
Projects management

Projects module is one of the essential module that manages and centralizes different data about 
business projects and collaborative work.
For each business case you wish to follow-up on medium to long term you can open a project page.
The page will keep track of information, documents and gather most of other modules data under a 
single project page:

- sales and finance;
- reports and communication;
- logistics.

From the project page, you can control information access and distribute tasks.
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Projects module is 
dedicated at following 
up projects with 
information sharing and 
simple tasks 
management

From a project page 
you can track different 
information like status, 
reports, tasks or cost.

The main project page 
(/projects/project) will 
show the latest projects 
information from where 
you can search or 
create projects.

Use this link to create a new 
project

Extended filter to search projects

Quickly find a 
project by 
entering its 

serial reference

Deending on 
dashboard 

design, click 
on project link 

to open 
existing 
project
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Edit categories

To edit the types of 
project or categories, 
navigate to:

/projects/types You can delete existing 
categories only if they are yet 

in use

This information is used 
when creating the project 

unique ref. number

Enter new category 
details on last line and 

click 'Save'

>>



Create a new project

/projects/project/new

Projects are classified 
by category and 
country.

User must have access to 
the country for which the 
project is created (see 
access  settings)

You can create sub project 
linked to a main project. i.e.
- when main project is extended 
geographically (multi countries)
- when main project is renewed 
over time
- when main project as different 
clients or different suppliers

If you do not want to give 
access by default for users, 
check Access box and
 edit access by user inside 
project 

Select existing or edit new 
categories of project (see next 

page)

Select country of assignment

Select client (go to address book 
to manage clients)

Name the project

Set the project level.
A project can have 2 levels:

MAIN : is for initial projectst hat can be 
extended or not

SUB : are projects that are an extension of 
MAIN (existing) projects 

Example of sub project

You can find the main project reference 
by typing its serial number or name

Select to restrict view to 
current user

Select to confirm notification 
to users with default access

>>



Main project information 
page.

Each project is divided 
in few sections:

Header

Linked project (if any)

Main data

Tasks

Communication / 
reports (if module 
enabled)

Logistics (if module 
enabled)

Finance / sales (if 
module enabled)

Follow to 
receive email 

updates

>>

Toggle 
edit

Open all 
tabs



Header A unique reference that gives quick information: your 
company short name, category of project, country, year 

and month of creation and sequence number

Creator of the project is 
the owner and is 

automatically notified 
when edited.

Click to “follow” or 
“unfollow”If module is available, you can create a 

extranet page to share information with 3rd 
parties

Send a quick message about this 
project to other system users

Create a task 
attached to this 

project

Link to 
client details

Click to change 
access of other 
system users 
to this project.

Split into 
sub project

List 
followers

>>



Split

Split form

You can change 
client for sub project

You can 
change 

country for 
sub project

>>

You can split a main 
project into a sub 
project directly from 
main project page.

You can input a 
custom name

As when creating a 
new project you can 

set access and 
notify users



Notification

Enter recipients as 
system users 
separated by 

comma

Enter the message

You can 
set a 

priority 
level

Message is received in 
internal EK messaging 
and user email account

>>



Access control

Click on users to 
switch from access 

restriction to 
authorized access

Click save to 
confirm

By default users will 
have access to projects 
assigned to countries 
where they have been 
authorized.
This default access can 
be controlled at project 
level.

Read the 
access definition page 
for more.

Go to 
/ek_admin/access_country 
to edit access by countries

>>



Task
Open side menu for 
recording a new task

Name of the 
event/task

To whom this task is 
given

Short task 
description

Start and deadline

Decide if and when a 
reminder should be 

send by email

Reminder list of 
recipients / system 

users

Click Record to 
confirm

Attach custom color 
to the task

Close



Task
View task lists

When the task is created:
- an email is sent
- the task will appear in 
the project dashboard 
page under “My tasks”
- and in the “Task” section 
after refreshing the 
project page.

Click on project link 
in dashboard to view 

the task

Click to edit task.
If edited by user 

assigned to task, the 
user can change the 

completion rate. 



Task
Edit task

When you click on “edit”, 
side menu form opens 
and task details can be 
updated

Edit

Select box to delete 
the task

Slide for completion 
rate (from 0 to 100)

Click Record to 
save edit >>



Extranet

If module is available, you 
can create a special page 
to share project information 
with users that are external 
to your organization (I.e 
client).
Note: external users still 
need to be registered and 
have the appropriate role 
(see extranet tutorial for 
details of this section)

Reference 
automatically 

selected

The page title as 
viewed by external 

user

List of allowed users 
 (attached to an 

address book entry)

>>



Edit mode

When entering edit 
mode, click on 

pencil icon to edit 
the selected 
information



Edit mode

Edit selected 
information

Click 'Save' 
to confirm

Each information 
update action is 

recorded and displayed 
in the activity block.

Alternatively all users 
that have checked the 

'notify me' box will 
receive an email about 

edited information

Click to toggle 
activity display

>>



Attach files

Upload files by 
clicking in 'upload 

new file' in sections of 
the project page

Add a short 
description or tag

Optional folder

Click to upload



Attached files

Click to delete 
(once deleted, the 
 file name is still 

visible)

Control access to 
each file [1]

Send a file by email 
[2]

[1] 

[2]
This function is 

opened to all address 
book emails 

Open access to 
extranet users (needs 

extranet module)

Open side panel 
to view info

Side panel info

User access list

>>



Attached files

Side panel options:

When a project is part 
of multiple sub-projects, 
files can be moved 
within linked projects 
from side panel.

