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Introduction

Merlin Project is a project management software solution for the Mac. This is the
accompanying guide for version 4.

About this document

This help document is your Merlin Project user reference. It explains how the main view of
Merlin Project is organized and where you can find the programOs key sections. It
describes the available functions based on the programOs extensive menus and contains a
detailed introduction to all the various objectsO Inspectors. You will also find here
information about available columns, keyboard shortcuts or tips & tricks.

The help document is provided as a single file to bring together many advantages for you:

¥ Using the Web browserOs search function, which you access as usual by pressing
cmd+F, you can search for content across the file.

¥ You can print the documentation to serve as a reference guide.

Conventions used

This help document has been written so you can understand it as easily as possible and
apply it in practice when using Merlin Project. All sections are organized by topic and
feature screenshots. Key text passages are highlighted using special markings. These are
easily identifiable using the symbols described in the following and refer to additional
information as well as key hints and tips.

! Note : Notes contain additional explanations.

" Tip: Tips contain additional information on a topic.

# Important : Contains important information.

Demo Mode (30-Day Trial)
After downloading and installing Merlin Project you can try it free of charge in Demo Mode.

When starting Merlin Project, you will see the notification shown.

This version of Merlin Project is not licensed.

You can test Merlin Project for 30 days with full functionality. After this time you can
still open documents, but you cannot edit them anymore.

Use without license Buy Now Start 30 day trial
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Click "Start 30-Day Trial" to start the free-of-charge 30-day demo version. You can use
the full functionality of the product during this period.

Click "Use without license" to use the product without a license. This only lets you use the
product to read files; you cannot use it to edit content.

Click "Buy Now" to purchase a license for the product. You will be forwarded automatically
to the online shop.

In the top right-hand corner of the program window, you will see a
notification if using the product on a 30-day trial. This tells you how
many days remain of the trial period.

30 days remaining for the trial.

A X I E

Resources Settings Details Inspector

Once the trial period has ended, the following natification will appear in the top right-hand
corner of the program window.

Not licensed

Lo @E e

Resources Settings Details Inspector

Click it and the notification window shown will be displayed.

This version of Merlin Project is not licensed.

Your 30 day trial period is expired. You can open your documents, but you cannot
edit them anymore.

Manage Licenses Use without license A

[

Click "Buy now" and you will be forwarded automatically to the online shop where you can
purchase a license for the product.

Click "Manage licenses" and the licenses preferences will open automatically.

The main window
The Merlin Project main window is divided into the following sections:

¥ Toolbar (1)
¥ Work Area (2)

¥ Inspector (3)

2 The main window



¥ Details (hidden by default)

[ BON ] New Project — Edited
= A e ) e @ * [:I
== 4 1+
+ == £ B, (1 Y, WO A X3e
New Indentation Link Action N/ Critical path Library Sync Work Area Resources Settings Details Inspector

—-—_ Work Breakdown > Entry

#A Traits | Title Given Work | WK 15, 11. A WK 16, 18. April
15/ 16 17| 18 [19 20 | 21 | 22 |23
om0 New Project 1day ? | New Project

Title New Project

Work 1day ?
Duration

Milestone

Start Earliest
Earliest 18. April 2016 um 00:00
End Unrestricted

Alignment LASAP

» Advanced

> Expected

If required, you can adjust the size and divisions of the main window by dragging the
separators using your mouse. When you hover over the separators, the mouse pointer will
change accordingly. If you donOt have enough screen space, sections can be hidden.

29, 14 Jul
1718 [19] 20

> Title

» Work

‘ I Duration

Milestone

You can find the hidden separators between the individual sections in

] the main window. The mouse pointer will turn into a double-headed
arrow when you hover over them. This lets you move and adjust the
sections in the directions shown.

Toolbar

The toolbar contains favorite icons for frequently used options in Merlin Project. You can
use these options on selected project content and the main window by clicking them.
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[ AON ] New Project — Edited

Fo == P B ¥ WS & A X3 G

New Indentation Link Action Critical path Library Sync Work Area Resources Settings Details Inspector

Toolbar Icons

Here is a list of the default symbols in Merlin Project.
On the left you will find icons for editing project content:

¥ New (+)
¥ Indentation
¥ Link
¥ Action
| NON
+. == 2 &,

New Indentation Link Action
On the right you can find icons for frequently used options for working with projects:

¥ Critical Path
¥ Library

¥ Sync

¥ Work Area
¥ Resources
¥ Settings

¥ Details

¥ Inspector

Z Mo & A X Ol

Critical path Library Sync Work Area Resources Settings Details Inspector

Customize Toolbar

You can customize the toolbar content, add further icons, and display it differently using
the EView > Customize ToolbarC menu.

