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1 Introduction

1.1 General Information

WINPLAN++ online is the advanced version of the plan and document management system
WINPLAN++ classic that has been used for many years by a large number of architects and
engineers, construction and prefabricated component companies, project managers, real estate
management companies, and building owners. During a construction project, WINPLAN++
online allows you to exchange data and information via the Internet.

WINPLAN++ online brings together a community of any number of participants in a project.
Depending on their particular tasks, these participants can upload data from their local locations
to the project server in order to make the data available for the public, or download data for
further editing. WINPLAN++ online allows users to define workflows for each individual action.
When a particular action is selected (e.g. the addition of a new plan or index), these workflows
trigger further actions (e.g. the notification of other participants). In addition, tasks (ad hoc
workflows) or reproduction orders can be defined at any time. WINPLAN++ online constantly
logs any and all actions and operations in its database in such a manner that they can be fully
tracked.

When a new project is created, the participants involved in this project are assigned access IDs
and rights on the basis of their particular tasks as well as addresses, contact names, and email
addresses. In addition, each participant is assigned one or more workspaces where he or she
can store data. A project coordinator or administrator is selected who is entitled to make further
settings (assign privileges, define workflows, etc.). For security reasons, users may change their
passwords at any time.

In order to use WINPLAN++ online, you do not need to download or install any software. The
only software you need is a current standard web browser (Internet Explorer, Mozilla, Safari,
Opera) running on Windows, MacOS or Linux operating systems.

Depending on the browser used, the following advanced settings should be set when using
WINPLAN++ online:

Add website to trusted sites

Allow cookies

Enable JavaScript

Disable pop-up blocker

Bypass proxy server, or make sure that the configuration of the proxy server ensures the

permanent flow of data.
If your company uses a proxy server that cannot be bypassed, please contact our hotline for
information on the correct configuration.

WINPLAN++ online displays plans and documents using a special preview feature. If you want
to display a detailed version of your plot files, we recommend a local installation of the “Plan-
View” plot viewer. Acrobat Reader, which can be downloaded free of charge, is recommended
for the display of PDF files. Further viewers can be made available depending on the project.

This short guide refers to the delivery state of the German language version of WINPLAN++
online version 1.9.x as of May 2010. Due to constant further development of the software, new
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foreign language versions, and/or company- and product-specific adjustments, the actual user
interface might look different from the illustrations shown in this User Guide.

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective
button will not be displayed on the screen.

1.2  Using the Software

The page contents of WINPLAN++ online are transferred via Internet to the respective servers.
This is why the speed of the application is dependent on your local Internet access. When
working with WINPLAN++ online, please always wait until a page has been completely loaded.
Although it is possible to open several WINPLAN++ online windows at the same time, this does
not lead to increased speed, in particular with regard to uploading files.

Please make sure that you use only the WINPLAN++ online navigation buttons when navigating
the program, not the navigation elements provided by your browser. Also, always quit your

current WINPLAN++ online session by logging out using the button. Do not just
close the browser window.

All actions carried out in WINPLAN++ online are started by a single click on the respective
buttons or links. Avoid using double clicks, because this might start the action twice.
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2  Login

Opening WINPLAN++ online is project-specific.
You have Demo access to the software at www.winplan-online.de.

T — di <[ < NP Gooie o

¢ Favoriten | B WINPLAN++ online (http://www3.winplan-enlin..

Login screen

Please log in using your user name and password. For logging in, use the access data that
were assigned to you in the “Welcome to WINPLAN++ online” email or that were otherwise
submitted to you. We highly recommend that you immediately, preferably during your first
session with WINPLAN++ online, change the assigned password to a password of your choice
by selecting Settings/User configuration. Avoid using numbers in a row (e.g. 123), names of
family members, or other words that can easily be figured out.

If you wish to access our demo server for test purposes, please contact NetzWerkPlan for the
corresponding access data.

Usually, a participant (e.g. a planning office) is assigned only one access to WINPLAN++
online, even if several employees are involved in the management of plans and documents.
Please make sure that the access data are treated in a confidential way when you forward them
to your employees. NetzWerkPlan does not assume responsibility for any data changes, da-
mages, or any loss of data resulting from the transfer of access data to third parties.
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3 User Interface

3.1 Select Project Screen

If you participate in several projects managed via the WINPLAN++ online server, the first screen
that appears displays the Select project page. This page lists all projects which you can access.
It also tells the administrator which participants are currently logged on to the system and
provides him or her with other valuable information about the current sessions. Furthermore, the
administrator can use the mask to send a message to the logged in users. If you participate in

only one project, you will not see the screen shown below.

Order of sorting  Number + Humber of lines per page 10 « | || Search |

Select project

You are involved in several projects. Please select one project.

Number 100481
Name of project Neues Birogebdude NetzWerkPlan

Activity High
Participants 23
user 14
Objects 532

Last Login 08.03.2010 16:07:00

Number 107384
P ; Name of project Neubau Schwimmh

Activity Central
Participants 11
user 6
Objects 78

Last Login 08.03.2010 16:14:07

Number 10G001
Name of project Rathaus Berlin

Activity Low
Participants 25
user 15
Objects 200

Last Login 08.03.2010 14:39:29

| Logout |

Select project screen

Select the desired project by clicking on the corresponding row.
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3.2 Welcome screen

Once you have successfully logged in, the Welcome screen appears. This screen offers you the
latest information at one glance. This information includes:

Tasks and events

Latest messages

Latest plans

Latest documents

Latest logs (if released in your version)

Defects/Agenda items (if released in your version)

News about the program

Additional information:
0 Unprocessed data packets during batch transmission
0 Info on software version

In the case of the first four topics, “latest” refers to a time period of seven days. By default,
10 entries per topic are displayed. If there are more current entries, click on the link (e.g.
“(10 of 27)") to display the following pages.

WI“PLA Project: 000481 Neues Birogebdude NetzWerkPlan Wednesday, 15 05 2010 171540
y@ Participant: Architekt — o
[ i [Stertpage | Clisboard | Remindar | Participants | Calandar | Lists | Ssttings | Hsle

:j""""‘*“"""“’" ) l“‘a”s ” Documents l Legs [Defe:rs " Agenda iterms ” Massages " Batch transmission " Search }

B __|HLS-Planung {6/1/%)

B _ |Elextroplsnung (21/0) ‘Welcome to the virtual project room of WINPLAN++ online!

o _ | Dokuments (0/59/) You are logged in as Architekt
__|Fotedokumentation {0/12)

j ""“P'”l:“::::_; Unfinished tasks

__|Bauphysik (10/0) @

= Plan: Kenntnis: H-BA2-WP-NO-112 . Bauwirtschaft erwartet auch 2010 Umsatzminus Projekisteuerer 18.05.2010
__|Referenzprojeste (0/815)

@ Plan: Kenntnis: H-BA2-5P-02-111

Document: Kenntnis: pro-030328.pdf

1y 18.05.2010 Agenda item: Aufgabenerledigung:
EWM 0 0 gung

42 T, 14.06.2010 Document: Freigabe: Beteiligte

In Clipboard In Clipboard

H-BA2VIP-HO-12 V1 HLE-Planer 18052010 Bauschaden HLSPlaner 12082010
TR e LT musterbriel_Baumaenge! HLS-Pianer 18052010
E-BA2-WP-03-111 VA Elektroplaner 12.08.2010 Protokoll_15.05.10 HLS-Planer  18.05.2010
e ey ——— Bestellung Bauunternehmung 17.05.2010

In Clipboard In Clipkoard
BBBM HLS-Planer 18.05.2010 BS HLS-Planer 18.05.2010

Clipboard (empty) Humber of unprocessed file packets

@ NetzWerkPlan

Software version 1234 (23.042010)

Welcome screen

Tasks and events:
Displays unfinished tasks, but also events entered in the WINPLAN++ online project calendar.

Click on a task or the |__neempletetasks | 1o 1o open the task management screen, or click
on an event to open the calendar.

Latest messages:

Displays the messages that were sent to you from within WINPLAN++ online. Click on a
message to open the message module.
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Latest plans/Latest documents/Latest logs/Defects/A  genda items:

These lists display the latest plans, documents, logs, defects, and agenda items that were
entered into the system, regardless of whether you were notified (given a task) or not. Click on
an entry to go directly to the corresponding view displaying a detailed overview of the selected
object.

You can also use the button to put the highlighted plans, documents, defects, or
logs in the Clipboard for further processing (for example downloading related files, creating
tasks and reproduction orders, printing lists). Select or deselect the plans, documents, defects,
or logs by selecting or deselecting the checkbox.

News:
Presents new features of the current software version. The text may include links to additional
information resources.

Additional information:
Displays the number of file packets that have not yet been processed. Click on the link to switch
to the batch transmission page.

Next to the entry “Software version " appears the current version number of the software. Click
on the link to display a list of the latest changes of and additions to the program.
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4  Operation

4.1  Screen Arrangement

Unless a different arrangement has been chosen for your project, the screen arrangement
throughout WINPLAN++ online is uniform and consistent.

Change project, participants, current date, language selection, search

Sl 2

WINPLANED = = L

. —

Project tree | .;- ) e e T - Navwigation

Overview T p— =

Clipboard — ]

MANetAVerkPlan

Screen arrangement in the plans section

The upper portion of the window shows the status bar . Next to the logo, the status bar displays
the name of the current project, the name of the logged in participant, and the IE‘

button. If you participate in several projects, the button will also be displayed. Click
this button to select the desired project. You can also select a project in the menu next to
“Project”. The current date and time appear on the right side of the status bar. Clicking the logo
in the upper left section reopens the Welcome screen, clicking the date/time section on the right
displays the calendar.

In addition to English, WINPLAN++ online is available in German, French, Spanish, Russian,
Hungarian, and Romanian. Use the list box to select the desired language.

The Search feature on the right side allows you to perform a quick full-text search in all data
fields of all plans, documents, logs, defects, and agenda items. A detailed search feature is
available via the navigation bar.

