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3.04.02 Document Administration "Files"

Projectile contains in the optional Groupware-Module an integrated document administration. By using
document administration, index structure can be created in the web-server and files can also be
transferred and administrated. The document administration contains personal folders and project
folders. This folder-structures are completely liable to the authority of the system.

Accessing Document Administration

Files are either accessed directly from the function bar in the work area or over a project by using the

=

button (if there are no files in the project folder) or (if there are files).

>< D Project 10 Introduction Projectile

D C‘.; i’ {E]'% = \Q _'_'L-, Document *  Edt »  View * Backreferences v  Actions +

Master data | Files  PEISONS Fartfaolio Skakus Budget Financial data Crder data Documentation IMisc

Froject number Mumber 10 Status Advance -

Description Introduction Projectile

Project statiend date From [54°99 onpg @ T8 [11.11.2009 3/

Farent project

Subprojects =

T g page [1  of 1 e » 1-3]3
= Mumber Description Status

1 D 101 Planning Acvance

2 D 102 Customizing Acvance

3 D 103 Indroduction Advance
4 |

Processes
b page Il of 1 el el 1-111
= Process number  Description Biegin date planning End date planning
1 @ 1041 Project Management 04.11.2009 11.11.2008

4] v

Milestones " -

.2 Mo entries =
Grade of completion " -

¢ Mo entries =

In the example the project folder for the project 10 (Introduction Projectile) opens with three
documents.
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>< Folder 41 Project 10 Introduction Projectile

B ij; > |j|] Cocurnent »  Edit »  Yiew v Backreferences =

Froject 10 Introduction Projectile
2 Files: 0.1 MB

7

Files | F'rnpertiea|

Faolders

=/

Files

#* File
A, 1 [0 contract gif

Selected files: Edit Unlock Delete

Actions File size Timestamp

B4 B & 17.7 kB 3011.2008 151516
2 [C] Employesdoc o B & 205 kB 30.11.2009 151516

3 [ offerdoc " n'l__.T & 159 kB 30.11.2009 151516

Using document administration

In the following example, four files are copied in the web-server for the project QM-Module by using

File &,

)4 D Project 6 QM-Module

E] E),( | {_H-? = k.l :0 Document *  Edit »  Wiew *  Backreferences »  Actions =
Master data If Files  bersons PortFolio Skakus Budget Financial daka Order data Diocumentation [Mlisc
FProject number Humhber G Status Active o
Diescription OM-Module
Project startiend date Fram [5 0 oqog E™ To 45 10.2009 EP
Farent project
Subprojects
pre) o page |1 of 1 ey jol 1-2f2
[l i= Mumber Description Status
& 1 [F@ =81 Flanning Closed live
[ 2 @ 82 Implemertation Active
| {1

The button “Upload” opens a dialog ...
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4 Folder 39 Project 6 QM-Module

B a b |j|] Docurnent »  Edit = Yiew = Backreferences »

Project 6 Gh-module
@ 0 Files: 0.0 MB

Files | F'rnperties|

Folders

@ ™ ™40 approval

Files Selected files: Edit Unlock Delete

d% # File Actions File size Timestamp Employee Comment

... to choose local files and to copy and administrate them in the web-server. In the upload dialog
indexes can be created. In the following example, in the folder of the project ...

)4 Upload 27l
Lpload

g . Falder39 Project § Qhd-Module

Create sub directory

Interface %
Upload sub directory
=

Comiment

Mo Comment
T Durchsucher... |
2 Durchsuchen.. |
] Durchsucher... |
H Durchsuchen.. |
° Durchsuchen.. |
] Durchsucher... |
T Durchsuchen.. |
i Durchsucher... |
] Durchsucher... |
10 Durchsuchen.. |

Uplu:ladl

... an index “Interface” is created.
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)4 Upload
gL Upload

E ! Folder3g Froject & Qhd-hodule

Create sub directany
Interface

pload sub directory
-_ .'-. ] L¥S
Comment ‘{T)

Mo comment

1 I Durchzuchen..

Curchzuchen..

In the new index (Element Upload Directory) any files can be now copied. If this index is not chosen,
the selected files are directly copied in the folder. By using the button “Search”, files for the upload

can be selected in the following step.

