Project Commander 7.0 new features

……………………………………


PROJECT COMMANDER – PLANNING SOFTWARE

MAJOR IMPROVEMENTS

Integrated within Project Commander….

· Automatic email reminders for tasks

Email messages can be sent automatically via the web based on task dates and status. Can import contacts from Outlook Address Book.

· PDF Creator

Free PDF software now included in the Project Commander installation program.

Standalone option …

· Email reminders (Remind ‘M)

This allows you to send email reminders from your To Do List for general management tasks or project tasks not included specifically in the project. This is included in the installation program (see end of document).

OTHER

· Currency selector

How to change the default currency.

· Calculate Revenue by marking up costs with a percentage

How to calculate revenue from a cost mark up.

· Working start day of week able to allow midweek days for Middle East projects

How to change the week starting date using standard working week.

· Open Microsoft Project 2007 files

How to open a MPP file for MSP 2000-2007.

· Embedded graphics

Graphic files are now embedded in the project file.

· Project Name

Project Name included in New Project window.

· Project Tolerances & Overview

A Project Overview can be seen with RAG (Red, Amber, Green) traffic lights for overall Project Costs and Duration.

· Task Alert highlights for % complete behind target

How to highlight the severity of the % target delay.

SMALL ADDITIONS

· Add milestone to legend

When milestone is added – an option to add to legend appears.

· New menus

There are 2 new menus.

· New toolbar icons

There are 2 new icons.

· Extra resource data on Resource Histograms

% Usage option now available here.

· New timescale option added

Month, Week commencing & Day of Week included.

ITEMS REMOVED

· Spellchecker using MS Office 
· XML option to open Microsoft Project 2007 files
· Risks & Issue logs
REMIND ‘M

Automatic email reminders for tasks 

This new feature allows the user to download their Contact List from Microsoft Outlook or manually add new ones. A number of prescribed email messages can be set up to be triggered at different date points for each individual task.

These email messages are sent using the internet (not by the Email system) and are recorded in a separate Log file (not the Sent box). If you do want a record in your own email – then you can of course add your own email address on the distribution list

In order to send the emails you need to know how to set up the SMTP Server.

There are 2 options to send emails -  on start up of the relevant Project Commander file or on demand.  (Note – currently emails cannot be sent without opening the relevant file).

The options for the Email are displayed under the EMAIL menu.

MANAGE CONTACTS  - imports contacts from Outlook and add new contacts manually.

EMAIL OPTIONS  - allows you to …

· Send user defined preformatted message at 6 different intervals of an individual task  - before it starts, when it starts, at a % completed, before the end, on the end date and finally after completion.

· To choose which ones are sent/not sent for each task.

· Format the message partly with project data and user defined text. Starter messages are available for each message as an example.

· A standard signature can be added to all email messages.

· On the ADVANCED button, allows all emails to be logged to a file on your pc.

SMPT SERVER  -  sets up the Outgoing Email Server and will test connection.

GENERATE EMAILS   - send all outstanding emails.

DISPLAY LOG  - opens the text based Log file.

How to set up

1. Create the Contacts List

Select E-MAIL menu, MANAGE CONTACTS.

Contacts can be imported from only Microsoft Outlook - not Outlook Express and Vista Windows email or any other email software.
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Click on the IMPORT button and the Contacts should all appear in the list.

In most circumstances – leave the TICK in the USE DEFAULT OUTLOOK CONTACTS FOLDER – if Outlook has been installed using the default target folders.

The full list of all Contacts from Outlook is displayed in the window below. Outlook allows duplicate Contact Names – but Project Commander only transfers one Contact Name as it does not allow duplicates.

You may not need all the contacts or duplicates, therefore you need to highlight which Contacts you wish to transfer. If Project Commander does find duplicates – it will transfer the last entry for the Name if the DUPLICATES option is REPLACE(default) and it will choose the first if option is IGNORE.
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In order to highlight the correct Contacts, hold the CONTROL key down and click on each Contact Name. To choose a consecutive range – click on the first Name & then hold down on the SHIFT button and click on the last Name in the range – it will highlight the whole range. 
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Note. This import procedure is mainly used at the start of a new Project Commander file. 

However you can re-run the import against a file – if your Outlook Contacts have been radically changed. In this circumstance – duplicates of Contact Names are not transferred. If REPLACE is chosen, the last Name in the Import list will replace the existing identical Name in the Project Commander list. For IGNORE – the Name & email will remain the same as the existing one. 

If for any reason, it cannot find the Contacts folder, take the TICK off and when you click on IMPORT. If Outlook is closed, it will display the Folder List and you can choose the Contacts Folder from there. If Outlook is open – you will need to maximise Outlook and it should be open at the list. 

When you maximise Project Commander the Contacts should be in the list.
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Then click on IMPORT.  .

Contacts can also be added manually. This is the only way to load contacts from other than Outlook.

To add a new contact click on the ADD button and enter the Name & Email address and then click on UPDATE.
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When you add a new contact – it will ask if you want to add this as an automatic send to this contact to all tasks that are currently in the project.
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All the current contacts are then contained on the list on the left.

They can be modified by highlighting the contact on the list on the left and editing the Name or Email address and then click on UPDATE.

Contacts can be deleted by highlighting the contact on the list on the left and clicking on the DELETE CONTACT button.

2. Add SMPT Server

Select E-MAIL menu, SMPT.

The SMPT server is the ISP server used for outgoing mail. This can usually be found by looking in your email client application account settings.
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There is a TEST button – to ensure that the Project Commander E-mail system can connect to the Outgoing ISP server (obviously – you must be connected to the internet to test it successfully).

Do not tick USE AUTHORISED LOGIN  unless your SMPT server needs authentication – in which case you will need to enter the User Name and Password.

3. Senders email address

Select E-MAIL menu, E-MAIL OPTIONS.

Your full email address must be entered here.
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4. Create the Log File

In E-MAIL OPTIONS. Click on ADVANCED OPTIONS button. 
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Then place a TICK in LOG E-MAILS and then click on the BROWSE button and choose where to save the Log File.
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A file called emails.log is then created after the first emails are sent.

5. Format email – Edit Signature.

In E-MAIL OPTIONS. Click on EDIT EMAIL SIGNATURE button. 

Text can be made up of a mixture of fixed user input text and variable text used from the project file. You need to change the text to suit you.

This text will appear at the end of each email.
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There is a default example of a signature included already. In curly brackets is the variable element. This text for the Project will change depending on the entry of the Project Name in the Create New Project window, when you start the project or if you enter the Project Name later in PROJECT menu PROJECTS.

If the Project Name is not entered in this version – the Project will be named Untitled by default.

Note. Any project created in version 6.6 or earlier will have a Project Name of Project1.

The variable fields that you are allowed to enter in the text can be displayed by clicking on the drop down list accessed by the down arrow for the INSERT FIELD box. In the Signature, currently only the Project Name is available – but it can be used more than once in the standard text.

This Signature will be used for all emails in this file – it is not possible to vary the Signature for different types of emails.

6. Format email – on Task dates

An email is made up a Subject, Main text & Signature.

