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Welcome to TECOMP

Easy Planning is one of the markets most user-friendly programs for planning. The program can be used
for Project-, Maintenance-, Resource Planning and for Booking.

Powerful database
Data is securely stored in an Access Database. The database is updated in real time so all users can see
the changes. The program has multiuser support and with different permission levels you can control
what rights users have.

Simple and clear planning

The planning can be viewed as Gantt Chart, resource view or calendar. You can add individual tasks or
subtasks in a project and then allocate these tasks on the resources you have available. Tasks are always
displayed in chronological order. If you move a task using drag-and-drop function to a new date is a
reordering of all tasks directly in the planning. Workload for resources can be displayed graphically.

Filter and color coding
Tasks can be grouped in different categories where each category is assigned a color. Categories are
used to show filtered lists. With filtered lists can show holiday lists, programs, projects, etc.

Sync with Outlook
Easy Planning can sync with Outlook via Exchange, so you can stay updated on your tasks through your
phone. The optional software Sync Master running sync automatically in the background.

Import and export
The program has powerful import features to import work orders from external maintenance system.

Our hope is that Easy Planning is going to be the tool that simplifies your planning.






INSTALLATION

System Requirements
Microsoft Windows 95/98/ME/NT/2000/XP/Vista/Win 7 32/64 bit/Win 8 32/64 bit/Win10
Windows server 2003, 2008, 2012, 2014, 2016.

Color monitor with minimum 1024 x 768 screen resolution.

Installation

The licenses are per user of the system, not concurrent users. If you have a license for 10 users,
you have the right to install Easy Planning on 10 computers in your network.

Choose to install the software locally on each user's machine or install the application directly on
the server. If you choose server installation you must install the customer part of each customer,
this is done only the first time.

You can always do a reinstallation when upgrading without database and schedules files
disappear.

Alt A, Install program on a server

Install server version (Server.exe)

The advantage of an installation on the server is that all users are always running the same version
and that all new updates only needs to be done on the server. You start the software by adding
a shortcut on the desktop to WINEP6 EXE.

Installation av customer parts (Klient.exe)

If you have installed the server version you also need to install a customer installation first time on
each user's computer. The customer installation will install locally DLL files and ActiveX
components which the software needs to be able to run.

Alt B, Install local version

Install local version (full version)
The software is installed locally on each user’s computer. Use this installation for Citrix and other
terminal solutions.



Installation

Installation — Demo version

The current demo version of Easy Planning and a user manual is available for download on
www .tecomp.se. Click on the link to download and save the file SETUP.EXE on the hard drive.

The following applies to the demo version:

- The demo version can be used until the time limit that shows when you start the

program, after this amount of time you can't start the program.

- There is a limit of max 100 tasks. In the full version, up to 100.000 tasks/tables can be

added.

- The demo version is limited to five users.

Install the demo version by double clicking on the file SETUPEXE. After a few seconds, an

installation wizard opens that guides you through the installation.

Welcome to TECOMP

=
This program install Easy Planning 7.

*r'ou should exit all other Windows programs before rnning
setup.

WARNING: This program is protected by Swedish and
international copyright law type legislation. Unauthorized copying
or distribution of this program, or parts of it can result in fines or
imprizonment for up to 2 years.

E Mest > g [ LCancel |

| Destination Folder

=

Please chooge destination folder for pour program. This iz the
directory where the program and its support files are installed to.

Folder:
C:\Program Filez (+86)\Easy Planning
Space
Required 12424 K, Free: B76003420 K

I < Back ‘ [ Mext > ] [ LCancel
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Enter path to database

If multiple users are to work on the same database you would have to assign a path to the data
files on the server. The data file consists off a schedule and an associated database.

In order to share database and schedule with multiple users you need multiple licenses. A license
corresponds to one user, not simultaneous users.

If only one person is using the program you do not need to assign a path to the data files,
instead you can store them in a local subfolder of the Easy Planning folder.

NOTE! As default setting the data files are stored in a subfolder of the program.
C:\Program Files\Easy Planning\Databas

To assign a path to a common database on the server

1. On the Tools meny, click Maintenance.
2. Login using password 1234.
3. Click the Database tab.
4. In this example we choose FATECOMP\EASYPLAN as the path to the data files.
5. If the folder FATECOMP\EASYPLAN Planning exists, click on the button to the right of the
path.
i Maintenance P .
Calendar Footer History Project ! Admin ! Import Order |
Display General Permission Tables ! Database 3 Category Outlook i
Database Maintenance Only for Access
I Microsoft Access Update Holidays: GO cpiecid
Computer Name | Login |
[ 5oL Server Holidays THOMAS THOMAS
[T 5ave to file
Delete task older than;
Database '_| ‘ Compress Database | ‘ Backup |
Migrate to SQL Delete [ Toeanmpe | | createacopy |

Path to data files:
F:\TECOMPIEASYPLAN] &l [|Farce all users ta logout

Close

L



Installation
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6. When the form below shows, choose the folder FATECOMP\EASYPLAN and click OK.

[ |
Valj mapp L&J
Ange mapp for datafiler
F:\TECOMPEasyPlan
Demofilm
4 EasyPIar_l
Databas
| Export
Import
Kunder
Mallar
| Status
Tid | =
< T ™ it
| o | | avbryt |
A A

7. It the folder doesn't exist, enter path FATECOMP\EASYPLAN.
8. Click OK.

The program creates 4 folders (listed below) when you click OK.

FATECOMP\EASYPLAN for schedules (CFG)
FATECOMP\EASYPLAN\DATABAS for databases (MDB)
FATECOMP\EASYPLAN\STATUS
FATECOMP\EASYPLAN\TID

New path @

[0] New path selected. Re-open a schedule to use the new directory.

9. Next time you choose menu File - Open schedule the folder will be pointing at
F:\tecomp\easyplan.

The path is completed and you can start creating your own schedules. The schedules that you
build will end up in the folder FA\TECOMP\EASYPLAN and when you open the schedule a
database will be created in the folder FATECOMP\EASYPLAN\DATABAS.

The path to the data files is stored in the file TIDPLAN.INI.



Viewer

Viewers require a separate license. There is no limit to the amount of Viewer users in the system
(a Viewer can only look at the planning, mark their tasks as completed and enter their own
timesheet). To specify a user as a Viewer choose permission level 1. Free viewers are included
when you buy 100 or more planning licenses.

SQL database

The default setting is Access database. New Access databases can be created without installing
Microsoft Access. This is the easiest way to get going with a limited amout of users.

We always recommend that customers use the SQL version. With an SQL server and database
the software performance is highly improved compared to Access version. SQL version is free to

use with Microsoft SQL Server Express.

User profiles are always stored in ‘Tidplan.MDB’

13
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Toolbar

n}n

Buttons from left to right

| o

il

x &l @

New Task

Complete Task

Delete Task

Print

Preview

Copy

Paste

Undo

Redo

Outdent Task

indent Task

Add link

Delete link

Split task

Outlook sync

Search in Database
View unfinished Tasks
View not assigned Tasks
View only assigned Tasks
View only quotes
Overview projects
View Extended time window

6121 3 12 @ = =

Schedule view

Gantt Charts 3, 6, 12 weeks
Gantt Charts 1, 3, 12 months
Zoom In

Zoom Out

Calendar (weekly)

Annual Calendar (yearly)
Resource view 5 days
Resource view 3 weeks
Resource view 12 weeks
View Baseline

View Replanned

Workload by resources
Workload in hours or percent
Workload by number of resources
View all resources

Hide all resources

Backward 1 week/4 weeks
Go To

Forward 1 week/4 weeks

B3

Ak« & A=

GETTING STARTED

LI
-

= 0 = g L FEE= A4 o B
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Getting Started

Go to Today
View Report menu

Login

Login is required only to maintenance menu and to schedule builder *).

NOTE! Password is not required in the demo, otherwise default password is 1234

To login

1. Select the schedule view (F2).

2. On Edit meny, click Schedule Builder.
3. Or on Tools menu, click Maintenance.
4. Enter password.

*) It is possible to remove the login too the schedule builder, this is done in the maintenance menu, Tool-
Maintenance. This change affects all users.

Gantt Chart

The Gantt Chart shows one task per row, except for recurring tasks in a serie and split tasks. You can
press the split bar between task name and the bars to move the partition to the side so that several
columns can be displayed.
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The planning that appears for a resource or a group is divided into 4 parts:

1) Tasks
2) Action list (Events)
3) Project

If 'Show headlines for meeting/To do'is selected, they are sorted by group, otherwise put together.

You can view tasks that extend over a long period in a separate action list. Benefit of this list is that it
only shows end date instead of a lot of long bars.

Thomas

Meeting

08:00 - 10:00 Project Meeting fri 12-11-23 fri 12-11-23 2h |

Todo

' Budget work tue 12-11-20 wed 12-11-21 2d |

= project 1 wed12-11-21  fri12-11-23  3d —

: Programming wed 12-11-21 fri 12-11-23 3d [

E‘ Action list

“ New manual fri 12-11-30 fri 12-11-30 1d -

Figure 1. Task are divided into different parts, here with headines

Thomas

: Budget work tue 12-11-20 wed 12-11-21 2d —/

] 08:00 - 10:00 Project Meeting fri12-11-23 fri 12-11-23 2h |

B Project 1 wed 12-11-21 fri 12-11-23 3d ——

Programming wed 12-11-21 fri 12-11-23 3d 1

E‘ Action list

“ New manual fri12-11-30 fri 12-11-30 1d A

Figure 2. Without headlines are appointments and to do sorted together

Each project is shown with a project name. You can double click on a project name to show/hide this
project and all that comes after in the list. Single click on the sign (+/-) to show/hide only the selected
project.

The duration of a task is displayed in the column duration as the number of working days between the
start and end dates. In the field planned time, you can specify the estimated time for the task. If the
planned time is not set manually the planned time follows the duration, which means 100% workload. If
you enter the planned time manually the bar displayed striped.

Duration can be displayed in either days or hours, enter "d" for day and "h" for hours. Hours can be
displayed with one decimal place, ex 0.5 h.

7



Getting Started

Resource view

Resource view shows all tasks on the same line as opposed to Gantt Chart showing one task per line. If
there are multiple simultaneous tasks, they appear on multiple lines, see picture below.

Can be used for all types of bookings, conference, workshops etc.

T Easy lanning - [BAU MITT] j=nra ==
Moy Beigen Vi1 Vet Fans Hso
PR T

Toetas_[-vpoisies
e

LRI
Dommmes) x

5 ot Arsson 105167

(9 sonanengeaissioss79

(5 et hansionst10782

(SR —rery

rogsnd THONAS AU NORDVEST DB 6enS 72 S M WaTSon (617

To delete a task in the resource view, right-click on the bar and select 'Delete Task’ from the context
menu. To finished a task, right-click and select Completed Task.

|Ir15ta|laricm

View resource 3

Show hours worked...

MNew Task...
Edit Task...
Delete Task

Copy Task

Paste Task

Move Task...
Copy Work order to clipboard

New Project from Template...

Category 3
Resources 2
Maove start...

Task bundle...

Completed Task

View text in row 2 and 3 in bar

In resource and calendar view, text can also be displayed in line 2 and 3 in bars. For the text to be
visible you need to increase the row height. You can change the row height in the menu Tools-Options,
Calendar tab. Default value is 24, increase to 34 for 2 lines and 48 for 3 lines.

18



| Display | General prning |  Colrs | Calendsr | outiook |
View Bar text (Resource view)
[} indude action list Line 1t [ClBald
[ show time in bar Textline 2: [Pro]ect' ?]
[7] Breaks bring to Front
Textline 3: [ ?]
Ao e
Printi
[Tl print date
[Tl Print in color
[FLand Orientation Min row height for 2 lines {30), 3 lines (45)
Time scale: [5mﬂuter -

19



Getting Started

Weekly Calendar

The program has a calendar that shows tasks, events and appointments. The calendar can only be
displayed for one resource at a time, at the group level is button calendar disabled. Use the Zoom bar
to show a larger timespan.

] . s )
[ e Eeck edan bieip i
|1y = R A ERE N SRR N MR R A R W=m S a= g 3@
o =1 waen sz Minaag B owe [ aasp wse [ owa B | Towmg uam Fiefig 10 ec - |
Bt || ( - D '
Y L P ]
(] [Tl "
4 3 & # & % i@ =
(N = P LT R L N v d
PR e ] -
lznomsw o o 1 |
s T0E1 ™
w N [ p——
123 4«34 F @ F By
| SETETE s 1 -
N Rk
BB 100
im oz L
e ] o
& B = |
HHEA BB P
HHEBEDRDNHEX -
EE S e 120
| Ty 00T 13- 108 =
=
” S Tdw 1
=7 il
iy - T e
&
5% Mumber of hours |
4
-
16
i
-
: Lo B ki THEAS il ] L) ST .’*".’“."‘..'."‘.".I

Appointments are shown in bold in the mini calendar. Not valid for tasks that have been marked ‘all day’.

12 3 4
5 6 7 8 9 1 11
12 13 14{5) 16 17 18
19 20 21 22 23 24 25
2 27 28 29 3,
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Annual Calendar

With the annual calendar, you can view all tasks booked a table for a full year, one task per day. If there
are multiple bookings on the same day they are indicated with an arrow. Annual calendar can be used
for rough planning where you book the days off.

Annual calendar can only be displayed for one table at a time, at the group level, the button are disabled.

[ Easy Planning - [SASONG 12_13] [
Ele Edit View Tools Window Help
By X|&@R| B s 3 "
[ Match/Tranng | -Enter Category - -] [ %
January February May 2012
TS W i
m 1|21 16| 2w
B sF 5T
aw 45 aE b
5T s 55
6F sM 65
7s 7T M
&s sw &7
om 2| o1 15| ow
107 10F 107
1w s 1ur 2,
uT 1s 125
13F 1M 135
s 1T 1M
155 BwW 157
16M 3|67 16| 16w
T 17F el
18w 185 18F s
187 185 195
20F 1M 205
215 v 2am
s nw 221
pER] 4|BT 17| 28w
2T 2%F 247
BW x5S ¢ 2
27 25 265
a7F 7w 275
285 87 28M
285 BW 27
30M H 30F EL 18] 30w 05
g s1s 517
July August September October November December
TS W TS icemaking A-Hall ™ | 1T TS
M 27| a7 25 Icemaking A-Hall 2T MIF-Vasterds 2F MIF-Asploven 25
a7 H B B s B )
W 45 ar ar 45 MIF-Djurgarden T
5T 58 B 5F 5M 45| 5w MIF-Grebro
6F oM 32| 67 6s 67 67
75 7T 7F 7s w 7F
8s ew 8s M a| 81 8s
B 28| o7 as B oF 95
107 10F 10M Icemaking A-Hallen 37| 10W MiF-Kariskoga 105 1M 50
1w 11s 11T Icemaking A-Hallen - s uv
nT 125 12 W leemaking A-Hallen - |wF 12M MIF-Tingsryd 6 |12w
1F 1BM 33137 Icemaking A-Hallen 135 137 17
185 167 14F MIF-Mora - s 18w 1aF
155 BW 155 1M a2|157 155
18M 290|167 165 167 16F 185
77 17F M 38| 7w 175 7N 51
1BW 185 187 187 185 MiF-Almtuna 187 MIF-Oskarshamn
187 125 18w 19F 18M o (19w
20F M 4|207 205 MIF-Leksand 207 207
21s nr 21F MIF-Oskarshamn a1s aw 2F
22 nw s 2m |21 25
3m 0|57 25 237 23F MIF-Sodertale
T ur 2am 39| 20w 52
BW 55 57 25T MIF-Mora - |ass
267 %5 26w 2%6F %M
a7F 27 M Icemaking A-Hall 35277 275 277
285 28T lcemaking A-Hall 28F MIF-Durgérden 285 28W MIF-Troja/Ljungby 8F
288 25 W tcemaking A-Hall 205 29 MIFKariskrona 2| 207 205
oM 31|307 leemaking AHall a0 30T 30F a0
i 31F Icemaking AHall 1w EAT] 1
Fleady Login THOM&S SASONG 12_13MDB [ Seek110ms WUM_Sabopr 1327
September

15 leemaking A-Hall

25 leemaking A-Hall

3IM 36
4T

5W

6T

7F

BS

95

10 M lcemaking A-Hallen 37
11T lcemaking A-Hallen

12 W leemaking A-Hallen

13T lcemaking A-Hallen

14 F MIF-Mora -
155

165

17 M 38
18T

18 W

20T

21F MIF-Oskarshamn

225

23S

24 M 39
nT

26'W

27T

28F MIF-Djurgarden

295

308

Fig. Multiple bookings one day indicated by an arrow
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PERMISSIONS

Setting permissions

The program has five permission levels. In settings you define a permission level for each user.

NOTE! Password is not required in the demo, otherwise default password is 1234.

To setting permissions

On the Tools menu, click Maintenance.

Enter password.

Click on the Permission tab.

Select the resource to change.

Current permission appears, choose a new level.
Click the Close button to exit.

oA WN =

Level 1 — Read-only access (Viewers)
Set permission to 1for Viewers. Viewers can only look in the planning, completed tasks and enter their
own timesheet.

Level 2 — Write access to own table
You can only create tasks in your own table, the same table name as login.

Level 3 — Write access to own table and to all link  ed tables
Same as level 2 plus you have write access to all linked tables.

Level 4 — All rights
You have write access to all tables. Many extra functions require permission 4 or higher.

Level 5 — Admin permissions
You have write access to all tables. Admin is required for the following functions:

-  Toimport

- Edit timesheet

- Choose type of database Access/SQL

- Reset entrylD

- To delete a project permanently from the deleted tab
- To delete a customers register

- For settings to Sync Master

- To edit Task Name in gantt chart without form

- To show all users in the To-Do list

- To create a copy of the schedule and database

23



Permissions

Tables with all permission

Users with permission 2 or 3 get write access in these tables.

Permission by table

You can limit the number of resources that should have access to a linked table. In the Resources tab,
you can then choose Only by permission to view only those resources that are authorized to access
the selected table.

Permission by schedule

If you have multiple schedules, and want to limit that not all resources can change all schedules you can
specify which schedules a resource have access to. The resource will then have permission to these
schedules, but read-only access to other schedules.

24



NAVIGATION

The program always starts with the last open schedule. From this schedule you can navigate to a group
(top box in each column), a resource (a box) or the entire planning (box overview).

You change the schedule and database by clicking on the tabs at the bottom of the screen or select File
- Open schedule (CTRL-O). Multiple schedules can also be used against a common database.

Easy Planning contains a large number of different views, Gantt Chart (12), resource view (13) and
calendar (2). You can quickly switch between the different views with the 14 buttons to the right of the
toolbar. Note that the menus on the top row are different depending on whether it is overview or the
planning.

