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Since 2002, Target Skills developed scheduling and planning tools that are used worldwide by more than
4500 clients, including building companies, administrations, industries, IT.

Track time and tasks assigned to your employees but also manage rooms, facilities, projects,
appointments, meetings easily.

Networkable, highly adaptable, our planning solutions provide an accurate global view of your human and
material resources and improve productivity and efficiency.

This manual describes all features within the software PlanningPME.

Set the data of your planning

Vocabulary used in the software

What is a human resource?
A human resource is a physical person: an employee, a technician, a manager, ...

What is a material resource?
A material resource can be several things: a room, a car, a computer, or any material you need to
manage.

What is an event?

An event is a mission, a work to do by a human or material resource.

A task is represented by a colored rectangle on the schedule.

A task can be: an appointment, room booking, training, or anything specific to your activity.

What is an unavailability?
An unavailability is a day off, a period when the resource is not available.
An unavailability can be: holidays, days off, illness, ...

What is a resource "to plan"?
The resource "To plan” is a post-it. Each event assigned to a resource "To plan” will appear on the schedule
whatever the visualization mode (daily, weekly...) and the date.

What is a department?

A department is a group of human and/or material resources

A department can be a technical, sales service in a company.

Then, you will filter the schedule by department in order to display the resources of a department on your
screen.
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Resources

You have the possibility to add as many human and material resources as needed. The different types of
resources:

Human resources (employees name, employee function, teachers...)

Material resources (cars, rooms, equipments...)

Resources "To plan” (For events not assigned to resources yet)

Then, we are going to explain how to:

Group those resources by department

Group those resources by team

Enter hours and job contract for each employee

Create resources
From PlanningPME, go to the menu "Data” -> "Resource”

The list of all your resources appears.

To create a new resource, press "Add”.

To modify it, select the resource and then “Modify” or double click on the resource name.
To delete a resource, select the resource and then “Delete”.

;) *
Filter ) 4 Add Modify Delete l
DEPARTMENT LABEL TYPE NAME FIRST NAME TIMETAELES HIDE

To plan Profil par défaut Yes
Administration Adam Human Profil par défaut No
Commercial, Region & Alicia Human Profil par défaut No
IT Christian Human Profil par défaut No
IT Hugh Human Profil par défaut No
Administration John Human Profil par défaut No
Administration Julia Human Profil par défaut No
Commercial, Region & Mel Human Profil par défaut No
Commercial, Region B | Tim Human Profil par défaut No
Administration, Co... _To plan Profil par défaut Yes
Vehicles Truck A Material Profil par défaut Mo
Vehicles Truck B Material Profil par défaut No
Vehicles Vehicle Alpha Material Profil par défaut Mo

From the resource Window, you can add all those information:
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Information ]'ﬁmetables ] Skill ] Unavailability ] Shared calendar ] Events ]

i (]

Label :

Type *) Human Material To plan External
Colors : Background : |[] - Text: N -

Department (Commerdal, Region A) -
Manager - Hide this resource

Cost €H : 0

ID number
Mame :
First name :

Address :

Zip code : City :

Country State

Phone : Mabile :

EMail :

Time zone (UTC+01:00) Central Europe Standard Time -

Histary... oK Cancel

Label
This label will appear on the planning board.

Resource type
Choose if this resource is human, material or "To plan”.

~

o

Human resource

Material resource

IEI I "To plan” resource

Hide this resource
Note that you have the possibility to hide a resource when your resource is not part of the company
anymore ticking on this option in order to keep track of the history.
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Other information
Choose a color for your resource.
Assign the resource to a department.

Etc...

So, you can create as many human and material resources as you want in a very simple way.

Display one or more resources on the screen
You can display the planning of one or more resources from here:

©
File Edit View Data Tools Action
l 1412 Tov | Al Services ||V || A Reso
- "’ T 1Al Services =
1 m ;
fiesource onthi [ Administration =
Calendar - EAMarketing
[ARoom
[15ales
4 August 2020 [ Technical service F 5
14 15
MO TU WE TH FR SA SU e — | ==
Number
N 27 28 29 30 31 1 2 —
® 3 45 6 T 8 5 1 j9hn White
3 10 m 12 13 14 15 16 —
3 17 18 19 20 21 22 23 paul Grant
aul Gran
35 24 25 26 27 28 29 30 KONOG
*% 31 1 2 3 4 5 &
Megan Cox
Tacl- » Excel

Zoom on resources of the type “To plan”

Information | Shared calendar ] Events ]

Label ;

Type :
Colors :

Department

Manager :

Hurnan

Background : | []

All Departments

What is it used for?

The resource “To plan” is like a reminder and shows all events waiting to be allocated.
You can have as many events as you want on resources of the type « To Plan ».

Tutorial

IEI Height 0 C

Material # To plan External

- | Text: M - (®) Fixed () flnating
- Hide this resource
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Floating

Each event assigned to a resource "To plan” will appear on the schedule whatever the visualization
mode (daily, weekly...) and the date. When you know who is going to complete the job, you will be able
to move it via a "Drag and Drop".

Fixed
The events on the planning appear only on the planed dates and you can have several events at the same
time:

Height
For a better visualization of your events to be planned, you can change the height of “To plan type
resource from the card or directly from the screen shifting the bottom line.

Display a panel: have your events listed

Order your events via the different fields shown and then assign them to your resources via a drag and
drop directly.

Departments

Group resources by department

You have the possibility to create departments, as an example: Sales department, Account department,
Technical team...
From your entire schedule, you can extract the schedule of one department for a better visibility.

Create departments
From PlanningPME, go to the menu "Data” -> "Department”
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[ ] Define the structure of your business

11 with your departments and resources Filter Y Add Madify
Add Madify Delete Drag a column header here to group by that column.
DEPARTMENT LABEL TYPE MAME FIRST MAME TIMETAELES HIDE
B

5 Administration (4) Administration  Adam Human Profil par défaut Mo
-5 Commercial (4) Administration  John Human Profil par défaut Mo

{5 Region A (3) . . : . .
£ Region B (2) Administration  Julia Human Profil par défaut Mo
B Administration... _TEI plan Profil par défaut  Yes

{55 vehides (4) . . . 4 :
Commercial, R... Alicia Human Profil par défaut Mo
Commercial, R... Mel Human Profil par défaut Mo
Commercial, R... Tim Human Profil par défaut Mo
IT Christian Human Profil par défaut Mo
IT Hugh Human Profil par défaut Mo
Vehicles Truck A Material Profil par défaut Mo
Vehicles Truck B Material Profil par défaut Mo
Vehicles Vehicle Alpha Material Profil par défaut Mo

Click on “Add” and give a label to your department. Then select the resources for this department and
save.

% Department .
| |
1 R
Label A drninistratior
Farent w
Filter Y Selected rezources
Department Label b Department Label
Sales Megan Cox ) %.Admini:tratiu:un John White
Sales Daniel Pitt >* Administration Paul Grant
Sales Jackie Washington Administration Lucy Kidman
Marketing locelyne Durand
<
Technical service Marleen Perry
Marketing Christian Damon o

Marketing Ben Craig
Technical service Frangois Biting

Technical service Kevin Hanks

Room Room1
Room Room?2
Room Room3

To plan

Cancel

You can add as many departments as you want following the same procedure.
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Moreover, to save time, with a right click, you can select or unselect all resources selecting the double
arrow. Then, close this window and go back to the screen display.

You can add a resource to a department directly from the “Resource” window.

Information  Timetables  Skil  Unawailability  Shared calendar  Events

John Wit (]
Label :
1
Tupe: * ! Human b atenal Tao plan Ewternal
Colars : Background : - Tent: N -
Departrnent Adminiztration -
[]A&ll Services
kanager : [ Administration thiz rezournce
[ IMarketing
Cozt€H [JRoom
D [sales
[]Technical service
Marne :

Proceed the same way for all your resources. You can assign your resources to several departments.

Display one or more departments on the screen
You can filter by one or more departments from those filters:
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File Edit View Data Tools Action 7
l. 141 EI All Services 1|y
M T All Services [
Resource tanthiy |||
Material resources —
Calendar
Human resources
External Resource Week 33
W T I
4 August 2020 To plan
MO TU WE TH FR SA sU Administration 12 L i
w27 28 29 30 M 1 2 humber Marketing R
R Training
5 45687889 John White oem EMI
= 10 AN 12 13 14 15 16 Sales
17 18 19 20 21 22 23 Technical service eting
Paul Grant wONOG
s 24 25 26 27 28 29 30 H
531 1 2 3 4 5 & :
(3) PlanningPME Orion - A
File Edit View Data Tools Action 7
l. = o | Al Services
v T [ &1l Services
< i
Fezource bdarthly [ Administration
Calendar * [ Marketing
Y [ARoom
[15ales —
4 August 2020 » [ Technical service F 5
§ 14 15
MO TU WE TH FR SA SU L
Number
027 28 29 30 31 1 2 I
3 4 5 6 7 8 9 John White
N 12 13 14 15 16
3 17 18 19 20 21 22 23 paul Grant
aul Gran
35 24 25 26 27 28 29 30 EREG
*% 31 1 2 3 4 5 &
Megan Cox
Tacl x el

Resources order by department

From the menu Data -> Department

To change the resources order, go to the menu Data -> Department.

The order is different for each department.

Change the resources order via a drag and drop or clicking on the top of the column
button “Save order”.
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N Department

: Drefine the structure of your business with

| add [ Modiy

4= My company [16)
£ Admiristration [3)
5 Marketing [3)
£ Room (3]
9 Sales[3]
75 Technical servics (3]

your departments and resources Filter Enter filter text here | h 4 ‘ 2dd | | Muodify |
‘ | Delete Drag a column header here te group by that column,
DEPARTMENT LABEL TYPE NAME FIRSTMAME | TIMETABLES  |HIDE
Administration John White Human Default Slot No
Administration Paul Grant Human Default Slot Mo
Sales Megan Cox Human Default Slot No
Administration Lucy Kidman Human Default Slot Mo
Sales Daniel Pitt Human Default Slat Mo
Sales Jackie Washington Human Default Slot No
Marketing Jocelyne Durand Human Default Slot No
arketing Ben Craig Human Default Slot No
%Technical service Marleen Perry Human Default Slot MNo
Marketing Christian Daman Human Default Slot Mo
Technical service Frangois Biting Human Default Slat Mo
Technical service Kevin Hanks Human Default Slot No
Room Room1 Material Default Slot Mo
Room Room2 Material Default Slat Mo
Room Room3 Material Default Slot Mo
To plan To plan Default Slot Mo

Drag and Drop from the screen
You can also change the order of your resources directly on the screen.

i L | 1N

3H30

1.0 day(s) ‘
Meeting

Time Profiles

Create time profile
Got to the menu Data -> Time profiles.

] Time profiles

Filter | Y[ bdd || Modty [[ Delets |

LABEL | HOURS | CAPACITY | DAYS
] 3Gh00 Murmber of hours MTWTF
0% 32h00 Mumber of hours MTWT
Default Slot 35h00 Murmnber of hours MTWTF
0y 3Gh00 Murmber of hours MTWTF
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You can create as many profiles as needed.

Here is the procedure:
- Click on the button « Add »

Label 507 o
a0l 32h00

Drefine work. capacity relying on: () Slots (®) Mumber of hours

Monday g Morming Aftermoon

Tuezday 8 Moming Afternoon

wiednesday 8 Marming Afternoon

Thursday g Moming Afternoon

[ Friday

1 5aturday

[ 5unday

- Enter a name for your new profile and fill in the slots information
- If your employee attendances are the same one week to another, tick on « Define work capacity in

function of slots ».
- If your employees working hours change from a week to another, tick on « Define the capacity in

function of number of hours».

You can create specific weekly slots for each employee.
Visually, on the schedule, greyed days will correspond to non-worked days.

Assign a time profile to a resource
Open the card of the resource, go to the tab “Slots” and select a profile.

Information Timetables  Skil Unavailabiity  Shared calendar - Events

Profile: 502 ot 32 hours & week
=11 |

Define work Default Slat
m
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On the example below, Jean Marc do not work on Wednesday.

Jean-Marc LELONG

Arnaud EMILE

Job contracts

Go to the tab "Timetables" in the resource card. Put your mouse in a blank space in the contract table and
right click on the mouse. Then select "Add".

Enter a name for your contract: Ex: FULL TIME, PART TIME etc ...

Choose a beginning date for your contract and an ending date if needed.

For each resource, you can create a specific contract.
On the schedule, the non-working periods appear in grey.
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Skills

Create and assign skills to your resources and to your tasks depending on your activity.
Allocate a task requiring specific skills to resources with those specific skills.
You can look for skilled resources available for a mission.

I Manage easily skills of your resources

How to create domains and skills?

First, create specific skills depending on your activity.
From PlanningPME, Go to the menu “Data” -> “Skill"

You can create different domains and skills.
One domain is composed of several skills for example the domain “Language” is composed of the skills
“English”, “French”...

x

4- Language
Deutzch
Englizh
Eucel
Frangais
FlarningPtE
Wiard

Add a domain
Add a skill

Modify
Delete

Diornair; Add

To create a field, put your mouse on a blank space of the window. Click on the right button of the mouse.
Then choose “Add a domain”
Type a name to your field. Then “save”.

Select the domain where you want to add your skill then “right click” with your mouse and select “Add a
skill”. Type a label. Then “save”.

Following the same process, you can create as many domains and skills as wanted.
Modify or delete a skill, right click on it and select “modify” or “delete”.
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Assign skills to your resources
You can assign skills to your resources in just some clicks. Here is the way to proceed:

Open the card of a resource and go to the tab "Skills".
Click on the button "Assign skills” and make your selection.

Assign skills to your tasks

From the menu "Data” -> "Task”, open the task card and assign skills clicking on the button "Assign.

Check for skills adequacy

Once your skills assigned to your resources and tasks, the software will check the skills adequation
between tasks and resources.

Filter skilled resources on the planning board

To extract from the schedule skilled resources, you can play with the filter "Skill" at the top left side of
your screen.

September 2020 -
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Tasks list

Customise your list of tasks

From PlanningPME, go to the menu “Data” -> “Task”
From this menu, you can find all the labels already created.

5 Task (6) X
Add Modify Delete E| Show the panel Task

LABEL SKILLS | TIMETAELES | DEPARTMENTS

Appointment All Departments
Installation All Departments
Intervention All Departments
Maintenance All Departments
Training All Departments

To add a new label, click on "Add" and type a new label before saving.

Task x

Label |

Colors : Backaround : l:l Tt : EI
Departrents

Al |8l Services |
Timetables

Type : (@ Mone (O Duration () Time:
Skil

Agzign | |
(]9 | | Cancel |
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Then, you have several options available to customize your tasks.
- Define the label
- Change the text and background colors
- Assign to specific departments
- Assign hours
- Assign skills

Events category

For each single event created on your schedule, you can assign a category. As an example, you can tell
whether an event is important or not, if a booking is confirmed or not.
Then, you can filter the schedule to have events of a certain category displayed.

Define the list of categories

From PlanningPME, go to the menu "Data” -> Category”

Colors of the events

Color description
Weak =

Mormal Label

Urgent

Text: B -
Background 1 -

[ ]Hatching

Add

Modify

Delete

The first color will be that by default,

Close

To add a category, type a label, then select the text and background colors and press the button “Add”.
You can also select hatching for the category.
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NB: Each event created on the planning will be by default of the first category of the list. For example,
“Not Confirmed” in the example below.
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Assign a category to an event

A category may be assigned to each event created in the schedule. This can be modified by a simple right
click on the event. With the use of hatching the categories may be more easily visible on the screen.

[; a x"
Fle fdt View Deta Took Adion 1 |

[ 3 " M fi v || seves T|[Rrecwes | [@ [ sam S Wy | P
L3 _

i e o[ e o HREREEOHOE - |55 ol = 1 Subpuiec

x ‘ August 2020 September 2020 »
Week 33 Week 34 ‘Week 35 Week 36 Week 37

= D
Excel Spl
= b g
Meeting [-]

Fast change of the category for several events of one resource
You can change the category of several events assigned to a resource via a right click on the resource and

then “Category”.

e v m 1 October 2020
Week 44
M W T F
26 28 23 30
Total workload (%) 28.0
T
Adam !
Alici
Open
Christian Agenda
Share this calendar
Hugh = Print
Add »
i Category 4 Weak
1 Get off the recurrence  » MNormal
Julia
Copy the activity Urgent

Mel Delete Urgent

Then, this window will appear:
*

Bedgin 23102020

End 23/11/2020

carsl

All events included between the dates selected will have their category changed in one shot.

Have the category displayed on the schedule

1- If you have added some hatchings to your category, you will see them directly on the planning:
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Alicia ppointment

Here, you have a double information: The color is the color selected for the task label and the haching
represent the category of this event.

2- You can display events in function of the color of the category on the screen from the menu
"Tools" -> "Options” -> "View" -> Color depending on Category. The background color of the event

will then be the color of the category of the event.

3- You can also filter events of one particular category from the filter at the top right-hand side
corner.

Unavailabilities list: Absences, vacations, leaves

You can manage days off (holidays, illness...) of your employees and non availabilities of your material
resources. A report shows you your employees’ days off: which type of days off, the number and the days
remaining.

Customise your list or unavailability

Pre-recording of the unavailibilities list

From PlanningPME, go to the menu “Data” -> “Unavailability”
Click on the button « Add », select the label of your unavailability the color and save it.

Unavailability X

Add Modify Delete

LABEL
Annual Leave

Compensatory leave

Sick leave
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Visualise your days off

Visualise all your employees leaves
Open the card of one of your resource and go to the tab « Unavailability ». The list of all leaves of each
employee for each year can be visualized:

*
Information ] Timetables ] Skil Unavailability | Shared calendar ] Events ]
Period : poag =

Unavailability Duration Period

Annual Leave 0,00 day(s) 01/06/2020 - 31/05/2021

Compensatory leave 0,00 day(s) 01,/06/2020 - 31/05/2021

Sick leave 0.00 day(s) 01,/06/2020 - 31/05/2021

Vacation 0,00 day(s) 01,/06/2020 - 31/05/2021

Counter History

History .. K Cancel

To know exactly when your employees were off, click on the line and select button “History”.

Counter: You can put a visual counter for each label.
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General Setting for the count

Go to the menu « Tools » -> « Days Off ».
Fill in the information depending on your activity.

Beginning Days off: 01-  juin [ELd

Days off on : (®) 5 days (D)6 days
Mumber of days off : 25 -

Label for days off | v |

[JTime savings account

Beginning Days Off: From which day are calculated your days off? For most of the company, the first day
for the calculation is the 1t of January.

Days Off on: On 5 or 6 days?

If, for example, you select 5 days and that your employee is on vacation during 3 weeks, there will be 15
days counted.

Number of days off / Label for days off: Filling that two information will add a counter by default for all
your resources for the label selected.

Events status

You can manage your own public holidays from the menu Data -> Public holiday

Definition

For each event of the schedule like a task or an unavailability, you will be able to specify a status.
For example, you will be able to precise:

if a day off is in the “on request” or “validated” status

- if a meeting is in the « Not started » or « Finished » status for example

A status is represented by a coloured vertical bar to the left of the event rectangle.
The list of the task and unavailability status is entirely customized according to your business.

How to activate the status ?
To begin with, activate the option in the menu Tools -> Options -> Event and select what you want to

activate :
- Activate the status for the tasks
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- Activate the status for the unavailabilities

Customize your status list
You can define two list of distinct status directly from the menu “Data”:
- Task status: customize your status list for the event such as “Tasks”
- Unavailability status: customize your status list for the events such as “Unavailabilities”

4-Waiting on someone &lse

Add Modify Delete

Define the label and text and background colours.
You can also specify the status by default when creating a new event on the schedule.

Assign a status to an event
For each event created on the schedule, you can also assign a status to the event.

Then, you will be able to modify it with a simple click on the event:

() PlanningPME Orion - C:AUsers\miredon\Desktop\TEST.pp - Admin

File Edit View Data Tools Action 7

!‘ 15 'y || Alserviess || T || Mresource ~ @+ | | F sl - || %5 Task ~ || B category
Resource Weekly || jeudi 25 féwier 2021 @ || v [T |Q[T (S| € D @ | L clent - || Unavailabiity <~ |G - (B
Unavailability x I v @ ‘ February 2021
LABEL = 4 Week 8
Bays off F H
Sick leave 2% 27
Number 1 4 o
hd
John White :
Paul Grant
Lucy kidman : || Days off
Megan Cox
Daniel Pitt ! IMeeG
Jackie Washington :
3 =0
« Durand : Appointar
Task : 75 MNewtask
LABEL TIME - : “% MNew Unavailability
Appointment B newassignment
Excel Ben Craig “Training Open
Ty Print
Training N
Frangois Biting Category ,
. . Task status b ¥ 1-Not started
|I e Client v 2-In progress
Marleen Perry | Copy 3-Completed
: Ak Splic 4 Waiting on someone else
Room : Q Decte 5-Deferred
: @ belste
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Filter the schedule by status

You can also use the filters “Task status” and “Unavailability status” at the top of your screen to filter the
events in the schedule

Refer to the chapter Filters in the schedule.

Access right management
Refer to the Rights Management chapter

Rename "Task status" and « Unavailability status » with your own words
From the menu « Tools » -> "Labels and formats”, you have the possibility to rename these labels “Task

status” and “Unavailability status” with your own words.

Public holidays

You can manage your own public holidays from the menu Data -> Public holiday

>
Date Label Each pear
karch 25 Good Friday Yes
Add
b odify
Delete

Cloze
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Date Label Each pear
karch 25 Good Friday Yes
Add
b odify
Delete

Cloze

Then, you will see them on the planning board with a different column color:
This color is the one you selected for “Public holiday” from the menu Tools -> Options -> Display

Clients

You can manage your clients within PlanningPME. The number of clients is not limited.
If you already have a client database, it is possible to import it in PlanningPME in order to avoid double

typing all the information. Target Skills can develop some scripts to do this import or you can use the
function to import from a txt file from the menu File -> Import -> Client.

Activation of the option

First of all, go to the menu “Tools” -> “Options” ->” Data" and select the option “Activate customers”.
Select the type of your clients (Individual or Company) and the number of clients by event and then save.
You now have a new feature “Client” from the menu “Data”.

Add, modify and delete clients
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4 Client (6) X

Filter |EntE|'ﬁItertexthere |7| Add || Modify || Delete || Import | 1

Drag a column header here to group by that column.

NUMEER | CLIENT | NAME |FIRSTNAME | CITY

FMI
PMECA

]
PPMECH
PPMEML

Target Sk

Go to the menu “Data” -> “Client”.
You can add, modify, hide or delete your clients from here.
Here are all the details you can add for each client:

Client : TARGET SKILLS s

Informations  Events

Tupe O Individual (*) Company l
TARGET SKILLS

Company :

Mumber: [T Hide this client

Colarg Background : IEI Text: IEI
Contact: Mizz = | ‘

Address : |

ZIP: |:| City (EVRY |
Country | France | State I:I
Flaor: I:l Building: I:l Daor code: I:I

Fid: |

|
EMai | |
|

Wiehszite:

Histarl | Qk | | Cancel
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Import your client’s database

In order to save time, you can import your client’s database from the menu: File -> Import -> Clients.
Check the “Import” section to know more.

Projects

With PlanningPME, you can manage your projects and if needed, your subprojects specifying for each
event the associated project.

Activation of the option Project

From the menu Tools -> Options -> Data, activate the option: "Activate Projects”

Add, modify and delete projects

From the menu “Data” -> “Project” you can add, modify or delete your projects from here.
Here are all the details you can add for each project:
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Project lEvents l

Label: "\
Colors : Background: |[ ] - Text : B - [ Hide this project
Client [peMECA v| Q
Department All All Departments
Manager : |Jnhn ¢ |
Histaory... Ok Cancel

From the “Project” icon within the event window
While creating a new event on the schedule, you can associate a project to this event.

Tutorial PlanningPME Desktop version

-38 -



General

A
Project : Project AF1001 - m Q
Task Appo -
Status [2-Confirmed -
Client : Target Skills - Q
Resource : *) Orly one Several ITo plan -
Beginning : 09:00 s [lalday I —
end . 00 (=] | Moming | ARemoor
Duration 2,00 o)

0 characters Reminder :
A
W

oK Cancel |,

While creating a new event on the schedule, you can also create a new project directly via a
click on the “Project” red icon:

The project card will then open and you can create a new project. This project will be added on your list
of projects and you will be able to select this project directly next time:

General infol Successors
~
Frojet : | Projet C -| m Q
Event Frojet & ok confirmner -
WEN Proiet ADD1 | Mot confirmed
Client : Projet A002 Q
Projet 4003
] Projet A003 .|
Riesource - ( Projet 004 | M
Projet A004
projet A005 E
. Praojet 4005 L
Beginning : Prajet ADDR b Recurence
Prajet ADOG |
End [0 F'm!et.-’-‘n.DDE Break 0000 =
Projet B =
Prajet C
Diuration O T 18]

Once the project selected, from this icon, you can open the card of the project and make modifications if
needed.
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From the “Project” view

Right click on left column and select « Add Project».

m 1515 | All Departments - | Izl IE
Project Weekly E” mardi 27 octobre 2020 E- HII @E

4
4
M T
26 27
bla
- Add » Project
Project 2 Open Indicator-Colurnn
Delete f
Project 3
Project 4
Project 5
Project AF1001 Appointment

4

You can also open the card of your project and delete it from here.
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Search for a project

Search from the “glass” icon in the event window
While creating a new event, you have a search on your projects in order to save time when you have a
long list:

Event x

General I Links I

Project : | -

Clicking on the “glass” icon, you will then have this search window:

Search e

| pral | [~]Full search Find

Project "

Project 1
Project 2
Project 3
Project 4
Project 5
Project AF1001 W

ok || Cancel

You can make your search on the name of the project.

