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Getting Started is Easy If you haven’t signed up for a free trial go to:

http://www.projecis.com/pricing.php

In this document learn ...and enter your first name, last name, email address and company.
more about how to get

Started, InC|UdIng hOW @ Projecis Tour- successStories - Pricing Tryitfree  Schedueademo Emailus (3 Secure Login

Sign Up 14 Day
Create a Project Free Trial
Invite Members
Set permissions and (6 it e i m s
restrictions © et

[ T——

Getup and running, and get it done.
No wait times, no IT, no installation.

[TETE————

> Wait for an email in your inbox (check your spam filter if you
don't see the mail in your inbox)
_ > Click on the email link and set up your account / profile
Tip: > Log in with your new username / password

Google Chrome,

i e Create a Project

(Apple) are the

recommended web Who can do this? : Subscription Administrators (Full, Project)
browsers when using Steps:

Projecis. (see last page) e Select your name in the top right and select “Workspace

Management” in the pull-down. Fig. 1
The Perspective Page o If you do not see “Workspace Management” you are not an
is the Projecis Project Administrator on the subscription.
shapshot of activities ?:electI trt\e EI?}:N Projgct”ds_u?-tab ?_n thle: _up[i(te)r right hand side.
: omplete all the required information. Fig.
across your projects.
yourproj Select “Add This Project” button on the lower left hand side of the

page.

The Project Page
contains all the
information specific for
that particular project.

Getting Started 112315 Rel Verl.0 Page 2


http://www.projecis.com/pricing.php

Fig. 1

Luke Skywalker

B prOJECIS g @ +  seachacossalprojects My Projects = "

View / Edit Profile

«| My Perspective

Account Settings

Workspace Management

Perspective  Calendar  Projects  Activity ~ ActionItems  Address Book  Messages

Subscriptions

Main Perspective  Team Perspective Logout

)
w
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Esri Certification Exam T| ArcGIS Desktop I: Gettir] ArcGIS Desktop II: Tool

Fig. 1la

B PROJECIS 5 @ + | searchacross al projects My Projects A B ke skywaker -

rkspaces / Skywalker Industries

Workspace Projects Companies People

Browse Projects  Search New Project

PROJECT NAME
2 Commercial Real Estate: Space Port Buyer & 18 members
On-Hold Projects o
Bob Stuff 4 3 members
Pending Projects [ 0] )
Clean up Alderan Debris & 9 members
Closed P t a
R = Clienta 1 L member
® rrOJECIS ﬁ @ |+ scarch acossal projects My Projects = A B PR ke skyvaiker +

\Workspaces / Skywalker Industries

Projects  Comp

Search New Project

New Project Complete this form to create a new project in
- your workspace. You can then add members
PROJECT NAME from your workspace of invite new members.

PROJECT TYPE

General Business \

DUE DATE

HIDDEN SECTIONS

VISIBLE SECTIONS

- News -
Files.
Add » Discussions
— Contacts
Milestones
Tasks
Tickets

DESCRIPTION

Tip:
Selecting the appropriate Project Type
saves time by loading a variety of the

pull-down menus with items common to
the Project Type.
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Selecting a particular Industry/project type (Fig.1d) when creating a project pre-loads a variety of pull-down
menus with items normally used for the selected Industry. These include:

e specific content categories (Fig.1b) when uploading files, news or discussions
¢ roles that can be assigned to Project Team Members

@8 Project ELIF Lol
Project  Calendar  Activity News Files Discussions  Milestones  Tasks  Tickets Settings
Browse Files  Being Reviewed Pending Signed Archived Training Logs  Search Upload File(s)  New Placeholder
Upload File(s) Select one or more files to upload to this project.