2203 612 1|3 12 & & | 3| 2 ==

Shortcuts for navigation:

F2 Schedule

F3 Planning

F4 Time Report

F8 3 weeks Gantt Chart
F9 5 days resource view
Shift + F9 Calendar

] Zoom in

F12 Zoom out

The first of the 14 buttons show the schedule. From the schedule you can choose a group, a resource or
the total planning (overview). The other buttons is enabled when the planning shows and with those you
can switch period, view and zooming.

In the list at the top left of the planning view you can easily switch to another resource, group or to
overview.

| Thomas ﬂ

You can move the time period forward or backwards one week at the time. The amount of time depends
on the current view, see tooltips.

TIP! Use the arrow keys on your keyboard for fast scrolling.
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Navigation

GoTo function

With the function 'Go to’ you go directly to the specified date. Choose Go to via the toolbar or in the
menu Edit - Go To. Shortcut F5.

GoTo (8| S
Date:  [Mon EFE-11-19 ~| oK

Cancel

Multi select rows with CTRL
In Gantt Chart you can select multiple rows with the CTRL button. CTRL works for following functions:

- Create links

- Delete Tasks

- Copy Task

- Complete Tasks

- Set Category

- Bundle

- Add or remove resources

= Kalle
mon 12-11-19 mon 12-11-19 1d 1
1 mon 12-11-19  fri12-11-23  5d [
B tue12-11-20 tue12-11-20 1d —
2 tue 12-11-20  fri12-11-23  4d | —
C wed 12-11-21 wed 12-11-21  1d |
= Kalle
mon 12-11-19 mon 12-11-19 1d T
1 mon 12-11-19 fri 12-11-23 5d [
B tue 12-11-20  tue 12-11-20 1d +|:|_-‘
2 tue 12-11-20  fri12-11-23  4d | |
C wed 12-11-21 wed 12-11-21 1d N

Ex. Select row 1, 3 and 5 and click Add Link.
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Switching between resource / project by changing table

You can quickly switch between resource and project view by right-clicking and selecting 'View
Resource' or 'Show projects' in the popup menu.

Select a task that has an assigned resource and right-click to jump to the resource table.

412 h |
204 h o
View resource k THOMAS —

Mew Task...
Edit Task...
Delete Task

Fig. Switch from one project fo the resource table Thomas

Select the project line and right-click to switch to the project table. Filtering is done so that only the
selected project is displayed.

:3 d AL b |I I

2 d View project > PROJEKT-CS e
ad Edit project... L
2d Move Project..,

1d Copy Project...

1A

Fig. Switch from resource to the project table
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Before you can start planning, you need to create a schedule. The schedules function is to create tables
in the database and then from the schedule navigate to a group or a resource.

A schedule contains a number of groups, each with resources. Each box in the schedule creates a table
in the database (not the group box).

Clicking on a box collected data for this resource. Clicking on a group collected data from all underlying
resources in this group. The top level (overview) shows the overall planning.

Technical Services

Manager

Team Leader

Fig. Sample schedule

The box in the schedule has the following meaning.

Manager Wanager Manager Manager
Lars Olsson (0) Ame Jonsson Johan Olsson UIf Nilsson Bengt-Géran Lindebla Aoy Svensson
[Central Planering] (16} i ) KA (0) [Cent Rérfisoler] (48) [Cent Mek] (14)
Hans Malmberg = .
Planners Resources. Team Leader KW Resources Rarilsoler Engineers
Berne Agbeck (0) [Central Planering £ (18) Pia Aulin Johan Berggvist Hakan Persson Anders Lundgren
Jan Dahiqvist (0) [E1& Instruments] (167) Christina Mekaniker Anders Horndahl Roger Persson
. Sven Bruno
Bo Ohlssen* Team Leader Anne-Louise Hakansso Dan Larsson Anders Weberg
Michael Larsson Lennart Engstrom
Kenneth Modig Gunnar Wikstrom [Maskinbearbetning] (0)
Torbjorn Carlsson s Ahmet Hatipogly -
| Ronny Wramsgard Resources Engineers e
Mats AIf Karlsson [Cent Piat] (28) Hampus Hoberg T v
TR G o
Svein Alsi - [Cent FU] (17)
Team Leader PP Dan Backin
Jonas Andersson Raoul Wahigren Team Leaders
Hannu Finnberg Michael Ymer
Mattias Andersson Mekaniker =
Joakim Blom Nis Olsson Kiell Johansson
Kenneth Bengtsson
Andreas Frost e Head John Larsen
Lars-Erik Eriksson
Berti Holmbarg dentasson Magnus Nordenbarg
Dardan Golaj
Tommy Hisson Wkneisnn, Olle Olsson
Kristoffer Hermansso —
jislav Stanojkovic it Misa Ratarevic
Stefan Rickler B o
Thomas Nilsson
Hassan Salisv
Tommy Thorup
Peter Svensson
Resurser
Henrik Wahigren Central Plast (12)
Resurser
[Personalhusef] (0)
Lars Malmgren
Anders Hansson

Link tables
Filtrered list

"[Table]” with brackets
"Table” with bold font.

TIP! If you have the program in the folder autostart it will always be running, and you can use the function
reminder before meetings.
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Create schedules

Create a new Schedule

A schedule can contain up to 601 tables (15 groups each of 40 resources plus a team leader). You use
the schedule to navigate to a group or resource.

Create a new schedule with the schedule builder. The schedule which is open when you exit the program
automatically opens next time the program starts.

Department [ Title:
Tecomp AB

Color Themes:

‘Windows - Orange 7 |

Schedule Builder

Director: Mame: Login:
i Algrment
() Left Justify Resousce 1 | | Resousce 2
@ Center
|" | view full names in overview

Resurser -m}
Group: Group Name: No of Groups: Group View: Shift Groups: Sort:
Resurser Resurser | 2 v| | v| < |L‘ E|

Nr |Table |NamE |Lngin |Exchange |Cahegnry | Linked |Extsmal|Fi:ﬁnnal|T|ﬂe |Cnunter|Co\or‘ -

1 |Christoffer |Chr\smf'fer THOMAS Christoffer @tecomp. se I
2 | Thomas Thomas TE Thomas @tecomp.se
3|
=5

5

3
=
8 |
9 |
10 |
11 |
12 |
13 |
14 |
i -

- —— ——

Move Table: o |T||i| | Add ” Delete ” Import ]| Export Shared Database: | - | Close

Fig. Schedule builder

have login.

NOTE! Enter the password 1234 to login to the Schedule Builder. You can change the password after you

Options in the schedule

The text in the columns Table and Name can be specified with underscore.

The column Table with underscore (ex. Thomas_Ellingsen) shows the name of the table on two rows in
the schedule (in the box) but replace underscore with a space when the table is created in the database.

The column Name with underscore (Thomas Ellingsen_070-3965278) gives tool tips in the schedule on
several rows but only shows the name until the underscore in the planning views.

Login is used to identify witch user who own the table. (Displayed on the bottom of the screen on the

users computer)

Login THOMAS

TECOMPAB.MDB

Exchange is used to sync calendars to Outlook or mobile calendar.

Category table sums up all tasks in that category.

Linked table is used on all non-resource tables.

External is used for temporary resources

30




Fictional is used on resource tables when you want to allocate a type of resource rather than a specific

resource.

The column Counter is used to show the number of active tasks in the current table. The counter is
updated when switching planning/overview and also when automatically updated is activated.

The column Color is used to highlight important boxes in the overview, for example projects or incoming
jobs. Choose a color by pressing twice in the column color. To remove a color you choose white color

in the same column.

The Schedules parts

The picture below shows a number of groups that have both resources and linked tables. In the
schedule builder you create a resource by specifying the table name and the name.

If you select YES in the field Linked you instead create a linked table, marked with square brackets.

Linked tables allow you to book tasks in a place (WHERE), and regular tables is then resources (WHO).

The thin gray bar between the boxes called title and used to group underlying boxes.

‘ Oversikt ‘ Teknisk service
|
i i T T ]
M-logistik Utlok Mek RPPP Mek Oplanerat
[Materiallogistik] Utjfkaliserad Mek Cent RPPP [Cent Mek] [Mek]
© / @) A i5)
Gruppledare /  Ansvarig Ansvarig Ansvarig ﬁhstrument]
Johan Olsson UIf Nilssan Bengt-Goran Lindebla Roy Svensson (24)
[Ror/iscler]
Resurser KW [Rizr/lsoler] Tekniker 5}
Pia Aulin 2} (5) Anders Lundgren [Plast]
Gruppledare KW Resurser Rorflsoler (2)
Christina Gustyn Johan Bergqvist Hakan Persson Roger P?ﬁ [Piat]
(4)
Anne-Louise Sfakansso Mekaniker nders Horndahl AndegfWeberg [KW Mek]
Sven B"U“°/ 21)
A group A resource A linked table

You can color any boxes in your schedule if you want to highlight these boxes. There is also a counter

for each box showing the number of active tasks in this table.

To create a new schedule

Login.

No oA wN =

Select schedule view (F2).
On the Edit menu, click Schedule Builder.

Click New in the toolbar.
Enter a title for the schedule and also ev. name of team leader (can be omitted).
Choose number of groups (1-15) and enter group name.
Enter name in the column Table and Name. Table is shown as boxes in the schedule image and

Name is shown in the planning views.

©o

Enter user name *).

9. Iffiltered list is going to be shown you choose a category in the list. Categories must be created

first.

10. Choose YES in column Linked to create a linked table.




Create schedules

1.

12.

13.
14.
15.

16.
17.
18.

Choose YES in column External to mark this as an external resource. For Workload reports.
Choose YES in column machine to mark the resource as a machine. Affect the calculation of man
hours.

Enter a title to create a title before the name of the resource in the overview.

Choose YES in column Counter to show the number of active tasks in this table.

Click on column Color twice if you want to add a color to this square in the overview. You reset
the color selection by choosing white color.

After all information have been filled in, choose File - Save as.

Enter name of the schedule, maximum of 15 characters. Program adds the suffix cfg.

Click Close.

*) The column login is used to map a table to a user. Used for functions as reminder, sync calendar with
Outlook etc.

NOTE! If you skip a box in a group, the resources that follow in this group will not be shown in the
schedule either.

To remove a schedule you delete the schedule file with explorer. Schedule files are in the catalog you
specified as the path to the data files and have the extension CFG.

Add a new resource

To add a new resource

1

2.
3.
4

o »

Select schedule view (F2).

On the Edit menu, click Schedule Builder.

Login.

Select the first available row in the desired group. Fill in the signature and name and surname. Do
you want to place this resource higher in the list, you do so in accordance with the description
'Change resources/groups position'.

You can also sort an entire group in alphabetical order using the A-Z.

Click Close and save the change.

Delete a Resource

32

To delete a resource from a schedule

VA WN =

6.

Select schedule view (F2).

On the Edit menu, click Schedule Builder.

Login.

You can delete the entire row by clicking to the left of the line (gray matter) and key Delete.

If there is a blank line between two resources when a resource is deleted, highlight the blank line
and shift this line down past the last resource in the group.

Click Close to save.

If you want to delete all tasks for the resource you deleted in the schedule, you should also delete the
database table with the table name that you removed. See Chapter Settings, tab tables.



Change resources/groups position

You can change the position of a resource in a schedule, both within the group and move the resource
to another group.

To change the position of a resource in a schedule

1. Select schedule view (F2).

2. On the Edit menu, click Schedule Builder.

3. Login.

4. Select the resource you want to move. Click the up arrow key to change places with the resource
above or down arrows to change places with the resource below. Right arrow moves to the next
resource group, the resource ends up last in this group. Left arrow moves to the the previous
group.

5. Click Close to save.

If you want to change the order of groups in the schedule, select the group you want to move and click
the 'change group' to the right of the Group View.

To change group order in a schedule

1. Select the group you want to move by clicking on the group tab.

2. In order to change places with the next group click on the right button (switch group).
3. In order to change places with the previous group click on the left button.

4. Click Close to save.

Common shared database

Typically, you create a schedule, save it with a name and the database will receive the name of the
schedule.

If you instead want to use a common shared database for multiple schedules, you can select the
database during 'shared database' in the schedule builder. When you change the schedule by
selecting another tab you will remain connected to the shared database.

To use a shared database

On the File tab, click on Open and select the schedule you want to share.

On the Edit tab, click on Schedule Builder

Login to Schedule Builder.

Select a database from the list ‘Shared database’.

Click on Close to save and exit Schedule Builder.

Create a new schedule or choose File Open if you want to change an existing schedule.

Repeat steps 4-5 for the schedule you want to change, in step 4, select the same database for all
schedules.

8. On the status bar you will see which database is open.

NouhwN~
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Create schedules

Printing Schedule layout

You can print a picture of your schedule. On the File tab, click-Print schedule layout. Printing can be done to
printer or PDF.
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Right click in the planning view gives you the most important choice during edit.

TASKS

Observe that you do not need to mark on which line a task shall be added, the tasks are always sorted
in time order. Exceptions for marking are in group level where you mark a line under a resource to

choose this resource.

NOTE! You need permission level 4 or 5 to be able to change in group level.

Add a task

You add new task by the form New Task.

To add a task

1. On the Edit menu, click New Task, or right mouse button.

Shortcut INSERT

2. Fill in data for the task and click Save or key Enter, if you want to create more tasks click on "L;'| to
save existing task and open new form to create a new task instantly.

Task | Project ' Resources T MNotes f Previous F Booking |
Task: | iJ Duration; 1d j Planned: sh Wrk: Oh Priority: 5 j
Man hr: WBS: Finished: 0% j
Start: To 2017-12-21 [7] il day
_ Category: | - |
Finish: To 2017-12-21 || Indude weekends
_ Categoryz: | |
|| Reminder
Project: __JJ
Deadline: Bundle: |:| Customer: iJ
[~] Absence [T Recurrence Order ID:
[]Locked
[ Action list Chedkbox 1 |
Checkbox 2 A
Checkbox 3 (=
Checkbox 4 |
Owner: Ordered by:
Created: ® guote
Changed: @) Order Print... | Cancel | | Save

Fig. Form for new task

Task name

Task name, maximum 60 characters.

Start-, finish date

Start, finish date can be entered manually or by
choose a date in the calendar (see figure at right).

+ | november 2012

29 30 31 1 2
5 6 7 8 9
12 13 14 £13) 16
19 20 21 22 23
% 27 2B 29 O

- = 4 a) !

= Today: 15/11/2012

i 4
10 11
17 18
24 25

[N

[ Qe
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Tasks
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Category
If you want to search in filtered lists, for example on all courses, choose a category for the task according
to the list you have added earlier. (it is possible to use 2 separate category lists)

Priority
You can filter by priority, also multiple choices. Default is 5 (I=highest, 9=lowest). For priority 1there is a
red arrow and for priority 2 a blue arrow in front of the task name in the Gantt Chart.

Locked

Mark locked if you don’t want to be able to move the task. A task that has a locked date is marked with
a squared chart. A locked task can only be changed by the person who locked it, or if you log in with
Admin-password. Otherwise you can only see the task as read-only in the form Edit task.

Include weekends
A marking which means that Saturday and Sunday is counted in as working days. For an action to start
in a Friday and finish on a Saturday you need to mark include weekends.

All day

Remove the marking All day if you want to add an appointment with time of day. Enter time and mark
reminder if you wish to get a reminder. The reminder function is activated even if you work with other
programs, provided that Easy Planning is running.

Action list
When you add a task which is going on for a longer period you can use the marking Action list. Instead
of showing a long chart the task only shows an end marker in image and print.

E‘ Action list
. Budget work thu 12-11-29  thuw 12-11-29 1d hd
Mew manual fri 12-11-30 fri 12-11-30 1d v

Fig. Action list shows tasks with a marker on the end date

TIP! You can make a search in the database after all tasks in action list.

Recurring
If you want to add a recurring action you mark recurring and choose how often (range) and the last
date of the series. Ranges can be days/weeks/months or years.



Project

The project tab is used to add information about a new project:
- New project or select an existing project
- Project Description
- Project Manager
- Budgeted time on project
- Deadline
- Color of the project, otherwise black bar
- Type of project
- Customer
- Project participants

Project information is for all the tasks you later add that belong to the same project. You add a new
subtask by clicking on the tab projects and select a project in the project list.

You can choose to display the list of projects directly on the first tab.

If you select the quote, projects will be displayed with a transparent background, you can later switch to
orders when quote enters an order. You get in this way a quick overview of all quotes and orders.

Optional
The option extends the functionality of the form New Task. They are enabled in the maintenance menu,
view tab.

Options are as follows:

- View projects

- View Customers

- View Cost

- View Atticle parts

- View Order number
- View Calendar

- View Owner

- View Ordered by

- View Competence

- View Prepare Tab

- View Improvements Tab

- And checkbox 1-4

Costs

You can specify a cost for each task. Choose between a fixed cost or variable cost. The variable count
cost on the number of hours x hourly rate. Hourly rates are a basic value without category selected (can
be changed) and an hourly rate per category. The cost added up per project and even per table.

Calendar

Select between day (8 hours), two shifts (16 hours) or 24-hours calendar. Appointments over several
days counting duration 8 hours if calendar 8h is used. Start at 2 pm and end at 10 am the day after then
provides 4 hours of calendar 8h. The calendar 24-hours gives the duration of 20 hours.
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Tasks

Change a task Shortcut F7

To change a task

1. On the Edit menu, click Edit Task or the right mouse button.
2. Change the information and click Save.

Delefe a fask Shortcut DELETE

To delete a task
1. Select in the column Task the tasks that to be deleted.

§. Click Delete.

Confirm that you want to delete the selected tasks.

Move a task

Select a bar in the Gantt Chart with the mouse and hold the mouse to move with drag-and-drop
operation.

To move a task

1. Point to a bar, the cursor displays as a two-way arrow. The task can be moved forward or
backward in time.

2. At group level with permissions 4 or 5, the cursor displays as a four-way arrow. The task can also
be moved from one resource to another resource in the vertical direction (not for recurring).

11 wa Al nogr S

Task —] Fls s |
Start: Bu2012-11-18  se | 47 | 12 | 18 | 2
1 Finish: Tu 2012-11-20
2d || | ]

3. Hold down the left mouse button and move right or left. The new start date is displayed in a
separate window.

4. Release the mouse button on the desired date.

5. Another way to move an event is too choose Edit - Edit Task, or the right mouse button. Enter the
new date on the form displayed.

6. You can also move a task to another table by right-clicking and selecting Move Task. Requires
permission level 4 or 5.
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Copy a task
Create a copy by holding down the CTRL key while moving the bar.

