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I. Introduction 

 

When creating tasks, several alerts can be activated: 

- Email sending : send an email while creating a task to the resources concerned 

- Visual alarm: Activate a reminder in PlanningPME for important tasks 

- Outlook synchronization 

 

II. Email sending 

It is possible to send an email on an email address or on a mobile directly if this mobile can 

receive emails (Ex of address: number_mobile@orange.fr). 

 

II.1. Configuration of the mailing box and the resource card. 

 

From PlanningPME, go to the menu « Tools » -> «  Options ». Choose the tab "Mailing box". 

The following window appears. 

  

1- Server SMTP or Outlook 

2- If you selected SMTP, precise the address of your server 

3- If you selected SMTP, precise the address of the sender 

4- 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 ñ;ò 

between each email address. 

5- Name of the sender 

6- Phone operator Enter the suffix of the email address of the mobile. Depending on your 

phone operator, this option will be available or not. 
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7- Precise if you want to send an email to the resource(s) assigned to the task, to the 

client or to both of them (Resource + client) 

 

Fill in the fields and save. 

 

Then, fill in the email address in each resource card and each client with the mobile number if 

you have this option. 

 

  

 

 

 

II.2. Email sending 

Go back to the schedule and create a task.  
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On the "Task" window, two new icons appear: 

- A yellow envelop: Click on this envelop to send an instant message to all resources 

assigned to the task, to the client or both depending on the option chosen, point 7. 

- A mobile : Click on this icon to send an email on the mobile of the resource concerned 

(The address on which the message is sent looks like that: resource mobile numero + 

suffix of the mobile email address Example : 0608080808@orange.fr) 

 

II.3 Select fields on the email sent 

 

From the menu Data -> Description Task -> Email, you can now select the fields you want to 

have while sending an email. 

  

 

 

So, you have the possibility to send an email when you create a task! 
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III. Visual alarm 

 

You have the possibility to use a visual alarm which will remind you a task before its 

beginning: 5 minutes, 10 minutes, one hour before... or at a precise date and time. 

 

III.1. Activation of a reminder before the beginning of a task 

 

 

Then, on the schedule, a reminder will alert you of the task : 

     

 

 

 

If you enter the planning with users rights, the reminder will be activated on the session of this 

user only. The other users will not see the reminder. 

The bell icon means that an alarm is 

going to be activated for this task. 

VISUAL ALARM 

Tick on the box "Reminder" and 

choose the time for the reminder. 
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III.2. Activation of a reminder specifying a date and time 

 

To activate this kind of reminder, select the option on the menu Tools -> Options -> Task 

 

Select ñTask reminder using a dateò. 

 

 

 

 

Then, while creating a task on the planning board, you now have a calendar: 
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IV. Synchronization with Outlook 

 

From version 4.0.2. of March 2009, the synchronization function has been improved.  

You can now synchronize both ways from PlanningPME to Outlook and from Outlook to 

PlanningPME. 

 

IV.1. Activation of this option 

 

From PlanningPME, go to the menu « Tools » -> « Options » -> « Outlook ». The following 

window appears. 
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Description: 

 

1. Tick on the box « Authorize synchronization with Outlook ». 

2. Choose the synchronization frequency - Minimum: 5 minutes 

3. Precise who you are: Choose on the list of human resources your name. Tasks created for 

this resource selected will be synchronized to your Outlook. 

4. Select the different options of synchronization from Outlook to PlanningPME: Do you want to 

synchronize all appointments and/or all tasks from Outlook to PlanningPME? 

5. Select the different options of synchronization from PlanningPME to Outlook: Do you want to 

synchronize all tasks to Outlook Calendar or Outlook Tasks? 

 

We will describe below the details for points 4 and 5. 

 

IV.2. From Outlook to PlanningPME 

 

You can synchronize all appointments and / or tasks from Outlook to PlanningPME. 

 

IV.2.1. Description 

 

1 

2 
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Careful: All your tasks and / appointments will be imported the first time you activate this 

option. Make sure you really want to activate this option. 

 

Example:  

 

Appointment in Outlook: 

 

 

Visualisation in PlanningPME: 
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IV.2.2. Fields Synchronized 

 

. Tasks marked as « Private » are not synchronized. 

 

 

. Tasks not marked as ñPrivateò 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: 

 

 

EXCEPT IF the option ñTask reminder using a 

dateò is activated on the menu ñToolsò -> 

ñOptionsò -> Task 

 

In that case, the reminder will not be 

synchronized. 

 

 

 

IV.2.3. Behaviour of the synchronization 

 

 

 

Action in Outlook Consequence in PlanningPME 

Creation of an event in Outlook Calendar Creation of a task if the option 

ñSynchronize all appointmentsò is selected 

Creation of a task in Outlook Creation of a task if the option 

ñSynchronize all tasksò is selected 

Modification Modification 

Deletion Deletion 

Creation of a recurrent booking Nothing created 

Creation of a private event No task created 
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See point IV.4 to learn about the behaviour of the synchronization if users rights are activated. 

 

 

IV.3. From PlanningPME to Outlook 

 

IV.3.1 Synchronization of all the tasks 

 

You can synchronize all tasks from PlanningPME to Outlook appointments or tasks. 

 

The tasks will be synchronized automatically to Outlook Appointments OR Tasks. 

You also have the possibility to select task by task whether you want to send them to Outlook 

tasks or appointments. See next chapter. 

 

IV.3.2 Synchronization task by task 

 

To decide task by task which ones will be sent to Outlook, do not activate this option below: 

 

 

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. 

 

 

You can also decide to stop the synchronization task by task: 
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IV.3.3. Fields Synchronized 

 

. NB: Only tasks are synchronized. Unavailabilities are not synchronized. 

 

. Here are the details on the fields synchronized: 

 

 PlanningPME Outlook 

Field 1 Label Subject  

Field 2 Beginning Date and Time Starting Date and Time 

Field 3 End Date and Time End Date and Time 

Field 4 Comments Comments 

Field 5 Reminder like shown here: 

 

 

NB: If the option ñTask reminder 

using a dateò is activated, the 

reminder will not be synchronized in 

Outlook. 

Reminder 

 

 

IV.3.4. Behaviour of the synchronization 

 

 

 

Action in PlanningPME Consequence in Outlook 

Creation of a task Creation of an event or a task 
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Modification of a task Modification 

Deletion of a task Deletion 

Creation of an unavailability Nothing created 

Creation of a periodical task Nothing created 

Task gotten off the recurrence 

 

Creation of an event or a task 

 

See point IV.4 to learn about the behaviour of the synchronization if users rights are activated. 

 

 

IV.4. Behaviour of the synchronization when users rights are activated 

 

IV.4.1. 1st scenario - Users permissions: Reading access but not writing access 

 

Menu Data -> User 

 

 

Paul 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. 
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Son 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 a task in Outlook Nothing created 

Modification of an event or task in Outlook No changes in PlanningPME ï At the next 

synchronization, the task modified will be 

back to its initial place. 

Deletion of an event or task in Outlook No changes in PlanningPME ï At the next 

synchronization, the task deleted will be 

back. 

 

 

IV.4.1. 2nd scenario - Groups permissions on the Task field 

 

Menu Data -> Group 

 

 

 

The rights selected for the Task (Add, Modify, Delete) will be applied while synchronizing. 

 

 

IV.5. Master Data 

 

If a task 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 tasks.  

 

 

 

 

http://www.planningpme.com 

http://www.planningpme.com/

