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I. Description of this function

You have the possibility to ad

different types of resources:
1 Human resources (employees name, employee function, teachers...)

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

TARGET SKILLS

d as many human and material resources as needed. The

1 Resources "To plan” (For tasks not assigned to resources y et)

Then, we are going to explain how to:
1 Group those resources by department
1 Group those resources by team

1 Enter hours and job contract for each employee

Il. How to add resources?

From PlanningPME, go to the menu "Data"

EE PlanningPME - PA\Planning\Employees scheduling.pp
File Edit View Tools ?

@B

&
2 Ressource |

v Skil
4
Resourdg
Frank B.
Laetitia D.
Sylvain Moli
J=an M.

-> "Resource"

= Department \'5,,‘\_* }-; ::*::Li»
Resocurce | —
Skill = ESD sugust 2010 [Elhg E] [Allresources w15 = ¥
& Team Task v Unavailabilty - v Clien
> Client
August 2010
AL Group Week 35
User ‘ T w | T
31 1 2
v, Task
Constraints
Category ofTask
Description
iw  Unavailability —
Public heliday
J=z
© Additional field
raining Mert ¥
i PC-Computi
i Rappel Syl
‘Installztion | fInstd [Mesting

il
mas)

Card n°1



TARGET SKILLS

Resource (207 @
Searchl |
5
M ame Hidden e Resources window appears.
?. Frank B.
2 lzabele E. Yes | Click on the button « Add ».
2 Laetitia D,
& Sybvain Mol [ Modiy |
?.. Jean M.
2 Karine D. E [ Delste ]
2 PascalC.
?. Eric K. [ Move up ]
?. Laura
2 Laetitia 5. [ Move down ]
2 Chiistelle C. &
?.. Julien B. _
?‘ Hadrier L [ Azcending arder ]
?. Sandrire k.
?. Greqany.J. [ Dezcending order ]
A rabicla A il

- The win dow "Resource" with several tabs appears.
This is the personal status of this resource. You can add all the following information of your
resource:
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Resource @
Information | Siots | Unavailabilties | Skills | Details |
?j Type : @ Human (71 Material (71 To plan

Frank B |
Label : [7] Do not show this resource
D
Colors - Background : []|+| Text: [ |v|
Department [I'H'Iarke‘ting v” Affect ]
Manager [ v]
Cost €/H: 120
MName :
First name :
Address :
Zip code ; City :
Courtry State

" 1 =
Phone Sl Mobile : &

=
EMail 3
Click on "OK" | i
| ok || cancel || 2oply

Choose if this resource is human, material or "To plan"
Give a name to your resource

Choose a color fo r your resource.

Assign the resource to a department

Add all the other information if needed

Note that you have the possibility to hide a resource when your resource is not part of the
company anymore ticking on fiDo not show this resourceo
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You can reco gnize if the resource created is human, material or "to plan" with the icon

associated

TARGET SKILLS

" Human resource
49 Material resource

& "To plan” resource

r

- Your resources appear on your schedule on the right side.

5B PlanningPME - P:\Planning\Employees scheduling.pp = o
File Edit View Data Tools I
Py Ksi AN Y
[ B Ressouce v | [weekly ~| S [« 30 August 2010 B- ) 15 2] ¥ FrankE. - Eg E
LY sl - v Task - v Unavailability - v Client -
W, August 2010 [ S ber 2010 -
Week 25
o T R R : i

Frank E. - i

Laetitia O

Sylvain Moli

—_— ( e ]

. .

Laura

- S

Christelle C. -

Julien B. E( @d Zriecl il

Hadrien L. I

Sandrine M. E

Gregory 1.

R -
So, you can create as many human and mate rial resources as you want in a very simple way.

- Different types of resources: Here is an overview of the cards associated to the different

resources.
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Resource type

Associated card

Human resources

Resource IE'
Information | Slots | Unavailabilties | Skils | Details |
?‘ Type : @ Human () Material ) Toplan
[Frank B |
Label : [] Do miot show this resource
D
Colors - Background : [ J|-| Text: EI
Department [Markeﬁng v” AMfect ]
Manager : [ vl
Cost £/H - 120
Name :
First name :
Address :
Fip code City :
Courtry State
" 1] =
Phone : g Mabile : i
b g
EMai : J

Lok I

Cancel || foply

Resource @
Information | Siots | Unavailabiities | Skils | Details |
‘ @ Type : ) Human @) Material ) To plan
chicle Al
Label : [ Do not show this resource
Material resources
Colors - Backgound : [ ]|«| Tex: m
Department [ v][ Affect ]
Manager : ’ v]
Cost £/H : 0
Resource type Associatedca rd

2 1
mas)

Card n°1




TARGET SKILLS

Resource @
Information
"y Type: ) Human ) Material @ To plan [ Fixed
Resources "To plan™ Label - To Plar| Heght | B0
Colors : Background : []|+| Tet: [ |.|
Departmert [ v][ Afect ]
Manager : [ v]

l'1l. Zoom on resources of the type ATo plano

I1.1. Whatis it used for?

