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INSTALLATION

GENERAL NOTES

Manual

Please note that the manual has been machine translated and therefore translation er-
rors can unfortunately not be completely excluded.

System requirements

To install and run A-Plan, your PC must have thefollowing equipment :
1 Win 7 (32/64 bit), Win 8/8.1 (32/64 bit), Win 10 (32/64 bit) or Win 11 (64 bit)
1 Processor from approx. 10,000 "Cinebench R23" points (multicore), see
e.g.
approx. 300 MB free hard disk space
Administrator right (only for installation)
Microsoft SQL server (only SQL version of APlan, see 'SQL versiorf on page 183)
A-Plan X can also be installed on terminal servers without any restrictions. How-
ever, since there are different configurations, we recommend tests with a larger
database before a productive use.
1 OneDrive is not suitable as storage for the database in a multi-user environment
because no updates are made for other users! This has nothing to do with A-Plan,
but is due to the way data is managed by OneDrive.

= = =2 =2

SINGLEUSER INSTALLATION

Installation

Unpack the installation archive (see Download PM Software Trial (braintool.com)) and
double-click the Setup_APlanX.exe file.

During the subsequent installation of A -Plan, the installation directory can be can be
changed. However, if possible, you should not install A-Plan X ina directory that contains
a previous version of A-Plan.

The rest of the installation runs automatically.

Note : If there are any problems with the installation, please right -click the installer and
select Run as administrator .
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Licensing

Licensing E X

Please enter the customer number and the activation key as they are
listed in the licensing mail - preferably by copy and paste - and then
click on 'Retrieve license'.

License
Customer no: | D030001

Key: DFG45-47RJZ-3ZUOK-DFGLK-67Z3RT]

Retrieve license

Purchase license(s) Evaluate Cancel

When you start A-Plan for the first
time, you will be asked to enter
your customer number and the
key. Itis best to copy and paste
the key from your licensing email
to avoid transmission errors.

Then click Retrieve license.

If you do not have a full version yet, you can test A-Plan for 30 days. The call of APlan in
trial mode is done by clicking Evaluate. Files created in this way can beused in the full
version. A new installation is not necessary, you only have to unlock APlan by entering
name and key. You will receive the required key when purchasing the full version.

Re-licensing (additional modules)

If you have subsequently purchased a license for the synchronization or time tracking
module, you can call up the licensing window again under File / Info .

A-Plan X
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Use on 2 computers

PLL A-Plan X
ST 1 1Y
EEs Release 16.0.6.41
"amw
ape”

|=) braintool

software for your project success

Copyright @ 2022 braintool software GmbH

~
Version: SQL version
License Date: 05.01.2022
Full licenses: 200
Readonly licenses: 50
Synchronization: 10
Time tracking: 25
WebViewer: 30
without time limit: 5
Subscription: Premium subscription 2 years
Expiration date: 31.12.2022
Special solution:  Yes
logged in:User 1
| active computer 1: WINDOWS11-ARM
{ active since: 21.03.2022
| computer change: 2nd computer possible |

New version available?

License or renew
license

You can use APlan on 2
different computers, e.g.
on a computer in your
company and on a com-
puter in your home office.

Pleasenote that a change
to a third computer - and
thus deactivation of one
of the two computers pre-
viously used - is only pos-
sible if the activation of
the computer to be re-
placed was at least one
week ago.
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INSTALLATIONFOR MULTHUSER DEPLOYMENT

We strongly recommend installing A-Plan on the clients and not on a server (unless it is
a terminal server), as this is the least likely to cause problems in the long run (e.qg. differ-
ent versions of program libraries on the client and on the server, wrong or missing refer-
ences, etc.). Also, when installing APlan on the clients, alluserscan access a database
located on the server together!

Installation

Application installation

For multi-user use, APlanis installed on the individual clients in the same wayas the
single-user version (see "Single-user installation " on page 8). The network functionalities
are only released by entering the corresponding licensing data.

The licensing data must only be used by one user - with master rights for A-Plan (see
"Master, Admin" on page 149) - to enter the licensing data. To do this, proceed as fol-
lows:

Installation of A-Plan on a client.
Start A-Planand enter the licensing data (see "Licensing' on page 9).
Create a database and enter theuser(s) (see 'User" on page 147).