Search from the project view
Type a part of the name of your project and the planning board will be filtered rapidly:

m 15 |I|‘ |.-'-\II Departments '| |nResource - "@' | o Skl - ||'-_;Task - |
Project Weekly EH mardi 27 octobre 2020 B HII |Q||—;||l%"‘: "W‘ |,l Client - ||--;Unavailability - |
R ‘
M T w
26 27 28
Project 1 I
Project 2
Project 3
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Search from search window (Edit -> Search or CTRL + F)
Type a part of the name of your project and all the events will be listed:

Q e Year Copy Export

The symbol * means that some text is located before or after the keyword.

4 types of search Search example Result example 2
Exact search Training Training
Keyword at the end of the sent... *dlient Appointment with the dient
Keyword at the beginning of the... Intervention™ Intervention from 2pm
Full search Fadvanced® Ward advanced trainina M
() Task () Comments () client (O Number (®) Project
BEGINNING DATE | ENDING DATE LABEL RESOURCE CATEGORY CLIENT PRlD.JECT
28/10/2020 28/10/2020 Intervention John Weak Project 3

Hide a project

In order to keep track of the past events of one project without seeing it on the planning board, you can

hide it: from its card or right clicking on his name and then « hide ».

Project l Events ]

Label : Project 2 m

Colors ; Background : |[] - Text : N - [+]Hide this project
Client | v| Q

Department All Al Departments

Manager : | o |
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Y | nst || wea |[ osee ] "\

Drag a column header here to group by that column.
PROJECT CLIENT HIDE
Project 1 Mo
Project 2 Yes
Project 3 Mo
Project 4 Mo
Project 5 Mo
Project AF1001 PPMECA Mo

Delete several projects

You can delete several items from the menu Data, with the keys CTRL + DEL
You will have a message asking you if you want to delete the items.

Assign your projects to a client
It is possible to assign several projects to one client. To do so, on the project card, you have a drop-down

menu:
x

Project l Events ]

Label : Project 3 m

Colors : Background : |[] - Text: N - [ |Hide this project
Client |PPMECA v| Q
Department Cal Commercial -

Manager : T |

NB: To adapt the project filter as described below, activate the option on the menu Tools -> Option ->
User.
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ﬂmetables] Display ] Data l Event] Qutook User ladvanced

£ Task
[]Gradient colours

[] Desaription always visible

[CJEvents not visible on days not worked

[Jorag and drop confirmation

Resource Filters

[ Gradient colours Adapt the project filter depending on the dient

[JFilter the lines

[]count the time during days not worked

Results when filtering by client
While filtering by client, only projects associated to this client will appear on the project filter.

Results while creating a new event

If you select one client first, projects associated to this client will appear on the project list.
If you select a project first, the client will be selected by default on the client list.

From Version 4.1. Assign your projects to a department

It is possible to assign a project to a department.

Project l Events ]

Label : Project 3 m

Colors : Background : - Text: N - [JHide this project
Client |PPMECA v| Q
Department Clan Commerdal

CJall Departments

Manager : ] Administration

- [#/] Commercial
[CJRegion A
[JRegion B

O
[vehicles

Then, when filtering by department, only projects associated to this department will be displayed on the
drop-down list.
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File Edit View Data Tools Action 7

'||i||!Resource - "@' |

2 skl - |

! . 15 = . |.l'-\IIDeparh'nents

Resource Weekly E”I'HEFCTEC" 28 octobre 2020 [ |E| i

Q=8

)
A

m |1 Client - |

October 2020

TS| 4

Week 44

9

F
30

Total workload (%) 7.0 8.0

Adam

I"ﬁa

Christian

John

Julia

Tab Events: follow up of events allocated to a project

From the project card, you have a tab “Events” that lists all the past and future events allocated to this

project.

Project: Project 3

Project Events |

7.0

*

Filter | Enter filter text here |
BEGINNING...| EMDING DATEI LABEL | RESOURCE |CATEGORY |CLIENT PROJECT
2871072020 2371072020 Intervention John Weak Project 3
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History on the project creation and updates

From the project card, you have a link “History” at the left bottom hand side corner of the window that
list information about the project creation and modifications:

You know who created this project and when and who modified it:

Filter |

Drag a colurmn header here to group by that column.

DATE HOUR | OPERATION | TYPE LABEL BEGINNING END PE... |KEY |USER PR... | CLL..| CA... | RESOURCE STATE
23/10/202... Update Project Project 3 Mo B Admin Weak
23/10/202... Creation Project Project 2 Mo 6 Admin Weak

Manage subprojects with PlanningPME

You can associate subprojects to a project. This add a level to the software if needed.

Activation of the option SubProject

Priojet

m ictivate projects Activate subprojects
Eventz dependencies
[ ] 'with autamatic: shift

Add a subproject

Open one of the projects. You now have a tab “Subproject” where you can add some
subprojects.
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Project : Project 1

Project | Events  Subproject

Subproject
SUBPROJECT 1

SUBPROJECT 2
SUBPROJECT 3
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Assign a subproject to an event

When creating an event, you can now select the project and the subproject associated:
x

General I Links 1

Project : Froject 1 - W Q SUBPROJECT 3 =
SUBPROJECT 1
Task [intervention] - SUBPROJECT 2
== SUBPROJECT 3
Status [1-Planned 3
Client : - Q
Resource : =) Only one Several

Beginning : 28/10/2020 [@+ |0%:00 : [V]anday £ Recurrence

Duration = o

Reminder :
0 characters Emineer

v

History oK Cancel

Options around “projects”

Customization of the terms "Project” and "Subproject"”.
In order to adapt PlanningPME to your activity, you can rename the label "Project” and "Subproject” from
the menu "Tools" -> "Language”

Add additional fields on the Project window.
You can create additional fields on the Project window. Check chapter on Additional fields’ creation.

Colours in function of a project

You can now display the colours of the boxes on the screen in function of the project colour.

To activate the option, go to the menu Tools -> Options -> View and select Colours depending on
“Project”.

Events dependencies - Gantt diagram
You can link your events to manage your projects efficiently.

Christian —+

Hugh

lohn

Julia

Read chapter on events dependencies to know more.
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Manage your events and unavailabilities

We will describe here all the features available while creating your jobs on the planning board: create,
modify, delete events/unavailabilities, copy/paste, etc...

Create your events or unavailabilities on the schedule

On the schedule, an event will be represented by a coloured rectangle and unavailability will be
represented by a hatched coloured rectangle.

‘ 15|z|- ;E}' | |AII Departme

nts

][] Mreoree - [@- ||

Resource Weekly EH lundi 2 novembre 2020  [E~ Hzl P ‘Q":ué LS u°| [
]}
M T
2 3
Total workload (%) 63.5 32.5

ﬂnppuimnent Installation |]H'.aillena|me
Appointment Installation Maintenance
| |

Installation

Intervention

Training Maintenance Installation

=
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Create an event
Different possibilities are available to create an event on the schedule:
Draw a rectangle on the schedule with your mouse

Via a Double-click
Double click on a blank space of the planning board.

Via a right click
Go on a blank space of the schedule, click right on your mouse and select "New task”.

Go to the menu Action -> Task

- With the shortcut CTRL + N
Then, the following window appears:

¥
General ]Linksl
A
progec: IR - [ [Q :
Task v
Status
Client : - Q
Resource : *) Only one Several -
Beginning : 09:00 - | [¥lalday 7 Recurrence
End . 18:00 =
Duration Lo (O
0 characters Remindzr :
A
]
OK Cancel

Type a text in the label or select one on the dropping list.

The label are saved on the menu “Data” -> “Task”

Then, select the dates and hours for this task and save it clicking on OK.
A coloured rectangle appears on the schedule.
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Intuitive typing of the tasks label

General ] Links ]

Project :
Task

Status
Client :

Resource

Beginning :
End

Duration

sintenance

) Only one Several

*) lzj11/2020 [F | 18:00

S )|

| Q
Q
+ | all day

0 characters

7 Recurrence

Reminder :

When typing the beginning of a task label, the program now suggests some of the labels pre-registered in

order to save time.

Create unavailability

Different possibilities are available to create it:

Draw a rectangle on the schedule with your mouse
Draw a rectangle on the schedule with your mouse pressing the key "CTRL"

Via a right click

Go on a blank space of the schedule, click right on your mouse and select "New unavailability".

Go to the menu Action -> Unavailability

In all cases, the following window appears. You just have to select your unavailability and enter dates and

hours the same way as when you create event.

Tutorial PlanningPME Desktop version

OK

Cancel

-51 -



Unavailability

*
General
~
Unavailability .
Annual Leave
Status Compensatory leave
Sick leave
Resource : Vacation
Beginning : p3/1/2020 Ev om0 2 [alday
End *) [06/11/2020 [El~ | 18:00 : Morning Afternoon
Duration = (3]
[ |reminder :
~
W
History...

Type a text in the label or select one on the dropping list.
The label are saved on the menu Data » -> « Unavailability »
Then, select the dates and hours for this unavailability and save it.

o [ o |
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Results on the screen:

'\ th f \E_]

= | [ | == | |

Intervention

Training Installation |Mmlenanoe Intervention |
B = )

Installation Intervention |

I 0O
R
g

The unavailability appears with hatchings.

Panels to create events and unavailabilities with a drag and drop

You can create events and unavailabilities easily just via a drag and drop from the panel to the planning
board.

€ PlanningPME Grion - Admin - X
File Edt View Date Tools Action ?
‘ [0 Departments | [7] [ Bresore - @~ | [ sa - |[Fr - [Ecaeoory <] [Biproza -
Resource [ rd 2rovemre 0 -] | [11][ Q[ [E]]D[@)] [ £ ciert < [Raiebity - |[@ <@ ][] sbooret  ~|
octobre 2020 « Week 45

w T F H
7

LU MA ME JE VE

Calendar x [ — 4 m November 2020

4 5 6

43.3 20.5

36.0 0.0 0.0 ‘
| — "
T | I

Installation

[
e .

ﬂ Intervention Maintenance

Templates x
LABEL | puraTION

There are no items to show.

Task x
LABEL [ Time —H-- = — = — — — = — "
Appointment
Installation

Intervention
Maintenance

Pr— |

To plan (4) - x
BEGINNING DATE ‘ ENDING DATE BEGINNING HOUR ENDING HOUR =~ DURATION (H) LABEL RESOURCE |CL\ENT
102/09/2020 02/09/2020 7:00 Installation To Plan Dengel

26/10/2020 26/10/2020 8:00 Repair To plan PPMECA
28/10/2020 3071072020 15:00 Installation To plan PPMECH
02/11/2020 03/11/2020 16:00 Appointment To plan Target Skills

Sunday, 08 November, 2020 at 15:00 New: event, click left and unavailability with CTRL. Creation -Workload : 54%|

Tutorial PlanningPME Desktop version -53-



Activate from the menu Data

You can activate the panel for list of tasks, unavailability, templates, tasks to be planned from the menu
data. Click on the button “Show the panel”.

Special Leave

Tent: Iil Background :

Show the panel Cl
El Unavailability

Activate from the menu “View”
You can display all the panels available and then close those you do not want to show.
f':] PlanningPME Cricn - Admin

File Edit View Data Tools  Action

Dezcription b
l. P " |.ﬁ.II Departments | B
In use Ctrl+1 - -
Resaurc Available EH lundi 2 novembre 2020 E~ HII I:

¥  Link between tasks  Cirl+L
Calendar 1w R |

4 oc Panels ] Display

LU MA B Resource filter b Hide M
« 28 29 : Y Filters | z
a5 6 Clear filters load (%) 53.5
212 13 Schedule b
@ 1820 . Goto b
< 3 View . |]App-uinhnent

T

Depending on your settings and your use of the planning, it will be interesting for you to use them all or
only one or two of them.

Below some videos:
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Create your events easily via the panels
http://www.youtube.com/watch?v=gE7ZBGcyOpR8

Manage your events "on hold" or "to plan” easily
http://www.youtube.com/watch?v=NjZsZvF7vEE

Force the creation of an event

Even if the resource is already busy
You can now force the creation of an event even if the resource is already busy.
You will have this kind of message below.

= vm November 2020
= ¥ z

M
2 General ILinls |
Total workload (%) 79.5 A
Adam |: Project : Praject 3 - Wl Q
lici IAppointmenr Installatior ~ Task Training
- = Status

Christian Appointment Installatior

Client : *
Hugh

Resource : ) Only one This resource is not available between the period of 03/11/2020 to

Installation pale 2000 p .
John Because it is occupied for ‘Installation’ from 03/11/2020 to 03/11/2020.
i ‘mpair ‘ HeoammgaE 03/11/2020 £+ Recurrence

Julia
Mel Intervention |

Duration 3.50= |
Tim Training Maintenan ] Reminder :
T A ‘Mpalr
T B Installatior
Vehicle Alpha —
B ]
To plan
| e — A4

oK Cancel

If you press “Force Assighment”, the event will be created and you will have two events on the planning
as shown below:

Tutorial PlanningPME Desktop version
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http://www.youtube.com/watch?v=NjZsZvF7vEE

v RS [ —
Adam Y

B ‘IAppoinImeM \ Maintenance ‘IMal'nlename \ ‘Appm'mmenl \ ‘ITraining
| nstallation

ot = o

Installation

|Intervention | Maintenance | [installation

Installation
John FMI

Intervention Z
PPMECA 7 Annual Leave

Julia.
Training Maintenance Installation Maintenance Intervention
PPMENL PPMECA
Intervention Maintenance
Dengel
i Intervention
Target skills

‘ Appointment

Otherwise, the event will not be created.

NB: If you are already a client and that you are using the users rights, this feature will not be activated by
default so that the users will not have this permission. To activate it, go to the menu Data -> Group and
tick on the box “Force assighment”.
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General lResource ] Client] Options l Eventl Unavailability l Projeu:t]

Internal set up

Database

Purge

Registration of the licences
Rights of users
Category

State

Public holidays
Additional fields
Days off

Labels and formats
Options
Description

Import

Export

History
Motifications
Synchronization

Advanced functions

Definition of the structure

Department
Resource
Profiles
Skill
Teams
Client
Project
Constraints
Template
Context
Dimensions
Current use of the schedule

Task
Unavailability
Event
Unavailability
Context
Indicator
Milestone

Find
CopyPaste
Farce assignment

I=
[« 8
(=N

Cansult

RIRIA KRR R RRE R
RERRRER R RRE R

ped
[= 9
(=8

Consult

KRR RE AR
K AR REEER

Statistics
Printing
Force constraint

Delete

= &
[=]

RARERRE S REMRERRERREES
[wr)

RENERRERZ HERRREEERRREE
R

PivotTable
Selection/Creation mode
Force skill

Burst Divide Availability Locking Unlocking
Split Shared agendas Signature
Offline not allowec  Timeout (g) 15 - Days before 0 - Days after 0 =
View
Resource ] Task Client Project Map Agenda List
oK Cancel

Even if the resource is not skilled
You can now force the creation of an event even if the resource is not skilled.

First, assign a skill to a task from Data -> Task.
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Task

Skill

Excel

On the example above, we assign the skill Excel to the task “Training ”.*

Then, on the planning, we try to allocate the task “Training” to a resource that do not have the skill
“Excel”.
You now have this message:

Do you want to force this task even if the skills are not
respected?Excel

The task will then be created.
NB: If you do not want your users to use this function, you can give this permission from the menu Data ->

Group
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General lResnurce ] Client] Options l Eventl Unavailability l Prnjeu:t]

Definition of the structure

I=
[« 8
(=N

Cansult Delete

Internal set up Department

Resource
ad
SEaiEs Profiles

Purge Skill
Registration of the licences TE_EITIS
Rights of users E:I::Ct
Category Constraints
State Template
Public holidays Context
Additional fields Dimensions
Days off

Labels and formats Task

Options Unavailability
[] Description Event "
Import Unavailability

Context
| E t
AL Indicator

History Milestone

Notifications Find Statistice PivotTable

Synchronization Copy/Paste Printing Selection/Creation mode
Force assignment Force constraint Force skl

RERRRER R RRE R

Current use of the schedule

1
FHERRRRRERS REREERERERREEEE
=3
ped
a

= =
[=]

RHERERREES REMARERRRREES
[wr)

RENERRERZ HERRREEERRREE
R

K AR REEER

Advanced functions

Burst Divide Availability Locking Unlacking
Split Shared agendas Signature

Offline not allowec  Timeout (g) 15 z Days before ] - Days after 0 -

View

Resource ] Task Client Project Map Agenda List

oK Cancel

Copy / Paste

Copy/Paste one event or unavailability
Select the event or unavailabilities, right click and select “Copy” (CTRL + C). Then paste it via a right click
and “Paste” or CTRL + V.

Copy/Paste several items of a resource to another

When several of your resources have the same activity (same hours, same events on a period time), you
can copy the activity of a resource and paste it to another resource.

Create the schedule of one of your resources first.

Display the period you need to copy and paste (week, month...)

Place your mouse on the resource, right click and select « Copy the activity »
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Training Repair
Adam

Installation
IAppointment Maintenance
‘lti:ia I
Open Installation
Agenda Maintenance
Christian i
Share this calendar Installation
=4 Print
= Maintenance
Hugh Add b .
g a Installation
Category b
John Get off the recurrence  »
Copy the activity
Delet
Julia e
g Paste

Place your mouse on the other resource and click on the right button of your mouse and select « Paste the

activity ».

Training
Adam
IAppointment
Alicia
Appointment
Christian
Intervention
8 Open
Agenda
John Share this calendar
= Print
Julia Add b
Category b
Get off the recurrence  »
Mel
Copy the activity
Paste the activity
Tim
Delete
*; Paste
Truck & [

Thanks to this function, you will save time avoiding creating similar schedule several times.

Copy/Paste several items via the selection Mode

Via the selection Mode, you can select several events and then copy and paste them.

NB: you can copy and paste only on the time axis: Indeed, the events will be copied to the same
resources. Only dates will change.

Assign an event/unavailability to several resources

You can assign an event to several resources at a glance!
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Create Multi-resources events
From PlanningPME, create an event on the schedule.
On the « Event » window, choose the tab « Resources » or tick on the box “Several" resources. The

following window appears.

*
General ] Links Resource l
All Departments -
Dizplay only available resources,
Show competent resources only
Display only resources under contract of employment
Search...
DEPARTMENT LABEL > DEPARTMENT LABEL
Administration Adam r IT Hugh
==
Commercial, Region A Alicia
IT Christian
Administration John
Administration Julia
L
Commercial, Region & Mel
Commercial, Region B Tim <<
Vehicles Truck A
Vehicles Truck B
Vehicles Vehicle Alpha
To plan
K Cancel

The single arrow button allows you to select resources one by one
The double arrows button allows you to select all resources of the left window in one click
For a multi-selection, click on the name of the resources + touch CTRL before clicking on the single arrow.
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Point 1: Filter resources by department or by type

X
General ] Links Resource ]
Commercial
dl
Display only available resources. -~
Show competent resources only
Digplay only resources under contract of employment
Search...
DEPARTMENT LABEL = DEPARTMENT LABEL
Commercial, Region A Alicia r Administration John
==
Commercial, IT Christian
Commercial, Region & el
Commercial, Region B Tim
<
< |
History... 0K Cancel

You can then assign the event to one or more resources of this department.

Point 2: Display only available resources

Selecting this box, you will avoid a double-booking. You can only select available resources on the period
chosen.

NB: if you have a lot of resources, this option can slow down your system.

Point 3: Display only resources under contract of employment
This is another filter.

So, you can assign event to one or more resources easily.
Separate Multi-resources events

You can divide events assigned to several resources to assign it to one resource independently to the
others. To do so, select the event, click right and select “Separate”.
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Christian

Hugh

John

Julia

Tim

Then, you will be able to modify the event for the resource selected.

IApp-oinm'-en

sl sl

Appointment

Intervention

Installation H

Frl
Intervention b

PPMECA
o

Training !

Mew task

Mew Unavailability
Open

Print

Category

Status

Client

Lock

Link ...

. to
Copy
Separate
n-5plit
Delete
Paste
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Create periodical events

A periodical event is an event that is repeated on the time at regular intervals.
You can create recurrent events in order to save time. The function “Recurrence” will help you manage
monthly meeting, yearly appointments...

Create a periodical event

When creating an event, in the window “Event”, click on the button “Recurrence”.

ht
General l Links ]
~
Project : - m Q M
Task - [Weak ] -
Status
Client : - Q
Resource *) Only one Several -
Take place each Wednesday from the 04/11/2020 &3 Recurrence

The following window appears:

Enter the beginning and ending hours for this event or select "All day".
Choose the frequency: Daily, weekly... and days when this event takes place.
Enter the ending date for your event and save.

Tutorial PlanningPME Desktop version

-64 -



Timetables
Beqinning Mumber of days : 1
End : All day
Recurrence
() Daily All the 1 week(s) on :
(®) Weekly [ IMonday [ ]Tuesday Wednesday [_|Thursday
(O Monthly [ IFriday [Jsaturday []sunday
vearly

Range of recurrence

Beginning [04/11/2020 E~ | ®Noenddate

(OEnd the : |04/11/2020 @~

Carel

Visualization on the planning board:
. ‘Appoir| | Mainf Mav‘m} appoir| | appo Main> Mainty

Install Main>

Daily recurrence

Recunence

@ Al the 1 dayls]

Weekly recurrence

Recurmence

() Daily Al the 1 wieek[s] on

Maonday [ Tuesday [ |'wednesday [] Thursday

() Manthly [ Friday []Saturday  [7] Sunday
) ey

NEW!!! From version 4.1. Monthly recurrence

Recurrence

0 Daily @ The 10 All the 1 tarth

OThe | | [Monday  ~|althe 1 Mot

) Yearly

You can select either one day in the month or select for instance the second Monday of the month.
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Yearly recurrence

Recurence

() Daily (@) Each q Al -
) Wheekly

() Monthly

() Yearly

Delete an occurrence or delete the series

You can delete an occurrence of a periodical event or delete all the series. To do so, select the event and

right click on the mouse.

- Get off the recurrence

n  Mew task

e MNew Unavailability
Open
Print
Category b
Status b
Client b

2 Lock

A& Link..

Copy

@- Delete

Then, clicking on « Delete », this message will appear:
Confirmation of delete X

Do you want to do the operation an all the
series of the oocurrences of the periodic
event or only this one?

(®) the occurrence

() The series

carcl

If you want to delete the selected event only, choose « the occurrence ».
If you want to delete all the series, choose « the series ».
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Get off the recurrence one or several events
If you want, you can get off an event from its series either to:

- shiftit
- activate a reminder only on this event...

-> To get off one event from the recurrence:

[
Install; — Mainter
New task
E “a  New Unavailability
Open
Install Print Repair Intervi
[ Category 3
Repair Status ' Appo Appoir
PPMEC Client b
8 Lok
Intery: £ Link
ppmec || Annual | S
Copy
Trainin |Mainte ° Delete

Select "Get off the recurrence”.

-> To get off several events from the recurrence:

You can extract several events from the recurrence: It is useful when a person is on holidays.
To do so, click right on the resource and select "Get off the recurrence”.

T

Adam
Alicia Open
Agenda
Christian Share this calendar
= ; H
=1 Print !
[—]
Hugh Add , :
Category »
Get off the recurrence » Alicia
John
Copy the activity All resources
Delete
Julia
Mel
Tim
Truck A
Truck B
Vehicle Alpha
Repair Installation
To plan PPMEC, PPMECH

Select the period during which you want to get off the events from the recurrence.
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Begin 26/10/2020 -

End 26/11/2020 -~

G II

K Cancel

Be careful: The period of time displayed on the screen must include the period during which the resource
is off.
Events are then independent and you can reassign them to other resources or delete them.
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Modifications of events and unavailabilities

Shift an event or unavailability on the schedule

Via a Drag and Drop
Select the event or unavailabilities and shift it via a drag and drop directly on another resource and/or on
another date.

Open the window
You can also open the event or unavailability and change the dates and/or resources directly.

Shift several items via the selection mode

Creation mode This mode allows you to create events on the schedule drawing a rectangle or double
clicking.

Selection Mode This mode allows you to select several events at the same time and to move them on the
scale time.

[ ] . -
Service = | | V|| Rezource -

ff wd 9w 2ms B[] QIIS e @

While going to the “Selection” Mode, you can shift your events. After your action, the program will go
back automatically to the Creation Mode.

You can select several events at the same time drawing a rectangle grouping several events or selecting
them one by one with the key CTRL pressed on.

