Lesson 1

Overview

In this lesson, you will connect to a Prolog Manager database, set up
companies in a database, import information from other Prolog Manager
files, and set up cost periods.

It contains the following tasks:

A. Connecting to Prolog Manager
B. Setting Up Other Companies on a Project
C. Importing Data from Other Sources

D. Setting Up Cost Periods
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Introduction to Prolog Manager 6

A. Connecting to Prolog Manager

Prolog Manager 6 data resides in a database. A Prolog Manager 6 database can contain data for one or more
projects. In order to work with Prolog Manager data, you must first log on to a database on your computer or
on another computer to which you are connected, and then you must select the project whose data you wish
to work with. However, you can also create new projects within a database. In this task you will log on to

Prolog Manager and open database called prolog sample database. You will create a new project within that

database and then enter data for that new project.

A1 How Do | Log On to Prolog Manager 6?

In this section, you log on to Prolog Manager and the Prolog Sample Database. You will open an existing

project in the database but do no work in that project.

On the Prolog
H Manager 6 File menu,

click Open Database

m Conhection Mame
| Prolng Sample Database] 2

Priolog Manager Security

5e-0ut

Admin 5 Downtown Medical Center
=24 Construction
. - et Landmark: ffice Buildin
Click OK & ?

E@ Pre-construction

E g East Waley Hospital
o g Northlake Place

Select Project: select

East Valley Hospital

Click OK:
Prolog Manager
appears

S i Sy Sl S

Create Project. .. |

Connection Name: o | e
select prolog sample [ cimin -
database Password
|
User Name list: select : '

m OF I Cancel |

Setup... |
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Lesson 1: Project Setup

m If Admin does not appear in the User Name list, click Refresh:

Leave the Password field blank for now. Generally, a password is required.

Admin is a “pre installed user” with maximum permission to change your setup. Later you
will log in as yourself.

The projects in this database are grouped into Close-out, Construction and Pre-
construction phases.

You will open East Valley Hospital for this project and then create a new project from
within the database. However, you could click Create Project to skip directly to step 3 of
the following section.

A Cool Tool: Your projects are arranged into groups Close-out, Construction and Pre-
construction; these groups are determined by the selection in the Project Status
field. You can change the field by which projects are grouped. For example, you
could use the owner or the project manager as the field which determines the
grouping arrangement. To change the manner in which projects are assigned to a
group, on the Portfolio Manager, click Set Groups.
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Introduction to Prolog Manager 6

A.2

How Do | Create a New Project?

All information in Prolog Manager is organized by projects. Projects reside in databases. The prolog sample
database contains a project with which you will do most of your work in this book. However, in this task you
will create a new project.

You are able to create a new project because you are logged on as Admin. A user logged in as Admin has the
widest possible permission to perform tasks within the system.

In this task you will not enter all of the information about the project you might normally enter but only the
essential information .

1. Create the Project

Prolog Manager File
menu: click Portfolio
Manager

Click Add

Click OK.

The Portfolio
Manager window
displays a new
project titled Prolog
Manager New Project
in a group titled
<Property Not Set>.

B Portfolio Manager

Project Control | Summary |

= E

Iﬁ Oarcs) General | Miscellaneous | Project Details | Estra F\e\ds' Contacts |
=8 O class-out
3 O Downitown Medic || Project Mumber Project Mame
=@ L] construction [po-5137 [Esst valey Hosital
& O Landmark Office |
=] @ L Pre-construction Joh Telephone Project Status Approximate Contract Yalue
[ East valley Hospit IEEIE-—444—QE?6 | Pre-construction | |55,unn,unn.un
[ orthlake Place ||| 5o pay Desctiption

|205-444-0245 =

Start Date

Finish Date

Project Address General Notes

250 Blue Pointe 3 =

Patkway J J

| ool
Current Users... | Set Groups... | Save Delete... | Close |
4
Project Template
I+ e Defal
| Braee:.
I3 |
| el

A message asks which Project Template you wish to use. Default is already checked.
The project template can include project specific data, such as lookup list

information. However, the default template is empty of such material. You can
create additional templates with Prolog Administrator 6.
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Lesson 1: Project Setup

2. Enter Essential Data

Project Name: rename
the new project as
Suburbia Elementary
School

"

Project Number: enter
00-9875.

Project Status: select
Construction.