Below the status bar is the navigation bar offering all the features available in WINPLAN++
online. The individual features will be described more in detail below.  See next chapter: The
Navigation Bar Features

The project tree on the left side of the screen allows you to navigate any desired subproject by
expanding or closing the tree structure. Simply click the plus sign'® or the name of the
project/subproject (text) to expand the tree structure and display the existing subprojects. The
plans, documents, logs, defects, and agenda items associated with the respective subproject
are listed in the main window.
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Next to the names of the projects/subprojects in the tree structure, the number of the plans,
documents, or other files included in the respective project/subproject is displayed in
parentheses (plans/documents/other files). For plans and documents, the number of saved files
is displayed. An asterisk * indicates that additional files exist (16/4/*). This system prevents you
from unnecessarily expanding empty folders.

Below the project tree you can see the Clipboard feature. The Clipboard is used for collecting
data during your WINPLAN++ online session that you want to use for further processing (for
example downloading data to your local computer, creating tasks, or starting a reproduction
order).

The main window is split into two sections: an overview section on the left side and a detail
section on the right side. The detail section displays the details for the first entry in the list or
the selected entry.

The position of the separating line between the overview and the detail sections is variable. By
clicking and holding the left mouse button, you can move the line to the left or right. The position
of the line is stored for each user and view (plans, documents, tasks, etc.).

4.2 Plans, Documents, and other Files

WINPLAN++ online distinguishes between plans and documents. A plan is a drawing or graph
(in most cases in a big-sized format) that is used to construct a building. Documents are files
that are also used in the process of constructing a building, e.g. memos, building permits,
statics, expert reports, presentations, digital photos, as well as video and audio documents, i.e.
any file that is not a plan.

Contrary to plans, documents have less descriptive fields, e.g. no scale, no page size, etc. In
addition, a document is only linked to one file, whereas a plan can be made up of up to three file

types.

Note: Some projects do not distinguish between plans and documents. In this case, plans and
documents are included in one single mask, which is the plan mask.

In addition, you can add logs, defects, and agenda items, provided the respective feature is
released. Enter the contents of these items in the respective masks.

Principally, each subproject can hold plans, documents, and other data at the same time. For
most projects, however, you would want to define separate “branches” of the project tree, where
you would only save one type of information.
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5  The Navigation Bar Features

5.1  Preliminary Notes

The navigation bar in the upper section of the screen offers you access to all the features
available in WINPLAN++ online. This chapter provides an overview over the various features,
which will then be described more in detail in the following chapters.

[Start page " Clipboard " Reminder “ Participants ” Calendar " Lists “ Settings " Help ]

l Flans ” Documents " Logs " Defects " Agenda itemns " Messages " Batch transmission " Search ]

5.2  Start page
You can click the tab or the logo in the upper left corner of the screen at any time

to go to the start page that offers you an overview of the latest plans, documents, tasks, logs,
defects and agenda items and provides additional information. Please see Chapters 3.2 and 4.1
for more detailed information.

5.3 Clipboard

Click on the tab or the corresponding button in the lower left corner of the screen

below the project tree to open the Clipboard. Please refer to chapter 10 for a detailed
description of the Clipboard features.

5.4 Reminder
Click the tab or the |__neomPletetasks | b o on the start page to open the screen

for managing your unfinished tasks. For the most part, these tasks include taking note of, or
reviewing plans or other content that was entered in WINPLAN++ online. The features are
described in chapter 11.

5.5 Participants
You can use the tab to open a list of all participants in the project including their

contact data. Clicking on a displayed email address generates an email in your email system
(without the use of WINPLAN++ online). New participants are added by the project
administrator.
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Hier ist Platz

’E fur 1hr Logo

000481 | Neues Biirogebaude NetzWerkPlan ~

Project:

Participant: Architekt

—
a (1;:33/-)

[ Startpage | Clipbosrd | Reminder || Participants | calendar }m{ Settings ]m

Tuesday, 06.06.2010,17:26:19

__| Architeitur (45/4/%)

__ | Tragwerisplanung (35/0/°) h
__|HLS-Planung (7/1/)
__|Elektroplanung {21/1)

__| Dokumente (0/50/)

[[Pisns | Documsnts | Loa || Dsfects | Agsnda mems | Messagss | eswch transmission | sssrch |
e

Participant details

& __|Fotodokumentation (0/12) Table of participants Participant ID RP
Rl 0 sewch [ ]Go| Showal Address
__|Protokolle (0/0/)
__|Bauphysik (10/0) Sortorder  Participant = Ascending [ u Participant Repro-Dienstleister Hannover
_|Referenzprojeits (0/81/%) Info 1
PartID Participant Company [ Name ::;Z i
NWP3 WP Rasch NetzWerkFlan GmbH Darmstadt  Rasch e
NWPG  NWP-Grajek NetzWerkPlan Gmbk Damstadt  Grajek Groups
PR Projekiieitung BUro fur Projekisteuerung Winter GbR Frankfurt / Nain Winter
PS5  Projskisteverer NetzWerkPlan GmbH Darmstadt Wersch R
Pl Prafingenieur Prifingenieur Dr. Grin Monchen Gran Company Reprografieneriab Kunterbunt Gmbf
street Falistrafie 333
R2  Repro-Dienstiester Berin NetzWerkPlan Gmbk Darmstadt  Mersch 2P code 333
Place Hannover
SiGeKo SiGeKo BUro fur Grunplanung Der Wauhwurf ~ Stutigart Maukurf P 510
Soft  Software-Support NetzWerkFian Gmibk Darmstadt  Gragk Fax no. 06789 88 55 44
L] : &Co.KG Dortmund Schneider Email info@repro-kunterbunt.de
TR Tragwerksplaner NetzWerkPlan Gmok Darmstadt  Merseh Contact person Pippiotta Viktualia Langstrumpf
VM Vermesser Vermessungsbiro Baumann K8in Baumann Hame Langstrumpf
First name Pippiotia Vikualia
Direct dial 0673928 55 65

Persanal fax no. 6789 - B3 55 44
0172-63 33 736

langstrumpf@netzwerkplan.de

Persanal mobile no.
Personal email

B[ ooy |

& NetzWerkPlan

List of participants

Note: If you want the list to be a print or Excel file, use the tab.

5.6 Calendar

When you click on the tab or the date/time indicator in the upper right part of the
screen, the calendar will be displayed. The calendar provides an overview of project-related
dates and events (e.g. regular meetings), yet also of the tasks assigned to you for plans and
other WINPLAN++ online content. Please refer to chapter 13 for information on this feature.

5.7 Lists

The tab opens the list feature which allows you to output database content (e.g. plan
lists) in PDF or Excel files. WINPLAN++ online offers a large humber of different list types to
choose from. See chapter 14 for more information on this feature.

5.8  Settings

Use the tab to display the administrative section of the program, which allows you to
define and change customized settings. You can also view project-specific settings defined by
the administrator.
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5.9 Help
The tab provides access to:

User Guides for WINPLAN++ online

Phone number and email address of the Hotline
Available training videos

Option to download the “FTP-Client.exe” utility
Option to download the remote maintenance program

Please note that NetzWerkPlan, as the developing company of the software, usually is not
entitled to modify and in particular delete any project data. In such cases, please contact your
project coordinator or administrator.

5.10 Plans

Use the tab to switch from any other view mode to the table of plans for your last
selected subproject. For a detailed description on the plan features, see chapter 6.

5.11 Documents

Use the tab to switch from any other view mode to the table of documents for your
last selected subproject. For a detailed description on the document features, see chapter 7.

Please note: Some projects summarize plans and documents in one section. In these cases,

Plans/Documents

clicking the ] tab displays both plans and documents.

5.12 Logs

Use the tab to switch from any other view mode to the table of logs for your last
selected subproject. Please see chapter 9.2 for a detailed description of the log features.

Please note: The log feature may not be released for all projects. These projects do not show
the corresponding tab in the navigation bar.

5.13 Defects

Use the tab to switch from any other view mode to the table of defects for your last
selected subproject. Please see chapter 9.4 for a detailed description of the defect features.

Please note: The feature for tracking defects may not be released for all projects. These
projects do not show the corresponding tab in the navigation bar.
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5.14 Agenda items

I Agenda items

Use the ] tab to switch from any other view mode to the table of agenda items for
your last selected subproject. Please see chapter 9.3 for a detailed description of the agenda
items features and To-Do Lists.

Please note: The feature for tracking agenda items may not be released for all projects. These
projects do not show the corresponding tab in the navigation bar.

5.15 Messages

Use the tab to open the management page for messages and newsgroups in
WINPLAN++ online. See chapter 15 for more information on this feature.

5.16 Batch transmission

Click on the [ Batch transmission ]fab to open the batch transmission and batch processing
module. This feature offers you a fast and effective alternative option for uploading individual
plans and documents. Please see chapter 8 for detailed information.

5.17 Search

The tab opens a detailed search feature providing special search masks which you
can use to search for the different WINPLAN++ online elements. The detailed search feature is
an alternative to the quick search feature. The quick search entry field is displayed in the upper
right corner of the screen.

We recommend that you first use the quick search feature for your lookups. If this search
produces too many hits, you can refine your search using the detailed search feature.
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6 Plans

6.1 General Information

Use the project tree in the left part of the screen to navigate to the subproject whose plans you
want to view or edit. The plans associated with this subproject are then displayed in a table on
the left side of the main window.

If there are more plans than can be displayed on the page, use the navigation elements at the
top of the window DEI to open the next or previous pages. A list box at the top of the
window allows you to sort the list according to different criteria.

Note: You can change and customize the number of entries that can be displayed on one page
under Settings/User configuration.

The buttons below the plan table provide the following features:

Puts selected plans in the Clipboard

Inverts a previous selection of plans

Displays only thumbnails of plans to allow for graphic navigation
Adds a new plan (*)

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective
button will not be displayed on the screen.