Shift your events along the scale time, dragging one of the selected events.

Careful: You can move your events along the time axis but not along the y-axis.

If you made a mistake, you can cancel the last operation pressing the keys CTRL + Z.

Stretch the box with your mouse directly
Place your mouse at the right side of the box until your cursor become a triangle and change the duration

with your mouse stretching the box directly.

I::I
Hugh :

26/10/2020
John John

130/10/2020

Confirmation message while shifting an event
In order to avoid planning mistakes while shifting a booking on the planning board, a new option was
added.

From the menu Tools -> Options -> User, you now have the option “Drag and drop confirmation”.

Then, while moving an event via a Drag and drop with your mouse, you will have this message:
“Are you sure you want to shift this event”?
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Do you want to shift this event?

Forbid events modification

Lock your events
You can lock some events in order no one to modify them without your agreement. First of all, to have
access to this option, you must enter the schedule with user’s rights.

Installation |

Adam
"% Newtask
— . -
Intervention "o New Unavailability aintenance
Alicia
Open aintenance
= Print =
. Repair o aintenance
Christian Category » Sorman
Status »
Installation Client R aintenance
Hugh :
2 lock stallation
Repair ¥ Link... tervention
John
Copy
4k n-Split Appointment
Julia
© Delete
Mel
Tim
Truck A
Truck B
Vehicle Alpha
To plan

Put your mouse on the schedule and click right on your mouse. Select "Lock”. You can visualize the locking
by an icon padlock.

Installation o

Then, double clicking on the locked event, you will see the name of the user who locked the event. Here,
Paul
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General l Links ]

Project I | -

Task -
Status [2-Confirmed -
Client : -
Resource : *) Only one Several Adam

Beginning : ‘10;11}2020 B Hug:un = All day

End * (10f11f2020 [E~ ||12;3|:| = | Morning Afternoon
Duration 350~ (H)  0.500 day(s)

G admin 0 characters

You can visualize the locking by an icon padlock.

£ Recurrence

Reminder :

Only the person responsible for the locking or the administrator will be authorized to unlock the event

selecting “unlock” with a right click.

Forbid creation and modification of events prior to the present day
You first have to activate the option going on -> tools -> options-> event and ticking on the option. Past

events to the current date or to the date selected will not be allowed to be

Timetables ] Display 1 Data Event IOuﬂookl User ] advanced ]

Display
[ZI Mumber of resources by default: (®) Only one (O several

[ pisplay a percentage of assignment [Coisplay parameters tab
[ pisplay a button Availability [pisplay inveidng tab
[ pisplay a break time [CJEvent reminder using a date
[ Activate status for tasks Activate status for unavailabilities
|:| Activate categories

Controls

o Dnssign only one event at the same time to one resource

[+]Forbid the creation and the modification of events prior to the present day O 29/10/2020 ~

[ save the history of events modifications

[[]Do not add new labels [] Ask for the duration to plan
Planned / Achieved
[ pisplay the percentage of achievement [Cpisplay the duration achieved

Color when overdue I - Color when -

Motifications

[] Activate notifications
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You will then have this message:

Tation X

| The creation and the modification of events prior to the
28/10,/2020 are forbidden
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Split an event into 2 events on different durations
Select an event on the planning board.
Then, right click and select “Split”. Your event will be split into 2 events.

Burst an event into several 1-day duration events
When you have an event of a duration in days, you can split it with a right click and have several events of

one-day duration.

Example: this 5 days duration event was divided into 5 events of 1 day.

You can use this option to put some different comment for each day or to assign the event to a different
resource each day.

Undo function
The UNDO function (CTRL + Z or Menu Edit -> Cancel) is working after doing the following actions:

When you create an event or unavailability
-> The events created will be removed.

When you shift an event or unavailability
-> Events shifted will go back to their original place.

When you split or divide an event or unavailability
-> The action will be canceled

When you copy and paste an event or unavailability
-> The action will be canceled

Delete events or unavailabilities

Delete one event/unavailability

Select an event and right click and then “Delete”.
Or you can press the key “delete” on your keyboard.
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Delete several events/unavailabilities

To delete several events, go on a selection mode and select your events.
Then, right click and select “delete” or press the key “delete”.

You will have this confirmation message.

o Are you sure you want to delete this fthose) item(s) 7

Event duration

Assignment of a duration to the event in hours or days

When you affect a duration to an event, PlanningPME will calculate cleverly the ending date taking into
account your resources slots: slots and non-working days. You can also indicate a break.

How to use this feature?
Create an event on your schedule. In the dates, press the double arrow to display the duration option.
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Event W
General
"~
Task | | |,|
Task status | -
Client : | -| m@
Resource : (*) Onlyone ) Several | .
| |
Beginning : 0300 | [Z]Alday Break m [ Crreamence |
End () 18:00 = Marning Afternoon
Duration O (3)]
R [ reminder :
P
W
| QK

|| Cancel |

Careful! An event with a duration can only be assigned to one resource.

NB : Ticking on "All day” you can enter a length in days.
Ticking off "All day” you can enter a length in hours.
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Slots button within the event window

You can register up to 4 slots button within the event window in order to save time:

General ]

Task

Task status

Client : - Q

Resource : *) Only one Several alicial

Beginning : 12/11/2020 [~ |09:00 2| Al day Break 00:00 = 1 Recurrence
End * 121112020 [@~ | 18:00 =

Duration 1.0C= D)

When pressing one of the button, the hours defined for this slot will be automatically assigned.

To define the slots buttons, go to the menu « Tools » -> « Options » -> "Timetable"

Tutorial PlanningPME Desktop version

-76 -



Timetables lDispIay l Data l Eventl Duﬂookl User ] advanced ]

Working week

? Monday  [v] Tuesday Wednesday [+ Thursday Friday [ saturday [Jsunday
o
First day of the week Monday -
Timetables
(/-_-.... Beginning |us:0c| )| End |18:I:ID s Marning ||39:|:u: = - |12: T |
Hours per day : 07:00 = Afternoon |13: 30 = - |18:EID = |
Beginning of night hours 21:00 = End of night hours 05:00 =
Slot 1 Marning |n~3:cu:| z | - |12: 30 = I -
[V1Slat 2 Afternoon |13:3|:| = | = |18:|:|0 =00 K
[1slot 3
[1slot 4
Time zone {UTC-+01:00) Central Europe Standard Time -

K Cancel
You can create up to 4 slots ticking on the boxes « Slots » and giving them a name.
Example:

- Slot 1: Morning; 9h — 12h30
- Slot 2: Afternoon: 13h30 - 18h00

Tip: You can have the colours of the events displayed in function of the colour given for each slot
selecting “Timetables” from the menu Tools -> Options -> View.
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Timetables Display ]Data] Event] Outlnokl User] advanced

Preferences of the planning

o Font : 1 v
Brand: L
Maximum height of one line : &0 [ Adjust the height of the line automatically
Number of visible lines 15 | = [C]Eevent not proportional to hours
[ Adapt hours in the schedule depending on the events hours
[] Activate refresh button

Colors
e Color depending on: () Task () Category
.
_t 4 (D Client (®) Timetables () Project

This option is useful while managing up to 4 different rotating shifts.

Define a break while creating an event

To activate this option, go to the menu Tools -> Options -> Event -> View and select the box

“Display a break time”.

General ] Division ]

Task -

Task status -

Client : - Q

Resource : *) Only one Several lAdam| -
Intervention

Beginning : 17/11/2020 B~ eak 00:00 2

£33 Recurrence

End * |20/112020 [E~ Marning Afternoon

Duration 81L.0— (H)  11.571day(s)

0 characters

Reminder :

You can indicate a break in hours. This time will be taken into account on the hours calculation.

Careful: Events with a duration in days can have a break in hours assigned! It will not be counted.
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Events options
PlanningPME is a software entirely customizable. It has initially a simple aspect and can become more
furnished depending on the options activated from the menu

Tools -> Options -> Event

We will describe on this document all the options you can activate from this window:

et
Timetables l Display l Data Event lOuﬂookl User ] advanced
Display
I:I Mumber of resaurces by default: (@ Only one () several
[‘oisplay a percentage of assignment [ pisplay parameters tab
[Jpisplay a button Availability [ pisplay invoidng tab
Display a break time [JEvent reminder using a date
[ Activate status for tasks [ activate status for unavailabilities
|:| Activate categories
Controls
4 I:‘ Assign only one event at the same time to one resource
- [C]Forbid the creation and the modification of events prior to the present day [Jozj11f2020 ~
Save the history of events modifications
[ Do not add new labels [ ask for the duration to plan
Flanned [ Achieved
[ pisplay the percentage of achievement [ pisplay the duration achieved
Color when overdue I - Color when /| -
Notifications
[[] Activate notifications
OK Cancel

Number of resources by default

Resource *) Only one Several = -

Choose if you prefer one or several resources for each event by default.
If you choose « Several », the tab « resources » will appear by default in the « Event » window.
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General Resource

All Services
Display only available resources,
Show competent resources only

Display only resources under contract of employment

Search...
DEPARTMENT LABEL DEPARTMENT LABEL
Technical John r Commercial Alicia
Commercial Julia = Technical Adam
Commercial Mel Commercial Tim
Technical Christian
Technical Hugh
Vehicle - Chevy =
Truck A <<
Truck B

You can, of course, decide to assign an event to only one person even if you chose the option « Several »

and vice versa.

By default, we advise you to let this option to “Only one”.

Display a percentage of assignment

Ticking on this option, a scrolling menu will appear on the event window:
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General

Task - 100 - %

Client : - Q

Resource : *) Only one Several = -

Beginning : 18/11/2020 [E~ |[02:00 > Al day £ Recurrence
End o 18112020 [F | 18:00 -

Duration Log= o)

Reminder :
0 characters Sminer

W

OK Cancel

What is useful for?
While assigning an event, if you do not want to decide which moment of the day your resource will do this
event, you can assign a percentage for this event!

Example: You would like to assign a half day appointment (4h) to your resource without deciding the real
hours:

On the schedule, the event will appear on the entire day. But, the real time counted is 50% of the day:
4h.
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Display a button « Availability »

1] |

Activating this option, a new icon appears on the event window.
You can find available resources for this event directly from here:

From : [mod sEEEE22 D-] psoow 3] [gomme END RESOURCE Iy COUNTRY
Up to ] mardi 3 novembre 2020 15:05:00 = There are no items to show.
Task
- Skills
Length: 1= (OHours (@) Days
Resaurce
Filter : All Services
[Junder contract of employment
=
Select your criteria, launch the search, visualize your resources availabilities and select the resource to assign
Event reminder using a date
Selecting this option, you can now use a date as a reminder.
Then, when creating an event, we can specify a date and time for the reminder.
>
General
~
Task Maintenance - 100 — %
Cient: ] 2]
Resource : *) Only one Several Jalicia) -
[ai |
Beginning : |16,|"11,|"202|J Ev ||US:DD = All day ¢ Recurrence
End * 17/11/2020 [E~ ||12;gg = | Morning Afternoon
Duration 8.0 ) 4.000 day(s)
T 08:00 = |16f11f202|3 e | Reminder :
A
v
History... oK Cancel

Display parameters tab in the event
= Intervention place and event division
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When you create an event which takes place to the client’s address, tick on the ™t box. If you tick off this box and cl
the button « apply », a new tab « Place » will appear. You can then indicate the place of your appointment.

General Parameters GeneraI]Parameters Place l

Address : |
Client's address
[ ]The event is divided

Floor:

Door code:

Zip code:

City:

From this tab « Parameters », you can also decide to split the event ticking on the box « The event is
divided » then « Apply ». The Tab « Division » appears on your event window.
Click on “Add” to enter the beginning and ending dates of your divisions.

General | Parameters | Place  Division

Beginning End Label

Supprimer le fractionnement ... Ajouter Modifier Supprimer

History... oK Cancel

NB: You can also split your event via the icon " N Split" symbolized by this icon: db at the top left side
of your screen. A cursor then appears and you can split your event on the schedule selecting the event and
cutting it with your mouse.
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Display invoicing tab in the event
= Tab "Billing"
When you create an event, a tab « Billing » will appear on the event window:

General ] Parameters Biling lPIace l Division l

Estimate: |

Order form:

Bill:

Billing type Package ~ | Unit price: 1]

Amount:

Jraid

Comments :

History ... OK Cancel

If you select the type of billing "Unit", the amount will be automatically calculated in function
of the event duration.

If you select the type of billing "Package", you can enter directly the total amount.

You can then know the total amount by resource or by client with the statistics For more
information, please see chapter on the statistics.

Assign only one event at the same time to a resource
If you do not select this option, you will be able to allocate several events to a resource at the same time

period:

Deueinp Formation Concepi

|

NB: If ever you select this option, you will also be able to create several events (if you have the
permissions) but you will have this warning message each time asking you if you want to force the
assignment or not:

Faul VIGOT
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Christian

This resource is not available between the period of 16/11/2020 to
16/11/2020.
Because it is occupied for 'Tnstallation’ from 16/11/2020 to 16/11/2020,

Force Cancel

Do not add new labels
If you select this option, all the new labels that you type while creating an event on the planning board

will not be added on the list of your events in the menu Data -> Events.

= Task (6) X
Add | Modfy | Delete
LABEL SKILLS TIMETAELES DEPARTMENTS
Appointment 2.00 hour(s) All Services
Installation All Services
Intervention All Services

Maintenance 08:00 2 12:00 aAll Services
All Services

4.00 hour(s) All Services

Visualise rapidly events with comments
You can know rapidly wich events have a comment thanks to the red triangle on the right top corner of

the box.

Intervention
Adam
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Navigate easily, Change the views and Filter

Navigation

Change the time scale and dates

Time period displayed

File Edit View [Data Tools  Action 7

9 =

I’ :r All Services

| 1 || 9 Movember , .

Resource
= Momi p—
Calendar o
=2 Afternoon :|T ‘—
[*] Daily
4 November 2020  [=| Weekly
MO TU WE TH FR SA | [ Monthly 4 (%)
u 26 27 28 29 30 31 |[M] Customised
@2 4 5 6 7 | bimonthly
“ 9 10 1 12 13 14 B Quartery
@16 17 18 19 20 21 == Biannual
423 24 25 26 27 28 EmR veary
@30 1 2 3 4 5

You can choose the number of days you want to display on your screen from a daily view to several years
view. Selecting “More days” you can choose the exact number of days you want to display on your screen.

Zoom in/out

If you put your mouse on the dates bar directly, you can switch from a visualization to another clicking
right on your mouse (-) or clicking left (+).
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Date choice

| nam "r All departments

Weekly 1 || 9 November , 2020 [~

» _ 1 Meovernber 2020 4

= Mon Tue Wed Thu Fn Sat  Sun

2% 27 28 29 I M1

2 4 5 & 7 8

4 T 00 11 12 13 14 15

sU % 17 18 19 20 2 22

Totalworklo, 52 o4 25 26 27 28 29

1 3 1 2 % 4 5 6
a8 John 1 Teday: 03-Mow-20

Choose the day you want your schedule to start from.
Clicking on the month or the year, go directly to the month or the year wanted.

Go from one week to another via shortcuts keys

Pressing the button (+) and (-) of your lapboard, you can go from a week to another directly. Those
shortcuts are the equivalent of a horizontal scrolling bar.

Change the date from the arrows

You can go from one week to the other from those arrows.

Change the views

Change the view: Resource, Task, Client, Project, Agenda, List
- Change the time scale and dates
- Filter events on the planning board from different criteria
- Display items In Use/Available on a defined view
- Create customized filters

!I 15 [ | All departments y ‘,' I Resource v av

Resource Weekly 4 || 9 Movember , 2020 || v ||i} Q —; = [/ @ '0

Views available
You have many views available: Event, Client, Project, Map, Agenda, List views.
e Resource View
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e Event View

o C(Client View
e Project View
e Agenda View
o List View

You can make your planning from all those different views.

Ways to change the view
Different ways to change the view:
From the drop down filter:

|

Resource

Resource
Task r
Client

m Project
Agenda

List

e

From the menu View -> View

B Resource  Ctrl+1
[ Task Ctrl+2

Customer  Ctrl+3
m Project Ctrl+4
1 Agenda  Ctrl+6
List Ctrl+7

From the keys shortcuts

Resource view: CTRL + 1
Task view: CTRL + 2
Client view: CTRL + 3
Project view: CTRL + 4
Agenda view: CTRL + 6
List view: CTRL + 7

Agenda View

In addition to the already existing views (resources, tasks, clients, projects, map), Target Skills now has
developed the “Agenda View”.
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FILE EDIT VIEW DATA TOOLS ACTION ?

? [ senice - Hz”_nﬁemume - H.Slalus - H & skils ~ H‘-‘;Unavadablhw ~ H!‘Pm\el ~ ‘
Agenda

Dail [ s 5 w208 B ] ‘Q|'-;|%”I.‘HHGHEUcwuaum - [ event - || 2 cient = || 1 subproiect -

05 JEUDI

Technicien1 | Technicien 2 | Technicien3 | Techniciend | Technicien3 | TechnicienG | Technicien? | Techniciend | PaulVIGOT |  Vehiculel |  Vehicule2 | Vehicule3 | Véhiculed | APlanifier |

[P - - e

11
12

13

14

15

16

17

e

| tostttn .

Display the agenda View

From the drop-down list
You just need to select it from the drop-down list or the shortcut CTRL + 6.

From the resource view

Right click on one of the resource and select “Agenda”
| E—

Open
Agenda
Julia Share this calendar

Then, the agenda of the resource selected will be displayed:
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Types of view

On the Agenda View, you have the choice between three types of view: daily, weekly and monthly.

Daily View

10

11

12

13

10 MARDI
John | Adam Julia Alicia |
10:15

Installation
‘ o \ .

You can make a selection of the resources you want to display with the “resources” filter.

Weekly view

10

11

12

13

14

[ —
10 MARDI 11 MERCREDI 12 JEUDI
Adam | Adam | Adam

09 LUNDI 13 VENDREDI

Adam

Adam

[ installation

Installation
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Monthly view

LUNDI

nov. &

MERCRED! JEUDI
1" 12

Installation

Intervention

]
I (] 00 asion

1. []09:00 Installation

-

16 17 13 19
e | tallaton

[ Installation [ Installation

I instlson I U Ampetmew
23 24 25 26

30 déc. 1 2 3

Settings of the view

From the menu Tools -> Options -> Display you can select different parameters:

Agenda
Width of the columns in piels 150 =]
[ =
: Jl Time scale [Ei]mt&a -

See minutes on the time scale

Column width

Select the size of the resource column:
Jean-Marc LELONG | Arnaud EMILE Jean LUTTI

TEST BOOKING

10

11

12

Time Scale
Select the precision of the display:

ime scale \0moutes

5 minutes
7] See minutes on the time scale 10 minutes
15 minutes

60 minutes
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10

11

el

[

0

(=1
(=1

See minutes on the time scale
Select whether you want to see the minutes displayed or not.

List View

In addition to the already existing views (resources, tasks,

developed the “List View”.

clients, projects), Target Skills now

Drag a column header here to group by that column.

BEGINNING DATE ENDING DATE | LaBEL | RESOURCE
09/11/2020 09/11/2020 Appointment Christian
09/11/2020 09/11/2020 (SRR 2 dam
09/11/2020 10/11/2020 RepSiE e Truck A
09/11/2020 09/11/2020 [Appointment ~ FUEA
09/11/2020 09/11/2020 [ im
09/11/2020 09/11/2020 Installation John
09/11/2020 09/11/2020 Installation Vehicle - Chevy
09/11/2020 09/11/2020 REBSE e utia
09/11/2020 09/11/2020 RepaiE e christian
09/11/2020 09/11/2020 Intervention Mel
09/11/2020 09/11/2020 Intervention Hugh
10/11/2020 10/11/2020 FEpSiT e dam
10/11/2020 10/11/2020 Maintenance i
10/11/2020 10/11/2020 Intervention Vehicle - Chevy
10/11/2020 10/11/2020 Day off John
10/11/2020 10/11/2020 Paid leave Mel

has
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Columns available

This list contains columns that you can customize in order to classify, display or not, filter.
Here is the list of fields available:

LABEL ~ECanner

Columns » ¥ Beginning date
Appointment Grouped by b & Ending date
Ascending order Beginning hour
Descending order Ending hour
Appointment Mo sorting Full day
Grouped by field Periodical
Installation Delete the column Duration (H)
Rt Adjust automatically Trpe
Alignment y ¥ Label
S e ¥ Resource
Intervention M[¥ | Client
Intervention H[¥ Category
CIT N
Intervention AL Zip code
Day off T Address
Paid leave M Name

Display Additional fields in the List View

You can also select extra fields on the list view. You need to select the fields you want to add on the list
first from the menu View -> Description -> List and indicator

Selection, Ordering and grouping of the columns

Columns selection

You can hide columns that you do not want to display clicking right on the top of the column and then
select « Delete the column » or you can tick them on or off from the menu « Column ».

Ascending or descending order

Click on the top of the column directly to make the order or right click and select « Ascending order »
or« descending order »:

Columns ordering

Select the column and with your mouse, shift it.

Filters

You can also display the events list in function of a filter. To do so, select the column and shift it to the
box as shown below :
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You can also right click at the top of the column and select « Grouped by field »

You will then have the events filtered this way:
Resource
BEGIMMING DATE EMDING DATE LABEL

4 RESOURCE: ADAM

0971172020 0971172020

1041172020 1041172020

1041172020 10/11/2020 Installation
1171172020 1171152020 Appointment
1271172020 1271172020 Installation
1371172020 1371172020

171177070

T&M1 7070

Interventinn

Consult, modify and delete events

Double click on the event or right click and select « Open » :
You can then modify this appointment.
You can also delete one or several events with a right click and then « Delete ».

Consult, modify and delete events

Double click on the event or right click and select « Open ».

Copy events or Export to Excel
After making your selection, you can copy your events or export them directly to Excel with a right click.

Filters

Drop Down filters

Filter the resources by department
Once your departments created from the menu Data -> Department, you can then filter the planning to
display resources of one specific department.

T All departments

All departments @
— Material resources -
Hurman resources Octobw
— External Resource
To plan o
. 28
— Commercial

To display several departments, you can use this second filter :
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All departments &

£ [ Al departments
— L[ Commercial

_r [“]Technical

=11

NB: you can add some permissions in order to give restrictions on the access to the different departments.
See chapter on the user rights.

Filter the resources by name

P Resource = | €D | | skl - || 55 Task

Search... v

4 |¥|selectall Empty

7 ¥ John
[+ Adam

[ Juliz
[/ Alicia
[+] Mel

[+#] Tim
[+«] Christian

We now have a new filter in order to filter more precisely.
This filter is adapted to the department selected: only resources from the department selected will be
listed.

Filter by category
Only events of the category selected will be displayed on the planning board on all the different views.

Filter by skill
You can extract resources having specific skills from the schedule. This filter is working only on the
“resource” view.

Filter by task label
Only tasks with this label will be displayed on the planning board.

Filter by unavailability
Only unavailabilities with this label will be displayed on the planning board.

Filter by client
You can display all the events of one or more clients on your screen.
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Filter by project
You can display events assigned to a project as previously for clients or events.
Function In Use / Available

You can display objects in use (CTRL + U) or Available (CTRL + A) on the planning board.

kA® | | o skl

= .
g Occupation
2

- In use

- Available

Filters ergonomy improved: Option to filter the lines

Option to activate from the menu Tools -> Options -> User -> Filter the line

When using the filters in PlanningPME, once you make your selection, not only events will be filtered but
also the lines.

So, depending on the way you are working, you can adapt the filters behavior to optimize your planning.
Customise your filters

Creation of personal filters combination

You can create a filters combination in order to save time.

On the planning board, make your selection.
Then, right click on the top bar here and select “Save as”. Give a hame to your filters combination.

= Task (1) = || BB Urgent = | | J Project -
o Unavaizbiity « |[CB ~ |CB ~
Clear -
Save |
ek 45 Wi
Save as. |
T F S M T W W,
5 6 7 g8 g9 10 11 .~ Installation urgent A

So, selecting the views you just saved, you can filter the planning with your own choices.
In just some clicks, combine different filters easily.
NB: Each user has access to his own filters and do not see the filters of the other users.

Filters on additional fields

Read next Chapter on the creation of specific data to know more.
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Customise your schedule with your own specific data, Menu
Data -> Customised fields

The creation of additional fields allows the customization of PlanningPME adding data specific to your
activity. You can add new specific data on the following windows:

- Task

- Client (Possibility to associate a list of equipments)

- Human resource

- Material resource

Illustration of this concept: below you have a newt tab created with some additional customized data.

Event >
General Details l

Colour Red
Observation | L

L

£ >

BirthDate |1]3f11f19?5 v|
Ref P:\Planning\Agenda. pp
Second Mame
Time In |[A 15245 2
Mumber Of Persons | 23 =
Lunch

oK Cancel |

Aim of the additional fields’ creation: Customize the schedule, display those fields on the schedule, in
your reports and have statistics. The fields you are going to create can be of several types.
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Overview of the different types of fields available

Field *
Definition c
L X X}
Mame : | | LA
Type | vl
) Choice
Length: Comment
Date
Label : Dedmal number
Electronic signature
Geolocation
Default: Hour
Hyperlink
Link to file =
Mumber
Resource
Separator
Signature
Values: Text
Yes Mo
Display
Destination |Task -Tab 1 w

Height 21

ok | | Caneel

Text
You can type information on one line:

Second Mame

Comment
You will then have a box that you can fill in.