Enter the following:
Job Telephone:

(123) 456-7890
Job Fax:

(123) 456-7891
Start Date:

12/1/00
Finish Date:
6/1/01
Approximate Contract
Value:
4,000,000
Description:
2 Story Addition to
Suburbia Elementary
School
Project Address:
500 Main Street
Santa Monica, CA
90025

B Click Save.
Click OK.
FNotes:

B Portfolio Manager

Project Control |5ummarv |

[-[O[x]

0 s) 4 cererd | Miscelaneous ot Detals | Extra Fislds | Contacts |
=] @ O <Property Nat 5 | ¢
------- O prolog Mereoer || Praject Murmber | roject Mame
B @ [ Close-out y; Prolog Manager New Project
w8 O Dowrtown M ‘ 3
= a [ Construction Job Telephone Project Status Approyimate Contract Value
-3 O Landmark office | | I d
=] @ [ Pre-construction e Description
[ East Valley Hospif =]
o [ Narthiake Place
Start Date
Finish Date
Project Address General Notes
| H
1 = 35 |
(Grrent Ueers,, . | Set Groups... | CAdd.., Save Delete... | Close |

The final OK appears on a confirmation dialog.

The Project Status of Construction indicates construction has already begun.

After you enter this data, the project appears in the Project Control list within the

Construction group.

A Cool Tool:
one field to the next.

When you wish to enter data in a number of fields on a form, use the TAB key to move from

When you wish to view a dropdown list, either click the dropdown arrow to the left of the

PROLOG
MANAGER |vs

®

11



Introduction to Prolog Manager 6

list:

=]

or else click in the field and press F4.
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Lesson 1: Project Setup

A.3 How Do | Enter Project Information?

In this task, you will add essential descriptive information for the new project you just created.

"

S Sy iy =

Portfolio Manager:
select Suburbia
Elementary School

Click the
Miscellaneous tab

Type of Contract:
GMP

Type of Construction:

Steel Frame

Type of Building:
School

Company ID: ACC

Enter names for the
project leaders in the
following fields:
Project Executive
Project Manager
Project Architect
Construction
Manager
Superintendent
Field Engineer

Click Save

?’"g Portfolio Manager

Project Cantrol | Summary |

4

[-[O[%]

(=48 4 (5)
=4 0 Close-out 3
& O Dot Merdes
=24 B Canstruction
[ Landmark Office |
P Suburtia Elernen
=& O Pre-construction
[ East Valley Haospil
[ Marthlake Place

4 | |

eneral  Miscellaneous

vpe of Contract

kjct Detalls | Extra F\eldsB
ype of Construction

rtacts |

Type of Buiding

Province/State

Teritory

-

Region

-

Country

=

=l

=

dl

Company 1D

Company Narme

Project Executive

Project Managet

Froject Architect

@l

Construction Manager

Superintendent

Field Enginger

et Users,..

| set aroups...

Add... | SavE

Delete...

Close

d

This project is operating under a Guaranteed Maximum Price contract.

After you enter School, it will appear as a choice in the Type of Building list.

ACC is the code which represents Acme Construction Inc. which is used throughout most
of the examples in this book.

Once you create the company code, you can type ACC into any Company field in Prolog
Manager and ACC will be replaced with Acme Construction Inc.

You can save the record after these steps and then go back to the form later to add more

data.
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Introduction to Prolog Manager 6

A.4 How Do I Enter Legal Information?

The Project Details tab records legal information for companies working on your project, such as the name
of the person with authority to sign change orders and other legal documents.

Project Control page.
Portfolio Manager:
click the Project
Details tab

"

Company Name
column, Owner row:
North City School
District

Nl

Signing Authority
column, Owner row:
Pete Petrie

Company Name
column, Architect
row: JOF Architects

=

Address Line 1:
9056 Samson

Address Line 2:
Los Angeles, CA
92340

g i

Signing Authority
column, Architect
TOW:

Brockton Hamilton

S

Contract Date
10/1/00

Contract For:
School addition

Click Save

B L

[<H B 2l (5)

EF Portfolio Manager H=] B3|
Project Control | Summary | ‘ 1 I
oo General | Miscellaneous | Project Detals | Extra Fields | co |
= Clase-out 3
g - Inforr=—*gq for Legal Documents 7‘ 3
+h O Dovmntowm Medic —‘ ~ g
‘ COMmpary Address Line 1 | Address Line 2 | Signing Job

-8 B construction

=} 28 O Pre-construction

| I

g O] Landmark Office |
[4 Suburbia Elerment

o [ East valley Hospit
- ug [] Morthlake Place

i8

Orwiner

Contractar

Architect

(] /i !
Contract Date

Lﬂct For B ‘ 5
o

|

|

~Motary Public Information

Marne: State Of

County Of Commission Expires

(eurrent Lsers, | Set Groups... | Add...

| Save | Delete... | Close

E

ms-_ When you type 00 in a date field, it is automatically read as 2000.
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Lesson 1: Project Setup

A.5

How Do | Enter Contact Information?