EC 15pEC| | I 1
EC 23 DEC Q

Change duration on a task

Change duration on a task by pointing to the beginning (start date) or end (end date) and use drag-
and-drop function. Mouse cursor appears as a left or right arrow.
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Tasks

Set time on a task

40

You add new tasks through the form New Task. The duration can be specified in several different ways,
we describe some variations.

Task - Jour LY
Task | Project l Resources Notes l Previous [ Booking .
Task: ﬂDuration: 1 d'ﬂ Planned: 8h Wrk: 0h Priority: 5 :]
Man hr: oh WBS: Finished: 0% :I
Start: M3 2018-03-19 - [¥] Al day
! . Category: | )
Finish: Ma 2018-03-19 it || Include weekends
o Category2; ‘ v|
|| Reminder
Project: +]
Deadline: ¥ Bundle: |:| ie Customer: *]
Absence | | Recurrence Order ID:
| |Locked
[ Action list Checkbox 1
Checkbox 2
Checkbox 3
Checkbox 4
Owner: Ordered by:
Created: @) quote
Changed: @) Order Print... | | Cancel ‘ | Save

A. All day event

Enter the task name, start and finish time. The task will be displayed as a bar from start to finish time.
Duration is always length from start to finish. Planned time can be the same duration (100%) or you state
the scheduled time, ex 8 hours for a job that should be performed between Mon-Fri.

If the planned time is not the same as duration a dashed bar will appear.

B. Calculated end date

Applies a task with a planned start time and expected to take x hours.

Enter task name and start time, finish date deleting. Enter the time in days (d) or the number of hours (h).
The end time is calculated on the number of hours allocated to the selected calendar (the parameter
"number of hours per day"). Default is calendar day 8 hours/day.

C. Calculated start date
Applies a task to be completed specified finish date and expected to take x hours.
Enter the task name and finish date, delete the start date. Specify the time in days (d) or hours (h).

D. An appointment

Applies to meetings and appointments.

Enter the start date and uncheck "All Day". Choose time for the start and end date. The duration in hours
is calculated automatically.

E. Time Measurements

Valid for tests that will take exactly x hours.

Enter the Start Time and uncheck "All Day". Then select the time of the start and delete end time. Then
enter the number of hours (h) as the end time is calculated based on the number of hours divided by 24
hours (number of hours per day must first be set to 24). You can calculate the start time in the same
manner with an end time, and number of hours.




Completed task

Shortcut END

Acknowledge a task by selecting completed or set 100% complete. Ac..ciccgon aone w o time-
stamped with the current date and the name of the person who acknowledged, see the field changed

by.

Late tasks, when a task passes deadline and is still active, the end date marked with a red ring. Tasks that
are not acknowledged (active) and are before the time period shown are marked by the symbol << (in
Gantt Chart). When the task is acknowledged the bar displays a black line and the first column displays
a green tick.

To complete a task

1. Select one or more tasks to be acknowledged.
2. Click Completed Task.
3. Confirm.

To restore a completed task

1. Select the task and press key F7 or double click.
2. Uncheck Finished and click Save.

Recurring tasks

Recurring events can be set at intervals of days/weeks/months or years. Tasks will be linked to a series
which means that you can change or delete all the tasks in this series from the selected task and forwards.

A recurring task shows with a circle symbol that the task is recurring. You can move any sub-task in a
series by double-clicking on a sub-task (bar) or by using drag and drop.

A
|+. i | Recurrence

Reminder

If you choose reminder, a reminder window "pop up" even if other programs currently in use, provided
that the Easy Planning is running. You may only reminders of the tasks that belong to you, the table you
mapped to your user name.

In schedule builder, enter your user name in the field "login" to map your table.

Reminder @

i o Kl 20:30
Project Meeting

—

Fig. Reminder before a meeting
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Split a task

If you need to interrupt work on a task, you can split the task so that part of it starts later in the schedule.

@

To split a task

1 Select a Gantt Chart.
2. Click on key split task.

3. On the task's Gantt bar, click the area of the bar on the date where you want the split to occur,
and left click.

4. Splitis made one day apart.

Drag the second part of the bar to the date that you want work to begin again.

6. You can split a task multiple times.

v

| || Nowvember 2012 December 2012
=== Tue 2012-11-27
Start Finis?| _ e = 4B ;. o 50 P
| Click on Task to insert a split /_\
|
mon 12-11-19 fri12-11-30 10d [ 1) |
N_/
November 2012 December 2012
=4 =4
Start Finish Tme ||z 8 w 47 w48 E o 50 7 5
mon 12-11-19 mon 12-12-03  10d ],
November 2012 December 2012
c c
Start Finish Time |2 % w 4 = # s # o 30 v
mon 12-11-19  thu12-12-13 10d R ) R 1

You can split a task into how many parts anywhere but a bar must be at least two days long in order to
be able to split. If you drag a portion of a split task and drop it directly next to another portion, it will be
merged into the other split task portion.

Each part is a separate task, which means that they can have different task name, category, resources,
etc.
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Create Link

In the Gantt chart you can mark two or more tasks to create a link between them. If you move the first one it
will push the second one forwards or backwards depending on which way you move it.

@0 g
—— Add link

-

Install
Painting

ma 180122 | fr 180126 HIHSIEII
(-1) 1 Painting

mé 180129 to 180201

You can use delay between tasks in the link.

Task - Jour I i —EE
Tesk |  Project Notes Previous | Booking |
Task: Painting Duration: 4dﬁ Planned: 32h Wrk: Oh  Priority: 5 ﬁ
Previous Tasks:
Task | Stertdate | Finishdate |  Delay |
Instal 2018-01-22 2018-01-28 s}
= B
Delay M
Delay:
0d j oK
“
Cancel I [ Save
Delay.
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Tasks

UndO/redo Shortcut CTRL +Z

;

You can undo recent changes by clicking on the cancel button or pressing the keys CTRL + Z.
Undo can be done for the last 10 changes.

Shorteut CTRL + Y

You can redo the last change you undone by clicking the redo button or pressing the keys CTRL + Y.
Redo can be done for the last 10 changes.

NOTE ! Undo function is reset when you change to a new resource.

Cut - Copy - Paste

For functions cut - copy regards that up to 10 tasks are stored. This means you can copy up to 10 tasks at
a time. However, you can cut or remove more than 10 tasks at a time.

Cut shortcut CTRL + X, DELETE

Delete the selected tasks. Use Delete when you want to delete a task. The task is placed in the
clipboard and can be restored with paste. Multiple tasks can be deleted simultaneously. You can also
delete tasks from the menu Cut.

Copy Shorteut CTRL + C

Create a copy of selected tasks, up to 10 at a time. Use the Copy button to copy a task to multiple people.
For series regards to copy and paste creates a new series.

Paste Shoprteut CTRL + V

The tasks stored in the clipboard are pasted into the current table with the Paste button. The task is added
to the planning of the same text, date, number of hours, etc. as the original.



A project consists of one or several subtasks.

L d
Definering och utformning anvandarkrav
[ ] Konwertering av befintliga databaser
[ | systembeskrivning
- -
[ ] Arbeta fram granssnitt
F Detaljbeskrivning av grénssnitt
Fig. Example project
F |
T I - B | L e
Tosk ) roect Resources Notes Frevous |
/
gbumﬁon: ldzl Planned: 8h wrk:  0h Priority: 5 :l
Man hr oh  wes Finished: 0% —|
I start: M3 2018-03-19 i [¥] &l day
— Category: [ TI
Finish: M3 2018-03-19 5 [ nclude weekends
T Category2: | -]
rneer Project: <Project> gl
|| Deadline: o Bundle: |:| View Customer: <Customer> EI
[ | Absence [ |Recurrence Order ID:
[ TLocked
|| Action list Checkbox 1
Checkbox 2
Checkbox 3
Checkbox 4
Owner: Ordered by:
Created: © quote
Changed: @ocser Frint... Caneal save
e N I e
Task: Project l Resources | Notes Previous | ‘Booking
4
D 10[8]  rojcin S
|| start: Project Manager: l "] @l Delivery Date: N
Slut: Type of project: l 0 ] Late Deliv.date:
Duration: | Customer: <Customer> 2‘
) Quote
derer:
| s (@) Order
Description:
Budget: oh
Man hours:
Time left:
Work completed:
Worked:
Cost:
[coor.. | [l [Asavsers | [ open |

Fig. Form for new task with separate tab for project
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To show/hide project details click the plus/minus to the left of the project name in the columns. Double
click on the project name and you show/hide action for all projects below and including the selected

project.
‘E

Project: Detailed spedification
Start: 2013-12-10
Finish: 2013-12-13
Duration: 4d
Deadline:
Budget: 100 h
PFlanned: 3Zh
Time left: 68 h
Actual Work: 0h
Cost: 0,00 kr
Percent finished: 0 %

Fig. Point at the project-line and tooltip is displayed.

In maintenance menu, View tab, you can customize what information is displayed in tooltips. The sefting
apply to all users.

Project time

You can enter a projects total time in hours under the project tab. For each task added hours will be
deducted from the project time and the amount of hours left is displayed under the project tab “Time

left”.

Project status

Project status is displayed in the project overview with four different colors, one per steps. You can
rename the steps in the maintenance menu, View tab - Customized texts.

Projekt status1: Ej startade Mot started

Projekt status2: Pagdende In progress

Projekt status3: Avbrutna Interrupted

Projekt status4: Avslutade Completed

x ) [t

Black - Not started
Green - In progress
Yellow - Interrupted
Red - Suspended

Black - Completed
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Create a project

A new project is created via the form ‘new task’ and Project tab.

To create a new project

Click New Task. Iﬂ]

1

2. Create the first task in the project by entering a task name and time.

3. Click on Project tab.

4. Enter a name for the project under New project. If the name is already being used by another
project a new project can't be created.

5. To add a new subtask to an already existing project select a project from the list below New
project.

6. Enter a name for the project. To be able to add a new project the project name should not be
busy.

Optional

7. Choose a color for the project by clicking color and then selecting a color.

8. Enter a description for the project (max 255 letters).

9. Choose if the project is an order or a quote. If choosing “quote” the project will only be shown
with black contours. If the project later becomes an order, change quote to order and the project
will be shown with the correct colors. This enables to easely see the differences between status.

10. To exit click Save.

NOTE! You can save a project directly under a resource that belongs to a linked table, select a linked table
under Save in in the Project fab.

Delete a project

You can delete a project and all tasks related to the project will be removed *).

To delete a project

1.
2
3.

Right click on the project line or project heading in the column.
Select Delete project in the menu that appears.
You must confirm before the project will be deleted.

*) Deleted project can be restored in the Project Management

Move a project

Left click and hold on the project and use drag and drop to move the entire project. Completed tasks
will not be moved.

| | i 2014-01-07 fr2014-01-1?|
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Copy a project

dan o aa on

E’ Detailed requirement specificati
¢ Define user requirements
Inventory of other programs
User Requirements
Select programming standard

To copy a project

Edit project...
Move Project...
Copy Project...

Save Project As a Template...

Sort Project...
Rename Project...

Delete Project

Completed Project

1
2. Select Copy Project in the menu that appears.
3. Enter a new name for the project.
4
5. Select OK to create the copy.
Sort project
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8d
2d
3d
2d
1d

Right click on the project line or the heading in the column.

You can copy a project and all subtasks. Copy to the same table or to another table®).

*) Enable users to copy/move/delete projects” must be checked in the maintenance menu.

Choose a table, new start date and if the resources should be copied in the form displayed.

Projects are listed in the order that they were made. It is possible to rearrange project as shown below.

Sort projects (1)

X

[ Al projects

Project Start date
Siemens Building Tech | 2018-02-22

Finish date

[ A~z || stet || End ||

Table

Table

] 2018-02-26

Close

(2]

To sort a project

Right click on the project line.
Select Sort project in the menu that appears.

3. Alist of all projects is shown. Mark desired project and use the arrows to move the project up or
down in the list or use one of the displayed options.

Projects will be displayed in chosen order.



Rename a project

You can rename a project but not have the same name on two different projects.

To rename a project

1 Rightc
2. Select
3. Chang

lick on the project line or the project title.
Rename Project from the menu that appears.
e text on the project and click OK.

Type of project
You can create a number of ‘type of project’ in the same way as for categories. Then adding a new
project you can select ‘type of project’ from this list.

You adding "type of project’ in maintenance menu, tab project.

Maintenance 2
[ View | Geneal | Permission | Tables [ ADotobase N\ Category |
| Message | Calendar | Footer I History ‘Ulmm |

Type of Project:
Name Na

P Fixed cost 1

2 | Price per hours Z

3 | Internal 3
— (#)
I My... H Andra,., || Tabort ]
Froject Manager: Z TYpEoEhaiacE ‘h

\—/ Close
L

Then adding a new task select ‘Type of project’ in tab Project.

Task - Jour M
Task | Project Resources | Notes | Previous | Booking
Project: | ij @|  Project no: Status: -
Start: Project Manager: { T ‘ @ Delivery Date: b
Slut: Type of project: /| -] Late Deliv.date:
Duration: Customer: <Customer @ i
() quote
Orderer: @ order
Description:
Budget: oh
Man hours:
Time left:
Work completed:
Worked:
Cost:
color.. | | [ acdusers | [ open cancel | Save
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Project filters

Filters available:

Project leader
Type of project
Project

Project phase
Project status
Customer

Project Manager

You can create a list of project manager in the same way as for categories. When the project is created,
you can select a project manager from this list.

Name of project managers can be displayed as a column in the Gantt Chart and you can filter the project
at the project manager.

Project Management

50

Project Management shows the status of all projects. You can get information about the project, budget,
hours planned and worked, costs, type of project etc.

If you have deleted a project with all subtasks you can restore the project and all subtasks under the
Deleted tab.

If you right click on the top list's header you can choose which columns to display. You can also
reorder the columns and change column width. The changes are saved in your profile in
TIDPLAN.MDB and persist the next time you select the project management.

Project Management (-2 [
Actve | Completed | Deleted | o
Project Manager Wrk | Type of F +
2013-02-26 [ 20150413 _JTomasRindl 1400 [_40000] o0 JE}
0% 2013-02-26 2013-04-13 Tomas Rindd o 360,00 0,00 .
@ 123456 - Testsson - Testprojekt Green - 3 0% 2013-03-11 2013-04-26 Tomas Rindd 1] 412,00 0,00 Fixed cos
> 149999 - TTSD - AntiVirus DRIFT -0 0% 2013-02-08 2013-12-30 0 4500,00 0,00
€ 145999 - ITSD - BITS verlamning -0 0% 2012-12-17 2013-05-31 0 2496,00 0,00
3 149999 - ITSD - Citrix DRIFT -0 0% 2013-0101 2013-05-31 o 832,00 0,00
€ 149999 - ITSD - Etablera 3:dje parts portal for EUR... -0 0% 2013-01-14 2013-03-01 o 280,00 0,00
& 149999 -TT50 - Lync 2010 -0 0% 2013-01-02 2013-04-02 Lars Johansson o 542,00 0,00
€ 145999 - ITSD - Messaging Drift -0 0% 2013-0101 2013-05-31 o 832,00 0,00
@ 149999 -1TSD - Opus Billing Improvment Green -3 0% 2012-11-19 2013-04-15 Robert Servasus 1450 920,00 0,00
@ 149999 -ITSD - TAM dverlamning Red-2 0% 2012-09-03 2013-03-28 Lars Johansson 1] 2296,00 0,00
@ 149393 -1TSD - Tiénsteutveckling Managed Device Green -3 0% 2012-11-12 2013-03-19 Thomas Daniel... 310 632,00 0,00
@ 145999 - ITSD - Unix DRIFT Red-2 0% 2013-0101 2013-08-31 MfA 0 1568,00 0,00
& 149999 - ITSD - Windows DRIFT -0 0% 2013-01-01 2013-05-30 A o 1448,00 0,00 -
< Wl 5
Find: Find next Number of project: 35
Flters: Mo of Tasks: 4
Task I Start Finish ] Plan J Wirk. Cost | Table
¥ Férberedelsefas 2013-02-26 2013-03-02 40,00 0,00 0 Projekt-CS
Genomfirande 2013-03-05 2013-04-11 304,00 0,00 0 Projekt-C5
geer 2013-03-11 2013-03-15 40,00 0,00 0 Projekt-CS
Avveckingsfas 2013-04-12 2013-04-13 16,00 0,00 0 Projekt-CS
Sum: 400,00 0,00 0
Visa gantt J | Copy... J | Complete J ‘ Print I ‘ Export. I | Delets I Cancel




To display information about a project

On the Tools menu, click Project Management.

Select a project in the list.

The list below displays all subtasks associated with the project.

It is possible to print a report showing time and cost for the project. Click Print.

If you want to only print one project, right-click in the first column project and select Filter by. Only

this project will appear in the top list.

6. The button Export saves data associated to the project on the clipboard and can be pasted in to
Excel. Copied data is separated with tab.

7. To reduce the number of projects you can filter on values in multiple columns. Right click and select

filter by. Reset filtering with button Show Alll.

VA wN -

To filter the project list

1. On the Tools meny, click Project Management..

2. To view all projects with status Green highlight a row of status Green and right-click on the status
column. Choose Filter by.

3. You can filter the columns Project Name, Status, Project, Budget, Type of project and Deadline.

4. Reset a filtered list with button Show all.

To change value in a column in project

1. On the Tools meny, click Project Management.

2. Select the project you want to change value on.

3. Right-click eg. status column and select Modify.

4. You can change value in columns Project Name, Status, Project Manager, Budget, Type of project
and Deadline.

Button Show gantt
Select a project in the list and click on Show gantt to view this project in a filtered gantt view.

Button Copy
Select a project and click Copy to create a new copy of the project.

Delete project

Projects are not deleted from the database, they are only marked as deleted and cannot be found via
search project . When a project is deleted it ends up under the tab Deleted and can be restored by
using the Restore button. When restored the project is moved in to Active again.

NOTE ! Permission level 4 is needed to delete, complete or restore project. It is still possible to look at,
copy to clipboard and print project with a lower level of permission.

Projects can be permanently deleted from the tab Deleted by using the Delete button. When a project
is deleted from the Deleted tab the project can no longer be restored. Remove empty deletes all
projects that does not have any tasks associated to it. Both of these actions require permission level 5.
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Project Templates

With Project templates it is possible to reuse projects. Create templates via File - Create Project
Templates. Project templates can be used in any database in Easy Planning.