Obzervation
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Choice

*
Definition a0
2080
Mame : A
Type : I Filter DTYDE
Length: S
Label : Colour]
Default:
[ Mandatory [ To type
I visible on the mobile version
Values: Red Csort Az
Blue
Yelow
Display
Destination Task-Tab 1 v
Column : 1 -
Width : w0 =
Height 100 =

carel

You will then have a drop-down list.

Colowr -

Blue
Hed
ellow
Green

For this type, you must insert values (Start a new line between each value) in order to have a scrolling
menu in the tab we are creating.

Date
You will then have a date that you can select as the birth date of your human resources for example.

Birth D1 ate 0/06A1375 -
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Hour
You can specify a time:

Time In (] 15:25 =

Number
You can type a full number:

Mumber of perzsons 23

Decimal Number

You can type a decimal number:

Lluantiby 205

Yes/No
You can then tick on the field:

Lunch 4

Separator
It allows you to separate and order your additional fields with a line break.

Link to file
For this type, you have the possibility to create a hyperlink to open a file from the software directly.

Ref P:\Planning'Agenda.pp

NEW!!! File
This additional field is available only on SQL Server and MySQL.

The file will be uploaded directly within the database of PlanningPME and anyone will be able to open the
file wherever he is.
Select the file from the points and then, open it with the arrow.

(L Tutorial Plan B

Geolocation
This additional field is linked to the mobile version of PlanningPME. Indeed, it will be possible to geolocate

your employee when he performs a job. The data on his location will then be displayed here once your
employee check in or out.
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Type Signature
This additional is also linked to the mobile version of PlanningPME. Indeed, you can have a signature of

your client from the mobile version and you will see it here as an attachment.

Create additional fields

From PlanningPME, go to the menu "Data” -> "Additional fields »:
This warning message appear. Press “OK” and begin the set up.

et

| Careful, the operations you are about to perform will act
! directly on the database !
¥

Select in which window to have your new fields
You can choose in which window you want to add some information: on the event, resource, client

projects, client equipment, Human resource and/or Material resource window.

‘fou can add additional fields located in other tabs

1) Select the data (event, customer or resource)
2) Enter the tab title
3) Add your additional fields

Destination Task -
.

Tab title: Event - Tab 1 Apply

Event - Tab 2

Event - Tab 3

Event - Tab 4

Event - Tab 5

Client

Client - Tab 1

Client - Tab 2

Client - Tab 3

Client eguipment - Tab

i Human resource

Field Type L2 Human resource - Tab 1 Add
Humnan resource - Tab 2
Human resource - Tab 3 :
Material resource
Material resource - Tab 1 )
Material resource - Tab 2 Delete
Material resource - Tab 3

Mowve up

Move down

NB : Do not use any punctuation sign (accent, points...)
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Enter the Tab Title

‘You can add additional fields located in other tabs

1) Select the data (event, customer or resource)
2) Enter the tab title
3) Add your additional fields

Destination

Tab title:

Event - Tab 1 -

Details

Apply

If you want to add a new tab, type the name of your new tab first and you will see it here:

General Details l

BirthDate

Colour

Observation

Create your new fields within this tab

Definition

Mame :
Type :
Length:

Label :

Default:

Values:

Display
Destination

Column :

Width :

Height

[Josr11/2020 ~

*

™ Mandatory [~ Totype

I Visible on the mobile version

Task-Tab 1 w

1

100

21

cance
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Settings available when you create a new field

Column, Length, Width, Height

You can specify those information while creating additional field:

Event x

General Details l
*
N N Definition see
BirthDate []03/11/2020 ~ | Observation ~ s
Name : | eee
Colour . v || Height | ™
< » Length: 50 =
Ref oo Label :
+—>
Defaults
Second Hame
W-ldth [ Mandatory I To type
Time In []11:56 = I~ Visble on the moble version
Values:
Mumber Of Persons | O -
Quality 0 =
Display
Lunch D Destination Task -Tab 1 v
Column : 1
Text
Width : 100
Height 21
—> —>
Column 1 Column 2
History... OK, Cancel |, Cancel

Length: This one is a more technical field: this is the length of the path within the database. Do not
change it unless you are familiar with this data.
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Creation on the main window: dimensions X, Y to specify

You can create additional fields on the main window of the event, client and resources. For that you will

need to precise the location of your new field on the screen specifying the dimension
Definition
Name : CONTACTMAME < >
Type : Text e A
Length: 128 :
General ]Detal\s] X
Label : Contact Mame
Default: Y o
™ Mandatory [~ To type o
I”" visible on the mobile version Client : - Q
Values: Resource ! ) Only one Several Julia -
E |
Beginning : [ @ |z =] Caiday
End 0 |10;11f2010 [Ehg ||14:45 + Morning || Afternoon
Display

Puraten 25 [ IR ) Contact Name

Destination Task w~
0 characters

Column : 1 z
Width : 100 - ¥ 350
Height a |- ve o | 2500 v

Mandatory field

-> Mandatory standard fields
It is now possible to put some standard fields as the event label or the project name as mandatory.

General ] Resourca] C\iant} Options  Event IUnavai\abiIit\e] Project]

Tabs access

General

Biling

Parameters

Place

Link
Access to fields

General Tab

[ATab1

[ATab2

[ Tab3

[ATaba

[ Tabs

Description

Public

Periodical Event

Delete the serie

General Tab

Project

Sous-Prajet

Task
Resource
Percentage
Category
Beginning d

Beginning h:

Ending date

Ending hour

All day
Slots
Recurrence
Duration
Break
Reminder
Comments
Client

Equipment

Achievement

Achieved

State

Accessible Mandatory

O
O

Visible

HE A
HE A

H E A
HE A

ate

&
&

our

HEEMEEMEERMER>R
HEHAIEEMAEEIR-AEB™A
O & O

E &
K &
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Then, while creating a new event on the planning, if one of the mandatory field is not filled in, you will
have a message asking you to fill this field otherwise the event will not be created.

Pt

o Please select a value

As you can see here, the client must be filled in.

-> Mandatory additional fields
When creating a new field, you can select the option “Mandatory”:

Definition
Mame :
Type :
Length:

Label : Second Mame

Default:

[v Mandatory [ To type

[ visible on the mobile version

Then, on the planning, if you do not fill this information, you will have this message:

Information @

':0:' Please type a value

So, you can force the users to fill some specific data.

Visible on the mobile version

You can select which additional fields you want your employees connecting via the mobile version to see
or not on the planning board.

Filter for fields of the type Choice
This feature will be described in details in the chapter Filter on the extra fields.
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Definition

Mame :
Type :

Length:

Label ;

Default:

Colour

Search...

[] Red

[] Blue
[] ellow

[v Filter [(1ype

Calour

Zoom on clients equipments
Client Equipment: This word "Equipment” can be all kind of objects, equipments that you wish to link to
your client: machines, contacts, contracts, files, projects...

What is it used for?

For each client, you will be able to create a list of the different acquisitions or "equipment" in

details.

Moreover, for each event assigned to a resource on the schedule, you can precise on which
"equipment" you are working.

So, on the client card, you will have the new tab you created with all the list of his equipments:

Pt

Informations Machine lEvents]

Machine

Machine A
Machine B

ContactMa Maintenance Date Beginning Date End
1 03112020 06122020
1 2 23112020 27122020

And when creating a new job, you will be able to select a client and then the equipment you are working

on:
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General l Details ]

Task Appointment -
Task status -
Client : Client2 - Q
Resource : *) Only one Several Christian
| |
Beginning : ‘ngfznzn B Hog:oo = All day
End ‘[Jgf]]fz[)z[] B H12:30 = | Marning Afternoon

How to create those "Equipments"?

Machine & 1 103/11/2020 06/12/2020
Machine B 1 2 23/11/2020 27/12/2020

¢ Recurrence

From PlanningPME, go to the menu “Data” -> “Additional fields” -> Client equipment - Tab

Create all the data you would like to have on each equipment:

You can add additional fields located in other tabs

1) Select the data (event, customer or resource)
2) Enter the tab title
3) Add your additional fields

Destination Client equipment - Tab
Tab title: Machine
Accessible Mot accessible
test
Admin
Field Type Label Calumn
MACHINE Text Machine 1
CONTACTMA Yes Mo ContactMa 1
MAINTEMAMNCE Choice Maintenance 1
DATEBEGIMMING  Date Date Beginning 1
DATEMD Date Date End 1

Then, go to the client card and open the new tab created:

Tutorial PlanningPME Desktop version
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Informations  Machine lEuents]

Machine ContactMa Maintenance Date Beqginning Date End
Machine A 1 1 03/11/2020 06/12/2020
Machine B 1 2 23/11/2020 27/12/2020

To add new equipment, click on “Add” and fill in the information:

Machine l

Machine |
ContactMa ]

Maintenance -

Date Beginning |[]03/11/2020 |

Date End |[TJoa/11/2020 |

Select an equipment while creating a new event
Once your client selected, you can then select the equipment on the drop down list.

General l Details ]

Task Appointment -

Task status .

Client : Client2 - Q -
Machine & 1 103/11/2020 06/122020 |

Resource ! *) Only one Several Christian ~ Machine B 1 2 23/11/2020 27/12/2020

Beginning : ‘ngfznzn E- Hog:oo = All day £3 Recurrence

End ‘[Jgf]]fz[:zu B H12:30 = | Marning Afternoon

Tutorial PlanningPME Desktop version - 108 -



Select the fields to display on the event window
Select the box “Information” when you create your new field:
Definition

Mame :
Type :
Length: - [+ Information

Label : fachine [ Tooltp

Default:

And you will see it here on the drop down menu of the event window:

General ] Details ]

Task Appointment -

Task status

Client : Client2 - Q =
Machine A 1 103/11,/2020 08/12/2020

PR %) Only one Several Christian B Machine B 12 23/11/2020 27/12/2020

Beginning : |09f1 2020 @~ |||39:cu:| = | All day £f Recurrence

End |ugf11,fz|:|zu [ERd ||11; 30 = Marning Afternoon

Select the fields to display on the planning board
From the menu View -> Description -> Event / Tooltip, you can display information on the equipments if
you want.
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View Data Tools Action 7

|_ Description b Event "
| lnuse  Ctrl+U Tooltip
L Available List and indicator
n Panels b
= Rescurce filter  »
: T Filters
— Clear filters
M

Schedule b g
; Goto b 60.0

View ', stallation ’I—

Quick view of the extra fields

For a quicker sight on your additional data, it is now possible to display the content of the extra fields on
the schedule. This works for the Resources, the Clients and the Projects.

This is a way to have access to the information entered in your extra fields, as well as a new way to filter
your resources, since the content is taken into account by the filter.

Visualisation on a new column

On the planning, you can right-click on the space above the resources to have the menu “Column” appear.
Select the extra field you would like to see on the screen and it will be displayed as shown below:

il &R
. |

Birthday -
Column  » [ Birthday Ii
Total workload) (%)

oo

John 1071171997 D ‘

Julia 2371001992 |:
Alicia 06/02/1985 It
Mel 0270371987 Interventiol
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This function is working for the resource, client and project view. So, you can display your specific data
easily!

Display the additional fields on the box

From the menu View -> Description -> Event / Tooltip, you can display the extra fields created.

Tutorial PlanningPME Desktop version

- 111 -



Filter on extra fields

You have different kind of filters on extra fields available.

Create customised filters from fields of the type “Choice”

While creating additional fields of the type “choice”, if you select the option “Filter”, you can show them

on the planning board to filter the planning with those specific data.

Activate the filter
Activate the option from here

Definition

Mame ;
Type :

Length:

Label :

Default:

Colour

AND add it on the View list here to activate (MANDATORY STEP)

Destination Mohile : Bax

Available fields

Address

Address Client
BirthDate

Birthday

Category

City

City Client

Client Mobile
Comments
Contact First Mame
Contact Name
Contact Name
ContactMa
Country Client
Date Beginning
Date End

Duration

Duration achieved:

Elrce

Add

Delete

Visualisation of the filter
You will see the filter on the

screen here:

L X X
o209
o809
Iv Filter [ ]Type
Selected fields

Resource

Task

Client

Maowve up
Move down
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!tl 20 = u | %, Sevice « | |V | R0

Resource Daily || mercredi 28 mars 2018 B i e

Cialar -

You can then filter the planning board. Filters are working the same ways as the other filters.

Filter the planning based on an extra field

Once your additional column displayed, you can even filter rapidly the schedule as shown below:

R v |
Birthday
10/11/1997

Adam 26/03/1971 |
Julia 23/10/1992
Alicia 06/02/1985
Mel 02/03/1987

Tim ﬂ

Import your data

You may have already a database with all the information on additional fields you created.
For example a list of your resources with information specific to each resource, a list of clients and
equipments etc...

To save time, we can develop some scripts to import your data on PlanningPME. The cost will depend on
the format of your files to import. Do not hesitate to contact Target Skills.
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Customise your schedule with your own dimensions, Menu Data

-> Additional dimensions

Introduction

Together we can go beyond the limits of the planning with PlanningPME integrating all your data:

e Ask for an audit of your requirements and we’ll configure together your planning
e Benefit from our experience with more than 3500 customers

1) Managing project steps
Directly insert the main steps of your projects through attached files.

Project: Projet B

Project | Events Steps | Subproject

Lpecification Z:\PlanningPMEWMbr_Heure.xls
Dev

Test

2) Managing equipment
Manage the equipment and assign it to employees

Event

General | Details Equipment |

«

|E-rand |Type |Number |Pieces | Brand Type Number Pieces

Renault Car Cilo Dell Computer 102456 Precision
Androide  Tablet 4785120 Mini Ipad Apple Mobile 7815248 Iphone

3) Managing training attendees
Input attendees to your training without considering them as resources.

| General | Dietails I E quipment I Step$| | Successon I Farameters | EBiling I Fezource |

<4

Last Mame |FirstName |PhoneNu...|CIient Last Mame |FirstName |Phone|\|u... Client

Franz Dengel +49125321... Dengel Diane Schultz +49121532... Dengel
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Practical case: project steps

Would you like to plan main steps for your projects by adding attached files?

PlanningPME not only allows you to manage projects but also to create a PROJECTSTEP dimension in which
you can input your projects steps.

Go to the Data-Menu > New Dimension and add a new PROJECTSTEP dimension stating the project as a
parent. PlanningPME will create this new table in the database as well as the associated fields.

Dimension x
Maom STEPS ‘
Libellé : Steps
parent P M
e
You can now add fields to the PROJECTSTEP dimension:
e

Dimensions Fields
‘ Mame Type
=TEFS éDescription Text
Document Link to file
‘ (On Site Yes/Mo
MATERIEL
ATTEMDEES

Tutorial PlanningPME Desktop version

-115-



You can also input steps for your projects:

[ X Steps (3]

Filter

| Enter filter text here | Add

Drag a column header here to group by that column.,

Description Docurment On Site Project
Specification ZN\PlanningPMENCDC Sp... Yes Projet &
Dev Mo Projet B
Test Yes ProjetB
Steps

Général |

Project

Description

Document  Z:\Planning PMEVCDC_Specifications.docx

On Site
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Practical case: assigning equipment to resources

Each firm own equipment like computers, mobiles, pads, cars... These are aimed to employees but don’t
need to be visible in the planning.

PlanningPME allows you to create an EQUIPMENT dimension in which you can input the equipment list.

Go to the Data-Menu > New Dimensions and add a new EQUIPMENT dimension stating no parent.
PlanningPME will create this new table in the database as well as the associated fields.

4
Mame ; s
Label : Equipment
Parent V|
Cance
You can now add fields to the EQUIPMENT dimension:

Dimensians Fields
s MName Type
STEPS Brand Text
Type Choice
MNumber Text
Pieces Text
MATERIEL
ATTEMDEES
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You can also input equipment in the Data-Menu > Dimensions > Equipment:
] Equipment (4) X

Filter

m
3
m
ty
m
m
et
i)
1]
1]
]

Drag a column header here to group by that column.

Brand Type Mumber Pieces
Apple Mabile 7815248 Iphone
Dell Computer 102456 Precision
Renault Car 4ma2 Cile
Androide Tablet 4785120 Mini lpad

Equipment

Genéral I
Brand | Apple |
Type Mobile ¥

Number | 7815248 |

Pieces | IDI'IDI'I-E| |

Now that you have input the equipment, you need to allocate equipment to your resources specifying an
assignment date; you have to specify that the EQUIPMENT dimension is linked to resources. To do so, go
to the Data-Menu > New Dimensions, right-click on EQUIPMENT and select Relation to choose connection.
You should add a DATE field and activate filter to ease your selection. Activate the Check the unicity
check box so that PlanningPME can only allocate equipment to one and only one resource.

Relation .

T - |

[ Activate the fast search

V¥ Activate the filter ﬁ
[Jpisplay the button ‘add"
W Check the unicity

Fields

Label Type

There are no items to show.
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You can now allocate equipment in the resource window:

Event

General | Details Equipu‘nentl

L4 | ol

Erand |Type | MNumber | Pieces Erand Type Mumber Pieces
Renault Car 4012 Cilo Dell Computer 102456 Precision
Androide  Tablet 4735120 Mini Ipad Apple Mobile 7815248 Iphone
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Practical case: training management

Would you like to plan trainings for your customers and integrate attendees?

PlanningPME not only allows you to import or input customers but also to create a new ATTENDEE
dimension allowing you to input the name of attendees to a training for each customer you may have.

To do so, go to the Data-Menu > New Dimension and add a new ATTENDEE dimension stating the customer
/ client as a parent. PlanningPME will create this new table in the database as well as the associated

fields.

MName : s

5

m
m

Label : Attend

Parent Client W |

Garc

You can now add first name and name to the ATTENDEE dimension.
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Dimensions x
Dimensions Fields
‘ MName |T)rpe
o

First Mame Text

‘ Phone Mumber Text
MATERIEL
ATTEMDEES

You can also input attendees for each customer in Data-Menu > Dimensions > Attendee.

D efinition see
200
Name : |LASTNAME | see
Type: | Test |:|
Length: 128 % Infarmation
Label : L-EFE*- M ame | [ ] Tooltip
Default: | |
[ ] Mandatary []Totype
[ ] *isible on the mobile version
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I Attendees (2) S

Filter | Enter filter text here | Add

Mame First Name Phone Mumber Client
Herve Dupont 0161612000 Client1
Philippe Rene 0161612090 Client1

Attendees
General
Client ntl ki
Mame
FirstName | Dupont |

Phone Number | 0161612090 |

You can also find the attendees in the customer window.
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Client : Client1 s

Informations | Machine Attendees IE'u'ents |

Filter | | | add |

Drag a column header here to group by that column.

Mame First Mame Phone Mumber Client
Herve Dupont 0161612090 Client1
Philippe Rene 0161612090 Client1

Now that you have entered the attendees, you would like to plan a training with a series of attendees: you
need to specify that the ATTENDEE dimension is linked to the event (your training). For this, go to the
Data-Menu > New Dimensions and right-click on the Attendee dimension. Select Relation to choose the
sub-connections and options you’d like to have.

Relation x

N |

[ Activate the fast search

[ Activate the filter ='-'I,Fh
[ Display the button ‘add' _ﬂ_
[v Check the unicity

Figlds

Label Type

There are no items to show.

ok | | cancl
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You can now organize a training and select attendees to this training.

fitende
Enter filter teed here |

| Last Mame |First Mame |C|ier1t Last Mame |First Mame Client

Client1 philippe rene Client1

Select your preferences

Colours on the planning board
From the menu Tools -> Options -> Display, you can select color on your planning board.

Select the colour displayed for the box

Colors
P Color depending on: (®) Task () Category
-
__,}"' () Client () Timetables () Project

On the schedule, each event is represented by a colored rectangle.
This color can be displayed depending on different types of fields:
- Task label
- Category of the event
- Client
- Slots
- Project
So, in order to recognize easily all events associated to a client, you can choose to display events
depending on the client color.

Select the colour by default
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You can select colours by default for all those different items:

First day :
Public holidays

Resource
Task
Client

Unavailability
Place:
Project

Background

Play with the events gradient colours

Gradient colours:

John

Adam

From the menu Tools -> Option -> User, you can activate options in order to play with gradient colours and

corners.

v

Second day:

Days off :

Text
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Options

Timetahles | Displayl Data I Eventl Outlook User |advanced

‘ Task
Gradient colours

[ pescription always visible

Drag and drop confirmation

[[]Events not visible on days not waorked

Resource
Gradient colours

[ count the time during days not worked

Filters

[] Adapt the praoject filter depending on the dient

[CIFilter the lines

Time Axis
Gradient colours for Year
Gradient colours for Month
Gradient colours for Week
Gradient colours for Day
Gradient colours for Hours

: Lecteur P
browsing

[JLoading the schedule per page

[CIpisplay week numbers in the calendar

First week of the year First week with 4 days

| | Cancel
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Select fields displayed for the box, the tooltip and the list view

VIEW  DATA  TOOLS  ACTION F

Description k Event

In use Ctrl+L Tooltip

Available List and indicator
wd L I e T el o | F

From the menu View -> Description, you can select the information you want to see on the following
destinations:

- Event: Boxes that represent events

- Tooltip

- List and indicator

The window below appears.
Description bs

Destination |Planning : Box il

Available fields Selected fields

Address A Task

Address Client Country Client
Category Client

City
City Client

Client Mobile il Mave up
Comments
Contact First Mame Delete
Contact Mame
Duration

Duration achieved:
Floor

Mobile resource
Mame of division
MumberClient
Order form
Percentage

Percentage of completion W
Ll e,

Move down

PN o | [omm ] [

Select the fields with a double click on the field or selecting the field and then “Add” button.
Start a new line: This field allows you to have your description display on several lines.

Fields within the event box

Fields displayed on the box that represent an event:
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Maintenance Germany Client1

Note that this description is adapted to each view: .
On the client view, the name of the client will not appear.
On the Project view, the name of the project will not appear...

Tooltip

Fields on the yellow tooltip that appear when you put your mouse on an event:

Maintenance Germany Client]

Beginning : 16/11/2020 at 09:00

End: 16/11/2020 at 18:00
Resource: Alicia
Task: Maintenance Germany Client : Client1 Germany

List and indicators

You can add your additional fields on those views.

'ROJECT | BIRTH DAY |COLOUR  ~

"'l"ellnwé

Yellow

Yellow

Wellow

Red

Red

Blue

30/03/1979 Blue
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Timetable preferences

From the menu Tools -> Options -> Timetable, you can select different customised settings for week and

hours preferences.

Timetables ]Displa\; ] Data ] Event] Outlook] User ] adwvanced ]

Waorking week

L | [#IMonday [~ Tuesday [«]Wednesday [«]Thursday [+ Friday

—30o

First day of the week

Timetables

Hours per day :

Beginning of night hours 21:00

Working week

Select the days you usually work on from the wizard. Then, the default profile of your resources will take

into account those settings.

For example, if you do not work on Saturday and Sunday, the default profile for each resource will be the

same.

First day of the week

Select the first day of week. Then, on the calendar, the first column will be the first day selected:

4 novemnbre 2020 L4

lun. mar. mer. jeu. ven. sam. dim.
26 27 28 29 30 3 1
2 4 5 & 7 8
0 1 12 13 14 15
1 19 20 21 2
25 26 27 28 29
2 34 5 6
[ Today: 03/11/2020

And on the planning board, the week will be delimited as shown below:

Monday

(:_:., Beginning  |03:00 = End 18:00 = Marning

s

o
5 o
=]
o
4 4k

Week 49
M T W T F 5 5
30 1 Z 3
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Timetables

Timetables

@

o

Beginning |ns:on

-

- -

End |18:DD =

Hours per day :

Beginning of night hours

o7:00  -*

200 E

Marning

|09:no :| - |1z:3u

:| - |18:DD

Afternoon |13:30

End of night hours

You can select your time preferences here. They will be displayed then while selecting the views morning,

afternoon, day.

m
m

m
T
T

File Edit View Data Tools  Action 7
15 Iy | | AllServices
- w
Resource Weekly 1 | lundi 16 novembre 2020 [
Calendar = Moming
= Afternoon Y
4 novembre 2020 1
U MA ME JE VE sa p L Daly
=| Weekl
“ 26 27 28 29 30 3 {— 4 16
s 2 4 5 6 7 ¢W Monthly (2) £0.0
— :
£ 9 10 11 12 13 14 q = Customised
2 16 17 18 19 20 21 2 G bimenthly
a > == Quarterly
. #  Biannual Int
Unavailability I
u s Yearly

LABEL

_1"1'_

Beginning and End time
While displaying the daily view, the time selected will be displayed.

Morning
While displaying the morning view, the time selected will be displayed.

Afternoon
While displaying the afternoon view, the time selected will be displayed.