Contacts are individuals who are associated with your project. In the course of a project, you will enter
identification information on individuals many times. By designating an individual as a contact for your
project, you can enter that individual’s data into your forms more easily. You can select individuals who have
already been entered into your database (as they have been contacts for other projects) as contacts for your

current project.

With Portfolio
Manager still opened
to Suburbia
Elementary School,
click the Contacts tab

i

Click Add Link

Select the following
individuals:

Andrea Hamel
Andrew Forrest

2

Bill Jones
Z Click OK
E Click Save
H Click Close

7§ Portfolio Manager

Project Control | Surmmary |

1o

= =TS

=24 O Close-out

O Landmark Office |

[ Suburbia Element
=2 L] Pre-construction

[ East valley Hospil

[ Northlake Place

| I o

Genera\l Miscellaneous | Project Details I Extra Fields Contacts |
3 0] cowntawn Me* o JJried contects
=24 B Construction ol A LR | Insert Link... | | Delete Lo | =] =]

o

I Cornpany Marne I Contact I Location

I Telaphon,

Ll

(Errert W5ers,

| Set Groups... | Add... | Save

Contact Pick List - Row 1 of 3

Display Name: Title

Company Mame | Location

Jan Bruicki Estimatar Z

Company ID
A

Preston-Akers | Norther
Davis

Biggeraco

len Messer | Dir. Busiess | COA

=
Coastal Main Office

Al
Allan Long
Al
Al

len Rich Account. PRE

Pre-Con Main Office

Alvin Willams WIN

Wintertop Main Office Alvin

Anchea Hamel RAE

Rockin and Main Office Ancrea

Anchew Forrest | Project Manager [ACC

EEEERT

Acme Main Office

Angie Kileton MR

Middle Rest Main Gffice Angie

Kelly Electric, | Main Office Ann

Selection List 0

Company Name Location

E

i

Ea =

EE = A(tw’iun\v i

a

d

If you wish to designate an individual as a contact who does not appear on the Contacts
pick list, you just first open the Company Setup form for that individual’s company and

enter the individual’s data on the Contacts tab of that form. For more information, see
“How Do I Enter Company Contact Information?” on page 20.

A Cool Tool:

When you want to select a particular entry from a long pick list, you can jump quickly to

that entry: Click the column header for which you know the entry (for example, Name) and
then type the first letter of the entry you are searching for. The first entry in the list
beginning with that letter is selected. Type the second letter of the name you are searching
for and the first entry in the list beginning with the two letters you typed is selected, and so

on.
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Introduction to Prolog Manager 6

A.6 How Dol Log onto a New Project?

Now that you have created a new project, you will log on to it so that you can begin working in it.

j In Prolog Manager, on

. 8 Z_Gelect Project ‘B
the File menu, click e <> (5)
ope n Proj eCt E‘ @ Cbs;?v:v:mwn Medical Center
= @ Construction
. 8 drnark Offi lch
o St Subuti A et
= Pre-construction
Elementary Sch00| g East Walley Hospital
) Morthlake Place
—g Click OK
Create Project. .. Cancel
I3
m 0 es:
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Lesson 1: Project Setup

B. Setting Up Other Companies on a Project

Other companies will work with your company on a project. Before you can create records which reference
other companies on your job, you need to create a company record for each of the companies you work with
in Prolog Manager. In order to enter this information, you must open a Prolog Manager 6 database and then
enter the company information in the database, rather than the project. As a result, company information is
available across all the projects within a single database.

B1 How Do | Setup General Project Information?

In this task, you will create a company record for Lorring Steel, a subcontractor on the Suburbia Elementary
School project.

I On the Switchboard, CEETE - S § RIS

click Admi n, and on E Code Mame Shart Hame ype of Company
the shortcut menu, | II | | -
: Distribution Lists | User Defined Fields
click company Se‘ up General | Addresses' Contacts | Insurance'
Code: LOS Current Main Location {See Addresses) Main Telephone Main Fax
4 d
B Main Construction Division J ITrade Notes J
= Name: D Specification Section Federal 1D Wumber
j“ Lorring Steel
Website Address
Z Sho rt N ame: Information Supplied By Title Date
LOS- 05120
j -
Type of Company:
Su bco nt ract or 1' ﬂ _}I ﬂ Add | Save | Delete Refresh Close | Cancel |
- Main Construction d
| —
3‘ : Division:
Structural Steel (05)
Trade:

S

Metal Decking,
Structural Steel

Specification Section:
05120

n

v

Click Save

&

4 LOS stands for Lorring Steel. The company code you are creating uses the first two letters
'ii E gl of the first word of the company name, and the first letter of the second word of the name.

