LiveProject Collaboration Quick Start

Login to Your LiveProject Collaboration Account
To get started you should receive an invitation email from your account administrator that will contain your username
(email) and a temporary password. You will need these to login to your LiveProject account.

Armed with your username and password, go ahead and start LiveProject. Once started; click on ‘Login to LiveProject
Server’ and enter your credentials and click on the ‘Login’ button as shown below. During your first login, you will be
asked to update your password and other account information.

Note: As long as you leave ‘Auto-login’ checked LiveProject will automatically log you in the next time you start
LiveProject.

Tools  Window  Help | Login to LiveProject Server |

by
ects | Tasks [Entry] = Resources [Entry] - | Group [No Group] - 5 Filter [Default (no filtering)] - W= A

Login to LiveProject Server. This will enable you to share files on the
LiveProject server as well as make changes to your Project files,

SharePaint | Explare Server | Manage R
————— |

& LiveProject login @lﬁ
Account + Configure -

Login

Fleaze enter your Email and password:  (Team and Colisbormtion versions only)

E-mail: manager@kadonk.com -

Fassword: sessssss|

[7] Austo-login Forgot vour password?

| Login | I Skip login - Fremium Viewer

_| 3
Login to LiveProject server using your given credentials,
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Find and Open Your Project Plan(s)

Your manager has probably already shared some project plans for you to view. To find those projects, select the ‘Explore

Server’ tab to show the shared folders and documents on your account. You can then browse them just like in Windows

Explorer. To view a given project plan, just double-click on it.

@ LiveProject Project Collaboration {manager@kadonk.com) | ——— - =L L]
File . Froject  SharePoint  Tools  Window  Help Refresh
ﬁv = |_| Add new file E%Create new folder
| Project Portfolia | Project Viewers I SharePoint | Explore Server | Manage Project Suggestions I Manage Users | Help |
El- | Acme Comoration MName : Size Managers Tvpe Diate Modffie
| 3d party fold
EJ g e |, Test Folder manager@... Fie Folder 7/31/2008 1
_____ t Cortractors @ AddTaskTestmpplpsec  417KB manager®.. LiveProject File 8/11/20109
_____ j Customer @ LddTaskTest-2mpp 352 KB manager@.., LiveProject File 4/8/2005 1.1
..... | Customer2 @ COMCONST mpp 544 KB manager@... LiveProject Fle 6/1/2010 11
% | Demonstration [ Canstruction Demo.mpp KB manager@. LiveProject File 8/4/2010 2.4
-, Jar's folder @ Duration Tests 114 KR LiveProject File 5/7/2009 11
----- | LiveProject Documentation @ EXCHANGE ‘lfﬂz'l‘jatmedn.g'ﬂrg’:nﬂ;ﬂ:pcfka dork oo | LiveProiect Fie 5/4/2009 7
----- | MS Project Server Deployment W Newsletier 2.d T = { ueProyocs Fie M Microsoft Office Wor...  8/7/2009 81
----- 10 New Folder @ Project Acme Size: 624 KB LiveProject File 4/5/2010 12
----- J. OC Demn @ Project Demo. ﬂﬂdj;edi g{’ 325_13 24535 P LiveProject File 8/12/2009 2
----- I Team 1 @ SOFTDEV mpb e s woreeet LiveProject File 7/14/20109

View and Update Your Tasks
Now that you have opened your project plan, you can review the project plan and view the tasks that have been
assigned to you.

