Project success is no coincidence!

A quick guide

Starting out with ‘projectfacts’

Status 2.1.2008

Successful projects are no coincidence. They are the result of prompt, methodical planning, execution,
and control. The importance of these success factors increases substantially with the increasing
number and size of projects. ‘projectfacts’ offers all the necessary features for professional
performance — it is quick, user friendly, and clearly laid out. You are given an overview of all projects
and are able to bring each individual project to a successful conclusion.

You have it all under control!

Professional time and expense management with world-wide access
Project overview with visual traffic light function and early warning system
Project management with tasks, milestones and priorities

Overview of the expenditure and income of your business

Effective reporting for strategic planning and divisional planning
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Starting out with ‘projectfacts’

‘projectfacts’ is a modern and effective multi-project management system that meets current levels of
technology and security, enabling safe, efficient work online.

Through its modular format und configurability, it can be tailored in many different ways to your
individual needs.

For your test account, some of the settings have been made in advance, without foreknowledge of

your particular situation. We have selected as standard settings those that are most commonly used.
Contact us so that we can help you to configure the system in a way that best suits you.

Telephone: +49 6151/ 130 97- 0 or E-mail: support@ projectfacts.com

As a test user, you will receive login data for two accounts, each with different rights:
W.Wichtig as an administrator and
H.Muster as a standard user.

In this simple way, you can see how the system adapts to each respective user.

Before you go ahead and test out all the system has to offer, we have compiled a few tips to help get
you started.

LI oI R L1 = 1 (o o o I TP PPPTT TP 3
TIP 2: ENLEIING YOUF PIOJECES ..ciiieiiiiiiiiiieee e e e ettt e e e e e s ettt e e e e e e s aabb e e e e e e e e s e nbbbbeeeeaaeeaanbbbbeeeeaaeeeannsrnneeas 4
LTS TR 39 oo [ 1T T i1 0 0 =0 1= T o) o] [T o S 5
Tip 4: Logging the costs and iINCOME Of @ PrOJECT .....cciiiiuiiiiiee e 7
Tip 5: Reports and BreakaOWNS ..........uuiiiie oo e e e s e e e e e e e s e e e e e e e e e e snnnnneees 8
Tip 6: Traffic light system and project detailS............coiiiiuiieiiieie e 9
TIP 7 AULNOTISALION SYSTIM ...eiiii it ittt ee e s e e s s e e e e e s e e e e e e e e s e e e e e e eeeesannsaraeeeeeeeessnnnnneees 8
IO IR A AN (o [T To [ oTo RtV 42T S 13
TIP 92 SIMPIY GIVE T @ GO eettiiiiiieieiieee ettt e e e e e et et e e e e e e e s e bbb be e e e e e e e e e nbbbeeeeaeeeeannrnneeas 13

We wish you much success and look forward to receiving your feedback!

The projectfacts team

‘projectfacts’ is the product of 5 POINT AG
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Tip 1: Initial login
On the opening page, you will see the times logged for the previous week. When you log in for the first
time, the previous week will be blank, as shown below.
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The layout of individual pages is always the same and basically as shown above. In other words, the
menu and sub-menu , workspace and filters (the general actions relating to the workspace), are
always in the same position. In this way, it is easy to negotiate your way around.

By clicking on the menu item "Settings", you can change your personal details (name, password, etc.).
You can also add the system to your favourites by selecting the designated button; in this way, you will
be able to log on quickly from your computer without entering your password.

Wser data
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Tip 2: Entering your projects
Input those projects you wish to view and manage. You can create a new project by clicking on the
menu item "Projects" and then under "Actions" (below left).
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A project is created in two steps. In step one, the basic features of the project are requested; these
include the name, customer, and/or the type of project.

In your test account, the company 5 POINT AG has already been entered as an example. (You can
add further companies yourself under Admin/Customers).

Creating a project: Step 1

Pr

At the moment, there are three designated project types: F-projects (fixed price projects), W-projects
(ongoing maintenance projects) und TG-projects (day to day business). You will be able to create
other project types later via the menu item "Administration*.