LOS - 05120 is our vendor number for Lorring Steel.
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Introduction to Prolog Manager 6

B2 How Dol Enter Address Information?

Once you create the record for Lorring Steel, you can enter address information for the company on the

Addresses tab.

On the Company

"

SIS S i S Sl S

n

v

E &

Setup form, click the
Addresses tab

Click Add Row

Location:
Main Office

Address 1 column:
556 Bell Street

Address 2 column:
Suite 161

City column:
Oakland

State column:
CA

Zip column:
97071

Type of Address
column: General

Click Save

[F Company Setup:
Code

MHame

Short Name

[ [=] E3

Type of Campany

[Lo5

Ger

|L0rr|ng Stesl

DI‘ ’ 'tlm Lists | User Defined F|e\ds|
i

Addresses |Contacts | Insurance|

[L0s - 01520

| Subcontractor

Add Row | Insert Row | Dielete Row |ﬂg

o

| Location |

Display Address

Address 1

| Address 2

| Address 3 |

I3

fa

5

I

=l

RRIOEE]

Save | Delete

Refresh

Oose: |

Cancel |

fio

When you save the record a Display Address is created, combining the information you
entered into the Address 1, Address 2, City, State, and Zip columns.

18
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Lesson 1: Project Setup

B.3

How Do | Add an Additional Company Address?

You also need to enter the information for the Lorring Steel jobsite office.

Click Add Row

Location:
Z Jobsite Trailer
3 Address 1:

- 123 Fifth Street
3 City:

a Santa Monica
E State:

CA
H Zip:

v 90025

ﬂ Click: Save.

R Company Setup [_[O] =
Code Marne Short Mame Type of Company
ILOS ILUrring Steel ILOS - 01520 I Subcontractor j

Distribution Lists | User Defined Fieldsl

General  Addresses |Cumtacts | Insurance'
AddRow | InsertRow | DeleteRow | =| x| 1
Location Display Address 1 Address 2 |uddres| City  [state] Zip CoLntry
7 fMain Office 556 Bell Street  |Suite 1651 Oaldand [Ca  |87072
A B 444d
KIS ]|
llﬂ_}lﬂ EI Add Save Delete Refrash Close | Cancel |
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Introduction to Prolog Manager 6

B4 How Do | Enter Company Contact Information?

You can use the Contacts tab to enter information for each of the contacts at a particular company. In this
task, you will enter information for Don Walker, a contact at the main office of Lewis Steel.

1. Personal Identification

E, On the Company
. AR Company Setup [ O[]
SEt up form, Cth the Code Mame Short Name Type of Company
LOS Lorring Steel LOS - 01520 Subcontractor -
ontacts ta b
Distribution le User Defined F\elds'
— Chck Add ROW General| Addresses ‘_C___Dg_tg_q_sj Insurance|
7 Emergency Contact Telephone Safety Program Contact Safety Program Tel
= Initials column: E Add Row | Insert Row | Delete Row | = =] I 0
o DW [contact | Display Mame | Initisl | Prefix | FistMame | Middebame | LastName |

4 4 4 d

Prefix column: Mr.

First Name:

Don LL 207
ll ﬂ_}lﬂ EI £dd Save Delete Refresh Close | Cancel |

Last Name:

Walker

Title column:
Project Manager

ST Sy iy =

- Location column:
wdl Main Office

4 When you save the record (step 7 on the next page), a code is created and entered in the
'iii Contact ID field and the name Don Walker will appear in the Display Name column.
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Lesson 1: Project Setup

2. Additional Information

Check the Notify
column

Linked Projects
column, click Ellipsis
(...) button

S

Project Number
- column: 00-9875

Z Click Copy selection

E Click OK

H On the far right-hand
. side of the grid, make

sure Active is checked

Click Save.

S

FNotes:

R Company Setup
Code Name

[-[O]
Short Name Type of Company

|ros ,Ln_mng Steel

Distriutian Lists | User Defined Fields |
General| Addresses Contacts | Insurance |

LOS - 1520 Subcontractor v

Emergency Contact

Telephone

Safety Program Contact

Safety Program Tel ‘

n .

