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About ProjectPoint

ProjectPoint is a project hosting service that you access with a web browser, s0 all you need is access to the
Web and a Browser, and you're up and running. You can communicate and collaborate with all the members in
your design team or construction project. ProjectPoint lets you share CAD drawing files (DWG and DWF), text
files, or any other file. You can add comments or reply to discussion threads about a file or any other aspect of
the project.

ProjectPoint easily installs on your computer and works inside Microsoft Internet Explorer. It requires Internet
access, Microsoft Windows and minimum system requirements.

You can view or download files from anywhere in the world to work on them. It's easy to prevent others from
overwriting files while you are working on them. All you need to do is lock the file and other project members
are notified that you are changing it. When you are done, you can upload and unlock the file, while
simultaneously notifying other project members of the change by email.

Note: If you have Administrator access, you decide who can view, edit, or change any project. This gives you
security over vital information and total control of access to confidential data.

ProjectPoint Help

Use this help system to understand how to use ProjectPoint to your best advantage. If you have Administrator
access, start with the Quick Start for Project or Site Administrators section. If you have just been invited to join
a project team, start with Essentials for Project Members.

If you want to learn more about terms and definitions or how to best use the ProjectPoint Navigation Tools,
start by reading these sections:

Understanding the Navigation Tools

Using Drag and Drop

Using the Standard Toolbar

Using the ProjectPoint Bar

Using the Right-Click Menu

e
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System Requirements
Software
e Windows NT 4.0, Windows 95 or Windows 98
e Microsoft Internet Explorer 4.01

RAM and Hard Disk Space

32 MB of RAM (minimum) 64 MB of RAM recommended

50 MB of hard disk space (minimum)

64 MB of disk swap space (minimum)

removed when installation is complete

Hardware (Required)

N

« Windows-supported display adapter

Mouse or other pointing device

9

» Intel 486, Pentium (recommended), or better, or compatible processor

800 by 600 VGA video display (1024 by 768 recommended)

CD-ROM drive (if you are installing ProjectPoint from a CD-ROM)

20 MB of free disk space during installation only - this space is used for temporary files that are

2
Page 4 of 110



Address , ; X y W s : Arer powided b

(URL) for | 6 e ! :
Design Team hliﬁt- : Lol e s
i!ﬁ

Home

wglnanh, prtattcenRederse 3 TLra? e T4 SrRalamaszo l $

Toolbar g ol Ao A i
Far av ol dedt o Sample page

for“

r '
i
-
- -»_:,.'
-

h.g;*'i

" ﬁ';{g
o

e T

28

:

R,

s
i

8

Taskbar . bﬁpmﬂeﬂ tbab!almia.fa com e

!

;
i

L
3
L

" Contents

mmmw

P

0l

I

o

-Wark lntnnnahnn - e

L 4

.,

g
o
e
i

)

-

_Nob tit{e

:
]
i
G
S

'v; o 60me oL

R

Project List, when Projects is Project Team home page.
selected in the Taskbar. '
When Documents is selected, this

displays the Document List.

3
Page 5 of 110



ﬁ%ﬂﬂ

] . - [ty [ P

o 310. DJIOM 1] TT 2.3 MA I SOTI] P2OULMOP .10 MITA TIED
31044 0} PLICA S]] T .ISUMATE WO S2[If P2O[LMmoep , 10 X

"1atlo1d npJo spadse Mo 10 Y
AT} MOGR SPRAN]) MORSNISIP 0] AJdal.i0 SPIANATOS PPR 122 10 1 "a[I] Jo adA)
JI0 AT 1O ‘S3[rJ JuadOop (I pUe OM) S SutmeIp v 2eys
104 $39] oozZewre[eY 193(0.d UDIPLYSUO JO (W3} USISIP © JO KIAQUIL
9T [ I ANB.IOGRJOD PUE 9J3D TUNURUOD UED NOA ‘I (IIA\ "F0sM0Iq |20 i} HaEU oy

QOAL B T[IAA S0 1104 W 991AT0s Surgeoy pafoid e s1 oozuumvey] el

O0OZBUIB[E] JNOYY

oa%n&
2~

. .

: 08 04 613 2
S sopomny g | gt
: g,

vis
anag T
Suey e | 5107
aunadreiy
Allg 88 R &
Bwe, i

9] jd==g m

suinbs - ¢12904

o

AUUPE AR f21.15d  IAIN IS BETNE @ %ﬂ&a Iy
sgpac [ anaps A A L i

SABIED]

Bl e e s R

s2cdi U yocoIoly  suNBSogpunel WO MUY, IP 1S90/ 5 L 1N90L T 913l A dw i

gy gy

b

4
Page 6 of 110



Navigation Tools

It's easy to navigate throughout ProjectPoint. Features are organized in different "regions” in the main window
based on their purpose. You can navigate to any component with a click of the mouse. For example, when
you're in the Details view and the display tabs are showing, you simply click the tab that corresponds to the
panel that you want to use and it appears on top of the other tabs.
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1 = The Project Selection Bar provides a list of all projects in your Site. Choose Select All to see the Site
and all Projects displayed in the hierarchial Tree view.

2 = The ProjectPoint Bar provides a way to get to the tasks and activities you use most often.

3 = The Tree View contains a hierarchial list of all projects in the site. Click + and — to show or hide the levels
in the Tree.

4 = The Details View displays the content of a selected file. You choose among the tabs located along the top
of the work area to specify the information you want to view and work with.

5 = The Standard Toolbar provides a shortcut to the commands you use most often (Add, Edit,Update, and so
on).

If you want to learn more about how to navigate around ProjectPoint, start by reading the following sections:

Using the Standard Toolbar

Using the ProjectPoint Bar

Using the Right-Click Menu

5
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Using Drag and Drop

Drag and drop functionality provides shortcut methods for performing common tasks. For example, you can
add new drawings, files and redline files to a project by dragging items from your desktop to ProjectPoint.

To drag and drop
1. Select (highlight) the item that you want to add to ProjectPoint. (To select an item, point and click on it).
2. Press and hold the left mouse button while you drag the item to its destination.
3. Release the mouse button to drop the item in place.

Use the Tree View to navigate through the project hierarchy. The + and - reveal levels contained within each
parent folder. (Similar to the Microsoft Windows Explorer Tree View).

Note: New project files "inherit" their permission lists from the folder they reside in.

e
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Using the Right-Click Menu

Your permission level and the selected file determine what's available in your right-click menu (items vary).

To use the right-click menu

» Place the mouse on the item that you want to work with, press the right mouse button, and then select
an option from the menu.

Many of the right-click menu options are available depending on the type of file you select and your
access level.

Right Button Commands

View in Window Opens the item for viewing in a new window.

= | Review Not currently implemented.

Edit Locks, downloads, and opens the selected file.

Download Copies the file to your local computer. Does not lock or open the
file.

Go To Follows the selected shortcut or link.

Cut Moves the selected item and saves it to the Windows clipboard.
Once you've pasted in the clipboard, the item is deleted in the
old location.

Copy Copies the selected item to the Windows clipboard.

Paste Pastes the selected item to the Windows clipboard.

Delete Removes the selected item.

Rename Allows you to rename the selected item.

Mark as Read Marks the selected item as read, so it no longer appears in
What's New.

Lock Locks the selected file.

.
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Change Icon

Allows you to change the way the Project, Folder and File icons
look. You can choose from several styles, or, use your own
custom icon graphics.

Properties

Displays the properties for the selected item. Allows you to
modify the Access rights for individual folders or project files.

8
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Using the Standard Toolbar

The Standard Toolbar is located at the top of the window in ProjectPoint (just below the Browser controls), and
provides a fast way to get to the tasks and activities you use most often.

wﬁ%

To use the Standard Toolbar

¢ Click the button on the toolbar that corresponds with the option that you want to use.

Many of the toolbar options are available depending on the type of file you select and your access level.

Buttons

Add

Allows you to add a drawing, file, note, link, folder, or project.

Edit

Opens the Save File to Edit As dialog box. Save the file to a folder of
your choice on your local computer. This button is not available if you
have only List or View permission.

Reply to Comment

Creates a new reply, which is connected to the original comment. Not
available to those with View or List permission.

'"1 Update File Opens the Update File wizard to update a file that you prevrously
; locked and worked with.
. View Choose Document, Discussion, or Version,
Cut Moves the selected item and saves it to the Windows clipboard.
Copy Copies the selected item to the Windows clipboard.
Paste Pastes the item from the Windows clipboard.

Delete Selected

Deletes the selected item(s).

Refresh Hierarchy

Updates the hierarchy view.

Properties

Displays the properties for the selected item. Allows you to view and
modify the Permission levels for individual folders or Project Files.

Go Back

Returns to the previous item that you were viewing. Only active when
viewing something in a Web Browser control where you can go forward
and back.

Go Forward

Returns to the next item you were viewing. Only active when viewing
something in a Web Browser control where you can go forward and
back.

Help

Opens the help Table of Contents or correct help page, depending on
where you are in ProjectPoint.
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Using the ProjectPoint Bar

The ProjectPoint Bar is located along the left side of the main window, and provides easy access to the tasks
and activities you use most often. When you select one of the ProjectPoint Bar icons, different options (in a
tabbed format) are displayed. Similarly, each time you select a tab, a different set of options is available.

If you want to open the task icon, open in a new window, or learn more about the task, just select the icon,
right-click, and then make a choice from the menu.

ProjectPalntic

Provides a page to display important information about your Site to all members. You can easily
change the information displayed in this screen according to the communication need.

Site Admiristration

For the Site Administrator, this button provides a fast way to get to frequently used
administrative tasks and activities, including adding members and groups for the first time, and changing
permissions.

- Project Infe

Provides easy access to important information about your project, and a project member
directory list. If you have Administrator permission, you can change the information displayed in these screens
to reflect important project information, according to the project communication needs.

Project
Administration

Provides the Project Administrator a way to get to frequently used administrative tasks and
activities, including adding members and groups, changing permissions, and accessing a log of all project
activities.

Project Files

Provides a hierarchical Tree View, similar to Explorer, of all the files in the project. This is the
main working area in ProjectPoint, and where. you perform tasks such as adding, viewing, editing, updating
and discussing the file information stored with your project(s).

10
Page 12 of 110



Provides a list of everything you have not viewed or read across all projects in the site, or in
individual projects.

Provides a way to locate files across the whole site, or in individual projects. You can limit or expand
your search by including search criteria such as text, author, and date.

G
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Using the ProjectPoint Bar

The ProjectPoint Bar is located along the left side of the main window, and provides easy access to the tasks
and activities you use most often. When you select one of the ProjectPoint Bar icons, different options (in a
tabbed format) are displayed. Similarly, each time you select a tab, a different set of options is available.

if you want to open the task icon, open in a new window, or learn more about the task, just select the icon,
right-click, and then make a choice from the menu.

Provides a page to display important information about your Site to all members. You can easily
change the information displayed in this screen according to the communication need.

.
Site Administition For the Site Administrator, this button provides a fast way to get to frequently used

administrative tasks and activities, including adding members and groups for the first time, and changing
permissions.

Project info

Provides easy access to important information about your project, and a project member
directory list. If you have Administrator permission, you can change the information displayed in these screens
to reflect important project information, according to the project communication needs.

Froject
Administration

Provides the Project Administrator a way to get to frequently used administrative tasks and
activities, including adding members and groups, changing permissions, and accessing a log of all project
activities.