You will then see a dialogue tab, in which you can briefly outline the project, and enter the times and
planned budgets. The new project is created by clicking on "Save".

Creating a project: Step 2
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Tip 3: Logging time on a project

By clicking on the menu item "Home", you are able to select the day you worked. Simply click on the
relevant section with the mouse. You will then see the "My Day" page, which enables you to view and
edit activities for that particular day.
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On this page, there are three options enabling you to book time on a project:
A: Via the "New activity" link (on the left under general "Actions"),
B: Via your top "Tasks"
C: Via your "Favourites* (both shown on the right).

A: Via "New activity"

Click on "Actions" and then under "New activity". This produces a list of active projects; just select the
desired one by clicking with the mouse. You will then see a dialogue tab with input fields for date,
department, category, and time booked. Under "Department”, you are able to select the company
department, and under "Category” the main focus of your activity (you can change the entered
examples by clicking on Admin/Categories). In the field "Time booked", you are able to input the length
of time taken for your activity (e.g. 1h30 for 1,5 hours).
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B or C: Top "Tasks" or "Favourites"
Simply click in the appropriate list on the desired task or project. The booking dialogue tab will then
open, as the project has already been determined by your choice.

You can file repetitive activities as favourites (also see the "Favourites* menu item).
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Tip 4: Booking the costs and income of a project

You are able to manage expenditure and income for every project. The system differentiates between
actual expenditure/income, and planning data.

Booking money on a project is just as easy as booking time. Instead of the clock icon &, simply click
on the icon displaying the Euro symbol &

It is easiest to book money via the "Home/My Day" link. The following dialogue tab is used for booking.
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Each booking is determined by the project, income/expenditure, bank account, the amount, and the
date. Further data can also be added, such as the invoice number or a description.
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Tip 5: Reports and breakdowns

Via the menu item "Reports”, you can find out detailed information on all projects, co-workers,
finances, and customers.

There are various reports available:

Activity list List of all activities.

Activity breakdown Breakdown of activities concerning projects, co-workers, and

customers.

Activity evidence Customer report for external invoicing.

Finance list List of all income and expenditure.

Activity breakdown Breakdown of finances concerning projects, co-workers, times, und
bank accounts.

Labour time Breakdown of work, holiday and sickness time.

Department/category  Breakdown of company departments and focal points of activity.

breakdown

Each report can be configured according to your own requirements. The data at the bottom can be
organised at any time via the filters. By clicking on "View", you are able to determine how the data is
presented.

All data can be exported into Excel and printed.

Example of an activity breakdown for the previous month on a weekly basis:
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Note:
By clicking on the doctoral cap icon, you can switch your search to expert mode. In this mode,
there are more filters and index possibilities.

Example of a finance breakdown for the previous year on a quarterly basis:
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Tip 6: Traffic light system and project details

By clicking on the menu item "Projects"”, you will be able to view all projects according to their traffic
light status, as well as various details concerning the planning data and first data.

By clicking on the appropriate links, you can discover detailed information about the project. The
system differentiates between "Project course®, "Activities”, "Tasks", "Finances”, "Co-Workers", and
"Rights”, all of which can be viewed and edited via the tabs.

On the overview page, you are able to see how the project has progressed over time and who has
worked on it.

In principle, the "Project Course" link shows the history of a project. Under "Actions”, you are able to
add various other aspects, i.e. the project status, changes to the plan, milestones, etc. The most up-
to-date aspect is used to indicate the overall view of a project. For instance, priorities can be entered
on a monthly basis. In that case, the project details would show how priorities had changed during the
course of the project; the "Overview" list of projects would show the most up-to-date priority.

The "Activities" heading shows all time bookings that have made for the project.

The "Tasks" field allows you to define sub-projects, sub-tasks and other tasks. An optional heirarchy
can be created. Each task, in turn, can have sub-tasks.
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A new task can be created by simply clicking on "Create sub-project“. This will be attached to the
current task in the form of a sub-project.