SUBJECT LINE
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This can hold both fixed user text and variable Project text in curly brackets. Again there is an example as a default and the list of possible Project data is held on the drop down list accessed by the down arrow for the INSERT FIELD box.
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To insert Project data – simply move the cursor to the position where you wish to include the text and click on down arrow for the INSERT FIELD box and then click on the required field in the list.

Project = Project Name

Task = Task Description

ID = Task ID Number

Start, Finish Date & Time ; Duration = Task data

MAJOR TEXT
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The list of Project data is longer for this section.

Additional fields are …

Resources = Names of Resources Assigned to task

Notes = Any text held in the Notes field of the task

The other fields relate to the number of days used in the 6 email date triggers …

Before Start Days

During  %

Before Finish Date

After Finish Date

If you need to put special information that could be different for each task – you can store them in a Notes field. The best way to input this is by selecting VIEW menu, TASK FORM and a new window that is task related will appear at the bottom of the screen.

Click on the CODES tab
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You can now enter the message in the NOTES box – in exactly the format it will show on the email.

Task 11 - k - should have finished 2 days ago.
Planned finish: 20/02/09.
xxx
xx
x

Please advise if you foresee any problems with this task.

Regards,

Project Manager
Big Project 

If you have never used this feature before – the Task Form shows information that can be edited on the task highlighted in the chart above. To close the TASK FORM – simply click on the X in the top right of the form.

The NOTES field is a column that you insert into any screen (View or Report) – but if it has more than one line  - it will not be readable  …
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SIGNATURE
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If the ADD SIGNATURE box is not ticked – the signature will not be included on automatic emails using the text the EDIT EMAIL SIGNATURE button.

7. Other email options – Date triggers

There are conditions that trigger the sending of an email for Tasks …

· Prior to the start and on the start day.

· During the duration of the task based on a percentage.

· Prior to the finish and on the finish day and after the finish.
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For the two prior start & finish and the trigger for the post finish – the user specifies the number of days before or after by comparison to the Start & Finish Date of the task.

Note – the trigger can only be specified in days. There is no provision for other time slots such as weeks or hours. It is assumed that this feature would not be applicable for short term projects based on hourly tasks.

For email triggers during the task itself (ie Based on a percentage and prior to Finish Date) – it is possible to set a minimum Duration under which emails will be not actioned .

Note. You cannot send emails related to summary bars.

8. Remaining email options 

There are 2 remaining boxes …
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· AUTOMATICALLY GENERATE EMAILS WHEN FILES OPENED.

Normally email generation will be triggered by the user by clicking the EMAIL icon, giving the user a chance to review the current email settings.

However, if you trust that you have set up the options correctly here and at the Task level – this feature will save much time – as it will send all scheduled emails for each file – as soon as the file is opened.

· DON’T SEND EMAILS AFTER EVENT HAS PASSED.

Sometimes you may enter a project after it has started or you may have not opened the project file for some time  (due to holidays, sick, meetings). If you tick this box – it will prevent several emails being sent for a task that has started and ended since the last email trigger.

9. Task Contacts

Right mouse click on the ID number and then click on EMAILS.
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The Contact names that emails are sent can be highlighted on each individual task  with a TICK and also which date trigger is used for that task.

If any Date Triggers are greyed out – it means that they were made inactive in the Options.
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If you want those Date Triggers used on certain tasks – you will need to change them in the E-MAIL OPTIONS and TICK them ON.
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There is a quick way to input/edit this window. When you open the Window for the first time, there is a LOCK to keep the window on-screen and the data will change when you click on the Task on the chart.
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By clicking the LOCK ON – the symbol will look like this

[image: image19.png]J© % Enable e mais fortis task




All the active Recipients for emails can be displayed in a new field named E-MAIL RECIPIENTS.
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In order to close the window – you must click on the LOCK to show OFF 
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and then it will close when you click OK.

How to action emails

Normally email generation will be triggered by the user by clicking the EMAIL icon in the toolbar
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If the automatic facility is switched ON, the emails will be sent without an option to stop, as soon as the file is opened. However, there is a CANCEL button which will abort the remaining emails not sent to that point.

Recording emails sent 

Emails sent are recorded in 2 places. First each individual email is recorded n time sequence order in the LOG FILE.

To view the file – EMAIL menu, DISPLAY LOG.
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If you right mouse click on the ID, the 6 possible Date Triggers are ticked if the email has been sent.
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Log file

The Log File is an ordinary text file that opens in Notepad and if you require to clean down the history – you can drag across the text and delete it permanently and resave the file or if you want to archive the information to date – you could save the current Log File to another file name, clean the file of all data and resave the empty file – ready for the new email sent details.

Note. You can leave the Log File open while you generate emails – but it will not add them to the file. To see the new records you must close the file and NOT save the file – otherwise it will overwrite the changes.

Therefore generally it is important not to run the emails when you are editing the file.  It is also worth backing up the file daily by saving it to another file name. 

Prevent emails sent 

Emails are prevented from being duplicated as any emails sent are marked with a tick on the Task. 

If you want to not send an email on any particular task, you can tick the list (accessed by the right mouse click on the ID) and then emails for that trigger will not be sent – even though due.

There is an option to DON’T SEND EMAILS AFTER EVENT HAS PASSED and this prevents any of the 6 Date Triggers to action an email if the due date has past for the task.
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PDF Creator
The new PDF Creator program PRIMO PDF is an option included in the Project Commander installation.

This  PDF program can be used on the pc with any application.

To create a PDF in Project Commander, you can either click on the PDF icon  [image: image26.png]


  or select FILE menu, PRINT and choose PRIMO PDF as the printer.

When you choose PDF, you need to click on PROPERTIES to check the settings. You must ensure the LAYOUT (especially paper orientation is correct – normally landscape) and by clicking on ADVANCED that the options for optimum paper size are correct (otherwise it will fit to A4 as a default).

When you click to create a PDF – be patient it does take a few seconds for the PRIMO PDF welcome  screen to appear. You can choose the destination folder and file name & then action the PDF save by clicking on the CREATE PDF button.

Please Note PRIMO PDF is a shareware product and is free and we can offer no support or warranty for this product.

Currency selector
The default currency symbol is taken from the Regional Settings in the Control Panel. The symbol can now be changed per file, by selecting the OPTIONS menu, PREFERENCES and the COST tab. (The date format is still subject to the Regional Settings).

The ROUND UP DECIMALS rounds up costs to the next highest whole unit. If this option is ticked OFF, then it will use the number of decimal places from the next option.

[image: image27.png]Genera| Chat | Viow | Dutstiors/Fes| Fomat| Links  Costs | MEP/ML | Spel check

Costoccunence Use markps
& Speadovertask | | Labour .| Curencyfomat

© Startof task.
© Endoftask

e evperises

[V Flound up decimals




The symbol and even the number of decimal places can be changed. Click on CURRENCY FORMAT…
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In the CURRENCY SYMBOL drop down list – there are 5 options to choose. However, you can type your format and it will be added to the list for this file. 

Important

If you choose a different currency symbol and click on SET DEFAULT, the option will be saved for the system.

Calculate Revenue by marking up costs with a percentage

The option to calculate Revenue, is by selecting the OPTIONS menu, PREFERENCES and the COST tab.
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By default, Revenue calculation is turned OFF.  In order to switch ON, tick the USE MARK UPS box.