Clicking on a row in the plan table displays the details of this particular plan on the right side of
the main window. From top to bottom, the mask includes the following information:
Basic describing data (master data) of the plan, such as plan number, creator, content of
plan, etc.
Files linked to the plan
Buttons for editing general plan data (Edit, Copy)
Buttons for performing general plan actions (New task, Reproduction order)
Preview picture (can be enlarged)
Index data of the plan (Index identifier, Date of latest index, Reason for change, etc.)
Buttons for editing index data (New index, Edit)
Buttons for performing index actions (Old versions, if applicable)

Buttons for adding other files to the plan (Add another file)
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Monday, 08.03.2010,16:28:05|
w.N PLA Project: 987654 | Neubau Schwimmhale - L
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[~ ARCH-H1-A-00-037 b @ Freigegeben 11.12.08 Ansicht geschossiibergreifend Haus 1 Suspended files 0001-D.pit
[~ ARCH-H1-A-00-038 b O Vorabzug 11.12.08 Ansicht geschossibergreifend Haus 1
[[nClpboard ][ New task | [Task of reprodt] [ Workflow |
[in Clioboard ][ invert marks_|[ Photo galery ][ Hew plan E
Index b I = =
Date 04.02.10 1 3
State ® Freigegeben
Info 1 =
Info 2 )
Reason for change
Rotate 180 deg]
[&l [ cipboard (empty)
& NetzWerkPlan P >

Plan list and details

The basic data (master data) of the plan include the data describing the plan and are generally
located in the plan heading (plan number, original creator, content of plan, scale, page size,
etc.). The number and kind of fields displayed are project-specific. The fields “Date” and “Status”
(if shown) refer to the first version of the plan. For subsequent versions, you will find the same
fields in the index.

The files for the plan stored on the server by the creator of the plan (CAD files, e.g. DWG, DGN;
plot files, e.g. PLT, PDF; exchange files, e.g. DXF) are listed by name and date of creation. If
you move the mouse over the names of the files, file size, date and time of insertion is also
displayed. When you click on the files, they are immediately downloaded. Please note that
direct viewing is only possible, if you have the matching display modules for the various file
extensions installed on your computer (e.g. Acrobat Reader for PDF files, or the plot viewer
“Plan-View” for PLT files).

When you right-click on the files, further options are displayed. These options are basically the
same as those that your browser offers when you download any file from the Internet. However,
we recommend that you use the direct downloading option in exceptional cases only, because
the transmitted files are not compressed. Downloading files using the Clipboard is usually faster
and safer.
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The following buttons for plan features are available:

Copy

In Clipboard

New task

Repro order

Workflow

Edits individual fields of the currently selected plan (*)

Adds a new plan on the basis of the currently selected plan (*)
Deletes the currently selected plan (*)

Puts the currently selected plan in the Clipboard

Adds a new task for the currently selected plan

Creates a reproduction order for the currently selected plan

Displays the workflow history of the plan

The index data of the plan include the current index identifier, the date and status of the index
and the reason for change. Further available fields are project-specific.

Next to the data of the current (highest) index, a thumbnail view of the plan is displayed. Click
on the thumbnail to enlarge the drawing to screen size. Following the upload of a plan as a PLT,
PDF, or TIFF file, the thumbnail is automatically generated by the system. The thumbnail allows
you to evaluate the quality of the plan, but you can not set any selections or plot or print to
scale. Plotting and printing to scale is only possible after you have downloaded the respective
file to your local computer.

The following buttons for index features are available:

Delete

Old versions |

Rotate 180 deg

Adds a new index
Edits individual fields of the current index (*)
Deletes the current index (*)

Displays previous versions of the plan (if applicable)

Rotates the thumbnail, if the drawing is displayed upside down. The
rotation only affects the preview picture, not the actual plot file.

NetzWerkPlan GmbH Pagel9/72



User Guide WINPLAN++ online

6.2 Add a New Plan

If you want to add a new plan in the current subproject, select the button and
complete the input fields in the detail section on the right side of the window. If you want to

make the associated CAD data available to the other project participants, click the

button next to the respective file type and select the desired file from your local hard drive or
network. Repeat this step for all files you want to publish. Click * to complete the

action.

Hier ist Platz | eroject: 0004811 eues Birogebaude Netzierielan ~ Tuesday, 05.06.2010,17:32:38
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Fotodokumentation (0/12) section Bauabsennit 1
" IMingel (/127 [~ A-BA1-WP-01-002 d O Vorabzug 19.10.06 Werkplan  1.Obergeschoss Bauabschnit 1 Bauteil A > .
Frotoralte 001 CEIDE Width
T Bauphysik (1070} [ ABAIWP.02002 1234 D © Freigegeben 09.11.00 Werkpian 2. Obergeschoss Bauabschnit 1 Bauteil A > Height
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- ABAIWPOL002 123 U O Vombaug 19.03.10 Werkplan 4. Obergeschoss Bausbschnti 1 Bauteil A > axis A8
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[~ A-BA1-WP-05-001 o O Vorabzug  08.03.10 Werkplan 5. Obergeschoss  Bauabschnitt 1 Bauteil A >
[~ A-BA1-WP-07-110 B O Vorabzug  26.04.10 Werkplan 7. Obergeschoss Bauabschnit 1 > Index 1
[~ A-BA1-WP-10-101 B O Vorabzug ~ 25.04.10 Werkplan  10. Obergeschoss Bauabschnitt 1 > Date 08.06.2010
Status ‘orabzug

[Cwcipboara | [ invertmarks. | [ Photo gatery | [_Hew pan

Reason for change  [frstIndex

Plotfile DIACS\A-BAT
CAD file DAACSVA-BAT-WP- . Durchsuchen.. ]
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Adding a new plan

If your project does not have a consistent plan number configuration, WINPLAN++ online
displays several input fields and options instead of one single input field for the plan number. In
this case, the program automatically checks whether the plan number entered is correct.

For some projects you might have defined that the first version of a plan that is added shall
already have an index, i.e. that there are no indexless plans. In this case, the mask for adding
plans also automatically displays the fields for entering the first index.

After you have completed the mask and selected the files for upload, the data will be uploaded
on the WINPLAN++ online server. A progress bar shows the progress of the upload process.
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Start time  16:57:26

Estimated time to complete 00:00:07
File size: 254,01 KB
Transferred 107,15 KB

Average transfer speed 368,00 Kbit/'s
Actual transfer speed 228,00 Kbit's

Progress

Files to upload: ARCH-H1-A-00-028_A pdf
ARCH-H1-A-00-028_A.dwg
ARCH-H1-A-00-028_A pit

Progress bar displayed during upload

If this process takes a little longer due to a currently slow Internet connection or high traffic on
the server, you can put the window in the background (do not close it) and continue your work in
other windows on your computer. Do not try to speed up the process by opening new windows
and starting additional uploads.

Following the upload, the program usually starts a workflow that notifies the other participants
about the existence of the new plan and assigns new tasks to them. The workflows are defined
by the project leaders and can be executed interactively or automatically.

Interactive workflows allow the user to influence the actions to be triggered. Before the workflow
is executed, the user can modify existing tasks, define or change processing days, and control
email options. In addition, the notification of a participant can be completely deactivated.

[ Create new task
Grouped by Task i
Task: Kenntnis
Process Description Participant Days |Send email Attach Attach preview file | Attach exchange file Remark
1= 72 document or CAD file
W [allnew plansidocuments NWP-Grajek - ] I Aslink Asink - Asiink |
72 all new plans/documents NWP-Moeller - l:l I Aslink Aslink - Aslink = ‘
W [allnew plansidocuments Tragwerksplaner v ] I Aslink Aslnk Asink |
& [alinew piansidocuments Haustechnker :| I Aslink = Aslink Aslink |
W |alnew plansidocuments Vermesser 5 |:| I Aslink + Aslink Aslink = |
& [alinew piansidocuments Bauherr = :| I Aslink = Aslink Aslink |
| show plans/documents separate (6) ‘ ‘ Start workflow

Interactive workflow

After setting the options for an interactive workflow, the corresponding tasks are started and the
emails are sent.

For automatic workflows, these actions are performed automatically without any interaction by
the user. In each case, WINPLAN++ online records the performed tasks in a log, which,
depending on the defined settings, is also sent to the email address of the sender.
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Kind Description Tazk Recipient To do until Tranzferred files Remark Tazk no.

Workflow log

Click to quit this window. WINPLAN++ online will then go back to the plan table,
and the current plan is displayed. The thumbnail of the added plan should be displayed after a
few seconds.

Note: Adding a plan using the feature described above is the most time-consuming method,
because the data are not compressed during transmission. We recommend using one of the
following alternative methods:

Batch transmission

Transmission via FTP

Transmission using FTP-Client.exe
These methods are described in chapter 8 of this User Guide.

6.3  Edit plan data

The feature allows you to change the describing data of the currently selected
plan, for example to correct typos. The plan number and any files that have already been added
cannot be changed. However, it is possible to add files that have not yet been uploaded to the
current index at a later point of time. Existing files can only be uploaded again, if a new index is
assigned.

6.4 Copy plan

Use the feature to add a new plan by re-using the describing data of the currently
selected plan. You may edit the already completed fields. However, you must always assigh a
new plan number and re-upload the files associated with this plan.
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6.5 Add a New Index

Use the feature to add a new modification state for the selected plan. The
program suggests the next highest index identifier. If you want to choose another identifier,
please make sure that you only use IDs that are allowed in your project.

Also, enter additional data such as date, state and reason for change. You can then upload the
updated CAD files by following the same procedures used for adding a new plan.

If there is more than one plan date, click [ O versions | to load an overview of old indexes for
the current plan. Corresponding data and associated files are displayed. Click on the files to
download them. Please note, however, that the files cannot be downloaded via the Clipboard
and no tasks or reproduction orders can be started for previous versions.

Based on the defined settings, the addition of a new index starts an interactive or automatic
workflow (see above).

6.6 Edit Index Data

The feature allows you to change the describing data of the currently selected
index, for example to correct typos. The index ID and any files that have already been added
cannot be changed. However, it is possible to add files that have not yet been uploaded to the
current index at a later point of time. Existing files can only be uploaded again, if a new index is
assigned.