AL Provides a hierarchical Tree View, similar to Explorer, of all the files in the project. This is the

main working area in ProjectPoint, and where. you perform tasks such as adding, viewing, editing, updating
and discussing the file information stored with your project(s).

12
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Provides a list of everything you have not viewed or read across all projects in the site, or in
individual projects.

Provides a way to locate files across the whole site, or in individual projects. You can limit or expand
your search by including search criteria such as text, author, and date.

13
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Site Info

L |

Site Info

provides a page to display important information about your Site to all site and project members.
You can easily change the information displayed in this screen according to your communication needs.

To change the site information display, see the Site Administration Options section.

R a
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Site Information

The Site Information tab provides important information about your site. You can easily change the information
displayed in this screen according to your communication needs (just create a link to anything that has its own
URL).

To change the information displayed in this screen, see Site Information.

4o
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Site Administration

23

Site Admirdstration

For the Site Administrator, provides a quick way to get to frequently used administrative tasks
and activities including adding members and groups for the first time, changing permissions, and accessing a
log of all site activities.

16
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Site Administration Groups Tab
The Groups tab is used to add, edit or remove groups from a site.

For example, you can easily create a group of members, and add the group to a project with a single step.
Then, each time a new member is added to an existing group, the group list is updated and distributed
throughout all projects (folders and files).

If there are a large number of members assigned to projects, and if permission levels vary, it is a good idea to
create and use Groups to assign members.

For detailed instructions, see the Creating a Group for the First Time and Adding a Group to a Project sections.

bl
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Site Administration Members
The Members tab is used to:

e Add or remove members from a site.

o Change members permission levels.

o Notify members that they have been added or removed from a site, or, that there is a change in their
assigned permission level.

For detailed instructions, see Adding Members to a Site.

To learn more about permission levels (including definitions), read the Understanding Permission Levels
section.

440
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Site Administration Options Tab
The Site Administration Options Tab is used to:

o Change the site name.

o Determine the "not to exceed" limit on file versions that are saved with each file in the site.

e Create a link (URL address) to the Site Information page.

» Create a link (URL address) to the Site Directory.
To rename a site
1. Select the current name in Site Name, and then enter a new one.
To specify a number of file versions
1. Use the arrows in Versions to indicate the maximum number of file versions to be saved.

To create a link to the Site Information page

1. In Information click the right arrow, and then choose one of the following:

o Default - accepts the current URL address.
» Browse in Home - provides a directory of all ProjectPoint files.

« Browse - provides a directory of all the files on your local computer and the Internet.

444
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Project Information Tab

The Project Information tab displays important information about your project to all members. You can easily
change the information displayed in this screen according to your communication needs (just create a link to

anything that has its own URL).

To change the information displayed in this screen, see Project Administration Options.

-
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Project Directory Tab

The Project Directory tab provides a complete list of all project members which is available to everyone who is
assigned to the project. You can view directory information in a number of different ways by sorting according
to last name, first name, company, work city and home city.

You can also use this page to display other vital project information (just create a link to anything that has its
own URL).

To change the information displayed in this screen, see Project Administration Options.

o
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Project Administration

Project Administration provides the Project Administrator (or Project Manager) with easy
access to frequently used administrative tasks and activities. You can name the project, indicate a "not to
exceed" version limit to the files in the project, add members and groups, change permissions and access a
log of all project activities.

The administration tabs appear in the Detfails view to the right of the ProjectPoint Bar.

To learn more about working with the information in each of the tabs, see Options, Members, and Activity Log.

XX
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Project Administration Activity Log Tab

The Activity Log tab is used to view and customize data by choosing from a series of "filters” that show or
hide information according to what you want to view. So, you can view a broad array of information,or, zero in
on a very specific piece of data according to Date, Users, Actions, or Types.

For detailed information, see_Working with Activity Logs.

e
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Project Administration Members Tab
The Members tab is used to:

+ Add or remove members from a project.

¢ Change members permission levels.

» Notify members that they have been added or removed from a project, or, that there is a change in their
assigned permission level.

For detailed instructions, see Adding a Site Member to a Project.

To learn more about permission levels (including definitions), read the Understanding Permission Levels
section.

-+
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Project Administration Options
The Project Administration Options Tab is used to:

e Change the project name.

o Determine the "not to exceed” limit on file versions that are saved with each file in the project.

o Create a link (URL address) to the Project Information page.
e Create alink (URL address) to the Project Directory.
To rename a project
‘ 1. Select the current name in Project Name, and then enter a new one.
To specify a number of file versions
1. Use the arrows in Versions to indicate the maximum number of file versions to be saved.

To create links to the Project Information and Directory pages

1. In Information (or Directory) click the right arrow, and then choose one of the following:

» Default - accepts the current URL address.
» Browse in Home - provides a directory of all ProjectPoint files.
» Browse - provides a directory of all the files on your local computer and the Internet.

4o
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Project Files

Project Files

Provides a hierarchial list (a Tree View, similar to Explorer) of all the folders and files in the
project. To reveal or hide levels, click the + and - symbol to the left of the folder in the list.

When you select an item in the Tree View, the details (organized in four tabs) appear in the Details view to
the right.

To learn more about working with the information in the tabs, see General, View, Discussions, and Versions.

Rids
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Discussion Tab

The Discussion tab is used to display all the discussion threads relating to the selected project file.
Discussions are especially useful if you want to chain messages together to exchange information and make
decisions as a team. Discussion threads are organized and stored along with the related file.

Project Members do not have to be active participants in discussions to review the information contained in
them.

For detailed procedures, see the Starting a Discussion Thread and Replying to a Discussion Thread sections.

49
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Project File General Tab
The General Tab is used to:
e View and change the Project name.
« Determine the "not to exceed" limit on file versions that are saved with each file in the project.
» Change a link (URL address) to the Project Information page.
e Change a link (URL address) to the Project Directory.
’fo rename a project
1. Select the current name in Project Name, and then enter a new one.
To specify a number of file versions
1. Use the arrows in Versions to indicate the maximum number of file versions to be saved.
To create a link to the Project Information page

1. In Information click the right arrow, and then choose one of the following:

i e Default - accepts the current URL address.
¢ Browse in Home - provides a directory of all ProjectPoint files.
« Browse - provides a directory of all the files on your local computer and the Internet.

4He-
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Project File Versions Tab

The Versions tab provides a list of all versions associated with the currently selected file. You can easily
open and view any file version from this tab.

To open a previous version
1. Select the version you want, right-click, and then choose View.

Note: When you choose View in Window, the file will open and be displayed in a separate window outside of
ProjectPoint and your browser.

To learn more about creating a new file version or editing a version, read the Creating 2 New Version and
Editing a Version sections.
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Project File View Tab

The View tab is used to open and display the contents of a project file in the Details view (located on the
right side of the screen).

Depending on your permission level, you can use the right-click menu to get to many of the most often used
sommands (such as edit, download, Properties, and so on).

For detailed procedures, see the Viewing a File section.

e
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About What's New

Wihat's New

Provides a list of everything you have not read in the currently selected project.

The list of unread files appears on the left. When you click a file name in the list, the contents of the file appear
in the Details view to the right.

For details, see Using What's New and Understanding Unread Marks.

o0
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About Find

Provides a way to easily search for files in the currently selected Project. You can limit or expand your
search by including search criteria such as text, author, and date.

Files that match your search criteria appear in the bottom left panel. When you click a file name in the list, the
contents of the file appear in the Details view to the right.

For details, see Using Find.

e
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Quick Start for Project or Site Administrators

Each Site is assigned one Administrator when it is created. The Administrator can add site members who can
also function as administrators (usually at the project level), if they are given the proper permissions.

The ProjectPoint software easily installs on your computer and runs over the Internet (works inside Microsoft
Internet Explorer). All you need is access to the Web and a Browser, and you're up and running.

To login to your Site

1. Launch Microsoft Internet Explorer, enter your Site URL address in the Address field, and then press
Enter.

2. Enter the user name and password supplied to you.

Once you are logged in, you can add site members and projects. It is easier to add all the members to a site
first and then create the project(s). After you create a project, you can assign the project members to it, giving
them the permissions they need to participate in the project.

Project members see only the project(s) to which they belong. If a user is not assigned to any project, they will
not see any projects when they log in. This gives you complete control of security for any sensitive material.
Assign permissions carefully - once the user has edit permission for a project, they have the ability to overwrite
files.

Many project members need just read-only permission (View or List permission). Note that a member can have
read-only permission for one project and edit permission for another project. It is up to you as the Administrator
to decide who gets permission for each project, folder, and document.

To get started right away, read these sections:

Understanding Permission Levels

Adding a Member to a Site

Creating a Project

Adding a Member to a Project

Creating a Group for the First Time

Adding a Group to a Project

Inviting Members to Join a Team

33
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Essentials for Project Members

When you join a project, your project Administrator assigns you one of four permission levels: Edit,
Review,View or List. An Administrator can change your permission level at any time over the life of the project,
according to your role and the needs of the project, and can override the permissions for an individual folder or
document. When new folders and project files are added to a project, the permission list is "inherited”
according to the permission list and levels of access assigned at the project (top) level.

If you find that you need different accessibility to project information, contact your Project Administrator.
If you have Edit permission, you can add, edit, update, rename,or delete project folders and files, and share all
information with other project members. Project files include drawings, folders, notes, comments, links, and

external files, such as Images and Microsoft Word files.

if you have Review permission, you can view all the files in a project and can redline drawings and add or edit
notes, comments, and links.

If you have View permission, you can view project files, but cannot add, edit, or delete them.

if you have List permission, you can see a list of folders in each project, but cannot view them. Sometimes,
: you are also assigned a different permission level at a particular folder or file level so you can access and

s interact with that particular item.

¢ To get started right away, read these sections first:

Navigating Around .

® Adding Files to Projects

Locking a File

Using Find

% Using What's New

Understanding Permission Levels

Glossary
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About Folders

A project folder is automatically generated when you create a project, and by default, appears in the Tree view.
The project folder is used to store all additional (standard) folders, project files, drawings, links and notes that
are associated with the project. Project folders are easy to spot because they always appear beneath the Site
'evel, but at the outermost level in the hierarchial Tree view.
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1 = Site level

2 = Project folder

3 = Standard folder

Note: Project folders cannot be nested in other folders.
Standard Folders

You create and use standard folders to organize and store project information (text files, drawings, links and
notes) to best advantage for your work environment.

Depending on the permission level you have been assigned, you can move standard folders from project to
project. You can also drag files into a folder, or create files within a folder.

Note: You cannot move folders or project files from one ProjectPoint Site to another. For example, it won't
work to open two browsers (and two separate Sites), and then drag files between the two sites.

For detailed procedures, read:

Adding a New Folder

Deleting A Folder

35

Page 37 of 110



Permission Levels and Lists

Control over access to project information is a central function of ProjectPoint. Permission levels identify the
access and use of folders and files for every member assigned to project(s) in the Site. See below for
permission level definitions.

Permission lists contain individuals and groups of people, each assigned with the access level needed to
work with project folders and files across the Site. You may only add members to permission list(s) if you are
given Administrator permission.

When you add a new folder to a project, it "inherits" the permission list contained in the folder above it. Usually,
these permissions remain unchanged for every folder or file in the project(s). An Administrator or Editor can
override the permissions for an individual project, folder, or file by modifying the properties for that item, should
the need arise.