This may change the 
file access granted by 
user based on the 
target projects settings

Use selection form to move 
file between linked projects

>>



Attach files alternative

If Documents module is 
enabled, documents in 
your folders can be 
posted to a specific 
project.

(see Documents tutorial for 
further details)

Click to post to proejct

Confirm

Select a project in 
the list

Select the project 
section

Add optional 
comment

>>



Each section of the 
project page will 
aggregate information 
from other modules that 
are linked to the project

If report module is available, report 
created with project reference will be 

displayed in this section

Reports examples

Files attached

Upload 
new file

Delete

Manage 
access

Send via 
email

Share on 
extranet

Note: you can drag documents 
from one section to the other 

Hide deleted 
files

Folder

Note: you can drag documents 
from one folder to the other 



If logistics module is available, 
logistics documents with project 

reference will be displayed in this 
section

Delivery order examples



If finance module is available,finance 
documents with project reference will 

be displayed in this section

Finance info example

Note: you can drag documents 
from section 5 to section 3

>>



Calendar

Calendar link opens as 
side panel

Calendar in project 
will display main data 

date like project 
deadline and tasks 

You can filter display by:
- tasks

- submission dates
- validation dates

- start date
- deadline

- completion date
Close panel

>>



Search

There are 2 options to 
search for projects:

1) Quick search:

Input serial reference in 
search box in the 
Project Dashboard

Enter ref. And click 'Search'

Search results

>>



Search

There are 2 options to 
search for projects:

2) Extended search
 /projects/search

Click on Filter search button

You can enter a keyword such at 
project title for quick search (other 

filter criteria will be skiped)

Search results:
Click on the link to 

open the project page

Option to set archive 
status on/off with 

projects.
An archived project will 
not appear in selections 

lists

Export listv

Filter by country

Multiple choices for 
clients or suppliersFilter by category or 

status

Click the box 
for optional 
filter by date

>>



Project settings

Settings are available 
for administrator to 
control projects 
structure and access:

1) sections access 
control

/projects/settings/users

For each system user you can 
select which section of project 

page they can view

Check a box to 
authorize access

Save settings

Login blocked

Check this box if you want that all 
blocked user per project are 

automatically denied access to files in 
that project

>>



Project settings

2) Ownership transfer

/projects/settings/transfer

To transfer projects ownership 
from one user to another, select 

current owner first

After selection, disply of 
projects owned by 

“user”

Select which project(s) to transer

Choose destination user 
and click “Confirm 

transfer”

>>



Project settings

3) Merge

 /projects/settings/merge

When merging existing main 
projects, the serial reference 
are not edited. Only the level 
of source project is modified 
and linked to destination 
project.

Merge one project as sub project 
of another project

Select the source project

Click “Confirm merge”

Select the destination project

>>



Project settings

4) Extract access 
summary

/projects/settings/
access_admin

This pages extract access 
status per user for selected 
projects. It helps validating 
access per user.

Select user you want to check 
access for

Optional filter tags

Acess status:
“owner”: user is owner of the project and has access to it;
“access denied” : the user as access to the project 
country but has ben blocked to access this project;
“access” : default access to the project.

>>



Project settings

5) Reference code 
format

/projects/settings/serial

You can define the template of 
project reference code by 
selecting elements display

I.e country code will be 
displayed as 3rd element

Set the increment base for 
sequence number count.
I.e here next project will 
start at 101 if none have 

been created yet

Sequence number 
cannot be changed

>>



Optional – upload file 
via email

Based on server 
configuration, you may 
have option to 
automatically upload 
email and attached 
files to projects

Direct email to “project” 
on your application 
domain (for example 

“mydomain.com”).
Email must be sent be 

registered user.

Set the email subject.
Subject will define the upload destination 

following the structure:
[project code] [,] [section ][,] [title]

Separated by comma

Email content will be 
saved as text file and 
any attachment from 

the email will be saved 
separately

Email received an uploaded 
as attachment 

File attached to the email 
message has been saved 

separately

Email address used to send 
file to project. Note only 

registered user can send files 
to projects they have access 

to

[project code] : can be full or partial. 
Minimum requirement is the sequence No 
I.e 120 or 120_sub1
[section]: can be 1, c, or client for 
communication section, 2, l or logistic for 
logistic section and 3, f or finance for 
finance section
[title]: will be the name of the file saved

>>



Access control to project 
pages definition

There are multiple levels 
of access control that can 
be applied

Each sub level restrict 
previous level

Level 1 Country access
Each user with access to a country will access 
project of that country by default

To control country access level go to :
/ek_admin/access_country

Level 2 Role access
Each user with a role that grant permission “view 
project” will see project page of their countries

To control roles access go to :
/admin/people/permissions

To change users roles go to :
/admin/people and edit users profiles

Level 3 Content access
Content view can be controlled by sections and 
users

To control section access by user go to :
/projects/settings/users

Level 4 Owner access
Each project can be restricted or granted by owner 
to other users.

To control section access by user go to a project 
page and click 

Note: a user that do not have level 1 access 
above may be granted single access here 
(country bypass) but level 2 & 3 will still be 
applied

Access You can view a summary of accesses per user

To view summary go to :
/projects/settings/access_admin

>>
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