Beginning of night hours
This setting will be used on Excel Pivot table to make reports on night hours.
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Preferences of the planning from the Language menu

From the menu Tools -> Language, you can select different customised settings.

S re——

- Save

Open all [ Close all

4 Expressions related to resources
Resource
Department
All Services
Skill
Human resource
Material resource
4 Expressions related to events
Task
Mew task
Category
Task status
Slots
Tabs
4 Expressions related to unavailabilities
Unavailability
Mew unavailability
Unavailability status
4 Expressions related to clients
Client
Tabs
4 Display formats
Hour
Short date
Long date
Decimal separator

Mumber of Decimal points

Resource
Department
All Services
Skill

Task

Mew task
Category
Task status

Unavailability
Mew unavailability
Unavailability status

Client

HH:mm
dd/MMfyyyy
dddd, dd MMMM, yyyy

[

2

Language

Select your language. You can define the language per computer.
The software PlanningPME is available in: french, english, german, spanish, dutch, italian, swedish

Terms

You can rename different fields in order to customise the planning to your activity.

Tutorial PlanningPME Desktop version
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A client can be renamed a customer. A Task can be a mission....

The changes made will be transfered in the menu "Data” and in the filters and different windows name.
You can rename different fields in order to customise the planning to your activity.

Other

Number of decimal points
It is possible to choose the number of decimal points.

Murnber of Decimal points 2

Decimal Separator

In function of the countries, the decimal separator can be:
A comma or a point.

From this menu, you can customize it:

Decimal separator ]
NB: you will need to set up this option correctly in order to use Excel Pivot Table.

Monetary symbol
You can choose between all the currencies listed.

Hours and dates format
You can select the format of hours and dates.

4 Display formats
HH:mm -

Short date himm tt

Long date hh:mm tt

Decimal separator H:mm

Mumber of Decimal points

Monetary symbol 3 =
Hour

s

4 Display formats
Hour :
Sroame i,
Leng date
Decimal separator MM/ddyyyy
Number of Decimal paints M/ dfyyyy
Monetary symbol M/dyy -
MM/ dd/yy
Shart date /MM
yyyy-MM-dd
d-MMM-yy
OK Cancel
4 Display formats
Hour HH:mm
Short date dd/MM/yyyy
dadd, dd MMM, yyyy 5]
Decimal separator dddd, dd MMMM, yyyy
Number of Decimal peints dddd, MMMM dd, yyyy
Monetary symbol MMMM dd, yyyy -
Long date

oK Cancel
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Other preferences

You can customise the planning to your activity selecting the colours, renaming some terms etc...

Preferences of the planning from the Options menu

From the menu Tools -> options -> View, you can select different display options.

Timetables Display lData ] Event] Outionk] User ] advanced ]

Preferences of the planning

w Font : o
Brand: Lo
Maximum height of ane line : 80 [ Adjust the height of the line automatically
Mumber of visible lines 15 = [JEvent not propartional to hours

[ Adapt hours in the schedule depending on the events hours
[ Activate refresh button

Font and size
Choose the font: type and size; This font will be applied on all the schedule.

Brand
Select your logo. Optimal resolution: 45*45 (pixels) and bitmap format.

Maximum height of one line
You can raise the height of your lines for a better visibility.

Number of visible lines
You can select the number of lines displayed on your screen.

Display the event on all the day whatever its duration

If you want to see more information, you can select the option: Events not proportional to hours.
All the events on your planning board will appear on the whole day whatever the real duration as in the

example below.
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ESalI— 4=

Number of trainings 1
100% 75%

Total workload (%)

I
|
[ T
| |

Activate refresh button

2 Y 2

Select the first week of the year and display week numbers

Week Number 1 is either the week including the 1 of January or the week after (First week with 4 days).
So, in order to suit all markets and countries, you can now select this first week from the menu Tools ->
Options -> User.
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Timetables l Display] Data] Event] Outlook User ]advanced

£ Task
Gradient colours

[] Description always visible
Drag and drop confirmation

Resource
Gradient colours

[CJcount the time during days not worked

Tirne Axis

Gradient colours for Year
Gradient colours for Month
Gradient colours for Week
Gradient colours for Day

Gradient colours for Hours

browsing

[JLoading the schedule per page

[[]Events not visible on days not worked

Filters

[] adapt the project filter depending on the dient
[JFilter the lines

[[Ipisplay week numbers in the calendar

First week of the year First week with 4 days e |

First week of the year:
Week including the 1%t of January or not.

Display the week number

1 ‘ lundi 9 novembre 2020 ||:|' |

|4 novembre 2020 4

lun, mar. mer, jeu, wven, sam. dim,
.
'l

144 27 28 29 30 3 1
45 3 4 8 7 8
a6 m 11 12 13 14 15
147 17 18 19 20 21 22

24 25 26 27 28 29

1 2 3 4 5 &
[ Teday: 05/11/2020

48
49

Why should you hide the week number?

It appears that depending on your Windows version, the week number is not the same as the one you
selected as “First week of the year”. This is not something that can be changed by Target Skills as there is
no solution yet on the market to solve this problem. That is why you have the option to hide the week

K, Cancel

number if ever it does not correspond to your selection of “First week of the year”.
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Non working days keep visible

It is now possible to keep visible non working days.
For example, you have an event on several days as shown below:

Appaintment

|...,.

Now, from the menu Tools -> Options -> User, you can select the option “Events not visible on days not
worked”.
You will then see the days not worked:
: 1 Movember 2020
) ga Week 46 Week 47
T W T F 5 S M T w T
11 12 13 14 15 16 17 18 19

Mumber of trainings
Total workload (%)

|
== &8 -

= i

M .

NB: If you plan events on days not worked, they will not be displayed if you select this option!
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Search, Analyse and Print your data

Search your data and search available resources

Several types of search are available in PlanningPME.

- Function “Search” (CTRL + F)
It is a search of events by keywords.

- Search for availability: You can search for the availability of your resources in order to assign them an
event of certain duration, at a certain date depending on their skills.

Function “Search” (CTRL + F)

Find out easily your events thanks to keywords on a crowded schedule.
From PlanningPME, go to the menu "Edit" -> "Search” or press simultaneously the touch "CTRL" and "F"
or click on this icon :

N Q@n';h NEC

The window below appears

- X
Q *meet® Year Copy [ Export
The symbaol * means that some text is located before or after the keyword.

4 types of search Search example Result example 2

Exact search Training Training

Keyword at the end of the sent... *dient Appointment with the dient

Keyword at the beginning of the... Intervention™ Intervention from 2pm

Full search *advanced* Waord advanced trainina v

(@) Task (") Comments O client () Mumber (O Project
() Estimate (O order form il

BEGIMMING DATE EMDING DATE LABEL RESOURCE CATEGORY PERCENTAGE Ll
1351172019 1371172019 Meeting Megan Cox Planned 100%
10,09/ 2019 12,09/ 2019 Meeting Céline Troc Flanned 100%
06,09/ 2019 06/09/2019 Meeting Paul Grant Flanned 100%
16/07/2019 16/07/2019 Meeting Paul Grant Planned 100%
160472019 16,04/ 2019 Meeting Paul Grant Planned 100%
1604/ 2019 16,04/ 2019 Meeting Faul Grant Flanned 100%
15/04/2019 15/04/2019 Meeting Jackie Washington Planned 100%
15/04/2019 15/04/2019 Meeting Christian Damon Planned 100%
150472019 15/04/7 2019 Meeting Céline Troc Planned 100%
11/06/2019 11/06/2019 Meeting Daniel Fitt Flanned 100%
1106/ 2019 11706/ 2019 Meeting Céline Troc Flanned 100%
11/06/2019 11/06/2019 Meeting Paul Grant Planned 100%
11,06/ 2019 1170672019 Meeting Megan Cox Planned 100% v

Find an event

To find out your events easily, here is the way to proceed:

1 - Enter the keyword

2 - Choose the field where your keyword is present: event, comments, client or client N°...
3 - Click on the button « Find »
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Results are then displayed on the results window.
For a best result, you can use the symbol ™.

The symbol * means that there is some text before or after the keyword.
4 types of search are available:
- Exact search
Example of search: Training
Example of results: Training

- Keyword at the end of the sentence
Example of search: *client
Example of results: Maintenance client

- Keyword at the beginning of the sentence
Example of search: Intervention*
Example of results: Intervention from 1pm.

- Full text search

Example of search: *advanced*
Example of results: Word advanced training

Open or Delete an event
You can open or delete an event selecting one of the results and then, right click, “Open” or "Delete".

Search on additional fields
Now, you can make a search on the additional fields you created.

Search for resources, clients and projects

From the menu Data

A
Filter il b 4 Add Modify
DEPARTMENT LABEL TYPE b
Technical John Human
Commercial Julia Human

While typing the first letters of the name of a resource, only resources beginning by those letters appear.

This new function also works on clients and projects.

From the planning board directly
You now have a fast “typing” zone at the left top side of the planning board:
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[ PR 4

Total workload (%) 20.5
Installation ‘l

o
B

So, when you type the label, the lines are filtered and the software is doing a full search.
This fast search is working on all the views of the planning board like the client view or the project view.

From the event window

Event

General

Project : | N | W Q

Task | - |

Task status -

L1Q

Client : | -

When creating a new event, you can search by the project name or the client name pressing the “glass”
icon.

Search for available resources

This function allows you to find easily the resources available for a specific event without having to check
on your crowded screen.

il
-]

From PlanningPME, go to the menu "Action” -> "Availability” or click on this icon:
The window below appears.
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From : |1El Movember , 2020

Upto O

Task

3 November , 2020

Installation

Length: 3= () Hours

Resource

Filter : All departments

[+ |psooon |2

16:19:43

- Skills

(@ Days

[(Junder contract of employment

o =]

Select your criteria, launch the search, visuslize your resources availabilities and select the resource to assign

Clear

BEGINNING

END

RESOURCE CITY

COUNTRY

20/11/2020 00:00

24/11/2020 00:00

Mel

1771172020 00:00
20/11/2020 00:00
1771172020 00:00
0571172020 00:00

19/11/2020 00:00
24/11/2020 00:00
19/11/2020 00:00
0971172020 00:00

Hugh
Mel
Hugh
Truck B

Settings to find your available resources

Choose those different parameters:

-> From —Up to

Select the period you want to make your search on

-> Task

Select the task to perform on the list.
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-> Skills

If you select a task with skills predefined, only skilled resources will be displayed.
If you do not select any task label, you will be allowed to add a specific skill that your resource must have
to perform the job.

NB: To search for skilled resources, you must not select any task label.

-> Length
Duration of the task in hour or in days

-> Resource

Filter by department and even more precisely, by resource if needed.
You can also filter by resource under contract only.

-> Find button

Click on the button "Find": all resources with the skills mentioned and their first availability date will be
displayed on the screen, at the right side of the window.

Create your event
Select the resource available that will do the job, right click and select “New event”.

From : |19 ovember, 2020 O] oo F [orqmmme END RESOURCE amy COUNTRY
Upto O | 3nNovember, 2020 1:13:43 > [20711/2020 00:00 24/11/2020 00:00 Mel
Task 17/11/2020 00:00 19/11/2020 00:00 Hugh
F—— . 78 20/11/2020 00:00 24/11/2020 00:00 Mel
17711/2020 00:00 19/11/2020 00:00 Huah
05/11/2020 00:00 09/11/2020 00:00 Tru R
Length: 3= () Hours (@ Days Goto

Your event will then open.

Option “Go to”
This option shows you on the screen the period of the result before you decide to create the new event.
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Indicators: Planning data displayed on real time

What is an indicator?

The indicators show real-time calculated data based on the information contained within the schedule.
They are displayed as lines, columns over a daily, weekly or monthly view.

This way you can see for instance, the number of a certain type of events, the total duration of another
one over a week or the number of not worked hours for one or several resources.

How to create an indicator?

When doing a right-click on the resources column the following menu appears:
You can select Add, and the sub menu containing ‘Resource’ and ‘Indicators’ appears.

|Interventior1

Open

Agenda

Share this calendar

Julia

Print

i

Add L4 Rezource

Alicia Category 4 Indicator-Celumn

Get off the recurrence  »

Mel Copy the activity
Delete

The Indicator menu

Indicater-Column X
EmEE
Count IET!‘
Data |E\rents duration w | Mo Target
Field Ma criterion
Format |Hour ~ |
Display
Label : |
Colors : Background : - Text : N - Mo threshold
Height 25 =
Position @ up () Down
View |F‘.esouroe w |
All services [Jrrivate
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Count

In the first section of the menu, you need to specify what data the indicator is going to be showing. Here

is the explanation of the different elements from this menu:

1: Data.

This is the type of the indicator; you have the choice between those items:

Type

Description

How to use it

Additional Field

You have the possibility to process data
entered in the additional fields of the
events, clients, or resources.

You have to create extra fields
first. Then, Go to menu View ->
Description -> List and Indicator
and add the fields you will need
to be processed by the indicator.

Duration of the events

With this option, the indicator will
display the duration of the selected
element. Number of hours of any given
task, duration of an unavailability, etc...

Add a criterion in the field [4],
specifying the Label of the event,
and validate

Effective Capacity

This represents the ‘workable time’ for
a resource, based upon his/her time
slots and the unavailabilities.

Add a criterion in the field [4]
and specify the label of the
resource.

Not Worked time

The global not worked time of the
resource.

Add a criterion and specify the
label of the resource.

Number of events

The indicator will display how many
events there is, per day.

Add a criterion and specify the
label of the event / task.

Theoretic capacity

Work time for a resource based on the
total of hours from his/her time slots.

Add a criterion and specify the
label of the resource.

2: Target

This value represents the maximum value to-be-reached for the indicator. It is displayed behind a ‘/’

symbol.

Example: an indicator showing the Effective Capacity over the Theoretic capacity:

Select Effective Capacity, and click on [Target], Select Theoretic Capacity. Validate, Select a Label for
your indicator, set a colour, and validate. Your indicator now shows the total of workable hours out of the
total work time of your resources.

3: Field

If you have added an extra field to the List and Indicator option, you will be able to select this field in the
drop down menu, and have the indicator display its value. Only ‘number’-format fields are processed.

4: Criteria
It is possible to add conditions related to the information you want to be displayed. You might want to
have the amount of time spent in a certain type of task displayed in the indicator, but you can refine it so
that it is limited to one or several resources, clients, departments, categories etc...
Example:
Select duration of the events, and add a [Target]:

- Duration of the events
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- Criterion 1: Task . Label . = . “Meeting” (for instance)

Close the target Window
Select the criteria for our indicator:

- Criterion 1: Resource . Label . = . “Denis EMART”

- Criterion 2: Task . Label . = . “Meeting”
Select the ‘Hour’ Format.
Add a name, a colour and the location of your indicator, validate, and you should have on your planning
the hours spent in morning meetings for your Manager over all the hours spent in morning meetings for
everyone:

m__'- C 0.0/0.0 | 8.0/16.0 |

HMeeting
L0 day(s) 09:00-18:00

Deris EMART

Heeting

1.0 day(s) 0:9:00-13:00
Rémi ALEERT
5: Format

You can select in which units you want the indicator to convert the data.
e Day: The duration will be displayed in days.
o Difference (Days): A calculation will be made between the duration of the [Target] and the
Duration of the [Criterion] of the indicator.
o Difference (Hours): Same operation but measured in hours.

Example:
The [Target] is the hours of ‘Support’ of one resource.

- Duration of the events
- Criterion 1: Ressource . Label . = . “Fidel Sporcic”
- Criterion 2: Task . Label . = . “Support”
The [Criterion] of the indicator is the global amount of Support hours.
- Duration of the events
- Criterion 1: Task . Label . = . “Support”

Select ‘Difference (Hours)’ format, add name, colour, position, and validate.
Your indicator will display on the screen.

e Hour: the time will be counted in hours

e Percentage: If you need to show a ratio

e Value: used for counting number of occurrences, extra fields values, any number that
is not a duration nor a ratio.
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View

6 - Label: You can set a name for the indicator, describing what this indicator stands for.

7 - Colors: This is the background colour of the indicator, as well as the color of its line on the
planning.

8 - Threshold: If the indicator exceeds the threshold value, then the corresponding color will be
displayed on the schedule.

9 - Height: The height of lines can be modified in this menu; you can also modify it directly by
click-holding and moving the top or bottom line of the indicator on the planning.

10 - Position: The indicator will be placed either above or below all the resources. The position is
dynamic and will automatically remain atop or at the bottom of the schedule.

11 - View: You can have the indicator displayed only on certain views; you can choose the view in
this drop down list.

12 - All Services: The indicator will be shown on every service by default. You can specify on which
service view it will appear if you need to restrain the access to the indicator.

13 - Private: the indicator will only be displayed for the current user, other users will not have
access to this indicator. Is opposed to the ‘All services’ option.

14 - Comments: Comment section for the indicator. The comment is displayed as a tooltip when
you point at the indicator on the schedule.

Using the indicators

Limiting the number of -a task- on the schedule
The management department cannot have more than 4 trainings a day with the clients.
We will define an indicator showing us when there are more events of this type than there must be

planned.

1) Select number of events. Add a criterion Task . Label . = . Training, validate. Select ‘Value’ as
format.

2) Add a name and a colour, click on threshold. Add a threshold which value is 4 with a red colour.

Tutorial PlanningPME Desktop version - 145 -



Mumber of trainings 1

Total workload (%) 100% 75%

Appointme
Alici

T L
Tim

The Indicator turns red.

e This method can also be used to monitor how many of a task is done each day, or week.
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The Not-worked time of a department

The Not-worked time can be assimilated to the time left to a resource or a group of resources.
We will define an indicator showing the percentage of time remaining to a department.

1) Select ‘Not worked time’, add as criterion :
- Department . Label . = . ‘Accounts’

2) Add as format : ‘Percentage’

You will notice that there is no immediate effect, indeed, we need a reference to build the ratio; we will
add a [Target] to have the results.

3) Select ‘Theoretic Capacity’, validate

The theoretic capacity is the number of hours that a resource must work as defined in the time slots. The
program uses this value as a reference.

Total workload (%) 100% 75%

. Installatior Appointment

e
Julia .
Installatior

Appointme Maintenance
Alicia

N
Tim

Day off
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Statistics from the menu Tools -> Statistics

Statistics defined on the software: Statistics by day, week or month of the hours worked by resource...
You can then make some statistics from this window pressing the button “Statistics”:

— O >

Type : Task u ilabili Task J—
O} () Unavailability () Tal

Statistics : (®) Resource () Task () Client

Unit : (®) Hour ()Day () Number Copy

Export
Beginning date ;  (09-Mov-20  ~ Filter : Commerdal -

End date : 15-MNov-20  ~ Column : Week -

Resaurce W4a Total Workload Cost Billing
Julia 25.25 25.25 92 %

Alicia 23,50 23,50 67 %

Mel 11,00 11,00 91 %

Tim 26,25 26,25 75 %

Total 86,00 86,00

Criteria to select

Type
Choose whether you want to make statistics on your events, unavailabilities or contexts.

Statistics
Select the data on which you want to make your statistics: resources, events or clients

Unit
Have your statistics displayed on hours, days or number.

What is the unit “Number”?
While selecting this unit, the number of events or resources working on the period selected are counted.
-> Statistics on resources: The number shows the number of events for each resource.

-> Statistics on event: The number shows the number of resources for that event.
In the example below, we have four resources that had a development on 28:

-> Statistics on client
The number shows the number of resources working for this client.
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Dates
Give the beginning and the ending date for your statistics

Filter
It is the filter by departments. Make statistics on all your resources or on a particular department.

Column

| Day -
Choose if you want your statistics to be displayed by day,
Week week or month.

ki anth

Buttons description

Button Statistics

Press the button to have your statistics displayed:

Button Copy

Copy statistics displayed and paste them on a database such as Excel in order to save them.

Button Export
The statistics will be exported in a HTML format.

Button Print
Print your statistics

Workload

You can have the workload of resources on the time period selected.

It is calculated in function of the “slots” of the resource defined on the tab “Slots” in the resource card.

Resource Waa Total Workload
Julia 25,25 25.25 92 %
Alida 23,50 23.50 67 %
Mel 11.00 11.00 91 %
Tim 26,25 26.25 75 5%
Total 35,00 86.00

Cost

You can have the total cost of your resource that is calculated in function of the cost per hour you

specified from the resource card.

Billing
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You can have the total cost of your events billing. The amount is calculated in function of the amount on

the tab “Billing” of the event window, if activated.

General | Parameters Biling l

Estimate: |

Order farm:

Eill:

Billing type Package ~ | Unit price: i
Amournt: 130

[ ]raid

Excel Pivot Table

A powerful feature of our planning software PlanningPME is the possibility to make reports via Excel Pivot
Tables. All the data regarding resources, clients, projects, events, unavailabilities can be exported to
Excel in order to have precise reports. Pivot Table allows calculating and comparing all kinds of elements

in just some clicks.

You can make many reports on the data of your schedule.

H ©- s Rapport - Excel PIVOTTABLE TOOLS ? A - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ANALYZE DESIGN Hervé kopyto ~
oy X, Cut . a - == L= I:.'.—| Tin s 5P 2 AutoSum - A,
oy - Calibri 1 A A == ¥ ¢ Wrap Text General = S“ Q =5] ;X @ [¥ Fill - zy H
Pa_“e ¥ FormatPainter B 1 M 7 Wi~ D-A- === &3= EMegesCenter - $ % + % F?”’:‘da‘gi":'_ F?I_;T:fs st;i- '”s_e’t De'_Ete FD’E"‘“ & Clear~ gﬁgf’_‘ SF;T:(E
Clipboard ) Font [} Alignment [} Number ) Styles Cells Editing ~
A3 - j\ Sum of Days W
A 8 C D E F G H J K L M N ([~
1 |Department (all) - PivotTable Fields M
2 .
Choose fields to add to report: & -
3 |Sum of Days _ Column Labels | -
4 Row Labels - | TASK 09-11-20 10-11-20 11-11-20 12-11-20 13-11-20 16-11-20 17-11-20 18-11-20 19-11-20 20-11-20 (blank) Grand Total 7| Date =
5 =HAdam Week
6 Appointment 1 1 Month
7 Installation 0.5 0.5 1 YEAR
8 Intervention 0.14 1 1 1 3.14 | TASK
el Repair 0.29 0.57 0.86 UNAVAILABILITY
10 Training 1 1 Type
11 SAlicia Category
12 Appointment 0.5 0.64 114 +/| Resource
13 Installation 0.11 0.11 RESOURCE TYPE =
14 Maintenance 154 129 2.83 et
15 Training 0.57 0.57 Drag fields between areas below:
16 (blank) 0.14 0.14
17 | =Christian T FILTERS Il COLUMNS
18 Appointment 0.5 0.5 0.5 1.5 Department  + Date 2
19 Installation 0.11 1 1 1 311
20 Intervention 0.32 0.32
21 Maintenance 154 154
22 Repair 0.64 0.64 = ROWS Z VALUES
23 Training 1 1 Resource v || sumofDays ~
24 = Hugh TASK v
25 Appointment 0.64 0.64
26 Installation 0.11 1 0.5 0.5 1 3.11 -
Sheetl | Rapport @ F s Defer Layout Update

READY B M -——+ 1%
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Moreover, once your templates created (reports on resources, clients, days off...), it will be possible to

update them easily selecting the dates only.

Create a new Excel report

From PlanningPME, go to the menu "Tools" -> "Pivot Table".
The following window appears:

PivotTable X
‘ Y
@ Mew report O Existing report
Beginning date : 03-Mov-20 (| Department [ Availabilities
End date : -Mow-20 advanced
Excel ]
Data * To analyse
Comments ": [ Days
COsT =
Day
Email -
EXTRA_HOURS = Lines
HOURLY_COST .{ : REsoUrce
Haours = TASK
HOURS_DAY
HOURS_MNIGHT
ID number T
= Columns
Month =
Mumber ":' Date
MUMEER._CLIEMT =
Project
PUBLIC_DAYS Filte
RESOURCE_TYPE TS
State - Department
SUBPROJECT 1=
Close

Different steps and options to create your reports:

New /Existing report
Create a new report or start from an existing report
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Beginning Date and End date
Enter the beginning and ending dates of the period to analyse

Box Department

Tick on this box when a resource is part of several departments and you make reports by department.

Data

All the data you can make reports on

To analyse

Which data do you want to analyse? hours, days...

Lines
Which information must appear on the lines of your spreadsheet?

Columns
Which information must appear on the columns of your spreadsheet?

Filters
To have a filter on the Excel report.

Button Advanced
To select additional fields you would like to have on your Excel reports.
Button Excel

Press this button to generate your report

Save your report as an Excel Workbook

Once your report created, do not forget to save it as an Excel format. Indeed, otherwise, it will be saved

as a txt file!

Build templates and Update your Excel reports easily

Do you know that you can save up to 10 templates in PlanningPME?

Indeed, once your different templates created, you will just need to update them regularly selecting the

dates in Pivot Table interface of PlanningPME.

Save your templates
Just save them clicking on the arrow here:
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O Mew report @ Existing report ‘ .
& =
Beginning date : 03Mov-20 [ |Department [] availabilities

End date : I0-Mov-20 advanced

Update your reports

After having defined the type of reports you wish to have, you can now update your reports regularly
selecting the dates. Select "Existing report”.