This allows all the Labour cost fields & the rest of the cost fields (named as Other expenses) to be marked up and all added up into the Total Revenue column (new field).

For example if the Labour costs are marked up by 10%, then the Revenue field will be include 110% of the Labour costs.

Note. It is possible to include negative % by using a minus sign in front of the % figure. You are also allowed % figures above 100%.

The Revenue column (which in previous versions was an input field) is now a calculated field and is now called Total Revenue.

The Total Revenue column is now calculated from the all Labour cost (+ markup %), plus Other expenses – materials, plant, other, etc (+ markup %), plus the column Other Revenue.

The analysis of the total is displayed in the VIEW menu, MORE VIEWS, Revenue …
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The 2 Marked up fields have been calculated from the fields below ….
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using these mark ups…..
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In order to adjust the Total Revenue up or down, enter a value into the Other Revenue column …
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Important.

If you do not wish to use the Mark up , simply enter a value in the Other Revenue column.

The following fields are included in the mark up …

LABOUR REVENUE MARKED UP  ..

· Resource Cost   -   costs  calculated from General resource assignments

· Resource Labour Cost  -  costs  calculated from Labour resource assignments

· Labour Cost   -  input value in Cost Estimates view.


OTHER REVENUE MARKED UP ..

· Material Cost  -  input value in Cost view.

· Fixed Daily Cost  -  input value in Cost view.

· Other Cost  -  input value in Cost view and others.

· Cost 1-5.

· Resource Material Cost - costs  calculated from Material resource assignments.

· Resource Subcontractors Cost - costs  calculated from Subcontractors resource assignments.

· Resource Plant Cost - costs  calculated from Plant resource assignments.

· Plant Cost   -  input value in Cost Estimates view.

· Subcontractors Cost   -  input value in Cost Estimates view.

· Any Formula Cost column that has a setting to add to Total Cost.

For users of  version 6.6, the keyed in value in the previous Revenue column has been transferred to the Other Revenue column – and the Total Revenue column has now become a calculated column.

Working start day of week able to allow midweek days for Middle East projects

If the Standard Working Week in the Project Calendar is changed – if there is a break in the days working – the start of the working week is deemed to be the first day after the break.

If Saturday and Sunday are on either working or non working then the Monday is usually defined as the week start. 
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Note. There is no option to set the week start date to Sunday unless it is a working day.

Open Microsoft Project 2007 files

In the previous version 6.6, the only option to open a 2007 file was by saving it as a XML or as a Microsoft Project 2000-2003 file format.

This version now allows the opening of a 2007 MPP file direct.

As always there are incompatibilities between the two products and inherent bugs in Microsoft Project – so PMSC guarantee to help you load a MPP file or to do it for you on your behalf at no cost to you. We are happy to check differences and advise you of them.

Most of the known issues are documented in the HELP menu, SUPPORT MATERIAL, OPENING MPP FILES.

If Project Commander identifies critical issues that prevent opening a MPP – it will report it and we will be happy to check and convert the file for you.

Embedded graphics

In previous versions, to save on file sizes, we did not save any graphics with the project file. In this version, all graphics are now saved with the file. Therefore, it may take slightly longer to load files that have large graphics or several graphics.

If you open an earlier version file including graphics – the graphic will included in the file in this version when saved.

This means that file sizes with graphics will be significantly larger.

Project Name

On the New Project window, there is now a new PROJECT NAME box. This is optional for standalone projects – but is used as a field that can be inserted into an Email message (see above).

[image: image36.png][-Project nare

- Create new project———————————————————

[-Projectstat date.

24/02/2009 -

Cick nthe down arow to
select a date.

Froject duration
i

T~ Mult project views

Create new project

~Mote:

The project stat date is used 1o set the:

and the:

week one stat date (See the Options > Projectnfo. menu)

timescale fiom date (See the Format > Timescale menu)

Open esising project———————————
Wit g 2
2007 TEST FILES INCLUDES ALL no2
Z\Datat..\ematpetest

potest

restored poj cal 00 new

projoal 60h new

piojoal 60 new

2007 TEST FILES no2

2007 TEST FILES INCLUDES ALL

2007 TEST FILES INCLUDES ALL

0215 Consoldated CostFies.oc _'_I
KT R
Solotanote e

Weekly o1 daiy project

Houly chart wizard





The Project Name must be filled in if you wish to consolidate single files later.

If you use the multi project function – the projects need to be listed using the new PROJECT menu PROJECTS or in the TOOLS menu PROJECTS as in previous versions.

Project Tolerances & Overview

The overview of the whole project can now be seen in the new PROJECT menu, OVERVIEW and also Performance Indicators if required.

There are 2 measures of comparing performance against Baseline values -  overall Project Duration in % terms and units of hours, days or weeks  & overall Project Cost in % terms and actual value of money.  

The tolerances are switched OFF as a default and show no traffic lights.
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The tolerance levels can be set to check both over and under performing actuals. 

If the variance between the actual and the baseline is over the tolerance level by a value a RED traffic light shows; if the variance is less then the traffic light is GREEN or AMBER  (shown where the variance is within 50% of the tolerance)
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Task Alert highlights for % complete behind target

For projects that are progressed using Actual % Complete, individual % cells for tasks that are behind plan, will be highlighted automatically with a coloured box to signify the seriousness of the delay.
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The box is bright RED if  the Actual % is 50% less than the Planned %.

The severity of the delay is shown as dark RED, PURPLE & then BLUE in descending order.

No highlight signifies that the actual is on time or in advance.

Note. These highlight boxes only appear on-screen: they do not appear in print outs.

Add milestone to legend
When you add a new milestone – a message prompts to add to the Legend.
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If you require to put the milestone on the Legend – simply fill in the Description and click on OK. In order to just place the milestone on the chart – but not on the Legend -  click on CANCEL or take the tick OFF the ADD TO LEGEND box.

Two new menus

[image: image202.png]Foder  Orders

Task name: [Stationery PO 23567

St @ tach 2008 =] A 5]
Frih 04 Mach 2008 =] WA ]
Mo [uEmeopes

5.+ Copier Paper

Sedemalste —————————

NB: E-mals ill nl be sent once to each selced
cortact contacts inseleted dtrbution sts il be
ombined with indvidualy selcled contacts
] John Fozard - offce [johnfozard@pmscsolutions.co.uk]
John Fozard - home fjohnfozard@dial pipes. conl

A e

Cancel oK




New Project menu. This new menu contains ….

New option – OVERVIEW

PROJECT INFO   - also available on OPTIONS menu, PROJECT INFO

PROJECTS  - also available on TOOLS menu, PROJECTS

New Email menu. 
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New toolbar icons

There are 2 new icons …

PDF CREATOR
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CREATE TASK EMAILS
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Extra resource data on Resource Histograms
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On any Resource Report that includes a Histogram, there is a new option SHOW PERCENT USAGE.  This shows the percentage for each period of the hours recorded for the whole project.



New timescale option added

A new timescale heading -  Month, Week commencing & Day of the week has been added.
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Email reminders  (Remind ‘M)

This new standalone software is very similar to the new Email facility in Project Commander.

It allows you to set up tasks into folders and set up a standard email message per file. Where different messages are needed – then you can set up a separate file.