It is also possible to save existing projects as templates. To create a template on an already existing
project mark desired project in the Gantt Chart, right click and select “Save project as a template”.

rF'roject Templates | 2 ﬁj‘
Project templates: Projektmall 1.ept
MName Last changed & 1D |Task | Start ‘ Days | PrelD | Disp |Cahegory Motes | Summary i
Aept 2013-11-19 13:27:10 1 |Projekistart 0 1 1 |
B.ept 2013-11-19 13:28:04 2 |Konstruktion 1 3 1
C.ept 2013-11-19 13:29:30 3 |Programmering 7 2 1
Datzbase.ept 2012-11-15 20:46:56 4 |Test 10 1 1
Gk 2.ept 2013-08-28 08:45:12 5 |kundstatus 11 1 i
Gk Mall.ept 2013-08-13 19:25:02 T
Loa.ept 2013-08-11 13:40:20 T
Mall Tar8.ept 2013-08-13 10:16:54 T
Mall1.ept 2013-08-13 08:45:22 =
Mall2.ept 2013-08-13 08:43:50 e —
Mall5. ept 2013-08-12 21:20:22 |= 10| |;|
Malls. ept 013408-12 21:37:54 M- = (#]
Mallb, =pt 2013-10-22 13:00:52 12 | .
Malll.ept 2013-10-22 12:58:50 _13 |
N1.ept 2013-10-22 11:50: 14 14
Mia.ept 2013-10-22 11:51:26 15 |
Mib.ept 2013-10-22 12:19:50 16 |
P1l.ept 2013-08-26 10:28:28 17
P200.ept 2013-10-22 12:22:00 18 |
Projektmall.ept 2013-08-0% 10:37:36 19 |
& 2013 [l 2]
2L |
Projektmall3.ept 2013-08-12 16:34%:32 22 =
New | ‘ Delete Save | | Save As ‘ | Cancel

To create a project template

AwN =

On File meny, click Create Project Templates.
Select New template.
Enter a taskname.

Enter Start as an offset, start with zero. The number used on task number two sets days from start

zero. If three is entered the task will start three days after the start of the project.
Enter duration in days.
Enter PrelD and task link. Under PrelD enter the number of the line desired to link task to.

Enter a note if desired.

S
6.
7. "Disp” is not used, always one.
8
9

. Repeat if more tasks are needed.
10. When finished select Save As.
1. Enter a filename.
12. Close Project Templates.

A much easier way is to right-click on an existing project and save it as a project template. The

template will also save resources.
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Add new project from template

Right click on a blank line and select New project from template in the popup menu.

New Project from Template &J

Start date: Project name: Select template:
FiEE-03-16 « -]

Description:

Project Manager: Type of project:

=l =

Customer:

<Customer:= | |

[ copy Resources | £k | | Cancel ‘

Enter the project start date and a new project name. Then choose a project template, project manager,
type of project and ev a customer. After you click OK opens the form of the project you just created.

Summary Task

A Summary Task consists of one or more subtasks and can only be created in a project. To create a
Summary Task select one or more tasks and click the Indent button (right arrow). A summary task is
created with the first available WBS number at this level. WBS numbering is done individually for each
project.

¢
S

Summary Task will be named after the first selected Task You can easily change the name with right
click and Summary Task, or by typing the new name directly in the text box that appears in the Task
name as soon as you press a letter on the keyboard. The last option is only valid for users with
permission 5.

[ )

9 1 Stage1 matnon?  fr1ana1:  and

Stage 1 mi Summary Task... a0 h
9 1.1 Inventory Tools ma Delete Task

Tools on the market ma 130902 & 130903 2d  1oh
9 2 Stage 2 - Implementation on 130911 ti131008 20d

Figure. Right click and select Summary Task or Delete Task.

= Project 1 m3 130902  to 131010
. Start project ma 130902 ma 130902
Z|stage 1| | m3 130002  fr 130013
. Stagel m& 130902  fr 130913

Fi.gure. Edit Task name direct in gantt, only for users with permission 5.
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Ex. The project below shows Summary Task and subtasks.

=2 Project 1 ma 130902 to131010 29d 248h 48 000,00 w20
Start project ma 130902 ma 130902 1d 8h O
= o1 Stage 1 ma 130902 fr130913 10d 48 000,00 AR
Stagel ma 130902 fr130913 10d 80h 40 000,00 | THOMAS
= 1.1 Inventory Tools ma 130902  ti 130903 2d 8 000,00 )
Tools on the market ma 130902 i 130903 2d 16h 8 000,00 —
= 2 stage 2- Implementation on130911 ti131008 20d 7 7
Implementation on 130911 to 130919 7d 56h | | || ||
& 2.1 Quote writing ma 130923  ti131008 12d ¥ v
Quote writing ma 130923 1130924 2d 16h [ cHRISTOFFER
Presentation for the customer on 131002 to 131003 2d 16h
Contract writing ma 131007 1131008 2d 16h ||
2 3 Stage 3 fr131004 to 131010 5d e
Decommissioning stage fr131004 to 131010 5d 40h

Figure. WBS structure (only for projects)

Summary Tasks numbered automatically in accordance with a WBS structure. You can create up to 9
levels with 1- 99 steps per level.

WBS from 1t0 99.99.99.99.99.99.99.99.99

Ex) Below is an example of the WBS structure with indentation of the text. To create 2.11, select an task
at level 21 and click Indent Task. To move a task to another Summary Task, simply use drag and drop.

1
11
111
2
21
3
31
32
321

Summary Tasks shows with WBS struktur and subtasks with text only.

Summary Task MERG—G—— X
Name: IMarkarbete
Wes: 1
Start: 2018-03-19
End: 2018-03-23
Project phase: I:“ X |
Sub Project Manager: | nif |
Notes:
Changed by:
THOMAS 2018-03-16 12:34:47
[ OK 1 | Cancel

Figure. Summary Task



In form above you can change the name and enter a note. Last changed by and time/date are
automatically marked when saving.

Show/hide Summary Tasks work the same way as for folders in Windows Explorer, hide WBS 1to hide
all its subgroups of Summary Task (11,12, 121, etc)).

Working time and cost are summed per summary task and even at the top level (WBS 1 etc).
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ASSIGNING RESOURCES

When you add boxes in the schedule you create resources such as people, buildings, cars, or other. To
assign resources to your tasks, you need something called linked tables. A linked table works like a
regular table (box in the schedule) with the difference that the Resources tab can be used. You can
compare a linked table with a location or type of job (place where something should be done) and a
regular table as a resource (who does the job).

By entering tasks in linked tables, you can assign one or more resources to these tasks. When you assign
resources to the tasks available in the linked tables, the resources will be able to see these tasks under
their own planning.

You can see what resources you have available when you make a booking if you select "Show only
available" when selecting resources.

[ JLNDA
[ | AMDERS, KALLE

Fig. Tasks with resource name assigned

The benefits of assigning resources are:

- Tasks can be added in advance in the linked tables. You can then assign resources to these tasks,
one or more persons to the same task.

- ltiseasyto replace a resource.

- You only need to edit or acknowledge a task in one place, even if multiple resources are assigned.

Create a linked table

In order to allocate resources, you must first create one or more linked tables.

To create a linked table

1. On the Tools menu, click Maintenance.

2. Login.

3. Select Table tab.

4. Inthe left list shows all tables created, one for each box in the current schedule. Select desire table
in the left column to be used as a linked table.

Click the right arrow. The table name will appear in the right column.

Repeat steps 4-5 if you want to create several linked tables.

7. To exit, click Close.

o o
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Assigning resources

Assign, replace or delete resources

Allocation of resources can only be made for tasks created in a linked table. For other tables are the
resource names disabled and resources can't be selected.

58

To assign a resource

1.

2.
3.

Enter a new task in a linked table or select Edit Task (F7).
Under the Resource tab, select resources by using drag-and-drop function.
You can also make multiple selections with the keys SHIFT or CTRL. Mark when resources in the left
list first and then click the right arrow.
To see which resources are available at this time, select "Show only available".
To exit, click Save.
( MNew task le
i-_“Task Project | Resources ' Motes Previous Booking l Prepare EImprovementsi
Task: Database Duration: 1d —j Flanned: 1d Priority: 5 —j
Group:
ANDERS THOMAS 100%
KALLE
LIMNDA
PER.
-
—
All: 4 || More resources = Shorter duration Selected: 1
[¥] All resources
[] Show Only Available Replace.. Cancel ] | Save

To replace a resource

vAwN =

Select the task you want to change assignment.

Double click on the task, or use Shortcut F7.

Under the resource tab, remove the required resource from the right list.
Then select a new resource.

To exit, click Save.

NOTE! All resources checked = The list on the left shows all resources in the database

All resources unchecked = Only the resources that appears in the current schedule is shown




To delete a resource

Option 1

1. To remove a resource, search for this person's planning and select the task you want to unassign.
2. Double click so that Edit Task displayed.

3. Under the resources tab uncheck the required resource.

4. To exit, click Save.

Option 2

1. To remove a resource, search for this person's planning and select the task you want to unassign.
2. Click Delete.

3. The assign of this resource is deleted, task remains in the linked table.

NOTE ! When you delete a resource disappears task from this person's planning, but the task is still in
the linked table. So it is only the assign of resources to remove. To remove the task completely, delete
the task in the linked table.

To select a resource by competence

First select 'View competence' found in the maintenance menu, tab View.

You also need to create a list of competencies and set the levels of each resource.

Enter a new task in a linked table or select change task (F7).

The tab Resources displays all resources or filtered list to a group, only available etc.

Click Competence and select a competence in the list.

Resource list now displays only those resources that meet the requirement. You can also specify a
level of competence to further filter resources.

U NERENIES

i Mew tazk {M‘

i Task Praoject Resources I Motes l Previous Booking \

Task: Test project Duration: 1dj Planned: id Priority: 5 =Y

Group: Competence: Level: Certificate:
KenApp 6.5 ¥ 1 -
["I¥enApp tom version 5 |

4

THOMAS HELLMAN
THOMAS THORNEFORS

TIMS App-Y
VMware ThinApp

[CLinux TS

[T Windows TS/RDS

[t~ [ oe |

Al: 2 [ Mare resources = Shorter duration Selected: 0

‘ Cancel ‘ Save

[¥] all resources
[] show Only Available

Double-booked warning

You can get warnings if a resource is double-booked. To enable this feature select menu Tools -
Maintenance, View tab.
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FILTERED LISTS

Filtered lists can be shown in:

- List menus, both Gantt Chart and resource view.
- Fixed category lists, created in the schedule builder and shown in the Gantt Chart.

For all reports you can filter on customers and/or tables when printing.

Select Report @
st [ - |

Year: 2012 - Week: 45 - Cancel

Filtrera

Filter: |- Enter Client - J
=l

Table: |

[ Print notes

Filtered lists

There are 7 filters: Category, Type of projects, Project Manager, Project, Customer, Priority and
Checkboxes. When a filter is active the box to the right of the filters indicate red, and also the list menu
is shown with an orange background (not shown in Windows 7 with Aero Glass). You can reset all filters
with the cross to the right of the filter.

[— Enter Category - VI—Type of Project - - I— Enter Project Manager - v] - Enter Project - E] - Enter Customer - E]l— Enter Priority - + ][— Enter checkbox ] |— X

Choose Overview to search in all tables, if you filter on customers only tasks connected to this customer
is shown. The filter for Project works the same way.

For Category, Type of projects, Priority and Checkboxes you can choose multiple filters.

Categories

In the schedule builder you can create boxes which are used for showing fixed filtered lists. For example
project, vacation, courses or vacation. Categories must be created before they can be used.

Group: Group Mame: No of Groups: Group View:
[Fittered lists [Fitered lists s = |
T~
Nr |Table Name |Login /lcategory \, |
1 Projects Projects Projects
2 [Maintenance Maintenance Maintenance
3 |Vacation Vacation Vacation
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Filtered lists
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To use filtered lists you first need to create a category list. When you add a task you choose a category.

Next step is adding boxes in your schedule, which will be used to show the fixed filtered lists.

When you click a box in the schedule which is marked with category VACATION a search in all tables
in the schedule will be done after every task with the category “vacation” entered.

Maintenance
Message | Calendar I Footer History | Project I

View | General I Permission Tables | Database

Mo of categories: 3

Category No. Price | Color

i 0 0
2 | Maintenance 2 1] -
3 | Vacation 3 0
Add... | Modify. .. | Delete | Price per hour: I 500 kr

Use as standard: I j

R =

Admin
Category

Close |

Fig. Category list

Below you can see a holiday list, this you create by selecting overview and resource view 12 weeks and

filter on category vacation.

N
;"—Enber Project Manager - (;”Vamhm )

| overview | [-Enter Project - _||— Enter Client - J
Resource Name Nov 2012 ~——" [pec20i2 [ Jan 2013
12 46 1w 47 x® 48 3 45 10 50 17 51 52 31 1
=
2 Vacation
=] Vacation
B Kalle Vacation
=] Birger

Fig. Exemple of a vacation list




You cannot add new tasks in a fixed filtered list, created from the schedule builder (from the boxes with
a category assigned). However you can change and delete tasks from a filtered list.

Set as default
In the maintenance menu, Category tab you can choose a category to be used as default. All new tasks
added then get this category as default.

This function can be useful if you use category to indicate different status steps for example Quote -
Confirmation - Invoiced - Finished. For new tasks you get the first step selected.

Hide tasks for Viewers
If you have tasks you don't want Viewers to see you can mark ‘hide for Viewers' for one or more
categories. Users with permission level 1 can't see these tasks.

Edit Category | 2 &J

Category: Vacation | 0K
Price per hour: 0 Mot 1 | Cancel

Color... | I:I
w{ Set vacation

[¥] Hide for Viewers
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CUSTOMER REGISTER

New customers are added in menu Tools - Customers or the button Add Customer under the Booking
tab. It is possible to import an existing Customer register.

The Customer register can be used to show a filtered list on a customers booked jobs as well as to print

customer reports.

Add a customer
To add a customer

NI RN

Click New or key INSERT.
Enter task name and time.
Click on Booking tab.
Click Add customer.

Add data for the new customer and click OK.
You can have multiple contacts for the same customer. Add new contacts with plus and delete a

contact with minus.

.
Mew customer

2. - |

Customer ID: 1 Customer No2:
Customer: Thomas Elingsen

Street: Mariehillsvégen 10 Business:

Mobile: 070-3965278
Postal code/City: 572 60 Oskarshamn Fax:
Contacts: Thomas Elingsen - Home:

==
Email: thomas@tecomp.se Location:  Oskarshamn|
Ok I [ Cancel

There are four user-defined fields that you can use to make a booking. You can change the texts to fit
your business under Tools-Maintenance, View tab.

Default headlines are:

- Work Description (Info1)
- Map Description (Info2)

- Other (Info3)

- Booked by (Info4)
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Customer Register

To make a booking

Click on New or key INSERT.

Enter task name and time.

Click on Booking tab.

Select a customer in the list.

Enter the booking information, four user-defined fields.

Click Save.

The booking can be printed as a report under the Booking tab.

No oA wN=

History

66

You can view the entire history of a customer by double clicking on the customer in the customer
register and select the History tab. The list collates and displays all tasks that are performed on the

selected customer. Costs, planned and worked time.

With the Export button you copy information to the clipboard and can paste into Excel for further

processing.

" Information History l

Client: TECOMP AB

Edit client -7 |z

Task Start Finish Cost Time Wk
Defie use equrenents mizis (DU | 000] 1600] 0]
User Requirements 2012-11-26 2012-11-27 0,00 16.00 0.00

[ Sum: 000 3200 0.0

Export 0K | Cancel |

There is also a customer report in the File - Print - Reports that reports all jobs are completed to a
customer. The report can filter on both the customer and resources so you can print a list of all

customers a resource has had.



Add customer to a project

You can select the customer to a project instead of a task. All new tasks in the project will receive the

same customer. Customer fo a project are copied to tab Booking and here you can change the
customer on individual tasks in the project.

Customer to a project is displayed at the project line and are visible even when the project is

expanded.
[
Task m
| Task. Project I Resources Motes l Previous l Booking Prepare ! Improvemems!
Project: Testprojekt lzl E] Project no: Status: | i
Budget: oh Deadline: -
Project Manager: Type of project:
] [ ] Planned: Start:
- -
Time left: Finish:
Desripion; Worked: Duration:
Cost: Work complete:
- Quote 2
customer: ( TECOMP A8l 5] Order @
Work Order Task ] Start Finish ] Cost] Time ] Wk ] Table ]
)l (o= =) (] (e

Fig. Customer by project

Add customer to a task

Customer can be selected by task or by project above. Under the tab Booking you select a customer

on individual tasks. You can also choose to display the customer on the first tab, task. This choice is

made in the Maintenance menu, View tab. Select the option 'Show customers.

-
Task m
Task Project Resources Notes Previous Booking I Prepare ! Improvements !
Task: Test Duration: 1d = Flanned: 1d Priority: 5 =
Order no: Serie: Type of work: Customer: Workplace:
Byag - [ &| TEcowpae
jehillsuse®n 10, 572 60 Oskarshamn
Work Description: Contacts: Phone:
[Thomas Blingsen | 070-3955278
Infos: Info7:
InfoB: Info9;
Other:
Info10; Info1l;
Reverse VAT D
Booked by:
Add customer... | [ pant.. [ cancel | [ save

Fig. Customer by task
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Customer Register
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TIMESHEET

The program has a build in timesheet. Each user can report the time worked directly on the project and
tasks in which you join.

3 different options are available for reporting time.

Time sheet

% Completed (AUTO)
Manual entry (MAN)

@) Time sheet in program

Internal Tasks

Auto Completed

This option calculates the worked h on a task with the help of % finished. The h is only shown
directly on the task. A timesheet is not generated with this option.
Worked h | shown directly on the task and in the gantt column ‘Worked h'.

ld::I Planned: 8h Wirik: 4h Priority: 5 :‘
Man hr: Oh WBS: Finished: m :‘

Manual entry

Enter worked h directly on the task in the ‘Wrk’ field. No timereport is generated with this option.
Worked h | shown directly on the task and in the gantt column ‘Worked h'.

ldi‘ Planned: 8h wirk: 4/h Priority: 5 :I
Man hr: 0h WBS: Finished: 0% :l
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Timesheet

Timesheet in program

The form Timesheet is used to report time. This form only shows the existing tasks used in the planning,
you cannot add new tasks in here.

On the Tools menu, click Timesheet or key F4. The planning view changes to Gantt Chart 1 week and the
tasks which are booked that week, for the current resource, are shown in the timesheet.

Timesheet @
User: Week:
|Thnmas |w 4B, 2012 < = Send Reset () Lastsend
Project/Task Finish date Time Wrk| Mon Tue Wed Thu Fri Sat Sun Week
hour hour| 12MNov | 13MNov | 14MNov | 15Nov | 16 Nov | 17 Nov | 18 Now
Budget work 16112012 15.00 35.00 8.00) 8.00 8.00 3.00 8.00 35.00
Project Meeting 15112012 2,00 5.00 5.00 5.00
Sum: 800 800 800 800 800 000 0.00 40.00) |
Print Close |

Fig. Timesheet

The time is summed per day and week. Worked time is automatically saved per task as well as per
project.