When the registered usersopen the database,the license data is automatically trans-
ferred to the Windows account used.

In general, there must be a license for each user, regardless of whether they use A-Plan
at the same time or at different times. The licenses for A- Plan are therefore not floating
licenses.

Modification of the license (additional license s, additional mod-
ules)
If you have increased the number of licenses by purchasing additional licenses or have

subsequently purchased licenses for the synchronization or time tracking module, the
license data will be automatically updated the next time you start A-Plan.

A-Plan X Installation § 11



INSTALLATION WITH EXISTING OLDER VERSION OF A
PLAN

General

A-Plan X can initially be installed in parallel with an older version of A-Plan without any
problems, since neither the existing program nor data or settings are changed by the in-
stallation of A-Plan X. This applies to both the standard and the SQL version.

Adaptation of existing databases (standard version)

The customization of SQL databasesis described in the chapter Convert database(s)
from A-Plan 2018 SQLon page 191 described.

Databases ofthe A-Plan 2018 versionare automatically converted incl. the existing pro-
files and holidays when opening by A-Plan X The existing database is not changed, but a
new database with the extension .apldb is created.

Conversion of a database is only possible withmaster rights for the database (generally
available with a single-user version of A-Plan).

Important : Databases ofolder versions of A-Plan must first be converted to the format
of A-Plan 2018, but this is also possible with the trial version of A-Plan 2018 (seeDown-
load PM Software Trial (braintool.com)).

UNINSTALLING A PREVIOUS VERSION OFRLAN

After successful installation of A-Plan X,you can uninstall an existing previous version of
A-Plan (Start / Settings / Control Panel / Add or Remove Programs ).

12 1 Installation A-Plan X
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INFO ABOUT APLAN (LICENSE DATA, RELEASE NUMBER)

After clicking on the "i" in the gray circle (top right of A -Plan)or under File / Info, the
currently used release number andthe licensing data are displayed:

gun
[ 1 1 19
[ L
"nms
uams”

A-Plan X

Release 16.0.6.41

=

Copyright © 2022 braintool software GmbH

Version:

License Date:

Full licenses:
Readonly licenses:
Synchronization:
Time tracking:
WebViewer:
without time limit:
Subscription:
Expiration date:
Special solution:

logged in:User 1

active computer 1:

active since:
computer change:

New version available?

SQL version
05.01.2022
200

Premium subscription 2 years
31.12.2022
Yes

WINDOWS11-ARM
21.03.2022
2nd computer possible

License or renew
license

braintool

software for your project success

Here you can also relicense APlan and check if there is a newer release of APlan X

available.

Updating the installation (patches)

If a new release is available due to changes or fixed bugs, a corresponding notification
window is displayed when A-Plan is started:

ra

Update available

A

0-} An update is available for A-Plan X!

Your version: 16.0.6.40
Current version: 16.0.6.41

If you want to perform the recommended
update, please click 'Yes'.

The process takes only a few seconds

and your program will be restarted
afterwards.

() Skip this version

Yes

~

No

4

It is generally recommended to perform the update.

A-Plan X
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Since the update requires administrator rights under Windows, only a corresponding
note is displayed for users without administrator rights. In these cases, the installation
should be carried out by the person responsible for IT.

Different release levels usually do not cause any problems, so that not necessarily all in-
stallations have to be updated at the same time.

The release status can be queried in multiuser deployment in the user administration
(see 'User" on page 147).

INSTALLATION OF APLAN ON AN ADDITIONAL ORNEW
COMPUTER

A-Plan X can be used on 2 different computers peruser.

For this purpose, A-Plan X is installed on the new or additional computer and, if neces-
sary, also unlocked by the existing licensing. The activation is not necessary if an APlan
server directory was set during the initial licensing (see Server directory on page 129)
and on the additional computer a database is opened, which was already opened on the
other computer.

Please note that a change to a third computer - and thus deactivation of one of the two
computers previously used - is only possible if the activation of the computer to be re-
placed was at least one week ago.