6.7 Add a New Task

Select the feature to assign a new task relating to the current plan to other
participants. These ad hoc workflows can be triggered at any time, independent of any other
action. The participants are notified of their new tasks in WINPLAN++ online and, upon request,
also via an external email. The workflow can be started independently or in addition to the
workflow that is already being executed.

Please refer to the Clipboard chapter for detailed information about this feature.

Note: If you want to trigger tasks for several plans at the same time, first put the desired plans
into the Clipboard, then switch to the Clipboard and select the “New task” feature there.

6.8 Attach a File

In addition to the three default files (exchange, plot, and CAD files), you can also attach other
files to the plan (e.g. steel or parts lists, explanatory notes, etc.).

Use the button to select the file that you want to attach. If you click the

| LUEEED | button, the file will be transmitted to the server and then attached to the
current plan.
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+ Another file

If you want to attach additional files, click on the | | button. This opens a new

field where you can enter or browse for another file to be attached.

Attach file I Browsze. .. |

| + Anather file || Fuweisen |

Attaching an additional file to the plan

6.9 Create a Reproduction Order

Use the button to generate a plotting order for the current plan. Please refer to
the Clipboard chapter for detailed information about this feature.

Note: If you want to trigger a reproduction order for several plans at the same time, first put the
desired plans into the Clipboard, then switch to the Clipboard and select the “Repro order”
feature there.
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V4 Documents

7.1 General Information

Click the feature in the navigation bar to switch to the document view mode.

If the corresponding subproject contains any documents, they are displayed in a table on the left
side of the window (like plans). If there are more documents than can be displayed on the page,
use the navigation elements at the top of the window to open the next or previous pages. A list
box at the top of the window allows you to sort the list according to different criteria.

Friday, 14.05.2010,17:58.47]

L e

Project: 000431 Neues Brogebaude NetzWerkPian
Participant: Architsit

[(stor page | Cipbomra | maminder | pariipanis | cotendar | cite | serings | e |

WINPLANEX

 !'ouss Bursaesauce NeierFlan
(12071877)

Logout English

| arcntstur (4741)
|

[Docume: \ Dokumente | Einladungen
Sortorser Date of change~ Ascenang @ [
ixeos0s ot 050 2000 1551:26
B ame of document Sttus
|
[] en-030528 © A-Freigabe E echung am 30.04 PDF  Projekiateuerer >
[F] Emos ® A Freigabe E begehung POF  Bauunt >
[CinCipboara ] [_invert marks | [_Photo gallery
[ciboar | [ Newissk | [ Reproorder | [ Workiow
B [_cioboars o) |
@ NetzWerkPlan

Document list and details

The buttons below the document table offer the following features:

Puts selected documents in the Clipboard
Inverts a previous selection of documents
Displays only thumbnails of documents to allow for graphic

New document

navigation

| Adds a new document (*)

Clicking on a row in the document table displays the details of this particular document on the

right side of the main window.

Important information about the document includes the file name and document type (file type)
as well as the document name (if not specified otherwise, the document name is the file name

without the extension).

NetzWerkPlan GmbH
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The Subject, Comment, Keywords, Status, etc. fields are used to further describe the document.
If possible, WINPLAN++ online creates a preview file in two sizes for documents, too. Like plan
files, documents can be downloaded directly and opened in the corresponding application (e.g.
Word, Excel, Acrobat Reader) by clicking on the file. Right-clicking on the files provides
additional options.

The following document features are available:

Edits individual fields of the document (*)

Copy Adds a new document on the basis of the currently selected document (*)
Delete Deletes the currently selected document (*)

Adds a new index for the currently selected document (*)

In Clipboard Puts the currently selected document in the Clipboard

New task Adds a new task for the currently selected document

Repro order Adds a new repro order for the currently selected document

Old versions | Displays previous versions of the document (if applicable)

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective
button will not be displayed on the screen.

Unlike plans, documents do not have a separate data set describing the current index and the

modifications performed therein. Use the feature in order to create a new version
of a document. This allows you to edit the describing fields of the document. Use

| owversions |5 check the history of modifications.

7.2 Add a New Document

If you want to add a new document in the current subproject, select the

| Bl | button and complete the input fields in the detail section on the
right side of the window. If you want to make this document available to the other project

participants, click the button next to the “File” field, and select the desired file from

your local hard drive or network. Click to complete this action. The data will then be
uploaded on the WINPLAN++ online server. A progress bar shows the progress of the upload
process.

If a corresponding document workflow is defined, it is started immediately following the upload.
For further details on this topic, please refer to the corresponding information in the chapter on
plans.
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7.3 Edit Document Data

The feature allows you to change the describing data of the currently selected
document, for example to correct typos. The document name and any files that have already
been added cannot be changed. Existing files can only be uploaded again, if a new index is
assigned.

7.4  Copy Document

Use the feature to add a new document by re-using the describing data of the
currently selected document. You may edit the already completed fields. However, you must
always assign a new document number and re-upload the files associated with this document.

7.5 Add a New Index

Use the feature to add a new modification state for the selected document.
Unlike in the case of plans, this state is exclusively identified by a date, not by an index
identifier. This feature also allows you to edit the describing data of the document. Unlike in the
case of plans, there is no separate mask for index data.

If there is more than one document date, click O versions | to load a list of previous versions
of the current document. Corresponding data and associated files are displayed. Click on the
files to download them. Please note, however, that the files cannot be downloaded via the
Clipboard and no tasks or reproduction orders can be started for previous versions.

Based on the defined settings, the addition of a new index starts an interactive or automatic
workflow as described above.

7.6 Add a New Task

Select the feature to assign a new task relating to the current document to other
participants.

Please refer to the Clipboard chapter for detailed information about this feature.
Note: If you want to trigger tasks for several documents at the same time, first put the desired

documents into the Clipboard, then switch to the Clipboard and select the “New task” feature
there.

7.7  Create a Reproduction Order

Use the button to generate a plotting order for the current document. Please refer
to the Clipboard chapter for detailed information about this feature.
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Note: If you want to trigger a reproduction order for several documents at the same time, first
put the desired documents into the Clipboard, then switch to the Clipboard and select the
“Repro order” feature there.
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8 Batch transmission

8.1 General Information

In addition to publishing a single plan or document as described in the previous chapters, you

Batch transmission

can also use the
compressed packet.

feature to transmit multiple plans or documents as a

You can choose between three options:

1. Batch transmission via the Internet mask of WINPLAN++ online
2. Using the FTP-Client.exe program
3. Using any FTP client

8.2 Batch transmission via the Internet mask

If you want to use this method, first create a compressed ZIP file containing the plans or
documents you want to transmit on your local workstation.

Please note that each file may contain either plans or documents and that you may only use ZIP
files for compressing the data.

Use the ZIP file to collect all files associated with the respective plans or documents, i.e. also
collect different file types (e.g. DWG files as CAD files, PLT or PDF files as plot/preview files,
etc.).

The file names indicate which file belongs to which plan. This is why the file name must match
the plan number.

Generally, the following naming rule applies:
File name = plan number + index + file extension

For security reasons, the plan number cannot be changed at a later point of time.

For batch transmission, it is best to work with a plan number configuration. Using such
“intelligent” plan numbers consisting of individual sections with predefined meanings allows
WINPLAN++ online to assign the files to the correct subproject and complete the fields
containing the plan describing data immediately following the upload. This is why the file name
of each file must consist of the plan number and the index. If possible, plan number
configurations should be defined consistently throughout the entire project, and must be created
by the administrator.
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Batch transmission

Clicking the

tab opens the following page:

No unprocessed file packages.

Show processed packets -

New upload |

Batch transmission

‘With the help of the batch transmission, you can transfer multiple plans or documents simultanecusly
in a compressed form to the server. Please create in your envirenment a ZIP file that contains all the
relevant data. After the transfer of the file you are processing the contents gradually. In your project
plan is agreed upon a uniform classification number, it is necessary that the file names correspond to
the plan numbers. Index specifier can be appended to the filename. To define the separator between
the plan and index number, please use the Settings / User Configuration

Heard a CAD file to multiple plans, it must be included only ence in the ZIP file. In the course of
processing the ZIP archive these CAD file will be manually assigned to several plans.

Alternatives for batch transmission

With our new tool "FTP Client exe”, you can establish a direct link to your Winplan++ online project
server and upload files. Advantage: You can also drag the files via drag & drop in the container
program, the files are automatically compressed and the transfer is faster than via the web interface.
At the end you wil find the files in the folder of your batch transmission - you can process them
further. Download the client simply download from the help page, launch it in any directory and follow
the instructions of the program. Alternatively, you can access through any standard FTP client (eg.
Filezilla) to our server. To create the zip file to upload plans and decuments in your own envirenment
first start the client. Username and password are the same as in Winplan++ online. After uploading
the files, you find those in the field of "Batch transmission” of VWinplan++ online again, where you can
process them later.

Starting batch transmission

New upload

Click |

file. Define whether you want to transmit a plan or document batch, and click the
button to select the prepared file to be transmitted.

(ZIP}Archive uploaded

Plans |

|| Browse. .. |

Documents |

|| Browse... |

Start | | Cancel |

Please limit the size of the file to be transferred to a maximum of 50 MB

Click | Start

Selecting the batch transmission file

to start the transmission of the batch to the server.

Please wait until the process is finished.

Diata transfer

E=stimated time to complete 00:01:42

Average transfer speed 242,00 Kbit's

Start time 15:43:54

File size: 217 MB
Transferred 673,42 KB

Actual transfer speed 318,00 Kbit's

Progress

%

Files to upload: 15.03.10.zip

Progress bar during file transmission

A progress bar indicates the progress for the batch transmission. Please do not close the
window while the transmission is in progress, and do not make any further entries in
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WINPLAN++ online. You may, however, continue your work in other programs during the
transmission.

Upon completion of the transmission, the transmission window will be closed automatically.