There are a couple of ways to assign and modify permission lists in ProjectPoint. To learn about assigning
permissions at the project level, read the Permissions at the Project Level section. For more information about
assigning permissions at the folder or file level, see the Permissions at the Folder or File section.

Permission Level Definitions

No Access Keeps the Project Members from seeing the project
(unless an Administrator gives them permission to
view a folder or file).

List Project Members can see a list of project folders, but
cannot view or edit them. This permission level is
assigned so a member has the ability to navigate
through several levels within a project, and then see
and interact with a single file, as needed.

View Project Members can view project files, but cannot
add, edit, or delete them.

i: | Review Project Members can view all files in a project and
can redline drawings and add or edit notes,
comments, and links.

Edit Project Members can add, edit, or delete files for a
project. These files include drawings, folders, notes,
comments, links, and external files, such as images
and Microsoft Word files.

Administrator Project Members have full rights to a project,
including adding or removing other Project Members
and assigning permission levels.
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Permissions at the Project Level

Nhen permission is assigned at the project level, the permission level that is assigned to the project member is
added to the permission list and applied to every folder and file in the project. Project Administrators have
complete control over permission levels and lists that are set a the project level.

To assign permission levels at the p'roject level, follow the procedures in the Permissions at the Project Level
section.

Note: You can also assign and preserve a different permission level for a project member at the folder or file
‘evel. All you need to do is lock the permission set for the folder or file. Then, even if permission levels change
slsewhere in the project, the locked item is "skipped" and the permission set remains unchanged. For details
about locking permission sets, read the Locking and Unlocking a Permission Set section.

Locking a permission set is different than locking a file! For details about locking a file, read the Locking and
Uniocking a File section.

37
Page 39 of 110



Permissions at the Folder or File Level

Occasionally, permission levels can be changed to allow project members to view and interact with individual
folders or project files in an exceptional way.

For example, if you want a project member with View permission to be able to edit all files within a particular
folder, or edit a single file, just change the project member's permission level to Edit (within the Properties for
that folder or file). It is then available to the project member for editing.

To modify permission levels at the folder or file level, follow the procedures in the Assigning Permissions at the
Folder or File Level section.
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Understanding Unread Marks

Each time you add or edit a file, ProjectPoint keeps track and creates a list, and sends an email notification to
all project members. Then, ProjectPoint displays an "Unread Mark” next to all unread items in the Tree View.

Note: If a Folder contains Unread Project Files, it is also marked "Unread”.
After you review the file, the Unread Mark is removed.

You can quickly check to see if there is any new information in a project by logging in to ProjectPoint and
looking for Unread Marks on the Project folder @ inthe Tree view.

You can also remove an Unread Mark from a file without opening it. Select the item, right-click, and then
choose Mark as Read from the menu.

Note: The only Project Member who does not receive "Unread Mark" notification is the person who added or
changed a file.

See Also:

Use What's New
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Add a Member to a Site

Site Members are people in your organization who will be assigned to one or more projects. It is a good idea to
add them to your site first, and then assign them to a project when it is created.

To add a site member
1. In the ProjectPoint Bar, click Site Administration.
2. Click the Site Members tab.
3. Click Add to display the Add Member dialog box.

4. Enter the Name , Password , and Email Address for the new member. Note: These three fields are
required.

5. Enter other information as desired, and then click OK.
6. Add other members until everyone in your workgroup is included by repeating steps 3 - 5.
To change member information
1. In the member list, select a name, and then click Edit.
2. Change the information, and then click OK,

Tip: You can also create a group of members, then add the group to a project with a single step. Then, each
time a new site member is added to an existing group, the group list is updated throughout all folders and files
in the project.

See Also:

Creating a Project

Adding a Member to a Project

Creating a Group for the First Time

Adding a Group to a Project

Understanding Permission Levels
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Create a Group for the First Time

With ProjectPoint, you can quickly create a Group of members and then add the Group to a single project, or,
‘0 all projects across the Site. Then, each time a new member is added to an existing group, the Group list is
updated throughout all folders and files in all projects where the Group is assigned.

Note: If there are a large number of members assigned to projects, and if permission levels vary, it saves lots
of time to create and use Groups to assign members.

To create a Group

1. In the ProjectPoint Bar, click Site Administration.

2. Click the Groups tab.

3. Click Add Groups to display the Add Groups/Edit Groups dialog box.

Enter a Group Name.
Group Names can contain up to 32 characters and spaces.
Click one or more project member's name(s).
Click Add.

Click Close.

Tip: You can select more than one name by using the Shift and Ctrl keys. When you hold down the Shift key
and click another name, all the names between the two names are selected. When you hold down the Ctrl key
and select another name, that name is added to the select list. When you add multiple members, they must all
have the same permission level.

See Also:

Adding a Group to a Project
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Create a Project

In ProjectPoint, you create a project to organize and hold all related folders and files, people, and
administrative information. All of the projects you create are organized and stored in your Site.

To create a project
1. In the ProjectPoint Bar, click Project Files.
2. In the Standard Toolbar, Click Add, and then select Project.

3. Name the project, and then click OK.

A project folder & appears in the hierarchical Tree view.

Tip: You can also use the right-click menu to create a project. In the Tree view, right-click, and then select
Create Project.

See Also:

Adding a Member to a Site

Adding a Site Member to a Project

Creating Groups for the First Time

Adding a Group to a Project

Understanding Permission Levels

Assigning and Changing Permission Levels
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Add a Site Member to a Project

As Project Administrator, you are the only person who can get to a newly created project. When you add
members to a project, those you have added can also access the project information. The tasks and activities
available to members depends on their assigned permission.

To add a site member to a project
1. In the ProjectPoint Bar, click Project Administration
or
» Inthe Standard Toolbar, click Project.
1. Select the Members tab.
2. Click Add Members to display the Add Members and Groups dialog box.
3. Click a member's name, and then click Add.

4. From the Permission list, choose a permission level for the user(s). See Understanding Permission
Levels for more information.

5. Click OK to place the name in the Add Names list.
6. Click Add.
7. When you are done adding members, click Close.

8. Optional: To automatically notify project members that they have been added to the project,or, if you
have changed a permission level, select the Emaif Added Members checkbox.

9. Click Apply Changes.

Tip: You can select more than one name by using the Shift and Ctrl keys. When you hold down the Shift key
and click another name, all the names between the two names are selected. When you hold down the Ctrl key
and select another name, only that name is added to the select list. When you add multiple members, they
must all have the same permission level.

. See Also:

Adding a Group to a Project

Inviting Members and Groups to Join a Project
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-Add a Group to a Project

With ProjectPoint, you can save lots of time by adding a Group to a single project, or, to all projects across the
Site with a single step. Then, each time a new member is added to an existing group, the Group list is updated
throughout all folders and files in projects where the Group is assigned.

Note: If there are many project members assigned to projects, and if permission levels vary, it is a good idea to
create and use Groups to assign members.

1. In the ProjectPoint Bar, click Project Administration.

2. Select the Members tab.

3. Click Add Groups to display the Add Members and Groups dialog box.
4. Click a Group name, and then click Add.

5. From the Permission list, chcose a permission level for the group(s). See Understanding Permission
Levels for more information.

6. Click OK to place the name in the Add Groups list.

7. Optional: To automatically notify Project Members that they have been added to the Project,or, if you
have changed a permission level, select the Email Added Members checkbox.

8. Click Add.
9. When you are done adding Groups, click Close.
10. Click Apply Changes.

Tip: You can select more than one group by using the Shift and Ctrl keys. When you hold down the Shift key
and click another name, all the names between the two names are selected. When you hold down the Ctrl key
and select another name, only that name is added to the select list. When you add multiple groups, they must
all have the same permission level.

See Also:

Inviting a Group to Join a Project

44
Page 46 of 110



Invite a Member to Join a Project

When you add a member to a project, you will save steps by selecting the automatic email notification box to
let a new project member know that they have been added to the project. The email contains the URL to the
project, User Name and Password.

To invite a member to join a project
1. Add a person as a Site Member, and then add them to a project.
2. In the Project Administration /Members tab, select Email added members.
Here's an example automatic email:
You were added to project: ProjectPoint Alpha
by: Administrator
on: Friday December 04, 1998 23:54:02

Your user name is; ***rrrrareas

Your password is: *****

e
b

Your permission level is: Admin

The project URL is: (for example, Http://www.hypertest.com/kzclient/DTSG/ProjectPoint)

To login, the project member enters the URL, User Name and Password. The ProjectPoint software is
automatically installed on the project member's computer.

See Also

Add a Member to a Site

Add a Site Member to a Project
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Assign Permissions at the Project Level

Nhen you assign the permission level for a member at the project level, the permission list is updated and
distributed through every folder and file in the project. When new folders and project files are added, the
sermission list is "inherited” according to the permission levels you assigned at the project (top) level.

To assign or change permission levels at the project level
1. In the Project Selection Toolbar, verify that you have selected the project you want.
2. In the ProjectPoint Bar, click Project Files.

3. Inthe Tree view, select (highlight) the folder or file you want to work with, right-click, and then choose
Properties from the menu

or
Select the folder or file you want to work with, and then in the Standard Toolbar, click Properties.

Click the Security tab, select a member's name from the list, and then assign or change the
permission level in Permission .

The default assignment for all members is View.

H

&
E

t
>

Optional: To notify a project member via email that thay have been added or removed from the
permission list for the project, check the E-Mail box before you leave the Members tab.

e
R
et

*

Note: You can also assign and preserve a different permission level for a project member at the folder or file
avel. All you need to do is lock the permission set for the folder or file. Then, even if permission levels change
aslsewhere in the project, the locked item is "skipped" and the permission set remains unchanged.

“or details about locking permission sets, read the Locking and Unlocking Permission Sets section.

3ee Also:

Jnderstanding Permission Lists

Sermissions at the Folder or File Level
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Assign Permissions at the Folder or File Level

When you assign the permission level for a member at the folder or file level, the updated permission list is
applied to all the sub-folders and project files throughout all subordinate levels in the project.

When new folders and project files are added, permission lists are "inherited" according to where you place the
new folder or file within the project hierarchy.

For example, if you want a project member with View permission to be able to edit all files within a particular
folder, or work with a single file, just change the project member's permission level to Edit (within the Properties
for that folder or file). it is then available to the project member for editing.

To assign or change permission levels at the folder or file level

—

In the Project Selection Toolbar, verify that you have selected the project you want.
A2. In the ProjectPoint Bar, click Project Files.

3. Use the mouse to select (highlight) the folder or file you want to work with, right-click, and then click
Properties from the menu.

5. Click the Security tab, and then select the name you want from the list.
6. Select the desired permission level in Permission .
To change a member's permission level

1. Click Add, select the name you want from the list, and then select the desired permission level in
Permission .

Optional: To notify a project member via e-mail that they have been added or removed from the permission list
for the folder or file, check the E-Mail box before you leave the Security tab.

Note: You can also assign and preserve a different permission level for a project member at the folder or file
level. All you need to do is lock the permission set for the folder or file. Then, even if permission levels change
elsewhere in the project, the locked item is "skipped” and the permission set remains unchanged.

For details about locking permission sets, read the Locking and Unlocking Permission Sets section.

See Also:

Understanding Permission Levels

Permissions at the Project Level

Locking and Unlocking a Permission Set
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Lock and Unlock a Permission Set

From time to time, you may want to lock a single folder or file permission set. By doing so, the current
oermission list remains unchanged, regardless of changes that are made to permission lists elsewhere in the
project hierarchy.

