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Project Team  
Version V3.10.32:  24 March 2012 

Using Project Team 
Project	
  Team	
  allows	
  you	
  to	
  organize	
  the	
  team	
  by	
  adding	
  project	
  roles	
  to	
  the	
  team	
  and	
  
assigning	
  contacts	
  to	
  these	
  roles.	
  It	
  looks	
  like	
  this:	
  

	
  
	
  
You	
  can	
  quickly	
  and	
  easily	
  set	
  up	
  a	
  contact	
  list	
  for	
  a	
  project,	
  with	
  multiple	
  persons	
  and	
  
corresponding	
  responsibilities	
  per	
  firm,	
  and	
  know	
  that	
  these	
  details	
  will	
  always	
  
automatically	
  be	
  kept	
  up-­‐to-­‐date.	
  	
  
	
  
The	
  template	
  has	
  two	
  schedules:	
  Contact Type	
  and	
  a	
  corresponding	
  list	
  of	
  contacts	
  for	
  that	
  
type,	
  at	
  the	
  right.	
  In	
  the	
  example	
  above,	
  Client	
  Contacts	
  are	
  displayed,	
  because	
  Client	
  is	
  
selected	
  (by	
  using	
  the	
  red	
  arrow)	
  in	
  the	
  Contact Type	
  List.	
  
	
  
Note	
  that	
  there	
  are	
  comprehensive	
  User	
  Notes	
  (in	
  green)	
  below,	
  to	
  minimise	
  the	
  learning	
  
curve.	
  Note	
  also	
  the	
  suggestion	
  at	
  the	
  top	
  to	
  ensure	
  that	
  anybody	
  you	
  want	
  to	
  assign	
  has	
  
been	
  previously	
  entered	
  in	
  the	
  contact	
  list.	
  Doing	
  this	
  simplifies	
  the	
  assignment	
  process.	
  
Although	
  it	
  takes	
  a	
  minute	
  or	
  two	
  more	
  to	
  set	
  up,	
  it’s	
  always	
  worth	
  doing.	
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Let’s	
  look	
  at	
  the	
  Contact Type	
  
schedule,	
  which	
  has	
  several	
  useful	
  
features:	
  

v You	
  can	
  add	
  new	
  types	
  
using	
  the	
  Add New Type	
  
button.	
  

v Relationship	
  of	
  the	
  Contact	
  
to	
  your	
  firm	
  can	
  be	
  set	
  using	
  
the	
  drop-­‐down	
  Relationship 
panel (so everybody on the 
team knows).	
  

v There	
  is	
  a	
  similar	
  drop-­‐
down	
  pane	
  for	
  Firm	
  Role,	
  to	
  
identify	
  whether	
  a	
  contact	
  
(usually	
  used	
  just	
  for	
  the	
  PM	
  
role,	
  but	
  can	
  be	
  others)	
  is	
  
part	
  of	
  the	
  Client’s	
  team	
  or	
  
the	
  PM’s	
  team	
  (below	
  right).	
  

v The	
  Firm Assigned?	
  checkbox	
  indicates	
  whether	
  not	
  a	
  
contact	
  has	
  been	
  selected	
  for	
  that	
  Type.	
  

v To	
  assign	
  a	
  new	
  contact	
  type	
  to	
  the	
  list,	
  click	
  the	
  New	
  
button	
  at	
  the	
  right	
  of	
  the	
  Type	
  you	
  are	
  adding.	
  This	
  
opens	
  a	
  new	
  tool	
  called	
  Picker,	
  shown	
  below.	
  

	
  
In	
  this	
  sample,	
  we	
  have	
  entered	
  “fred”	
  in	
  the	
  search	
  field,	
  and	
  we	
  can	
  see	
  that	
  the	
  database	
  
has	
  returned	
  all	
  Firms	
  and	
  Persons	
  that	
  have	
  “fred”	
  as	
  part	
  of	
  their	
  name.	
  If	
  there	
  is	
  an	
  
address	
  and/or	
  email	
  in	
  the	
  database	
  for	
  the	
  person/firm,	
  it	
  will	
  be	
  displayed.	
  