Mark a file 35 Sensitive to hide it from restricted
members of this project. Select Private or

Shared Settings Confidential to select speciiic members,
companies and roles that can access the file(s);

CATEGORY PROTECTED Private files can also be accessed by all Leaders
and Publishers, while Confidential files cannot.

| New category 1 'l Protected
The Protected file option blacks the ability to
Download and Print the document, except for
Leaders and Publishers. This option is not

AVAILABILITY recommended for files that do not have previews.

Sensitive Private Confidential
Select File(s)
| Upload File(s) Cancel

Who can do this? : Subscription Administrators (Full, Project)
Steps:
e Select your name in the top right and select “Workspace Management” in the pull-down (Fig.1)
Select the “Projects” tab (Fig. 1a)
Select the Project you want to add a person to
Select “Member Assignments” in the Actions box on the right (Fig. 2)
On the bottom left there is an “Add a Member” area
Press the space bar in this field and a list of eligible people to add will appear (you can also type part of
her name)
Highlight the person to add and provide their Project Role and Project Permissions
Save the changes

Tip: Tip:

You can 0n|y manage Contacts for You can use this method to edit current
subscriptions that you own or for which members on the Project: change their
you are a Subscription Administrator. role, permission or remove them from

the project. Simply select the member
you wish to edit on this project.
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Fig.2

Workspaces / Skywalker Industries

Workspace ~ Projects  Companies  People

Browse Projects ~ Search

New Project

Projects / Develop Product Phoenix Develop Product Phoenix

Marketing
DESCRIPTION

Testing Area Due Date: FriJan 3, 2014

MEMBERS Members 6 members

Project Artifacts: 0 news stories
Luke Skywalker 1 files
Management 0 discussions

1 milestones

- 1tasks
ﬁ Boba Fett (D) 0 tickets

Management Calendar Items: 0 meetings
0 events
Jabba Hutt CEITEY Created about a year ago
Copywriter
fur trader (I & Edit Details
Attorney

2. Member Assignments

Fig. 2a

|® PROJECIS & @  + | search across al projects My Projects A B nLukEEkywa\kerv

Workspaces / Skywalker Industries
Workspace ~ Projects  Companies  People

Browse Projects  Search

New Project
Develop Product Phoenix / Member Assignments Complete this form to craate a new project in
your warkspace. You can then add members
ffom your workspace or invite naw members.
Boba Fett Select 3 member from the left to update
permissions or add a new member assignment.
Jabba Hutt
Luke Skywalker Bsrxf(e;\rm Product Phoenix
Due Date: Fridan 3, 2014
ADD A MEMBER
Members: 6 members
| Project Artifacts: 0 news stories
1files
0 discussions
1 milestones
1tasks
0 tickets
Calendar Items: 0 meetings
0 events
Created: about a year ago

Once the information is submitted, the person you have invited will receive an invitation and will be asked to
click on the link within the invitation to finish setting up their profile. (Fig. 2b)

Fig. 2b

INVITATION EMALL PREVIEW

@ PROJECIS

You're invited!
Paut TanPiengco wants you 10 Join ther team in Projecs:

Join the team now!
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Who can do this? :

e Subscription or Project Level: Subscription Administrators (Full, Project). Also see Adding a Person to

a Project

e Content Level: Project Leaders, others depending on content type and Project Level Permission

Subscription Level Access (Permissions)
Editing a current member

e Select your name in the top right and select “Workspace Management” in the pull-down (Fig.1)

Select the “People” tab (Fig. 1a)
Select the Person you want to edit
Select “Edit Member” in the Actions box on the right (Fig. 3)

Save the changes
See Permissions chart (Fig. 3c¢)

Fig. 3

B PROJECIS & @ #  [search across al projects My Projects = A B ke skwalker -

Workspaces / Skywalker Industries

Workspace  Projects  Companies = People

Browse People  Search Add Person

People / Leia Organa Leia Organa
Galactic Republic Pharmaceuticals
PROJECTS

Redaprofia Study
Client

Demo Project

Edit Member
Client

Project Assignments

Mark: Proj Default Notifications
arketing Project
Market Researcher Deactivate

Delete this person
2 Commercial Real Estate: Space Port Buyer

Seller

Fig. 3a

® PROJECIS & @ # | |search across al projects My Projects = A B PR ke skywalker «