4 Toolbar



Drag your favorite items into the toolbar...

+ v == (? B @ B O] Qv

New Indentation Link Attach Add Column Action

ane ©

PRI

[ ] o i i ! >

Space Flexible Space Warnings Library Resources Settings
= )
] (<} % ® =
Details Inspector Critical path Sync Work Area Print

... or drag the default set into the toolbar.

+' == o Z MO & A X & [F

New Indentation Link Action Critical path Library Sync Work Area Resources Settings Details Inspector

Show Icon and Text _ Use small size m

If the Customize Toolbar option is activated, you can use your mouse to arrange and
remove toolbar icons. You can also drag other icons from the window onto the toolbar.

" You can restore the default icons to the toolbar using the default set .

The toolbar can be hidden or made visible again under the EView > Hide/Show ToolbarC
option.

[ XON ] New Project — Edited

~-—_ Work Breakdown > Entry

fa

Traits | Title ‘ Given Work | Given Earliest |Resources
Start

The toolbar has been hidden

New (+)

The E+C icon represents the ENewC option. This lets you create new content in the
project. Click it to create a new project activity.

The new content is always created below the current selection. If you
have not selected anything in the project window, the new content will
be created directly below the last line right at the end of the project.

If you click the arrow icon to the right of the E+C icon, a context menu will appear with a
list of all content available.
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+ 'k P=—¢

Activity i
Milestone
Child

Indentation

The ElndentationC icon is split into two parts. Depending on the selection, it can have one
or two functions. When indenting , activities in the outline are either indented one level
lower (to a group or subgroup) or one level higher (from a group/subgroup).

Indentation

Indenting to another level creates a sub-activity and also creates a resulting group
automatically. The activity above the indentation automatically becomes a group.
#

Traits | Title
A

0 @w® ¥ MyProject
1 ¥ Group

2 Activity (indented)

L3

You can indent multiple selected activities. Additionally, you can use
your mouse to nest activities in other activities or indent/outdent
activities in the levels using the EStructure > IndentC or EStructure >
OutdentC menu, or the corresponding keyboard shortcuts Ectrl + cmd +
>C or Ectrl + cmd + <C.

Outdent

When objects have been indented, the Outdent option becomes active on the EIndentC
icon. This lets you further indent or outdent the selected activities.

s==¢

Indentatid%’

It is easy to identify project content that has indented or outdented in the outline as it is
also shown graphically as being shifted to the left or right.

It is easy to indent or outdent selections using the keyboard shortcuts Ectrl + cmd + >C or
Ectrl + cmd + <C.

6 Toolbar



# |Traits |Title
A

0 w(® ¥ MyProject

10 ¥ Group

20 Activity (indented)

3 Activity (outdented) .
Link

The ELinkC icon creates dependencies between activities, groups, and milestones. You
need to select at least two or more activities to create a link.

&
Linlg
By default, a Finish to Start link is created when you click the icon.

Activity A :h
ActivityB [ ]

If you click on the arrow icon to the right, a context menu will appear with other links you
can choose from.

[ NON
+ vV ——= O’O 'k_ av
New Indentation End to Start
— End to End
—_ Work Breakdov Start to Start
# Start to End
A
Predecessor
Successor

Action

The EActionC icon contains options you can use on your selection.
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Insert >
Assignments >
Copy

Copy Link

Link >
Completion >

Save Selection...

These include frequently used functions which you can also find on the menu bar and, to
some degree, in the icons discussed:

¥ Insert

¥ Assignments

¥ Cut

¥ Copy

¥ Insert

¥ Delete

¥ Freeze Sorting

¥ Link

¥ Save Selection E

¥ Separate GroupE

Library

The ELibraryC icon opens and closes the ELibraryC window. This lets you manage and
store assorted project information and content as well as use it again for later projects.