Following the upload, the file is automatically unpacked, but the files are not yet assigned to the
project. The assignment of the files to the project must take place upon request and under the
supervision of the user. There is no need to process the transmitted packets immediately after
the upload. The packets will be displayed in the list until they are further edited, i.e. even over a
period of several days.

The ZIP file you have transmitted is displayed on the left side of the screen. The right side of the
screen shows the files contained in the ZIP file.

EScKages On Se et} Content of package 15.03.10.zip (6)
Show processed packets |
Processed File path File name Size Compressed Date Time
Name of ki 1) Size Included files Date
R No TWPL-H2-B-02-030_A.dwg 8057 KB 4842KB 04.11.09 15:28:30
No TWPL-H2-B-02-030_A.pdf 143MB 124 MB 24.11.09 14:22:04
No TWPL-H2-B-02-030_A.plt 13565 KB 45,13 KB 28.07.97 10:37:38
[invertmarks || Process || Tan i | No TWPL-H3-S-EG-029_Bdwg 71,50 KB 38,30KB 23.05.09 11:47:34
No TWPL-H3-5-EG-029_B pdf 595123 KB 77214 KB 04.06.09 11:12:20
No TWPL-H3-S-EG-029 Bplt 13565KB 4513 KB 29.07.97 10:37:38

List of existing packets

To start the processing of the files, select one or more packets in the list on the left side and

click the button.

WINPLAN++ online now analyzes the files contained in the ZIP file and tries to assign them to a
project. The assignment takes place one plan at a time.
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Processing file(s): TWPL-HZ2-B-02-030_A.dwg from ZIP archive no. 1
Project \TragwerksplaneriHaus 2\Bewehrungsplan III
Plan no. TWPL-H2-B-02-030
Date 15032010 | - |
Type of plan
Construction part Haus 2
Page format
Viidth
Height
Scale 1 1:50
Content 2. Obergeschoss
Centre line D-E
Centre line D-E
Remember these values for the w lEl
next cycle =
| Create all plans | |E|
| Ok || cancal || skp || Resst fislds

Input of plan data during batch processing

WINPLAN++ online distinguishes between the following cases:

If a file is transmitted for the first time, the basic version of the plan and its master data will
be created.

If a file associated with an already existing plan is transmitted, only the index will be
assigned.

In a project with a plan number configuration, files are assigned according to this definition.

Attached index identifiers are recognized. Subproject assignment is determined by the
configuration and cannot be changed.

If the transmitted batch includes files that are associated with multiple plans, use the
Remember these values for the — El
mextcycle option to apply the specified values for a plan to any

following plans.

If you do not want the program to display any additional questions or messages, use the

| Create all plans | or the | Create all indexes | options. Please be sure
however, that the values really apply to all files, since these options process the complete
batch.

If you want to assign a CAD file to multiple plans included in the batch, you can use the

[#_Atlocate CAD fie to following plans | option to assign the CAD file to the other plans as well. This
way you do not need to select the CAD file each time.
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Project \TragwerksplaneriHaus A\Bewehrungsplan

Plan no. TWPL-H2-B-02-030 |
Index | |
Date [15.032010 | . |

State orabzug

Reason for change

Exchange file
Preview file
CAD file

Remember these values for the
next cycle

Processing file(s). TWPL-H2-B-02-030_A.dwg from ZIP archive no. 1

first edtion

TWPL-H2-B-02-030_A pdf
TWPL-HZ-B-02-030_A pit
TWPL-H2-B-02-030_A.dwg

¥ Allocate CAD file to following plans

BEE]

Create all indexes

1G]

Ok

|| Cancel | | Skip ||

Reset fields

Input of index data and file assignment during batch processing

If the file name does not match the plan number configuration, or if the specified index already
exists, or if the participant does not have write permission in the assigned subproject,
processing is refused and the reasons for the refusal are indicated. The unprocessed files
remain in the list of current packets and may be processed at a later point of time.

Bearheite die Dateilen): E-BAS-DP-EG-006 v aus ZIP-Archiv Mr. 1

& Fehler beim YWerarbeiten der Datei E-BA3-DP-EG-006 dwvg

Ein &bzschnitt der Plannummer hat eine ungltige Lange.
Ahzchnitt "T4" Inhaft "==-"

Abzchnitt "T4" hat eine ungltige Lange.
Planrt: [E-BA3-DP-EG]

“erfasser=[E]

T1=[-]

Bausbschnitt=[B43]

T2=[-]

Plantyp=[DP]

T3=[-]

Ebene=[EG]

Ta=(]

Projektauswahl (10
PROJEKTEBEME 2-K=E%
PROJEKTEBEME 3-K=BA3%
PROJEKTEBEME 4-K=DP%
Feldwerthestimmung:

ABSCHMTT=@3@BA3
PLANTYP=DP
=Erag ]
Problemabschnitt:
. Td=[==-]

Die angegebene Plannummer entzprickt nicht dem Format der Plannummernkonfiguration.

Refusal of a file due to a wrong name

NetzWerkPlan GmbH
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If you have selected | Sl Tl | | or | el e R | the processing
of the batch will be interrupted should the program encounter an incorrect file name or

insufficient rights, and will be continued later.

If you have defined a corresponding workflow, it will be triggered upon completion of the batch
processing.

‘ Create new task

Grouped by Task -

Task: Kenntnis

Process Description Participant Days |Send email Attach Attach preview file | Attach exchange file Remark

I W document or CAD file

@ [allinew plansidocuments NP Grajgk v [ I~ Aslink v Aslink v Aslnk [ ]
v [allnew plansidocuments NWP-Moeller v ] v Asink Aslink v Aslink v [ ]
% [alnew plansidocuments Architekt - [ 5 Aslink v Aslnk + Aslink - I |
& |ainew - L] " Asink = Aslnk Aslnk [ |
I all new plansidocuments Vermesser - l:l I3 Aslink - Aslink « Aslink - ‘ |
[ [allnew plansidocuments Bauherr = [ I~ Aslink Aslink » Aslink - [ ]

[ show eparate (12) [ Start workfow |

Interactive workflow after batch processing

The workflow result will be displayed on the screen and will also be sent by email.

Kind Description Task  Recipient To do untilTransferred files RemarkTask no.

Result of the started workflow
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As a result of the batch transmission, WINPLAN++ online displays a list of the transmitted plans
and their details. You can review the created plans, click the button to put them in

the Clipboard for further processing, or click the button to directly generate a plan
list of the added plans.

After processing the packets, the following obj%ms were created:

\TragwerksplaneriHaus 2\Bewehrungsplan

Kind Description Index Date Type Creator Content

[ Plan TWPL-H2-B-02-030 A 15.03.10 Tragwerksplaner 2. Obergeschoss
Centre line D-E

\TragwerksplaneriHaus 3\Schalplan

Kind Description Index Date Type Creator
[# Flan TWPL-H3-5-EG-029 B 15.03.10 Tragwerksplaner Erdgeschoss
Achze G-K
In Clipboard || Invertmarks || Lists

Result log of batch transmission

The participants will receive an email notifying them of the newly added plans and the tasks to
be completed. The files can be downloaded individually or as an archive. In addition, there is a
link to the login mask for the project.

Sehr geehrte Frau Grajek,

im Projekt Neubau Schwimmhalle erhalten Sie vom Absender Tragwerksplaner folgende neue Aufgabe(n):

Task De=scription State To do until Transferred files Task no.

Kenntnis 2. Obergeschoss Centre line O-E A -» 15.03.2010 “orabzug TWPL-H2-B-02-030_A.dwg P49237
TWPL-H2-B-02-030_A.pdf
TWPL-H2-B-02-030_A.plt

Kenntnis Erdgeschoss Achse G-K B -=15.03.2010 “orabzug TWPL-H3-5-EG-029_B.dwg P49233
TWPL-H3-5-EG-029_B.pdf
TWPL-H3-5-EG-029_B.plt

Email notification

8.3  Using FTP-Client.exe

In addition to uploading files via the WINPLAN++ online web interface, you can also use the
FTP-Client.exe utility. This utility program is available for download from the WINPLAN++ online
Help page and can be launched on your PC without any time-consuming installation.

The benefits of the program include:
the data included in the program will be compressed automatically
data transfer is considerably faster than via the web interface

If you use the program for the first time, please use the configuration page to enter the server
name (which is the WINPLAN++ online website), your user name and your password. Click
“Next” to confirm your entry.
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E WINPLAM++ online FTP transfer 1.6.5 - 1ol x|
Server Uzer: Change E!L
Server || j [T Use prosy | ..

Usemame - Pazsword

Flease enter the server name [eg. weww, winplan-onling. de], your

username and pazsword. ‘ | E it

Basic settings

A window opens where you can drag and drop the files that you want to be transmitted. Click
“Next” to go to the next window.

"] WINPLAN++ online FTP transfer1.6.5 1ol x|
Server wiwd winplan-online. de Uszer: mwp  Change E!L
File narme File path ‘ B
ARCH-H1-4-U1-029_a.dwg D:PlanetaRCH-H1-w-U1-029_a.dwg
ARCH-H1-4-U1-029_a.pdf D:\PlanetaR CH-H1-w-U1-029_a pdf
ARCH-HT-4w-U1-029_a.plt D:4PlanetaR CH-HT-w-U1-029_a.plt
TwPL-HZ-B-02-030_A. pdf D:4Planes TwPL-HZ-B-02-030_4 pdf
TwPL-HZ-B-02-030_A. plt D:\Planet TwPL-H2-B-02-030_4 plt
TwPL-H3-P-EG-002_b.dwg D:4Planet TWPL-H3-P-EG-002_b.dwg

Flease drop the files which should be transfered into the white
field. Thiz process can be repeated az often a: desired.

