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Installation

Pre-Requisites
PMLineMinutes comes in three different packages:

¢ PMLineMinutes for Access XP
¢ PMLineMinutes for Access 2003
e PMLineMinutes for Access 2003 including Microsoft Access 2003 Runtime.

Make sure that you have downloaded the correct version.

Included in the download version is the Microsoft Project library, it is however insuffi-
cient to execute functions which require Project, but merely serves to avoid error
messages due to missing libraries.

Single User Installation

Double-click the downloaded file to extract it to your “Temp” directory. Locate the
file setup.exe in your “Temp” directory and double-click it to start installation. By de-
fault, the application will be installed into “C:\Program Files\PMLineMinutes” and the
data into “C:\Program Files\PMLineMinutes\Data”.

Multi User Installation

The installation on each workstation is identical to the single user installation. Then
create a data folder with full access rights for all users on your data server. Move the
MinutesData.mdb from one of the local data folders to the folder on the server. You
may then delete all “...\Data” folders on the workstations.

Important: Do not delete the Setup files. These will be required, if you need to
uninstall the application

Setup and Operation

First Start-up
In general the application starts with an error message on the first start-up.

Error

@ Database not Found

Figure 1: Start-up error message

Confirm with OK and locate the file MinutesData.mdb in the following window. By de-
fault it is in the folder “C:\Program Files\PMLineMinutes\Data”.
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Navigation, Editing and Record Deletion in List Forms

Import Addresses ‘ ﬂ ﬂ

Category Title First name Name Initials Company E-mail

Client Cir ;I Herbert Matkheyes My client herbert, matthysi@myclient. com

Client Il ZI Joachinn Meister My client joachim. meister@myclient, com

Staff ZI Markus IyFeler MY My skaff MYiEreskaff, co,uk,

Client 58 ZI Massimo Fano My client rnassimo, pano@myclient, com

Staff ZI Rita FPfaffhauser Myt aff RP@ ey staff.co.uk,

Staff ZI Edith Ffister Ml skaff ph@rnystaff . co,uk

Client G ZI Jens Schleier My client jens schlzier@myclient, com

Staff ~ ||[andreas Schusker R soi@rmystaff oo,k

Staff « ||Josef Sidler R 25@niystaff. oo, uk

Staff = |[Paul Signer R i@y skaff, co,uk

Staff = | [Evelyn Stamopoulos EREE eci@nystaff.co.uk

Staff ~ | [caspar Stocker EREE ks@rystaff . co,uk

Staff = | [antany Strub EREE as@nmystaff.co,uk

Client M - ||Peter Thomas M client peter.thomas@myclient.com

Client M = ||Cliver Lillmann M client oliver . ullmanni@myclient. com

Staff ~ ||andreas aszary M staff avi@mystaff.co.uk

Staff ZI Daniel Von Daniken My staff wdi@mystaff.co.uk

Staff ZI Harry Werder B+Mystaff | [rwwi@mystaff.co.uk

Client Il ZI Draniel Wernli My client daniel. wernli@myclient. com
; 3 |
Recard: 14 [ 1 _» |»[p#of 40 o

Figure 2: Navigation / Editing / Deletion

To navigate use the buttons at the bottom of the form or the scroll bar at its
right.
To edit click in the field you want to edit.
To add a record, enter data in the empty record at the end of the list. In long
lists, clicking 2] wil jump to the first field of a new record.
Records will be saved automatically, when

0 Yyou go to a different record;

0 Yyou click on the grey square at the left of the record (the ﬂ icon will

change to l);
0 close the form.
To delete a record click on the square at the left of the record and press the
“Delete” key. Confirm the warning message.
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Data Entry

Options and Search Keys
To access “Options” click on the Options register.

@- PMLineMinutes 2.6.1 DEMO
Projects l Meetings 1 Items 1 SthedulejResnurtes] Reports ] Search ] Participants Options 1
Language E-Mail System Search Keys
O deutsch (%1 Exchange Key 1 Key 2
O francais O Lotus r |‘ | 'Hjl|
© english [

User Profile

[ Automatically create backup

Record: 14 ¢ | PR I Record: 14| ¢ | P T S

Mew Database

Link Database

@ PMLine Ltd, 2004-2005

Figure 3: Options

Options

At first select the language and the e-mail system.
Select Exchange for anything else except Lotus Notes.
If you use Microsoft Outlook, enter the Outlook User Profile.

User Profile

Figure 4: Outlook User Profile

The Automatically create backup creates a backup of your data when you
open the application.