" Press F3 to show or hide the Library quickly.

8 Toolbar



[ ] ® Library
Q

ﬁ Activities ﬁ All Items (7)
& Attachments 3 Own ltems (1)

>
>
B contacts P & Standard Attachments
>
>

ﬁ Documents
O outlook contacts

Content A
[} Checklist

§5) Checklist A

@ Event

5 File

0 Information

Q“ Issue

@ Risk

By

| New folder

Preferences...

The Library is a separate window which manages content across the project. You will find
a search box on the upper edge of the window. This lets you find content quickly. Below
this you will find a list of content including:

¥ Attachments

¥ Documents

¥ Contacts

¥ Outlook contacts

¥ Activities
If you click one of these folders, further divisions appear on the right-hand side of the list.

Below this is the Content list which is populated with content from the category you
selected.

Use your mouse to drag content from and to the library. If you "drag & drop" content to the
library, it will appear under one of the mentioned points.

The Contacts and Outlook contacts folders are populated automatically
with addresses using content from the programs EContactsC and
EOutlookC.

You will find the gear icon on the lower edge of the window. Click it and a context menu
will appear containing further options for using the  Library . The gear icon is context
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sensitive which means different options are displayed depending on your selection.

[ ] @ Library
Q
i Activities | 4 ﬁ All Items (5)
@ Attachments > aj Own Items (1)
@ Contacts >
e
@ Documents 4
O Outlook contacts 4

Content A
41 New Project

i Revéal in Finder

Open with Merlin Project.app
Delete

Preferences...

Among other options, you can use the gearicon to create new folders in the Library for the
particular categories and access Library settings. Additionally, you can open selected
documents directly using a compatible program.

Attachments
The Attachments folder contains:

¥ All Items
¥ Own ltems

¥ Standard Attachments

10 Toolbar



o @ Library
Q

i Activities [':i All Items (7)
& Attachments &3 Own Items (1)

>
>

B Contacts b | & Standard Attachments
> k
>

i Documents
O outlook contacts

Content A
[¥] Checklist

Event

5 File

o Information

(‘9 Issue

@ Risk

*

The All Items folder lists all attachments in the Library.
The Own Items folder contains attachments defined by the user.
The Standard Attachments folder includes the attachments built into Merlin Project.

Documents

The Documents folder contains three folders for storing and using documents belonging
or useful to the project.

¥ All ltems
¥ Own ltems

¥ V-Modell XT

| Handbook for Merlin Project 4
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o @® Library

Q
il Activities > | &3 All ltems (123)
& Mttachments > | &% Neuer Ordner
B Contacts > | £ Own Items (1)
i Documents A ” @@ RUP
O outlook contacts > | @@ V-Modell XT
Content A

v i 1 Business Related

-| RUP-BIll of Materials
RUP-Business Architecture Document
RUP-Business Case

E

L

RUP-Business Glossary
RUP-Business Maodeling Guidelines
RUP-Business Rules

= (0
o 2 s s s

RUP-Business Use-Case Realization Specificat...

#* 5

The All Items folder lists all documents in the Library.

The Own Items folder contains documents added by the user. These can be of any file
type.

The V-Model XT folder includes EV-Model XTC documents.

The V-model is used to regulate the software development process

n within the German federal administration. It encompasses the
procedure, methods to be applied, and functional requirements for tools
to be applied. [Source: Wikipedia.com]

Contacts

The Contacts folder contains content from the  Contacts.app . This gives you direct access
in the Library to your addresses in the Contacts.app and lets you use them to create
assignments/resources.

12 Toolbar



o @® Library

Q
i Activities > ﬁ All Items (1)
& Mttachments >
B Contacts >
i Documents >
O Outlook contacts R‘L

Content A Address

[Y Steve Appleseed

X = b § #*

If you drag an address book entry from the  Contacts list to an object in
Merlin, this entry will be created as an assignment/resource in the
current project.

You can activate/deactivate the address books under the tab of the same name under
EPreferences > LibraryC. Additionally, you can also add LDAP Directory Services there.