Click the button Send when you are finished with a week, these locks that week for changes. In the top
right the last send week is showed. If you need to edit a in a week which has been send you can press

Reset. Reset can only be done for last sent week making the week you back to the last sent week.

The times you register on a task are stored under worked time. For projects the worked time is summed
for the subtasks the project contains.

A follow up can then be made per project or per customer where you get the planned time, worked
time and also cost per task and project.

Admin for timesheet

The administrator can create a list on users who will be admin for the timesheet. An admin can see all
resources timesheets (only one timesheet at a time) while other users can only see their own timesheet.

Under Tools - Timesheet Manager you get a summary of the latest week sent per user.
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PRINTING

Shortest CTRL + P

Printing can be done for Gantt Chart, resource view or calendar. If you wish to print every groups
planning in a list you press the button Overview in the schedule. The calendar can only print one single
resource. There are also a number of reports you can print.

Ready prints are available for:
- Gantt Chart from 1 week to half a year
- Resource view from 1day to half a year
- Calendar, week and month
- Annual calendar
- Daily schedule and weekly schedule (with signing)
- Weekly planning
- Service report 1-2 (under the booking tab)
- Reports (a number of reports available)

Print button
The buttons Print used the period which is showing on the screen when printing.

Print button

Preview

To be able to preview a PDF printer is required. You can choose which PDF printer that should be used
under the menu Tools — Maintenance, General tab.

We recommend that you install PDF Creator. The advantage of this program is that the program auto-
save and auto-open automatically. The program is freeware and can be downloaded from our website
or at http://www.pdfforge.org/pdfcreator.

Settings for PDF Creator:

- Under Auto-Save mark Use Auto-Save. Enter <Title> under filename and <Myfiles> as your
saving catalogue.

- Under Action mark Action after saving. Choose Adobe reader as reader and start maximized.
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Printing

;
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Printing Gantt Chart

If you want to print Gantt Chart for one resource only you choose this resource from the schedule and
then print.

When you choose a group from the schedule all resources under this group is showed. A print is normally
done for all resources. If you do not want to print all resources in the group you press the minus to the
left of the resource you wish to not print. The symbol is changed to a plus and no print is done.

You can also switch between showing/hiding by double clicking on the resource or press the keys +/-.
If you wish to switch quickly between showing/hiding all resources at once you press the buttons

show/hide resources or double click on the top resource.

The hidden resources and groups (+) will not be printed in the Gantt Chart.

M-logistik

[Materiallogistik]

Jlohan Olsson

Pia Aulin

Christina Gustafsson

E* Anne-Louise Hakansson
Training Excel

E* Kenneth Modig
Vacation

Fig. Group view . The plus hide tasks.

NOTE! Current status to show/hide resources that you controlled with +/- is stored in the database
TIDPLAN.MDB per user.

Print reports

All reports are collected in menu File - Reports. For many of the reports, a filtering by customer and/or
resource can be done. The time period can be weekly report, monthly report or any period of your
choice, for example 1year.

[ Reports &JW

Billing

Improvement work

Late Tasks

Setup mappings

Customer Report

Replanned Tasks

Statistics Work Orders

Workload diagram by Category
Workload diagram by Type of Project
Line chart for Project based on Category
Vacation and Workload

Project summary by group

Select | | Close




Workload diagram

There are two reports summarizing the workload, one per category and one per project type. Summation
is done per group with one or more groups, or you can select the entire schedules workload in one
diagram (sum groups).

Belaggning 2013

timmar [ ingen kategori

5000 e [ customer Projects
[ [ pemo

] pemowena

4= 8 [ senvice-Helpdesk-Inst
4500 T — 1 — ’

[ pevelopment
Semester

4000 4 — 1 ] —— -
3 intema
72 [ extena

04| +— - — — — — 1

so0 4 }+—od +— — — —] | S [ R N () AN ) A

2500 —=— —] — — — — ] —

2000 4~  fb—our"d T — — | |[— | — —

1500 <4— — — b R e 1 s s | e e —

1000 4 — —

"L T ) L Pl o o

RESURSER

1
[

Service report / Booking report

Under Booking tab in form New Task there is a report you can print. This report can be customized to fit
also for printing bookings.

TECOM™ Ny TECOMS S
Beusking Repodt
= = it = |
[ — ([ i |
S e T T WOTES
= = | D ]
. T "]
Torm cgean r—— | ===0 e
HOTES
WDl DESCRF TON
| ———— ]
I |
COHIBCN LT
| Ee—— | [ ]
I |
MAF DIESC RFTON
I |
OTHER
[ |
I |
Fig. Service Report Fig. Booking Report
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Printing

Settings
On the Tools menu, click Maintenance and View tab. Then click on Customized texts and further button
Booking.

~
Customized texts for Booking |M
Swedish English

Rubrik: A MR Booking Repart

Infol: Felbeskrivning Work Description

Info2: Felorsak Check List

Info3: Atgard Other

Info: Ansvarig hantverkare Booked by

Info5: Arbetsplats Workplace

Info6: Fast, beteckning Info&

Info7: Lgh nr Info7

Infod: Person nr Infod

InfoS: Brf.org.nr Info3

Info10: Servicebil km Info10

Infoll: Resainom tatort Info1i

Typ av jobb 1: Anbud

Typ av jobb 2; Lépande

Typ av jobb 3:
Typ av jobb 4
Typ av jobb 5:

Typ av jobb &:
Resurser: Quote
Aktivitets Mouriting

Select the fields you want to print:

[ work Report
No rows: i
| Customer M A || Time Report
: : || Materials
J i 1 L [T pocuments
[Tlinfo 1 2 2
linfo 2 2 4 -
TJinfo 3 2 4 [¥]Use form 2
e | Print logo
" Blarkett 1 @) Blankett 2 T| |W

There are two forms, choose between Form 1or 2. Form 2 is more suited for builder.

Under settings you can customize the layout and title of the report. You can enter any report name. Info
1-5 can be found on the Booking tab on form New Task. Type of work 1-6, "Typ av jobb 1-6” are the
check boxes on the report. Resources and task are titles in the report. The check boxes specify which
fields are going to be printed. Same for Customer and Logo.

You can specify how many lines you want to show for the field notes and fields info 1-3. You enter the
minimum and maximum number of lines per field. Minimum 4 and maximum 10 means that at least 4 lines
is printed and no more than 10 lines (less if the text do not need 10 lines). Minimum is 1line and maximum
is 100 lines.

To print the service report or booking report you double click on a task and click on the Booking tab
and the print button.

Create custom reports

74

You can create your own customized reports in Access 2000. To create a report you need Microsoft
Access installed and also have exclusive right to the database, which means you are the only one online
on the database when you create the reports.

When you create a new report in Access you enter source data, can be an existing table or a question
you have created. You can copy reports and questions from other databases and paste into your own
database. The list of reports includes reports created in the database TIDPLAN.MDB.

Customized reports can be printed or showed on the screen from Easy Planning. You find them under
View — Custom Reports.



Database seaching

SEARCHING

Shortcut Fé

Searches in database tables can be done with up to 25 search conditions. You get to the search window
by pressing the button Database in the toolbar.

- - B
Database @I&J
Field | Value R Eind
Start date | § |
Finish date | Cancel
Completed date
Task Test
Finished
Deleted [ print
Action list ——
Priority |ﬂ
Resources
Order ID [ Hep
Waork Order
Table
Project
Category
Project Manager
Project Status -

Match: Part of field ] Time format: Hours - ] Pattern: I:I
Task Start date Finish date | Meeting me Coz *

[ 301430 T4 Tesimii 18vS Vo _—_-
Test 2014—0?-04 2015-01-21 1120 0
test 2013-01-14 2013-01-25 a0 0
test 2013-10-01 2013-10-02 16 DEEI

v test W012-10-28  2012-11-02 40 ol
Test 2013-10-02 2013-10-03 16 0

¥ Test Aktivitet 2012-10-29 2012-11-05 80 0|
Tester 2013-04-22 2013-08-0% 600 ol
Tester 2013-08-12 2013-09-03 136 1)

V' testfas 2013-01-28 2013-03-13 264 i

O i 1 }

| Total hits: 12 Seck: 1,388 s | Total time: 3112h [Total cost: kr 0

Fig. Form for searching databases

Searching is made in all tables in the database. However, you can limit your search to one table by
choosing table as your search conditions.

The search result can be printed as a report or copied to clipboard. You can sort the result before you
print if you click on any title in the lower list.

Double-click on a task in the lower list to show the edit task.
Right-click on a task to highlight this task in the gantt view.

Start date, finish date

- you enter start date only, searching is done from this date and forward.
- If you enter finish date only, searching is done for earlier and to this date.
- If both start and finish date is enter, searching is done between this dates.

Completed date
Search for tasks completed this date or earlier.
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Searching

Task name
Free text search. Search for ‘text’ in all tasks. Choose between “part of field” (program add % before
and after) or “whole field”. Multiple choices can be done with a semicolon.

Format:

[ TEXT1; TEXT2 ; TEXT3 ]

Notes
Search for tasks that contains this text in notes.

Finished
Search for finished or active task.

Format:
[YES ,Y ,1] = completed task
[NO, N, 0] = active task

Deleted
Search for deleted task.

Format:
[YES ,Y ,1] = deleted task
[NO, N, 0] = not deleted task

Action list
Search for task with action list marked.

Format:
[YES, Y, 1] = action list
[NO, N, 0] =no action list

Priority
Search for tasks with a given priority. Multiple selections can be separated by semicolon.

Format:
[ priority1; priority2 ]

Resources
Search for tasks with given resource name. Multiple selections can be separated by semicolon.

Format:
[ resourcel ; resource? |

Order ID
Free text search for order numbers, search in all tasks.

Work Order
Free text search for work order, search in all tasks.

Table
Search in a marked table only. If not specified, the search is performed in all tabled in the database.

Project
Search for tasks with the project chosen from the list.
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Category

Search for tasks with the category chosen from the list.

Project manager
Search for tasks with this project manager.

Project status
Search for tasks with this status.

Type of project
Search for projects with selected type.

Customer
Search for tasks booked on this customer.

Checkbox 1 -4

Search for tasks with this field marked. Checkbox 1- 4 can be replaced with any name in the

maintenance menu, tab view, customized texts.

Changed by
Search for tasks last changed by this user name.

Last changed
Search for tasks changed after this date/time.

Format:
[Date] or [Date Time]

eg 2013-03-25 12:00 all tasks changed after this date
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Searching

Shortcut CTRL + B
Find tasks

Search tasks via menu Edit - Find. A search window appears where you can enter all or parts of a text.
Search is done in the following fields:

- Task name
- Work order
- Order ID

- Project

- Project No

If you get a hit the task been highlight if the table is in the current schedule.

Find - Kenneth Modig [~ B[]
Find what:
|vau:aﬁu:un|
Cancel
Find
Found: 1

Fig. Find tasks
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Import tasks

You can import tasks from external system via text files. The import is done according to the import
guide below where you choose file, field separator and then mapping columns in the text file to fields
in the database. You can save a mapping in order to be reused again.

IMPORT AND EXPORT

Import Guide - Tasks

This guide will help you ta impaort tasks fram a text file,

Data in the kext File must be in kext Format with each record separated with an linefeed
and each field is separated with an character as field delimiter.

Select file... Ci\ImportiGversikt - Aktiva arbetsorder 121211-082338 INST skv

Field separator

OTab (&) 5emicolon O Comma O other
[#]First line contain field name
[#] 52t Auto Completed Categary: w

All days Onlky
[ overwrite data

Next = ] [ Cancel

Functions
You can map a field to <Table> and controlling imports to different tables.

A text converter translates the column names in the text file to the table name in EP.

Is not the table name being mapped is found the task is stored in default table instead. Select

default table in settings for import.

Work order number from the maintenance system is mapped to <Work Order> in EP, gives no

duplicates.

When a work order is history in the external system, these been auto acknowledge/deleted in EP.

Import can be made to a category.

Timestamps new tasks on import (only for work orders).

Overwrite data
Only the fields that have been mapped will be overwritten when you select 'Overwrite Data'.

Note! The exception is if you made a replanning in EP under the tab prepare, then will not the old start
and end dates be overwritten during import.
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Import and export

Work orders

You can import working orders from an maintenance system to EP and moving the working orders to
different tables and then resource planning the tasks. When the working orders are done in the

maintenance system they can be completed automatically in EP. Auto completed can only be done on
tasks with a work order number.

In Gantt Chart you can mark a working order, right click and choose ‘Copy work order to clipboard’
(CTRL+C), the work order will be copied to the clipboard and the number can be paste to you
maintenance system.

Timestamps of new work orders on imports. This date is then used in the report ‘Statistics work orders’
to report the number of new work orders per day Mon-Fri.

Mapping
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The mapping is done as you select a field in the left list and choose to which field in EP data is
imported. Repeat for all fields you want to import.

The list below shows the fields that have been mapped and the data for the first line of the import file,
second line if there is a header. You save the mapping in the next step so you do not need to remap
again the next time you import data.

-
Import Guide - Mapping
Mapping of data fields.
Choose which Fields in the text file to import. Select a field in the left list and choose ta which field data should be import., IF there is
no corresponding field, choose ‘Mo field' in the right lisk.
Field in impartfile Field in Easy Planning
Falt 1 [A0-nr] w | = | <work Order> -
Field Fram Field ko Data
Falt 1 [AD-nr] <wiork Order = 217300
Falt 2 [Objek: I0] Task Mame G.149
Falt 3 [Beskrivning] Task Mame Skapad Frén Felanmalan
Falt 4 [Planerad start] Start date
Falt 5 [Planerat slutdatum] Finish date
Falt & [Utfarande tid] Duration
Falt 11 [Arbets- beskrivning] Motes
Set Auto Completed Category: |FIJ A
All days Only
Crverwrite data
< Back " Mext = l [ Cancel




Text Converter

The text converts function is to remap the table name into the correct table. If you have mapping a
column to <Table> in Easy Planning, the text converter can “translate” a name in the import file to a
table name by the converter.

The text convert can also be used in the same way for resource name.

Text Converter (46) @
Mame Replace with &
Astonation ]
IP/A/BER Automation 3
IF/E/BER Beredskap El /[ Inst
IP/M/BER Beredskap Mek
1P K/BY Byaa projekt
SE&3 CS C5 MX5
SES2CV CV Mx5
SE34DCR DCR Mx5
SEK3EC EC Mx5
SE73LPK Ecox Mx5
1P K fEL Elf Instrument proje
IPEAPK El/Instrument i
[ Mew. .. ] [ Edit... ] [ Delete ]

Fig. Table name IP/K/AUT from the text file is translated to table Automation

If you import work orders, and have mapping a field to <Table> you can control work orders directly
to various tables in the database. The control is done in the following order.

- Step 1, same name. Is there a table in the database with the same name as the import file task is
stored in this table.

- Step 2, use text converter. If there are no table with the same name a check is made against the
text converter. If you for example set title IP/A/AUT (see Figure above) returned table Automation.

- Step 3, table name is missing. If the table name does not exist in the database or in text converter
will data be stored in the default table. You select a default table under seftings.

The text converter can be found under the Tools Maintenance, View tab. You can add, change and
delete names from the list.

Are you trying to give a name twice in the left list you get an error message. You can enter several
different names in the left part that points to the same name (table) in the right part.

81



Import and export

Integration with other system

82

By the Transfer menu, you can easily retrieve data or send data to another system. To view the menu,
select the seftings for import. By specifying a minimum permission, you can limit who is able to use this
function.

Tecls | Transfer | Window Help
[ | B Import from SAP ca | ;
"'l- Export to SAP

of Projec
When you click on the menu option 'Download from <system>' EP will start an import of the import file
in the folder Import. Are there multiple files, they will be automatically imported one file at a time.

Before you can use to transfer, you must run the import wizard once to learn the system.

Settings for import are in Tools - Maintenance, Import tab.

[ N
Maintenance l 2 &J

| Display General I Permission Tables | Database l Category l Qutiook |

i Calendar Footer ! Histary Project ! Admin [ Import i Order |
Path Import: f:\Eazy Planning\Import | =
Path Export: Y:1\Easy Planning\Export |_

[

Import to: [O\rrigt-CS &4

[¥] cnly linked tables

Transfer
System name: Handyman
Select map: IImport Customer -

Min, permission: 4 - All rights. - |

[¥] Show menu Transfer
[¥] Ma impart without dates
[ Move import file after import

| 1mport from multiple systems

| Close |

(%

Select an import and an export directory. Default specifies a subdirectory of the data files.

Import to, specifies the default table at which the import should be done if mapping to <Table> are not
used.

System Name, enter the name of the system integration. Appears in the menu ‘Transfer’.
Mapping file, specify the name of the mapping to be used for transfer.
Minimum permission limits the number of users for the transfer function. Viewers can not use 'transfer.

Select 'View menu transfer’ to view this menu. If you select Move import file after import then the
import file will be moved to the directory backup after an import. Otherwise the import file will be

deleted.



Import customer register

You can import your existing customers register to Easy Planning. Press ‘Choose file’ and mark the text

file that contains your customer register. Select field separator and press Next.

Choose field 1in the left list and mapping the field against the right list. Repeat for all field in the left list.

If there is a field you do not want to import you choose ‘No field" in the right list. Finally press Next.

Import Guide - Mapping IEI

Mapping of data fields.

Choose which fields in the text file to import. Select a field in the left list and choose to which field data should be import. If there iz
no corresponding field, choose 'No field' in the right list.

Field in importfile Field in Easy Planning
[Falts [city] - = [aity -]
Field from | Field to | Data
Falt 1 [Customer] Client ID 500000
Falt 2 [Mame 1] Client SCHMIDT Holding GmbH
Falt 4 [Street] Street Postfach 1240 40
Falt 5 [PostalCode] Postal code 79830
Falt & [P.0O. Box] Street2
Falt 8 [City] City 5t.Blasien

< Back ][ Mext > ] [ Cancel
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Import and export

import data from Clipboard
Data can be imported to Easy Planning using Excel and clipboard.

To import data from Excel

1. In Excel you create the following columns where you enter (Any text), Task, Time, Start date, End
date, (Project), (Table) and (Category) in this order. Only one of the columns end date/time needs
to be completed. Table name should be a table in the database where data is imported. You can
specify different table names for different rows in Excel. If you omit table name it is imported to the
marked table.

2. In Excel: Block select from the first row, first column to the last row and last column. Press copy and
switch to Easy Planning.