Then, select the template you wish to use on the drop down list.

A
() Mew repart (®) Existing repart ‘

LT

F:\PlanningMWomber-hours-customers, xls
Begil P: \Planning Momber-hours-worked. xls |

e |

Then, select the Beginning and End dates for your reports and press “Excel”.

Remove a template

Select your template and click on the “Cross” icon to remove the report from the list.
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Print Options

From the menu File -> Print, you have the possibility to print different views of the planning:

? .

Edition

=

Graphic schedule ~ Settings 100 [ =g
Operational schedule per resource 40
Operational schedule per dient
daily schedule
weekly schedule

p Operational schedule
Status of unavailabilities

|Ewent | - ted Z) v Properties

Status: Ready

Type: Remaote Desktop Easy Print

Where: TS001

Comments :

Print range Copies

(@) all Mumber of copies: 1 =
2|2

Print preview Cancel

- Graphic schedule

- Operational schedule per resource
- Operational schedule per client

- Daily schedule

- Weekly schedule

- Operational schedule

- Status of unavailabilities

- Print an event

We are going to give you an overview of all the different options.

Settings before printing

Fields to print

To select the fields you would like to print, click on “Settings.”
Then, you select the data to print from here:
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Destination Printing

Available fields

Address Client
Categor

Selected fields

Client
Address

City
Client Maobile
Comments Add

Contact First Mame Mowve up
Contact Mame
Country Client Delete
Duration

Duration achieved:
Floor

Mobile resource
Mame of division
MumberClient
Qrder form

Mmoo L el

Move down

Time Period to print
Note that the time period printed is the one you see on your screen. If you display one week, one week
will be printed. If you display one month on your screen, one month will be printed.

Resources printed: one department or one resource
-> |f you want to print the planning of one department, filter first the planning by department.

-> If you want to print the planning of one single resource, right click directly on the resource on the
screen and select Print.

Open
Agenda
e Share this calendar
=y Print
Tim Add ’
Filters

You can first filter the planning by client or project for example. Then, only information related to the
planning filtered will be printed.

Title
You can give a title to the document printed if needed.

Print percentage
You can reduce the size of the text printed in order to print more information.
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Menu File -> Print Configuration
From the menu File -> Print configuration, you have those parameters available: Printer, Page Size,
Orientation.

Print Setup bt

Prirter

Mame: f'.'1i|::n:|5|:|ﬂ Print to POF V| | Properties...

Status: Ready
Type: Microsoft Print To PDF
Where: PORTPROMPT:

Comment:

Paper Crientation

Size:  |Ad v| _ @Pori
Source; W () Landscape
| Hep | | Metwork.. | | ok | Cancel

Overview of all the prints available

Graphic schedule
This is the planning you see on the screen.
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Operational schedule per resource

It is the operational schedule per resource on the period that appears on your screen. Fields printed are

those chosen from the settings.

Adam
Cat= Task Cliant Hour ]
o911 /2020 Trajr.ir.g Target iz | TFHOD-18HDD
1011 /2020 F.E'Fﬂ.ir Target Sz | DEHDD-10HDD
10/11/,2020 Installation P RSAE ML 13HDD-18H 30
11/11/2020 Appoir.trrer.t Target Sill= OFHDD-18HDD
1241/2020 | Installation OSHOD-12H30
13M11/2020 P.E-pElir DEHOD-12HDD

NB: We remind you that to print only one resource, you can right click on the resource name and select

“Print”.

Operational schedule per client
It is the operational schedule per client on the period selected on your screen.

Target Skills
Date Task Client Hour Resources  Cor
02092020 | Installation Target Sall: | 0FHOD-1BHOO | ToPlan
10/11/2020 | Repair Target Sl | OBHOD-10HDD | adam

11/11/2000 | Appointment | Tareet Sdlls | O9HDO-1BHOD | Adam
16/11/2000 | Maintenance | Tareet oz | OFHDO-18H00

If you wish to print the schedule of a single client, select it first on the client drop down menu.

Client > || "% Unavailabiity ~ | |CB  + |
Search.. -
+ | Select all + | Empty
[l PPMENL

[+f] Target Skills

Daily and weekly schedule
The print will look like that with the hours on the left size.
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09”

Tuesday, 10 November, 2020 Adam ‘

Adam

PPMENL 13:00-16:30

Operational schedule
It is the chronological schedule for all resources on the period that appears on your screen. Here is an

example:
Dat= Resouroe
091/ 2020-10¢11 /2020 | Truck &
1041172020 Adam
1041172020 Tim
101152020 wehide - Chevy
101152020 Hug'l
1041172020 Jullia
1041172020 Christian
1041172020 Alida
1041172020 wehide - Chevy
1041172020 Julia
1041172020 wehide - Chevy
101152020 Christian
101152020 Adam
1041172020 Alida
1041172020 Hugh
1041172020 Tim
1041172020 Truck B
1041172020 Hugh
1041172020 Julia
1041172020 wehide - Chevy
101152020 Christian
11112020 Adam
11412020 Truck &
11112020 Hush

Tazk

R=pair
R=pair
maintenance

Appointmment
Inter vention
Installation
Inztallation
kaintenance
Repair
Appointment
Installation
Training
R=pair
R=pair
Installation
Inztallation
Inter vention
Inter vention
Installation
Appointment
Inter vention
Inztallation

Target shills

PRMENL

Targst shills

Houwr

CrHDD-18HDD
OEHDD-10HDD
OEH3D-11HDD
OBH45-10HDD
CFHDD-11H30
CFHDD-11H30
OFH4E-12ZHDD
10H1E-11HDD
10H15-11HDD
1ZH15-14H45
1ZH3D-13H15
1ZH30-16HDD
13HDD-16H30
13H3D-17H3D
14HDD-14H4E
14H4E-18H30
15H3D-18H15
15H3D-16H15
16H15-17H30
16H3D-17H45
17H1E-18HDD
CFHDD-18HDD
CrFHDD-18HDD
CFHDD-18HDD

Pumaay 3 vt

ey 11 rervanio

Friraay 12 smvanos

| [t wrm

The schedule of all your resources is grouped in one schedule in a chronological order.

ey 1 st

Sty 14 e

NB: If you have a lot of events to print, it is possible to print the schedule on several pages.
To do so, go to the menu Tools -> Option -> Advanced and select the number of lines per
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page. A line represents the details of an event. The number of lines per page depends on your
screen resolution and the quantity of comments.

Status of unavailabilities
It is a resume of your resources days off and unavailabilities.

Resource Compenmtoryleave Dayoff Paid leavwe Sickleave
John om +.00 oo 00D
Adam o.m 0.00 0.00 0.00
Julia o.m 0.00 0.00 1.00
Alida o.m 0.00 0.00 0.00
M o.m 0.00 3.00 0.00

You know at any time how many days your employees have been off and how many days off
they still have for one year.

Print an event

Standard print
You have the possibility to print information on an event from PlanningPME.
Select an event on the schedule and then, right click and select "Print".

Task: Appointment
Beginnming: 11112020
End: 111172020
Resource: Adam
Client: Target Skills
1-3 Rue Marcel Carne
1000 EVRY
Comments:

The fields printed by default are the following: Name of the event, Beginning and ending dates and hours,
Resource Name, Client Name and Address, Project Name, Comments.

Customised event print

Via a specific development, it is possible to print a customized mission sheet by event!

You just need to send us your template with the fields you want to display (with additional fields created
eventually). Contact us for more information.

The prices depend on your template and fields to synchronize.
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Notify your employees

Visualisation to HTML pages
Regularly, you can send your schedule on your local network or on the Web under HTML pages in order all

the employees to visualize the daily, weekly schedule.
Careful: You cannot make any changes from the Web on the schedule.

Definition
You can generate HYTML pages of the planning for visualisation.

@) @ File | P:/Planning/consultation/monthly.htm

PlanningPME : monthly schedule The

November 2020

Week 45 Week 46 Week 47
W T F 5 5 M T W T F 3 b3 M T W T
4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 ]

Number of trainings

Total workload (%)

| Intervention Ints

: g |
A Maint [ A
Alicia )

Tim

Maint
Franc

Christian
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Double clicking on one of the events, its details appear:

(@ File | P:yPlanning/consultation/T14.htm

"
Label |Appnintment
Beginning [11/11/2020 | - [00:00
End [11/11/2020 | - [00:00
Client | Target Skills
Comments

Resource Adam

Careful: Only resources that appear on your screen are synchronized.

If you want all your resources (including resources that does not appear on your screen) to be
synchronized (creation of several HTML pages), we suggest you to choose the solution PlanningPME HTML

or PlanningPME Web Access.

Set up

From PlanningPME, go to the menu "File" -> "HTML visualisation”

[ ]Daily

[Jweekly Width Height
[ several days Directory :

Manthly i

[ ] Quarterly K

Transfer on the web (reserved for dients with a support contract)

Login Password

|:| Copy on www.planningpme. com

wwwewy, planningpme ., com,/fmonthly, him

- [] synchronize on start
Generate

[ synchronize on exit
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Instructions to generate your schedule on HTML pages:

Select the views
Select the views you want to synchronize. As an example, selecting weekly, the weekly schedule as you
can see it on your screen from the first day of the week will be sent on HTML pages on the folder chosen.

Directory
Indicate the folder where you want your HTML pages to be created. To do so, click on the arrow under
“Directory”.

Size
Select the width and the height of the pages generated (it can not be superior to your screen resolution)

Generate
You can synchronize «on start » or «on exit » of PlanningPME or simply clicking on the button
« Generate ».
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Send an email

It is possible to send an email to inform the resource and/or the client of a new event.

From PlanningPME, go to the menu « Tools » -> « Options ». Choose the tab "Outlook". The
following window appears.

Timetables ] Display ] Data ] Event Outlook lLIser ] advanced ]

Mailing box
-
EMail : () sMTP @ outlook  []Send an invitation &
sl
Fields Subject
Body

Copy: |

Mobile

sent to (®) Resource () Client () Both

[ ] pisplay the message before zending it

[ ] attach the mission sheet

SMTP Configuration

Server SMTP: Specify the address of your server

E-mail Address: Specify the email of the sender

Name: Specify the name of the sender

Copy: Each time you send an email, a copy will be sent to the address mentioned here. New: You can add
several persons in copy of each email sent adding a comma “;” between each email address.

Mobile: Phone operator. Enter the suffix of the email address of the mobile. Depending on your phone
operator, this option will be available or not.

Precise if you want to send an email to the resource(s) assigned to the event, to the client or to both of
them (Resource + client)

Outlook Configuration
If you select Outlook you have more functions while sending an email. You can select the fields

on the subject of the email, on the body etc...

Select the subject of the email sent
You can select the fields you want to have while sending the email like Client Name + Project name or
whatever from the button “Subject”
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Destination Email: object b

Available fields Selected fields

City - Task

Cig Client Client

Comments
Contact First Name Add

Contact Mame Move up
Country Client
Duration Delete
Duration achieved:

Floor

Mabile resource

Mame of division

MumberClient

Order form

Percentage

Percentage of completion

Phone

Phone resource o

! 3

Maove down

Select fields on the email sent
You can also select the fields you want to have while sending an email from the button “Body”.

Display the message before sending it
It is possible to display the email and add any information or text you want before sending the email.

Attach the mission sheet
It is possible to attach a customized mission sheet while sending an email.
This mission sheet is the one you specified from Tools -> Options -> Mission Sheet.

x
Timetables } Display } Data I Event] Ouﬂook] User advanced I
Network and locks
[ [[Inetwork the program and control events modification by blacking simultaneous use.
r'
advanced
Mission sheets listing +|x|4\|¢
List of printings +|x|4\|\]/

To have your own customized mission sheet, we invite you to contact Target Skills to discuss your
requirements and have an estimate.

Send an email

Fill in the email address of your resources and clients to have the option activated: envelop icon
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General | Parameters l Billing ] Place ]

Task A ppo [ . 100 %o
Client : Target Skills - Q
Resource : *) Only one Several Adam - =]

On the "Event” window, click on the envelop icon to send an instant message to all resources assigned to

the event, to the client or both depending on the options previously selected.

Send an Outlook invitation

From PlanningPME, you now have the possibility to send an Outlook invitation while creating a new event

just clicking on the icon below:

General | Parameters ] Billing ]

Task Installation - 100 |— %
Client PPMEMNL - Q

a
Resource #) Only ane Several John » &

You can activate this option from Tools -> Options > Outlook.

Mailing box

o

EMail : () sMTP (@ outlook [ Send an invitation
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Visual alarm

You have the possibility to use a visual alarm which will remind you an event before its beginning: 5

minutes, 10 minutes, one hour before... or at a precise date and time.
Bermimee MR WY X

Intervention

[ — !
Intervention ﬁ
Julia

Activation of a reminder before the beginning of an event

Tick on the box "Reminder” and choose the time for the reminder.

If you enter the planning with user rights, the reminder will be activated on the session of this user only.

The other users will not see the reminder.

General }Parameters ] Biling ]

Task Installation - 100 %o
Client : FPMENL - Q

Resource : #) Only one Several John - &

Installation
Beginning : o/1/200 - |[10:20

All day 2 Recurrence

End D ‘ngﬂu’znzu Dv”u:an 2 Morning Afternoon

Duration 700 (H 1000 day(s)

0 minute - + | Reminder :

5 minutes
10 minutes

0 characters

15 minutes
30 minutes
1 hour

2 hours

3 hours

4 hours

5 hours

6 hours

7 hours

3 hours

9 hours

10 hours
11hours
0,5 day
1day
2days
3days
4days
5days

6 days
1week

2 weeks

3 weeks
1month &

History oK Cancel
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Activation of a reminder specifying a date and a time

To activate this kind of reminder, select the option on the menu Tools -> Options -> Event

Select “Event reminder using a date”.

Then, while creating an event on the planning board, you now have a calendar:

General lParameters ] Billing ]

o

¢ Recurrence

Task Installation - 100
Client : PPMEMNL - Q
Resource ! *) Only one Several John
Installation

Beginning : |EIQJ"1 12020 [E= HID: 30 = All day
End * |ogfi1/2020 [E- Hl;.r; 30 : ‘ Morning Afternoon
Duration 700> H)  1.000 day(s)

0 characters |m 30

‘DEIIHZEIZEI w + | Feminder :
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Events notifications
Be informed at a glance of the last changes on your planning via badges or notifications on the toolbars

What is a notification?

A notification informs users of new or modified events and/or unavailabilities that are related to the
planning activity.

The notifications can be defined per user and you can have relevant information on events and/or
unavailabilities changes for one or several resources.

Notifications can be activated in PlanningPME as red badges on the planning board and / or notifications
on your bottom toolbars.

Activate notifications

First, activate the option from the menu Tools -> Options -> Event and select "Activate notifications".
Then, on the menu "View", you will now see the menu "Notifications”.
e
File Edit = View Data Tools Actior

Description (=

Metifications ?

Inuse  Ctl+U  feekly

Available
Panels y

Resource filter  »

4 s ',' Filters
LU MA b Clear filters MNum
al 26 27 |
- s Schedule y [Total
2 3
Go to 3
% 9 10 .
Motifications ol 16 17 1 View b

. o s 23 24 25 26 27 23 29
Activate notifications

décembre 2020

Then, each user will do the settings of his own notifications: when connecting to his session (users rights
must be activated in the software), he can decide whether he wants to be informed of additions and/or
modifications of the events allocated to the different resources listed.
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Motifications

Activate notifications

Send the notifications in real time

Badges {L [Cnotification window

RESOURCE CREATIOM TASK |MDDIFICATION TASK |CREATIDN UNAVAILA...| MODIFICATION UNA‘U’...| DELAY
John
Adam O O O O
Julia O O O O
Alicia O O O O
Mel O O O O
Tim O O O O
Christian O O O O
Liugh o o o o
Fiter E here |
Drag a column header here to group by that column.
RESOL... | OPERATION TYPE | LABEL BEGINNING | PERIO...| USER
There are no items to show.
QK
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Visualisation of the notifications on the planning

When a user logs in to the planning board, red buttons indicate which events (events or unavailabilities)
were created or modified on the scheduler.

Notification of the type "Badges"

[y 24
T W
9 10 11
Mumber of trainings 1 1
Total workload (%) 100% 75% 86%

Appointment France Target Skills
(+)
ppointment =T

The icon with a "+" symbolises a new event.

Notification of the type "Windows notification”

List of notifications
You also have a listing of all your notifications from the menu View -> Notifications:

Tutorial PlanningPME Desktop version -170 -



Activate notifications ® Badges iy Notification window = Cemai

Send the notifications in real time

RESOURCE CREATION TASK MODIFICATION TASK | CREATION UNAVAILA...| MODIFICATION UNAW... DELAY ~
 John
Adam
Julia
Alicia
Mel m} O O O O
Tim O O O O O
Christian O O | | |
Lok M | | | | v
Filter

Drag a column header here to group by that column.

RESOL... | OPERATION TYPE LABEL BEGINNING END PERIO.. | USER

Adam Creation Task Appointment 10/11/2020 00:00 11/11/2020 00:00 Mo user]

o

Remove the notifications icons
If you want to remove the notifications icons, you just need to open the event or the unavailability. You
can also deselect the option "Activate notifications" from the menu View -> Notifications.

Other notifications
Events notifications when the application runs on the background

On the new version, when PlanningPME is not the main working window opened, instead of opening
PlanningPME as the first window, you now have some notifications.

-> When a new reminder comes up, you will have this notification on your screen:

PlanningPME

M a:oe/1
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Administrate your users and your data

Users rights

With a login and a password, each user or users groups will have specific access to the schedule (Modify,

Delete, Visualize...)

There are two steps to create users rights:
- Groups creation with specific rights

- Users assignment in each group

Vocabulary used

For each field of the software, you will have one or several boxes to select depending on the authorized

level of access. The different situations are as follows:

15t situation: You have only one box to select
You give access to this field or not.
Example:

Right not accessible: [ ] Registration of the licences

Corresponding menu in the software: Data
The user does not have access to the user rights: fields are greyed out

Consutt Add Modify Delete

2" situation:

For each data (department, resource...), you can choose the following rights:

Consult: Reading access to the data concerned

Add: Addition of a new data (new department, new resource...)
Modify: Modification of the information on a data

Delete: Right to delete a data

Visible Accessible

Visible: The fields entered can be read or not
Accessible: The different fields can be modified or not

3rd sjtuation:

Example: The different possibilities for the field "Label" are:

Phone : 01 69 44 00 49
Visible and Accessible: Full rights ‘
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Phone :
Visible but not Accessible

Phone :
Not visible and not Accessible

Groups creation with specific rights

From PlanningPME, go to the menu "Data” -> "Group".

Label ‘

Admin
groupe 1
Modify
Delete
Copy
Close

From this menu, you can create groups with specific rights on all functions and data of the schedule. Right
to create events, to visualize unavailabilities, right to print...

First, click on the button "Add" to create a new group.

In the "Group” window, several tabs appear. Let's explain rights for each tab.

Tab "General”
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General lResource ] Client] Options l Eventl Unavailability l Projeu:t]

Internal set up

Database
Purge

Registration of the licences

Rights of users
Category

State

Public holidays
Additional fields

Definition of the structure

Department
Resource
Profiles

Skill

Teams
Client
Project
Constraints
Template
Context
Dimensions

Current use of the schedule

I=
[« 8
(=N

Cansult

RERRRER R RRE R

1

NRERMEENE S  RREEE RS R E]
=
=

= =
[=]
RHERERREES REMARERRRREES

Delete

]
RERRRRAZ EEREREEEEREEE
i

Days off Add
Labels and formats Task
Options Unavailability
Description Event
Import Unavailability
mpor
Context
| E t
mE Indicator
History Milestone
EIETE Find Statistics PivotTable
Synchronization . ) )
CopyPaste Printing Selection Creation mode
Force assignment Force constraint Force skl
Advanced functions
Burst Divide Availability Locking Unlacking
Split Shared agendas Signature
Offline not allowec  Timeout (=) 15 Days before 0 - Days after 0 -
View
Resource ] Task Client Project Map Agenda List
oK Cancel

In the rights organization, there are 4 different domains:
- Internal Set up

- Definition of the structure

- Current use of the schedule

- Advanced functions

- View

We are going to describe those 4 domains hereafter.
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Internal set up

Internal set up
[FDatabase
fdPurge
[FRregstration of the kcences
M Rights of users
[ category

[Fstate
(A public holidays

£ Additional fields

[ oays off

{7 Labels and formats
£4 options

41 Description

Ea Import

Export

[ History

M Notifications
@Syndvonzabon

The internal set up of the software is an operation which occurs while
installing the software and then, episodically.

Those operations are done by the Administrator. It is necessary to be
trained on the software to modify those parameters which impact
every users.

You can choose who can or cannot have access to the following
parameters.

Available fields

Corresponding fields in the software

Database

File -> New schedule + Location

Purge

File -> Database -> Purge

Registration of the licences

File -> Identification + Registration via Internet or by file

Rights of users

Data -> Group + User

Category

Data -> Event category

State

Public holidays

Data -> Public holidays

Additional fields

Data -> Additional fields

Days Off Tools -> Days Off

Labels and formats Tools -> Labels and formats
Options Tools -> Options
Description View -> Description

Import File -> Import

Export File -> Export

History Data -> Event description

Notifications

View -> Notifications

Synchronization

File -> HTML visualization

Definition of the structure

The definition of the structure is an operation which occurs while installing and setting up the software.
It is then changed occasionally, while integrating a new resource or a new department or re-structuring

the society.

This structure is defined from the menu "Data”.

Users rights

Access from PlanningPME.
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Definition of the structure

Departmert
Resource
Profiles

Skl

Teams
Client
Project
Constraints
Template
Confext
Dimensions

Consult

RERERAERREE

=
=5
[N

RRER AR ERREE

[ata

n

e
Modify Delete -
aw
B b4 —
™ %]
% M
M
% = A
% M =
M M =
R
M M
M =] o]

-

Tools  Action
Department
Resource

Tirne profiles

Skill

Tazk

Client

Ternplate

Category
Unawvailability
Unawvailability status
Group

User

Customised fields

Current use of the schedule

Those functions are currently used on the schedule: a user will be allowed or not to create events, to

delete them, to update them.

Current use of the schedule

Consult Add Modify Delete

Task
Unavailability
Event
Unavailability
Context
Indicator
Milestone

Find Statistics PivotTable

Copy/Paste Printing Selection/Creation mode

Force assignment Force constraint Force skill

Available fields Corresponding fields in the software

List of tasks

Data -> Task

List of unavailabilities

Data -> Unavailability

Event

Direct modification on the planning board

Unavailability Direct modification on the planning board
Context Access to the context feature

Indicator Access to the indicator feature

Milestone

Search - Find Edit -> Search

Statistics Tools -> Statistics

Pivot Table Tools -> Pivot Table
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Copy/Paste

Edit or right click on an event or on an unavailability -> Copy +

Paste

Printing

File -> Print + Print preview + Print configuration

Selection / Creation Mode

C'_'DQ'-';LI?IJ! D)@

Force Context

Force the creation even if a resource is already busy

Force contraints

Force the creation even if the contraint is not respected

Force Skill

Force the creation even if the resource does not have the skill

Advanced functions of the schedule

Advanced functions

Split To split

Availability

Task locking Task unlocking

Those functions must be used by trained users!

Available fields

Corresponding fields in the software

"% New Event
& New Unavailability
Open E
Print
Split Category
Client
2 Lock E
Link ...
Copy
Split
To Split Edit -> To split
Availability Edit -> Availability
ik
:00-13:00
% MNew Event

Event Locking / Unlocking

Mew Unavailability

Open
Print
Category
Client

2 Lock

=T

For each window "Client", "Resource”, etc...

most of the fields of each window.
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General lF‘.esnurce ] Client] Options ] Euent] Unavailability ] P‘ru::jev:t]

Userg|
Internal set up

Database
Purge

Definition of the structure

Department
Resource
Profiles

Skill
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Tab "Resources”

General Resource lCIient] Options ] Eventl Unavailability ] F‘rojeu:t]

Tabs access Tab Information
Information Visible Accessible

Slots Type
Unavailabilities
Skills

History

&l
&l

Label

&l
&l

Colors

&
&l

Department

&
&l

Hourly Cost

&
&

Shared agenda
MName

&
&

Access to fields =

B [
® A

Human resource ID number

Human resource 1 Address

&
&

Human resource 2 Postal Code

&
&l

Human resource 3 City

&
&l

Material resource State

&
&l

Material resource 1 Country

&
&

Material resource 2 Phone

&
&l

Material resource 3 Mobile

&l
&l

Email

&
&l

To sort

&
&l

Manager

Do not display

&
&

Fixed [ Floating

&
&l

Cancel

Each resource has a personal card. For each information, users rights can be assigned.