(@ LiveProject Project Collaboration (manager@kadonk.com) P — - ==
File Project SharePoint  Teols Window Help (2 pending suggestions, 0 new tasks ) 121 tasks [biisuy X
5+ &b | Detach | Select Projects | Tasks [Entry] - | Resources [Entry] ~ | Group [Ne Group] = ¢ Filter [Default (no filtering)] ~ V= Auto-filter & Secure 4 Alarms [Inactive] -
| Project Portfolio | Project Viewers | SharePaint | Explore Server | Manage Project Suggestions | Manage Users | Help |
% Construction Demo mpp
Dashboard | Tasks | Task Usags | Resourcs Usags | Calender | Resources |
F F | & = Timescale ~ | [All Tasks] - Search |
+ Show Construction Deme.mpg : [All] : Default (no filtering) Hise 4
313112008 22N
| k Bpril May June Tuy August | Seplember | Ociober | Movember | Dscember . Janvary | Febmay | March April May Jure July Avgust S'EWa'nber October * Nowember © December © Janiay 1
Il —— 1 i
| 13% 8T%
| D @  TaskName % Complete Duration Start i | T July 25,710 Augus1, 10 August8,”
i T|W[T[F[S|[S[M[T|IWI[T[F[S[S[M[T|W[T[F[S|S[M[T W]
W [ 10 |+ New task 100% 1.5 days 7A6/2010 | Architect
Wil |~ Securs plumbing pemmit 100% Odays 7/15/2010
12 |v B Secure HVAC pemmit 100% 2 days 7/16/2010  |=
13 |V Some new task not in original project 100% 2 days TNBR2010 Architeqt
1 |3 New task yet again 0% 1day? 16200
1= |3 Secure miscelaneous permits 0% 0 days. TN52010
16 B Ste Work 0% 4 days 772272010
17 |03 Clear and grub lot s % 1 day 7/22/2010
| 18 |4 Install tsmporary W 0% 1day TIR62010
N 15 Install underground 0% 1day 21210
20 B Foundation 0% 42 days 7/28/2010
21 Excavate for foundations a% Idays 7/28/2010
2 Form basement walls 0% 13 days 2/2/2010
23 Place concrete for foundations & basement walls | 0% 12 days. 8182010
tHE Cure basement walls for 7 days 0% 7 days S/6/2010
% Strip basemert wall forms [ 2days 9152010
26 Waterproofiinsulate basement walls. 0% 2 days SMT/2010
27 Perform foundation inspection 0% 1 day 9121/2010
28 Backfil foundation o 2days 9/22/2010
29 & Framing 0% 24 days 9/24/2010
£ Frame deck 0% 2days 9/24/2010
4] it ] v « = v
Ready
=
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To make a change to a task, such as your status update, just double-click on the selected task to enter ‘inline edit mode’.

In inline edit mode you can make changes and optionally send a comment to your manager regarding your change.

Click ‘Done’ to send the change to the manager. At this point your change is in ‘pending’ state and will be waiting for

the project manager to review the change and either accept or reject it. You can see pending changes highlighter in blue

as seen below.

14 |4 Mew task yet again. 0% 1 day? 7162010
158 E Secure miscellaneous permits 0% 0 days TH52010
16 B Site Work 0% 4 days FF22/2010
17 |4 Clear and grub lot T | 1 day 7/22/2010
Comments: 1 day TI26/2010
Done 1day FRET2010
Eoncel 42 days 77282010
I days FrARS2010
Task Information
13 days 8/2/2010
Add Comment: 12 days &19/2010
Some comment. B 7 days e2010
2 days 5/15/2010
N 2 days SM72010
15 E Secure miscellaneous permits 0% 0 days THM52010
16 =2 Site Work 0% 4 days 772252010
17 |4 Clear and grub lot 100% 1day Tr227A0
18 E Install temporary power service 0% bg 1 day TI2612010
19 Install undenground utilties Task: Clear and grub lot
20 B Foundation 0% % Complete: 100
pal Excavate for foundations 114
The ariginal value is ‘0",
2 Form basement walls 0% Suggested value of '100".
23 Place concrete for foundations & basement wall: | 0%

Sent by manager@kadenk.com at 9/7/2010 5:07:29 PM

When a change has been accepted it will be highlighted in green as shown below (red for rejected changes). To clear the

completed suggestions from the plan, right-click and select ‘Suggestions->Clear all completed suggestions’.