To lock and unlock a permission set (folder or file)

1. In the Project Selection Toolbar, verify that you have selected the project you want.

2. Inthe ProjectPoint Bar, click Project Files.

3. Inthe Tree view, select (highlight) the folder or file you want to work with, right-click, and then choose
L.ock Permission Set or Unlock Permission Set from the menu.

When a permission set is locked, you see a symbol in the Tree view next to the locked item. When the
permission set is unlocked, the symbol in the Tree view disappears.

Note: When you lock a permission set, you are locking the entries you see in the Permission list. The list
may include a combination of individual members and groups. If you lock a permission set, and then add a new
member to a Group that is in the locked permission list, the new member will have access to the folder or file.

For absolute security, do not add new members to Groups when a permission set is locked.
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Add a New Folder

Folders contain all the files (including text files, drawings, links and notes) associated with a project.

To add a new folder
In the ProjectPoint ProjectPoint Bar, select Project Files. In the Tree view, select the parent or project

1.
folder.

2. In the Toolbar, click Add/Folder

or
» Select a project or parent folder, right-click, and then choose Create Folder.

A new Folder & appears in the Tree View.

3. Enter a name to replace the New Folder default.
Tip: You can cut, copy, move paste and delete folders in the Tree and Detail views by dragging them to the
correct location, just as you are able to do in Microsoft Explorer.

Depending on the permission level you have been assigned, you can also move folders from project to project

by dragging files into a folder.

SN

See Also

Understanding Permission Levels

Assigning and Changing Permission Levels

Deleting a Folder
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Delete a Folder
To delete a folder
1. Inthe Tree View, select the folder you want to delete.
2. Inthe Toolbar, click Delete
or
Right-click, and then choose Delete.
When you delete a Folder, all contents (including nestec} folders) are removed.

Caution: The Undo feature is not available when you delete a folder, and there is no Recycle bin — delete
folders with care!
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Add a File

After you set up a new project, you can add files to it. File types include drawings, redlines, text files, links and
notes.The ability to view them in ProjectPoint depends on your browser and the plug-ins that you have installed
on it. By default, you can view HTML files and text files. AutoCAD drawing files can be viewed in ProjectPoint if
you have Whip, View and DWG-X installed .

When you add a file to your project, you select a file from your local computer which is uploaded across the
Web and placed inside a project folder within your ProjectPoint Site. The file is stored on the ProjectPoint
server and is available to other project members (level of interaction depends on the assigned permission).

To add a file
1. In the Project Selection field, make sure you have selected the project you want.
2. Inthe Tree view, select a "target" folder.
'3. In the Standard Toolbar, choose Add/File. The Add File Wizard opens
or
e Drag the existing file(s) from your computer to a folder in ProjectPoint. The Add/File Wizard opens.
1. Inthe first screen, click Browse. Use the Open dialog box to select a file, and then click Open.
2. Continuing in the Add File Wizard, click Next.

3. Optional: You can add a subject line and a comment, which becomes the first discussion item for this
file. Then, click Next.

4. Optional: You can send an email notification about this file. To copy the subject line and comment from
the previous screen into the email, click Copy comment.To select an email recipient from the list of
Project Members, click To.

5. To add the file, click Finish. This also adds the comment and sends the email notification.
Note: You can click Finish at any time to copy the file to ProjectPoint, without adding comments or email.
~ To rename a file
1. Inthe Name field, select the name and enter a new one
or
» Select the file, right-click, and then choose Rename.

Similar to the way your web browser works, no two project files in the same folder are allowed the same name.
If a file is added to a folder, and a file of the same name already exists, you are given a choice to update the
current file or cancel the operation. To learn more about updating files, read the Creating a New Version
section.

S
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See Also:
Viewing a File
Editing a File

Locking and Unlocking a File

o ;}
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Add a Note

Notes are text files that are created and stored with folders or files in a project. When you create a note, you
are creating a stand-alone file (similar to a read me file) that can be edited or updated. There are some simple
‘ormatting options (font, point size, etc.) available when you create a note, similar to the way Microsoft Word
~orks.

There are lots of useful ways to use Notes. For example, you can create a note about the specifics of a folder
or file, or, simply record your thoughts. Then, email the appropriate project member(s), and include the URL
address to the corresponding note in the body of the email.

Zach note is stored with the associated project file. Unlike Comments (and Discussion threads) you cannot
shain notes together,

Note: If you want to create and chain together messages to exchange information, read the Starting a
Jiscussion Thread section.

To add a note
1. In the Tree view, select the "target” folder or file.
2. In the Standard Toolbar, choose Add/Note
3. Inthe Add File-Create Note Wizard window, enter your note and format it as desired.
4. Click Next.

5. Optional: You can add a subject line and a comment, which becomes the first discussion item for this
file. Then, click Next.

6. Optional: You can send an email notification about this file. to copy the subject line and comment from
the previous screen into the email, click Copy comment. To select an email recipient from the list of
Project Members, click To.

7. Click Finish to add the note. This also sends the email notification.

Tip: You can also create a hyperlink within the body of your note which will save time for everyone. Then, all it
takes is a click to go to anyplace on the internet to check out a new idea, or, to reference important information.

To create a hyperlink, highlight the text, click the globe icon, and enter the URL in the address field.

See Also:
Viewing & File
Zditing a File
.ocking a File

Deleting a File
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Add a Link

Alink is a shortcut to a Web site or to another file location in your project or site.You can create a link to
anything that has its own URL. Links make it easy to add a reference to a file when the referenced information
isn't stored in the same location as the related files.

For example, you can add a link to provide other project members with a way to quickly get to a new project
home page. Having a link near the related files also makes it easy to view the information at the link location in
the same context as the other files.

A fast way to view a link without leaving a specific location is to double-click the link symbol in the Tree view.
The linked page is displayed in the Details view.

To add a link
1. In the Standard Toolbar, choose Add/Link.
2. Inthe Title field, enter the name of the link. This is the name that appears in the project folder.

3. Inthe Address field, enter the entire URL for the web page. For example: hitp.//www.autodesk.com

Tip: Go to the page you want to link to, and copy its URL out of the Address or Location box at the top of your
browser. Then, paste the URL in the Address field.

4. Click Finish to add the link, or click Next to add a comment or send an email notification.

. See Also:

Viewing a File

Editing a File
Locking a File

Deleting a File
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View a Link

When you create a link near related files in the ProjectPoint client, it makes it easy to view the information at
the link location in the same context as the other files. Then, you can go to the linked information without losing
your place in ProjectPoint.

To view a link
1. Inthe Tree view (or Details view), select the Link you want to view,
2. Inthe Standard Toolbar, click View/Link
or
¢ Select the Link you want to view, right-click, and then choose View or View in Window from the menu.

Another fast way to view a link without leaving a specific location is to double-click the file with the link symbol
from the Tree View. The linked page is displayed in the Details view.
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View a File

You must install the appropriate viewer to view a file. The ProjectPoint client uses the same plug-ins and
ActiveX controls that your Browser uses to display files. If you can't see this type of file when loading into your
Browser, you will not be able to view it in ProjectPoint.

Here's what you see when you try to view a file without a viewer installed.
To view a file

1. Inthe Details view, select the file you want to view.

2. In the Standard Toolbar, click View/File

or

+ Select the file you want to view, right-click, and then choose View from the menu.

See Also:

Adding a File
Editing a File
Locking a File

Deleting a File

Working with Multiple Files
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Work with Multiple Project Files

From time to time, it is helpful to reference the task and activity options you use most often, and work with
several project files at the same time. There are a couple of ways to work with multiple project files. Choose
from one of the following options, according to your viewing needs.

o View in New Window - Use this option to open a selected file in the Details view (so you have access
to all the tabbed options) in a separate window. Then, you can view any number of details about two
files at the same time.

For example, if you want to view a file, but you also need to reference a discussion related to the file,
select a file from the list in the Tree view, right-click, and then choose View in New Window. The
selected file appears in the Details view in a separate window. You see the contents of the file (View
tab) and you also have access to all the other tabbed options (General, Discussion and History).

Then, navigate to ProjectPoint, open the discussion related to that drawing, and review both project files
at the same time.

» Open in New Window - Use this option as a convenient work tool to locate the task and activity options
you use most often (Site Administration, Project files, What's New, etc.) in a separate window from the
main Browser.

For example, if you are working in a particular file, but want to reference the Project Information page,
right-click the Project Info task, choose Open in New Window, and select the Project Information tab.
The project information is dlsplayed in a separate window from your browser, and you haven't lost your
place with the work you are doing in ProjectPoint.

For detailed procedures, read:

Viewing Multiple Project Files
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View Multiple Project Files

To open and view multiple project files
1. Inthe Tree view, select the file you want to open and view.
2. Right-click, and then choose one of the following options:
e View in New Window

Use this option to open a selected file in the Details view (so you have access to all the tabbed options)
in a separate window. Then, you can view any number of details about two files at the same time.

or
~ o Open in New Window

Use this option to conveniently locate the task and activity options you use most often (Site
Administration, Project files, What's New, etc.) in a separate window from the main Browser.

The file is now open and displayed. For more information and examples of each of the options, read the
Working with Multiple Files section.

3. Repeat steps 1 and 2 until you have opened all the project files you want to view.

You can use the mouse to re-size and position each separate window to see more than one file at the
same time.
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Edit a File

You can edit drawings, redlines, project files, links and notes from within ProjectPoint.

When you click Edit, the selected file (stored on the server) is locked so that other project members cannot
change the file at the same time you are working with it.

Note: A locked file can still be viewed.

If you have Administrator or Edit permission, and attempt to download or edit a locked file, a message appears
to let you know about the existing lock and asks if you still want to continue the operation. If you continue, the
file is downloaded and saved to your computer, but will remain locked by the person who locked the file to start
with.

After the file is downloaded, the application registered as the file type's editor with Microsoft Windows opens
the file on your computer (if a document is a redline, link or a note, it is edited within ProjectPoint). If you want
to change the registered application, you can make the change at this point.

Working In a Collaborative Environment

To make sure the exchange of information goes smoothly, and that edited files are not accidently overwritten,
you may want to establish some basic team communication guidelines. Sharing project files and working
collaboratively works most effectively if you decide how you want to work together as a team, set up the
ground rules, and then let all project members know right from the start. Here are some suggestions to
consider as you set up project communication guidelines.

5

e Notify the person who originally locked the file before you download the same locked file to your local
computer for editing.

¢ Use ProjectPoint's Discussion feature to let others know that you are downloading a file for editing, or, to
communicate about folders and files in general.

¢ Use email to keep others informed as changes to folders and files start, continue, and finish.

» After you make changes to your version of the file, rename it, and then upload it to the ProjectPoint
server. Send an email or attach a discussion item to let others know about the name change.

¢ Assign one person with primary responsibility for keeping edited files organized, named, and backed up
to a local computer.

To edit a File
1. Inthe Details view (or Tree view), select the file you want to edit.
2. Inthe Standard Toolbar, click Edit/File.

After you complete an editing session, it's a good idea to save the file to your local computer. If the file is ready
to be shared with other project members, the updated version can be copied back to the ProjectPoint server
using the Update File Wizard (In the Standard Toolbar, click the Update File icon). The current version of the
file is replaced by the updated version, and the file is unlocked. Otherwise, you can continue to edit the file until
you are ready to share the changes with others.
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Optional: You can also Drag and Drop or use Cut/Copy/Paste from the Microsoft Windows Desktop to update
a file in ProjectPoint. If a file with the same name exists in the “target” folder, ProjectPoint assumes that you
want to update the existing file.

