days), for as long as the task is overdue or the 5 is exceeded.

Pinned Task: Pinning tasks is a feature that allows you to nominate tasks that you wish to be able to
recognize / filter quickly. A little bit like the computerized equivalent of highlighting a task on the
screen. Throughout ProjectMgr.net tasks and in some of the project displays now there will frequently
(not in all locations) be a column called "Pin". Within the various task lines you will notice that there is
an icon in that column. If the pinned Icon (small circle) is grey this indicates that the pinned option is
not turned on. To show you the difference, if you click on any of these icons to turn pinning on for the
associated task, the image will change to green. Once you have any number of pinned tasks, options
such as: my pinned tasks in the breadcrumbs on the Main Task Module screen and the options
provided at the top of the to-do and Today displays, can be used to just list those tasks that you have
pinned, for example, using the my pinned tasks option above would change this task listing to just
show the tasks that you have pinned. The breadcrumb options will also change to include: all tasks.

Click on that to reset the display back to all tasks

%% ProjectMgr.net

Online Project Management Software

Companies Projects Tasks Calendar Files Contacts Forums Search User Admin  Reports Resources Links Tickets Support | Maw ltem - LI
Welcome John Doe. Server time is 05/26/2010 07:50 am “\ [Global Search... (Mynfo ) [ Todo | (Today | [ Logout |
Q My Tasks To Do
[ tasks list |
N—
- My Gantt |l My Cpen Requests |l My open Requests |
John Doe vI Show: [~ Pinned Only [T Archived/Template Projects [~ Dynamic Tasks W Low Priority Tasks [~ Empty Dates
(Tazk Type Filer) VI
Pin Progress| P Task / Project Start Date Duration Finish Date
@@ 0% | Project planning |_ 07/04/2009 08:00 am 5 d|07/10/2009 05:00 pm | -320 |
2| @ @ |25%| | Blueprint design |_ 07/08/200 0am 5 d|07/14/2009 05:00 pm| -316 |
7| @|@| 0%| |Plant setup on system |_ 07/20/2009 08:00 am 1 h|07/22/2009 05:00 pm | -308 |
S @ Q| 0% Stage 2 - Flanning & Scoping |New product development 07/21/2009 08:00 am 1 h|07/24/2009 05:00 pm| -3 O
s @ Q| 0% Process enhancement workshop |_ 1 h|07/24/2009 05:00 pm| -3 O
s @ Q| 0% Functicnal spec development |_ 8: o d|07/28/2009 05:00 pm| -3 O
7| @|@| 0%| |UAT |_ 07/23/2009 08:45 1 h|07/29/2009 05:00 pm | -301 |
@@ 0% | Go-Live approval [ |_ 07/30/200 0 h|07/30/2009 08:00 am | -300 |
@ @ o0%|#| eroduction migration |_ 07/30/200 5 1 h|07/30/2009 05:00 pm | -300 |
7| @@ o0%|#| Go-Live Al |_ 07/31/2009 0 0 d|07/31/2009 08:00 am| -293 |
S @@ 5% Stage 3 - Design & Implementation |New product development 07/28/200 1 h|08/14/2009 05:00 pm| -285 ||
7| @|@|10%| | Date-Time test |_ 10/11/2009 03:00 pm| 11 h|10/13/2009 11:00 pm| -225 (i
s @ Q| 0% Stage 4 - Close & Sustain |New preduct development 09,/22/2009 08:00 am 1 h|10/20/2009 05:00 pm| -215 |
7| @|@| 0%| |Ancther date test |_ 10/17/2009 05:45 pm 3 d|10/22/2009 05:45 pm | -215 |
7| @|@| 0%| |Duration test |_ 10/23/2009 07:00 pm| 4 d|10/26/2009 11:50 pm| -212 [l
[ ) —
update task set priority to nermal =
|:| =Future Task D =Started and on timel:' =Should have started . =0verdue




After login, the first screen shows “My Task To Do” and highlights active tasks that are assigned to this logged
in user. From this page you can track task progress, add task logs, and change task status. ProjectMgr helps
you optimize communication within your team. Each resource can visualize his/her assigned tasks as well as
other tasks of the project. This way, each team member knows exactly what needs to be done. Moreover, our
email notification service keeps team members updated on new and updated tasks, keeping all of them well-
informed and able to work efficiently.