_soktRow | trsert Row | peleterow | x| ¥ 1‘J Delete Row | x| x|
Display | Tnitials | Prefic|First Name | Vidds | Last Name Title Location 7|Emal Wotify | Linked hiotes B
o i, Dan Ueber | Profect Manager | Main Office [l

d 4

| H

IROEET

g |

Delete | Refiesh Close Cancel

7

Select Projects

-

Project Name

00-3681
00-5137
00-2005

&valable Projects
Project humber
Morthlake Place
East Valey
Landmark Office

Linked Projects

Project Name | _Project humber

99-2045

| Doweentown

I00-9875

| suburbia

el el Il

By checking the Notify column, Don will receive automatic notification of events
in Prolog WebSite via email

A Cool Tool:

You can change the appearance of any grid in Prolog Manager. The following list describes

the different changes you can make. (If you cannot make one of these changes, your
computer or your company system is set up to not allow this feature. Consult your system
administrator to discuss possible change.)

To do this:

To resize column width

To move columns

To change the column order

Here’s what to do:

Click on the line separating two
column titles and drag.

Click on a column title and drag it.

Click on the column header and select
the field you want for that column
from the list.
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Introduction to Prolog Manager 6

To do this:

To change the row height

To use the splitter

Change the number of columns to
the left of the splitter

Here’s what to do:

Click on the bottom line of the row on
the gray box at the row’s extreme left
and drag to the desired height.

The splitter appears as a double
vertical line at the far left of the grid.
When you scroll across a row to view
other columns, the columns to the left
of the splitter remain stationary. To use
the splitter for the first time, right-click
on the grid and click Grid Properties;
then check Show Splitter. To change
the number of stationary columns,
click on the double line and drag it to
the right of the columns you wish to
remain stationary.

For more on the splitter, see “How Do
I Customize the Meeting Items Grid?”
on page 299.

Click on the splitter (the double line)
and drag it.

22
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Lesson 1: Project Setup

B.5

How Do | Enter Company Insurance Information?

On the Insurance tab, you can enter insurance policy information for Lewis Steel.

v

E &

On the Company
Setup form, click the
Insurance tab

Click Add Row

Policy Name column:
Gen. Liability

Policy Number
column:

123-456-7890

Received Date
column, type today’s
date

Start Date column:
type the first of this
month

Expire Date column,
enter the date one year
from today

Scroll to the right and
enter the following:

Amount column, type:
1,000,000

Carrier column:

Allied Insurance

Contact column:

Judy Jones.

Alert column: check

Click Save.

Click Close.

22 Company Setup
Code

Mame

IS[=] E3

Jes

ILewis Steel

Generall Addressesl Eona Insurance | Distribution Listsl

Type of Company
g

I General Contractor

Imsurance Contact

Insurance Tel

Add Row I InserlF\owl DeleteHowIiIiI

|1—

Palicy Name

| Policy Murnber | Feceived Date | Effective Date |

E xpire D ate

[
Sy

K1

4

IJ5 |
B~ |

d

i

M ] @

s |

Save |

Delete

Cloze | Cancel |

E
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Introduction to Prolog Manager 6

You enter today’s date in the Received Date field, as the Certificate of Insurance was
received today.

When you enter 1,000,000, the number converts to 1,000,000.00 when you move to the
next cell in the grid.

The check in the Alerts box indicates that the policy is included in the Auto Alert
notices.

Now that you have set up Lorring Steel as a company, you can refer to Lorring Steel in
Prolog Manager forms and documents without having to re-type the company information.

You can enter additional information about a company on the Advanced Company Setup
form. To view this form, on the Switchboard, click Admin and on the menu, click
Advanced Company Setup. The information you can enter on this form is particularly
useful for purchasing. (It is similar to the Vendor Profile form that was found in Prolog
Manager 5)

A Cool Tool: Note shortcuts to enter a date in a date field. You can use them in any date field in

Prolog Manager:

1. CTRL + D enters today’s date

2. 1 + TAB enters the first of the current month; (any number + TAB enters that
date of the current month)

3. Double-clicking the date field displays a calendar from which you can select
any date.

24
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Lesson 1: Project Setup

C. Importing Data from Other Sources

In order to save data entry time, you can import data from other Prolog Manager projects within your current
database or from other Prolog Manager databases by using the Import Common Prolog Manager data
feature. You can also import information from a project schedule, spreadsheets, or word processing

documents.

C.1

How Do | Import Tasks from a Schedule?

In this task, you’ll import schedule items from an outside schedule into your Prolog Manager project. By

doing so, you can link records you create in Prolog Manager, such as buyout and submittal items and potential
change orders, to project tasks which need to be completed, such as submittal packages, inventory deliveries,
and inspections.