This system is designed to offer facilities to send several reminders before a date – which is useful for appointments and important events – as these are totally automated.

It allows the user to download their Contact List from Microsoft Outlook or manually add new ones. A number of prescribed email messages can be set up to be triggered at different date points for each individual task.

These email messages are sent using the internet (not by the Email system) and are recorded in a separate Log file (not the Sent box). If you do want a record in your own email – then you can of course add your own email address on the distribution list

In order to send the emails you need to know how to set up the SMTP Server.

There are 2 options to send emails -  on start up of the relevant Remind ‘M file or on demand.  (Note – currently emails cannot be sent without opening the relevant file).

MANAGE CONTACTS  - imports contacts from Outlook and add new contacts manually and to include them in Distribution Lists.

EMAIL OPTIONS  - allows you to …

· Send user defined preformatted message at 5 different intervals of an individual task  -  when it starts, at a % completed, before the end, on the end date and finally after completion and up to 6 different intervals prior to the start of the task.

· To choose which ones are sent/not sent for each task.

· Format the message partly with task data and user defined text. Starter messages are available for each message as an example.

· A standard signature can be added to all email messages.

· Allows all emails to be logged to a file on your pc.

SMPT SERVER  -  sets up the Outgoing Email Server and will test connection.

GENERATE EMAILS   - send all outstanding emails.

DISPLAY LOG  - opens the text based Log file.

Opening first time

Normally when you start up the system – it will go to the location as specified in the TOOLS menu, OPTIONS
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When you open the system for the first time – there is no previous file and it will probably try to find a file to open. To get started click on the CANCEL button.
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When you save a file it saves with a file extension of .RMD.

If you wish to start a brand new file – always click on CANCEL.

How to set up
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1. Create the Contacts List

Click on the CONTACTS tab.  
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Contacts can be imported from only Microsoft Outlook - not Outlook Express and Vista Windows email or any other email software.

Click on the IMPORT button.
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This message warns that you may get a security message…
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While importing Remind ‘M might be minimised and you may need to maximise it from the TASK BAR at the bottom of the screen.

The list of Outlook Contacts will appear as ….
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In most circumstances – leave the TICK in the USE DEFAULT OUTLOOK CONTACTS FOLDER – if Outlook has been installed using the default target folders.

The full list of all Contacts from Outlook is displayed in the window below. Outlook allows duplicate Contact Names – but Remind ‘M only transfers one Contact Name as it does not allow duplicates.

You may not need all the contacts or duplicates, therefore you need to TICK the Contacts you wish to transfer. If Remind ‘M does find duplicates – it will transfer the last entry for the Name if the DUPLICATES option is REPLACE(default) and it will choose the first if option is IGNORE.
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In order to highlight the correct Contacts, hold the CONTROL key down and click on each Contact Name. To choose a consecutive range – click on the first Name & then hold down on the SHIFT button and click on the last Name in the range – it will highlight the whole range. 
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Then put a TICK in any box and it will duplicate that tick in all highlighted boxes.

Note. This import procedure is mainly used at the start of a new Remind ‘M file. 

However you can re-run the import against a file – if your Outlook Contacts have been radically changed. In this circumstance – duplicates of Contact Names are not transferred. If REPLACE is chosen, the last Name in the Import list will replace the existing identical Name stored. For IGNORE – the Name & email will remain the same as the existing one. 

If for any reason, it cannot find the Contacts folder or you know that Outlook folders have been installed overwriting the defaults, take the TICK off and when you click on IMPORT. 
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If Outlook is closed, it will display the Folder List and you can choose the Contacts Folder from there. If Outlook is open – you will need to maximise Outlook and it should be open at the list. 

When you maximise Remind ‘M the Contacts should be in the list.


Then click on IMPORT.  .

Contacts can also be added manually by clicking on the icon [image: image56.png]'Y



  and the CONTACTS DETAILS tab   . This is the only way to load contacts from other than Outlook.
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When you add a new contact – there is a box to add this as an automatic send to this contact to all tasks that are currently in the folder.

All the current contacts are then contained on the list on the left.

Contacts can be deleted by highlighting the contact on the list on the left and clicking on the DELETE CONTACT button [image: image58.png]8



.

2. Add SMPT Server

Select E-MAIL Settings. Click on SMTP SETTINGS button.

The SMPT server is the ISP server used for outgoing mail. This can usually be found by looking in your email client application account settings.
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There is a TEST button – to ensure that the Remind ‘M E-mail system can connect to the Outgoing ISP server (obviously – you must be connected to the internet to test it successfully). You will see this message if the test is successful.
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Important: It is a good idea to always check the connection before you start the Email Generation program.

Do not tick USE AUTHORISED LOGIN  unless your SMPT server needs authentication – in which case you will need to enter the User Name and Password.

Important:   This setting is set for the whole system and does not need to be set up for each file.

3. Senders email address

Select E-MAIL Settings

Your full email address must be entered here.
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4. Create the Log File

Select E-MAIL Settings. Click on LOGGING OPTIONS button. 
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You do not need to create a Log file – but it useful to check who and when emails are sent. You can also place yourself on the Contact List and send all emails to yourself as an alternative/additional check.

Place a TICK in LOG E-MAILS and then click on the BROWSE button and choose where to save the Log File.

If you wish the Log File to open after sending emails – click in the DISPLAY LOG box

A Log file (by default called emails.log) is then created after the first emails are sent.

5. Format email – Edit Signature.

Select E-MAIL Settings. Click on EDIT EMAIL SIGNATURE button. 

Text can be made up of a mixture of fixed user input text and variable text used from the project file. You need to change the text to suit you.

This text will appear at the end of each email.
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There is a default example of a signature included already. In curly brackets is the variable element. This text for the Folder will change depending on the entry of the Folder Name in the Add New Folder window, when you start the project.

The variable fields that you are allowed to enter in the text can be displayed by clicking on the drop down list accessed by the down arrow for the INSERT FIELD box. In the Signature, currently only the Folder Name is available – but it can be used more than once in the standard text.
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This Signature will be used for all emails in this file – it is not possible to vary the Signature for different types of emails. If you need different email messages – you need to save the project on a separate file.

6. Format email – on Task dates

An email is made up a Subject, Main text & Signature.

SUBJECT LINE
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This can hold both fixed user text and variable Task text in curly brackets. Again there is an example as a default and the list of possible Task data is held on the drop down list accessed by the down arrow for the INSERT FIELD box.

   To insert data – simply move the cursor to the position where you wish to include the text and click on down arrow for the INSERT FIELD box and then click on the required field in the list.

Folder = Folder Name

Task = Task Description

Start, Finish Date & Time ; Duration = Task data

Notes are held in a text box in the Task data

MAJOR TEXT
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The list of Task data is longer for this section.
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The other fields relate to the number of days used in the email date triggers …

Before Start Days

Percent completed

Before Finish Date

After Finish Date

Pre-start (number) of days

If you need to put special information that could be different for each task – you can store them in a Notes field and it is included (by default) in the main body of text. However, it can be deleted out.


You can now enter the message in the NOTES box – in exactly the format it will show on the email.

7. Other email options – Date triggers

There are conditions that trigger the sending of an email for Tasks …

· Prior to the start and on the start day.

· During the duration of the task based on a percentage.