14 |4 Mew task yet again. (1y4 1 day? ?ﬂﬁ.&ﬂg ot

15 E Secure miscellaneous permits 0% 0 days THM520

16 B Site Work 3% 4 days F22/:

17 | Clear and grub lot 100% " 1day T2

18 E Ingtall temporary power service 0% by 1 dav T

15 Install underground utilities 0 Task: Clear and grub ot

20 = Foundation 0% % Complete: 100

21 Excavate for foundations 0% The orginal value is T

22 Form basement walls 0% Suggested value of 100",

23 Place cencrete for foundations & basement walls | 0% iirlikp]ire;ﬂE;iﬂ;%;z:gz:;;ﬂ:mm 3t 9/7/2010 5:46:51 PM.
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Managing Project Suggestions (Project Managers Only)

As the manager of a project, all suggested changes by your team will come to you for review.

To manage any pending suggestions just select the ‘Manage Project Suggestions’ tab. You will then see a list of projects

for which you have pending suggestions to review.

Select a project and LiveProject will load the project plan below. You can then review the changes and either accept or
reject the changes. Once you are done, click the ‘OK (Update Project)’ button which will make LiveProject launch MS
Project, open the project file in question, update the project with any accepted changes and then save the project plan.
You will then be asked to publish the updated project plan to LiveProject Server.

Note: To be able accept changes you will need to have access to the original project plan and have a valid installation of

MS Project (2000 or newer) on this machine.

- 1
@ LiveProject Project Collaboration (manager@kadonk.com) ﬂlﬁ
File Project  SharePoint  Tools  Window Help Refresh
- Vs
o ——
Project Portfolio | Project Viewers | SharePoint | Explore Server | Manage Project Suggestions | Manage Users | Help |
List of all projects with suggested changes:
Project Mew Tasks New Resources  Task Suggestions  Resource Suggestions  Modified Local path Full Path 5]
AddTaskTest. mpp 0 0 10 o 8/2/2010 120... C:\Projects\SfAdd Task Test.mpp “Acme Corporation®Ja
COMCONST mpp 1 0 (1] 1] 6/1/201011:0...  C:\Projects\COMCONST mpp “Acme Corporation’\De =
Construction Demompp 0 0 1 0 9472010 2:46... C\Projects\Construction Dema mpp ‘Aome Corpomtion\DeE
Project Demo mpp 1] (i} 2 o 8/12/2005 85 . C:\Projects'\Project Demo mpp “Aome Corpomtion"-@(:,,
SOFTDEV.mpp o 0 110 o 7142010 5:2..  C\Projects\SOFTDEV mpp “Aeme Corporation®.De
Srftware develonment n 1 i} 1 n AN ERR _ C\Prmiscts’\Softwars devalnnment nl “Aeme CamarstioniTe T
4 i 4
Project: Construction Demo.mpp
asks | Resources |
; Shem L1
| o @ Task Name Duration Start Resource Names-  Outline Level % Complete |
(1 |E Single Family House - Architect Design (3.000... 488 days?  [3/31/2009 | |1 [13% ‘ |
16 | B Site Work |4 days | 772272010 [ |2 o 1= [
7 @ | Clear and grub lot [1day |7/22/2010 | Site excavation c... |3 | 100% I |
2 |
| Task: Clear and grub lot
% Complete: 100
View Values Manage Suggestions
1 Show all 71 Show current [ Reject all | [ Accept (No conflicts) ] The original value is '0°,
- - Suggested value of 100",
@ Show only changes @ Show suggested [ Clear all | { Show Legend ] ——— Sent by manager@kadonk.com at 9/7/2010 5:07:29 PM
OK {Update rroyesy T J|
Ready
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Viewing Features

Viewing Multiple Projects
Do you have tasks you need to track in multiple projects? With LiveProject you can not only view them separate in their
own tabs, but you can also view multiple projects within a single viewer making it easier than ever to track your tasks!

To do this, click on the ‘Select Projects’ toolstrip button:

iveProject Premium Viewer

e Project  SharePoint  Teools  Window

= | Detach ||Select Projects | Tasks [Entry] =
ect Frtol | Poiet Vienes | seport | e |

* Software develonment nlan 210 mon |

Then select the desired projects. Note: You will initially need to either Browse or Search for local projects to add them to
the list of Available projects.