ST S

On the Prolog
Manager Schedule
menu, click Import
Tasks

Click Browse

Files of type: select
MPP Files (*.mpp)

Select the file
C:\Program
Files\Meridian\Prolog
6\Program\Sample\
Sample.mpp

Click Open

Click OK

Click Yes to confirm

Global Options | Fisjzet Specic Options ]

Generall Auta Increment Numbersl Mumeric: Formattingl Momenclatue  Scheduls | Quick Prirt I Othes I

]
Schedule Directory and File Mame ‘ﬂ
Erowse...
B2y Eurelirat Mata Bath
I Erowze..

Project Group Sub Projects

Project Title

Project Start Date Fioject Finish Date

Recalculate Due Dates Links
Data Date ersion ™ Buyout Scheduls ™ Submittal Fregister
™ Buyout Delivery [™ Purchase Order ltems
Help | Ok | Cancel

ample mpp:

7 5

Fil name: | sample.mpp = Open
Files of type: MS Project (* mpp] - Cancel

i

A message asks, Automatically replace records with unique IDs? If you replace records
which have unique IDs, you eliminate duplicating records in your database.

PROLOG
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Introduction to Prolog Manager 6

D. Setting Up Cost Periods

A cost period is an interval of time used to track costs. In Prolog Manager, you can determine the date range
and length of cost periods. Cost periods are required if you are using Prolog Manager to track General
Invoices, Contract Invoices and Applications for Payment.

D.1  How Do |l Establish Cost Periods?

In this task, you will set up cost periods for the Suburban Elementary School.

On the Switchboard,
click Admin and on the
shortcut menu click
Cost Periods

Click Add Row

From column:
10/1/00

To column:
10/31/00

Click Add Row

i Sy Gy S|

~g Click OK

To confirm, click Yes

S

2]
d

P Cost Periods |_ O] x|
Add Fow I Insert Fow I Delete Row I il il I 1
| Current | Period | From | To | M otes |
] = [b | | \
Befesh | 0K | Cancel Apply
P Cost Periods [_TO]x]
AddRow | _Imen Row | DeleteRow | =| = | 2

Current

Peiiod

From

To

Notes

~

01

10/1/2000

10431/2000

3

=

02

11142000

11/23/2000

g When you click Add Row the second time (step 5), a second period is created based on the
'ii es- information you entered in the first period.

Before closing the Cost Periods dialog, make sure that the current period is selected in the

Current column.

When you click Yes to confirm your changes (step 7), you must wait a few moments while

recalculations are made.
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Lesson 2

URITY MANAGER

Overview

In this lesson, you will log on to a project, add a new contact for a
company and then set up the contact in Security Manager.

It contains:

A. Setting Up Security for Prolog Manager Users

PROLOG @ 27
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Introduction to Prolog Manager 6

A. Setting Up Security for Prolog Manager Users

For your staff to log on to Prolog Manager, you must set them up as users in Security Manager. In this task,
you will add yourself as a contact for the general contractor and then add yourself as a user in Security
Manager.

A.1  How Do | Open a Project?

In the previous lesson, you created a new project. However, for the remainder of the class, you will use a
different project within the same database to complete tasks. To use Security Manager, you must log on to
the Prolog Sample Database as the administrator and open the training project, called Downtown Medical

Center.
f I On Prolog Manager's ooon ]
File menu, click Open rrecion Name
Database | Prolog Sample Catabase j
. B Pralog Manager Security
5 Verify Connection s Nome _
. i - 5
] Name displays Prolog 13 | Laswd I
Sample Database I
‘ User Name: Setup... o | cCancel |
3 select Admin A
Z Click OK
Z., Select Project
i . B4 Close-out
E SeIeCt Prolec‘ . B ﬂ Dowentown Medical Center
select Downtown 2 &Cmitru;t‘oﬂk e B
. ANdmar ICe ELcin
M ed |Ca| Center gSuhurbia Elementary chhon\
-4 Pre-construction
. -5 East Valley Hospital
g ClekoK ety
U
Create Project... (@K | Cancel

d

4 If you are already logged on to a database (step 1), a message asks if you want to close your
'iii current database. Click Yes.

Prolog Manager 6.0 databases can contain more than one project. A computer can contain
more than one database.

If Admin does not appear in the list, click Refresh: and then select Admin. Leave

the Password field blank.
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A.2 How Do | Add a Contact to our Company Setup?

In this task, you will use the Company Setup form to add yourself as a contact for Acme Construction, Ltd.

S i S

LR

On the Switchboard,
click Admin and on the
shortcut menu, click
Company Setup

Click the Lookup
button

Double-click on Acme
Construction, Ltd.