· Prior to the finish and on the finish day and after the finish.

For the two prior start & finish and the trigger for the post finish – the user specifies the number of days before or after by comparison to the Start & Finish Date of the task.

Note – the trigger can only be specified in days. There is no provision for other time slots such as weeks or hours. It is assumed that this feature would not be applicable for short term projects based on hourly tasks.

For email triggers during the task itself (ie Based on a percentage and prior to Finish Date) – it is possible to set a minimum Duration under which emails will be not actioned .

Where the type of reminders you are actioning are more to do with reminders running up to an event or appointment – you may wish to set several Date Triggers so the recipient gets an email on more than one occasion in the run up to the event.

On the main screen there is only one option to send an email x days before the task Start Date. However, if you click on the MORE PRE-START EVENTS button , you can set a further 5 reminders all before the start.
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In this example following a reminder will be sent 10,8,6,4,3 days before the event and also 2 days before (from the main screen) and one email after to ensure that they attended.
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8. Remaining email options 

There are 2 remaining boxes …
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· AUTOMATICALLY GENERATE EMAILS WHEN FILES OPENED.

Normally email generation will be triggered by the user by clicking the EMAIL icon, giving the user a chance to review the current email settings.

However, if you trust that you have set up the options correctly here and at the Task level – this feature will save much time – as it will send all scheduled emails for each file – as soon as the file is opened.

· DON’T SEND EMAILS AFTER EVENT HAS PASSED.

Sometimes you may enter a project after it has started or you may have not opened the project file for some time  (due to holidays, sick, meetings). If you tick this box – it will prevent several emails being sent for a task that has started and ended since the last email trigger.

9. Files

A  different email message can be created for each file. Each file then can have their own particular Distribution List to make fast and easy to manage the reminders.

Within a file you can have FOLDERS for like tasks. 

Files are saved and opened as normal using the FILE menu.

When you start up Remind ‘M, it loads the location of the Data Files (as shown below)

It is possible to open the last file you were working on by placing a TICK on the LOAD LAST DATA FILE ON START-UP. This is accessed by clicking on the [image: image73.png]


 APPLICATION OPTIONS icon or TOOLS menu OPTIONS.
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10.  Folders & tasks

Within each FOLDER – you can set up a number of tasks that have different dates that trigger emails.

You will create a FOLDER to categorise the groups of similar tasks – so that you can manage that area. You may only need one folder most times, but there is no restriction to the number of Folders you can hold.

You can only have one message set (one message for each Date Trigger) per file. It is also possible to vary further the text in the message by using  NOTES on the Task (which can be inserted into the body of text in each email message).

To create a folder, click on the [image: image75.png]


 ADD FOLDER icon under the FOLDER tab.
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Enter a FOLDER NAME and click on OK.

In order to add tasks, click on the FOLDERS tab, and then the FOLDER 
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and click on ADD TASK icon …
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Fill in the Task Name, Start Date & Time and Finish Date & Time. 

Note: Only the date is used to trigger emails (no times). However the Time can be included in the email body of text.

If each email message needs extra variable text (that differs from task to task) – enter it in the NOTES section. Text wraps in the Notes box – but will continue on the line in the email. You must press the ENTER key to ensure a new line is started in the actual email produced. So the layout on-screen in the box is not necessarily the way it will look in the email.

In the lower section, TICK individual Contacts and/or a group on the DISTRIBUTION LISTS.

Note:  If you choose the same name in the individuals and contained in the Distribution List or the same name in more than one Distribution List, only one Contact will be selected for emailing.
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.

To connect the Contacts to the task, click on the Contact Names or Lists. 

11. Task  - Email Date Triggers


To connect the DATE TRIGGERS to the task, click on EMAIL FLAGS.

If any Date Triggers are greyed out – it means that they were made inactive in the Options.

12. Task Data
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Task data can be entered on the right when the FOLDERS tab is chosen and a FOLDER NAME highlighted.

In order to do some project management, if tasks in a file cover a number of days of work, and therefore need to be monitored and updated, then you can enter the ACTUAL START/FINISH DATES and a % COMPLETE.

One of the Date Triggers uses the % COMPLETE in order to send an email out regarding progress in the middle of a task.

In the EMAIL SETTINGS, you can TICK to trigger emails during the span of a task in the APPLY INTERMEDIATE E-MAILS section. It will only send out emails if the % COMPLETE figure is exceeded and task duration is longer than in the box below (ringed) …
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Task can be edited or deleted by clicking on the two icons below…
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If you are using the system for managing jobs or project management – then you can enter the ACTUAL START/FINISH DATES and a % COMPLETE for each task.

To hide the ACTUAL START/FINISH either click OFF the SHOW ACTUALS box 
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or TOOLS menu, OPTIONS and click OFF the box SHOW ACTUAL DATES.
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You can enter a time for the TARGET START/FINISH DATE by clicking on the down arrow and choosing 30 minute slots – also you can overwrite a time manually – but it must be in the format HH:MM.

Important : Emails are only triggered by dates and times are ignored.

How to action emails

Normally email generation will be triggered by the user by clicking the EMAIL icon [image: image86.png]



If the automatic facility is switched ON in the EMAIL SETTINGS, the emails will be sent without an option to stop, as soon as the file is opened. However, there is a CANCEL button which will abort the remaining emails not sent to that point.
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Recording emails sent 

Emails sent are recorded in 2 places. First each individual email is recorded n time sequence order in the LOG FILE.

To view the file – E-MAILS menu, VIEW or click on [image: image88.png]


 icon.

[image: image89.png]23-Feb-2009 19:29:19: E-mail log for project Big Project
Task 6: f
Event: Before start of task (2 days)
Start date: 18/02/09
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Recipients: John Fozard <pmsc@hotmail.co.uk>
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Branch - North <branch@pmscsolutions.co.uk>
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As soon as the emails are generated, the TASK record is updated and a TICK will display against each Date Trigger that actioned an email.
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Log file

The Log File is an ordinary text file that opens in Notepad and if you require to clean down the history – you can drag across the text and delete it permanently and resave the file or if you want to archive the information to date – you could save the current Log File to another file name, clean the file of all data and resave the empty file – ready for the new email sent details.

Records of emails sent are appended to the Log File each time you generate Emails. If you have more than one file – you may specify one Log file only for all or separate Log Files for each Email data file.

The Log file must be closed before you can continue use of Remind ‘M.

It is also worth backing up the file daily by saving it to another file name. 

Prevent emails sent 

Emails are prevented from being duplicated as any emails sent are marked with a tick on the Task. 

If you want to not send an email on any particular task, you can tick the EMAIL FLAGS on the task and then emails for that trigger will not be sent – even though due.

There is an option (see EMAIL OPTIONS) to DON’T SEND EMAILS AFTER EVENT HAS PASSED and this prevents any of the Date Triggers to action an email if the due date has past for the task/event.
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Saving files and backup

In order to save a file click on the left icon.
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In order to save a backup file of a different name – click on the right icon.

Different files

You can save different email campaigns on different files.

The SMPT settings are saved at system level. The Signature, Email Settings, Log File and Contacts are held at  file level. Therefore if you need different Email Settings and Contacts – you must open a new file.