@ Select Projects ﬁ

Select projects to show in this viewer:

Browse for local projects
Selected (2 projects) Lwailable (1 projects) Search for local projects

C \My Project=\Software development plan 2010.mpp [D C:\My Projects’Construction Demo mpp [Data loaded]

Projects\Construction Demo mpp Eam loaded

4| i k

“Projects will be shown in the order listed

Your viewer will then display information from all the selected projects as you can see below:

2 Multi-project view |

| Dashboand | Tasks | Task Usage | Resource Usage | Calendar | Resources|
“F T | % 4 Timescale - | [All Tasks] - Search
¥ Sl [Software development plan 2010.mpp. Construction Dema.mpp] : [All] : Default (no filtering) Hink= 2o
2004 82010
} 2004 2005 2008 2007 2008 2009 2010 I
- NN -
% 6%
- ] 2004
D e Task Name Project | 1stQuater | 2nd Quarer [ 3rd Qua
Dec|.|an [Feb [Mar [ Apr [May [Jun | Jul [Aug
89 | |2 Post Implementation Review | Software development plan 2010
90 | | Document lessons leamed | Software development plan 2010
? | | Distribute to team members éSoﬂware development plan 2010
52 Create software mairtenance team ;Soﬁware development plan 2010 [
?. Post implementation review complete | Software development plan 2010
94 Software development template complete iSoﬂware development plan 2010
1 = Sngle Fan nuse - Architect Desig 115" Construction Demo lkv
2 E General Conditions Construction Demo w
3 E Finalize plans and develop estimate with owner, a... | Construction Demo General contractor[50%]. Archite
4 Sign cortract and notice to proceed | Congtruction Demo o Arehiteck-Oy
4 = I | : ¥ b
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Customize Your Viewers

Configure Columns

By default, LiveProject will use the columns defined in the Project plan. To change the columns, just right click on the
column header and customize your columns using the ‘Insert’, ‘Remove’, ‘Move’ and ‘Configure’ options shown below.

Insert Column

Cor

an Start

i days? 61,2010

? 6/1/2010 | 4=

i 61,2010 =,

3 6212010
6/2/2010

ays 64,2010

? 69,2010

F‘.er‘nn:n.relzétart' Column
Move 'Start’ Left
Maove 'Start’ Right

Configure Viewer Columns and Settings
Save Current Columns As Default

Task Information...

To quickly toggle between Project defined column sets and your own, just select the desired configuration from the Task
table toolstrip as shown below.

b PRI e v

ects || Tasks [User defined] v| Resources [E
Share Current user defined [ E [
Default user defined
Cost _E
e | B °
Entry
e~ || .
Hyperlink |
Schedule
Summary |
¥ . Al
Tracking
- Usage
—_— Yariance —
18 Work T
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Apply a Filter
Filters allow you to easily limit the information you are viewing making it easier for you to see the relevant information
especially when viewing large projects. LiveProject offers a variety of filtering options:

Auto-Filters

Quickly apply a filter for the current view similar to Excel. You can have multiple Auto-Filters activate at a time. To
deactivate one, just select (All) from the drop-down.

1] ~|%=Auto-filter | 5 Secure db Alarms [Inactive] - Resource Contract
h‘ =

MNameas = #H

4{ Click here to toggle auto-filters on/off for this viewer. } -{Custnm} 5
—— Analyst -
| Appliance ractor
Architect C[in?t
' ——+ Billy —
Concrete contractor

m

Advanced Filters

Advanced filters allow you to create more complex filters that apply to all the views instead of just the current view. Just
click on the Filter[xxx] button to configure existing or to create new filters. Then select one from the dropdown to apply

ipl = | Filter [Default t§0 filtering]] v|V= Auto-filter | 1) Secure A\ Alarms [Inactiv

N pEe Click here to configure the filters for this viewer or choose a

To Do filter to apply from the dropdown.
Alphabetic

Filter: Default (no filtering)
Project Milestones T

Late tasks

ware development plan 2010.mpp, Construction D

Future tasks

Quick Filters

Quick-filters allow you to apply a simple filter to the current view such as a resource filter.