Click the Contacts tab

Click Add Row

Add yourself as a
contact for Acme
Construction. Enter
your title and select a
location.

Click Save

Click Close

B Company Setup [_[O[x]
Code Mame Short Mame Type of Company
|ACC |Acme Construction Inc | | General Contractar j
Distribution Lis]ser Defined Fields |
General | Addresses' Contacts | Insurance'
Current Main Location (See Addresses) Main Telephone Main Fax

|J0bsite Traler

Main Construction Division Trade Motes

206-955-1212

206-055-1214

| General

Speification Section

] Prime contractor
Federal 1D Nurnber

{2000 |45-0051356
‘Website Addrass

|www‘acmemm

Information Supplied By Title Date

j_

4] 4 I (3 I 5, Add | Save | Delete | Refresh | Close | Cancel |
E
& Company Setup - Row 7 of 164 [-[O]x]
~<Default> - Refiesh | End. | Fiter Add Close
Compary Name | Type OF
3 S —— e OonePrime Contact oo
[ [aco Able Concrete | Subcontractor 03300
[_|erG AFGIndustries | Subcontractor (Doors and 08600
| |AG Allen Glass Subcontractor Doors and 08500
| |aL Allstate Steel Co. | Subcontractor Metals Structural Steel | 05120
[ {avE American Blectric |Subcontractor | Electical Electical 16000
[ |ara Accurate Supplier Speciatties Toilet Partitions
| |ARF Alexander R, Subcontractor Finishes. Tie 09000
| |asT advanced Site & | Subcontractor Site Construction | Grading/Paving 02200
[Cate Atlas Construction |Subcontractor  [Specia Radiatian 13090
| |ATLRO Atlas Roofing Ltd. | Subcontractor
|__|ATR Atlas Roofing and | Subcontractor Thermal and Roofing and 07000
[ ]eze fawre Blctrc | Subcontractor | Blectical Electical 16000
[ |eem Batk Bay Subcontractar | Conveying Escalitors, 14000
| |eeB Bender Brothers | Subcontractor Concrete Structural 03300
|_|BG The Bilings Group | Owner General Owiner
gt Pl o e e e
&R Company Setup [_O[x]
Code Name Shart Mame Type of Company.
Jacc [acme Construction Inc General Cortractar v

d

d

Distribution Lists |
General| Addresses Contacts | Blanket Insurance |

Emergency Contact
Framk 2ller

Telephane

Add Row | Insert Row | DeleteRow | = | ¥ |

Safety Program Contact Safety Program Tel

916-454-2200 3an Philips

'800-939-0090

v

an_| Display Narme | Intidls | Prefix | Fist hamne | viddle [ Last Name Titie Loc*

O |Grant GH i, Grant Hughes  [Asst, Johsite

T |Adrian M Adrian Erown Praject Engineer |Jobsite

r Dawe 1 Dave: Mizlsern Superintendant | Jobsite

P |Brian wood ir Brian wood Project Manager | Jobsite

[ |Andrew AF i, Andrew Forrest |Project Manager |Main €

T  |redeloggs  |FB M. Fred Elogas Praject Manager |Main C
e ¥
K1} u

IR s | swe | peste | Refiesh | dose | Cancal

d

To open the Company Setup form you can also click Company Setup
Manager toolbar.

on the Prolog

When you click Save (step 7) a message appears asking you to confirm your changes. Click

Yes.
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A Cool Tool:

In Prolog Manager, when you add new records or save changes in your work, a message
box appears asking if you want to confirm your changes. To turn this function off, on the
Tools menu, click Preferences and on the submenu, click Options. On the Options dialog,
remove the checks from Confirm before saving new data and Confirm before saving
changes.

From here onward, this book assumes you have turned this feature off.

A Cool Tool:

Notice the navigational buttons on the lower left of the Company Setup form:

M B

These buttons appear on many pages throughout Prolog Manager. Use these buttons to
“scroll through” all of the instances of what appears on the form. In this case, you can scroll
through all of the companies in your database. The left-hand button arrow takes you to the
first company. The right-hand arrow button takes you to the last one. The middle two take
you one forward and one backward. These buttons are referenced in the Appendix section
“Form Buttons Toolbar” on page 355.
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Lesson 2: Security Manager

A.3 How Do I Add a User Group to Security Manager?

In this task, you will use Security Manager to create a user group for Acme Construction. On the Users tab
in Security Manager, each folder represents a user group.