OVERVIEW of uses of Remind ‘M
Remind ‘M stores tasks with dates when events should happen or a range of dates to cover the start & end of the task. It is possible to set up a schedule for automatic emails (up to 6 can be sent as reminders prior to the event/task starting & 5 others after the task has started and ended).

Since you can set up standard email text – multiple reminders can be sent at the touch of a button.

Standard email text can be set up and easily re-used for different reminders and if you want to customise contents – there is the ability to embed variable text held in the system.

The benefit of the system is that it only takes minimal time to set up (you can copy and paste text from existing emails) and then emails are sent automatically when due by date. 

Contacts can be imported direct from Outlook and Distribution Lists set up.

Many management tasks nowadays involve communication and monitoring and what we call MANAGEMENT BY EMAIL is very popular in today’s culture. Here you do not have to compose an email for each reminder and construct the copy list each time when you want to send them.

Remind ‘M will send out all emails on the dates due and will not clog up your email system – as it sends emails using the internet.

Also Remind ‘M keeps a detailed Log of all emails sent on a file – and also on the task itself – so you have a quick to access facility to see who has received which reminders and when, without having to scan your Sent Box.

With this system – you should never miss sending reminder emails as Remind ‘M can send all emails automatically – even upon opening the relevant file.

Even if you are unavailable or on holiday one day, if you save the Remind ‘M files on a server or you give access to your files/pc to a colleague – they can action the emails for you with minimum instruction.

It means that you can send mass reminders and requests for updates quickly and easily – even on days when you where you are very busy with meeting, travel or on courses.

The Remind ‘M full program installs using only 13mb and so it can be easily installed and run from a memory stick. If you store both the program and data files on a memory stick – then you can effectively run the system from anybody’s Windows pc with an internet connection (to send emails) – however in certain circumstances you may need to change the SMPT Server settings temporarily.  However, to run the system from another pc – it must have .NET installed. This is preinstalled on Vista – but not on XP. Our installation program installs .NET on XP.

Since the licence allows the registered user to install on more than one pc – you can install the program on your office and home pc and if you store the data files on a memory stick – you can action/update the system from either location.

Emails are actioned based on the current date of the computer – so by temporarily changing the computer date forward – you could send future email reminders off in advance – if you know you will not have time to do it that day – due to travelling, meetings, etc.

TUTORIALS

I would suggest that you create only one contact (your own email address) to test the system out and see how the emails are set out and also change the computer date to test all Date Triggers to send all emails.

1. How to set up several important reminders for a future timed appointment.

2. How to set up reminders for a course/seminar and get confirmation of attendance and any feedback after.

3. How to set up reminders for several regular meetings.

4. How to set up orders and expedite progress.

5. How to set up reminders for report requirements and monitor.

6. How to set up reminders for regular renewals (eg customers for maintenance contract renewals, PAT testing to Electricians, Pre-emptive maintenance on buildings, Month/Year end procedures, etc).

7. How to send reminders to colleagues/staff and yourself to do things.

8. How to project manage tasks in a project environment or job involving several activities.

Note: The following tutorials are based on the fact that you have set up the SMPT Server and entering the Contacts manually.

TUTORIAL ONE - How to set up several important reminders for a future timed appointment.

Assumption: Say I am dentist practice and there are 2 dentists and I am the Office Manager and wish to send out at least 4 reminders to patients by email  for their next appointment – 1 week before; 2 days before; 1 day before and on the day of the appointment.

· First create a new file.  FILE menu, NEW.

· Create a new Folder for each Dentist – called Mr Smith & Mrs Brown – by clicking on the ADD FOLDER icon in the FOLDERS tab..
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The name will show in the FOLDER LIST on the left.

· Then enter the patient’s name in the Contact List.

Contacts can also be added manually by clicking on the 
CONTACTS tab the icon
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 and the  ADD CONTACT icon [image: image97.png]'Y



  

It is possible that a patient might quote 2 email addresses – one for home & another for work – you can accommodate this by entering say John Fozard – home & John Fozard – office in the Contact Name above (as you cannot have identical Contact Names).
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The contacts will then show in the left hand window.
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Then compose the standard email in this case only for the Date Triggers previous to the Start.

· Click on EMAIL SETTINGS [image: image101.png]



· Click on EDIT  EMAIL SIGNATURE button [image: image102.png]Edi emai signature.





This appears on the bottom of all emails for this folder, so it useful to put any repetitive messages.

You could just put a simple message like To avoid being charged – you must inform us at least 24 hours before, if you wish to cancel an appointment.
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In this example – there are no variable fields in curly brackets included – so the Signature will be fixed for all emails sent for this folder.

· Click on MORE PRESTART EVENTS  [image: image104.png]More prestart
events





· Now click a TICK in PRE-START EVENT1 and then set the number of days to 7  (for a week before).
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· Click on the FORMAT EMAIL button.

· In the SUBJECT LINE – the default setting would show Mr Smith notification on the actual email sent. So we need  to edit this. To give this the best impact – you could input Dentist Appointment with {folder} on {startdate} at {starttime} … this would show as Dentist Appointment with Mr Smith on 1/3/09 at 10:00.

[image: image106.png]Subject: [Dentist Appaintment i (folder) on (stardale) a (statme}





Note: the variable text in curly brackets can either be inserted by clicking on the down arrow on the INSERT FIELD box, and clicking on the field. Alternatively, you can type the field name inside curly brackets.

In the Text Body – you have many options… 

· If you wanted to display special instructions, these could be stored in the Task Notes. So for instance here, you might want to add the cost of the treatment, length of appointment and special instructions – you would add {Notes} to this section.
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If you know you are setting up repetitive messages, then the main text to be copied is the Subject Line. So before you set up the next message – highlight the whole Subject Line and copy it to the clipboard by holding down on the CONTROL key on the keyboard and pressing the C key.

· Now click a TICK in PRE-START EVENT2 and then set the number of days to 2  (for two days before).
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· Click on the FORMAT EMAIL button.

· Click in the SUBJECT LINE and paste by holding down on the CONTROL key on the keyboard and pressing the V key.
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In the Body section type {Notes}.

· Now click a TICK in PRE-START EVENT3 and then set the number of days to 1  (for one day before).

· Click on the FORMAT EMAIL button.

· Click in the SUBJECT LINE and paste by holding down on the CONTROL key on the keyboard and pressing the V key.

· In the Body section type {Notes}.

· Click on OK and it will go back to the main screen. 
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· Click OFF all options apart from SEND EMAIL WHEN TASK IS DUE TO START.

· Then click on FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO START  and copy Subject Line and enter {Notes} in Body and then OK.
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Then create the Task - which in this case is the client details and appointment.

· First click on the FOLDERS tab on the left 
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· Then click on the appropriate FOLDER name on the left.

· Click on the ADD TASK icon [image: image113.png]



· Enter the appointment date for the START & FINISH DATE.


Enter the text in the NOTES section exactly formatted as you wish to see it on the email. In this example – we will display the type of treatment and the Cost Estimate and any warning.

· So we will type .. The client, appointment and quote (Preparation and fitting of a Crown.  Cost £320). 

· Next we will scroll down the Contact List and tick the appropriate Contact.

Important: Any Text you put in the Body is fixed  - so in this example the Date & Time will change in the Subject Line as they are in curly brackets   - but the Date & Time needs to be manually changed in the Body – as these are not in curly brackets …  {startdate} at {starttime}.