> Multiproject view |

| Dashboard | Tasks |Tasl-: Isage I Resource Usage | Calendar I Fbascurces|
*F B | #% = Timescale - W‘
» Show [All Tasks]
17172004 [Completed Tasks]
FtF s ier e ey Jun 10 [Incemplete Tasks] i Jon Jul Am S
ek — [Late Tasks]
4% [Critical Tasks)
D <) @ | Task Name FIEEE | Froect
e FEr— Appliané@?contractor |
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Charts and Reporting

LiveProject offers a variety of analytical information through our Project and Project Portfolio Dashboards.

@ LiveProject Premium Viewe - Y B I
{local fle) 214 tosks il >

File Project SharePoint Tools Window Help
[~ = | Detach | Sclect Projects | Tasks [Entry] ~ | Resources [Entry] = | Group [Mo Group] + ¢ Filter [Default (ne filtering)] ~ W= Auto-filter ) Sccure d Alarms [Inactive] =

Project Portfolio | Proiect Viewers | SharePoint | Help |

% Multi-project view
Dashboard | Tasks | Task Usage | Resource Usage | Calendar | Resources |
Charts - 55 B85 888 Hide
0 | Software development template complete | 11/82010 | 1182010 | Odays {No baseline available)| <None> ‘ ‘ -
® | Construction Demo 12004 | 102612009| 1518 days || Ontarget <Nane> :
° ‘Secure foundation permit 112902004 | 172902004 | Odays Ontarget <Mone>
® Secure framing permit 1292004 | 102902004 | Oidays On target <None> i e toundation permit
. Start date; 1/29/2004 B
Secure plumbil t 112002004 | 172902004 | © On target <None> / £
* il e o Finish date: 1/28/2004 |7
[ Secure HVAC permit 1/29/2004 | 1/29/2004 0days On target. <Mane> Duration: 0 days
Health: Ontarget. -
% Complete: 0 =
Work Timeline ) & Milestone Progress Notes: <None> ks OpenfClosed &
Options - | | Za | & L) @ x Options ~ | =4 | b B2 | & E ] B x| | Options~ ||l Ba & E @ x
Work s Actual Work == Lste = Ahead Planned —— Baseline = Actual Open ~— Closed
4000 ; | 100% 60 |
| 80%
3000 it
¢ Expectedactal. | o
= ¥ B0 %
= 2000 o
§ ’, 0% A
Currentacha.. 7 20% I I ; | b
[ v, b | { t |
e e e 0% L L ! 0 W‘-—T‘Q
| 1/1/2006 1/1/2008 1/1/2010 1/1/2006 71/2008 1/1/2010 1i[2006° il 17172010
Resource Work Load Timeline - Trainers & || Work Losd Timeline % | TeskStatus 2
Trainers - Options - | 3 | [ B3 | & & & @ x Options - | & | [ 23 | & E B X | |4 Options~ |3 | Za| % & & @ x
Work s Actual Work Work s Actual Work M Late [IFutre [ InProgress N Complete
200 ) 1200
o 1000 ;
£ 1 £ 800 g 'l
s i 2 hi I
= 100 = 500 §
o T 5 F
= | 2 4m -4 l'
. 1
1 200/ JAem ok
0 Bt =

Ready

To quickly copy a chart to the clipboard, just click on the ‘Copy’ button on the chart toolstrip and the Paste it on to the
desired destination such as email, document or perhaps even your PowerPoint presentation generated by LiveProject

(see below).

Wwork Timeline

Options - lj H Y ‘%‘ ‘jq?'

4000:
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Exporting
LiveProject offers the ability to export the project data into other formats. To export data, right-click on the viewer and
select Export->Selected (or All/Unselected) and then the desired type of export. ‘Selected’ option will allow you export

the currently selected tasks/resources, Unselected will export all tasks/resources except those selected and All will
export all tasks/resources.