Each task assigned to a resource "To plan” will appear on the schedule whatever the
visualization mode (daily, weekly...) and the date.

You can rai se the height of this resource on the screen separately from the human and
material resources lines height

Julien B.
Hadrien L.

Sandrine M.

Gregory 1.
Wehicle A
Vehicke B

Vehicle C

Tao Plan

raining

When you know who is going to complete the job, you will be able to move it via a "Drag and
Drop".

NB : You can have as many tasks as you want on resources of the type « ToPlan »

M. 2.The resource of the type ATo pland can be fixed

The resource AiTo pland is |Ilike a reminder and show all

mas)
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anlish Course j Erraming j

To plan fmming j
[’_Enghsh Course j

Creation -Workload 7% NUM

“riday, 02 Ockober, 2009 st 11:00

7

Now, you have the possibility to fix this type of resource:

Mew ; bask, click left and unavailability with CTRL

%)

Resource

| nfarmatian |

T Type: ) Human () Material (%) Tao plan

To plan
P Height |50 =

Label :

What d oes it mean?
It means that the tasks on the planning appear only on the correct dates and you can have

several tasks at the same time:

niglish Cours raining i
PC-Carnputine PC-Caormputine = i
niglish Cours
PZ-Cormpitin

To plan

Watch our video:

http://www.plannin -ppme -resource -to-plan -fixed.htm

gpme.com/video

IV. How to order resources

To change the resources order, go to the menu Data -> Resource
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http://www.planningpme.com/video-ppme-resource-to-plan-fixed.htm
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Resource (20] @
Searchl

M armne Hidden i~ 3

?. Frank B.

& Isabelle B. Yes [ Add ]

2 Lastitia D. .

B Sylvain Moli [ Modiy |

?.. Jean k. |

2 Karine D. = [ Delete ]

2 PascalC.

?. Eric K. [ Move up ]

?. Laura

2 Laetitia 5. [ Move down ]

2 Chiistelle C. &

?.. Julien B. _

2 Hadrien L [ Azcending order ]

& Sandrine M.

?. Greqany.J. [ Dezcending order ]

A iabnicls & i

IV.1. Buttons Move up/Move down
Sel ect one resource and order your resour caendoni Molve s
downo buttons

IV.2. Ascending order/ Descending order
Sort out your resources alphabetically or not. Careful, once the change confirmed, you will not
be allowed to go back to the initial order.

IV.3. Drag and Drop
You can also select directly your resource and drag and drop it with your mouse
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Resource (20) @
Searchl
Marne Hidden j 3
.'. Frank B.
A lzabele B. Yes Add
| | A LaetitiaD. _
R Jean M, |
4'. Pazcal C.
.'. Laura
2 Christelle C. &
Qe .
,. Sahdrine M.
Gregory J. Descending order
qory
A iabninde A x

V. 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 t he schedule of one department for a better
visibility.

V.1. Create departments

From PlanningPME, go to the menu "Data" ->"Department"
EE" PlanningPME - P:\Planning\Employees scheduling.pp
File Edit View |Data| Tools ?

s =2 |7 Department 3 =
@ <) 3 [B D [N ¥
2% Resource —
2 Ressource 7 skl : 03 September 2010 E~ [I] [AII resoUNCes *| 15 = ¥ FrankB.
v Skl &, Team Task - v Unavailabity - v Clent
2 Client
® - 0 September 2010
q W Group Week 35
T User § = M T
Resourg 7 4 5 & 7
. Task
Ferad Constraints
Category of Task
Laetitia D Description
T Unavailability
Syhrain Mol Public holiday
" Additicnal field
Jean M
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The following window appears. Follow the procedure to create your departments.
Click on AAddo and g irvdepartmnentn Bhemeselectothe yesources for this
department and save.

il =

# | Department ==

Label b ark.eting

Reszource [w|Frank B. i
[lzabele B.
[JLaetitia D.
[C]Sylvain bali
[(ean .
[karnine D
[[JPazcal C.
[JEric: k.
[Laura e
[JLaetitia 5.

