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I. Description

PlanningPME is a software entirely customizable. It has initially a simple aspect and can

become more furnished depending on the options activated from the menu
Tools -> Options -> Task

-
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| General I Timetables I Wiew | Task | Network I Mailing box I advanced | Cutlook I Irtegration I ser | Map View I Agenda view|

Murnber of resources by default for the task () Only one
Color depending on: (@ Mame of task () Categary of the task
) Client () Timetables () Project
[ Display invaicing tab in the task [ Display parameters tab in the task
[7] Display a percentage of assignment Link a project to a task
[ This task is not proportional to its duration. [ Link a subproject to a task
Link between tasks [] Task reminder using a date

[] Dizplay a button Availabiliy
Cliert

Link a customer with the task

Type of client by default: ) Individual (@) Company
Mumber of customers per task: @ Only one () Several
[ Clierts address
| ok || Cancl Apply

II. Number of resources by default

Number of resources by default for the task : ®0nly one O Several

Choose if you prefer one or several resources for each task by default.

If you choose « Several », the tab « resources » will appear by default in the « Task » window.
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Task . . ﬁ‘
Resources

[NI resources - l

[ Display onfy available resources.
[ Display only resources under contract of employment

Resource Resource |
A iHuman resource 2 | A& Human resource 7

.;,. Human resource 3 P. Human resource 1

?,. Human resource 4

?.. Human resource 5 ?

?.. Human resource &

?.. Human resource &

You can, of course, decide to assign a task to only one person even if you chose the option
« Several » and vice versa.

By default, we advise youtolett hi s option to AOnly oneo.

III. Colour of the task in function of...

Color depending on: @ Mame of task () Category of the task

() Cliert () Timetables () Project

On the schedule, each task is represented by a colored rectangle.
This color can be displayed depending on differents types of fields :
- Task label
- Category of the task
- Client
- Slots
- Project
So, in order to recognize easily all tasks associated to a client, you can choose to display tasks
depending on the client color.

IV. Display invoicing tab in the task
C Tab "Billing"

When you create a task, a tab « Billing » will appear on the task window:
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Task @
General | Biling [

Estimate: ’ ‘

Order form : l ‘

Bill: | |

Biling type l Unit \7} Unit price: 30

Amount : I 150.00 ‘

[] Paid

Comments :

If you select the type of billing "Unit", the amount will be automatically calculated in function
of the task duration.

If you select the type of billing "Package", you can enter directly the total amount.

You can then know the total amount by resource or by client with the statistics (See cards on
statistics)

V. Display a percentage of assignment

Ticking on this option, a scrolling menu will appear on the task window:

Task %]

General | Parameters | Resources|
b | | [ 2| ﬂ By defaul ] V]
Client - l v| ﬁéj 1 v
Resowce:  OOnyone @ Several g

What is useful for?
While assigning a task, if you do not want to decide which moment of the day your resource
will do this task, you can assign a percentage for this task!

Example : You would like to assign a half day appointment (4h) to your resource without
deciding the real hours:

2 1
mas)
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But, the real time counted is 50% of the day :
On the schedule, the task will appear on the 4h.
entire day Selecting the box of the "human resource 3",
you can see that this person works 4h and not
8h (50% of the day).

W
a7y Week 37
% F s

Resource 17

W

437
F Technician 1
Resource 1%

Technician 2

Technician 1 =% Task : Installation

; eginning : 16/09/2005 at 14:00
~|End : 16/09/2005 at 18:00

Technician 3 :
Duration : 2h00 Hours

VI. Tasks not proportional to hours

If you tick on this option, all the tasks on your schedule will appear on the whole day whatever

the real duration as in the example below.

EE" PlanningPME - P:\Export\TrainingCenter.pp
File Edit View Data Tools 27

Fiaso (WAL

uﬂesource - [W’eek\y v] E] 25 August 2010 E~ E] 17 = ¥ HansDE - Eg
v Skl - - - v Clent v
v Froject -
" August 2010
d34b M T w Wee: = F s
Resource 3 ‘ 24 5 ‘ 2% ‘ 27 ‘ 5

Hans
DE

Firni
GB-FR

Ly
CH

Juan

ES
Sonia

Es-eT _
{15:00-17:00 09:00-18:00 13:30-18:00
ean Client 5 Client1 Client 4
FR
i 3:00-15:(
Valenting élp?ti o0
IT- PT T
Client 2 ]