If you prezs the Delete key, you'll remove unique lines without
remoring them from pour 05,

When you are ready, press the button "Mext "

<Back | | Me> Eat

Collecting files using Drag & Drop

The following window displays the projects for which you have work permission. Please double-
click to select the desired project and then click “Next”.
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"] WINPLAM++ online FTP transfer 1.6.5
Server winwd winplan-online. de Uzer mwp Change

1o/ x|
EmE

27 <* Arge Grondwanaland >

£ <* Briickenbau BAB A9 Triptiz =

£ <* Meubau MH-Hotel Stresemannstrale, Berlin-Kreuzberg =

£ <* Testprojekt Meues Blirogebaude MwWF =

1 <* Umbau und Enseiterung Kunstmuszeumn Moritzburg *>

£ <" Universitat Kassel. Neubau der Erziehungs- und Sprachwizsenschaften *»

Flease choosze vour project and the plan or document folder.

After that, you have to press "Send "
< Back

E it

Selecting the project

Now determine the type of your batch (plans or documents) and click the “Send” button.

E] WINPLAM++ online FTP transfer 1.6.5
Server wwwd winplan-online. de Uszer mwp  Change
<* Testprojekt Meues Burogebaude MWF *»

1ol x|
=@mE

1 Dokumente

o G

Flease chooze vour project and the plan or document folder.

After that, you have to press "Send "
< Back

E it

Selecting the batch type

Upon successful transmission, the following window appears.

NetzWerkPlan GmbH
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[]WINPLAN++ online FTP transfer 1.6.5 - ol x|

Server wiwwd winplan-online. de User: riwp Change E!E

The tranzfer was successful
Please go now to WINPLAN++ online ta the menu item "B atch tranzmission'”.
There you will find the transmitted packet and may further process it from there.

Remote folder:<* Testprojekt Neues Burogebaude MNwWP
“"Plaeneh15_ 03 2010 17_01
141 Filef) sent

Duration: 00:00:02 Exit

Success message

Now you have successfully uploaded the batch. If you want to process the batch, switch to the
WINPLAN++ online project room and choose the Batch transmission tab. This is where you will
find the uploaded batch which you can further process as usual.

8.4  Using any FTP Client

If you do not want to use the FTP-Client.exe program but still would like to benefit from the
faster transmission of an FTP protocol, you can also use any other FTP client. However, you
must first compress the files before you can upload them.

Enter your WINPLAN++ online access data in the FTP client. Your files will then be transmitted
via the FTP client in the same way as described in the previous section. The uploaded files will
be displayed under the Batch transmission tab in WINPLAN++ online.
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9 Logs, Agenda Items, and Defects

9.1 General Information

You can use WINPLAN++ online to generate smart logs. These logs are not written in any text
processing program and then converted into PDF format, but they consist of individual modules
that are recorded in WINPLAN++ online and later assembled into one overall log. The individual
modules include the agenda items of a meeting or execution or warranty defects which you
want to track in WINPLAN++ online.

The log is the parent instance of these modules. It can be created as a meeting minutes, an
inspection log or a construction diary. You can then assign agenda items and defects to one or
more logs, or you can manage agenda items and defects separately.

This method has the advantage that each individual module (agenda item, defect) has its own
database entry, its own status and its own workflow and is assigned to one creator and to one
responsible/defect causing person.

If log management is released for your project, you can invoke this feature by clicking m
in the navigation bar.

If the subproject contains any logs, they are displayed in a table on the left side of the window
(like plans). If there are more logs than can be displayed on the page, use the navigation
elements at the top of the window to open the next or previous pages. A list box at the top of the
window allows you to sort the list according to different criteria.

Wednesday, 19.05.2010,17:52:18

wl“ PLA m Project: ~ 987654 | Neubau Schwimmhalle

NEZZ o I s
LU Newsau Scmimmnalle #1727 Start page || Clipboard | Reminder | Participants | Calandar || Lists | Settings | Help
B __|Architext (25/5/7) l ” " " " l [ M—]
©__ | Tragwerksplaner (11/3/%) ol = = y R - e P - = F
regerererts [Fere | oocumen - [T et | omnse tems | Wessmges | Betch tramarminsion [ 5o )
©__|Garten/ Landschaft (empty)
B __|Vermesser (4/15/%) [Logs] Project
©__|Dokuments (0/1) AR = | Protokoll Typ Minutes of mesting

> | LogID B8

Sort agenda ftems by 1D + ascenang [¥] L Onslemecting .
Description theme: Working at site with more other buiding firm
On site
Date 16.03.2010
Duration from 14:00
to 17:30

H At D Name Status Caused Date  Workflow

P [ Protokoll BB4 Baubesprechung 4 181108 >
— [wewws ]| Edt || Deete || Pant

New defect
In Cipboard

[] Protokell BBS Baubesprechung 05 01.02.10

>
[ Protokoll BB Chekliste Winplan 0210 P
>

3 [] Protokoll BBT Baubesprechung 06 03.03.10

[] Protokoll On-site meeting Inspection of the version stuation 15.03.10 >

In Ciipboard

[ oeete  |[ Desteink | [ Newlog

[ ciptoard (empty) ]

& NetzWerkPlan

List of logs with detail view
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Click the black arrow

to the left of the selected log to open the list of agenda items and

defects assigned to this log.

Log with attached agenda items

The buttons below the log table offer the following features:

Puts selected logs in the Clipboard

Inverts a previous selection of logs

Deletes the assignment to the linked agenda items and defects
for the selected log(s)

Adds a new log (*)

Clicking on a row in the log table displays the details of this particular log on the right side of the

main window.

The following log features are available:

Adds a new log (*)

Edits individual fields of the log (*)

Deletes the currently selected log (*)

Adds a new agenda item to the currently selected log (*)
Adds a new defect to the currently selected log (*)

Puts the currently selected log in the Clipboard

Adds a new task for the currently selected log
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Prints the currently selected log (i.e. creates a PDF file)

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective
button will not be displayed on the screen.

9.2 Addalog

Use the button to open the mask for entering your log data.

Creating a new log

The following fields are available:

Enter the type of the log:
Construction diary/Inspection log
Minutes of meeting

oY B Agenda
The content of the subsequent mask depends on which log type you
have selected.

Log ID Short name for the log, e.g. LOGO1.

Name Name of the logged session

Description Detailed description of the logged session

NetzWerkPlan GmbH Page41/72



User Guide WINPLAN++ online

Place

Date
Duration from/to

Participant

Additional
participants

Where did the session take place?

When did the session take place?
Select the session participants from the list of participants created for
the project

Allows you to list additional participants which are not recorded as
project participants in WINPLAN++ online

Click to select the participants from the list of recorded project

Sl oIl participants.
Additional fields for the “Construction diary/Inspe ction log” log type:

Select the current weather from the list. You can add items to the list
Weather

Description of
weather

Min. temperature/
Max. temperature

Humidity

Phase

under Settings/Lookup values.

Add text to describe the weather situation

Minimum/maximum temperature in the logged period
Select the matching humidity value from the list. You can add items to
the list under Settings/Lookup values.

Select the current construction phase from the list. You can add items
to the list under Settings/Lookup values.

Add agenda items/Add defects

If you have already recorded agenda items or defects in WINPLAN++ online, you can use this
option to automatically assign these items to the current log. This option allows you for example
to re-assign any agenda items to the current log that have not been completed since the last

log.

The following options are available for selecting the agenda items and defects to be assigned:
“All", “None”, “All with status” (e.g. “All with status” “in process”), or “All without status” (e.g. “All
without status” “completed”).

Assigning existing agenda items to the log
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9.3 Add an Agenda Item

You can create agenda items after the creation of a log or by selecting the tab
in the navigation bar. Use the button to open the mask for entering your agenda
item data.

The following fields are available:

Ass. log(s)

Agenda item 1D

Priority

Status

Name

Description

Result

Creating a new agenda item

Select an existing log to which you want to assign this agenda item.
The default is the currently selected log. You can also assign the
agenda item at a later point of time to additional logs.

Short name for the agenda item, e.g. AGOO1.

Select a priority from the list. You can add items to the list under
Settings/Lookup values.

Select a status for the agenda item from the list. You can add items to
the list under Settings/Agenda item status. The default value can be set
under Settings/Project settings.

Name (Title) for the current agenda item

Detailed description of the agenda item

Detailed description of the results achieved after discussing the current
agenda item. If you use log management to publish an agenda in
advance, leave this field empty for the time being.

NetzWerkPlan GmbH
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Date Date, when the agenda item was discussed
Participant responsible for processing the agenda item. If a workflow
Responsible person  has been defined, the responsible person will receive a task in
WINPLAN++ online.

Info 1-4 (if enabled)  Optional fields for entering additional information

The following agenda item fields are available:

Adds a new agenda item (*)

Edits individual fields of the agenda item (*)

Copies the currently selected agenda item (*)

Deletes the currently selected agenda item (*)

Puts the currently selected agenda item in the Clipboard
Adds a new task for the currently selected agenda item

Displays the history of workflows for the currently selected agenda item

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective
button will not be displayed on the screen.

9.4 Add a Defect

Construction work or services which have not been performed satisfactorily or correctly
(execution defects, warranty defects) or work or services still outstanding (additional work) can
be recorded and managed in WINPLAN++ online with the help of its defect tracking feature.

You can use the defect mask to describe the unsatisfactory or outstanding work or services in
as much detail as possible and explain the defect even further by referring to existing or new
plans or documents in the system.

You can create defects after the creation of a log or by selecting the tab in the
navigation bar. Use the button to open the mask for entering the defect data.
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Adding a new defect

The following fields are available:

ID

Priority

Date

Name

Description

Type

Section/Axis/Position/Location

Caused by

Status

Comment

Document 1-3

Short name for the defect, e.g. DEF001.

Select a priority from the list. You can add items to the list
under Settings/Lookup values.

Date, when the defect was detected or recorded

Name (Title) for the current defect

Detailed description of the defect

Select a defect type from the list.

Several fields used to describe the exact location of the defect
in the building

Probable person or party that has caused the defect. If a
workflow has been defined, the party responsible for the defect
will receive a task in WINPLAN++ online.