If	
  you	
  know	
  who	
  you	
  want	
  to	
  assign,	
  click	
  the	
  Assign	
  button;	
  otherwise	
  you	
  can	
  click	
  the	
  
View	
  button	
  to	
  look	
  at	
  the	
  database	
  record	
  for	
  the	
  person/firm.	
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Making	
  an	
  assignment	
  enters	
  the	
  data	
  in	
  the	
  appropriate	
  Contact	
  field	
  and	
  checks	
  the	
  
corresponding	
  box	
  under	
  the	
  Contact Type	
  schedule.	
  

Now	
  let’s	
  look	
  at	
  the	
  assigned	
  project	
  contacts	
  list	
  –	
  in	
  the	
  example	
  below,	
  the	
  list	
  for	
  
Structural	
  Engineer.	
  

	
  
Two	
  people	
  have	
  been	
  assigned,	
  Barry	
  and	
  Serafim,	
  and	
  assigned	
  
projects	
  roles.	
  We	
  want	
  to	
  add	
  another	
  person	
  to	
  their	
  part	
  of	
  the	
  
team,	
  so	
  we	
  click	
  Add Contact,	
  which	
  adds	
  another	
  line	
  to	
  the	
  firm	
  
list.	
  Clicking	
  in	
  the	
  Person	
  field	
  displays	
  a	
  list	
  of	
  all	
  of	
  the	
  firm’s	
  
people	
  listed	
  in	
  our	
  database,	
  in	
  this	
  case	
  three.	
  	
  

We	
  can	
  either	
  select	
  one	
  of	
  those,	
  or	
  click	
  on	
  the	
  red	
  arrow	
  to	
  the	
  left	
  
of	
  the	
  Firm	
  column	
  –	
  which	
  takes	
  us	
  to	
  the	
  Firm	
  contact	
  record,	
  and	
  
add	
  the	
  name	
  and	
  details	
  of	
  the	
  person	
  we	
  want	
  to	
  assign.	
  Then	
  we	
  
return	
  to	
  this	
  screen	
  and	
  select	
  and	
  assign	
  that	
  person.	
  

We	
  can	
  delete	
  a	
  Person	
  entry	
  by	
  clicking	
  the	
  Del	
  button	
  left	
  of	
  his/her	
  
name.	
  

We	
  can	
  assign	
  each	
  person	
  a	
  project	
  role	
  by	
  clicking	
  in	
  that	
  field,	
  
displaying	
  the	
  editable	
  drop-­‐down	
  pane	
  shown,	
  and	
  selecting	
  the	
  
appropriate	
  role	
  from	
  the	
  list.	
  Finally,	
  we	
  can	
  delete	
  the	
  whole	
  line	
  
using	
  the	
  “trashcan”	
  button.	
  

PF13 Project Team 
You	
  can,	
  by	
  clicking	
  the	
  View PF123: Project Team	
  button,	
  create	
  an	
  “export”	
  list	
  of	
  the	
  
project	
  team,	
  which	
  you	
  can	
  print	
  or	
  save	
  as	
  a	
  pdf	
  file,	
  to	
  send	
  to	
  others	
  on	
  the	
  project	
  team	
  –	
  
see	
  example	
  next	
  page.	
  

Use	
  this	
  feature	
  to	
  keep	
  external	
  team	
  members	
  updated	
  with	
  current	
  contacts.	
  

Thanks to named persons and firms 
We	
  have	
  populated	
  this	
  imaginary	
  sample	
  project	
  (hence	
  the	
  Client	
  name	
  “Fantasy	
  Projects”	
  
and	
  its	
  well-­‐known	
  kite-­‐flying	
  Director	
  Fillmore	
  Potts)	
  with	
  the	
  names	
  of	
  real	
  people	
  and	
  
firms	
  selected	
  from	
  our	
  database.	
  No	
  such	
  project	
  exists,	
  and	
  we	
  hope	
  the	
  firms	
  shown	
  won’t	
  
mind	
  being	
  included	
  as	
  sample	
  data.	
  	
  	
  

It	
  won’t	
  be	
  the	
  first	
  Fantasy	
  project	
  any	
  of	
  them	
  have	
  ever	
  been	
  involved	
  with!	
  

If	
  one	
  of	
  you	
  are	
  looking	
  at	
  this,	
  and	
  feel	
  it	
  is	
  not	
  appropriate,	
  we’ll	
  happily	
  remove	
  you	
  from	
  
the	
  example.	
  Let	
  us	
  know!	
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