3. In Easy Planning: Choose File - Import - Import data from clipboard when you are in the Gantt
Chart.

4. The following dialog appears. Mark ‘Merge column 1-2" if imported data for task name is divided
into two columns, for example. AnlID and Description.

Import data @

Setup for Import data

/| Merge column 1-2
Uppercase column 1
Uppercase column 2

| all days Only

Cancel | | Continue

5. Click Next.

6. The following list appears. Click Import to apply.

Import data [~ |mEsal]
Task Hours | Start date Finish date Project Table Category | Resources [
Project A step 1 20130107 2013-01-10 Project A Jobb

Project B step 1 2013-01-07 2013-01-10 Project B Jobb

Project C step 1 20130107 20130110 Project C Jobb

No ofrecudss : —
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Export data

You can export all new and modified tasks from all tables into a tab-delimited file,
EXPORT_yyyymmddhhmm.TXT saves in the export directory, see Settings Import.

To export data

1. On the File menu, click Export.
2. Select 'Only changed since the last export' or 'All Tasks'.
3. Alternatively, click on Transfer - Sending data to the system.

Each task has a field Export that will be set to 1 on export. If you change a task or add a new task the
flag will be set to 0 again. This means that only the changed tasks in EP will be exported.

The export file contains the following fields:

ID
Workorder
Table

Project
Task_Name
Start

Finish
Duration
Planned
Percent
Resources
Category
Priority
Customer
Customer ID
Actual_Work
Cost
Deadline
WBS
Outline_Level
Milestone
Last_Changed
Notes
Deleted
Order

Serial number in the text file
Workorder

Table name

Project name

Task name

Start date

End date

Duration in hours

Planned time in hours
Percent completed
Resources name separated by semicolon (=20 means 20%)
Category number

Priority 1-9

Customer name

Customer ID

Actual work in hours

Cost

Deadline

WBS

Outline level

Milestone 1/0

Last Changed (yyyy-mm-dd hh:mm:ss)
Notes

Deleted 1/0

Order number
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Import and export
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Easy Planning can sync with Outlooks Calendar, the sync can be started manually or time controlled
provided that Easy Planning is running. There is also an add-on program Sync Master that can sync

many calendars automatically.

The result of syncing tasks is showed below. Each project is transferred to Outlook as a category with
underlying tasks.

Viss Verktyg Fanster Hislp

Arkiv  Redigera - - -
icH S8R eEo o Beal«@iny X a1 36 12%a8] IR E R Y
[ Thomas ~ |- valj kategori - |- Valj uppdrag - | -valikund - - Vali prioritet - v | X
V]| Aktvitet Start slut Td | juizon augusti 2011
= 30 1 3 s 2 ® E5] 2 3 = 35
{Thomas ; |
S Projekt 1 fr110729 110812 11d b v
Installation fii0729 6110802 3d| THOMAS
Provring on110803 f 110805  3d| THOMAS
Driftséttning to 110811 fr 110812 2d| [ HOMas
= Projekt 2 md 110808 4 110823 124 v
Installation md 110808 on 110810 3d| [ mHomas
i Provning on 110817 fr 110819 3d|  — e
- Driftsétining mi 110822 4110823  2d| [THomas
Klat Irloggar THOMAS TESTABMDB Behd Rad  SukdGms  NUM So3jd 1352
Att gora-lista - thomas@tecomp.se - Microsoft Qutiook o B =
ta emot o s o @
T el {o v r =
3 i YP Ldag Nasta vecka ey H § 5ok efter kontakt -
P18 A 1 Bl Mate . —
o - J VN | W tmorgon ¥ fnget datum 2 E || Bl | @ adessor
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Sync with Outlook

Start synchronize

Press the button Sync on the toolbar, then the following form will appear. Users who are not Admin
%21 can only sync their own calendar in Outlook.

Outlook Synchronize [THOMAS SYNK] 7]z
Easy Planning Total: 2
Start date Finish date Startat | Endat | Task Easy Planning Last changed
w0107 | wiz0i7 w2122 113018
2013-01-08 2013-01-09 Program test Exchange 2012-12-23 11:30:18
Start sync
Outlook Total; 2
Start date Finish date Start at ‘ End at ‘ Task Outlook. ‘ Last changed |
2013-01-07 2013-01-07 10:00 12:00  Projectmeeting 2012-12-23 11:30: 18
2013-01-08 2013-01-09 Program test Exchange 2012-12-23 11:30:18
. No of month: 12| Category Outiook:
Sync Task
Exchange Server Outlook 14.0.0.6125

Fig. Syncing with Outlook.

Settings for Outlook

Before you can start syncing, Admin needs to do following settings:

- Choose what shall be synced, calendar and/or tasks.
- Remap table against user name (column Login).
- If Exchange is used, enter Exchange account for each calendar.

Under Tools - Maintenance, Message tab you choose calendar and/or tasks. You also check
Exchange Server if Exchange is going to be used.

Maintenance M
Calendar Footer History Project Admin Impart I Crder

Display General Permission Tables Database Category | Outiook |

7| Data to notes Period {months):
7] outlck Profie 12 months -
[7|Exchange Server
Outlook Category: EP Categories {no synchronize):
EasyP
Mo of tables: 286 Synci126
Table Exchange ] Login | Sync ‘ Emaill address ] i) ] -
Christopher 17066 swe07066 swel7066 fes 1 |
Torbjérn A 6818 SWEQSE 13 SWEQS818 fes 2
Hakan B 5467 SWED5467 SWED5467 fes 3
Peter L 7631 4
Mikael N 4481 SWED4481 SWEDS481 Yes 5
Magnus 5 9038 SWED2033 SWEQ2033 Yes &
Stefan E 5773 SWEQSTT3 7
David A 5134 9 -
Change... ] [ Delete ] I Print. ] [ Export Sync Master. ..

Close
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Settings for Exchange

You can choose to sync with Exchange or with your local PST file (Exchange uses your calendar on the
server and PST your local calendar file).

If the Exchange server shall be used (normally) you need to enter an Exchange account on the
Exchange server for each users table. The account can be your E-mail, surname.lastname or any other
name. Contact your computer support for help.

Table - Thomas Synk @
Outlock Synchronize Send message
Email:
Exchange: thomas @tecomp. se Computer name:
Login: Thomas| Mobile:
| Synchronize with Sync Master oK | | Cancel

You mark one resource (table) at a time and click Change.

- In the column Exchange you enter users E-mail account on the Exchange server.
- In the column Login you enter user name in the network.

Admin for Exchange

If you should have Admin rights to sync other users calendars, users must share their calendars to you
(this is done in Outlook). You can as Admin select any table in the overview diagram and sync this
calendar for one resource at a time.

You add Admin users in the maintenance menu, tab Admin.

Outlook Category

Enter any name here and no appointments created in Outlook will be synced, only from Easy Planning
to Outlook. The category name you enter is marked as a category in outlook and you will see the EP
tasks in Outlook with for example a yellow color against Outlooks blue color. Note that you can create
a task in Outlook and select the category name here and then it will be synced.

This category is not used for tasks, means all tasks will be synced. The field category in Outlook is used
for project names from EP.

EP Categories

If you have categories you do not want to sync with Outlook you enter these categories here. If there
are several names they shall be separated with semicolon.

Take for example that you have service that you do not want to sync to Outlook, select the category
Service then these tasks will not be synchronized.
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Sync with Outlook

Sync Master

Program Sync Master can handle the sync automatically. This program is an extension to Easy Planning
as a separate program that you install on the server. The program is running by Task Scheduler and
syncs users' calendars via Exchange.

90

& Sync Master 2.5 @
Easy Planning Outlook
| startdatum | Aktivitet | LastModTime [ | startdatum | Aktivitet | LastModTime [
20130107 Project meeting 2012-12-23 18:49:21 2013-01-08 Siemens Stockholm 2013-01-06 14:52:56
2013-01-08 Program test Exchange 2012-12-23 18:49:21 2013-01-09 Tunstall Malma 2013-01-06 14:29:14
2013-01-08 Circulation pump faulty 2012-12-23 18:49:21
2013-01-08 Siemens Stockholm 2013-01-06 14:52:58
2013-01-09 Tunstall Malmé 2013-01-06 14:29:14
[ Synkar tabell Thomas Synk Kategori:
-
- AENRNNNNNNNNNNNNNNEEND
95%
Resultat Antal mdnader: 1
Start siut Tid Tabell Status [
2013-01-06 15:11:26 Thomas Synk

Outlock 14.0.0.6126

Settings

Sync Master is integrated with Easy Planning as both settings and results are controlled from Easy
Planning. The seftings for Sync Master is done in menu Tools - Outlook - Setup Sync Master. The
Seftings tab can only be showed for users with permission level 5.

Sync Master

[ sl

‘ Last Al

Errors Settings

License information

Used Calendars:

License valid to:

Send Error Report Ta

thomas@tecomp.se

Run Sync Master visible

Max number of Calendars:

i
150

2013-06-30

Tables: [1]
Database Table

grecowe | TECOMP Thomas Synk

Databases [1]

Show Only Selected

You select one or more databases that you want to sync. When a database is selected, the list on the
right will be updated with the tables that are selected to sync from this database.




Outlook security

Because of Microsoft safety barrier that was introduced in Outlook 2002 you need to install Advanced
Security for Outlook, a freeware program from MAPI Labs. The program is an add-in for Outlook that
solves the problem below.

Microsoft Office Outlook

A program is trying to automatically send e-mail on your
behalf.
Do you want to allow this?

If this is unexpected, it may be a virus and you should
choose "No".

(WRn) Microsoft Office Outlook

A program is trying to access e-mail addresses you have
stored in Outlook. Do you want to allow this?

If this is unexpected, it may be a virus and you should
choose "No".

[[J allow access for

[ Yes I L No J [ Help ]

Note! You have to check 'Run Sync Master visible’ and then run Sync Master manual once after every
update of Sync Master. This is because the program have to approve that Sync Master will get access
to the Exchange accounts.

The check 'Run Sync Master visible’ must be unchecked if Sync Master is going to run when the server

is not logged in.

Status and error logs

You see the result of the sync on the tabs Latest, All and Error.

- Latest show the tables that were synced last. Here you can see the time it took to sync each
calendar, status OK if no errors.

- All show the total time for Sync Master to sync all tables in the list. You see the number of tables
and any errors that occurred.

- Error list all errors occurred. Here you can see the time when the error occurred, error codes and

error descriptions. Also the program procedures and table names that were syncing when the
error occurred.
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Sync with Outlook

Examples of errors can be that an Exchange account is not distributed, only distributed for reading or
that the Exchange account is missing.

I all | Errars Settings |
Time Error Code Error Description Routine Table -
2012-12-15 17:36:51 13 Type mismatch StartaSynl
2012-12-15 17:36:42 13 Type mismatch StartaSynk
2012-12-15 17:36:40 13 Type mismatch StartaSynk
2012-12-15 17:36:33 13 Type mismatch StartaSynk Thomas
2012-12-03 09:31:23 -2147352567 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Christofer Andersson
2012-12-03 0%:31:11 -2147352567 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Christofer Andersson
2012-12-03 09:31:03 -2147352587 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Christofer Andersson
2012-12-03 09:30:53 -2147352567 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Daniel Fernandez
2012-12-03 05:30:53 364 Object was unloaded StartaSynk Daniel Fernandez
2017-12-03 09:30:51 -2147352567 Cannot complete the operation. You are not connected, HamtaOutlookCalendar  Daniel Fernandez
2012-12-03 09:30:24 -2147352567 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Magnus Nilsson
2012-12-03 09:30:24 364 Object was unloaded StartaSynk Magrus Milsson
2012-12-03 09:30:21 -2147352567 Cannot complete the operation. You are not connected. HamtaOutlookCalendar  Magnus Nilsson
2012-12-0309:22:31 429 ActiveX companent can't create object SparaCalendar Magnus Milsson
2012-12-03 09:20:31 429 ActiveX companent can't create object SparaCalendar Magnus Milsson
2012-12-03 09:18:31 429 ActiveX component can't create object SparaCalendar Magnus Milsson
2012-12-03 09:16:27 429 ActiveX component can't create object SparaCalendar Magnus Milsson
2012-12-03 09:14:27 429 ActiveX component can't create object SparaCalendar Magnus Milsson
2012-12-03 09:12:27 429 ActiveX companent can't create object SparaCalendar Magnus Nilsson
2012-12-03 09:10:27 429 ActiveX component can't create object SparaCalendar Magnus Nilsson
2012-12-03 09:08:27 429 ActiveX component can't create object SparaCalendar Magnus MNilsson g
[ o |

For more information about Sync Master, see www.tecomp.se.
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MISC. FUNCTIONS

Milestones

To add a milestone, create a task with duration O d and same start/end date.

Deadline

You can set a date for a task or project to keep track of its finish date. The program updates the

schedule as needed, keeps track of deadline dates, and shows an O in the first column if a task finishes
after its deadline. Deadline is indicated with a green arrow.

v— &
(]

(I &

(I

Fig. Deadline shown for both a project and a task

O = Projekt G
oTs
o PTs

Fig. Proie.ct or task that pass deadline showed with a red symbol

There is a custom report ‘Tasks passed deadline’ under File - Print - Reports.

Replanned

A replanning happens when you move a task or change a resource. Date, cause and changed by can
be stored for up to 5 replannings per task. You activate the function in the maintenance menu, View
tab, ‘Ask before replanning’.

If you move a task or change a resource you need to enter a reason for the replanning. You can
choose between three different reasons (you can change names on these) or cancel. There is also a

box 'No registration’ to force if you do not want to store the changes.

You can view the tasks that have been replanned by clicking on Replanned in the toolbar.

v o

——
& ]

| e |

(|

Fig. Replanned tasks in 3 different colors
- Other cause (grey)
- Customer (brown)

- Vendor (blue)

There is a customer report ‘Replanned tasks” under File - Print - Reports.
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Misc. functions

Create task links

94

You can link any two tasks in a project to show their relationship (also called a task dependency). Once
you link the tasks, every change you make to the previous task affects the next task, which affects the
next one, and so on.

Note that you can also move a project with drag and drop on the project line. Only the tasks that are
still active will be moved, not completed.

|:'|.F-|Kra1rspec

Prograrmering

Cokumentation

Releaze

A link is showed as a line between two tasks which are connected with an arrow. The arrow indicates
that this task has one or more previous tasks. Number of days between those tasks remain if you move
the previous forward or backward (eventual delay will be compressed at first, which means, if it is 2 days
between two tasks those days will disappear when you move forward). If these days shall remain you
need to enter a delay (lag time).

:hA—L'I:IE

Some tasks may need to be finished before other tasks can start. You can use Finish-to-Start (FS), which
means that task B will not start until task A is done.

To create a link

1. Mark the task that is going to have a link (A). Click on the bar or in the column Task name on left.
2. Press and hold CTRL and mark the next task (B).
3. Click Add Link.

4. Alink will be created between the two tasks.

To delete a link

1. Mark the task that has a link which shall be removed (the task with an arrow).
2. Click Delete link.
3. The link will be deleted.

Or you can remove a link by pressing F7, and under the Previous tab mark the line (link) that you want
to remove and press DELETE.

You can mark several tasks at the same time with CTRL. Links will be created in the order you mark
them, for example row 7, 12, 3, 15.



Lag time and lead time

You can enter Lag fime as a delay between the previous task and the start of the following task. You
enter the delay as a positive value, +2d.

Lead time is the overlap between tasks what are linked. If a task is starting when the previous task is
unfinished you can enter a Finish-to-Start-connection with a lead for the following task. You enter the
lead as a negative delay, -2d.

To add a delay

1. Click on the task where you want to add a delay. Double click on the bar or in the column Task
name.

Press the Previous tab.

Double click on the task you want to change delay.

Increase the time in days to create a delay between the tasks.

Press OK for save.

A wWN

Public Holiday updates

You update public holidays from menu Tools - Maintenance, database tab. Click on Holidays and all
public holidays will be retrieved from www.tecomp.se. Easy Planning is shipped with public holidays
for Sweden.

You can also manually add you own holidays, do this from Gantt Chart 1 week. Click on desired day
on the bottom yellow line and it will be marked as a holiday (grey). By clicking one more time you
remove the mark.

The marks are saved to database TIDPLAN.MDB, and is used for all users in all schedules. Only users
with level 4 or higher have permission to update holidays.

|ﬂu:||:| Holidays

Add a logo

You can add your company logo, maximum size is 195 x 65 pixels and file extension BMP/JPG/GIF.
You select a logo for each database.

Add a logo

On Tools menu, click Maintenance.

Login.

Click on Footer tab.

Click on Set Footer.

Click Add.

Select logo, must be of file extension BMP/JPG/GIF and max size 195x65 pixels.
The path to the logo is showed in the field Logo.

Click OK to save.

Click Close.

VCONO U A WN
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Misc. functions

Costs

For each task a cost can be added. When the column cost is showed you see the cost for each task on
every line, total cost for each project on the projects title line and on the top row the total cost for the
whole table. If you filter on a customer the cost is showed for that customer.

To show costs

On Tools menu, click Maintenance.
Login.

Click on View tab.

Check 'View Costs'.

Click Close.

On Tools meny, click Options.
Click on General tab.

Check columns displayed Cost.
Click OK.

VONOUAWN =

The cost can be fixed or current. You can count on both costs and income by entering the cost as negative
values.

For current the cost is calculated as hourly rate x number of hours. Either you have a general hourly rate
(no category) or you can have different hourly rates for each category. You decide the hourly rate for
each category when categories are added.

SMS reminder

96

With the SMS function you get the possibility to efficiently send texts to employees or customers. An SMS
is built up as a XML document which is sent to your SMS account.

Note! To use the service (SMS Gateway) you need to get an SMS account at SMS Teknik AB, for more
information, visit www.smsteknik.se.

To send SMS

On Tools menu, click Maintenance.

Login.

Click Message tab.

Select ‘Send message by SMS'.

Click on button SMS.

Enter Sender.

Enter message, this text is used if the SMS is going to be sent to an external customer. You can

enter <TIME> and <DATE> in the text and these will be replaced with the time and date of the task.

Choose who you want to send the SMS to, either Resource or Customer.

9. Enter SMS account, here you enter the data you get from SMS Teknik AB if you subscribe to this
service.

10. Enter when you want to send the SMS, choose between send immediately or time delayed.

N If ime delayed SMS you must enter 2 times, if it is the same day you enter how long time before

start the SMS shall be sent and for SMS that shall be sent one or more days ahead you enter a

time that day before start time when the SMS shall be sent.

No oA wN =
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In the form 'New task’ you mark send SMS for each task you want to send an SMS.



Options - Prepare
As an option for form ‘New Task’ you can show the prepare tab. This setting is done in the menu Tools
- Maintenance, View tab. The prepare tab is used to prepare work that shall be done. The information
is also used for the report ‘Statistics work orders’ (see Reports).