Note: The option to manage sub-projects can also be switched off.

The assignment of responsibility for particular tasks and the decision regarding who works on what,
lies with the authorised parties. You can find more detailed information about this in the next chapter,
"Authorisation system®.

Important information:
In order to make a booking on a project or sub-task, you must be an authorised user.
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Tip 7: Authorisation system

‘projectfacts’ has a detailed system of authorisation that can be adapted to your individual needs.
Rights range from "general“ to "specific*:

A: Basic rights for user groups
B: Project rights for user groups
C: Task and authorisation rights

Note: The authorisation levels B and C can also be switched off.

Basic rights for user groups

The basic rights determine who is allowed to do what, and which menu items are available to whom,
for example, whether user XY is allowed to view or work on projects.

Basic rights are controlled by the user groups. It is possible to create any number of user groups to
which certain rights are assigned, such as a report or a particular menu item. Users can be assigned
to a number of user groups; in this case, rights are accumulated. Basic rights can be edited by clicking
on "Admin“/ "User Groups".

Project rights for user groups

Rights at project level are assigned via the "Project Rights" link. These rights can only be assigned at
project level and to user groups.
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There are 7 levels available:

No rights — Hidden

Level 1 — Visible

Level 2 — Summary

Level 3 — Detailed display

Level 4 - Editing sub-projects and tasks (Manager)
Level 5 - Editing main project (responsibility)

Top Level — Assigning rights

Project rights can be edited under "Projects"/ "Project Details"/ "Rights”.

Task and authorisation rights

The most advanced method of assigning rights is used for task and person specific rights. This is used
to establish what a particular authorised user is allowed to do within a sub-task. It also establishes
who is allowed to work on a task.

By selecting "Projects"/ "Project Details"/ "Co-Workers", different roles can be established per task:

Accountable — Responsible for the result and is allowed to close a task
Manager — Allowed to determine authorised users and create sub-tasks
Authorised user — Allowed to make bookings on a task

The "Accountable* and "Manager” roles are handed down; that means that someone who is the
Manager in a higher-ranking task has all rights pertaining to lower-ranking tasks.

In the example, both W.Wichtig and M.Muster are authorised users and can make bookings on a
project. The project can be viewed under "Home"/ "My Day" in the "My Tasks" window. W.Wichtig is
registered in the "Responsibility” role and can change a project and also create a sub-project.

Note:

Project rights and authorised rights are complimentary rights, i.e. either is sufficient. Authorised
users are individuals, and project rights refer to user groups.
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Tip 8: Adding co-workers

Co-workers can be added via the "Admin“/“Co-Workers" links. For each co-worker, you can specify
their internal hourly rate. This is used for income statements in reports.

Times can be booked for active co-workers. If you want a co-worker to book their own time, they can
be assigned user access by selecting "User Access”. Warranties can also be assigned via the "User
Access" link. This happens via the user groups, where precise rights can be assigned for each menu
item. Users can be in more than one user group at any given time. Rights are accumulated in this
instance. It may sound complicated at first, but it allows you a high degree of freedom when assigning
rights. Co-worker data can, for example, remain within the system even after user access has been
locked or removed.

To add a new user, you need to follow these steps:

Add a co-worker via the "Admin“/“Co-Workers" links

Assign user access to a co-worker via the "Admin“/“User Access" links.
Assign user access to user groups (click on the # icon)

Send access data to a user (& icon)

PR
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Tip 9: Simply give it a go
This is the most important tip! Just take time to try everything out. Nothing can go wrong; if in doubt,

your entries can be deleted again at any time. If you get lost somewhere along the way, you are
welcome to give us a call on 06151 / 130 97- 0.

Our contact details

5 POINT AG
Heidelberger Str. 55-61
64285 Darmstadt

Tel: +49 (0)6151/13097-0
E-Mail: support@projectfacts.com

Internet: www.projectfacts.com; www.5point.de; www.teamspace.com

Your notes
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