REPAIR OF AN EXISTING INSTALLATION G¥+PLAN

If A-Plan can no longer be started due to defective program files, files overwritten by in-
stallation of other programs or missing program files, or if unexplained errors suddenly
occur after startup, the original installation can be restored:

Click A-Plan X under Start / Settings/ Apps, and then select Repair.

14 | Installation A-Plan X



PROGRAM INTRODUCTION

A-PLAN SEMINARS

A-Plan seminars provide comprehensive introductions to the program, explaining all of
A-Plan's features and how it works. In addition, participants receive support in entering
their own data and advice on how to use A-Plan optimally for their specific needs.

The seminars areoffered both as "open seminars’ at braintool software and as "in-house
seminars' at the customer's premises.

Up-to-date information on dates, prices, etc. is available on the Internet at
https://www.braintool.com/schulung -beratung/ .

THE MAIN WINDOW

One of the great advantages of A-Plan is that almost all inputs can be made in the main
window. It is therefore not necessary to constantly switch between different input win-
dows, so that all the necessary data can be accessed very quickly.

The central part of A-Plan is themain table with the columns (1) and Gantt chart (2),
which displays all the tasks present in a database:

E Start | View DataTable Data Ganttchart  Tools @
= Profile: | Default v 1 - ® > | £ —~ e B2 |33
o5, Save settings E = —= Il 28 4 B 2 3|0
Spec. print oo Table Gantt
Manage Profiles = profile (No) | "0 ceo [l ? H == All subordinates - chart~
Profile View Traf... Status Expand/Collapse A
| Traffic Workl May 2022 Jun 2022 Jul 2022
. No Task " Status Resources Effort pid
light pld - -5 612 | 13-19 | 20-26 | 27-3 | 4-10 | 11-17 | 18-24 25-31 17
3 [ E-Business integration (6 25% 140.0 wd -Business integration A
4 Milestones L 100 % 0.0 wd . .
5 ) Processes (4 9% 28.0 wd Thu, 07/07/2022 05:00
6 Identify departments (1) ] Miller (20.0) 100 % 0.0 wd
8 Determine contact perso. ? Stevens (40.0) 100 % 0.0 wd *
10 Identify processes (1) ® o Stevens (50.0) 50%  11.5wd Identify processes e
12 B Determine new processe 34 % 16.5 wd Determine new processes
13 Basic design (2) Schulz (30.0)... 25% 7.5 wd
16 Detailed design (1) C Miller (50.0) 50 % 9.0 wd|
18 [E) Topics, contents (4 [ ] 28 % 11.8 wd
19 Define topics (1) @ Miller (40.0) 40 % 4.4 wd
21 Structuring (1) @ Miller (30.0) 30% 1.2 wd Structuring
23 Detailed structure (1) ¢ Miller (30.0) 30 % 2.4 wd Detaile o
Lev. 1: 2/2 | Lev. 2: 2/2 | from lev. 3: 46/46 < >

The zoom factor can be set at the bottom right, as with many other Windows programs.
Thefont and font size can be set in the options (see General settingson page 114).
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Resource View

the available resources with calendars, absences, assigned tasks and workloadisplayed

in the lower part of the table:

. May 2022 Jun 2022 Jul 2022

<| Mo|Resourca/Task ght Status Date 0™ | Effortpid project (LS e | 612 | 1319 | 20-26 | 273 | 410 | 11-17 | 18-24 [ 2531 | 17

1 © Internal staff (3) i Ascension D:VWhit MondayCorpus Christi "

2 [ Stevens(8) = N ST B N= ==ty s ==y === =l h

3 Absences

6 Determine contact 7 20.0 40 % 0wd E-Busir

7 Identify processes C 20.0 1 50 % 12 wd E-Busir I Identify processes

8 Basic design 40.06 7 20 % 4wd E-Busir

9 Staff training 153.0] 20 % 11 wd E-Busir

10 Select provider ) 75.0 ] 15% 4 wd E-Busir elect provider]

1 Task 11 ) 27.03 30% 4wd Project ] Task 11

12 Task 12 ) 39.06 50 % 11wd Project

13 Task 131 ( 64.06 30 % 8wd Project

14 [ Schulz (8) o o o s o o ===~ ] = e e e e ey

15 Absences

18 Basic design 40.0E2 30 % 4wd E-Busir

19 Install hotline ) 133.08 1 20 % 3wd E-Busir v
Grp: 2/2 | Ress: 4/4 | Task: 39/39 < > < >

In order for the resources to be displayed, the Show resources button must be en-

gaged:
Start | View Data Table Data Gantt chart  Tools
9 Profile: | Default v 1 - O
o5, Save settings E = = Il ==
Spec. print
Manage Profiles v profile (No) = == czo M
Profile View

o [+ f|.| i 5s0E
o
4 te. B2 |30 rZd G Refresh
oo Table
? ! oo All subordinates Settings Update Table
Traf ... Status Expand/Collapse Table