Press New Database to create a new database, if you want to separate some
projects from others.

Press Link Database to use a different database.

Search Keys

When you enter items in the minutes details, you can add search keys. These can be
defined here.

Enter a “Key 1”.
Then enter one or several “Key 2” as sub-keys of “Key 1” optionally.
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Participants
The “Participants” register contains the participants of all projects.

PMLineMinutes g@
¢ PMLineMinutes 2.6 St
Projects l Meetings 1 Items 1 S(hedule!Resuur(es] Reports ] Search Participants }0ptiuns]
Import Addresses ﬂ ;] Titles
Category Title First name Name Initials Company E-mail Nr  Title Language *
Client M » | |Gerhard lHaier lstom igerhard. maier@myclient, com » 1|[Herr D -
Ciient br - | Ferbert Matthys [ |[iyclent | herbert.matthys@myclient.com e BE
Client M = | Joachim Meister = Myclient inachim.meister@myclient.com 3|[Herr Dr. D -
StafF - | [Markos 1yFeler Wy |[Mystaff | [NY@mystaff.co.uk [ #Fraupr. b -
Client =3 = | Massimo Pano =) My client massima,pano@meyclient, com j Monsieur s
Skaff - | [Rita PFaffhauser i [Py staff RP@nnystaff.co.uk Z Madame 7 b
Staff - | [Edith Pfister i) My staff pfi@nmystaff, co.uk j Maonsisur PhD F -~
Client M x| |Jens Schlsier = Myclient iens. schleieri@myclient.com 4|[Madame PhC: F -
Staft ~ | [pndreas Schuster [ |[starr | bo@mystaff.cok L1 e
Skaff = | [Josef Sidler =] [P staff 5@y staff, co,uk Z[[Ms E ~
Staf | Fau Sigrer [ |[star | Gi@mystarf.co.0k T B
Skaff - | [Evelyn Stamopoulos [ My staff es@mystaff, co,uk, j Dr E ~
Skaff - | Kaspar Stocker ] [Py staff ks@mystaff.co.uk * : i
Skaff - | |antony Strub : Mystaff las@mystaff, co,uk, gt |
Client M = | Peter Thomas [ Meclient peter .thomas@myclient, com £5]
Client M - | [Cliver Ullmann ] Myclient oliver .ullmann@myclisnt. com Rekieh Ll—i 1 M
Staff - | |andreas aszary [ ] Mystaff av@mystaff.co.uk Same number for identical titles
Skaff = | [Daniel Won Déniken ] [Py staff wd@nnystaff.co.uk inthe 3 languages
Skaff - | Harry Werder Ei+Mystaff | [w@mystaff co,uk
Client M * | [Daniel iternli E | My client daniel. wernli@rmyclient .com
= = e —
-
Record: M| 4 [T 1 | pi[p] o 48 i)
FMLine Led. 2004-2005 Licensee: PMLine Lid

Figure 5: Participants

e First enter the titles in the right sub form. If you want to use several languages,
make sure that you use the same number for the identical title in every lan-
guage. In the above figure we have used Nr 1 for “Herr” in German (D), “Mon-
sieur” in French (F) and “Mr” in English (E).

e Then enter the participants.

Note: The e-mail address is compulsory, since it is being used to check for
duplicates. If it is unknown enter a unique dummy address.

If you are using Microsoft Outlook, you can import addresses by pressing Import Ad-
dresses:
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<

Qutlook folder @

2 Select category

1 Select contact folder
rsonal Folders Contacts All
Private customer

4 OK Cancel

Figure 6: Import from Outlook

o First select the contact folder.
0 Then select the address category and press OK.

When you press the button with the glasses icon, a window pops open show-

°
ing the open tasks for the person selected.
Tasks
Open tasks for Werder Harry
Project 2000 Quality Assurance ‘ » M N
Date done Nr. Meeting Task =
Prio Nr. tem
M[ommizons | g3 | 23|[Meeting 2/2004 |[Revision B of procedures P.1201, P.1202, P1211
[ 2|[Test Procedures |
[1a012008] O | 23|[Mesting 2/2004 |[Revision C of procedures P.1205, P.1206
[ 2|[Test Procedures |

Record: 14| 4 | T b r]er 2

Figure 7: Open Tasks

0 Use the Arrow buttons to browse through the projects.
o Mark an item as done by clicking the “done” checkbox.
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Projects
Now everything is ready to start entering projects, meetings and minutes.
PMLineMinutes g@