File Sharing
You can store your file by project or task and it has functionalities like versioning, check-out & check-in, email
notifications & more. You can add just about any file type to the system.

‘%’ Files

" Unknewn (5) | Document () | Application (0) |

Eon D iption Versi Cat . e = | Siz Typ
Mot associated to projects
= test_file.txt Anotl‘_ler 1.00|Docurment|Root John Doe 4 B|plain

test file

Data center setup

Open

. Cpen_lszues.doc : . 1.00|Unknown |Root John Doe| 27.5 Kb|msword
issues list

. Project landscape.pdf s 1.00|Unknown |Root John Doe 2.2 Mb|pdf
Lanscape

This file is
associated

= test_file.bxt with 1.00(Unknown |Root John Doe 4 B|plain
helpdesk

item 1 (HD
-00001)

~ Warehcouse project blueprint.txt  |Blueprint 1.00{Unknewn |Roct John Doe 15 B|plain

~ Functicnal Spec Mo 3.txt Funct|qr|a| 1.00|Unknown |Root John Doe 15 B|plain
Spec £ 3

“ Functional Spec Mo 2.txt Functicnal 1.00|Document| Root John Doe 15 B/|plain
Spec £ 2

= Functional Spec Mo 1.txt Functicnal 1.00|Document|Root John Doe 15 B|plain
Specz 1

Mew product development

endoe

. Wendor_Showcase_Flyer_Vvd.docx
showcase

1.00|Document|Root John Doe|228.38 Kb|vnd.openxmlformats-officedocument.wordprocessingm

Forum

Forums are a great way to allow open discussions on just about anything. The ProjectMgr.net forum module
takes the methodology of standard forum usage to a whole new level because you can associate forums to
specific projects.

| v Tazks LI ] new forum ]
Forums

— — E——— —

3rd Party Warehouse Project Forum
& [T |3rd Party Warshouse Project Forum 0 0 Ne posts
Owner Brenda Klein, Started 07/16/2009

eBusiness Automation

eBusiness Automation Project forum 07/16/2009 07:22 pm
& [T |eBusiness Automation Project forum 348 174  |{Last post 313.5 days ago)
Owner chris nahanee, Started 07/04/2009 = [ have uploaded some templates...

[ update watches |
S———————————————————————




Reports

In the Reports section, you have the option to view and print Daily Report, Hour Summary Report, Task
Summary Report, reports on task logs, allocated hours, overdue or completed tasks & more.

A1 ,
w Project Reports

e
projscts list
e ——

Please select a project from the list below, then select a report type:

Projects:| Al v|

Reports Available
Allocated user hours
Completed

COverall Report
Cverdue

Project Statistics
Task List

Task Log Valued
Task Log with Cost Codes
Tasks end date
Tasks sorted by user
Upcoming

User performance

When a user logs in for the first time, we would recommend that they click on the ‘MyInfo’ button and then
update their information. You can also change your password from here. By clicking on this ‘Edit Preference’

- Thiz report shows how many hours a user has allocated in the specified period of time.
- Tasks completed in the last week

- Gives an overall snapshot of all projects

- Tasks currently overdus

- Project Statistics, describing task statuses.

- Wiew the Projects Task List

- View the task logs with cost codes and billing information

- Wiew the task logs with Cost Code information

- View the task's end date (real and theoretical)

- This report shows the tasks allocated to each user.

- Tasks to be completed in next week

- Report that shows the amount of hours worked by a user against those allocated in tasks

button, you can set your language, date, time and currency preference.

We hope you have found this guide helpful. If you need additional help, please contact us via the Support link.

Thank you!