Workspaces / Skywalker Industries

Workspace  Projects  Companies = People

Browse People  Search Add Person

Edit Member: Leia Organa Complete this form to edit this person. They will

take up a seat as long as they are a member in
COMPANY the workspace.

istrators can view the Workspa
Galactic Republic Pharmaceuticals M ‘ Management area for this subscription. Full
administrators can manage projects, companies
and people (both contacts and members);
ACCESS LEVEL ADMINISTRATOR LEVEL

project administrators can manage projects,
companies and contacts only (not add / remove
members).

Administrator

Member

Restricted

.

CAN MANAGE BILLING / SEATS

Leia Organa
Yes Galactic Republic Pharmaceuticals
‘ Save Changes

Cancel

Edit the Access Level/Administrator Level you want the person to be (Fig. 3a)

Tip:
Permissions and Restrictions are the
one of the primary methods to set

varying levels of permission. These can
be set at the Company or Contact
level.
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Project Level Permissions

Persons can have different permissions in different projects. Additionally, you can have multiple types of

permissions in a given Project. In one project everyone may be a Leader, but in another project there may only

be one Leader.

e Select your name in the top right and select “Workspace Management” in the pull-down (Fig.1)
Select the “Projects” tab (Fig. 1a)

Select the Project you want to add a person to

Select “Member Assignments” in the Actions box on the right (Fig. 2)

Select the member on the Project you want to edit

Provide their Project Role and Project Permissions (Fig. 3b)
Save the changes

See Permissions chart (Fig. 3c)

Fig. 3b

B PROJECIS & K +
Worksp

Workspace | Projects  Companies  People

Browse Projects  Search

ss all projects My Projects ~

es / Skywalker Industries

Project ELIF / Member Assignments

Boba Fett
Breha Organa
Darth Vader
Gary Stormtrooper
Han Solo

Leia Organa

Luke Skywalker
Master Yoda
Obi-Wan Kenobi
See Threepio

ADD A MEMBER

Francis Dooku

PROJECT ROLE

|Ass\5tant

PROJECT PERMISSIONS

<

Leader
Publisher
Contributor
Task Manager
Ticket Manager

Event Manager

Save Changes

*

B PR ke skywalker -

New Project

Complete this form to create a new project in
your workspace. You can then add members
from your workspace or invite new members.

Project ELIF

Clinical Research
Due Date:

Members:
Project Artifacts:

Calendar Items:

Created:

FriJan 25,2013

11 members

4 news stories
72 files

0 discussions
2 milestones

5 tasks

30 tickets

24 meetings

2 events

about a year age

Getting Started 112315 Rel Verl.0

Page 7



Fig. 3c

Projecis

Subscription Level Permissions

. Memb
Full Project ember

Add Members to the Subscription X
Add Contacts to the Subscription X X
Create Projects X X

Project Level Permissions

Leader Publisher Ci ib Task Ticket Event M. Regulaf Restricted
Schedule a Meeting X X X X X X X X
Create Tickets X! X! X!
Approve Pending Files/News X
View whole Gantt chart without it being shared
Create Milestones

Create Tasks

Edit Task Hours Estimate

See Other Peoples Tasks/Tickets

Manage/Create File sub-categories

Create Calendar Events seen by other team members

>
E3
=
4

BB B B B B B B B
B3 B B B

Files Area Leader Publisher C ib Task M Ticket M:
Upload File without Approval X X
View Version History
Download File

Event M. Regularl Restricted

X ¥ ¥ X X

Edit File Properties

Upload New File Version

Share File with those outside Projecis

Check-out Document

Start File Review

View File Review History

Delete File

See Files Being Reviewed

View files marked 'Private’ even if they are not selected
See/Approve Files Pending