Access to the tabs: the tabs of the card are accessible or not

Tab Information: For each fields of this tab, it is possible to give a right to visualize and a right to modify.
"Human resource” and "Material resource” are tabs with additional fields customizable that can be created
on the resource card from the menu "Data” -> "Additional fields".
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Tab "Client”

General ] Resource  Client lOptions ] Event] Unavailability ] Project]

Tabs access General Tab
General Visible Accessible

Type
History »
Client equipment

Events Mumber

Company

&
]

Caolor

& & A
[ & E

Access to fields
Contact

&l
&l

General Tab
[ Tab1
[«]Tab2
[]Tab3

Address

&
]

Postal Code

&
&

City
State

&l
€

& A&
&l E

Country
Access to all dients
Floor

&
&l

Building

Y]
€

Door code

&
]

Phone

&
Y

Mobile

&
&

Fax

&
&l

Email

&l
€

Web site

&
]

Hide

&
&

Cancel

Each client has a personal card. For each information, users rights can be assigned.
Access to the tabs: the tabs of the card are accessible or not
Tab "General”: For each field of this tab, it will be possible to give rights of visualization and accessibility
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Tab "Options"

General ] Resource ] Client Options lEvent] Unavailability ] Prnject]

Data

[ Timetables
Display

[ Task
advanced
Qutlook

User

You can give access or not to the tabs of the menu "Tools" -> "Options”:
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Tab "Event”

General ] Resource ] Client] Options Event | Unavailability ] Project]

Tabs access General Tab Visible Accessible  Mandatory

General Project O
O
O

]
&l

Subproject

&
]

Billing
Parameters
Place Resource

ik Percentage

Category

Task

& E K E
Kl B Kl El

Access to fields
General Tab

Tab1
[+~ Tabz
[~ Tab3
[ Taba
[+~ Tabs

Beginning date

]
&l

Beginning hour

&
]

Ending date

]
&l

Ending hour

]
&l

All day

&
]

Slots

&
]

Recurrence

]
&l

Description

Public

Duration

&
]

Break

&
]

Reminder

]
&l

Periodical Event Comments

&
&
O

Delete the serie Client

& A
& &
O O

Equipment

]
&l

Achievement

Achieved

&
]

State

]
&l

Cancel

Tab1, Tab2 and Tab3 are tabs with additional fields customizable that can be created from the menu
"Data” -> "Additional fields". The tabs "Billing", "Parameters” and "Place" appear only if they are activated
on the menu "Tools" -> "Options".

Note that some fields as the event label or the project name can be mandatory to fill.
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Tab "Unavailability"

General ] Resource] Clientl Options ] Event Unavailability lPrUject]

Visible Accessible
Unavailability
Resource
Beginning date
Beginning hour
Ending date
Ending hour
All day
Slots
Recurrence
Duration
Break
Rerminder
Comments

State

AR A AR E A AR E A E
A ARAAARAEAA AR R A E

Description

Public

Cancel

For each information of the unavailability window, access rights can be assigned. For each field of this
tab, it will be possible to give rights of visualization and accessibility.

Once all your groups registered with specific rights, you can create the users.
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Creation of the users

From PlanningPME, go to the menu "Data” -> "Users". You can create a login and a password for each user.

ser(s) (2 x
User Group
Adrnin Admin !
userl groupe 1
Add
Modify
Delete
Copy
Ask the user to enter his password
| Automatic authentication
[ ] complex password
Cancel
X
* Enter a login
Login: iser ] Enter a password
Password: Confirm the password
Please confirm P ASSign a group to this user
word: . . .
Your pEsser Mobile Access: to have this user on the mobile
Group: |gr0upe 1 V| . .
application
[Mobile access ' . . .
Reaing scces Select the department(s) this user can visualize.
Select the department(s) the user will have access
Departments Commercial . L.
in writing
Writing access Select the resource that corresponds to the user if
Departments N needed
Resource: |Adam ~ |
Clients : | v|
EMail :
Concel
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You created a new user with specific rights on the schedule.

Uzer Group
Admin Admin
Arnaud Admik
ger 1 goupe 1

Add

td odify

e ow

Delete

Ak the user to enter his pagzword

Automatic authentication

[ Complex password

o
-

| Canicel |

Tick on the box "Ask the user to enter his password" for users rights to be activated while opening the
schedule.
Next time you open PlanningPME, a login and a password will be asked.

PlanningPME Cricn *
J U U\
— FlanningPME Orion
User ; |Admin - |
Password: | |
| oK | | Cancel |

Depending on your rights, you will have an access limited to the schedule.

Automatic authentication
If your user name is the same as your Windows user name, you will not have to enter a password. Your
rights will be automatically taken into account while opening PlanningPME.
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Give access to only one resource

If you assign the user to a resource on the planning board and that you do not select anything departments

for reading and writing access, then this user will see the planning of this resource only.
3 PlanningP ME Orion - Z:\ExemplePP

File Edit View Data Tools Action

lj 157 - Ir | | Al departments - V|| BMResowree ~ | @ | | 5 skl v || Task ~ | | EE category -
Resource Weekly 4 | lundi 9 novembre 2020 D'| v Qe e @ Client v || % Unavailabiity v |G~ (B~
Calendar * == v = November 2020
= Y -
4 novembre 2020 » 4 Week 46
LU MA ME JE VE SA DI M T ‘ w T
s 26 27 28 29 30 M 1 9 10 n 12
s 2 3 4 H 6 7 8 Humber of trainings 1 1 0
% 9 10 11 12 13 14 15 Total workload (%) 100% T2% 87% 85%
# 16 17 18 19 20 21 22 v Installation
< > Day off Day off

Select or deselect all departments
Right click at the top of your drop down list of department to save time checking on or off all boxes.

Reading acces

Departments Commercial

Writing access

Departments .
DAII departments
Resource: ’ DCommercial
[JTechnical
Clients :
EMail :

Access rights to clients

You can limit the planning by clients: Then, when the user opens the planning, he will not see events
allocated to other clients.

From the menu Data -> User, you can now limit the list of clients per user.
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Lagir: |Amaud |

Password: | L ] |

e K |

Group: | Adriin ~|
[ Mobile access -

Reading acces

Departmentz | Commercial - |

“writing access

Departments | Commercial - |

Resaurce: |.-’-‘«rnaud EMILE ~|

Clients : |_ BITss - |

[~ FMA
[~ Societe DS

[T TargetSkils | |

[~ TargetSkils Siége Nl

NB: You will first need to create a group with a minimum condition: « Access to all clients » must be
unchecked.

Group x
General | Resource Client |O|:|tions | Eventl Unavailability | Projectl
Tabs access General Tab

General Visible Accessible
Type

&
]

History
Client equipment

Events Mumber

Company

Color

K R A
K KA

Access to fields
Contact

&l
i)

General Tab
[ Tab1
[#]Tab2
[ Tab3

Address

&
i

Postal Code

&
i)

City
State

Ky
& &

Country

® &
]

Access to all dients
Floor

]
]

Building

&l
i)

Door code

&
K

Phone

&
i)

Mobile

]
]

Fax

&l
i)

Email

&l
]

Web site

< A
& &

Hide

Then, when the user opens the planning, he will not see events allocated to other clients.
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Examples of permissions
You can create those kinds of permission for example:

-> Rights to visualize the schedule of two departments and to modify the schedule of one department
-> Rights to create unavailabilities and not events

-> Right to modify comments of the event but not the other parameters of the event.

-> Rights to visualize the details on resources.

Offline Mode

We now added a new feature that allows you to work off-line with your planning!

Indeed, if you are not connected with your network (disconnected from your database), you will still be
able to create and modify events and unavailabilities on your schedule.

While reconnecting to your network, events and unavailabilities will be synchronised and there will be a
check for conflicts, if any.

Minimum requirements

This feature is working only if you have a SQL-Server database. The off-line mode is not working if you
have a MS Access database (pp file).

We can migrate your database from MS Access to SQL Server. Contact us to have more information.

When you are disconnected from the database, PlanningPME is creating an offline database.

PlanningPME is creating the offline database...

Once the creation done, you wil then be able to use PlanningPME to
visuglise, add, modify and delete tasks and unavailabilities
according to your users rights.

% I

Copying events and unavailabilities ...19/86

Resume

Database SQL Server

Activation Create Groups and users

When Offline

You can Create events and unavailabilities

You can not Create new clients, projects, resources etc...

How to activate this feature?

Note that the Admin Group can not have access to the “Offline” mode as this feature is desactivated by
default. You will then need to create a new group and some users as described below.
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Menu Data -> Group

By default, this option is not activated on the users rights. So, you need to give the users permission from

the menu Data -> Group

Advanced functions
[ 5plit Divide Availability Locking Junlocking
n-Split Shared agendas Signature
[]offine not allowec  Timeout (s) 15 - Days before 0 Days after

Deselect “Offline unauthorized”.

Timeout: Specify the frequency of the tentative of reconnection to the database when offline

Days before / Days after: Define the period of synchronisation of events

You can synchronise a maximum period of 90 days before and after current date.

Menu Data -> User

Then, create a user part of this new group created from the menu Data -> User.

Do not forget to select the option “ask the user to enter his password”.

User Group
Admin Admin !
John Admin
Marie-Lou offline
Paul Admin
Add
Modify
Delete
Copy

Ask the user to enter his password
v Automatic authentication

[ ] complex password

carcel
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Connect to the planning with your users rights
Then, you can open PlanningPME with your login and password:

anningPME Orion X
— FlanningPME Orion
Lser Adrmin -
Password;:
QK Cancel

When is the offline database created?

The Offline database is created when you close PlanningPME or when you are disconnected from the

database.

How can | see that | am offline?

You can see that you are offline when you see this icon here:

IE- Y &

You will also get this message as a local database is then created on your computer:

m
=1
(=)
3
(=)
]
m
[=]
i
3
m
o
o
=)
=1
m

PlanningPME is creating the offline database. ..

Once the creation done, you will then be able to use PlanningPME to
visualise, add, modify and delete tasks and unavailabilities
according to your users rights,

%= I

Copying events and unavailabilities ...35/96

What can | create when | am offline?
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-> You can:

The user can Add/Modify/Delete events and unavailabilities depending on his users rights.

-> You can not:

The user can not Add/Modify/Delete resources, customers and projects (Settings that are in the menu

Data basically).

The user can not get an event off a recurrence.

How are conflicts handled?

If no users make modifications on the events that you changed, your modifications will be applied directly

when you are back on the online planning.

If another user change the same events, then this conflicts window will open:

Conflicts

g PlanningPME detected conflicts with the reference database, select operations by clicking on the check boxes and then preszing the
0K button,

Base Date Hour Operation Type Label Beginning End Key User 0K

21/03/201415:46  Update Assembly 17/03/2014 09:00 19/03/2014 18:00 6 Caroline
OnLine 21/03/2014 15:46  Update Task Assembly 02/04/2014 02:00 03/04/2014 18:00 6 Sandrine [m]
B Key19
Offline 21/03/201415:44  Update Task Installation 18/03/2014 00:00 19/03/2014 23:59 19 Caroline [m]
Online 21/03/2014 15:46  Update Task Installation 26/03/2014 00:00 26/03/2014 00:00 19 Sandrine =]

ok

-> You need to solve conflicts first before being able to work again online.

You can open the events via a double click to check details. Then, you need to select which modification

for this particular event should be applied.

On the print screen above, you have two conflicts: one for the event, Key 6 and another one for the

event, key 19.

You first need to select which change should be applied for each event to have the button “OK”

appearing:
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E PlanningPME detected conflicts with the reference database, select operations by clicking on the check boxes and then pressing the
OK button.

Operation

Offline 21/03/2014 1546  Update Assembly 17/03/2014 03:00 19/03/2014 18:00 6 Caroline ¥
Online 21/03/2014 1546 Update Task Assembly 02/04/2014 03:00 03/04/2014 18:00 6 Sandrine [m]
& Key:19

Offline 21/03/2014 1544  Update Task Installation 18/03/2014 00:00 19/03/2014 23:58 19 Caroline =]
Online 21/03/2014 15:46  Update Task Installation 26/03/2014 00:00 26/03/2014 00:00 19 Sandrine 1=

Then, your modifications will be applied.
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History / Tracking

You will know who created the event and all events modifications and even deletions

Activation and creation of the new menu “History”

From the menu Tools -> Options -> Event activate the option “Save the history of events modifications”:

x
Timetables l Display l Data Event ] Outiook ] User l advanced
Display
I:I Mumber of resources by default: (® Orly one () several
Display a percentage of assignment Display parameters tab
[pisplay a button Availability Display invoidng tab
[pisplay a break time Event reminder using a date
[ Activate status for tasks Activate status for unavailabilities
[ Activate categories
Controls
Assign only one event at the same time to one resource
— [CJForbid the creation and the modification of events prior to the present day [Josj11/2020 ~
Sawe the history of events modifications
Do not add new labels [ Ask for the duration to plan
Flanned [ Achieved
[Jpisplay the percentage of achievement [pisplay the duration achieved
Color when overdue I - Color when [
MNotifications
[] Activate notifications
OK Cancel

Then, you will have a new entry “History” from the menu “Tools”.

NB: Note that this new menu can lower speed performances of PlanningPME as it records all creations,
modifications and deletions within PlanningPME. We advise you to copy and then purge your data

regularly.

Information available on the “History” menu
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Filter |

Drag a column header here to group by that column.

DATE HOUR | OPERATION | TYPE LABEL BEGINNING END PE... |KEY |USER PR... | CLL..| CA... |RESOURCE STATE
05/11/202... Update Resource Mel Mo 5 Admin weak :
05/11/202... Update Unavailability Day off 11/11/202... 13711/202... Mo 294 Admin Weak John 3-Approved
05/11/202... Update Resource John No 1 Admin Weak

05/11/202... Update Unavailability Day off 13/11/202... 15/11/202... Mo 294  Admin weak John 3-Approved
05/11/202... Update Unavailability Day off 15/11/202... 17/11/202... Mo 294 Admin Weak John 3-Approved
03/11/202... Update Resource Adam Mo 2z Admin Weak

03/11/202... Update Task Appointment 11/114202... 11/11/202... Mo 14 Admin Tar... Weak adam

03/11/202... Update Client Target Skills Mo 1 Admin Weak

03/11/202... Update Task Appointment 11/11/202... 11/11/202... Mo 14 Admin Tar... Weak Adam

03/11/202... Update Task Training 09/11/202... 09/11/20Z... Mo 18 Admin Tar... Weak adam

03/11/202... Update Task Installation 10/11/202... 10/11/202... Mo 28 Admin PE.. Weak Adam

03/11/202... Update Task Repair 10/11/202... 10/11/202... Mo 7 Admin Tar... Weak Adam

03/11/202... Update Client PPMENL Mo z Admin Weak
Purge the elements before : 06(11/2019 B~ Purge Copy

This window shows all creations, modifications and deletions done on an event, project, client and

resources with that different information:

Date Hour: Date of the operation

Operation: Type of the operation: Creation, update or deletion
Type: Task, unavailability, resource, client, resource

Begin: Task/unavailability beginning date and time

End: Task/unavailability ending date and time

Label: Label of the task, resource, client, project or resource
Key: ID

User: User login if activated

Functions available within this new window

Filter the list easily
Type the keyword on the filter and the results will be filtered rapidly.
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Filter app|

Drag a column header here to group by that column.

DATE HOUR | OPERATION | TYPE LABEL BEGINNING END
05/11/202... Update Unavailability Day off 11/11/202... 13/11/202...
05/11/202... Update Unavailability Day off 13/11/202... 15/11/202...
05/11/202... Update Unavailability Day off 15/11/202... 17/11/202...
03/11/202... Update Task Appointment 11/11/202... 11/11/202...
03/11/202... Update Task Appointment 11/11/202... 11/11/202...
03/11/202... Update Task Appointment 16/11/202... 16/11/202...
03/11/202... Update Task Appointment 11/11/202... 11/11/202...
03/11/202... Update Task Appointment 16/11/202... 17/11/202...
03/11/202... Delete Task Appointment 18/11/202... 18/11/202...
03/11/202... Creation Task Appointment 16/11/202... 17/11/202...
03/11/202... Creation Task Appointment 17/11/202... 17/11/202...
03/11/202... Creation Task Appointment 19/11/202... 19/11/202...
03/11/202... Update Task Appointment 16/11/202... 16/11/202...
Purge the elements before : 06/11/2013 B Purge Copy

Order the list chronologically:

Click on the top of each column to order the list as you want.

Purge the list:

Too many data here can lower your planning. You can purge regularly the results here so that next time
you connect to this menu, the list will be shorter and will be displayed more rapidly

Purge the elements before : 06/11/2019 E~ Purge

Copy the list:

Copy
Copy / paste the results to an external file like Excel via a button

Users rights permissions
The access to the new menu can be allowed or not within users permissions.
Indeed, if the user does not have the permission, he will not be able to see the report.

Data tracked

History of an event

Assigning access rights to your users, you will know the tracking for each events: creation date and all
modifications done.

This information appears when you click at the left bottom side of the event window on “History”.

Tutorial PlanningPME Desktop version

-195 -



General |Parameters ] Biling ]

A
Task [nstsllation - 100 £
Client : - Q
Resource : *) Only one Several -
Installation

Beginning : |E|9J"1 12020 [E= ||IU:3D = All day ¢ Recurrence

End * |ogf11/2020 (B ||1?;30 2 Marning Afternoon

Duration 700 (H)  1.000 dayl(s)

Reminder :
0 characters
~
Y]
History .. 0K Cancel
Then, details on this event will show:
Hictary (27 (15 b
Filter |
Drag a column header here to group by that column.

DATE HOUR | OPERATION | TYPE LABEL BEGINNING END PE... |KEY |USER PR... | CLl...| CA... |RESOURCE STATE
03/11/202... Update Task Installation 25/09/202... 25/09/202... Mo 2 Admin Weak

03/11/202... Update Task Installation 04/09/202... 04/09/202... MNo 2 Admin Weak

26/03/201... Creation Task Instalacién 23/03/201... 23/03/201... Mo 2 Admin Weak

History of a client
All creations and modifications on clients can be tracked when you click on “History” at the left bottom

side of the client window. To track the deletion of a client, you will need to go to the menu History

directly.
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Filter |

Drag a column header here to group by that column.

DATE HOUR | OPERATION | TYPE LABEL BEGINMING END PE... |KEY |USER PR... | CLl..|CA... | RESOURCE STATE
03/11/202... Update Client Target Skills No 1 Admin Weak
03/11/202... Update Client Target Skills No 1 Admin Weak
03/11/202... Update Client Client1 No 1 Admin Weak
03/11/202... Update Client Client1 No 1 Admin Weak
03/11/202... Update Client Client1 No 1 Admin Weak
26/03/201... Update Client Client1 No 1 Admin Weak
26/03/201... Update Client Cliente1 No 1 Admin Weak

History of a resource

All creations and modifications on resources can be tracked when you click on “History” at the left bottom
side of the resource window. To track the deletion of a resource, you will need to go to the menu History
directly.

History of a project

All creations and modifications on projects can be tracked when you click on “History” at the left bottom
side of the client window. To track the deletion of a project, you will need to go to the menu History
directly.
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Advanced data settings

Contexts management

We now have a new kind of event named "context” that allow you to add another dimension to the
schedule. Indeed, you can define where your employees work every days and then, within the context,
you can schedule appointments. For example, if you need to manage medical appointments with doctors
on different hospitals, you can first define on which hospital each doctor should work each day and then,
create appointments within this context.

3 Plann ngPME Orion - ChUsers\miredon\Desktoph\TEST.pp - Admin

File Edit View Data Tools Action 7

!. 15 fr | | Al Services | ||| BResource ~ (@@ | | & skil -

Resource Weekly . | jeudi 25 féwrier 2021 [@~ | v Q&)@ Client ¥
Unavailability bt e m February 2021
LABEL = 4 Week 8
Days off F
Sick leave 26

Number 1 4
T
John White 1
Paul Grant
Lucy Kidman E ‘I Days off
Megan Cox
— ! Training Japanese
Daniet it T Mewtask Il'-'-eer}
‘-; MNew unavailability
Jackie Washington B Mewcontext
Jocel Dy d : Appointment él
yne Duran !
Task x .
LABEL TIRME Christian Damon
Appeintment
Excel Ben Craig “Training
Meetina

Activate contexts

First, activate the option from the menu Tools -> Options -> Data and select "Activate as".

- Activate contexts

You now have a menu "Context" under "Data”.

Add, modify or delete the list of contexts

To define a new context, press the button "Add".
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Add Modify Delete

LABEL
Homeworking
Training Japanese

Training Russian

You can then type a label for example "Hospital Chocolate” and define if this new context will be available
for all departments or only some of them. So, on the planning, if you have writing rights on one
department only, then only contextss defined for this department will be available while creating a new

"context” on the planning board.

*
General
~
Label : -
Resource *) Only one Several Megan Cox -
Homeworking
Beginning : 26/02f2021  [Elw | 09:00 : | All day 42+ Recurrence
End - 26,:’024"2021 Dv 18:00 :
Duration roc={ (@
Reminder :
W
. >
oK Cancel

To change the text and background color, select the label on the list and change the colours directly from

the "text" and "background” colours buttons at the bottom of the window.
To modify a context, double click on it on the list or right click and select "Modify".

To delete a context, select it from the list and then press "Delete”.

-199 -

Tutorial PlanningPME Desktop version



Create, modify or delete a context

On the schedule, a context will be represented by a colored rectangle with dash dots as lines. To create a
new "context”, right click on the planning board and select "New context”.

*
General
)
Label :
Resource : *) Only one Several Megan Cox
Homeworking
Beginning : 26/02/2021 [Ev | 09:00 2 lalday £ Recurrence
End *) |26/02/2021 [~ | 18:00 =
Duration 100> D)
Reminder :
e
. Mew task .
Mew unavailability < ?
ﬁ Mew context oK Cancel

The "Context” window will then open. You can select a label on the drop down list or type directly a new
label here. If you type a new label, it will be recorded on the menu Data -> Context.

Then, you can define beginning and end dates and time and even create a recurrent event if needed.

You can now see that employee Mark will work at hospital Alpha on that day:

Training Japanese
Mew task IH-HQ}
= Mew unavailabi ity
ﬂ Mew contet

To modify a context, right click on it and select "Open”.

To delete a context, right click on it and select "delete".

To copy a context, right click on it and select "copy” and then paste it with a right click and then "Paste”
on another day and/or resource.

Display contexts of a department only
As mentioned earlier, you can define a context to one or more departments. Then, when filtering on one

department on the planning board, when you create a new "context” only contexts of this department will
appear on the drop down list.
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3 PlanningPME Orion - C:AUsers\miredon\Desktop\TEST.pp - Admin
File Edit View Data Tools Action ?

!. 157 Ir | | Al senvices V|| MResource  ~ [ @ | | & Sal v |[55 Task + | | & category -
Resource Weekly 4| jeud 25 fewier 2021 @ | |[iLH|QT| S 0@ Client v ||TaUnavalabiity ~ ||/GB v (B~
Unavailability x B v m February 2021
LABEL B 1 ieek 8
Days off B s H M
Sick leave % 27 28 1
Humber 1 4 0 0 0
John White
Paul Grant X
Lucy Kidman Es=z]
~
Megan Cox Label : <
Resource :
Daniel Pitt
Jackie Washingtan Beginning : 26/02/2021 [@~ |0s:00 2| MlAiday 7 Recurrence
End *) |26/02/2021 [E ||18:00 = oming || After
Jocelyne Durand -
Task x
Duration od= @
LABEL TIME Christian Damon
Appointment Reminder ;
Eed Ben Craig “Training
Meeting
=g Francois Biting
Kevin Hanks l Sick
: v
Marieen Perry | Q N
Room1 3 Cancel
Room2 : IMeﬂ}
Room3 :
To plan (0)
BEGINNING DATE ENDING DATE BEGINNING HOUR ENDING HOUR DURATION (H) LABEL RESOURCE

Intuitive typing

There are no items to show.

Intuitive typing is also activated on the drop down list of contexts. When typing the beginning of a label,
the program now suggests some of the labels pre-registered in order to save time.

Create some events and appointments within a context

You can then create some new appointments within this context drawing a box with your mouse.

Megan Cox

| Excel

| Mee i+ ainine Japanese

Daniel Fitt |

Appointment

Access rights to contexts defined per user

With the users rights management, you can define who can manage contexts: add, modify or delete rights.
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General ]Resource l Client] Options ] Event] Unavailability l Projev:t]

Internal set up

Database
Purge

Registration of the licences

Rights of users
Category

State

Public holidays
Additional fields

Definition of the structure

Cansult Add Modify Delete

Department

Resource

Profiles

Skill

Teams

Client

Project

Constraints

Template

Context |
Dimensions ||

Current use of the schedule

1

NEMARNEE S HEEEEE R EE]
=
=

REMREERRE RRREERER-DRR—ERR
i

|
Days off Add Madify
Labels and formats Task
Options Unavailability
Description Event
Import Unavailability
mpaor
| Context |
Export .
Indicator || ||
History Milestone
Notifications Find Statistics PivatTable
Synchronization - . )
Copy/Paste Printing Selection Creation mode
Force assignment Farce constraint Force skill
Advanced functions
[eurst Divide Availability Locking Junlecking
Split Shared agendas Signature
Offline not allowe  Timeout (5) 15 Days before 0 - Days after 0 -
View
Resource [ Task Client Project Map Agenda List
oK Cancel
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Events dependencies - Gantt chart

It is possible to manage events dependencies with PlanningPME and to precise a delay between each
event.
Visualisation on the planning:

w T
18 19

-

Delivery
’_. 1.0 day(s) 03:00-18:00

Maintenance
y 1.0 day(s) 09:00-18:00

When an event is shifted on the planning, the following linked events are shifted as well.

