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I. Description

Target SKills - Softwares Editor

You will have the possibility to filter the schedule in order to extract precise information from

the entire schedule.

The different filters available:

- y-axis changing : Switch from the resources view to the tasks, clients and / or

projects

- Status bar

- Filter bar

- Function In Use/Available
not on a defined view

- Creation of customized filters
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You can also display the schedule of your tasks, your clients or your projects

shortcuts:
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So, you can visualize the schedule of your resources, tasks, clients and/or projects.
To save time, use the shortcuts to switch the view:

Resource view: CTRL + 1
Task view: CTRL + 2

Client view: CTRL + 3
Project view: CTRL + 4

Map view: CTRL+ 5
Agenda view:CTRL+ 6
List view: CTRL + 7

The text in blue at the left top side of the planning board tells you the view you are using.
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IIl. The Status Bar
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You can visualize your schedule in the time (1)

ilter:

| All resaurces v 3 Status: | Al J 4

You can also extract departments from your entire schedule (3) or extract the schedule

depending on

I11.1. Time visualization

the tasks category (4). By default, this bar always appears on the screen.

More days v ’
Afternoon .
1Daily You can choose the number of days you want to display on your
More days screen fromad aily view to several years view.
JHeetﬂﬁ’ Selecting AMore daysoO you can chot
bil?’:;ntﬁly you want to display on your screen.
JE!uartuerrlj,v
h Biannual
Yearly
Tip 1: If you put your mouse on the dates bar directly, you can switch from a visualization to
another clicking right on yo ur mouse ( -) or clicking left (+).
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Tip 2: Pressing the button (+) and ( -) of your lapboard, you can go from a week to another
directly. Those shortcuts are the equivalent of a horizontal scrolling bar.

I11.2. Date choice

06 March 2008
March 2008 Choose the day you want your schedule to start from.

= Mon Tue wed Thu Fi Sat su——= Clicking on the month or the year, go directly to the month
- 9125 26 27 28 29 1 2 or the year wanted

1109{45?89

10 11 12 13 14 15 19 | o _
12(17 18 19 20 21 22 2 17 NB: The week number is displayed on the left side of the

13 gf %5 2_‘.3 27 2? 2r9 ?f' calendar to make bookings easily.
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[11.3. Departments extraction
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With this menu, you can extract departments from y our entire schedule. As an example, if
you want to display on your screen the sales team, choose « Salesteam € on the menu etc
[1l.4. Category of task
To assign categories to your tasks, see card n°2.
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File Edit View Data Tools ?
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The categories created in this example are: «

If you select «  Important

IV. The Filter Bar

Normal

», « Weak » and «
», only tasks of this category will be displayed on the screen.
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You can extract from your schedule:
1 - Resources having specific skills
2 1 Specific tasks

3 1 Specific unavailabilities

4 1 Tasks of specific clients

51 Tasks of some projects

To have the filter bar displ
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To display the correct i nformati on, do not forget
before your selection.
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You can extract resources having specific skills from the
schedul e. I'f you tick on fAFren:
resources having those two skills will appear on your
screen.
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IV.2. Tasks
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Tick on the tasks you want to be displayed on your screen. As an example, if you tick on

AConferenced and #Alnstallationd, only tasks willtheh t he
displayed on the screen.

IV.3. Unavailabilities
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Tick on the unavailability you want to be displayed on your screen. You can visualize easily
missing employees or unavaila  ble equipment.

IV.4. Clients
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You can display all the tasks of one particular client on your screen. As an example, if you tick
on ACompany Ao all t asks wilbadisplayedforethe sthedule. hi s cl i ent

IV.5. The Project Filter Bar

To activate it:

You can display tasks assigned to a project as previously for clients or tasks.

V. Function In Use / Available

From the menu View or via the shortcut keys, you can display objects in use (CTRL + U) or
Available (CTRL + A) on the planning board.
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