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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).

I1.1. 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.

Opticns @
| General I Timetables | Wiew I Task I Ne‘tworkl Mailing box | advanced I Outlool I Integration | User I Map View | Agenda \riewl
4 e ) Outlook
1
Server SMTF:
2
E-mail address
3
Copy :
4
MName :
5
Mobile
6
Sent to ~1 Resource 1 Cliert @) Both
7
[ ok || Ccancel Apply

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.
Ne w: You can add several persons in copy of
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.

Ressource @

Information | Slots | Unavailabilities | Skils |

=]
i'-@ Type: (® Human O Material O Toplan
Label: e ‘
Colors : Backaround : Text EI
SERVICE ! v aftect |
Cost€£/H : D
Name : [ J
First name : [ |
Address

Zip code : E City ‘
Phone : (Uﬁg—’i‘ﬁd“éj Mobile : | 0606060606

EMail: | i

[ ok ]| cancel | el

I1.2. Email sending
Go back to the schedule and create a task.
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Tesk =X5
General | Resources
Task Pppaintment| - -
b N
Client : [PC—Cnmputing v]@ W.C
Resource : ) Onlyone @ Several :] a
Dates

Beginning 01/09/2010
End @ 01/09/2010 [ Al day

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)

I1.3 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.

Description Task

X]

Destination Tooltip w
Label
+J Toalkip g
Al Bivat Table Selected fields

Prirtiry
addess [T — Task
Category Start a new line
City Clignt
Contact First Mame Start a new line
Contact Mame Comments
Dwration
Mabile resource —
Mame of division
MHurmberClient
Qrder farm £
Percentage
Phone
Phone resource
Project w

ar. l ’ Cancel ] [ Apply

So, you have the possibility to send an email when you create a task!

8o |||
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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.

II1.1. Activation of a reminder before the beginning of a task

Task

General | Code | Resources|

Label: I meeting v I ‘ [Cimpertant. ] ‘

Client : | v| ﬁ ;)
Resource : O0nlyone @ Several

Dates

% f
Beainning ‘03/10/2005 v‘ 0300 ;% (Morina ) (D2 ) [Recurence]
Ed  © |03/1w2005 v} ]12:30 ;} [ Al day

0 minute v | [¥]Reminder : g/

0 minute —
5 minutes
15 minutes

imiites Tick on the box "Reminder" and
1 hour . .
2 hours choose the time for the reminder.
3 hours
4 hours
5 hours
6 hours
7 hours
8 hours
9 hours
10 hours
11 hours
0,5 day
1 day

| OK 3 ﬂay = Apply

e
A Aeiin

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

Commgnts

Filter: W

Reminder : 23/09/2005 230 23 September 2005

v| [ Unavalabiiy vl [vo
:Q/\ Equipment recovery 06 °° 07 % 08 °° 00 °° 100
- CompanyC b 30 30 30 30 3¢
1 1 I 1 1 | 1 1 I 1 1 | 1 1 |
Mainten
I Open

RDV Client Company C

Karine

The bell icon means that an alarm is
going to be activated for this 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.

mas)
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I1I1.2. Activation of a reminder specifying a date and time

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

Sel ect fiTask remin

der using a dateo.

Options

[

| General I Timetables I Wiew | Task | Metwaork I Mailing booc I advanced I Outlook | Integration I szer I Map View I Agenda 'u'iew|

Mumber of resources by default for the task :

Color depending on: (@ Mame of task
() Cliert

[7] Display invoicing tab in the task

[7] Display a percentage of assignment

[] Link between tasks
[] Display a button Availability

Client
Link a customer with the task

Type of client by default:

[] This task is not proportional to its duration.

() Several

() Category of the task

) Timetables ) Project

[7] Display parameters tab in the task
[ Link a project to a task

=1 )

[7] Task reminder using a date

7 Individual @ Company
Mumber of customers per task: @ Only one () Several
Cliert’s address
| OK || Camcel || fopy

-

Then, while creating a task on the planning board, you now have a calendar:

8o |||
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x]

Task
General |Dther |
Taszk |DE|i\.-'EI'_|.J w |
Client : | V|$ @C
Resource : ®0nlyane O Several |Ennsultant2 V| __a a
Dates

¥ Beginning 03/03/2009
BCUMENCE
End () | 0940342009« [v] Al day

Comments 14:00 - 2640272003 » | [/] Reminder : :‘{3:

Mon Tue wed Thu Fri Sat Sun

5 1
El2z 3 4 58 B 7 8
713 10011 12 13 14 18
816 17 18 19 20 21 22
923 24 w|EH 7 28

[ |Today: 26/02/2009

1] 8 H Cancel ][ Apply

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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Options rz|

General | Timetables | Wiew | Task | Metwork || Mailing box advanced| Outlack, |Integratiu:un |Jzer
[iswtharize sunchronization with Dutlook; 1
F & |2
3
4 Fram Qutlook to PlanningPRE
5 Fram PlanningPHE to Qutlook,
] l [ Cancel

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

8o |||
mas)

Card n° 15 -8-



TARGET SKILLS

From Outlook to PlanningPE

Synchronize all appointments

Synchronize all tasks

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:
#E Meeting - Appointment |Z| |E| [Z|

File Edit Wiew Insert Format Tools Ackions Help

Hsaveandclose & (Il | £33 Recurrence. . @Imite Attendess... | ' § W & - W - @ -

Appointment ] Atkendee Availabilicy ]

Subject: |Meeting
Locakion: | ﬂ | This is an online meeting using: J
Starttime; | Thu 05/03/2009 | [14:00 | T Al day event

End time: | Thu 05{03/2009 | J1g:00 Rd

:\@E [ Reminder: J @ Show time as: |Busy j

Integration PlanningPME

Visualisation in PlanningPME:

Teeting
[’ |
Beqinning : 05/03/2009 at 1400

End : 050372009 at 16:00
Resource § Consultant 2
Inteqration PlanningPME

Conkacts. .. | Cateqoties... | Private |
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IV.2.2. Fields Synchronized

. Tasks marked as « Private » are not synchronized.

TARGET SKILLS

. Tasks not mar ked as APrivateo are synchronized.
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 - Fieminder ; \ﬁ
EXCEPT IF t he opti on ATask r e
dat eo i s activated on £>h
fOpt i exn&ask
0800 3| |19/05/2008 ¥ | [¥]Reminder: ()
In that case, the reminder will not be
synchronized.
IV.2.3. Behaviour of the synchronization
From Outlook to PlanningPE
Synchronize all appointments
[¥]i5 ynchronize all tasks
Action in Outlook Consequence in PlanningPME
Creation of an event in Outlook Calendar Creation of a task if the option
iSynchronize all appoi
Creation of a task in Outlook Creation of a task if the option
iSynchronize all tas
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.
Fram PlanningPRE to Outlook,

Synchronize all to: {*) Appointment ) Task

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:

Fram PlanningPHE to Outlook,

[ Synchronize: all bo: (%) Appaintment () 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.

Irstall: FEEY
Cuskor
Sick.

Mew Task,
iy Mew unavailability Ee— 5
) Custormer1
Madify
Delete
Split
Prink
U Lock
Deweloprm f
Copy Custameat, {
| Oukloak; Synchronize to Appoinkments
! Synchronize ko Tasks
| S PR - | | O -

You can also decide to stop the synchronization task by task:
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o | o | iu | 11 | 1 | 1z | 14 | 1o | L) | L | Ll |
Diavalopri
Cuskarmer
;.'I e Task
Delivery i Mew unavailabilicy i
adify 7
— Delete
Split
Print
U Lock
Copy
| Cutlook, Stop the synchronization

l
Ibevelnpm_@l Ibevelnpm_@ ﬁ

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: Reminder
15 mirutes v Fieminider ; \ﬁ

NB: | f t he option fi

usi ng a dat eo i s
reminder will not be synchronized in
Outlook.

IV.3.4. Behaviour of the synchronization

Fram PlanningPRE to Outlook

Synchronize all o (%) Appointment ) Task
Action in PlanningPME Consequence in Outlook
Creation of a task Creation of an event or a task
=lgp
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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

I I :
aet aff 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

Logir
Pasgwiord :

Fleaze confirm
yaur pazsward

Group

Reading acces
D epartments
Wirting access

Departments

R esource

| Paul | ?l

| dmin v

<

Team 1 W

Team &
Team 3
Team Alpha

k. ] [ Cancel

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.

8o |||
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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 i 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 i At the next
synchronization, the task deleted will be
back.

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

Menu Data -> Group

Curent use of the schedule

Conzult Add Madify Dedete
Ligt af the lazks [+] ol [ d
ist ol the unavalabiltia | | ™ !
Task ¥ [¥] ¥ ]
e aisbiity [+#] ] [+) [~]

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
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