Note: If the time needed is not shown in the drop down list – just key in the correct time in the format hh:mm. 

The TASK details are then shown on the right.
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There is no need to enter a Finish Time or fill in any other fields in future.

· In this example you could click on the SHOW ACTUALS box to exclude a number of fields no needed. [image: image115.png]) Shaw actuals




· In order to send Emails click on [image: image116.png]



· The leave either leave the click on ALL FOLDERS or take the TICK out of ALL FOLDERS and the you need to choose the relevant Folders. 
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· Then click on GENERATE E-EMAILS.

The email will look like this …

[image: image119.png]From: Rachel To: John Fozard - home
Subject: Dertist Appointment with i Sith - Dentist on 041032009 at 10.00

Client : Tohn Fozard

Appointment : 10:00 am
Monday, 4 March 2009

Preparation and fiting of a Crown.
Cost £320.

I you have any issues please get in touch with me urgently on 012226 772233
Regards,

Rachel

Office Manager

Stmith & Brown Dentists

IMPORTANT
To avoid being charged - you must inform us at least 24 hours before, i you wish to cancel an appointment.




· To display the Log file, click on the LOG [image: image120.png]


 icon
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09:04:14

Connecting to SHTP server smtpauth.dial.pipex.com

09:04:14 : E-mail log for Mr Smith - Dentist Folder

Event: Pre-start 1

Event: Pre-start 1
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Event: Pre-start 2

Event: Pre-start 2

Status: Sent successfully

Recipient: “John Fozard - home" <johnfozard@dial.pipex.com>

89:04:15 : End of log for Mr Smith - Dentist Folder

02-03-2009 09:04:15 : END OF E-HAIL GENERATION





· You  must save and exit the Log File to continue.

TUTORIAL TWO - How to set up reminders for a course/seminar and get confirmation of attendance and any feedback after.

Assumption: Say I am a Training Course Administrator and I wish to send out at least 2 reminders to attendees by email  before the course – 1 week before; 2 days before; and one after to get any feedback/confirm attendance.

· First create and new file. FILE menu, NEW.

· Create a new Folder – called SEMINARS.
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(Note: You could have a folder for each individual seminar if you wanted. It may be needed to have  a separate file - this would be definitely necessary if you wanted a different Signature and Email Settings).

· Then enter the names in the Contact List.
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Then compose the standard email in this case for the Date Triggers previous to the Start and one for after.

· Click on EMAIL SETTINGS
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· Click on EDIT  EMAIL SIGNATURE button
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· Click on MORE PRESTART EVENTS  [image: image126.png]More prestart
events





· Now click a TICK in PRE-START EVENT1 and then set the number of days to 7  (for a week before).
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· Click on the FORMAT EMAIL button.

· In the SUBJECT LINE –you could input TRAINING COURSE
[image: image128.png]Subiect: [TRATNING COURGE




· In the BODY TEXT – just leave (or input or INSERT FIELD) {Notes}.

[image: image129.png]Subject: [TRAINING COURSE

o [foies)




· Now click a TICK in PRE-START EVENT2 and then set the number of days to 2 and repeat the previous actions.

· Click on OK and it will go back to the main screen. 
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· Click OFF all options apart from SEND EMAIL AFTER TASK IS DUE TO FINISH.

· Then click on FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO START  and copy Subject Line and enter the following into the Body
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· Then click on the appropriate FOLDER name on the left.

· Click on the ADD TASK icon [image: image132.png]



· Enter the COURSE date for the START & FINISH DATE, NOTES & tick CONTACT LIST
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· In order to send Emails click on [image: image135.png]



Note: Since none of the Body uses actual fields (curly brackets), if the Dates in the Task Table change – it would not automatically change the dates in the Body – you would need to change them manually.

TUTORIAL THREE - How to set up reminders for several regular meetings.

Assumption: Say I am a manager and I wish to set up a regular weekly meeting for the next 4 weeks and send a reminder 6 days before.

· First create and new file.

· Create a new Folder – called SALES MEETINGS.
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· Then import the names into the Contact List from Outlook.
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Then compose the standard email in this case for the Date Triggers previous to the Start and one for after.

· Click on EMAIL SETTINGS [image: image138.png]



· Click on EDIT  EMAIL SIGNATURE button and key in a Signature to go at the bottom of the emails.

· Click on SEND E-MAILS BEFORE TASK IS DUE TO START and enter 6 days below
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· Click on the FORMAT EMAIL button.

· In the SUBJECT LINE – you could input  WEEKLY SALES MEETING 
· In the BODY TEXT – just leave (or input or INSERT FIELD) {Notes}.
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· Then click on the appropriate FOLDER name on the left.
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· Click on the ADD TASK icon [image: image142.png]


 in the right window

· Enter the MEETING date for the START & FINISH DATE, NOTES & tick CONTACT LIST
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· Then add the next task – Meeting 16/3/09
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You can add – as many future meetings as required.

TUTORIAL FOUR - How to set up orders and expedite progress.

Assumption: Say I am an Office Manager and I have to order goods and they are to be delivered direct to other offices and departments. So it is important that I ensure they have been received on time and in the right quantity and condition.

After studying the previous tutorials, you should be able to easily ..

· Start a New File

· Create a New Folder called Orders

· Create a Contact List

· Set up a Signature

Assuming again, I have ordered the goods, I may not need any PRE-START reminders. I may need to check that goods have been delivered on the day and that they are satisfactory.

· Click on EMAIL SETTINGS   [image: image147.png]



On this one – I would suggest we TICK the boxes SEND EMAIL WHEN TASK IS DUE TO FINISH (to check the deliver has been made) and SEND EMAIL AFTER TASK IS DUE TO FINISH and enter 2 DAYS (to check that the goods are ok).
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· Click on the FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO FINISH.

· In this example, we may not need to change the default message much – as the Subject Line will say ORDER NOTIFICATION; the Body will say the TASK NAME (ie. the Order ), FINISH DATE (for the task details) and any further NOTES on the task. I would suggest only delete the word Task  and the change the word Finish to delivered.

Task '{task}' - is due to finish on {finishdate}.
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· Click on the FORMAT EMAIL button for SEND EMAIL AFTER TASK IS DUE TO FINISH.

· Change the text in the Body Task '{task}' - should have finished {afterfinish} ago.
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· Click on the ADD TASK icon [image: image151.png]


 in the right window

· Here we I would suggest that the START DATE is the Order Date and the FINISH DATE is the Delivery Date.

The 2 emails would look like this …

[image: image152.png]From: Rachel To: John Fozard - home.
subject: Orders notfication

“Stationery PO 23567' - is due to be delivered on 04/03/2009.

2 Envelopes
5 Copier Paper

I you have any issues please get in touch with me urgently on 012226 772233
Regards,

Rachel
Office Manager




[image: image153.png]From: Rachel To: John Fozard - home.
subject: Orders notfication

‘Stationery PO 23567' - should have been delivered 2 days ago.

2 Envelopes
5 Copier Paper

I you have any issues please get in touch with me urgently on 012226 772233
Regards,

Rachel
Office Manager




TUTORIAL FIVE - How to set up reminders for report requirements and monitor.