Activate this option

Option to activate in the menu Tools -> Options -> Event and select “Events dependencies”.
Froject

m [ ] Activate projects

Ewvents dependencies

With automatic zhift

Add, modify, delete a link

Create a link
-> Right click on the events
Go to the first event, right click, select Link

Fle Edt View Data Tools Action ?
L e 7 | | Alservices || V|| Mresource ~ [@ | | & sl v [
s . NEREBe@e Lo |5
Unavailability x < February 2021
T e
LABEL < ek 8
Bays off F
Sickleave )
Number 2 5
John vinite:
Pau Grant
Lucy Kidnan | T
Iegan Cox
Excel [jiee ©fainine Jadanese
Daniet itt —
Jackie Washington
)
Jocetyne Durand ‘Appointment
Task x W
LABEL v Christian Damon
[ppointment
= BenCraig
Meeting
[einng) Francais biting
Kevin Hanks
Marieen Perry :
: Category
Roomt ; Task statu »
H Client »
Room2 ; IM.e £ Link.
! Cop)
RO H Burst
Ab Spit
To plan (0) Q Delete
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Then, go to the second event and select ...to

l:la'ig “Training
“a  Mewtask
Frangois Biting o Mew Unavailability
H Mew context
Kevin Hanks ‘I B Open
Print
Marleen Perry
Category 3
Task status b
Room1
. Client 3
Room2 : & Link..
: .. to
Rooms3 : Copy
- Burst
Hb  Split
e Delete
CRINIKT MATC DCZIKIRIRT LM D
Results:
= = [| I'= A

The black arrow shows that the events are linked.

Delete a link
Click on the arrow directly and select delete:

Link between tasks X
LY
Previous Maintenance \h\k
Mext Appaointment
Minimum delay | 5 > |Day{s}| e |

Delete Cancel

You can also remove a link easily in PlanningPME from the “Successors” window of the event:
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Event
General I Details I Equipment Links

Predecessors

Beginning End Task Delay Resource

I Successors I

Beginning End Task Delay Resource
25/11/2020 to 1... 25/11/2020to0... Appointment Oday(s) Tim

Define a delay between the events

You can also precise a delay between two events clicking on the arrow. This windows appears:

Link between tasks X
LY
Previous Maintenance %
e Apeeintmont
Minimum delay | i = | Day(s) |

Delete Cancel

When a delay is specified, the arrow colour changes from black to red.

Iii:.-l iﬁi" i. iil

Visualize the direct successors of an event
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When you open an event, you now have a tab “Successors” that show you all the direct successors of an
event:

General ] Details ] Equipment Links

Predecessors
Beginning End Task Delay Resource
Successors
Beginning End Task Delay Resource
25/11/2020 to 1., 25/11/2020to0... Appointment Oday(s) Tim

NB: You cannot add or delete any links from here.

Hide the links on the planning board

You can hide the links if your planning is too crowded via the command CTRL + L. then, this icon will
appear on your event linked:

Appointment
1HOO 11:00-12:00

Shift events on the planning board

Rules while shifting an event

1 -> While shifting an event in the future, previous events are not shifted. Only successive events are
shifted.

2 -> While shifting an event in the past, previous and next events are not shifted. If you shift an event in
the past and you do not respect the delay specified with the previous event, the software will not let you
shift it.

3 -> If a delay is specified, the delay is kept while shifting an event.

4 -> While shifting an event, there is no search for availability: if the resource already has an event
assigned, there will be two events displayed for the same day.

Example:
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e b

5 -> While shifting an event, there is no search for availability: if the resource already has an event
assigned, there will be two events displayed for the same day.
Example

Meeting
1.0 day(s) 09:00-1¢

Paul VIGOT

Appointment
1.0 dayls) 08:00-1
Denis EMART
Developpment

‘ 2.0.day(s) 0:00-18:00

Reémi ALBERT

Meeting
1.0 day(s) 09:00-1¢

Paul VIGOT

Appointment
0.0 day(s) 09:00-1
Denis EMART
Developpment
‘ 2.0 day(s) 03:00-18:00
Rémi ALBERT

On the example above, when we shift the green event:

- The brown event is shifted as well as it is a successive event
- The yellow event do not move as it is a previous event

Events template

Definition of a template
An events template is a list of events with different durations and linked information like delay between
events.
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Project 005 Te
#7INOGES

Paul G Project 005 Installation
ul Grant KONOGES

Project 001 Tests
ACTEMIUM LILLE DIGITAL

John White

" ¢ Project 007 Development
e D1 ANNINGPME CANADA
Project 007 Tests Projec
Daniel Ritt .

Project 001
ACTEMIUM PLANNINGPME CANADA | Install
[ |

Jackie Washington

Jocelyne Durand

Project 003 Development ‘
I )

Christian Damon |

Een Craig
Frangois Biting
Kevin Hanks

Within some industries like manufacturing, garages, calling predefined events templates are necessary
when having a new job to complete in order to save time avoiding creating one by one the events
allocated to one type of job.

Create a new template

Go to the menu Data -> Templates and click on "Add".

Template X

A e Uit

N | TASK DURATION | PREDECESSOR DELAY RESOURCE ()
1 Study

2 Development
3 Tests
4 Training
5

3 0
5 1
1 2
1 3
1 0
& 1 0
7 1 0
8 1 0
9 1 0
1 0
1 0
1 0
1 0
1 0
1 0

o o o o o o0 o o0 o000 00 ojio

Carce

Label: Give a name to your template

Unit: Select the unit for your events: Minutes, hours or days
| day[z] -|
day(s]

= hour(z) F

minLte(z]

This unit will then be applied for the event duration and the delay between two events.
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N°: This is the event number

Task: Select your task on the drop down list. This list is the one you have on the menu “Data” -> “Tasks”

ihctivation P
Appointment
Audit

Delivery
Developpment
Intervention
Maintenance
Meeting

Meeting Afterncon
Meeting Morning N

Duration: Specify the duration for each task

Predecessor: This field is not mandatory. You can precise here the predecessor of the task giving the
number of this task. The two tasks will then be linked. In the example below, the task “programming” is
linked to the task “Analysis”:

MN® | Label Duration | Predecessor Delay Resource
1 Meeting 1 0

2 Specifications 2 1

3 Developprent 5 2 0

Delay: Delay between this event and its predecessor. This field is not mandatory. When you specify a
delay, it appears in red on the planning board. In the example below, the task “programming” is linked to
the task “Analysis” and the delay is 2 days:

M® | Label Duration | Predecessor Delay Resource
1 Meeting 1 0 0
2 Specifications 2 1 1
Developpment 5 2 0

Meeting Developpment

1.0 day(s) 09:00-1¢ 5.0 day(s) 09:00-18:00
Arnaud EMILE

L+

Resource: This field is not mandatory. You can assign each event to a resource by default. Then, while
putting your template in production on the schedule, each event will be allocated to a resource by
default:

Tutorial PlanningPME Desktop version

- 209 -



N | Label Duration | Predecessor Delay Resource "
1 Meeting 1 1] 0 Arnaud EMILE -
2 Specifications 2 1 1 Jean LUTTI
3 Developprment 5 2 0

Meeting Developpment

1.0 day(s) 09:00-1f 5.0 day(s) 09:00-18:00

Arnaud EMILE

Jean LUTTT

You then have this kind of events template:

-/I I Label Specific Developpment rit day(s] |
N® | Label Duration | Predecessor Delay Resource €
1 Meeting 1 ] 0 Te Plan Tech -
2 Specifications 2 1 1 To Plan Tech
3 Developprment 5 2 ] To Plan Developpment
4 Test developpment 2 3 0 Te Plan Developpment
5 Delivery 1 4 0 To Plan -
6 1 0 0

You can create as many templates as you want:
You can see the duration for each template that is the sum of the duration for all the events of one
template.

Note that you can copy an already existing template in order to save time. To do so, just select the
template and press “Copy”. The template will then be copied and you can adjust it and rename it.

Creation of a new “job” from a template

Creation

In the planning board, right click and select “template”. Then, the list of all your templates will
be displayed and you can select one of them.

Template * Specific Developpment
& New Event Template 2
e New Unavailability
‘; Paste

Then, this creation window appears:
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General l Links ]

Project ; - ||
Template Template 1 N

Client : JET INFO - Q
Resource ; *) Only one -; -

Beginning : 09/11/2020 [@~ |0%:00 < [“]alday
End 20/11/2020 [E~w | 18:00 =

Duration e |10 = D)
Achieved 0 = @)
Achievement 0 1 %
0 characters Reminder :
~
W
< >
History... . —

You can specify the following information:

- Project Name

- Template

- Client Name

- Resource name: Only one resource can be assigned.

- Beginning date: the end date is calculate automatically from the events template.
- Comments

Then, in a first time, on the planning board, only one first event will be drawn:

KN

11.0 day(s) 09:00-18:00

Denis EMART

Production
Then, once you want to put your new job in production, you just need to right click and then select
“Production”:

Your job will be divided into the different events you defined in the template.
Then, you can assign the different events to your resources and adjust your schedule.

Create all jobs directly while assigning the template
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You can activate this option in order to create
“Produce”.

all the events directly skipping the step

Template Duration
Template 1 10 Days

4
Add
Modify
Delete

Copy

Create all the tasks directly while assigning the template

X

Rename “Template” and “Production”

In order to adapt PlanningPME to your activity, you can rename the label "Template” and "Production”

from the menu "Tools" -> "Labels and format"

Hide links

You can also hide the links of your schedule pressing the keys « CTRL + L » in order to have a good

overview of your schedule.
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Assign all events to one resource

If you need to shift all the events into one resource, just right click on one of the linked event and select
“Assign to”. Then, all events will be assigned to the resource selected.

Delete one event or all linked events
You can decide to delete either one linked event or all the events linked.

To do so, right click on the event and select “Delete”:

Then, you will get this message:

g
if you press “Yes”, all the events linked will be
o Do you want to delete all the events linked? deleted.
If you press “No”, only the event selected will be
deleted.

Yes Mo Cancel

Advanced IT functions

Synchronization with Outlook
You can synchronize both ways from PlanningPME to Outlook and from Outlook to PlanningPME.

Activation of this option

From PlanningPME, go to the menu « Tools » -> « Options » -> « Outlook ». The following window appears.
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Timetables ] Display ] Data l Event Cutlook lUser l advanced ]

Mailing box
. EMail : O smTP (®outlook [ ]Send an invitation &

b

Fields Subject
Body

Copy:

Mabile

Sent to (®) Resource () Client (C)Both
[Ipisplay the message before sending it

[] attach the mission sheet

—

Outlook

Authorize synchronization with Outlook Fields

[l Exchangs

Do not synchronize events older than 30 = Days

A

Freguency of synchronization (mins) 10 -

You are |Adam e

From PlanningPME to Outlook
[ synchronize all to:

From Qutlook to PlanningPME
[ synchronize all appointments
[ synchronize &l tasks

oK Cancel |,

Tick on the box « Authorize synchronization with Outlook ».

Fields
Select the fields you want to synchronise clicking on the button “Fields”

Do not synchronise events older than
Select the time period: All events older will not be synchronised.

Frequency
Choose the synchronization frequency - Minimum: 5 minutes

You are

Precise who you are: Choose on the list of human resources your name. Events created for this resource
selected will be synchronized to your Outlook.
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Select the different options of synchronization from Outlook to PlanningPME: Do you want to synchronize
all appointments and/or all events from Outlook to PlanningPME?

Select the different options of synchronization from PlanningPME to Outlook: Do you want to synchronize
all events to Outlook Calendar or Outlook Events?

From Outlook to PlanningPME
You can synchronize all appointments and / or events from Outlook to PlanningPME.

Description

From Outlook, to PlanningPE
[ ] synchronize all appointments

[ JiSynchronize all tasks

Careful: All your events and / appointments will be imported the first time you activate this
option. Make sure you really want to activate this option.

Fields Synchronized

. Events marked as « Private » are not synchronized.

. Events not marked as “Private” are synchronized. Here are the details on the fields synchronized:

Outlook PlanningPME
Field 1 Subject Label
Field 2 Starting Date and Time Beginning Date and Time
Field 3 End Date and Time End Date and Time
Field 4 Comments Comments
Field 5 Reminder Reminder like shown here:
15 minutes b Reminder : \ﬁ

EXCEPT IF the option “Event reminder using a
date” is activated on the menu "“Tools” ->
“Options” -> Event

0800 = 13/05/2008 » | [] Remindss - Lj-

In that case, the reminder will not be synchronized.

Behaviour of the synchronization
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From Outlook, to PlanningPE
[ ] Synchronize all appointments

[ liSynchronize all tasks

Action in Outlook Consequence in PlanningPME
Creation of an event in Outlook Calendar Creation of an event if the option “Synchronize
all appointments” is selected
Creation of an event in Outlook Creation of an event if the option “Synchronize
all events” is selected
Modification Modification
Deletion Deletion
Creation of a recurrent booking Nothing created
Creation of a private event No event created

See point IV.4 to learn about the behaviour of the synchronization if users rights are activated.
From PlanningPME to Outlook

Synchronization of all the events

You can synchronize all events from PlanningPME to Outlook appointments or events.
Fram PlanningPME to Outloaolk:
Synchronize all to: @ Appointment Task
The events will be synchronized automatically to Outlook Appointments OR Events.

You also have the possibility to select task by task whether you want to send them to Outlook tasks or
appointments. See next chapter.

Synchronization task by task

To decide task by task which ones will be sent to Outlook, do not activate this option below:
Fram PlanningPME to Outloaolk:
Synchronize all to: @ Appointment Task

Then, on the planning board, for each task, you can decide if you want to synchronize them to Outlook
task or appointment with a right click, Outlook -> Synchronize to tasks or appointments.

You can also decide to stop the synchronization event by event with a right click -> Outlook -> Stop the
synchronization.
Fields Synchronized

. NB: Only events are synchronized. Unavailabilities are not synchronized.
The reminder is also synchronised:

| 15 minutes - Reminder :
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NB: If the option “Event reminder using a date” is activated, the reminder will not be synchronized in
Outlook.

Behaviour of the synchronization
Fram PlanningPME to Outloaol:

Synchronize all to: @ Appointment Task
Action in PlanningPME Consequence in Outlook
Creation of an event Creation of an event
Modification of an event Modification
Deletion of a task Deletion
Creation of an unavailability Nothing created

Creation of a periodical event Nothing created
Event gotten off the recurrence Creation of an event or an event

Behaviour of the synchronization when users rights are activated
1st scenario - Users permissions: Reading access but not writing access

Menu Data -> User
%

Login: Thierry ‘

Password: 111

Please confirm
your password:

Group: |Admin ~ |
[IMobile access m

Departments All departments

Reading acces

Writing access

Departments

This user can visualize all departments but do not have writing access to the departments.
It means that he is not allowed to add, modify or delete anything on the schedule.

So, if he tries to make some changes on his Outlook, here is the behaviour of the synchronization:

Action in Outlook Result
Creation of an event or an event in Outlook Nothing created
Modification of an event or event in Outlook No changes in PlanningPME - At the next
synchronization, the event modified will be back to its
initial place.
Deletion of an event or event in Outlook No changes in PlanningPME - At the next
synchronization, the event deleted will be back.
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2nd scenario - Groups permissions on the Event field
Menu Data -> Group

Cument use of the schedule

[=8

Consult
Event

List of the unavailabilties
Event
Unavailability

Assignment
Indicator

=
[=]
K &I &]|=][&] & &%

HEREEE
FEUREEEE
2
NEROFE T
m

The rights selected for the Event (Add, Modify, Delete) will be applied while synchronizing.
Master Data

If an event is modified both in Outlook and PlanningPME, the latest modification will be taken into
account.

With this synchronization, you will save time avoiding a double typing of your appointments and other
events.

Description of the comments in Outlook

Now, you can select the fields you want to have on the comments while synchronizing your events with
Outlook from the button “Fields”.

Destination 1CS Calendar: comments ~

Available fields Selected fields

Address - Comments
Address Client
Category

City

City Client
Client

Client Mobile
Delete :
Contact Name Move down
Country Client
Duration

Duration achieved:
Floor

Mobile resource
MName of division
NumberClient
Order form
Percentage

L, £

Add Move up

If you select some fields here, the comments box in Outlook will show the fields you selected.

If you do not select anything on the outlook description, the comments in PlanningPME will be
synchronized with the comments in Outlook. Otherwise, if selecting some fields and that you add some

more comments in Outlook, the updates will not be done from Outlook to PlanningPME. PlanningPME
description will always be the master data.
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Import / Export of data from PlanningPME

You can Import / Export data on clients, events and unavailabilities under special txt format from the
menu File -> Import or Export.

Import

It is possible to import clients, events or unavailabilities under text format with tabulation as separator.
NB: To work with Excel files, you will first have to convert your Excel file under text file.

Import your clients

From PlanningPME, go to the menu "File" -> "Import” -> "Clients"

Upload your text file clicking on the arrow of the window below.

Associate the corresponding fields selecting the available fields on the left and the base field on the right.

*

File :

Available fields Associated fields

Base field Assocdated field 63
3r no
Projectiame COMPANY Company
ProjectMumber MAME
g'fem i FIRST NAME
ustomer Mumber -
Country Associate ADDRESS
Category ZIP CODE
ProjectManager . CITY
Project Open date Dissociate
Status COUNTRY Counfry
I,':|3|'n|:|an\’|.I PHOME
MOEILE
FAX ”
£ >
Import Close

Then click on "Import”.

Import events or unavailabilities

The set up to import events or unavailabilities is more complex than for clients. Indeed, your text file
must have a precise format.

The events will be created automatically on the schedule if your text file is correct.

Format type of the text file:
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mj task.tet - Bloc-notes

Fichier Edition Format Affichage 7

Mne Mom_tache Date_début date_fin

For more information on this type of import, you

support@planningpme.com

Export

MNoms_ressources Remargues

can contact our technical team:

You can export your clients, events and unavailabilities under text files.

From PlanningPME, go to the menu "File" -> "Export”.

Clients export
Enter the name of the file exported and save.
The exported file looks like this text file:

j clients.bet - Bloc-notes

Fichier Edition Format Affichage 2
SOCIETE PARTICULIER_SOCIETE CIVILITE NOM PRENOM ADRESSE CP
Company A 1827 2] 7508@  Paris

Events or unavailabilities export
Give the period of time you want to export.

from 29-Oct-20 to |@-Nw 20w

VILLE  PAYS

Expaort Cancel

Click on "Export” and save your text file.
The exported file looks like this text file:
M:| task.txt - Bloc-notes

Fichier Edition Format Affichage 7

TELEPHONE FAX GSM EMAIL  NUMERO_CLIENT
108238

Ne MNom_téache Date_début date_fin Noms_ressources Remarques

1 Specifications 27/03/2018 30/03/2018 To Plan

2 Delivery 29/03/2018 30/03/2018

3 Appointment 29/03/2018 30/03/2018 Farid AMIR

H Developpment 29/03/2018 30/03/2018 Julie COMBEAU

5 Delivery 38/03/2018 30/03/2018 Paul VIGOT

6 Training 38/03/2018 30/03/2018 To Plan

8 Test developpment Je/e3i/2e18 ja/a3i/2e18 Denis EMART

9 Appointment 38/03/2018 11:34 38/03/2018 13:34 Arnaud EMILE
1@ Developpment 38/03/2018 14:00 30/03/2018 17:00 Jean LUTTI
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Functions for IT specialists and developers

Performances of the database

We now have more information on the performances of PlanningPME from the Menu File -> Database ->
Performances.

X
Performances
Load planning : 32ms
Load recurrence : 0 ms
Indicators calculation: 0ms
Event loading : 0 ms
Saving event : 0 ms
Search for availability 0ms
Draw planning : 31ms (16-0-15) 0 ms
Planning filter: 0ms
MNumber of events loaded: 54

Careful: displaying resources an the event description box lower loading
performances of the schedule.

172 ms
Table Mumber
Task non periodical &3
Task Periodical 2
Department 5
Resource 13-94ms
Client 7-0ms
Equipment 16
Project 0-0ms
Subproject i}
Label Task 7
Label Unavailability 3

It allows to have an idea of the performances of the database on loading, calculation, number of data.

Improve performances

Also, to increase your planning performances, if not done yet, we highly advise you to migrate from MS
Access to SQL Server database. Contact Target Skills for more information.

Have your database hosted on Target Skills servers

If you want Target Skills to host your database and assume the full maintenance on your system, you can
now have your database hosted on our server. We invite you to contact your sales contact in order to have
more information.

Scripts execution

You can launch some scripts while launching or charging PlanningPME. You can add them from the menu
Tools -> Options -> Advanced.
Script

Script while launching -
PlanningPE

Script while charging
PlanningPtE
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Charging PlanningPME =Creation, modification or deletion of an event on the planning board.

Launch of the schedule with criteria

Ex1: planningpme
/date=1/1/2009 /filter=Administration /planning=Monthly
/view=resource /[champ sup]=[value].

Ex2: planningpme /base=Driver={Oracle in O
raHome92};DBQ=PLANNING;UID=PLANNING;

PWD=PLANNING /oledb=1 /schema=PLANNING. /fr=0 /us=0

Object model PlanningPME COM

You have the possibility to make links between your databases and /or management softwares and
PlanningPME.
- PlanningPME COM: http://www.planningpme.com/object-model-planningpme.htm

As an example, you can import your existing client database in PlanningPME and, then, you can
synchronize regularly those databases. you avoid double typing!
PlanningPME COM allows you to integrate PlanningPME into your data system.

Plugin PlanningPME

Why a plug-in PlanningPME?

- In order to insert controls (button) in the PlanningPME interface and associate actions.
- In order to make automatic actions for example add or update an event.
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	Job contracts
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	Rename "Task status" and « Unavailability status » with your own words
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	Clients
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	Add, modify and delete clients
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	Activation of the option Project
	Add, modify and delete projects
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	From the “Project” view

	Search for a project
	Search from the “glass” icon in the event window
	Search from the project view
	Search from search window (Edit -> Search or CTRL + F)

	Hide a project
	Delete several projects
	Assign your projects to a client
	Results when filtering by client
	Results while creating a new event
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	History on the project creation and updates
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	Via a Double-click
	Via a right click
	Go to the menu Action -> Task
	Intuitive typing of the tasks label

	Create unavailability
	Draw a rectangle on the schedule with your mouse
	Via a right click
	Go to the menu Action -> Unavailability

	Panels to create events and unavailabilities with a drag and drop
	Activate from the menu Data
	Activate from the menu “View”
	Create your events easily via the panels
	Manage your events "on hold" or "to plan" easily

	Force the creation of an event
	Even if the resource is already busy
	Even if the resource is not skilled

	Copy / Paste
	Copy/Paste one event or unavailability
	Copy/Paste several items of a resource to another
	Copy/Paste several items via the selection Mode

	Assign an event/unavailability to several resources
	Create Multi-resources events
	Separate Multi-resources events


	Create periodical events
	Create a periodical event
	Daily recurrence
	Weekly recurrence
	NEW!!! From version 4.1. Monthly recurrence
	Yearly recurrence

	Delete an occurrence or delete the series
	Get off the recurrence one or several events

	Modifications of events and unavailabilities
	Shift an event or unavailability on the schedule
	Via a Drag and Drop
	Open the window
	Shift several items via the selection mode

	Stretch the box with your mouse directly
	Confirmation message while shifting an event
	Forbid events modification
	Lock your events
	Forbid creation and modification of events prior to the present day
	Split an event into 2 events on different durations

	Burst an event into several 1-day duration events

	Undo function
	When you create an event or unavailability

	Delete events or unavailabilities
	Delete one event/unavailability
	Delete several events/unavailabilities

	Event duration
	Assignment of a duration to the event in hours or days
	How to use this feature?

	Slots button within the event window
	Define a break while creating an event

	Events options
	Number of resources by default
	Display a percentage of assignment
	Display a button « Availability »
	Event reminder using a date
	Display parameters tab in the event
	Display invoicing tab in the event
	Assign only one event at the same time to a resource
	Do not add new labels
	Visualise rapidly events with comments

	Navigation
	Change the time scale and dates
	Time period displayed
	Zoom in/out
	Date choice
	Go from one week to another via shortcuts keys
	Change the date from the arrows

	Change the views
	Views available
	Ways to change the view
	From the drop down filter:
	From the menu View -> View
	From the keys shortcuts



	Agenda View
	Display the agenda View
	From the drop-down list
	From the resource view

	Types of view
	Daily View
	Weekly view
	Monthly view

	Settings of the view
	Column width
	Time Scale
	See minutes on the time scale


	List View
	Columns available
	Display Additional fields in the List View
	Selection, Ordering and grouping of the columns
	Columns selection
	Ascending or descending order
	Columns ordering

	Filters
	Consult, modify and delete events
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