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I. Description

PlanningPME manages days off (holidays, illness...) of your employees

You have the possibility to enter the number of days off for all your employees or for each

employee individually.

A report shows you your employees6é days off: which typ
remaining.

You can also print the unavailabilities status for all your employees.

II. Creation of unavailabilities
I1.1. Creation of the list of unavailabilities

From Pl anningPME, go t-o fileamanl abhbDai ag o0

-E!E PlanningPME - P:\Planning\Employees scheduling.pp

File Edit View Tools ?

=2 | = Department e = - |
(B B ? Sy B T
71 Resource =
23 Resource Skill E31 August 2010 kg [I] [Alllesources »| 12 = ¥ FrankB.
v Skl &, Team Task - ¥ Unavailability - v Client
- 23 Client
v Project .
@ Project
August 2010
; Group e
2 User 10h 11h 12h 13h 14h
Resourd ! !
il Tazk
Constraints
Frank B.
Category of Task
Description
Laetitia D. 7y Unavailability
Public holiday
" Additional field
Sylvain Moli
The fiUnavailabilitiesd window appears.

Here is the way to create the unavailabilities list. The process is the same as to create a task.
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Unavailabilities

Click on the button « Add »

Add
.

I |- Background :

4

Text:

Label

! :

Enter the label of your unavailability and

Days Off
save it.

] [ Cancel ]

The unavailability you have just entered
was created on your window.

Unavailabilities

To customize the color of your
unavailability, select it and choose the

color of the text and background.

I - Backaround : I |-

Text:
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II.2. How to create this unavailability on the schedule?
Several possibilities:
- Draw a rectangle on the schedule with your mouse pressing the touch "CTRL"

-Put your mouse on the schedule and click right. Then,

7 NewTask

| 5 New unavailability

In all cases, the following window appears. You just have to select your unavailability and
enter dates and hours the same way as when you create task.

Unavailability

General |
Label : Days Off v
Resource : BELL h resource 5 VJ or |
Holidays

Dates lhess

¥ Beginning | 26/09/2005
ecurrence

End ® | 26/09/2005 [¥] &Nl day

Results on the screen:

S A e |

Pascal C. ‘ Wacation

‘ Meet

Eric K.

The unavailability appears greyed out.
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II1I. Non worked days management

II1.1. Days Off set-up

ITII.1.1. General set up

TARGET SKILLS

Go to the menu « Tools » -> « Days Off ».

EE PlanningPME - P:\Planning\Employees scheduling.pp
File Edit View Data ?
< | PivotTabl B B
(B B @ (e kF R
= Statistics
E E 30 August 2010 E~ E] [AII I830LIces | 12
v Skil Language... Task v Unavailability -
v Project & Options...
W, August 2010
We
4350 v T W
Resource n 21 1
Frank B.

Fill in the information depending on your activity.

Days off ... @
From which day are
— calculated your days off?
o T |
On 5 or 6 days?

Beginning D ays off:

Days off on:

Number of days off :

Label for days off

of

OBdays:
Enter the number

days off each year for
your company.

Days O | v|

N Choose the label "Days
Off" or "Paid days off"

for your statistics.

[ Cancel ]

l

oK

ITI.1.2 Setting by employee

Double click on the box of one of the employees on the left column.
The personal card of the employee appears. Choose the tab « Unavailabilities ».
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Resource
uﬂf‘jﬂ“i‘i?’; I 75|0tsJ_Unavailgbﬁﬁi}§ | Skills |
Period : >
Unavailability Dayls) Period
Days O 1/25 01/06/2005 - 31/05/2008
Holidays 0 01/06/2005 - 31/05/2008
lIness 0 01/06/2005 - 31/05/2008
L |
[ Counter ] [ History ]

A list of Days off taken by this employee appears.

You can change the number of days off for this employee.
Click on one of the label, as an example « Days Offé and click on the button @AC

30

[ oK ] [ Cancel ]

Press on AOKO. This modification appesaure. on the person
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Resource

Information | Slots | Unavailabilities Skills |

—taraisbiiy——— D — Period
Days Off 1430 01/06/2005 - 31/05/2006
_Haolidays 1] 01/06/2005 - 31/05/2006
lliness 0 01/06/2005 - 31/05/2006
60 1] | ¥

[ Counter ] [ History ]

NB : The software also counts half days off.

II1.2. Days Off report

You can have access to the number of Days Off remaining for each employee going to the
menu « File » -> « Print ».

Print
E dition
Title

Statement of unavailabilities 100 : b4

Choose « Statement of unavailabilities ». Then, click on the preview, you will have the number
of days off and unavailabilities for each employees.