1 . Z1
Gantt Settings 2 ‘ ‘
2
| Export v Selected 3 Email
Show Legend Unselected  » | PowerPoint 1
2 days 7121/2010 71232010 All r Excel .
| r ] " Cornma Separated Values {(CSV) File
Email

Allows you to create template based emails from the selected project data. You can edit your templates by clicking on
the Manage Templates button. Press F1 to learn more about the templates and Email exporting.

. = =15
Preview Email @ Mail terplates management @ Eai emplate.scaip —
Select Email sccount: Defait (MAP]) - Manage accounts ] E'“i",'ﬂ"“ﬁ Template name: I
Use Email template: | Delailed Taskist - [ Manage templates | Shnrt Taskllst P
o 5 Stetus Update (s
i prEvEn o <R Email Address>
from: CDW template
oc: <P Marager>
i o Project Manager:Analyst Bily
bee
<
| 59‘ as default subject: Regarding <P:Title>, please review |
bec
= body
subject:  Regarding Software Development, please review | e oars foms
bordy The following tasks needs your attention: <T:D>
Dear Project ManagerAnalystBily. 2
= <LPGROUP>
The following tasks needs your attention: 1819222324 3 TASK: <T-Task Names (ID: <TiD3}
| Start Date: <T:Start>
- || End Date: <T-Finish>
TASK Deveion oiinay bude 1018 Duration: <T Duration>
Start Date: 7/12/2010 Assigned to: <T-Resourcs Names>
End Date; 7/15/2010 || % complete! <T:% Complete> %
Durstion: 2 days
Assigned to: Project Manager <LPGROUP>
% complets: 100% %
Regards,
TASK:Review software speciications/budget wih team (D 19) . i
Gel more templates Cancel | [ Send Email Gel more templates [ ok Cancel
PowerPoint

Allows you to create template based PowerPoints from the selected project data. To get started, click on the Get
Templates button which will allow you to save the sample templates provided by KaDonk to your chosen location. You
can then edit the templates as needed for your needs. Press F1 to learn more about the templates and PowerPoint
exporting.

Export to PowerPaint Presentation @

Select a power point template to use and then click Export.

Template PPT: [.:Z;'xUSE:fS;ﬁJEII'i;'-.DDCUMEF&S;‘xKEIDﬂﬂk;'-.U'l.l'E.Pl'DjEC.‘t 'I;emplat.es‘xl_.FTempIEite-Tas Browse

Get Templates [:f? Get more templates I Export | | Cancel I
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Excel/CSV

Allows you to export the selected project data into Excel or into a csv file. To get started, just select the desired options,
specify the output filename and click Export.

Export to Excel Spreadheet |@
Excel Bxport
[¥] Export tasks Sheet name:  TaskData Range name: Tasll:.hange
[¥] Export resources Shestname:  ResourceData Range name: ResourceRange

[T] Export change history  Shest name: 'I:.';sk:—i.si:c-r,'Datc'; Range name: | TaskHistoryFange

Exccel file: Browse...

Export Options
[#] Include header row Maintain cutline indentation

Task Options | Riezource Options | Change History Optiunsl P
g
Select columns for task export,  [7] export all task columns  [] or export current viewer task columns.
@D 7] Actuz \Work [ Child Tasks [ Costd
[¥] Indicators [[] Assignment [T] Complete [F] Costs
[¥] Task Name [7] Assignment Delay [] Constraint Date [[] Caste
[7] Active [7] Assignment Units [] Constraint Type [7] Cast?
[7] Actual Cost [7] Baseline Cost [] Contact [7] CestB
[7] Actual Overtime Cost [] Baseline Duration [ Cosat [[] Costa
[7] Actual Duration [] Baseline Finish [ Cestt [[] Cost10
[7] Letual Finish [] Baseline Start [ Cost2 [[] Cost Variance
[ Actual Start [] Baseline ‘weork [F] Cost3 [7] Created
1 | 1 | 3

Get more templates I Export H Doge

Help/Comments/Suggestions

For context sensitive help, just press F1. You can also find some common topics addressed in the Help tab or on our
website at http://www.kadonk.com.

Also, feel free to contact us at support@kadonk.com.
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