Normally the bars are blue. Prepare completed gives yellow bars and planned gives green bars.

r = |
[AQ 4745047] Edit task - KW (-2

i-__Task l Project i Resources i Notes Previous BooldngJ Prepare I.Improvement;i
Task Kiump | silo HBG-VAB-57T002] Duration: 794~ Planned: 56h [R] Priority: i B4
Cost Purchase Other
Offer Last date: - Materials: ["| order finished Actual Start: Tu2012-09-35 ¥
Submit an offer: hd Actual Finish: We 2012-03-26 -

Offer valid date: > E ;
|| Requires purchaze

Internal Services: [ Order finished [T Requires documentation, doc changes

Reserve price [¥] Prepare completed

|| Price indication Planned

External Services: [ order finished
) || Plan stopped
= I
@ Fixed cost 13 608,66 [ZIReady not completed
) Price per hour 350,00 kr Time spent: 0 Hours

Cangel I | Save

Options - Improvements

As an option for form ‘New Task’ you can show the improvements tab. This tab is used for improvements.
You set up proposals for change, update the status of improvement and present information in an
improvement report (see Reports).

Status steps are:

Improvement/Modifications — Reported - Solution are reported to customer - Implemented/Refusals.

Edit task [ 2 sl
| Task I Project I Resources | Motes I Previous | Booking | Prepare | Improvements |
Task: Circulation pump faulty Duration: 4d :II Flanned: 32 Priority: 5 j
Improvements Reported [ implemented
[ Modifications [ Solution are reported to dient [ refusals
Description of the issue: Proposed solution:
The drculation pump has been broken 3 times. Change to other manufacturers
Calculated cost: 0,00 p— ] [ o
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Misc. functions

Actual start date

When you import working orders from an external maintenance system is often the planned time entered
as a longer time than the period of time to do the job, for example one whole week Mon-Fri when you
do not know when during the week the job can be done. The time does not reflect the need. To get a
better picture of the workload you can enter an actual time under the prepare tab.

[ 140 4745047 Edit task - kW (-2 |
i._-.'l:ask E Pr_cqec_t [ Resources [ r;iotes [ = E;evious [ = .l-300king_| Prepare Eim_?rovemerit%g
Task: Kiump | silo HEG-VAB-57T002] Duration: 794 Planned: s6h [R] Priority: i B4
Cost Purchase Other

Offer Last date: - Materials: [T order finished Actual Start: Tu20120925 \ ~
Submit an offer: - Actual Finish: We 2012-03-26 >

Offer valid date: hd iz ;
|| Requires purchase

Internal Services: [ order finished | Requires documentation, doc changes

|7 resolved within 48 hours

I Rescr e e [¥]Prepare completed

|| Price indication il

: External Services: | order finished f‘f'-': Planned

|| Plan stopped

& Fied cost 13 608,66 I Resdy ot rompletd

() Price per hour 350,00 kr Time spent: 0 Hours

| Cancel | | Save |

If actual date is set, the workload will be calculated on the actual time instead of the planned time. If you
later import the same work order again and the time is updated in the external system the actual time is
not changed and you can see that the planned time has been moved.

120703 fr121116 99d 232h

ma 120924  fr 121130 50d 400 h

ma 120820  fr121130 75d 680 h o
ti120821 fr121207 79d 456 h / \
ti120821  fr 121207 79d 56 h (' 'IV

1o 120906 fr121076 a7d 296 h \_/

Both when actual date have been entered and when the box is planned and the prepare tab have been
checked, the task will be shown in a green color against the normal blue. This is if no category have
been chosen, otherwise bars are shown in the color of the category. The color for planned (green) can
be changed under Tools - Options, colors tab.

Plan stopped is shown in back and Ready not completed is shown in orange.

Expended time window

Extended time windows means that all booked tasks forward are shown independently of time period
shown. These are listed with its task name in the left list but without the bars since they are outside the
shown time period.

Press the button ‘Extended time window’ to show all tasks ahead. This is set per user.

ey X &R = éﬁé%aﬁ«
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View resource workloads

You can see the number of planned and available hours per day/week/month. The workload for each
resource is calculated by adding number of hours/day for each task in the period. You get number of
hours/day by dividing the planned time for the task with duration (number of work days). On this way
all tasks that falls into the chose period are summed up.

No workload is calculated to linked tables and filtered lists.

There is also a report for workload in group level. The workload is calculated for 1month, 3 months and
12 months.

To view workload

Click on button "Workload by resources’ (all resources switched to expanded/unexpanded).
Or on Tools meny, click Options.

Check 'Workload by resources'.

Click OK.

N N

In the figure below the task in line 2 has a duration of 3 days and planned time 24 hours which gives a
workload of 8 hours/day. Monday - Wednesday are fully filled boxes with green.

The task in line 1 has a duration of one week and here the planned time is 20 hours. Time is divide by
the duration which gives 4 hours/day. Green boxes filled to half for Monday - Friday.

£ FU 18% %hEEEEE R
Semester md 110307 fr 110311 20 h
b 3dagar m& 110314 on 110315 3d 1

Fig. Workload is shown graphically.

By entering planned time in number of hours you can add a task in your planning and then change
duration so that you will not get overbooked. When you pull in the end date of the task the duration
rises and when you let go it is calculated again and a new is summed up.

The workload appears on the same line as the resource. If you double click on a resource in the planning
view you switch to show single tasks or the workload. Click on minus/plus sign to switch function for one
resource at a time.

Gantt, week 1- 6 show the workload per day
Gantt, week 12 - 36 show the workload per week
Gantt, month, quarterly and half-year show the workload per month
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Misc. functions

Overbooked days are showed with a yellow color at 9 hours and with a red color at 10 hours or more.

] EEEEE
O] e I [
[
Workload/day:
1- 8 hours Green color
9 hours Yellow color
10 hours or more Red color

Workload/week and month *

1- 40 hours Green color
41 - 48 hours Yellow color
49 hours or more Red color

*) For month according to formula: (SumMonth / duration) x 5 = hours per week

Vacation

100

When you as a project manager add projects in linked tables you normally do not see if any resource
is missing because of vacation. If the resource add a vacation in his table this vacation will be showed in
the projects.

[Projekt]
s s 1sd v v
Inkop och montage fr120914 5d 40h [ ] AMDERS
Provning fr120921 5d 40h [ THOMAS
Dokumentation ti 120925 2d  16h | —
Avslut fr 1209238 1d 3h _
&
& Projekt exempel fr120928 15d 17h v v
; Provning 100%  fr120921 5d  40h [ THOMAS
@ sjuk on120919  2d 16h .

In projects you can see vacations with a thinner black line. If you move the mouse to the bar the tool tips
will show which resource is absent in this project. Under the resource the vacation is showed with a blue
symbol at workload.

E‘ Thomas
o Semester

Provning
Vacation is used for two functions:

- To show vacation in projects.
- To calculate workload, time available (not used for fixed workload)



To get workload right, you have to enter vacation. You mark vacation in the form ‘New task’. Vacations
are shown with blue markings.

= S| 5E p% | (D FE T M4 ok

- Valj kund - E] - V&lj prioritet - = |— »
juli 2012 augusti 2012 september 2012
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[ [ Lom z oA z g \
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Automatic logout

There is a function for automatic logout of all users. You can use it for maintenance (for example when
updating Easy Planning or compressing the database).

If you activate the automatic logout all users will be logged out and you can login earliest after 3 minutes.

On menu Tools, click Maintenance, Database tab. Check ‘Logout all users’. Within one minute you and
all other users will be logged out from the program.

Move a table to another database

If a resource need to be moved from one tab to another and the tabs consists of different databases you
need to move the resources table to another database.

On menu Tools, click Maintenance, Tables tab. Select the table you want to move in the list and click on
‘Change DB'. The table will be moved to the database you choose in the list.
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Misc. functions

Merge two tables

If you need to merge data from two tables you can do this in the maintenance menu, Tables tab. Select
the table in the list you want to move and click on ‘Merge Tables'.

In the form you choose which table you want to move the data. Data will be moved to the chosen table
and the marked table will be removed.

Maintenance | 2 ® |
‘ Calendar I Footer I History l Project Admin | Import I Order |
‘ Display | General | Permission | Tables ! Datsbase |  Category I Outlook |

No of tables: 275 Linked tables: 5
Table | Last changed | Records| = Table
Anders Henriksson 2013-12-07 16:27:51 1 T Drift-AM
Anders Kasselbck 2013-12-07 16:27:52 8 o Konsultuppdrag-CS
Anders Larsson DrogektC -
Anders Mikkelsgdrd Merge Tables IM
Anders Svensson
Anders Soderborg:
Anders Wickstrém Table: Anders Henriksson oK
Andreas Anderssol -
Andreas Bilow To Table: Anders Kasselback | ‘ Cancel |
Andreas Hultgren
Andreas Stuve = r
Andreas Sundberg 2013-12-07 16:27:54 1 b 1
Delete Table | ‘ Rename Table
Mo acknowledgment:
lMerge Tables... ] ‘ }haﬂge DB... ] | Delete all Customers Tables... 1 | Status ]
[ cese |

Show start time in front of bar

For appointments you can show start time in front of bars in the Ganft Chart. You activate the function in
the menu Options, tab Calendar, check ‘Show time'. It is the same function that show times on bars in the
calendar view.

e 38, sep 2012
M T o T F
17 18 18 20 21
pl
3:00
3:00]
0500
12:00]
13300
16:00 [
17000
09:30 11
15:00 |
10:00 [I
13:00 ]
14:00 ]
17150
og:00
09:00 1
0200
09:00
093300
14:00 1
15:30]

102



Preliminary book task

You can preliminary book a task in the same way that a project can be preliminary booked. Preliminary
booked task appears as a transparent bar, with only the frame. You will find the function under the Task

tab.

The project quote mode is superior to the task, this means that if the project is in state order the tasks will
be showing as preliminary booked but if the project is in state quote all tasks will also be displayed as

quote.

Preliminary booked tasks and projects are not included then work load is calculated.

Task L% [t
Task | Project | Resources Hotes Previous Boaking
Task: Duration: 1id =1 Planned: 1d Priority: 5 [T
- Worked: Firished: 0% j
Start: T 2013-12-17 - [V All day
[T 1ndude weekends :
Finish: Ti2013-12-17 - o Order ID:
[ Reminder Project:  -Enter Project -
Category: - Deadline: - Customer: - Enter Customer -
[ vacation [CIRecurrence Follow Up
[T Locked Resource Need
[ action list
Quo E \
Order @ }
Ordered by:
Skapad av:
Changed by: | Cancel | Save

Competency and Certificate

You can create a list of competencies and a list of certificates. These lists can then be used to put the skills
levels 1-5 for each user's skills. Create Competencies in the maintenance menu, View tab. Click on

'‘Competence'.
r ~
Maintenance @Iﬂ—hj
l_l;g\ydar Footer | History I Project | Admin | Import I Order ‘
Display |  General | permisson |  Tabks | Datebese | Category |  outiock |

View

| Show completed in gray color
[ show man-hours

Options {New task)
ow Projects

ow Customers

| Show Costs

| haw Article parts
ow Calendar

|| Shaw Owner

v Crdered by
) Competence
v Tab Prepare

[~ shaw Tab Improvements

Show Checkboxes

[

@z M3 4

Customized texts:
Create templates:

Text converter:

Competence/Certificate:

Auto Refresh:

Options

|| Ask before replanning

Texts... | Tooltips... |
Templates... |

Enable to copy/delets /move project
Disable login to Schedule Builder

Double booking gives warning

Print all resources (weekly view)

|| summary time for recurrence

[] et workload to fixed

/N

| Close
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Misc. functions

You create a list of competencies under the tabs Competence and Certifications. Then you select a
resource in the list on the first tab, and then select the competencies and skill levels this resource to have.
Finally, click Save and continue with the next resource.

You can print a skills list for all resources with the Print button.

Competence/Certificate -2 [zl

Resources {Compebencel Certificate |

Resources:
lTomas Rindd 'J

I Competence | Level | J Certificate I
[] xenApp tom version 5 1 ML V3
[ xenapps
[] xenapp&.5
¥enClient
[ Ms aApp-v
] wMware Thinapp
[ LinuxTs
[ Windows TSRDS

[ T R o

Save Modify... ‘

[ show Only selected

Print Cancel

When competencies are registered, you can use them to filter resources when new tasks will be added.
Select View competence' in the Maintenance menu, tab to view. Note that competences can only be
selected for tasks added to linked tables.

New task IM
‘ Task. Project Resources I Motes Previous Booking |
Task: Test project Duration: 1d;_| Flanned: id Priority: 5 =
Group: petent Level: Certificate:
=] (xenapos.s - 1 =
|| XenApp version 5 |
THOMAS HELLMAN Nen
THOMAS THORNEFORS = veriann 6
| XenClient
[CIMS App-v
[ ¥Mware ThinApp
[lnux TS
] Windows TS/RDS
[+ » [ o |
All: 2 || More resources = Sharter duration Selected: 0
[] All resources
[ show Only Available Replace.. Cancel Save
L

In the figure above, select the competence XenApp 6.5 and the list of resources will search for resources

that have these skills, resulting in two resources. You can also choose a higher level to further filter out
resources.

Competence filter can be combined with other filters such as 'Only available', a select group etc.
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To-Do list

There is a To-Do list where you can enter incoming job. The list is under button To Do

Enter a task name and due date (optional). The list is individual and just shows your tasks that you have
created.

With permission 5 you can select all users and get a total list. This displays an additional column with the
name of the user who created the task.

Easy Planning - [TECOMFP]
File. Edit View Tools

Window Help

ity X E@REE S RF @@ | BM|«ss &36121312 83
Bestélningar 2014 vq[ To-Do ] Enter Category - v[-TypeofProject- vl—Enter Project Manager v]—Enter Praje
J J o6 2 =
v El Task
E = Best Created Firish
2 |v dbok utg 53 20131231 0140108
3 od | | Hemsidan 2013-12-31
S Ef Kon
5 : Wi
& e
7 Qs
8 Ki
g 201
10 @  Fd|
- 5 ggy | DAL [ mew. || Modfy.. || Delete |
12

The list is sorted on the column Created allowing the oldest always shown at the top. You can sort on
any column.

The list can be used as a buffer for incoming jobs. When you want to create a task just double-click in
the list and get up form for a new task with task name omitted. When saving disappears task from the list.

NOTE To create tasks from the list, you must select the correct table before taking up the list because the
save is made to the selected table.
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Misc. functions
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MAINTENANCE

Easy Planning needs normally a minimum of maintenance. If you get problems with long response times
the reason may be a table have been damaged, run the database compression that is described below.

Deleting tables

When you delete a name in the schedule the database table is still there. To remove the table from the
database, select the menu Tools - Maintenance, Tables tab.

Rename a table

When you change a table name in a schedule that contains tasks and save the schedule the table name
will be renamed automatically. You can also rename table names manually, choose menu Tools -
Maintenance, Tables tab.

Compress Database

You can reduce the size of the database by making a compression, since the data will be packed together
without these gaps after deleted tasks.

Another reason to compress the database is to repair the database. This shall be done if an error occurs
that invites you to make a compression. If problems are with TIDPLAN.MDB use the separate button for
compression of this database. Tidplan.mdb is used to save the resources profiles.

TIP! If you make a compression regularly you can increase the total size of the database and get a faster
system.
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Maintenance

Backup database

To create a copy of the current database click Backup (see picture below), the file is saved in the same
catalogue as the database files with the extension BAK.

¥ TIP! You should make a backup regularly for preventive purposes in case of a disc crash, virus etc. Storage
of the backup should be on another server, or another media.

Delete older tasks

To limit the size of the database there is functions which delete tasks that are older than a specified year
or limit. Deleted tasks can't be recovered.

Choose between 3 months, 6 months, 9 months, last year, and several years back
Choose a limit and click Delete. Tasks that have end date newer than the previous year can’t be deleted.

This is to avoid that you delete all tasks by mistake. After this action you need to make a compression of
the database.

i ~
Maintenance IM
Calendar Footer History Praoject I___ﬁlqmin I Import Order |
Display General Permission Tables | Database i Category Cutlook !
Maintenance Database
Delete task older than: Database: Access 2000
[zoiz iv| ( pelet= |

Computers connected:

Computer... | Login ]
Update Holidays: HPELITE-HF  THOMAS

[ roidays | [lsavetofie

Badup | [ Repar Compress Database | |  TIDPLAN.MDB

Path to data files:

[— [ Automatic compress 0 days
Db o] —J ["|Logout &ll users

| Close

F}g. All tasks with end date before 2012 will be deleted
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SETTINGS

Seftings for program are divided into two forms, Options and Maintenance.

- Options personal settings
- Maintenance for all users (requires login)

Settings - Options

On the menu Tools - Options you can make program settings which are individual for each user. The
settings are saved automatically when you press OK. The button Apply updates the screen with the new
seftings without closing the form.

Tab - View
- k|
Options |i|i:—hJ
Display | General Printing Colors i Calendar ] Cutlook |
Show Chart
[¥] Show tooltips [¥] show percent completed in Task bar
[ show headines for Meeting/To do [#] sShow Resource Names after Task bar
|| Show headines for Project [| Show Task Names after Task bar

|7 Headlines Appointment/Events Tasks

View options Project

[] show today line [#] sShow Category Colors on project tasks
[7] Show aridlines [7] Show Project Summary bar

|7 shaw Task Name in uppercase || Display Prajects overview

[ Go to the first task in table
[] Gray line between resources
[¥] Show line numbers

[¥] Workload by resource

OK. | | Cancel | | Apply |
Fig. Program settings under options
Show tooltips Show/hide the help text that is available for the buttons in the
toolbar.

Show headlines for meetings/to do Show titles for meetings and to do for the Gantt Chart.
Uncheck and meetings and to do will be showed together.

Show headlines for project Show the title Project in the Gantt Chart.

Headlines appointment/event/tasks Use these fitle instead.

Show today line Mark today with a red line.

Show gridlines Draw horizontal lines which separate each line in the right

part of the Gantt Chart.
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Show line number

Show Task name in uppercase

Go to the first task in table

Workload by resource

Show percent completed in chart

Show resource name in chart

Show task name in chart

Show category color on tasks

in projects.

Show summary bar for project

Show an overview of projects

Tab — General

Show line number in gantt view.
Show Task name in CAPITALS.

Choose this to go to the first task in each table instead of the
chosen date.

Show the workload for resources.

Show percentage done as a black line inside the chart. Is
showed when you have entered worked time.

Show resource name after the bar for tasks from linked tables
and for filtered lists.

Show the task name after bar in chart.