Structure (folders, projects, tasks)

In an A-Plan database, any number of projects can be createdeach with any number of
tasks, and these can be stored in folders for a better overview. E.g. one folder each for
"development projects”, one for "production orders", one for "press presentations”, etc.

Lev Task

1 [ Examples (2)

The tasks of a project can be subdivided as
desired.

2 [ E-Business integration (6) Folder (level 1) are displayed in blue color,
X Milestones projects (level 2) in bold font and tasks (from
3 B Processes (4) . .
4 Identify departments (1) level 3) are displayed in normal font.
N Determine contact persons (1) The numbers in parentheses after the designa-
2 Identify processes (1) . .
4 3 Determine new processes (2) tions represent the number of subitems at the
5 Basic design (2) next lower level.
5 Detailed design (1)
3 (= Topics, contents (4)
Note:

If filters are set (see 'Filter, Search on page 72), it is possible that fewer subitems are
displayed in the open state than are indicated in the parenthesis.

This structuring option makes it relatively easy to implement the recommended use of
only one database for all current projects of a department or an organizational unit (see
"Organization of data (database)" on page 37).
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Expand and collapse headings

Task Task Folders, projects and tasks with
5 Examples (2 5 Examples (2] further subitems can be ex-

E-Business integration (6) E-Business integration (6) panded or COHapsed by C”Cking
Project 2 (4) B Project 2 (4) the square in front of the name.

Milestones

Task 1 (3)

Task 2 (3)

(= Task 3 (3)

Task 31 (1)

B Task 32 (1) Likewise, tasks can beexpanded to which resources have
o been assigned.The so-called resource rows are displayed
B Task 33 (1) _
Schulz in blue color.
bt 300 It is also possible to expand or collapse a larger area or all head-
. B2 |3[8 ings.

All subordinates
Expand/Collapse
For this purpose, there are corresponding buttons in the Start tab of the Ribbon. Press-

ing these buttons expands or collapsesthe currently selected area . If there is no selec-
tion , all headings will be opened or closed.

Meaning of the symbols:

Project view (top row icons) Resource view (bottom row icons)
Collapseall layers completely Collapse groups/resources completely
t-  Expandall levels completely Expandgroups/resources completely
£ Expandto the set level Expandgroups only
3 Level to which to expand Level to which to expand

If the Ctrl key is pressed at the same time asexpanding blocks, not only all tasks but al-
so the resource rows below them are expanded as well.

To collapse the resource rows, click the same button a second time without holding
down the Ctrl key.

All subordinates refers to the filters set (see Filter, Searchon page 72). If this option is
active, not only the rows that meet the set filter conditions are displayed, but also the
respective subordinate rows.
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Table columns

The columns of the table can be configured as desired:

Column selection
Columns position
Wide

Column header

Format (date, userdefined number columns)
Addition yes/no (user defined number columns)

Saving the settings

Settings are only updated when the @&ave settings dbutton is active. This prevents
temporary changes to the settings from unintentionally overwriting the corresponding
settings in the profile (see also Working with profiles on page 130).

Column selection, position and width of columns

Traffic_ ..., After clicking any column title with the right

mouse button , the Columns Chooser is dis-
played, whose menu item Column selection
shows a list of all available and currently un-
selected columns ...

... by drag & drop the columns can be in-
serted from this list at the desired position.

Conversely, columns that are to behidden
can be removed by dragging and dropping
them onto the list.

In addition, the position of the columns can
be changed by drag & drop.

