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I. Description
A task is a mission, a work, a booking, the activity of a resource.
You can create as many tasks as needed for your activity really easily. They are represented

by a colored rectangle on the screen.

Lots of features and possibilities are available while creating your tasks.

Il. How to creat e atask?

[I.1. Ways to create a task on the schedule?

On the schedule, a task will be represented by a coloured rectangle.
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Different possibilities are available to create a task on the schedule:
- Draw a rectangle on the schedule with your mouse

- Dou ble-click on a blank space of the schedule
- Go on a blank space of the schedule, click right on your mouse and select "New task".

For those 3 situations, the following window appears:
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Type a text in the label or select one on the dropping list.

The la bel 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. Several options are available.

II.2. Pre  -recording of the tasks list

From PlanningPME, go t o t he me-wru fifBakao
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From this menu, you can find all the labels already created.
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To add a new label, click on "Add" and type a new label before saving.
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Then, you have several options available to customize your tasks.

- Rename atask

- Change the text and background colors
- Assign skills: "Skills" button

- Assign hours: "Hours"

Il. 2. Rename atask

Right click and sele ct fiRename 0

ﬁ
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Training Rename
Travel Delete
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Timetables
Farmer title | Meeting |
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I Rename I [ Cancel ]
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II. 3. Change its color

Select a label with your mouse and then, select its

color at the bottom of the window.
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As an example, we select un green background for this task:

On the schedule, tasks with this label will appear in green:
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II. 4. Assign skills to a task
Select the task and affect skills «cl i-clkkionthe dask ot he but
click right.
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If you do not know how to affect skills, have a look at Card n° 3 "Skills management".

Tasks creation

2 1
mas)



5. Assign hours or duration
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Select the task and affect hours clicking o n
The following windows appears with three possibilities:
Characteristics of the task: length, hours... @
None O Time

Type:

17 You do not want to assign any hours
to your task

(O Duration

[ Cancel ]

2 1 You want to assign your task a
duration.

Thanks to this function, while creating
your task on the schedule, you will not
have to enter the ending date and hour.

31 Youwant to affect hours to your task.

In this example, the task will always
begin at 8 am and finish at 10 am

With this function, when you create a

task on your screen, you will not need to
precise the hours.

Characteristics of the task: length, hours...

Type: () None (® Duration O Time
—
Length [hours) ljl ]
[ 0K ] [ Cancel ]

Characteristics of the

Type:

Hours

task: length, hours...

() None O Duration ) Time
1315 o |6E 2
0K [ Cancel ]
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I1l. Creation of multi -resources tasks

You can assign a task to several resources at a glance!

From PlanningPME, create a task on the schedule.

On the ¢ Task e window, choose the tab ¢ Re®mweses ¢
The following window appears.

Task

1 E All resources YJ
2 [C]iDisplay only available resources.
[] Display only resources under contract of employment
3
Resource » Resource
&) Team 1 ﬁTechnician 13
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ﬁTEChn!C!an 2 This button allows you to select resources
ﬁ Technician 3
e one hv one
ﬁTechnlman 4 | . |
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&) Team 2 of the left window in one click
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ﬁTechnician 10 department
a Technician 11
ﬂ Technician 12
& Team 3
ﬁ Technician 14
ﬁ Technician 15 st
ﬁTechnician 16 For a multi -selection, click on the name of
A Technician 17 the resources + touch CTRL before clicking
1;'3 Technician 18 v on the single arrow.
< | & |
[ 0K ] [ Annuler ] er
Point 1 : Filter resources by department or by type
| General| Biling | Resources |
Select a department
Material resources
Humnan resources tract of employment
X Resource
i ﬁTechnician 13
[ aTechnician‘l
ﬁTechnician 2
1 ﬁTechnician 3
| =4 Technician 4
ﬁTechnician 5
{ ﬁTechnician [ ‘
|
You can then assign the task to one or more resources.
=T
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Results and visualization on the schedule:
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Poi nt 2 : Display only available resources
Selecting this box, you will avoid a double -booking. You can only select available resources on

the period chosen.

Point 3
This is another filter.

So, you can a ssign task to one or more resources easily.

IV. Creation of periodical tasks

A periodical task is a task that is repeated on the time at regular intervals.

: Display only resources under contract of employment

You can create recurrent tasks in order to save t
manage mont hly meeting, yearly appointmentsé
IV.1. How to create a periodical task?
When creating a task, in the window ATasko, <click
General lvBillingv ‘ Hesourcés‘
Label: { v [ By defaul | v|
Client : I YJ ﬁé”’\ ’ v]
Resource : Oo0onlyone @& Several a
Dates
Beginning  |04/10/2006 v | (0300 3| (qpiz ) ez ) feiaea]
Ed @ i_u—[/iﬁ}-z_oﬁé—:] irih?do 5! (a16 ) (1418 [JAlday
The following win  dow appears:
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Recurrence @

Timetables

Beqginning ![E:UU . I [ 1042

J [

812 | MNumber of days :

Jiid

1418 | []aNday

End:  [1mo0 4| [(C7ade

Recurrence
O Daily &l the
® Wweekly [] Monday
O Monthly [ Friday
O Yearly

Range of recurrence

1 | week(s) on :

Tuesday
[ Saturday

Beginning | 04/10/2005

[]Sunday

v I (3) No end date

[wednesday [] Thursday

U ~

(O Endthe: ‘ 04/10/2005

]

[ Cancel ]

You can check the information on your recurrent task on the « Task » window:

Task

General | BiIIing‘}} Resources |

Enter the beginning and
ending hours for this
task or select "All day"

Choose the frequency:
Daily, weeklyé§
when this task takes
place

vl I

By default | vi

v

Label : ‘ Training

Client : ‘

Resource : O 0nlyone & Several
Dates

=148

Take place each Tuesday from the 04/10/2005 from 09:00 to 10:00

Recurrence

Visual ization on the schedule:

Enter the ending date
for your task and save

This symbol indicates that the task is recurrent.
In this example, we created a task that takes place every 3 weeks on
Tuesday.
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