@« PMLineMinutes 2.6

1 Meetings 1 Items 1 S(hedule!Resuur(es] Reporks ] Search ] Parti(ipants] Optiuns]

Quality Assurance
Sitzung 2/2004

Projects Participants
Project Number Project Name Logo W - P |Ereer Dieter ;l & >
Project Manager Start Finish PSP Trennzeichen Hartmarn . J5hannes ;J a
Microsoft Project File
» 2000] [quality Assurance Hj‘ hofman ealer ;J é"
[werder Harry I || I L] K) NOVARTIS Werder Harry =] ér
| * =] &
2011][EPM Software Development If = 7
o i | I 7 chemgineering
|
2566 [Alstom [
fwerder Harry I || | A =
4589 [Relocation Planning | ‘llllll. BRANDENBERGER+RLIOSCH AG
riyFeler Markus ][ osiosizoog| i ] Ml #ANAGEMENT-BERATER
[Sample.mpp | et
* off I | Record: 14 O S0
= | I\ Tl
2
Record: 4] - 1 b | Mk of 4
PlLine Lrd. 2004-2008 Licensee: PMLine Lid

Figure 8: Projects

¢ Create a new project by entering “Project Number” and “Project Name”. All

other fields are optional.

e To add a company logo to a project, open the logo in any appropriate ap-
plication and copy the picture (not the entire file) to the clipboard. Then right-
click inside the “Logo” field and select Insert Object...

¢ Enter the participants in the sub form on the right by selecting them from the

combo boxes.

e To delete a project including all meetings and minutes, press the Delete but-

ton.

e When you press the button with the glasses icon, a window pops open show-
ing the open tasks for the person selected (see Figure 7: Open Tasks).
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Meetings
Having selected a project you can now enter the meeting header.
PMLineMinutes g@
@ PMLineMinutes 2.6 s docy i
Projects Meetings lltems 1 S(hedule!Resuur(es] Reporks ] Search ] Parti(ipants] Optiuns]
Number Meeting title Subtitle Author Date next Location 178
| 23] [Mesting 2/2004 [[25t Project Meeting |[Hofmann walter = [ 01/12/z004)[ 07}01/2005] B+R | =
I 22][Mesting 1/2004 [ ick-fF |[Hofmann waler = J[05/11 /2004 01]12/2004]B+R | =
2 o] I | I | I I | &

Record: 4 L P M k% of 2

PrLine Led, 2004-2005

Licensee: PMLine Lid

Figure 9: Meetings

e Enter a meeting title, a subtitle; select the author from the combo box (only
participants of the project are shown) and enter the date of the meeting, the

date of the next meeting and the location.

e Press the Delete button to delete a meeting including all minutes.
e The button with the Document icon allows you to enter the paths to docu-

ments associated with the meeting.

Documents E]@
€ Documents e

Description
Path

4 # | 3 Project Structure) .
DY Access\ 20024EPME_XPY Movartis Q-wES, xs

*

w | F

Record: M| 4 | T _» | »1|p¥| of 1t iFitered)

Le]

Figure 10: Documents

o0 Enter a description.
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o0 Press the Field Glasses button the search for the document and enter its
path.
0 Press the Document button to open the document.

ltems
In this register the detailed information to a meeting is entered.

PMLineMinutes g@
A H Quality Assurance
e« PMLineMinutes 2.6 Mt fonna

Projects l Meetings Items ]StheduleJResnurtes] Reports ] Search ] Partitipants] Optinns]

Items Participants hide "done”
1 2 temNr. Title copy | + | -+ | L Person Participation =
» _]_D 1 Last Minutes P |[Ereer Dieter present | =
EEE Immediate Action Required Hattmann Johannes present - =
B General Documents Hofmann Walker present - =
2| 2|]2.2 Test Procedures Werder Harry present =1 =
EEE Long Term [tems
4( of]4 v arious ﬂ ﬂ
Record: 14 [ PO L L Record: 14 1 kM of 4
Details
Item ME. Text Key 1 Respons. 1 Respons.2 Prio Schedule done -
Key 2 Hours 1 Hours 2 Action
3N - 1[N remarks - - - | 1;” | il
i () Decision (") Task (=) Info
2.1 = 2|[50P's 445, 446 and 493 ~ |[Breer Diete - =f 3= 14jo1fz005] O
- 12,00 () Decision  (3) Task () Info
N [ [Block diagram apparatus 120,C, 1214 is missing - ||Hartmann - = =1 3 =] t+ojzo08] O
- 16.00 () Decision (¥} Task () Info
2z~ 4[[Revision B of procedures P.1201, P.1202, P.1211 ~ |[werder Ha ~ -1 3 ][ vriojzoos] O
= 24,00 () Decision (3} Task () Info
2z~ 5[[Revision C of pracedures P.1205, P.1206 ~ |[werder Ha ~ -|[ 3 -] t+oyjzo0s] O
= 16.00 () Decision (¥} Task () Info
£ I - : S]] [
- () Decision  (¥) Task (") Info
=
Record: 4 [ 1 »|Mr*ofs