Select a defect status from the list. You can add items to the list
under Settings/Defect status. The default value can be set
under Settings/Project settings.

Field for entering any additional information

Option for uploading or linking documents documenting the
current defect, in particular photos.

NetzWerkPlan GmbH
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The following defect fields are available:

Adds a new defect (*)

Edits individual fields of the currently selected defect (*)

Copies the currently selected defect (*)

Deletes the currently selected defect (*)

Puts the currently selected defect in the Clipboard

Adds a new task for the currently selected defect

Displays the history of workflows for the currently selected defect
Creates a notice of defect on the basis of a predefined document in PDF

format.

(*) Features marked with an asterisk are rights-specific, i.e. if no rights are set, the respective

button will not be displayed on the screen.

9.5 Attach Additional Files

You can also attach additional files to
the created defect:

Click the button to select the
desired file and confirm your selection
by clicking | Luveisen |

Use the button to

attach additional files related to the de-
fect.
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9.6 Create a Notice of Defect

You can click the button to use the recorded data to automatically generate a PDF
file that can be forwarded to the defect causing party using the address data saved in
WINPLAN++ online.

The progress window shows the progress during the creation of the report.

Upon completion of the report, the PDF program installed on your computer opens and the
generated letter will be displayed.

Notice of defect

Note: The notice of defect shown above is only considered to be an example. You have to
adjust notices of defect in accordance with the particular project.
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9.7 Agenda Items as To-Do List

Agenda items are stored as separate items in the database. Due to this fact, you can also use
them as separate To-Do Lists, independent of any logs.

If you select the Agenda Items tab in the navigation bar, you will find a list of all agenda items
existing in the particular subproject.

Independent of any log, you can use this mask to create new agenda items, attach associated
files, assign new tasks to the participant, or trigger an existing workflow.

Displaying all agenda items of the subproject with detail view
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10 Clipboard

10.1 General Information

Click the tab in the navigation bar or the button in the lower
left corner of the screen to open the Clipboard.

The Clipboard is a virtual place where you can collect WINPLAN++ online elements (plans,
documents, logs, defects, agenda items, events) for further processing. The following
processing options are available:

Save files locally on your computer
Define new tasks

Trigger a plotting order

Trigger a workflow

Print lists.

The button is displayed in both the list view and the detail view of all pages of
WINPLAN++ online. This allows you to quickly and easily copy single or multiple objects to the
Clipboard.

Use the two arrows to expand or close the Clipboard section in the project tree. If the section is
expanded, the Clipboard content will be displayed.

Clipboard section in the project tree
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Switch to the Clipboard to display the content in detail.

Clipboard

The feature allows you to download the files related to the selected plans and
documents from the server to your local computer.

Click the button to assign a new task relating to the highlighted plans and
documents to other participants. This ad hoc workflow can be defined at any time, independent
of any other action.

Use the button to start a plotting order for the selected plans and documents.

Note: This button will only be displayed, if there is at least one reproduction service defined for
your project.

Use the and buttons to trigger complete, predefined
workflows in addition to the ad hoc workflows described above. Select the desired workflows on
the following page. Please note that you can only trigger plan workflows for plans and document
workflows for documents. If there are only plans or only documents in your Clipboard, one of the
two buttons will not be displayed.

Click the button to enable the print feature allowing you to generate lists. The
content of the list depends on the current content of the Clipboard.

The elements you have collected in the Clipboard during a session will remain intact as long as

you are logged on in the system. Click the button, if you want to save the current
Clipboard content for a later point of time, e.g. for another session in WINPLAN++ online. If you

want to re-load your last saved Clipboard content, click the button. To empty the
Clipboard content, click
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For further processing, select the desired plans or documents by placing a check mark in the
appropriate boxes at the end of each row, or deselect them by disabling the checkboxes.

deletes elements from the Clipboard that you do not need any longer.

10.2 Download Files

Clicking the button opens a mask that displays any available files related to the
plans and documents. By default, all files are selected for download (check marks are set in the
box). You can select or deselect individual plans or documents by clicking the checkbox for the
desired element, or you can select or deselect multiple plans or documents by clicking the
checkbox in the appropriate header.

Selecting files for download

start starts the download process. The selected files are compressed on the server

and can then be downloaded using the features of your Internet Browser. Choose the option to
save the files and select an appropriate location on your local computer where you want to save
your files.

Please note that each download process is registered on the server and can be tracked by
entitled project participants.
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Selection window during file download

10.3 Add a New Task

Use the button to assign a new task related to the current Clipboard content
to other participants. This ad hoc workflow can be defined at any time, independent of any other
action. The participants are notified of their new tasks in WINPLAN++ online and, upon request,
also via an external email. The workflow can be started independently or in addition to the

workflow that is already being executed.

New task
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When a new task is added, the following fields are available:

Participant(s) Select the project participants to whom you want to assign the task.
Select more than one participant by holding down the <Ctrl> and/or
<Shift> buttons and at the same time clicking the desired
participants.

Group(s) If participant groups are defined in the project, you can select these
groups using the column next to the participants. Clicking on a
group selects automatically all participants belonging to this
particular group. Once you have one or more group selected, you
can still remove or add individual participants.

Task From the task list, select the task that you want the task recipient to
perform.
Send emall The participant is also notified of the task via external email. If this

option is disabled (no checkmark), the participant is only notified of
the task within WINPLAN++ online.

Ext. email addresses Here you can add email addresses of external participants that are
not registered in WINPLAN++ online. Please note, however, that
for reasons of documentation, this is only recommended in
exceptional cases. Each and every project participant who is
repeatedly assigned tasks or sent plans to should be added as a
participant in WINPLAN ++ online.

Task belongs to me This option refers back to the previous option for external
participants. In order to be able to document their tasks,
WINPLAN++ online allows users to mark these tasks as their own
tasks and complete them on behalf of the external participants.

Submit files Choose whether the corresponding files shall not be sent with the
email being sent (“No”), shall be sent as an attachment (“As file”) or
shall be provided as a link (“As link”). We recommend the last
selection (“As link”), because this does not unnecessarily increase
the size of the email, while still allowing a download from outside
the WINPLAN++ online portal.

Processing days Define the deadline for completing the task by setting either a
or date period of time or a definite date. If both fields are left empty, no
time frame is scheduled.
Comment If required, add an individual comment to the current task.
Click to complete the entries for task creation.
Instead of creating a single task, you can also use the or

buttons or 2der Workflow starten 4 trigqer a complete workflow. In this case, you do not have to
complete the above-mentioned fields. Instead, you can choose from the predefined workflows.
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10.4 Create a Reproduction Order

If a reproduction service is defined for your project, you can use the button to
generate a plotting order for the current Clipboard content. The available settings depend on the
project in question. This is why the mask shown below is only considered to be an example.

Repro order for a single plan

When a new repro order is created, the following fields are available:

Repro service

Recipient of bill

Plot recipient

Group(s)

Processing days

Send email

Select the reproduction service company, if there is more than one
available.

Select the party that is to receive the bill, if this selection is enabled
in your project. If not, the recipient of the bill will be the party
ordering the plot.

Click to select the plot recipient who you want to receive the
copies. Select more than one recipient by holding down the <Ctrl>
and/or <Shift> button and at the same time clicking the desired
recipient.

If participant groups are defined in the project, you can select
these groups using the column next to the participants. Clicking on
a group selects automatically all participants belonging to this
particular group. Once you have one or more group selected, you
can still remove or add individual participants.

Indicate the time period during which you want the copies to be
finished.

The reproduction service company is also notified of the task via
external email (recommended). If this option is not enabled, the
repro service is only notified of the task within WINPLAN++ online.
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Date of creation: The default value is the current date. You can, however, manually
enter another date or use the calendar to select another
date.

<Plan table> WINPLAN++ online displays all selected plans or documents. You

can still make entries concerning paper type, punching, folding,
color printing, quantity, and other options.

In addition, you can select the type of file you want to plot/print. By
default, WINPLAN++ online selects the plot file. If this file is empty,
or if you want to (additionally) print another file, you can also send
the exchange or CAD file to the repro service. You can also
indicate whether you want to submit single or all attached files.

In the middle section, define the plot parameters for your plan (type
of paper, color, quantity).

Please note that if you have selected more than one plot recipient,
each individual plot recipient will receive the number of copies you

define here.
Type of delivery Please indicate how you want the plot to be delivered.
Time Please indicate at what time you want the plot to be delivered.
Comment If necessary, enter a specific comment.

You can define separate plotting options for each project. This is why the options available for
selection in your project may be different from the ones shown here.

Note with regard to file types:  Usually, WINPLAN++ online sends the preview/plot/PLT file to
the repro service. If this type of file does not exist, or if you want to send another file type, you
must select the file type manually. The same is true for plotting attached files, which are usually
not sent to the repro service.

Good to know: If you want to change the settings for an entire column of the plotting order
table, you only need to change the first row and then click the corresponding header. The

program then asks you if you want to apply the settings for the first row to the following rows,
too.

Click to complete the order.

The program creates the result log for this operation.

Result log for repro order
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10.5 Plan Workflow

If the current Clipboard contains plans, the button is displayed. This feature
allows you to trigger workflows for the Clipboard content.

Click the button to open a selection from which you can choose one or more
workflows.

The following options are available:

Trigger workflow as in new operation
This option triggers the workflow(s) which would also be
triggered if the corresponding plans were newly created.

Trigger workflow as in edit operation
This option triggers the workflow(s) which would also be
triggered if the corresponding plans were changed.

The other workflows available in this selection are the
plan workflows that have been created for this particular
project. You will find details about these plan workflows
under Plan Workflow.

Use the button to display a
preview of the workflows to be triggered for the Trigger
workflow as in new operation or the Trigger workflow as
in edit operation options.

Click to enable the desired workflow(s). To

cancel the operation, click the button.

10.6 Document Workflow

If the current Clipboard contains documents, the button is displayed. The
features available correspond to those available for plan workflows.