Assumption: Say I am a Manager and I have a large report to write that is made up of information from several reports and analysis from various staff and third parties. It is important to me here that the Reports (most of which may take several days to write) are started on time, are progressing and are finished and delivered on time to me.

After studying the previous tutorials, you should be able to easily ..

· Start a New File

· Create a New Folder called Board Report April 09.

· Create a Contact List

· Click on EMAIL SETTINGS   [image: image154.png]



· Set up a Signature
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Here, since I want to emphasis the deadline – I have put that in the Signature so it will be at the bottom of all the emails in this file.

Assuming again, I only want to check that the Reports have been started, are progressing on time and finished. I may not need any PRE-START reminders again. 

· On this one – I would suggest we TICK the boxes SEND EMAIL WHEN TASK IS DUE TO START , SEND EMAIL DURINGTASK and SEND EMAIL WHEN TASK IS DUE TO FINISH.

· On the Intermediate Emails – I have left the for an email at part through complete to be sent when the Report duration period is over 2 days and when 50% complete (default).

Any Report that is 1 or 2 days long will not receive this email.
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· Click on the FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO START.

· Change the text to look like this …..

[image: image157.png]Subject: [folder)
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I have left {notes] in the Body – in case I need to put special instructions on the email. If the Notes are left blank on the Task (Report) – they will show up as blank on the emails sent.

· Click on the FORMAT EMAIL button for SEND EMAIL DURING TASK.

· Change the text to look like this ….
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· Click on the FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO FINISH.

· Change the text to look like this …..
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· Click on the ADD TASK icon [image: image160.png]


 in the right window
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You can update the Actual columns by first viewing  them by putting a TICK in the SHOW ACTUALS box.

The 3 emails would look like this …

[image: image164.png]From: Rachel To: John Fozard - home.
Subject: Baard Report Apr 09

Witing report Monthly Sales Analysis' - is due to start on 03/0312009

‘The reportfisformation is required for an important Board Report to be submitted on April st
T reqire all submissions to be received at least 1 week before.

Please inform me immediately - if you have any problems meeting this deadine

Regards,

Rachel
Office Manager




[image: image165.png]From: Rachel To: John Fozard - home.
Subject: Baard Report Apr 09

Report Monthiy Sales Analysis' - should be 50% complete by now.

Planned start: 03/03/2009
Planned finish: 10/03/2009

‘The reportfisformation is required for an important Board Report to be submitted on April st
T reqire all submissions to be received at least 1 week before.

Please inform me immediately - if you have any problems meeting this deadine

Regards,

Rachel
Office Manager




[image: image166.png]From: Rachel To: John Fozard - home.
Subject: Baard Report Apr 09

DEADLINE DATE
Report ‘Sales Forecast' - is due to be delivered on 09/0312009.
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Office Manager




TUTORIAL SIX - How to set up reminders for regular renewals (eg customers for maintenance contract renewals, PAT testing to Electricians, Pre-emptive maintenance on buildings, Month/Year end procedures, etc).

After studying the previous tutorials, you should be able to easily ..

· Start a New File

· Create a New Folder called Repairs

· Create a Contact List

· Set up a Signature

Assuming again, I want email reminders for maintenance work. I may need to check that work has been reminded on the day before and that it was completed.

· Click on EMAIL SETTINGS   [image: image167.png]
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· On this one – I would suggest we TICK the boxes SEND EMAIL BEFORE TASK IS DUE TO START with 1 day and SEND EMAIL AFTER TASK IS DUE TO FINISH with 1 day again.

· Click on the FORMAT EMAIL button for SEND EMAIL BEFORE TASK IS DUE TO START.

· Change the text to look like this …..
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· Click on the FORMAT EMAIL button for SEND EMAIL AFTER TASK IS DUE TO FINISH.

· Change the text to look like this …..
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· Click on the ADD TASK icon [image: image171.png]


 in the right window
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The 2 emails would look like this …

[image: image173.png]From: Rachel To: John Fozard - home.
Subject: Repairs on 03/03(2009 at Leeds HQ main Buiding

Toiet Leak
Leak in Male toliet cubicle (nearest door),

First Floor.

Please inform me immediately - if you have any problems meeting this
Regards,

Rachel
Office Manager




[image: image174.png]From: Rachel To: John Fozard - home.
Subject: Repairs on 03/03(2009 at Leeds HQ main Buiding

"Toilet Leak' - should have been completed 1 days ago.
Leak in Male toliet cubicle (nearest door),

First Floor.

Please inform me immediately - if you have any problems meeting this
Regards,

Rachel
Office Manager




TUTORIAL SEVEN - How to set up reminders for colleagues/staff and yourself to do things.

You can almost automate your TO DO LIST by creating automatic reminders emailed to everyone you are managing and even to prompt yourself. Here we schedule a reminder to be sent only one day before when the task is due to start.

Emails are not sent by time - only by date at the moment you request them to be sent.

· Click on EMAIL SETTINGS   [image: image175.png]
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· Click on the FORMAT EMAIL button for SEND EMAIL WHEN TASK IS DUE TO START.

[image: image177.png]Subject: [REMINDER FROM JOHN FOZARD
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Here the main aspect is are to do with the TASK. We do not include NOTES as part of the Email. Here we could therefore use NOTES to record comments and history.

· Click on the ADD TASK icon [image: image178.png]


 in the right window
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You can continue inputting in the TASK NAME so it scrolls beyond the end.

This means there will be a long description in the TASK field.
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To help manage the TASKS – you can update the ACTUAL fields and % COMPLETE.

[image: image181.png]From: Rachel To: John Fozard - home
Subject: REMINDER FROM JOHN FOZARD.

Book Training Room af Leeds for 2 days sometime in April - needs at least 20 seats and a video projector.

Please inform me immediately - if you have any problems
Regards,

Rachel
Office Manager




TUTORIAL EIGHT - How to project manage tasks in a project environment or job involving several activities.

Assumption: Say I am a Project Manager and I want to use the system as a simple and cheap method of managing project tasks.

After studying the previous tutorials, you should be able to easily ..

· Start a New File

· Create a New Folder for a project called NEW PRICE LIST

· Create a Contact List

· Set up a Signature

Here we would probably want to use the full features in the system.

· Click on EMAIL SETTINGS   [image: image182.png]



· You will probably click all the 6 Date Triggers on the main screen.
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You will need to think carefully before setting the days in 4 boxes ringed above.

If you are not able to send emails each day – you might consider to put a TICK in the following box ..
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This means it will not send any emails for DATE TRIGGERS that are overdue. For instance if you were on holiday for a week – and a task was supposed to start and end in that week – you would not wish to send all stage emails for that task on one day after the event.

If you intend to send emails daily – you will probably leave this option NOT TICKED.

· Click on the FORMAT EMAIL button for all DATE TRIGGERS.

In most cases the default message will suffice.

· Click on the ADD TASK icon [image: image185.png]


 in the right window

For most tasks you will probably put a Start & End Date and no times…
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As tasks progress, you can record Actuals ..
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It is important to note that for project management purposes there are no capabilities to do barcharts or printed reports.

This type of email facility is included in our project planning software Project Commander – where task dates from the barchart can  trigger emails automatically – so the two are fully integrated.
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