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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.  

 

 

II. How to creat e a task?  

 

II.1. Ways to create a task on the schedule?  

 

On the schedule, a task will be represented by a coloured rectangle.  

 

  

 

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 to the menu ñDataò -> ñTaskò  
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From this menu, you can find all the labels already created.  

 

 

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  a t ask 

- Change the text and background colors  

- Assign skills:  "Skills" button  

- Assign hours: "Hours"  

 

 

II. 2 . Rename a task  

 

Right click and sele ct ñRename ò 

 

 

 

 

II. 3 . Change its color  

 

Select a label with your mouse and then, select its color at the bottom of the window.  



TARGET SKILLS  

  
 

 
 Tasks creation   - 6 - 

 

  

 

As an example, we select un green background for this task:  

 

 

 

On the schedule, tasks with this label will appear in green:  

 

 

 

 

II. 4 . Assign skills to a task  

 

Select the task and affect skills clicking on the button ñskillsò or double-click on the task or 

click right.  
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If you do not know how to affect skills, have a look at Card n° 3 "Skills management".  
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II. 5 . Assign hours or duration  

 

Select the task and affect hours  clicking on the button ñhours ò or click right.  

The following windows appears with three possibilities:  

 

1 ï You do not want to assign any hours 

to your task  

 

2 ï 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.  

 

3 ï You want 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.  
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III. 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 ç Task è window, choose the tab ç Resources è or tick on the box ñSeveral" resources  

The following window appears.  

 

 

 

Point 1  : Filter resources by department or by type  

 

 

You can then assign the task to one or more resources.  

1 

2 

3 

Resources 

of the 

desired 

department  

This button allows you to select resources 

one by one  

This button allows you to select a ll resources 

of the left window in one click  

Select a department  

For a multi - selection, click on the name of 

the resources + touch CTRL before clicking 

on the single arrow.  
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Results and visualization on the schedule:  

 

 

 

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  : Display only resources under contract of employment  

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.  

You can create recurrent tasks in order to save time. The function ñRecurrenceò will help you 

mana ge monthly meeting, yearly appointmentsé 

 

IV.1. How to create a periodical task?  

 

When creating a task, in the window ñTaskò, click on the button ñRecurrenceò. 

  

 

The following win dow appears:  
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You can check the information on your recurrent task on the « Task » window:  

 

 

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.  

Choose the frequency: 

Daily, weeklyé and days 

when this task takes 

place  

Enter the beginning and  

ending hours for this 

task or select "All day"  




















