PlanningPME - P:\Exportischedule.pp

Next Page | | Prev Page || Two Page Zoom In [Zoom Out ][ Close ]

Resource Days Off Ilness

John 30/30 1

Laura 1/25 o

Karine 5425 3

Pedro 2§25 ‘0

Sarah 0/25 o
EhSP
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On this example, John took 30 days off on 30 and was ill one day.

IV. Public holidays

You can manage you own public holidays from the menu Data -> Public holiday

5% PlanningPME - P:\Planning\Employees scheduling.pp
File Edit View Tools ?
l 3 % Department % 3%"?.‘ ?ﬁt:
3 Resource —
[ 2 Rssourcs | sl [+]30 August z010 B [+ 12 2] ¥ Franks.
v skl & Team Task - v Unavailability - v Client
v Project ? ;::::t
W Group Auvgust 2010 [
4l . Week 35
2 User T W T
Resourg ,-I Ta;ki 21 1 2
ehE Constraints
Category of Task
Description
Laetitia D i Unavailability
Public holiday :
" Additional field et >
Sylvain Mol ' =
- -
Public holidays ==
Date Label Each vear
Januar 071 Mew Y'ear Yes
b ay 01 Working D'ay ez add
b 2y 03 Birthday 1345 ez
Julp 14 Hational Day ez
Azsmption Yes -
Mowvernber 01 Halloween ez iy
Movemnber 11 Armiztice 1913 e
Decemnber 25 Christrmas Ve

Delete

Cloze

Then, you will see them on the planning board with a different colour:
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- = ==
File Edit View Data Tools 7
Y Ea RN
[ 3 Resouce v [wesky - [+ ] 20 Decemper 2010 o (] 12 2] ¥ FrankB - Eg
v Skill - v Task - ¥ Unavailability - ¥ Client -
v Project -
w. December 2010
451 " = = WBE-:KS:I -
Resource ® 2 2 3 | %
Frank B.
Laetitia D.
==
Sylvain Moli Pas
=
Jean M. Pas
This colour is the one you selected for fiPublic h o | i d &rgns the menu Tools -> Options ->
View
Options @

| General I Timetables | View |Task I Metwork I Mailing boo I advanced

I Outloaok | Integration I User I Map View I Agenda \riew|

Font : [Tahuma v] [E. v]
Madmum height of one line 60 =
Mumber of visible lines 12 =

Colors of the days of the week
Fstday:  [—]||  Secondday —
Public holidays (IR |'| Days off : I~
Caolor by default
Resource Background [ ] Ivl Text | |v|
Task Backgound [ |- Tet I |-
Cliert Background [ |~ Tet [ ]|+
OK || Canesl Aop

V. Count the time during days not worked

You now have the option to count hours during days not worked as public holidays, week-end.

8o |||
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Option to activate from the menu Tools -> Options -> User

X]

Options

Metwark, | Mailing box | advanced || Outlook. Integratinn| Uzer |Ma|:|"v"iew

General | Timetables | View || Taszk

Tazk

Filters

[] &dapt the project filter in function of the client
Filter the: linez

[*]iRectanale with rounded cormers

Gradient colours

Dezcription always visible

Resource

[ &slarm if the warkload is superior to 100% Gradient colours

Count the time during days not warked

Tirne Az
Gradient colours for vear [] Display week numbers in the calendar
Gradient calaurs for Manth Firzt week of the year Firzt week with 4 days b

Gradient colours for wWeek
Gradient colours for Day
Gradient colours for Hours

[ ]4 I [ Cancel

Here is an example. Caroline works 8 hours per day.

If the option is not activated, the software will count 2 days so 16 hours as shown on the

tooltip.
g?: ™ July 2
T = I Week 29
1 T F 5 5 M
Resource 22 | 2z | 24 | = | =
2welopmen
Dl b
Caroline

Wirkload ;9%
Qcoupation @ 16h00
IUnavailability : 0h0o

Project Manager-

If the option is activated, the software will count 4 days, 32 hours.

Card n° 6 -10 -

il
mas)



TARGET SKILLS

wolgy w July 2
" .
T L P Week 29
£ T F s s M
Resource 22 | 2z | 24 | = | =

Dreweloprent

Caroline

Workload | 158%
Project Occupﬁtiﬂ_l'_l v 32hao
IUnavailability : Oh0O

So, wether you want to count hours during special days as week-end and public holidays, you
can adpat the software and have correct time reports.

VI. To go further...

You have at your disposal Excel Pivot Table which will allow you to export your data to Excel

files from the menu "Tools" -> "Pivot Table". See card 10.
http://www.planningpme.com/fiches/FC10-Statistics and reports on_Excel.pdf

http://www.planningpme.com
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