@ Preferences

X B BEIhe o

General Licenses Templates Library Accounts Access to Folders

Folders Address books

Show OS X contacts
Show Microsoft Outlook contacts

LDAP Directory Services:

‘ Name A  Server

als [ | Edit

Reload Show Library

Outlook contacts

The Outlook contacts folder contains address book entries from the  Outlook.app (part of
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Microsoft Office). This gives you direct access inthe  Library to your addresses in the
Outlook.app and lets you use them to create assignments/resources.

@ @® Library
Q

il Activities > | &3 All ltems (1)
& Attachments >
B Contacts >
>
>

F
@ Documents

O oOutlook contacts A

Content A  Address

(5 Steve Appleseed

X = b § #*

If you drag an address book entry from the  Outlook contacts list to an
object in Merlin, this entry will be created as an assignment/resource in
the current project.

You can activate/deactivate the address books under the tab of the same name under
EPreferences > LibraryC. Additionally, you can also add LDAP Directory Services there.

Activities

The Activities folder contains two folders by default containing activity and group
templates. This lets you build modular projects comprising various
phases/groups/activities. You can use your mouse to drag and drop such activities to and
from the Library.

¥ All ltems

¥ Own ltems

14 Toolbar



o @® Library

All Items (4)
Own Items (0)

il Activities

& Mttachments

i Contacts

i Documents

EY LbAP

O Outlook contacts

.
=2
_—
[0

vyVvyVvyVvYVvYy

Content A
|§ New Activity
New Group

o

New Milestone

G,

Project start

* D

The All Items folder contains all activities/groups.
The Own Items folder contains activities/groups stored by the user in the Library.

The Activities folder lets you store frequently used content for various projects in the
Library and allows you to integrate it at a later date and when required into one or more
projects.

New Project

+ vy a=—e v Q
==« ¢ v o o

F
@ Documents

Library
New Indentation Link Action
Q
=—_ Work Breakdown > Entry .
rF ey r
. . @ Activities > | @@ Allltems (4)
# |Traits |Title a
A @ Attachments » | &3 Own Items (0) ﬂ
— B contacts > F
om0 New Project >
>

O Outlook contacts

‘ Content A
| New Activity

New Group

New Milestone

& & &5

& Project sfart q
) ﬁ_ 5| Project start

!

Drag the EProject startC from the Library to the outline of a new project. The content will
then be adopted automatically in the new project.
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Resources

The EResourcesC icon contains a pop-up window letting you add resources to the project
by clicking the E+C icon on the left. Use the arrow icon on the right to show the Resources
View in the work area.

" Press F4 to hide and show Resources quickly.

me & A X ol

h Library Sync Work Area Resources Settings Details Inspector

New Resource Resources View

The EResourcesC icon is ideal for providing you with a quick overview of resources already
used in the project and for creating new resources.

You can free the window from the icon and view it as a separate window.

n Among other things, this is especially advantageous when working with
multiple projects. The window always contains the resources used in the
current project.

To create a separate EResourcesC window, hover the mouse pointer over the triangle
pointing to the icon and then click and drag the window down to free it.

16 Toolbar



ne & A X el

ith Library Sync Work Area Resources Settings Details Inspector

New Resource

New Resource Resources View

You can close the window at any time and access it as a pop-up by clicking the
EResourcesC icon.

Settings

The ESettingsC icon shows the Inspector with the  Project Settings for the open project.

;) ® A X & [

ic  Work Area Resources Settings Details Inspector
N
General

itt

¥ Date Presets

Details

The EDetailsC icon shows an extra section in the project window. The  Details section
contains the Attachments view by default. It lets you view and edit all attachment types in
a project.

" Press F2 to show or hide the Details view quickly.
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In the additional Details section you can select further views. It makes displaying, editing,
and sharing a project in different styles easy. The work area (above) and details area
(below) can therefore contain different views.

[ NON ) New Project — Edited
7 Vs - e <
+. == S0 2 MC ® A X G0
New  Indentation Link Action Critical path Library Sync Work Area Resources Settings Details Inspector
o Breakdo P
#A Traits | Title Given Work Q2/2016 ==
04 05 T
om0 New Project 1 day ? | New Project O .
da
D o
0
0] 0] 00:00 [z2]
g
Title A Attached to Status Planned | Typ
Base Costs LIRS
Inspector

The ElnspectorC icon shows or hides the Inspector. This frees up more space for the work
area. If required, click the ElnspectorC icon to show the Inspector. Press F1 to show or
hide the Inspector quickly.