[CIChriztelle C.

[JJulien B.

[w]Hadrien L. 8

m

[k ] [ Cancel

You can add as many departments as you want following the same procedure.
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I Department

Label Al | ==

Froject Manager-Tear 1
[w]Congultant 2
[w]Congultant 3
[w]Congultant 4
[w|Project kM anager-Team 2
[w]Canzultant &
[w]Canzultant 7
[w]Canzultant 3
[w]Canzultant 9

[w]Project Manager-Team 3
[w]Canzultant 11
[w]Canzultant 12
[w]Canzultant 13

Resource

23

[%

2k, l [ Cancel

Moreover, to save time, with a right click, you can select or unselect all resources selecting
AAl'l 0 or fiNoneo.

Then, close this window and go back to the screen display.

Other possibility  to assign resources to one or more departments:

Double click on one of your resources on the left column of the planning board.
AResourced window appear s.

Resource @
Information | Slets | Unavailabiliies | Skils | Details |
?‘ Type : @ Human () Material ) To plan
Sylvain Mali
Label : [] Do nat show this resource
D
Click on « affect »

Calors - Background : []|+| Text: [ ] |v|

Department Sales v][ Affect ]

mas)
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Department (5)

[Cccount

[CAdministration
[Ckarketing
[w]Sales
[C1Technical Team
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Select the departments of the resource

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

departments.

V.2. Display ad

epartment on the screen

Have the "Filter" menu displayed and select the department you want to extract from the

entire schedule:

EE PlanningPME - P:\Planning\Employees scheduling.pp

File Edit View Data Tools 7

B2 TREBN LR

[ 2% Ressource V] [Week\y v] = [I] 03 September 2010 E~ D All resauices ~[1 = v Frank B - Eg
W Skil - v Tazk - W Ulavail: Material resources v Cliert -
Human resources
w lu Dlant stedpber 2010
) Wesk 35 coourt Week 26
4350 5 ees Admiristration m W
Resource | Marketing | g
3 4 Sales & L

Frank B.

Sylvain Moli

Jean M.

Karinz D.

Tip! you can rename the label "Department” from the menu "Tools" ->"Language"

VI . Slots by resources

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

From PlanningPME, double click on a human resource box of the left column:
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a: PlanningPME - P:\Exportischedule.pp

File Edit Yew Data Tools 2

cm s X T 5 weekl v 4 |03 October 2005 v| > | Fiter | Salesteam v
[V sk v| |7 Tak v| |V Unavaiabilly v| |V Cien
—y W, October 2005
=€ <Eb Week 40

SE & = M l T | W T
Resource N A 5 6
Click on a human or material
John <
resource
Laura

Click on the tab
« Slots »

Resource

Infarmation | Slots | Unavailabiliies | Skills |

=
poa __/
ﬂj Type: (®) Human O Material (O Toplan

Label :
Colors : Background: [] |v| Text: ] |.|
DEPARTMENT | Team 4 v affect |

The following window appears :
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Resource @

| Information | Slats l Unavailabilties | Skills

Profile : [Default profile v}[ Add ][ Delete ] 40 hours a week

define work capacity in fuction of : ®Slots O hours number
[ Monday 0900 Sl (1230 3| and 1330 30 [1800 4
[¥] Tuesday oo @8, [1230 B 4 [1330 B TE&E—:’;—J
[¥] wednesday 0300 £ to (1230 2| and |1330 2 to 1800 -
[4] Thursday 0900 $lto 1230 5| and 1330 230 [1800 4
V] Friday 0300 5 ito [1230 5| and (1330 3 to (1800 A
[[] Saturday
[] Sunday

Contract Beginning End
[ 0K ] [ Annuler Sppliquer

You can create as many profiles as n eeded.
Here is the procedure:
- Click on the button «  Add »
- The foll owing message appears. Press on AOKO.

Information @

L
1 ) Write the new profile in the field and add the required informations.

- Enter a name for your new profile and fill in the slots information for yo ur employees.

- If your employees attendances are the same one week to another, tick on « Define
work capacity in function of slots ». In the example below, we created the profile of an
employee who does not work on Wednesdays and the weekend and from 9 am t 05 pm
the other days with a break from 12h30 to 13h30.
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- If your employees working hours change a week to another, tick on « Define the
capacity in function of hours number». On the example below, we created the profile of an
employee who works 8 hours a day without regular slots.

- Then, do not forget to click on « OK » to save the new profile.
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