Color of the category is showed for tasks in projects as well.
If you remove the marking all tasks of a common project will
be showed with the color you have chosen for the project.

Show the summary bar for each project.

Show first a list of all projects and then each project is showed
with its sub-tasks.

r e
Cptions IM
fi Display J General | Printing f Colors | Calendar 1 Outlook |
= Conmamane
Startup View: 3 weeks - | | Cwner i
i 7 [ Ordered by =
Date Format: [31.01,11 ~|  |[Isection
|| Customer
Font Mame: Calibri - | City
: : || Resources
Font Size: |Bigger - [[]User =
| Type of Project
e | Project Manager
Language; |Engelska, English hd "1 Category
[ Work Order
|wl Project no/Order no
["]Budget
"] % Complete
[“1Workload %%
[w] Start date
. [ = [¥| Finish date
iz |Q [v] Duration {Time) -
e
Startup view Choose start view to show.
Language Choose language, Swedish or English.

Columns displayed

Auto refresh

Choose which columns you want to show in Gantt Chart.

Set automatic update of current view, range 30-300 sec (0.5 -
5 minutes). The setting is per user.



Tab — Printing

[ options [ERS)
Display | General Printing | Colors | Calendar | Outlook |
Task Weekly Planning
[T Printin bld font [T Add project name
[] Printin uppercase [¥] Add notes
Print the resource name after bar [C] Add work order
[T Print the task name after bar
Print headlines in color (@) Print 5 days (Working days)
[ Print gridiines () Print 7 days (Weekly)
Print line numbers
[ Ok ] [ Cancel ] [ Apply ]
Print gridlines Print horizontal gridlines in the Gantt Chart for each line.
Print line numbers Print line number in the first column ID, simplifies the
readability.
Print of weekly planning Choose if project name + task or task only should be printed.
Choose if the note field should be printed with the task.
Choose if working order should be printed with the task.
Choose between printing 5 or 7 days week.
Tab — Colors
’Options @lﬂ1
Display | General | Printing | Colors | Calendar | Cutlook |
Color Headlines Color Other Pattern of the print
Groups [ Tesk |:| —r— |:|
| users |:| | Planned |:|
| Headiines |:| | Time scale |:| Print every other row
|Tject |:| colored,
Color Highlighter Color Holidays I:l
|Syshem {Default) - | IGrE -~ Mormal -
["|Reset Color to default
[ x| [ concl | [ apoy
L
Groups Color of group name.
Users Color of resource name.
Headlines Color of headlines, todo/project/task list.
Project Color of project name.



Settings

Task Color of task. If category have been chosen the category
color is showed instead.

Planned Color of task when actual date or check planned has been
specified.

Time scale Color of time scale.

Color Highlighter Color of highlight row in Gantt Chart.

Color holidays Shades of gray on holidays, both on screen and prints.

Choose an appropriate grayscale for the printer you are
using. There are other colors than gray to choose from.

Patterns of the print Pattern of a report from searching database. Odd lines with
chosen color, so called pajamas paper.

Reset color to default Reset colors to default.
If you use only 256 colors the Reset to default will give other colors than if 16bit or 32bit are uses. The

colors that can be used with 256 colors to mark holidays start with the text 256, for example. 256 - moss
green.

Tab — Calendar

[‘options (2 [ |
| Display il General | Printing Calors i_mi- Outlook d )
View Information in bar
__ View action list Textline 2: |Project - |
| Vicw Time Textline 3: |7'|
[ view breaks on top —_—
Row height: |34 - |
Printing
[ Print date
[ print in color
|| Landscape Crientation
Time scale; 5 minuter -
oK | ‘ Cancel | | Apply |
View action list Show task marked as action list in the calendar.
View time Show start and end time on bars.
Information in bar Choose what shall be displayed on row 2 and 3 in the bars.
To chow the text you need to increase the row height, 34 for
2 rows and 48 for 3 rows.
Print date Prints dates in columns along with weekday. For schools,
uncheck this option to only print day of the week and period
VT/HT.
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Time scale Set step size that the bars increases/decreases when you
change a time with drag and drop. Choose a step length from

5 - 30 minutes.
Tab — Outlook
ertions |M1
Display ! General Printing F Colors | Calendar | Outlock i_ ]

[T synchronize every Interval: - |

[“]Log toFile

| oK || Cancel | | Apply |

You can sync Easy Planning with Outlook so that all changes that are made in any of the systems are
synced with the other system.

To automatic synchronize with Outlook

On menu Tools, click Options.

Click on Outlook tab.

Check Synchronize every.

Select an interval for syncing, from 15 minutes to 10 hours.

The sync will start automatic with the chosen interval as long as the program is running.

VA wN

When automatic sync is activated an icon is showed on the status line.
ru
r

Log to file
Check Log to file for analyze. All changes are logged to a text file then synchronizing. File name
LogSynk_User.txt.
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Settings

Settings - Maintenance

14

All settings made in Tools - Maintenance are for all users.

NOTE! Default password is 1234 to login to Maintenance.

Tab — View
[ ~
Maintenance lil_s-:_hj
| Calendar l Footer Histary Project Admin Impart Order |
| Display | General Permission Tables Database Category Outlook: !
View
Customized texts: | Texts.. | | Tooliips... |
how completed in gray color
|| Show man-hours Create templates: | Templates... |
O"p_h.'nns (New task) Text converter: | Converter... |
|| Show Projects
[¥] shaw Customers CompetenceCertificate: |Competence. i |
[ Show Costs

Show Article parts Auto Refresh: > |

Show Calendar

[ show Owner Options
[7] show Crdered by

Enable to copy/delete move project
Shaw Competence

Dizable login to Schedule Builder

|
|| Show Tab Prepare Double booking gives warning

[ Show Tab Improvements

Ask before replanning
Print all resources (weekly view)
Show Checkboxes -
Summary time for recurrence
1 Fz2 M3 ¥4 /| 5et workload to fixed

| Close

A

Show unacknowledged task Shows unfinished tasks on group and resource level.
Unfinished tasks earlier than the shown period is marked with
the symbol << in the Gantt Chart.

Show man-hours Shows the tie in man-hours in linked tables and filtered lists.

Enable to copy/delete/move project  Give all users permission to copy, delete and move projects.
Observe that the choice ‘Show summary bar for project’ must
be checked in Tools - Options.

No login to Schedule Builder No logon needed to the Schedule Builder.

Enable double-booked warning Get a warning of double-bookings when you save tasks that
are overlapping times on resources.

If you enable auto refresh, the current view will be updated cyclically in real time, with an interval of
30-600 sec (10 min). Seftings are for all users.

If you want to choose to automatic update only on a special computer you do this in the menu Tools -
Options, tab General. If auto refresh are enabled on both maintenance menu (general) and options
(per user) the time under options will be used for this user.



Tab — General

Enter working time

@ By % Completed
() Manual input
(") By Timesheet

Preview Printer

(71 XPS Document \riter
@ PDF Creator
() Optional printer

) No preview

r 1
Maintenance lilﬂ—hj
Calendar I Footer I History Project Admin Impart Crder |
————— e
Display | General | Permission Tables Database Category Outlook |
Startup view (All users) Currency
Startup view: Symbol: ker
Placement: kr 1 *
Reference to linked tables ———————
Decmal digits: i} -
Number of reference
276 Update Resources
Set As Default

i_;’_il't‘lark All day event
| Inkdl helgdagar

|| Effort-driven scheduling

Send message

1@ Outlook
() RealPopup
1 5M5

[]5end message

| Close

Startup view (all users)

Enter working time

Currency

Update resource list

Mark All day event

Preview Printer

Create order number automatically

Prefix from schedule file

You can have a common start view for you schedule. If you
enter a common start view it will override your personal
choice of start view which you set in the Options menu.

There are 3 different ways to enter time worked.

Symbol, position and number of decimal places can be
specified for currency. Used for showing costs.

Used to update the resource list manually. When you assign
resources to your tasks this list will be updated automatically.

Mark this choice if you want the box ‘All day’ marked for new
tasks.

Choose a PDF writer for preview.

Mark if order numbers should be created automatically for a
new task. The order number can be up to 20 characters.

Mark this option if you have multiple schedules sharing the
same series. Prefix becomes the first letter of the schedule.
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Tab — Permission

7 n
Maintenance lilﬂ—hj
Calendar Footer I___[isl‘:o_ry Project Admin Impart Order |
Display General | Permission i Tables Database Category Outlook !
Permission
Mo of users: 329
User J Level ] Schedule -
SWED1545 4
SWED1792 4
SWEDZ2097 1
SWED2105 4
SWED2329 4
SWED2444 1
SWED2451 1
SWED2592 4 -
[ Change | I Delete
All permission: Permission by Table: Default for Mew Users:
Tables... I [ Permission.. . 1-Read only - |
| Close

Under this tab you set permission level for each user. In the full version, all new users get the
permission selected under ‘default for new users’, in demo version all users get permission 4.

Delete users

To delete a user, select the user in the list on the left and click on key 'Delete". Before the user is
removed from the list, you must confirm this. Do you have a license for 3 users, and you have 4 users in
the list, you can delete a user if he is no longer using the program.

Tables with all permission

You can create a list of tables that you give full permission for, although users only have permission 2
or 3. Useful if your users have permission lower than 4, but should be able to make appointments in
some tables. Not valid for users with permission 1.

Permission by table

You can specify which resources should have the permission by table. Used when you book tasks in a
linked table and select ‘Only by permission” under the Resources tab. Choose Show All, you can still
choose from all resources.



Tab — Footer

P -
Maintenance Iilﬂ—hj
Display I General I Permission Tables Database Category Cutlook |
Calendar | Footer | Histary Project Admin Import Order |

enklare planering

T=E0Me ‘='_*

Blvecka]
&[rubrik]
&{grupp]

| Close

A

You can customize the footer with three columns of text. Each column can have any font size and font

name.

Footer R
Invoke text formatting by double dicking in one of the boxes below.
Keywords &[RUBRIK], &[VECKA], &[GRUPF], &[TABELL], &[UPPDRAG]

Left: Center: Right:

B &[vecka) e B
&[rubrik]
&[arupp]
Arial, 8 pt Arial, 3 pt, Fet Anal, B pt
Logotype: Logga.bmp
[ Default text

Key words are replaced by the following text:

&[Rubrik]
&[Vecka)
&[Grupp]
&[Tabell]
&[Projeki]

Custom logo on
You can add you
the file type shou

Heading on the schedule from the schedule builder, field "Department/title'
Weekly planning (1 week), 3-week plan (3 week) etc.

Replaced with group name.

Replaced with table name, not printed at group level.

Name of project, printed only when a filtered lists or a project is selected.

printouts

r own logo by clicking on key Add. Maximum size of a logo is 195 x 65 pixels and
|d be BMP/JPG/GIF. Logo is per database.
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Tab — Categories

Maintenance M

Calendar Footer Histary Project admin Import Order |
Display General Permission Tables Database | Category Outlook |

Mo of categories: 7

Categary Mo Price | Color
ajektledning
Driftsatning
Projektering
Méte [ Uthildning
Ledighet
Besikining
PM-Plan Avtal

[ T R = R Y

Il
E3JE3

B = B (O (P00 (N
[URRT R SN TR SR

Add... ” Modify. .. H Delete Price per hour: 350 kr

Use as standard: I A4

Close

With filtered lists you can sort out and show all tasks of a certain type. To use filtered lists you need to
create a category list first. Then added tasks, select a category from the category list. Each category can
be assigned with a color and hourly rate.

Hide tasks for Viewers
You can hide tasks by selecting ‘Hide for Viewers' for one or more categories. Users with level 1can't
see these tasks.

New Category M

Categary: Yacation QK
Price per hour:

Color... l:l
[T set vacation

[] Hide for Viewers

Tab — Project

Add project manager and type of project.

Tab — Database

Functions for database maintenance described in chapter Database.
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Tab — Tables

& B
Maintenance Iilﬂ—hj
Calendar Footer History I_Egjett—l Admin Import Order |
Display General Permission | Tables | Database Category Cutlook !
Mo of tables: 265 Linked tables: 57
Table | Last changed | Records | [« Table =
Andreas L 7735 2013-11-29 13:05:27 454 @ Avtal Borlange L
Andreas T 9385 2013-11-29 13:05:27 267 Avtal Bords 2
Avtal Borlénge 2013-11-29 13;05:27 5 Avtal Eskilstuna =
Avtal Bords 2013-11-29 13:05:28 8 Avtal Gavie
Avtal Eskilstuna 2013-11-29 13:05:28 1 2 Avtal Géteborg
Avtal Gavle 2013-11-29 13:05:28 6 Avtal Halmstad
Avtal Giteborg 2013-11-79 13:05:28 0 . | Avtal Helsingborg
Avtal Halmstad 2013-11-29 13:05:28 8 Avtal Huddinge
Avtal Helsingborg 2013-11-29 13:05:28 3 Avtal Jonképing
Avtal Huddinge 2013-11-26 18:04:31 72 Avtal Kalmar
Avtal Jankdping 2013-11-29 13:05:29 3 Avtal Karlstad
Avtal Kalmar 2013-11-29 13:05:29 1 [+ Avtal Kiruna -
| Delete Table ] I Rename Table |
Mo admowledgment:
|MergeTables... ] I Change DB... | [ Delete all Customers Tables. .. | [ Statuz |
| Cloze
A

Tab tables show all tables that have been created in the database (except for system tables). Each box
in the schedule creates a table in the database. The list contains table name, created date and time and
number of records.

Note! For boxes in the schedule that you have marked with a category (filtered lists) there are no tables.

Delete table
Delete marked table. All tasks will be deleted. You need to confirm before the table is deleted.

Rename table
Rename a table name. If you change a name in the schedule that contains tasks the table name will

automatically be renamed.
Linked tables
In a linked table you can select resources. The table is different from the others since if you copy a task

from a linked table and paste it on a regular table you will create a link (a resource).

Mark a table name in the left list and press right arrow. The table name shall now be showed in the right
table under linked tables. You can also use drag-and-drop to select tables.
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Tab — Message

Maintenance l 7 ﬁ]
| Calendar | Footer | Project I Admin | Impart I _Order I
i Display | General | | Tables | Database | Category i Outlook |

Er syme Eolenite [loata to notes Period (months):
"] sync Task || Outlook Profile | 12 months -
[¥] Exchange Server
Cutlook Category: EF Categories (no synchronize):
EasyP|
Mo of tables: 286 Synci 126
Table Exchange | Login | Sync | Email address | D | -
Christopher 1 7066  =we07066 swel 7066 Yes 1 |
Torbijgrn Eeais SWEDG218 SWEDB218 Yes 2
Hakan B 5467 SWEDS467 SWEDS467 fes 3
Peter L 7631 4
Mikael N 4451 SWEDH431 SWED4481 fes 5
Magnus 5 9035 SWEDS033 SWEDS038 fes [
Stefan E 5773 SWEDS773 7
David A 5134 9 -
Change... | | Delete | | Print | | Export Sync Master. .. |
| Close
A

Outlook synchronize

To sync with Outlook, select the 'Sync calendar' and/or 'Sync task'. Want all tasks combined in the
Outlook calendar, just select Sync calendar. If you select Sync task will all day events be synchronized
with tasks in Outlook (a separate list in Outlook). Check Exchange if you are using an Exchange server.

Select a resource (table) in the lower list and click Change. Enter Column Exchange, login and sync
with Sync Master if this program will be used. You can also double-click in the column Sync to quickly
toggle sync Yes/No.

Send message

The function send message is used to send a message if one user change in another users planning
(except for SMS). Have you enabled the feature, that person will receive an email about who and what
has changed.

You can choose between using RealPopup, Outlook or SMS to send message. Real Popup is a
freeware program that can be downloaded from www.realpopup.it. Real Popup only send message
over the local network, which increases data security compared with sending email over the Internet.
When 'Send message’ is enabled, an icon appears in the status bar.

=

Before you start using the function Send message you have to choose if you want to use Outlook or
RealPopup to send messages. If you are going to use Outlook enter an E-mail address for each users
table.

If you are using the program RealPopup you must enter a computer name for each user for the
network. RealPopup have to be running to be able to send messages. Note that the program
RealPopup must be installed in the catalogue c:\program\realpopup to be able to use.

To enable the function send message you mark the box "Send message”. You can disable the function
by unmark the box.



Tab — Calendar

7 n
Maintenance l 7 ﬁ]
Display l General Permission Tables I Database Category | Cutlook |

Calendar | Footer ! History Project ! Admin Impart ! Order |
Working hours Copy Week

Start: Select Calendar to copy

Finish: Enter weeks:

Hours per day: 3 Cony

Bilable time: 100% - | ex, 2-7, 9-12,13,15

Breaks: | Breaks. ..

SetHeader...

Close

Working hours
Enter the start and end of the work day. Used for calendar and resource view. Hours per day can be
entered, default 8 hours.

Breaks
You can enter up to 3 brakes. These are marked with a gray background in the calendar and resource
view.

Copy week

This function is only for schools. It works by allowing you first add all substance for a class in a linked
table for one week. You can then copy this week a number of weeks ahead but except for holidays
etc.

Note! You can only copy from a linked table (consists of a class for a school).

Scheduling for schools

To create a school schedule you create an schedule in Schedule Building consist of a group of classes,
create them as linked tables. Then a group of halls and a group of teachers (these are resources).
Then you can book subjects for a class, choose an available hall and a teacher. When the schedule is
booked (only booking first week of the school term) you just copy this week to all other weeks this

school term except for school brakes. Then you schedule the next class and so on.

From the schedule you can click on a class, a hall or a teacher and see the bookings for any given
week, use the calender view for this.
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File structure

The following files are installed in the same direc  tory as the program

WINEP6.EXE Program

WINEP6.CHM Help file

WINEP6.EXE MANIFEST For WinXP layout

WINEPS.DAT Licence file

PROJEKT.CFG Schedule file (demo)
PROJEKT.MDB database in mapp databas (demo)

Sub directories

c:\Program Files\Easy Planning
\Databas
\Status
\Tid
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Files and shortcuts

Keyboard shortcuts
Help F1
Schedule F2
Planning F3
Timesheet F4
Go To FS
Database Fé
Edit task F7
Gantt Chart 3 weeks F8
Resource view 5 days Fo
Calendar Shift+F9
Zoom in F
Zoom out F12
New Task Insert
Delete tasks Delete
Complete tasks End
Undo CTRL+Z
Redo CTRL+Y
Cut CTRL + X
Copy CTRL+ C
Paste CTRL +V
Find CTRL +B
New CTRL + N
Open CTRL+ O
Save CTRL+S
Print CTRL+P
Scroll a page in planning Space
Forward one week Right arrow
Backward one week Left arrow
SUPPORT
Telephone: Phone +46739868735
Email: info@tecomp.se
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