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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 employeesô days off: which type of days off, the number and the days 

remaining. 

 

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

 

 

II. Creation of unavailabilities 

 

II.1. Creation of the list of unavailabilities 

 

From PlanningPME, go to the menu ñDataò -> ñUnavailabilityò  

 

 

 

The ñUnavailabilitiesò 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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Click on the button « Add » 

 

 

Enter the label of your unavailability and 

save it. 

 

 

The unavailability you have just entered 

was created on your window. 

 

 

To customize the color of your 

unavailability, select it and choose the 

color of the text and background. 
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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, select ñnew unavailabilityò. 

 

 

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. 

 

 

Results on the screen: 

 

 

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

 

III.1. Days Off set-up 

 

III.1.1. General set up 

 

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

 

 

Fill in the information depending on your activity. 

 

 

 

III.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 ». 

 

From which day are 

calculated your days off? 

On 5 or 6 days? 

Enter the number of 

days off each year for 

your company. 

Choose the label "Days 

Off" or "Paid days off" 

for your statistics. 
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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 Off è and click on the button ñCounterò. 

 

 

Press on ñOKò. This modification appears on the personal card of your resource. 
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NB : The software also counts half days off. 

 

 

III.2. Days Off report 

 

You can have access to the number of Days Off remaining for each employee going to the 

menu « File » -> « Print ». 

 

 

Choose « Statement of unavailabilities ». Then, click on the preview, you will have the number 

of days off and unavailabilities for each employees. 
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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 

 

 

 

 

 

Then, you will see them on the planning board with a different colour: 
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This colour is the one you selected for ñPublic holidaysò from the menu Tools -> Options -> 

View 

 

 

 

 

 

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. 
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Option to activate from the menu Tools -> Options -> User 

 

 

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. 

 

 

 

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