Note: When you use the Cut/Copy/Paste method to add or update a file, the item is not locked.

The ProjectPoint server maintains previous versions of project files. For more information about working with
multiple versions, read the Creating Versions , Editing Versions, and Viewing Previous Versions sections.

See Also:
Adding a File
Locking a File
Deleting a File

Updating a File
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Update a File

'n ProjectPoint, you can update a file after you are finished editing it. The updated version is copied from your
‘ocal computer back to the ProjectPoint server by using the Update File Wizard. The current version of the
file is replaced by the updated version, and the file is unlocked.

CAUTION: Be careful when you update a file that you do not overwrite changes made by another member who
may have edited and then updated the same file between the time you downloaded and updated! For tips
about sharing project file information effectively, read the Working in a Collaborative Environment section.

To update a file

1.

2.

6.

In the Tree view, select the "target” folder.
In the Standard Toolbar, click the Update File icon.
The Update File Wizard appears.

Select the (updated) file(s) you want to move back to the ProjectPoint server. Click Browse to choose
files as needed, and then click Next.

Optional: You can add a subject line and a comment, which becomes the first discussion item for this
document. Then, click Next.

Optional: You can send an email notification about this file. To copy the subject line and comment from
the previous screen into the email, click Copy comment.To select an email recipient from the list of
Project Members, click To.

To add the file, click Finish. This also adds the comment and sends the email notification.

Note: You can click Finish at any time to copy the file to ProjectPoint, without adding comments or email.

Optional: You can also Drag and Drop or use Cut/Copy/Paste from the Microsoft Windows Desktop to update

a file in ProjectPoint. If a file with the same name exists in the folder where information is moved to,
ProjectPoint assumes that you want to update the existing file.

7

Note: When you use the Cut/Copy/Paste method to add or update a file, the item is not locked.
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Lock and Unlock a File

in ProjectPoint, you can lock a file. By doing so, the selected file (stored on the server) is locked and other
project members are not able to edit the file. Anyone who tries to edit a locked file will receive a message that
the file is locked (the message doesn't contain any extra details about who locked the file, or what is being
done with the item).

Note: Even though a file is locked, it can be downloaded or viewed by other project members depending on
the assigned permission levels.

For example, if you are an Administrator or Editor and attemipt to download or edit a locked file, a message
appears to let you know about the existing lock and asks if you still want to continue the operation. If you
continue, a copy of the file is downloaded.

CAUTION: You cannot move or delete files that are locked. If you try to do this, an error message is displayed.
For example, if you try to delete a folder that contains a locked file, you see the error message, the folder
remains (with the single locked file in it), and all other unlocked files are deleted.

If you have Administrator permission, you can override a locked file as needed.
To lock a file
1. Inthe Tree view, right-click the file you want to lock, and then choose Lock.

Now that the file is locked, it cannot be edited by others. When you choose Lock, the edmng process
does not automatically start, so you can wait until later to edit the locked file.

About Unlocking a File

You can Unlock a file without actually updating it. For example, you can edit a file and then decide that you do
not want to incorporate the changes immediately (or at all). Instead, you can unlock the file so that others have
access to it again.

To unlock a file

1. Inthe Tree view, right-click the file you want to unlock, and then choose Unlock.
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Lock a File

You can lock or unlock a file by using the right mouse button.
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Delete a File

There are a couple of ways to delete files in ProjectPoint, but the main point to remember is that your
permission level determines what type of file you can delete. If you have been assigned Edit or Administrator
permission, you can delete all file types. If you have View permission, you can delete link and note files.

CAUTION: You cannot move or delete files that are locked. If you try to do this, an error message is displayed.
For example, if you try to delete a folder that contains a locked file, you see the error message, the folder
remains (with the single locked file in it), and all other unlocked files are deleted from the server.

To delete a file

1. Inthe Details view (or Tree View), select the file you want to delete.
2. Inthe Toolbar, click Delete

or

e Select the file you want to delete, right click, and then choose Delete from the menu.

ProjectPoint asks for confirmation before deleting the file from the server. If you change your mind, there
is no Restore command, so delete with care!
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Use Find

You can easily search for files located in your site, the currently selected project or a specific folder. You can
limit or expand your search by including search criteria such as text, author, and date.

To use Find
1. In the Tree view, Select the Site, Project or folder that you want to search.
2. In the ProjectPoint Bar, select Find.
3. Inthe Text to find field, enter the name of the file.
4. Optional: Choose one of the constraints, such as Author or Date to limit the search.
5. Click Search. The search results are displayed below the Search window.
6. Optional: If you want to find information in the body of a file, click Full Content Search.

Caution: Use Full Content Search carefully. When you select this option, all text in every document on
the server is searched.

If your search does not produce any matches, make sure you have selected the right project and then broaden
your search criteria. To search for all files, leave the Text fo find field blank and click Search (no wild cards
are needed). \

Note: A general search includes the Document title and Description fields only.
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View a Version

To view a version
1. Inthe Tree View, select the file you want to view.
The file is opened and displayed in the Details View.

2. Inthe Details View, click the Versions tab.

3. Select the version you want, right-click, and then choose View.

Note: When you choose View in New Window, the selected file is opened in the Details view. You also have
access to all the tabbed options (in case you want to select from the other tabs) in a separate window. Then,
navigate to ProjectPoint, open any other file and view a variety of details about two files at the same time.

66

Page 68 of 110



Work with Activity Logs

With ProjectPoint, it is possible to customize and view data at the project level by choosing from a series of
“filters” that show or hide information according to what you want to view. So, you can view a broad array of
information,or, zero in on a very specific piece of data according to Date, Users, Actions, or Types.

Note: The Activity Log is only available to those with Administrator or Edit permission.
To access activity log information
1. In the ProjectPoint Bar, click Project Administration.
2. Click Activity Log, and the tab moves to the front of the tabbed panels.
The Activity Log tab contains three options:
Dates - displays all events according to the date choices you enter.
List Options - displays information according to the User(s), Action(s) or Type(s) you select.

Refresh List - use to manually update all actions that have occured since the last time you selected the
Activity [.og tab or the Refresh List button. It's a good idea to use the refresh option periodically when
you have been logged in to ProjectPoint for a long time.

3. Inthe Dates field, choose from Between, After, Any, Before or Between, and then enter.the date you
want.

4. Optional: Click Refresh List to manually update all actions that have occured since the last time you
selected the Activity Log tab or the Refresh List button.

Note: You can sort information by Name, Date, Action, or Type ltem by clicking in the corresponding title bar
focated accross the top of the table.

To specify types of activity log information
1. Inthe Activity Log tab, click List Options.
2. Click the box(s) next to the type of event you wish to view from the following options:
e Choose Users to specify the members to be included in your Activity Log view.

o Choose Actions to specify the ProjectPoint task(s) or activities (such as Read, Delete, Download,
Change Permission, and so on) to be included in your Activity Log view.

Tip: Al login and logout events are recorded, and they are not project specific. If you want to filter out (hide)
these events from your Activity Log view, choose List Options/Actions, and then click the Login and Logout
boxes.

» Choose Types to specify the type of ProjectPoint file or activity (such as Comments, Folders, Link,
Project, and so on) to be included in your Activity Log view.
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Select All.

e
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Use What's New

The What's New task displays all files that have changed in the project since the last time you reviewed them.

Each time you add or edit a file, ProjectPoint keeps track of those files, including each file component
(versions, discussions and redlines), creates a list, and sends an email notification to all project members.
Then, ProjectPoint displays an "Unread Mark" next to all unread items in the Tree View.

Note: If you are the person who created or edited a file, the item does not appear in your What's New view.

If you click What's New in the ProjectPoint Bar and nothing is displayed, then you are current with the project,

or, the only unread project files are items you created or edited. If there are files shown, you can view or edit
them, or, mark them as read.

To see what's new
1. In the Project Selection toolbar, select the desired project.

2. In the ProjectPoint Bar, click What's New.

Files that are unread are shown under the Read Column (in the Details view) with letters to indicate
their status.

= » v-indicates a new version has been added

e e r-indicates a new redline has been added

o d-indicates a discussion item has been added

3. Select the file in the Tree view, and then look at the portion of the document that has changed since the
last time you reviewed it.

To mark an item as read

1. Select the item, right-click, and then choose Mark as Read from the menu.
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Add a New Drawing

You add drawing files to any project folder in ProjectPoint to share files with others and to collaborate and
exchange ideas about the contents, or allow others to edit drawing files. ProjectPoint recognizes .dwg or .dwf
file types.

When you add a drawing file to your project, you select a file from your local computer which is uploaded
across the Web and placed inside a project folder within your ProjectPoint Site. The file is stored on the
ProjectPoint server and is available to other project members (level of interaction depends on the assigned
permission).

Note: You can launch the Add Drawing Wizard from ProjectPoint or AutoCAD. You do not have to open a
Browser and run ProjectPoint to add drawings to the server.

To add a new drawing
-1. In the Tree View (or Details view), select the destination folder for the drawing file.
2. In the Standard Toolbar, choose Add/Drawing. The Add File Wizard opens.

3. In the first screen, click Browse. Use the Open dialog box to select the desired file, and then click
Open.

4. Click Next.

5. Optional: You can add a subject line and a comment, which becomes the first discussion item for this
file. Then, click Next.

6. Optional: You can send an email notification about this file. To copy the subject line and comment from
the previous screen into the email, click Copy Comment.To select an email recipient from the list of
project members, click To.

7. To add the file, click Finish. This also adds the comment and sends the email notification.
Note: You can click Finish at any time, without adding comments or email.

Optional: You can also Drag and Drop or use Cut/Copy/Paste from the Microsoft Windows Desktop to add a
drawing in ProjectPoint. If a drawing with the same name exists in the "target" folder, ProjectPoint assumes
that you want to update the existing drawing.
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Edit a Drawing

You can edit .dwg drawing files from within ProjectPoint (.dwf files are read only).

When you click Edit, the selected drawing file (stored on the server) is locked so others cannot edit the file at
the same time you are working with it. Then, you choose a "target" location for the selected file on your local
computer.

Note: A locked file can still be viewed.

If you have Administrator or Edit permission, and attempt to download or edit a locked file, a message appears
to let you know about the existing lock and asks if you still want to continue the operation. If you continue, the
file is downloaded and saved to your computer, but will remain locked by the editor who locked the file to start
with.

After the file is downloaded, the application registered as the file type's editor with Microsoft Windows opens
. the file on your computer (if a document is a redline, link or a note, it is edited within ProjectPoint). If you want
to change the registered application, you can make the change at this point.

=% . To make sure the exchange of information goes smoothly, and that edited files are not accidently overwritten,

you may want to establish some basic communication guidelines. A collaborative work environment works
most effectively if you decide how you want to work together as a team, set up the ground rules, and then let all
project members know right from the start.

To edit a drawing
1. In the Details view, select the drawing file you want to edit.
2. Inthe Standard Toolbar, click View/File.

After you complete an editing session, it's a good idea to save the drawing to your local computer. If the file is
ready to be shared with other project members, the updated version can be copied back to the ProjectPoint
server using the Update File Wizard (In the Standard Toolbar, click the Update File icon). The current
version of the file is replaced by the updated version, and the file is unlocked. Otherwise, you can continue to
edit the file until you are ready to share the changes with others.