@ PMLine Ltd, 2004-2005 Licensee: PMLine Ltd

Figure 11: ltems

ltems
e Enter item headers first.
e Use the Down Arrow button to create the next number on the same level.
¢ Use the Right Arrow button to create the next number on the second level.
e Use the Copy/Paste button to copy all items from one meeting to the next

one.
e To delete an item including all details press the Delete button.

Participants

o Select the participation status from the combo boxes.
e To e-mail the minutes of the meetings to an individual participant press the E-
Mail button.

Details

e Select an item number from the combo box. You can enter items in any order.
e As soon as you enter the text field, a window with a much larger input area
opens. Enter a descriptive text. The field accepts approx. 32000 characters.

o Select the search keys from the combo boxes (“Key 1” first, “Key 2” after-

wards).
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For tasks:
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17/05/2007

Page 10

o Select responsible persons from the combo boxes. “Responsible 1” should be
the internal, “Responsible 2” an external participant.
¢ Enter estimated work hours, if you want to plan work loads.

There is no “all” among the choices. The responsible should always be
a distinct person.

e Select a priority (1 = lowest, 3 = highest).
e Enter a due date.

Note:

It is not possible to enter something like “asap” or other flexible terms,
since a project manager cannot control progress with such terms.

o Finally select between “Decision”, “Task” and “Info”. Only “Task” will appear in
the open items reports.

Schedule/Resources

This form permits the entry of other activities, e.g. base load, which is not covered by
items of the minutes, or general project tasks. It also allows you to import activities
from Microsoft Project. The activities relate to the active project but are independent

of the active meeting.

Record: 14 1 b [M k| of 11

Import Microsoft Project

PMLineMinutes g@
@ PMLineMinutes 2.6 i g o
Projects l Meetings 1 Items SchedulejResources IRepurts ] Search ] Participants ] Options ]
Schedule Resources [h]
WBS-Code Task Start Finish Act. Start Act. Finish * Resource Plan Actual Remaining *
P [[2o00 ddministration 01/01/2005(| 31/12/2005 Hofmann Walter ¥ 120,00 0.00] 120,00
2000.05 Pahr 2005 01/01f2005|| 31{12{2005 Ereer Dister = 120,00 0.00] 120,00
2100 Promotion 01/01/2005)| 31/12/2005 Hartmann Johannes = £0.00] 0.00] 60.00]
2100.05 Dahr 2005 01/01/2005)| 31122005 P |[swerder Harry i 300.00 0.00] 300.00
2110 [kauisitian 01/01/2005][ 31712(2005 * = 0.00] 0.00] 0.00]
2110.05 Dahr 2005 01/01/2005)| 51/12/2005
2600 [Shellvertreter EPM 01/01/2005)| 31/03/2005
2600.05 Pahr 2005 01/01/2005|| 31/03{2005
2600.05.01 Manuar 01/01 {2005 [ 31012005
2600.05,.02 [Februar 01/02/2005)| 28/02/2005
2600.05.03 Marz 01/03/2005|| 31/0372005 =
* Record: 14| | 4 | M |pk| o4 =

PhiLine Ltd, 2004-2005

Licensee: PMLine Lid

Figure 12: Schedule/Resources

To enter tasks manually:

e Enter a WBS-Code. Create up to 6 hierarchical levels by entering a dot (“.”)
between the levels. Start and finish dates will be propagated from bottom to
top levels automatically.




@ PMLineMinutes 2.7 17/05/2007 Page 11

e Enter a description and planned start and finish dates.
o To update enter actual start and finish dates.

To enter resources manually:

e Select a task in the left sub form.

e Select the resources from the combo boxes in the right sub form and assign
planned hours.

e To update enter actual or remaining hours.

Reports

All reports except the search results (see Search) can be generated on the Reports
register.