» Upload
EL Upload

g ! Falder3g Froject & Qh-hodule

Create sub directory
Interface
Lpload sub directory

Interface »
Comment
Mo comment
1 I Durchsyshen.. |
7 o
I Durchzuchen.. |

At first a standard dialog for opening files is opened.
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Datei hochladen 2| x|
Suchen in: IE}Schnittstellen j @ ,' = B

Abarus

DATEY
Fibu-Schnittskellen-Szenarien
MS-Praoject

Sage kKHE

SAP

TimesheetImport
WebServiceTT
‘Fibuschnittstellen, doc
. Fibu-Schrittstellen-Szenarien. pdf
@ Fibu-Schnitkstellen-Szenarien. ppk
B Fibu-Schnittstellen-Szenarien. wif
E] LoaP-schnittstells, b

[ ateiname:; IFiI:uusu:hnittsteIIen.du:n: j I:Iffnen[:l I
D ateityp: I,-i'-.lle D ateien j Abbrechen |

%

Afterwards the desired file is marked and it is transferred by clicking on “Open”. In the example the
file exchange-interface.doc is chosen. Further files can be analogously selected for the upload.
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)4 Upload
Lpload

E . Folder39 Project § Qhd-Module

Create sub directany
Interface

pload sub directory
Interface

Comrment
Mo cormment

iFibuschniﬂstellen.dnc Durchzuchen..

Durchsuchen..

)

Durchzuchen..

Durchzuchen..

Durchzuchen..

Durchzuchen..

Durchzuchen..

Durchauchen..

Durchzuchen..

10

|
|
|
|
°
|
|
|
|

Uplu:uadl

Curchzuchen..

After this selection, the copying process is operated with “Upload”. The selected files are transferred

by the system into the web-server in the folder (or into the associated index).
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X

r
)

]

.

10

Upload
Llpload

Falder39 Project § Qhd-hodule

Create sub directony
Interface

pload sub directory
Interface

Comment
Mo cormment

iFibuschnit‘tstellen.ch

Durchzuchen..

[\LDAP-Sechnittstelle b

Durchauchen..

IBchnittsteIIe—Sage.dnc

Durchzuchen..

| s4P-Schnittstelle dac

Curchzuchen..

Durchzuchen..

Durchzuchen..

Durchzuchen..

Durchzuchen..

Durchzuchen..

UF"Eﬂdl

Durchauchen..

The folder of the project 6 QM-Module contains four files now. The transfer of the files into the web-
server is journalized accordingly .
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» Folder 39 Project 6 QM-Module

@ 4Files were successfully uploadedd

Hidle thes‘-%me@-@-age&

File Fihuschnittstellen doc'was successfully loaded up and renamed to Interfacel/Fibuschnittstellen doc!

File 'LDAP-Schnittstelle td' was successfully loaded up and renamed to ‘Interface/LDAP-Schnittstelle bd'

File Fibhu-Schnittstelle-Sage.doc"was successfully loaded up and renamed to 'Interface/Fibu-Schnittstelle-Sage doc'

File ‘Beispiele SAP-Schnittstelle. doc'was successfully loaded up and renamed to ‘Interface/Beizpiele SAP-Schnittstelle.doc’

=== =

E EI & ﬂ] Document *  Edit *  Miew v Back references «

Project B QM-Module
@ 4 Files: 0.8 ME
Files | F'rnperties|

Falders

9} ™40 approval
Files Selected files: Edit Unlock Delete
# File Actions File size Timestamp Employee  Comment
ol 1 [E Interface/Beizpiele SAP-Schnittstelle.doc :3_;’ nl.j & 26890 kB 30.11.2009 16:48:06 ConnerJane Mo comment
£y 2 [ InterfacelFihu-Schnittstelle-Sage.dac I nl.j & TT5KB 3011.200916:48:06 ConnerJane Mo comment
2 [ InterfaceiFibuschnittstellen.doc o B & 2195 kB 30.11.2009 16:48:06 Conner Jane Mo comment
4 [ InterfaceiLDAP-Schnittstelle b ¥ B & 99kB  30.11.200916:48:06 ConnerJane Mo comment

Files, which are not needed in Files, can be deleted with E . In the example the file Interface/Fibu-
Schnittstelle-Sage.doc ist marked and ...