Optional: You can also Drag and Drop or use Cut/Copy/Paste from the Microsoft Windows Desktop to update
a drawing in ProjectPoint. If a drawing file with the same name exists in the "target” folder, ProjectPoint
assumes that you want to update the existing drawing file,

Note: When you use the Cut/Copy/Paste method to add or update a drawing, the item is not Locked.
The ProjectPoint server maintains previous versions of drawings.

To learn more about updating drawings, see the Updating a File section.
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View a Drawing

You must install the appropriate viewer to view drawing files. The ProjectPoint client uses the same plug-ins
and ActiveX controls that your Browser uses to display files. If you can’t see this type of file when you load it
into your Browser, you will not be able to view it in ProjectPoint.

Note: To view DWG files, install View and DWG-X. To view DWF files, install Whip 3.1 or later.

Here's what you see when you try to view a file without a viewer installed.

To view a drawing
1. Inthe Tree view (or Details view), select the drawing file you want to view.
2. In the Standard Toolbar, click View/File
or
» Select the file you want to view, right-click, and then choose View from the menu.
To view a versioned drawing
1. Inthe Tree View, select the file you want to view.
The file is opened and displayed in the Details View.

2. Atthe top of the Details View, click the Versions tab.

3. Select the version you want, right-click, and then choose View.

Note: When you choose View in New Window, the selected file is opened in the Details view. You also
have access to all the tabbed options (in case you want to select from the other tabs) in a separate window.
You can then navigate to ProjectPoint, open any other file, and view a variety of details about two files at the
same time.

See Also:
Adding a File
Editing a File

Locking a File
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Working with Multiple Files

You can use the View command to open a drawing in a Viewer.

To view a drawing

To view a previous version
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Start a Discussion Thread

With ProjectPoint, you can start and chain together messages to exchange information and make decisions as
a team. Discussion threads are organized and stored along with the related file. Discussions can be read by
members with Edit, View, or Review permission.

Note: Project Members do not have to be active participants in discussions to review the information contained
in them.

To start a discussion thread
1. Inthe Tree View, select the desired file.
When you select a file, you also identify the item the discussion thread will be stored with.
2. In the Standard Toolbar, click Add/Note.
| An untitled comment appears in the Discussions tab (in the Details view).
3. Double-click the untitled comment, and then enter the comment text.

4. Click OK.

See Also

Replying to a Discussion Thread
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Reply to a Discussion Thread

With ProjectPoint, you can reply to a comment as a way to keep a discussion going, exchange information and
make decisions as a team,

Note: Project Members do not have to be active participants in discussions to review the information contained
in them.

To reply to a Discussion Thread
1. Inthe Details view, select the Discussion tab.

2. Select the comment you want to respond to, and do one of the following:
e Right-click, and then choose Reply to Comment from the menu
or

* In the Standard Toolbar, click Reply Comment

ITake alook at the latest changes

The original comment appears in the Discussions tab (in the Details view).
3. Enter the reply text, and then click OK.

Your reply appears beneath the original comment in the Details view.
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Work with Properties

The Properties command is used to add vital information to related projects, folders and files.
To get to the Properties command

1. In the Tree view (or Details view), right-click the item you want to work with, and then choose
Properties from the menu

or
¢ In the Tree View, select the desired item, and then in the Standard Toolbar, click Properties.

Three tabbed options appear, as follows:

General

Select this tab to view "home page” information about the Site or Project, including author, file type (text,
drawing, or note), selected URL address for home page display, file size, date the Site or Project was created,
and file description.

To modify the information you view in the General tab, see the Site Administration Options or Project
Administration Options sections.

Security

Select this tab to add members or groups, change member and group permission levels, and to notify project
members that they have been added to or removed from the corresponding Site or Project.

Note: In ProjectPoint, you can lock a single project folder or fite. By doing so, the current permission list
remains unchanged, regardless of changes that are made to permission lists elsewhere in the project
hierarchy. For details about how to lock permission sets, read the Locking and Unlocking a Permission Set
section.

To complete the tasks in the Security tab, see:

Adding Members to a Site

Adding a Site Member to a Project

Creating a Group

Adding a Group to a Project
History

Select this tab to display a list of all the actions (such as Read, Download, Change Permission, and so on) that

-y m bt b e
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name of the author.

Note: If you have Administrator or Edit permission, you can view and customize data by choosing from a
series of "filters” that show or hide information according to Date, Users, Actions, or Types. For detailed
procedures, see the Working with Activity Logs section.
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Getting More Out of Help

Here are some tips on how to find more information when using ProjectPoint Help:

e To link to another topic, a Web page, a list of other topics, or a program, click the colored, underlined
words.

« To view topics that contain related information, look for the words, "See Also," which may appear at the
end of a topic, and then click the title of the topic you want.

» To see if a word or phrase contained in a topic is in the index, select the word, and then press F1.

« If you are viewing content from the Web in the Topic pane, you can click Stop or Refresh on the toolbar
to interrupt a download or refresh a Web page.

» Right-click the Contents tab or Topic pane for shortcut menu commands.

See Also

Using Full-Text Search

Finding Topics with the Toolbar Button

Using Accessibility Shortcuts in the Help Viewer
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Finding a Help Topic
In the Navigation pane, click one of the following tabs:

e To browse through a table of contents, click the Contents tab. The table of contents is an expandable
list of important topics.

¢ To see a list of index entries, click the Index tab, and then type a word or scroll through the list. Topics
are often indexed under more than one entry.

* To locate every occurrence of a word or phrase that may be contained in a help file, click the Search
tab, and then type the word.

Note: Click the contents entry, index entry, or search results entry to display the corresponding topic.

See Also

Using full-Text Search

Finding Topics with the Toolbar Button

Getting Help in a Dialog Box

R4l
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Copying a Help Topic
1. In the Topic pane, right-click the topic you want to copy, and then click Select All.

2. Right-click again, and then click Copy. This copies the topic to the Clipboard.
3. Open the document you want to copy the topic to.
4. Position your cursor where you want the information to appear.

5. inthe Edit menu, click Paste.

Note: If you want to copy only part of a topic, select the text you want to copy, right-click, and then click Copy.

See Also

Printing the Current Help Topic

Getting More Out of Help

Finding a Help Topic

ol
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Printing the Current Help Topic

¢ Right-click a topic, and then click Print.

Note: If you print from the Contents tab (by right-clicking an entry, and then clicking Print) you will see
options to print only the current topic, or the current topic and all subtopics.

See Also

Copying a Help Topic

Getting More Qut of Help

Finding a Help Topic

e
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Getting Help in a Dialog Box
To get help in a dialog box

o Click the question mark # in the upper-right corner of the dialog box, and then click an item in the
dialog box.

Notes
- o To close the pop-up window, click anywhere on the screen.

¢ If the dialog box does not have the %, click Help, or press F1.
» You can also get help on an item by right-clicking it.
» Not all dialog boxes include dialog box help.

See Also

Gettng More Out of Help

Finding a Help Topic

Finding Topics with the Toolbar Button

PP
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Finding Topics Using the Toolbar Buttons

There are five navigational buttons that can be located on the toolbar in the Help Viewer. You can click these
buttons to find help topics.

To find topics using the toolbar buttons
o Back displays the last topic you viewed.

o Forward displays the next topic in a previously displayed sequence of topics.
Next displays the next topic listed in the table of contents.
e Previous displays the previous topic listed in the table of contents.
¢ Home displays the Home page topic for the help file you are viewing.
Refresh updates Web content that is currently displayed in the Topic pane.
* Stop stops downloading file information. Click this button to stop a Web page from downloading.

Note: The toolbar in your Help Viewer may not contain all of these navigational buttons.

See Also

Hiding or Showing the Navigation Pane

= Getting More Out of Help

Finding a Help Topic

e

83
Page 85 of 110



Hiding or Showing the Navigation Pane

To hide or show the Navigation pane

¢ On the toolbar, click Hide or Show to close or display the Navigation pane, which contains the
Contents, Index, Search, and Favorites tabs.

Note: If you close the Help Viewer with the Navigation pane hidden, it will appear that way when you open the
Help Viewer again.
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Using Accessibility Shortcuts in the Help Viewer

The following keyboard shortcuts can be used for navigation in the HTML Help Viewer.

For more information about accessibility features and services, visit the Microsoft Accessibility and Disabilities
Web site.

For the Help Viewer:

: To Press

.Close the Help Viewer. ALT+F4

iSwitch between the Help Viewer and other open windows. ]’ALT+TAB

Display the Options menu. IALT+O |

{Change Microsoft Internet Explorer settings. The Internet Options dialog box
‘contains accessibility settings. To change these settings click the General tab, [|ALT+O, and then press |
:and then click Accessibility.

‘Hide or show the Navigation pane. _|ALT+O, and then press T }

ALT+0O, and then press P,
or right-click in the

ALT+LEFT ARROW, or
ALT+Q, and then press B

ALT+RIGHT ARROW, or
ALT+Q, and'then press F

:Turn on or off search highlighting. |ALT+O, and then press O !

‘Refresh the topic that appears in the Topic pane (this is useful if you have linked IIF5, or ALT+O, and then
:to a Web page). press R

;Print a topic.

5Move back to the previous topic.

Move forward to the next topic (provided you have viewed it just previously).

:Return to the home page (help authors can specify a home page for a help

system). ALT+0, and then press H

EStop the viewer from opening a page (this is also useful if you are linking to the

‘Web and want to stop a page from downloading). ALT*O, and then press S

Jump to a predetermined topic or Web page. The help author who builds a
;compiled help (.chm) file can add two links, on the Options menu, to important ||ALT+O, and then press 1
itopics or Web pages. When you select a Jump command you go to one of thosejor 2

‘topics or Web pages.

'Switch between the Navigation pane and the Topic pane. HF6

a UP ARROW and DOWN
.Scroll through a topic. ARROW, or PAGE UP and
: PAGE DOWN

.Scroll through all the links in a topic or through all the options on a Navigation

‘pane tab. TAB

For the Contents tab:
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% To | Press
Display the Contents tab. || ALT+C

{Open and close a book or folder. [PLUS SIGN and MINUS SIGN, or LEFT ARROW and RIGHT ARROW

|Select a topic. IDOWN ARROW and UP ARROW
'Display the selected topic. |ENTER

For the Index tab:

! To { Press |
Display the Index tab. IALT+N |

Type a keyword to search for.|ALT+W, and then type the word |
‘Select a keyword in the list. ] UP ARROW and DOWN ARROW
'Display the associated topicj[ALTJrD

For the Search tab:

! To l Press

Display the Search tab. |ALT+S

Type a keyword to search for. IALT+W, and then type the word

Start a search. IALT+L |
0 I

‘Select a topic in the results list. SIE)T\-/;IJ 2;%3\? UP ARROW and

‘Display the selected topic. [7\LT+D

The following options are only available if full-text search is enabled.
.Search for a keyword in the result list of a prior search. [[ALT+U
:Search for words similar to the keyword. For example, to find words like ALT+M
% | "running” and "runs” for the keyword "run."
-Only search through topic titles. }[ALT-*R

Notes
¢ There are also shortcut menu commands that can be accessed through the keyboard.
¢ Shortcut keys also work in secondary and pop-up windows.

o Every time you use a shortcut key in the Navigation pane, you lose focus in the Topic pane. To return to
the Topic pane, press F6.