PMLineMinutes g@
H H Quality Assurance
@ PMLineMinutes 2.6 Meeting 2/2004

Projects l Meetings } Items } schedulefResources Reports ISearch ] Participants] Optiuns]

Minutes Quality Assurance work Load Ehecule to Legal

Meeting Date [ Including old open tasks ’7(; L2 00304 Cs O BL‘ @
05/11f2004

01/12f2004

To Do Lists Invitation
By person Lwoi;';
Breer Dieter | . Date 01/12)2004
Enreramin =]  This week Time o
e OB
artmann Johann O Without
Hermann Rolf @ u @ Logo
Hoftmann Walter I
Inderbitzin Robert = & =1
Lirn hten By projectidue date =
hizier Gerhard
Meister Joachim Ttems
Myfeler Markus [&| & M e i Buration B
Pana Massimo =
30 Last Minut: -
Schleier Jens et
Thaomas Peter | 2 Immediate Action Required -
Multiple selection with B 2.1 (Seneral Documents =
CTRL-Click = 2.2 Test Procedures -
3 Long Term Items hd
& é 4 Warious -
5 Nt Meeting ot ﬂ
Record: M [T 1 k| M|kk|ofs

@ PMLine Led, 2004-2005 Licensee: PMLine Ltd

Figure 13: Reports

Printing / E-Mailing Reports
e Press the Envelope icon to e-mail the minutes to all recipients, provided they
have a valid e-mail address.
e Press the Preview icon to open a preview first and print it thereafter, giving you
the choice to select a printer via the Print Menu.
e Press the Printer icon to directly print the report on your standard printer.

If you have installed the Acrobat pdf printer or Acrobat Distiller, sending an e-mail will
first create a pdf document. To attach the file to the e-mail you will be prompted to
locate the document once it has been created.

Otherwise the attachment is printed as an rtf document, unfortunately losing all
graphic elements.
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Top Left: Minutes Of Meeting

e To print the most recent minutes of meeting do not select a meeting date.
¢ Optionally select “Including old open tasks”
e To print old minutes, select the date of the meeting first.

Top Centre: Work Load

A new window opens, allowing selecting the employee for whom you want to view
his/her work load per month.

Work Load

¢« Work Load R

Employee |[giniggbTlTEN TS

140
120
100
80
60
40

hiw

20 1

Figure 14: Work Load
The work load is shown in hours/week. The first month (the current month) shows the
load including overdue items.

Top Right: Schedule/Resources

e Select the WBS level down to which you want to produce the report and then
click the Preview icon.

The report shows all projects.

Bottom Left: To Do Lists, Decisions, Information
By Person:

o Create to-do lists for one or several persons, showing all open items for all pro-
jects. Use CTRL-Click for multiple selections.
e Select “This Week”, “Next Week” or “All”.

By Project/Due Date:
e Select “This Week”, “Next Week” or “All”.
Decisions / Information

e Create a report showing all items marked “Info” or “Decision”
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Bottom Right: Invitation

e Send invitations for the next meeting. The item list needs to be prepared pre-
viously in the Items register.

e Enter date, time and location.

e Select presenters from the combo boxes and enter a planned duration per
item.

e To print the invitation on paper with the company letterhead, use the Printer
icon below “Without Logo”.

Search

In the search form all details of all projects and meetings can be searched by keys
and/or full text in the text field.

PMLineMinutes g@

=

Projects l Meetings 1 Items 1 S(hedulejﬂesuur(es] Reports Search ]Parti(ipants] Optiuns]

PMLineMinutes 2.6 Quality Assurance

Key 1 -1 Text [procedure |

Meeting 2/ 2004
o8]

Key 2 = (yand (v or
Project Nr. Meeting Task =
Date done Responsible Nr. Item
14 [000 Quality Assurance Il 23] [Meeting 2fz004 Revision B of procedures P, 1201, P, 1202, P.1211
| D?fDlp’ZDDSl Il |Werder Harry” ‘ ‘ 2||Test Procedures
|ZDDD Guality Assurance H 23||Meet\r|g Z{2004 Reevision C of procedures P 1205, P.1206
| 14f01p’2005| [l |Werder Harry” ‘ ‘ 2||Test Procedures

Rrecord: 4] 4 | L ] ef 2

[«

@ PMLine Ltd. 20042005 Licensee: PMLne Lid

Figure 15: Search

To search by keys: First select “Key 1” and then optionally select “Key 2”.

To search in the text field, enter one or several words in the field “Text”, sepa-
rated by a space. Select “and” or “or” to combine the items.

To search both by keys and text select/enter terms in both.

Press the Apply Filter icon to start the search.

Mark an item as done by clicking the “done” checkbox.

Preview or print the search result by pressing the respective buttons.
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