e Folder 39 Project 6 QM-Module

= [s2 % [ | Document v Edit v View v Back references v

Project 6 GM-Module
@ 4 Files: 0.5 ME
Files | Prnper‘[ies‘

Folders

E/ [ ) ™40 approval
Files Selected files: Edit Unlock Delete
# File Actions File size Timestamp Emplovee  Comment
| 1 [ InterfacefBeispiele SAP-Schnittstelle.doc _jé B & 2590 kB 230.11.2009 16:48:06 ConnerJane Mo comment
L 2 InterfacelFibu-Schnittstelle-Sage doc _jé nl.j k| 779 kB 30.11.200916:48:06 ConnerJane Mo comment
3 [ InterfaceiFibuschnittstellen.doc ¥ B [‘h kB 30.11.2009 16:48:06 ConnerJane Mo comment
4 [ InterfaceiLDAP-Schnittstelle bt B4 B & 99kB  30.11.200916:48:06 ConnerJane Mo comment

... deleted out of the File.
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)4 Folder 39 Project 6 QM-Module

B E,E ] |'j_|] Document = Edit = View »  Backreferences -

Froject 6 Gm-Module
@ 3 Files: 0.5 ME
Files ‘ Prnpeﬂies|

Falders

Y] ™ ™40 approval

Files Selected files: Edit Unlock Delete
# File Actions File size Timestamp Employee Comment

E" 1 InterfacefBeispiele SAP-Schnittstelle.doc jf B & 2890 kB 30.11.2009 16:48:06 Canner Jane Mo comment
2 InterfacesFibuschnittstellen.doc o B [% 2194 kB 30.11.2009 16:42:06 ConnerJane Mo comment
3 Interfacef/LDAP-Schhittstelle td = B [% 99kB  3011.200916:48:06 Conner.Jane Mo comment

In the link characteristics the files can be provided and described with keywords.

pd Folder 39 Project 6 QM-Module

E I;E B |jl] Documnent = Edit +  Wiew »  Back references =

Project 6 GM-Module
@ 3 Files: 0.5 ME

Files | Prop 'es|

Description Project 6 QM-Module

Document B Qn-hodule [§)(x]
Kewwords

Textt
Text?

Textd

Seetlso

MaxSpace MB

MaxFiles

Moreover, so-called quotas can be assigned. Quotas limit the number of files per folder and the disk
space
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pd Folder 39 Project 6 QM-Module

% Es i ﬁl] Document « Edit = Wiew = Back references -

E}ave the document t 6 GIbd-module
ZFiles: 0.5 MiB

Files | F'rn:uperties|

Description Project 6 QM-Module

Document B GM-Madule

Keywards 0, S0, FI, HR, PS, Contacts, Costs, Invaices,
Applications, Appointrnent

Text1
Diocurnents for the MS Exchange-Server- and
SAP-Interfaces

Text2

Text3

Seeflso

MaxSpace S| ma

maxFiles

20

The documents, which are administrated in the Files, can usually be opened directly or stored locally.

Note: Depending on the operating system and used browser, some file types can not be displayed
usefully (in MS Internet Explorer for example CSV- and MS Project-Files).

In Files a folder-structure can also be searched by using the magnifying glass.
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g@ r'? ||j | Ordner 3 projectspace

Q &, @ ‘ Dokument Bearbeiten Ansicht

projectspace
@ﬂ Dateien: 0.0 MB

Dateien | Eigenschaften |

r L) 111 6 Projekt EP Einfiihrung Projectile
r L1219 Arbeitspaket NAV.2-1 Anpassung Standard-Schnittstelle
r L) 22 Arbeitspaket EP-1 Projektleitung
E? - L1425 Arbeitspaket EP_2-2 Dokumentation
r L1826 Projekt EP.3 Einfiihrung
r L) 1el 39 Projekt NAV Navision-Schnittstelle
r L) 7 40 Vorgang NAV.2-1 Anpassung Standard-Schnittstelle
r L) 181 49 Vorgang EP-1 Projektleitung
r LJe 102 Vorgang 2073.2-1 A5
r LI 1101104 Projekt 2073 Fertigung PKW A
- L 1111105 Arbeitspaket NAV.1-4 Konzeption
r L 1121106 Vorgang ABC01.1-2 Mailing kenzetionieren

Orcner 12 BEOEEHOH

Dateien

gl_l.

All file names and characteristics (key-words, descriptions,...) are searched. The administrated files

can not be searched by the contents.

SOEr

Liste bearbeiten ablegen Report

= Nummer = Bezeichnung =
17 * [ 162 Projekt 36 Einfiihrung Fibu 162 Projekt 36 Einfihrung Fibu
21 #1234 Projekt 92 QM-M&Q_%H 234 Projekt 92 QM-Modul
= 396
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