¢ The Match similar words check box, on the Search tab, will be selected if you used it for your last
search.

444
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Using the Shortcut Menu

There are several commands on the shortcut menu that you can use to display and customize information.

| Command

il

Description

Right-click in the table of
‘contents, and then click
‘Open All.

Opens all books or folders in the table of contents. This command only works if the
Contents tab is displayed.

‘Right-click in the table of
‘contents, and then click
(Close All.

Closes all books or folders. This command only works if the Contents tab is
displayed.

\Right-click, and then
.click Print,

Prints the topic.

Right-click in the table of
-contents, and then click
gCustomize

Opens the Customize Information Wizard, which allows you to customize the
documentation. If the help file was built with information types, you can use this
wizard to select a subset of topics to view. For example, you could choose to see
only overview topics.

Note: These commands can be accessed through the keyboard. You can click SHIFT+F10 to display the
shortcut menu, and then click the appropriate shortcut keys.

a2
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‘Using Full-Text Search

A basic search consists of the word or phrase you want to find. You can use wildcard expressions, nested
axpressions, boolean operators, similar word matches, a previous results list, or topic titles to further define
your search.

The basic rules for formulating queries are as follows:

¢ Searches are not case-sensitive, so you can type your search in uppercase or lowercase characters.

e You may search for any combination of letters (a-z) and numbers (0-9).

o Punctuation marks such as the period, colon, semicolon, comma, and hyphen are ignored during a
search.

» Group the elements of your search using double quotes or parentheses to set apart each element. You
cannot search for quotation marks.

Note: If you are searching for a file name with an extension, you should group the entire string in double
quotes, ("filename.ext"). Otherwise, the period will break the file name into two separate terms. The default
operation between terms is AND, so you will create the logical equivalent to "filename AND ext."

To use full-text search
1. Click the Search tab, and then type the word or phrase you want to find.

2. Click List Topics, select the topic you want, and then click Display.

See Also

Getting More Out of Help

4
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To Highlight Words in Searched Topics

When searching for words in help topics, you can have each occurrence of the word or phrase highlighted in
the topics that are found.

o To highlight all instances of a search word or phrase, click Options on the toolbar, and then click
Search Highlight On.

Notes
e To turn off this option, click Options on the toolbar, and then click Search Highlight Off.

¢ If you are viewing a long topic, only the first 500 instances of a search word or phrase will be
highlighted.

See Also

Searching for Help Topics

e
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About Advanced Full-Text Search

Advanced full-text search allows you to search using boolean, wildcard, and nested expressions. You can also

limit the search to previous results, match similar words, or search topic titles only. When advanced full-text
search is enabled, the Search tab in the Help Viewer is enhanced.

This help file does not have advanced full-text search enabled because the help topics included in this file are
relatively uncomplicated. To see an example of advanced full-text search in a more complex help file, open the
the help for HTML Help Workshop, and then click the Search tab.

See Also

Using Full-Text Search
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Using Advanced Full-Text Search

To find information with advanced full-text search
1. Click the Search tab, and then enter the word or phrase you want to find.

2. Click ¥ to add boolean operators to your search.
3. Click List Topics, select the topic you want, and then click Display.
4. To sort the topic list, click the Title, Location, or Rank column heading.

Notes

¢ You can precisely define a search by using wildcard expressions, nested expressions, and boolean
operators.

¢ You can request similar word matches, search only the topic titles, or search the resuits of a previous
search.

* You can set the Help Viewer to highlight all instances of search terms that are found in topic files. Click
the Options button, and then click Search Highlight On. This feature only works with Internet Explorer
4.0 or later.

See Also

Searching for Help Topics

Searching for Words in the Titles of HTML Files
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Searchinig for a Help Topic

A basic search consists of the word or phrase you want to find. You can use wildcard expressions, nested
expressions, boolean operators, similar word matches, a previous results list, or topic titles to further define
your search.

The basic rules for formulating queries are as follows:
¢ Searches are not case-sensitive, so you can enter your search in uppercase or lowercase characters.

e You may search for any combination of letters (a-z) and numbers (0-8).

o Punctuation marks such as the period, colon, semicolon, comma, and hyphen are ignored during a
search.

¢ Group the elements of your search using double quotes or parentheses to set apart each element. You
cannot search for quotation marks.

Note: If you are searching for a file name with an extension, you should group the entire string in double
quotes, (“filename.ext"). Otherwise, the period will break the file name into two separate terms. The default
operation between terms is AND, so you will create the logical equivalent to "filename AND ext."

See Also

Defining Search Terms

B gl
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Searching for Words or Phrases

You can search for words or phrases and use wildcard expressions. Wildcard expressions allow you to search
for one or more characters using a question mark or asterisk. The table below describes the results of these
different kinds of searches.

Search for [Example [Results |

A single word select Topics that contain the word "select.” (You will also
find its grammatical variations, such as "selector”
and "selection.")

A phrase "new operator™ Topics that contain the literal phrase "new
or operator” and all its grammatical variations.
new operator

Without the quotation marks, the query is
equivalent to specifying "new AND operator,”
which will find topics containing both of the
individual words, instead of the phrase.

Wildcard expressions  jesc* Topics that contain the terms "ESC," "escape,”
or "escalation,” and so on. The asterisk cannot be the
80786 only character in the term.

Topics that contain the terms "80186," "80286,"
| ["80386," and so on. The question mark cannot be
i ‘ ithe only character in the term.

Note: Select the Match similar words check box to include minor grammatical variations for the phrase you
search.

See Also

Searching for Help Topics

Defining Search Terms
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Defining Search Terms

The AND, OR, NOT, and NEAR operators enable you to precisely define your search by creating a relationship
retween search terms. The following table shows how you can use each of these operators. If no operator is
specified, AND is used. For example, the query "spacing border printing” is equivalent to "spacing AND border
AND printing.”

Search for [Example |Results |

Both terms in the same dib AND palette Topics containing both the words "dib” and

topic. "palette.”

Either term in a topic. raster OR vector Topics containing either the word "raster” or the
word "vector” or both.

The first term without the jlole NOT dde Topics containing the word "OLE," but not the

second term. word "DDE."

Both terms in the same  |user NEAR kernel Topics containing the word "user” within eight

topic, close together. words of the word "kernel.”

: \ote: The |, & and ! characters don't work as boolean operators (you must use OR, AND, and NOT).

Searching for Help Topics
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Using Nesting Expressions When You Search

Nested expressions allow you to create complex searches for information. For example, "control AND ((active
OR dde} NEAR window)" finds topics containing the word "control" along with the words "active” and "window"
close together, or containing "control” along with the words "dde” and "window" close together.

The basic rules for searching help topics using nested expressions are as follows:

¢ You can use parentheses to nest expressions within a query. The expressions in parentheses are
evaluated before the rest of the query.

- e |f a query does not contain a nested expression, it is evaluated from left to right. For example: "Control
NOT active OR dde" finds topics containing the word "control” without the word "active,” or topics
containing the word "dde." On the other hand, "control NOT (active OR dde)" finds topics containing the
word "control" without either of the words "active” or "dde.”

- You cannot nest expressions more than five levels deep.

See Also

Defining Search Terms

Searching for Help Topics
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Searching for Words in the Titles of HTML Files

T'o search for words in the titles of HTML files

1. Click the Search tab, type the word or phrase you want to find, and then select the Search titles only
check box.

2. Click List Topics, select the topic you want, and then click Display.

lote: If you use this option, all HTML topic files will be searched, including any that are not listed in the table of
ontents.

R A2
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To Search Only the Last Group of Topics You Searched

This feature enables you to narrow a search that results in too many topics found. You can search through
sour resuits list from previous search by using this option.

To search only the last group of topics you searched
1. Onthe Search tab, select the Search previous results check box.
2. Click List Topics, select the topic you want, and then click Display.
Notes
o If you want to search through all of the files in a help system, this check box must be cleared.

o The Search tab will open with this check box selected if you previously used this feature.

Ra2d
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Finding Words Similar to Your Own Search Item

This feature enables you to include minor grammatical variations for the phrase you search. For example, a
search on the word "add” will find "add,” "adds," and "added.”

To find words similar to your search term

1. Click the Search tab, type the word or phrase you want to find, and then select the Match similar
words check box.

2. Click List Topics, select the topic you want, and then click Display.

Note: This feature only locates variations of the word with common suffixes. For example, a search on the
word "add" will find "added,” but it will not find "additive.”
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Glossary
HE]R

A
Add

To create or upload a project file to a Site. Adding a file to a folder that contains a file of the same name
provides the option of handling it as a new version of the existing file.

C .
Client

The software that is installed on your computer. The browser embedded interface that project members use to
collaborate on design projects.

Comment, Discussion

A text-only file that is associated with and dependent on some other project file. For example, a note may have
a comment attached to it. A comment can have any number of replies creating a discussion trail.

D

Download

To copy a project site file to the client's local machine.
Drawing (Drawing File)

An AutoCAD drawing in DWG or DWF format. AutoCAD files are stored as drawings (DWG) files. The Drawing
Web Format (DWF) is Autodesk's open format for storing and transmitting AutoCAD drawings on the worldwide
web.

F
File

Any document type that can be stored with the project that isn't a drawing, note, or link. The file may or may not
have an in-browser viewer, but always has some associated editor (although it may not be installed on a
member's machine).

Folder

A container for organizing project Project Files and other folders.
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L
Link

An address or shortcut reference to a ProjectPoint managed document, Internet address such as a web page,
or email address.

Locked

Temporary state of restriction placed on a document while it is being edited. When you have locked a
document, other Project Members can view it, but not edit it.

N

Note

An:independent text only document that can be created and added using ProjectPoint.
P

Permission Levels

Each Project Member is assigned a permission level which can vary from project to project (permissions can
also be assigned to individual Folder and Project Files in a Project). Permission levels are assigned by the
Project Administrator. Depending on your permission level, you have access to the files in a project in the
following ways:

Stedt thun

3 i;m;! §l?:,- “ii:,' ;

« Administrative, Administrator

Access to create new member accounts, new project folders, change permissions and ability to access all
projects and folders in ProjectPoint. Access to add, edit or delete all project Project Files.

o Edit, Editor
Access to add, edit or delete all project Project Files (unless a document or folder has special access settings).
¢ Review, Reviewer

Access to view all project Project Files (unless a document or folder has special access settings). Access to
add and edit Project Files limited to: Notes, Comments, Redlines, and Links.

o View, Viewer
Access to only view all Project Files in a project (unless a document or folder has special access settings).
o Selective, List

Access to see all project folders (unless a folder has special access settings) and to only view Project Files to
which access has been given, or Project Files that have a Selective access permission level. All non-Selective
Project Files are not listed in folder contents.
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Project
4 project is the collection of all project files, people, and administrative information.
Project Administrator

The person (or persons) granted administrative rights over a project(s). A Project Administrator creates new
nember accounts and new project folders, changes permissions (access) to all projects and folders in the
yoject(s).

Project File

Any project document. These files can be in the Autodesk drawing format (DWG or DWF), Microsoft Office
iles, or virtually any other file type.

Project File List

Zach Project has Project Files associated with it. When you select the Project Files button in the ProjectPoint
3ar, all the Project Files are shown in a Details View to the right of the ProjectPoint Bar.

Sroject Member

An individual working on a given project. A Project Member may be a assigned to more than one project.