10.7 Lists

Use the button if you want to output the current Clipboard content in a list. Please

see the chapter for a description of the available features.
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11 Reminder

Whenever any participant in a project publishes a plan, document, log, defect, or agenda item,
this can trigger a new task for you, for example reviewing the plan or taking note of it. You can

see these tasks when you click the tab in the navigation bar or the
button on the start page.

Reminder

The left side of the Reminder window shows a list of all the tasks, and the right side of the
window displays the details for the currently selected entry.

Filtering tasks

Clicking the arrows  or the button opens an area which allows you to filter the tasks
assigned to you according to certain criteria.

Filter for tasks
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The following options are available:

Task Filter by task, for example, take note, review, etc.
Sender Filter by sender of tasks

Recipient Filter by recipient of tasks

Status Filter by status of plans, documents, etc.

Kind Filter by kind of content, i.e. plans, documents, etc.
Completed Filter by completed status

Read Filter by read status

Date of interest The date of interest indicates the end date of the time period during
which tasks assigned to you are displayed.

Select field This list field allows you to filter your tasks according to additional
database fields which you can select.

The current status of your tasks will be shown both as text (number of delay days) and as
graphics (“smilies”).

List of filtered tasks
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Legend explaining the deadline symbols

Task details

Tasks can be completed in different ways.

There are “simple” tasks such as “Take note” that can be completed by downloading the

plans or documents or by clicking the button.

Tasks such as “Review” or “Release” are completed by answering the Yes/No-question or
by changing the index status.

When you complete a task, you can always enter a comment.

You can also attach explanatory files by clicking the button for the first file and by

clicking the button for any further file to be attached.

Note: Instead of completing single tasks on the right side (detail side) of the window, you may
choose to complete multiple tasks simultaneously. However, you cannot complete different
tasks simultaneously, i.e. the tasks must all be of one single type. First use the filter feature
described above to filter your tasks according to one particular task type. Then select the tasks
to be completed and complete them from the lower left side of the screen using the above-
described methods.
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12 Search

WINPLAN++ online offers a quick search feature as well as a detail search feature.

The quick search is available in the upper right corner of the WINPLAN++ online screen. You
can use the quick search entry field at any time to enter a search string (word or part of word,
plan number or part of plan number, etc.). WINPLAN++ online then searches for this search
string in all WINPLAN++ online elements (plans, documents, logs, defects, agenda items, and
subproject names) as well as in all database fields and displays a list of the search results. The
search string you were looking for is highlighted in yellow.

Searching for “Detailplan”

If the quick search result offers too many hits, you can refine your search by using the detail

search feature. Click the button in the navigation bar. The detail search window
opens, where you can choose the fields in which you want WINPLAN++ online to search for
your search string.

Since the main WINPLAN++ online elements (plans, documents, logs, defects, and agenda
items) have different database fields, there is a different search mask for each element. When
you open the detail search window, the plan search mask is displayed by default. You can then
click the

buttons to switch to the corresponding search masks.
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Search input form for plans

The detail search starts in the subproject that is active when the search feature is selected.

Checking the option tells the program to search not only in the current
(sub)project, but throughout the entire project.

In order to help you effectively use the search feature, WINPLAN++ online offers a help feature
which you can select by clicking the link.

Help to search options
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Note: You can also search for task numbers. The task numbers are indicated in the emails
describing your tasks (e.g. “P123456"). Enter the desired task number in the quick search entry
field. The program will then find the associated element and offers you to switch to the page of
the workflow history where the task is recorded.
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13 Calendar

When you click the tab or the date/time indicator in the upper right part of the
screen, the calendar will be displayed. The calendar provides an overview of project-related
dates and events (e.g. regular meetings), yet also of the tasks assigned to you for plans and
other WINPLAN++ online content.

Calendar view

Use the arrows to navigate to the previous or following months. Double arrows
allow navigation to previous or following years.

Selecting allows you to filter the events you want to display.
In addition, you can enable or disable the checkmark next to various tasks or events in order to
view or hide the corresponding tasks or events in the calendar.

Use the button to open an input mask where you can create a new calendar entry.
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Creating a new event

The following entries are possible:

Name Topic of event

Place Location where the event takes place

Description Additional details of the event

Date Date when the event takes place You can either manually type the date in
the corresponding field, or you can use the button to open the
calendar, where you can select the desired date.

Duration (Estimated) duration of the event You can either manually enter the time, or
you can use the buttons to open the time indicator.

Symbol Assign a symbol to the event, for example, meeting, business trip, phone

call, email, photo shoot, etc.

Recipient Select the participant(s) in whose calendar you want the event to be
entered. You can also choose groups.

Regular events  Use this option to select events that take place regularly (for example Jours
fixes)

Send email Select this option if you want the participants of this event to receive an
additional email

Click to confirm the event and automatically generate the emails. Click
to go back to the calendar page.
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Click on a day in the calendar to open the daily view for this particular day.

Calendar: Daily view

If there is already an event entered for this date, the program displays a field showing the main
data of the event.

The Completed task cannot be used for events
Puts the event in the Clipboard

Switches to the daily view

Creates a new event

[ ] Click on “Today” to switch to the daily view of the current date
[ ] Click the month button to switch to the month of the displayed event
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Click on an event to display its details on the right side (exactly as you do with plans).

Calendar

The following fields are used for displaying the event:

Creator

Name

Place
Description
Date

Duration from to
Symbol
Recipient

Indicates the participant who entered the event
Indicates the topic of the event

Indicates the location of the event

Provides more details of the event

Indicates the date of the event

Indicates the duration of the event

Shows the topic of the event with the help of a symbol
Indicates the recipient(s) of the event

Adds a new event

Copies an existing event
Changes an existing event
Deletes an event

Allows the export of the event in iCalendar format. This format can be
imported in any common Scheduler (e.g. MS Outlook™).

Puts the event in the Clipboard
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14 Lists

The tab in the navigation bar allows you to create different kinds of lists extracted from
the WINPLAN++ online database, for example plan lists, plan route or workflow lists, lists of
participants, lists of defects, etc.

Available lists are displayed in graphic view, giving you an impression about their final layout.
For some of the lists, additional filter criteria may be available.

Selecting list types

Once you have selected a list template, click to have WINPLAN++ online create a
PDF file on the server. When you click on this file, it will be immediately displayed or
downloaded with the help of Acrobat Reader.

You can also create the list in Excel table format.

The selection of lists offered by WINPLAN++ online is project-specific. Generally, you can
generate any kind of lists using the data contained in the database.
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15 Messages

This feature leads you to the communication center of WINPLAN++ online.

Newsgroups

The program distinguishes between general, public messages that have been sent to all project
participants (forum entry) and personal messages that have been sent to selected participants
only (private messages).

Responses to public messages can only be sent to all participants, whereas responses to
private messages can be addressed to selected recipients.

The first three entries in the list group unread messages, personal messages received, and
messages sent by the user. The next entries list all available public forums (newsgroups).

The administrator is entitled to create public newsgroups on any topic, for example a forum
dealing with certain tasks relating to the current project. Based on his or her rights, each
participant can read and/or publish public messages.

By clicking on a newsgroup, the messages and responses are displayed chronologically in a
tree structure, similar to the project structure. The details of the selected message appear in the
right side of the screen.
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View of tree structure and message details

If you want to create a new message to be sent to one or more participants or to a group of
participants, click the button, and select the desired recipients. Then enter

the subject and the message text. Enable the| ‘ option, if you want that
the message is not only displayed in WINPLAN++ online but is also sent per regular email.

Please note: The message feature is only designed for text messages and does not support
attachments. WINPLAN++ online provides several alternative options to add attachments (plans
or documents) to the program. However, you can create a new task for each plan or document
which will then be assigned to this “attachment”.
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16 Settings

Use the settings tab in the navigation bar to define project-specific and personal
settings.

User view of the Settings feature

Participant groups

Click the button to view the participant groups in the project. This option
also shows you of which group you are a member. Since you do not have administrator rights,
you cannot change group assignment. However, you may ask your administrator to add you to
or delete you from a group.

Plan workflow/Document workflow/Log workflow/Defect workflow/Agenda item workflow

How many of the five options listed above appear on your interface depends on your project
settings.

The options allow you to view the kind of workflows there are and in which workflows you are
involved. Since you do not have administrator rights, you cannot change the workflow definition.
However, you may ask your administrator to add you to or delete you from a workflow.

The left side shows an overview of any existing workflows and their dependencies. Take a look
at the right side to find the details for the selected workflow, for example which actions are
performed when the workflow becomes effective. Actions may include tasks such as taking
note, reviewing, plan creation or release.
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Addresses

Clicking the button displays your address and contact data saved in the
project room. You do not need to have administrator rights to change these data under this
option.

Note: The “Email address” field indicates the email address of the company or the contact
person. If you want to notify several persons for a particular task, you can enter additional email
addresses in these fields, separating them by a semicolon.

User configuration

User configuration
You can define the following settings:

Specify the number of lines per page in all tables displayed in WINPLAN++ online.

Specify the number of days you want to be warned before a deadline for a task expires.
Change the password obtained by the administrator by entering the old password once and
the new password twice.

Specify the preferred language.

Specify information about index separation when uploading your plans. The available
options are displayed after clicking the “Index separation” link.

Delimiter for comments and date delimiter within a plan number.

Project management
This feature allows you to display general information about the current project or subproject.

Participants who have the appropriate privileges can establish new subprojects, or edit or delete
existing ones.
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17 Select and Logout

If you participate in several projects on the same project server, the button is
automatically displayed in the status bar at the top of the window. Use this button to switch to
another project on the server without having to log in again.

At the end of a WINPLAN++ online session, click the button displayed in the status
bar at the top of the window to close the current session. For security reasons, it is important to
quit the project room via this button only, instead of just simply closing the browser window.

Please note that for security reasons you are automatically logged out by the system after a

longer period of inactivity (for example 30 minutes; the time period can be defined for each
project).

We hope you enjoy your work with WINPLAN++ online and wish you every success!

Your NetzWerkPlan GmbH
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