The Inspector can be displayed in a separate window. This option can be

n found under Preferences under the EGeneralC tab. The Inspector
position option lets you integrate the Inspector into the main window or
use it in its own separate window.

@ Preferences

A B BE M@ o

General Licenses Templates Library Accounts Access to Folders

Application language: = English
Inspector position A gl [E1l
] Separate window :
Upon external changes to files.
Software Update: ) Automatically download and install updates

) Just notify if there are updates
o Don't check for updates
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Work Area

You can view and edit project content using various views in the work area. Work
Breakdown > EActivitiesC is the default view. The Activities view is divided into an outline
view on the left and a Gantt chart or bar chart on the right.

The outline contains the project content structure and you can add various columns to it.
The Gantt chart or bar chart contains the visual representation of the objects listed in the
outline ('Activities , Milestones , Groups and Assignments ).

The work area will change depending on the selected view.

=-_ Work Breakdown_

# A Traits | Title Given Work WK 16, 18 April WK 17, 25 April
18/ 19 |20 [ 21|22 [23[24 25 26[27 |28 |29 |30
(/i ]C] New Project 1day? NewProject [ |

In the work area you can view, edit and share your project in any graphical manner.

The EDetailsC icon will show an extra section in the project window. The Details section
contains the Attachments view by default. It offers you to view and edit all attachment
types in a project.

In Details you can select further views. It makes displaying, editing and sharing a project in
different styles easy. Work area (above) and details area (below) can therefore contain
different views.

Inspector

The Inspector is a key component of Merlin Project and contains context-sensitive options
for editing all selected objects within the project. The Inspector provides you with an
overview of all the functions you need to edit your project and its contents. It can be found
on the right-hand side of the  work area .

You can show or hide the Inspector by clicking the icon of the same name on the toolbar. If
needed, you can expand or collapse the content in the Inspector just by clicking the
triangle icons. This limits the number of options visible to the required amount.
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You can have the Inspector appear in a separate window instead of the

main window. To do this, click EPreferencesC then go to the EGeneralC
tab followed by Elnspector positionC.

Details

This section lists the project

attachments . If you have a lot of attachments, it is a good

idea to list them by Attachment Type . As with the outline and other views, you can use

various columns .

N %)
+ v ==« ’0’/ v av
New Indentation  Link Action

New Project — Edited

P4

i o

x[5]=

Critical path Library Sync Work Area Resources Settings | Details |spector

# i Traits | Title Given Work Q2/201
04 05
om0 New Project 1 day ? | New Project [
B A a <
Title Attached to Status Planned | Typ
A
Base Costs

20
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Menu bar

The menu bar contains commands for using Merlin Project. You can find these commands
under the following menu options:

Merlin Project

8 Merlin Project Edit Format Insert Structure View Window Help
About Merlin Project

Preferences... &,
Check For Updates...

Services >

Hide Merlin Project 8H
Hide Others ¥H

Quit Merlin Project  #Q

About Merlin Project

Opens a window displaying information about the program version you are using.

PreferencesE

Opens the EPreferencesC window so you can configure Merlin Project.
Preferences - General
You can find the general options for using Merlin Project under Preferences > General .

@ Preferences

X B BE M@ B

General Licenses Templates Library Accounts Access to Folders
i

Application language:  English

Inspector position: Integrated

Upon external changes to files:  Ask what to do

Software Update: Automatically download and install updates
") Just notify if there are updates

o Don't check for updates

Application language

The Application language option lets you choose which language you want to use for the
application. By default, the system language is used. If you want to use a different
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language in Merlin Project to the language used in OS X, change it by selecting another
language from the drop-down menu.

o Preferences

KX B B @ &

General q System language (German)

German
Application languag
A Spanish
Inspector positio e
Upon external changes to files: | Ask what to do
Software Update: Automatically download and install updates

") Just notify if there are updates
o Don't check for updates

n For example, OS X can run in German, while Merlin Project runs in
English.

Inspector position
The Inspector Position option contains two Inspector position settings.
¥ Integrated

¥ Separate window

By default, the Inspector is integrated into the main window and part of it. Select the
Separate window option to release the Inspector from the main window and use it in a
separate window.

22 Merlin Project