View File Activity

Undo Check-out

Archive/Un-Archive a Document X

X' X' X' X' X' x'

3| | 3 o | o 3 | 3 | < | x|

B BRI B B B B B B B B B B

* Cannot assign to a team member. A Leader or Ticket Manager must edit it to assign to someone on the team
% None of the other permission categories and not a Restricted Person/Company
* protected Files not available for download or printing

* Can only view files being reviewed if you are assigned to review the file

Restricted Designation

Persons who are restricted (as a Restricted Person or as part of a Restricted Company):

1) Is Restricted for a given Project. They may not be Restricted in other projects.

2) Cannot see other Restricted persons or any of their contributed content to a Project. This may include commnets, documents, etc.
3) Restricted persons cannot see content (Files, News, Discussions) that are designated as 'Sensitive’

Other

- Companies can be designated 'Restricted’ at the subscription level.

- If a Company is Restricted, all persons who belong to this company are also Restricted

- Ifa Person is Restricted other persons who belong to the same company may not be Restricted
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Content Level Permissions
Content can be securitized at an individual item level such as Files, News and Discussions.

When you first upload or start such an item there will be an area asking for the kinds of Permissions should be
attributed to the item. (Fig. 3d, 3e)

Protected (only available with Files)
Options: Normal, Protected

Description: If an item is ‘Protected’ it can be viewed within Projecis, but it cannot be downloaded or
printed.

Avalilability
Options: Public, Sensitive, Private, Confidential

Description:
Public: Available to all persons on that specific Project Team

Sensitive: Available to all persons on that specific Project team except those who are
“Restricted”

Private: User identifies who has access to this item. Access can be designated by person,
company or role within the Project.
Leaders and Publishers still have access to this item even if they are not selected

Confidential: User identifies who has access to this item. Access can be designated by person,
company or role within the Project.
Leaders and Publishers do not have access to this item if they are not selected
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Fig. 3d

[_. PROJECIS & » + Search across zll projects My Projects =

®f B u Luke Skywalker «

3 Device Aurora

Project Calendar Activity News Files Discussions Milestones Tasks Tickets

Browse Files Being Reviewed Pending Signed Archived Training Logs Search

Edit Properties

FILENAME

Marketing Presentation |

ASSIGNED TO DUE DATE
Assign this file to a member i ‘ ‘ Due Date |
PROTECTED

AVAILABILITY

Private Confidential

I Sensitive

CATEGORY

| Results Summary bms 1314

DESCRIPTION

Enter a description to help identify this file

‘ Save Changes

Cancel

0ona&e

Settings

Upload File(s) New Placeholder

Update properties on this file. Changes to the
filename will rename the file (but not change the
extension).

Mark 3 file as Sensitive to hide it from restricted
members of this project.

The Protected file option blocks the ability to
Download and Print the document, except for
Leaders and Publishers. Protected files cannot
be shared (any shared file that is protected will
turn off sharing). This option is not recommended
for files that do not have previews.

Marketing Presentation.pptx ®
Presentation

Size: 51.54 KB

Folder: Results Summary bms 1314

Created: 25 days ago by Luke Skywalker
Updated: 25 days ago by Luke Skvwalker

Fig. 3e

Manage Permissions

Members Companies Roles

Close

O . Bail Organa

O . Greedo Rodian

O - Leis Organa

O E Luke Skywalker

O n Padme Amidala
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Recommended Web Browsers

We recommend using Google Chrome, Firefox or Safari (Apple) as the web browsers when using
Projecis. Other browsers, such as Microsoft Internet Explorer, may not provide you access to all the

features within the system.

Gmmeg 9 Safari
Links to Download Recommended Browsers:
Google Chrome: https://www.google.com/intl/en/chrome/
Firefox: https://www.mozilla.org/en-US/firefox/desktop/
Page 11
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