R

. Reviewed, Read
3tate of a document that has been viewed by a project member.

S

Server

Computer that hosts the ProjectPoint service. This remote computer, database, and file storage system stores
oroject information and provides access to it over the Web. The server manages this access using requests
from a client.

Site

An internet accessible storage and collaboration point for a team of people developing projects. That team may
He a company, a division within a company, or a team within a division. A single server may house one or more
oroject sites.

Site Administrator

The person (or persons) granted administrative rights over a Site. A Site Administrator creates new member
accounts and new project folders, changes permissions (access) to all projects in a Site.
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A person involved in and given access to a Site. For the AEC space this would be members of an architecture
firm, owners or clients, electrical engineers, plumbing engineers, construction engineers, etc.

T
Transmittal Set, Package

A file that contains a set of Project Files, including all associated Project Files and maintaining the original
folder hierarchy. This is useful for exchanging drawings (with XREFs and embedded images, etc.) and whole
or partial projects.

U
Unlocked
State in which a document is free to be edited.

Unread, Not Reviewed

State of a file that is new and/or has not yet been viewed by a Project Member.

Update

To choose a local document and add it to the project site as a new version of the currently selected document.
The local document does not have to have the same name as the document it is updating.

Upload

This is the same as adding a local file to the project site, so the term "Add" will be used generically to cover
this.
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9.3 GET

The GET method means retrieve whatever information (in the form of an
entity) is identified by the Request-URI. If the Request-URI refers
to a data-producing process, it is the produced data which shall be
returned as the entity in the response and not the source text of the
process, unless that text happens to be the output of the process.

The semantics of the GET method change to a "conditional GET" if the
request message includes an If-Modified-Since, If-Unmodified-Since,
If-Match, If-None-Match, or If-Range header field. A conditional GET
method requests that the entity be transferred only under the
circumstances described by the conditional header field(s). The
conditional GET method is intended to reduce unnecessary network
usage by allowing cached entities to be refreshed without requiring
multiple requests or transferring data already held by the client.

The semantics of the GET method change to a "partial GET" if the
request message includes a Range header field. A partial GET requests
that only part of the entity be transferred, as described in section
14.36. The partial GET method is intended to reduce unnecessary
network usage by allowing partially-retrieved entities to be
completed without transferring data already held by the client.

The response to a GET reguest is cachable if and only if it meets the
requirements for HTTP caching described in section 13.

9.4 HEAD

The HEAD method is identical to GET except that the server MUST NOT
return a message-body in the response. The metainformation contained
in the HTTP headers in response to a HEAD request SHOULD be identical
to the information sent in response to a GET request. This method can
be used for obtaining metainformation about the entity implied by the
regquest without transferring the entity-body itself. This method is
often used for testing hypertext links for validity, accessibility,
and recent modification.

The response to a HEAD request may be cachable in the sense that the
information contained in the response may be used to update a
previously cached entity from that resource. If the new field values
indicate that the cached entity differs from the current entity (as
would be indicated by a change in Content-Length, Content-MD5, ETag
or Last-Modified), then the cache MUST treat the cache entry as
stale.

9.5 POST
The POST method is used to request that the destination server accept
the entity enclosed in the request as a new subordinate of the
resource identified by the Request-URI in the Request-Line. POST is
designed to allow a uniform method to cover the following functions:

o Annotation of existing resources;

o Posting a message to a bulletin board, newsgroup, mailing list,
or similar group of articles;
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o Providing a block of data, such as the result of submitting a
form, to a data-handling process;

o Extending a database through an append operation.

The actual function performed by the POST method is determined by the
server and is usually dependent on the Request-URI. The posted entity
is subordinate to that URI in the same way that a file is subordinate
to a directory containing it, a news article is subordinate to a
newsgroup to which it is posted, or a record is subordinate to a
database.

The action performed by the POST method might not result in a
regource that can be identified by a URI. In this case, either 200
(OK) or 204 (No Content) is the appropriate response status,
depending on whether or not the response includes an entity that
describes the result.

If a resource has been created on the origin server, the response
SHOULD be 201 (Created) and contain an entity which describes the
status of the request and refers to the new resource, and a Location
header (see section 14.30).

Responses to this method are not cachable, unless the response
includes appropriate Cache-Control or Expires header fields. However,
the 303 (See Other) response can be used to direct the user agent to
retrieve a cachable resource.

POST requests must obey the message transmission requiréments set out
in section 8.2.

9.6 PUT

The PUT method requests that the enclosed entity be stored under the
supplied Request-URI. If the Request-URI refers to an already
existing resource, the enclosed entity SHOULD be considered as a
modified version of the one residing on the origin server. If the
Request-URI does not point to an existing resource, and that URI is
capable of being defined as a new resource by the reguesting user
agent, the origin server can create the resource with that URI. If a
new resource is created, the origin server MUST inform the user agent
via the 201 (Created) response. If an existing resource is modified,
either the 200 (OK) or 204 (No Content) response codes SHOULD be sent
to indicate successful completion of the request. If the resource
could not be created or modified with the Request-URI, an appropriate
error response SHOULD be given that reflects the nature of the
problem. The recipient of the entity MUST NOT ignore any Content-*
(e.g. Content-Range) headers that it does not understand or implement
and MUST return a 501 (Not Implemented) response in such cases.

If the request passes through a cache and the Request-URI identifies
one or more currently cached entities, those entries should be
treated as stale. Responses to this method are not cachable.

The fundamental difference between the POST and PUT requests is
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reflected in the different meaning of the Request-URI. The URI in a
POST request identifies the resource that will handle the enclosed
entity. That resource may be a data-accepting process, a gateway to
some other protocol, or a separate entity that accepts annotations.
In contrast, the URI in a PUT request identifies the entity enclosed
with the request -- the user agent knows what URI is intended and the
server MUST NOT attempt to apply the request to some other resource.
If the server desires that the request be applied to a different URI,
it MUST send a 301 (Moved Permanently) response; the user agent MAY
then make its own decision regarding whether or not to redirect the
request.

A single resource MAY be identified by many different URIs. For
example, an article may have a URI for identifying "the current
version" which is separate from the URI identifying each particular
version. In this case, a PUT reguest on a general URI may result in
several other URIs being defined by the origin server.

HTTP/1.1 does not define how a PUT method affects the state of an
origin server.

PUT requests must obey the message transmission requirements set out
in section 8.2.

9.7 DELETE

The DELETE method requests that the origin server delete the resource
identified by the Request-URI. This method MAY be overridden by human
intervention (or other means) on the origin server. The client cannot
be guaranteed that the operation has been carried out, even if the
status code returned from the origin server indicates that the action
has been completed successfully. However, the server SHOULD not
indicate success unless, at the time the response is given, it
intends to delete the resource or move it to an inaccessible
location.

A successful response SHOULD be 200 (0K) if the response includes an
entity describing the status, 202 (Accepted) if the action has not
yet been enacted, or 204 (No Content) if the response is OK but does
not include an entity.

If the request passes through a cache and the Request-URI identifies
one or more currently cached entities, those entries should be
treated as stale. Responses to this method are not cachable.

9.8 TRACE

The TRACE method is used to invoke a remote, application-layer loop-
back of the request message. The final recipient of the request
SHOULD reflect the message received back to the client as the
entity-body of a 200 (OK) response. The final recipient is either the
origin server or the first proxy or gateway to receive a Max-Forwards
value of zero (0) in the request (see section 14.31). A TRACE request
MUST NOT include an entity.

TRACE allows the client to see what is being received at the other
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10

10.

10.

10

10

10.

end of the request chain and use that data for testing or diagnostic
information. The value of the Via header field (section 14.44) is of
particular interest, since it acts as a trace of the request chain.

Use of the Max-Forwards header field allows the client to limit the

length of the request chain, which is useful for testing a chain of

proxies forwarding messages in an infinite loop.

If successful, the response SHOULD contain the entire request message
in the entity-body, with a Content-Type of "message/http". Responses
to this method MUST NOT be cached.

Status Code Definitions

Each Status-Code is described below, including a description of which
method (s) it can follow and any metainformation required in the
response.

1 Informational 1xx

This class of status code indicates a provisional response,
consisting only of the Status-Line and optional headers, and is
terminated by an empty line. Since HTTP/1.0 did not define any 1xx
status codes, servers MUST NOT send a 1xx response to an HTTP/1.0
client except under experimental conditions.

1.1 100 Continue

The client may continue with its regquest. This interim response is
used to inform the client that the initial part of the request has
been received and has not yet been rejected by the server. The client
SHOULD continue by sending the remainder of the request or, if the
request has already been completed, ignore this response. The server
MUST send a final response after the request has been completed.

.1.2 101 Switching Protocols

The server understands and is willing to comply with the client's
request, via the Upgrade message header field (section 14.41), for a
change in the application protocol being used on this connection. The
server will switch protocols to those defined by the response's
Upgrade header field immediately after the empty line which
terminates the 101 response.

The protocol should only be switched when it is advantageous to do
so. For example, switching to a newer version of HTTP is
advantageous over older versions, and switching to a real-time,
synchronous protocol may be advantageous when delivering resources
that use such features.

.2 Succesgsful 2xx

This class of status code indicates that the client's request was
successfully received, understood, and accepted.

2.1 200 OK

The request has succeeded. The information returned with the response
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is dependent on the method used in the request, for example:

GET an entity corresponding to the requested resource is sent in the
response;

HEAD the entity-header fields corresponding to the requested resource
are sent in the response without any message-body;

POST an entity describing or containing the result of the action;

TRACE an entity containing the request message as received by the end
server.

10.2.2 201 Created

The request has been fulfilled and resulted in a new resource being
created. The newly created resource can be referenced by the URI(s)
returned in the entity of the response, with the most specific URL
for the resource given by a Location header field. The origin server
MUST create the resource before returning the 201 status code. If the
action cannot be carried out immediately, the server should respond
with 202 (Accepted) response instead.

10.2.3 202 Accepted

The request has been accepted for processing, but the processing has
not been completed. The request MAY or MAY NOT eventually be acted
upen, as it MAY be disallowed when processing actually takes place.
There is no facility for re-sending a status code from an
asynchronous operation such as this.

The 202 response is intentionally non-committal. Its purpose is to
allow a server to accept a request for some other process (perhaps a
batch-oriented process that is only run once per day) without
requiring that the user agent's connection to the server persist
until the process is completed. The entity returned with this
response SHOULD include an indication of the request's current status
and either a pointer to a status monitor or some estimate of when the
user can expect the request to be fulfilled.

10.2.4 203 Non-Authoritative Information

The returned metainformation in the entity-header is not the
definitive set as available from the origin server, but is gathered
from a local or a third-party copy. The set presented MAY be a subset
or superset of the original version. For example, including local
annotation information about the resource MAY result in a superset of
the metainformation known by the origin server. Use of this response
code is not required and is only appropriate when the response would
otherwise be 200 (OK).

10.2.5 204 No Content
The server has fulfilled the request but there is no new information
to send back. If the client is a user agent, it SHOULD NOT change its

document view from that which caused the request to be sent. This
response is primarily intended to allow input for actionsg to take
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place without causing a change to the user agent's active document
view. The response MAY include new metainformation in the form of

entity-headers, which SHOULD apply to the document currently in the
user agent's active view.

The 204 response MUST NOT include a message-body, and thus is always
terminated by the first empty line after the header fields.
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