10:00-14:00 09:00-11:30 13:30-18:00
Client &

Xin
P

Chent &

11:00-15:00
Client 10

11:00-15:00 i
Jen |
o — _E

Room L

Julio
GB-IT

VII. Link between tasks

Tick on this option in order to have the possibility to create tasks dependencies (Link between
tasks)
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Visualisation on the planning:
IMeeting

Receipts

To know more, read this function card:
http://www.planningpme.com/fiches/FC18-Tasks dependencies.pdf

VIII. Display a button « Availability »
Activating this option, a new icon appear on the task window j .
You can find available resources for this task directly from here:
Search availability [=] @ |[==
From - 24 August 2010 @ 13.00.00 S Beginning End Resource
Upta [l 28 August 2010 123818
Training
[Appointment - ] [ Skills
Length:  H = @ Hours ) days
Resource
Type: @ Hurnan () Material
[T Under contract of employment
al, [ ] [ Clea
Choose your criteria, launch the search, visualize vour resources availabiliies and select the rezource to assign
To know more about ASearch for availabilityddo, read fu
http://www.planningpme.com/fiches/FC11-Search for availabilities and other.pdf
IX. Display parameters tab in the task
C Intervention place and task division
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Whenyoucr eate a task which takes place t o " hbox. IEyou tick ofp
this box and click on the button « apply », a new tab « Place » will appear. You can then indicate

the place of your appointment.
Task 3] Task E]

General | Parameters | Place | Resources

| General | Parameters | Resources

Address :

[ The task is divided

Floor :
Door code :

Zip code :

City:

Click "Apply'" to see changes done ‘

From this tab « Parameters », you can also decide to split the task ticking on the box « The
task is divided » then « Apply ». The Tab « Division » appears on your task window.

| General | Parameters | Place ‘ Division | Resources |

] New tab « Division e . Click on
|BeRong e = enter the beginning and ending dates of

your divisions.

[ Delete division ... ] [ Add ] [ Modify ] [ Delete ]

NB : You can also split your task via the icon "Split" symbolized by this icon: B8 at the top
left side of your screen. A cursor then appears and you can split your task on the schedule
selecting the task and cutting it with your mouse.

X. Link a project to a task

Ticking on this option, you will have a new menu from Data -> Project. Also, a scrolling menu
will appear on the task window:
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Data | Tools 7

1 Department

Resource
4 7 Skill
Team
Client
Project

Task

General | Resources

TARGET SKILLS

Project : [Project A

Task

,]ﬂ[ =

It allows you to have a visual information on the task window and to filter the schedule and
have tasks of a specific project displayed. Y o u

all your projects.

WY

al so have the

AProject

\

To know more about fAPnbpectrmadafemcti on card 17:
http://www.planningpme.com/fiches/FC17-Projects management.pdf
XI. Task reminder using a date
Selecting this option, you can now use a date as a reminder.
Then, when creating a task, we can specify a date and time for the reminder.
Task E\
General | Resources|
Project | Project B v ‘ |
Label |Appmntment " |
Clent [ Customer2 v ﬁ ol
Resource Ci0nyone (3 Several
Dates
Beginning
End @ 4] 4l day
S 1200 ) 02042008 v | (V] Reminder: ()
< Ap Dog 3
an Tue ‘wed Thu Fri Sat Sun
14
17 & 3 10 11 12 13
18 I|15 16 17 18 19 20
17|B1 22 23 24 2% 26 27
18 |p8 23 30
19
[ 1§ oday: 14/04/2008
‘I akK H Cancel H Apply
=5
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XII. Link a client to a task

Client
Link a customer with the task

Type of client by default: O Individual (® Company
Number of customers per task: (O Only one (® Several

.....................................

.....................................

Selecting « Link a customer with the task », you will have the possibility to assign a client for
each task.

Task
General |
Label : “ q
Client : ‘ 7v~} ﬁ “?F)

N.B : You can click on the orange icon to create new clients or on the glass to search for a
client.

Then you can precise:

If your clients are mostly societies or individuals

If you link one or more clients to a task.

Ticking on « Several », a tab « Clients » will appear in your « task » window :

To know more about clients management, see corresponding card.

So, you have access to a lot of fields available in the « Task » window that you will
need or not for your activity. You can decide to have them appeared or not!

http://www.planningpme.com
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