On the Tools menu,
E click Security, and on

the submenu click

Security Manager

Click the Group tab

Click Add Group

Under Group, in the
Name field, type:
Acme Construction

=

In the Description
field, type: Employees
of Acme Construction

L

Click Save

m

& Security Manager

Users | Feature Eermissionsl Data Group Perm\sswo‘ ,iecord Set Permissions | Project Permissions | Optians |

&8 Administrator

~{E NewGroup
{8 Users

4]

g Collaboration -
[+-{E5 Collaboration -
~{# Callabaratian -
~{#3 Collaboration -
[ #8 Collaboration -
(& Collaboration -
[+-{E5 Collaboration -
~{#3 Calabaration -
{5 Collaboration -
t #5 Collaboration -
- Collaboration -
g Collaboration -
{5 Collaboration -

Architects

Engingers

Engineers ++ D
Foreman

Guests

Inspectors ﬂ
Cwyn Company ACnin
Oy Company Users
Criners

Project Managers
Public

Subcantractors
Superintendent

User | Graup ]|

Name

|NemeuD

Description

MewGroup

B
Add Group
Copy Profile...
j Delete Group

Save | Close
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A.4 How Dol Add a User to Security Manager?

Now that you have added yourself as a contact for Acme Construction and created a user group for Acme
Construction, you will add yourself as a user in Security Manager.

FNotes:

On the User tab, select
the Acme
Construction folder

Click Add User

Select your name

Click OK

On the User tab in the
Password field, leave
the field blank

Check Access for each

Click Save

Click Close

at this time.

‘@ Security Manager

Users | Feature Permissions | Data Group Permissionsl Recard Set Permissions | Praject Petmissions | Options |

- Administrator

- Collaboration -
- Collaboration -
& Collaboration -
& Collaboration -
B3 Collaboration -
- Collaboration -
B3 Collaboration -
- Collaboration -

_ CUser | graup|
Architects Iy
Engineers Carnpary Praject ‘ | ACCESS -
Engineers ++ Acme Construction IiMNorthlake Place [l J
Forernar Acmne Construction I1East Valley Hospital r
%::Ztsm Acme Construction IiLandmark Office Buiding r
Own CUITIDGHY Admin J:rjl Conctnctinn TiRnwentowaen Madical Cantar r Llj

Cwn Company Users

4
B3 Collaboration - Owners e
B3 Collaboration - Project Managers I
B3 Collaboration - Public ‘ Password
B8 Collaboration - Subcontractars I
- Collaboration - Superintendent =
&9 Usars Expires on i
& | 2
Add User
Login Type
; (51 | [l | Delete sy

Surnmary Repart... | Save | Close |

ﬂ

Select a contact fram the list below to make that person a new uzer.

Company Cantact Title -
Acme Andrew Faorrest Project ManageJ
Acme Bob Gratlun Froject Executiv
Acme Drarin Miller Office Engineer
Acme Gary Stevens Project Estimatc
Acme Grant Hughes Azst. Superinter
Acme Hugh Jones Superintendent
Acme lan Campbell Project Enginee
Acme Joze Kleeck “tard Manager
Acme Susan Meeks Azst. Project Me
ACTe Prolog Us
Alerander A Field Fareman

- | I [ ol Ch oot | Y _}E

You can assign the user a login password (step 5); however, you will not assign a password

You can select your own name because you previously added yourself as a contact.

A Cool Tool:

If you are logged in as Admin, the remaining tabs on Security Manager allow you change

permissions assigned to members of the selected user group, as follows:

Tab

Allows you to:

Feature Permissions

Data Group Permissions

Make whole forms invisible to members of the
selected user group

Make a group of data elements invisible or read-only

for the members of the selected user group
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Lesson 2: Security Manager

Tab Allows you to:

Record Set Permissions Assign permission to view, add, modify or delete
specific record types. To keep your Company data
consistent, you may want to eliminate permission to
Add on Company Setup data on this tab for most users.

Project Permissions Specify individuals who can view any information for
a specific project
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A.5 How Dol Log on to the Training Database as Myself?

In A.1 you logged on to the training database as the administrator. Now that you have set yourself up as a user
in Security Manager, you can log on to the training database as yourself:

j On the Prolog
Manager File menu,
i togon |
click Close Database ekl
Connection Mame
j On the File menu, click | rofog Sampls Dstabae =
7 Prolog Manager Security
Open Database User Name
. 4 ]
= User Name list, select Password
- your name
Z Click OK Satup... oK I Cancel |
{ 4
E Select Downtown
X . % jec [x]
Medical Center =
i -aLt
. Cllck OK B a &?t?:t\:l;t;':un Medical Center
H ------ g Landmark Office Building
. Suburbia Elernentary School
Fo Morthlake Place
Create Project... Cancel

d
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