The width of a column can be set by dragging and

dropping the boundary line or by clicking Best Fit

Task
= ,Column Chooser
(=) Examples (2) _
E-Business integr A+ Best Fit
& Project2 (4 Best Fit (all columns)
Milestones
Task 1 (3) T2 Sort Ascending
Task 2 (3) % Sort Descending
B Task3 (3 T4 delete column sorts
Task 31 (1)
B Task 32 (1) | &% Table settings
;Ii';?;:ﬁc Status | Resources
£
] . Entry Date *
Customization
Earliest start ~
Entry Date
- Miller (30.0)
Fixed costs forec. Miller (40.0)
. Miller (40.0)
Hyperlink 1 Schulz (50.0)
Traffic
Task |ight
Task

tegration (6)

name of the task

Milestones

Task 1 (3)

in the Columns Chooser . The menu item Best Fit

(all columns) should only be used in exceptional
cases, because this creates very wide columns with
lot of content.
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Table settings - project table

After clicking a column title of the project table with the left mouse button, a dialog win-
dow is displayed where further settings of the currently selected columns can be made:

Table settings

®) Project table Resource table Sort order

Fix | Orig. designation Act. Designation Digits Time | Align. Format Add | Level 1 | Level 2 | From ...

| | Level Lev 0 right

v| | Task Task left 1 1 0
Traffic light Traffic light left 0 0 0
Status Status left
Resources Resources left
Workload pld. Workl pld 0 right 0 0 0
Work pld. Effort pld 1 right 0 0 0

/2 Start pld. Start v right 0 2 0

End pld. End ¥ right 0 0 0
Duration pld. Dur. 0 right 0 0 0
Note Nt. left 0 0 0

OK

Note: Change column order by 'dragging and dropping' column titles in the project Apply

or resource table. Other settings: Click column title with right mouse button. c |
ance

Fix

A check mark in the Fix column specifies that the columnin question will be placed with-
in the left block of the table and thus will not be moved by the scroll bar below the table.

Name of the column (current name)

The name of the columns can be changed after clicking on the current name.

Format of the displayed values digits, time, alignment, format)

There are different options for setting the format depending on the type of column:
Text columns: no adjustment possibility

Date columns: Show Time (yes/no) - not available if a whole day is set as time grid
(see"Time grid" on page 120)

Cost columns: The number of Digits can be entered after clicking. When entering
negative digits, the values in the affected column are rounded (e.g.
"-3 digits": 346,456.03 results in 346,000).

Custom number  Individual setting of the Format after clicking in the form "x 0.00 x".
columns: Where x stands for any sequence of letters and the number of zeros
after the decimal point indicates the precision of the representation.

Roundings cannot be made, thousand separators (".") are always set.

Example: Format "0,0000" represents 23532,34 in the form
23.532,3400 .
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Alignment

Click to select "left", "right" or "centered"” for the Alignment.

Addition (Add.)

By clicking a check box in the Add column, addition is activated in the user-defined
number columns.

Sort order

The order in which the rows are displayed can either be unsorted or sorted according to
different criteria.

Unsorted (fixed) order of projectslasks

Task Traffic . This mode is set when neither the trian-
=| Column Chooser gle is displayed in a column as an indica-
more exampl whe ) . .
B Examples (2) Best Fit tor of an existing sort, nor a sort order is
E-Business Best Fit (all columns) present in the Table Setting dialog box.
Project 2 (¢
S Pro = 2 Sort Ascending
Milestones

Task 1 (3] V& Sort Descending
Task 2 (3) T4 delete column ’*rts

B Task 3 (3)
Task 31 T# Table settings
With this setting, the rows remain in the order in which they were entered. New rows are
always insertedbelow the selected row, changes to the order can be made either by
"Cut" and "Paste" or by moving them with the mouse ("Drag and Drop") (see "Moving
rows (changing the display order)" on page 68).

Sorted order of projectsfasks

There are two variants for sorting: Thelevel dependent sorting and the column sort-
ing.

Level dependent sorting

It is often the case that tasks are to be sorted in a different way to folders or projects.
Since this is not possible with the column sorting, the level-dependent sorting order is
available for this in the Table settings dialog box.

With the setting shown here, the folders (= Level 1) are sorted alphabetically according
to their designation, the projects (= Level 2) first according to their priority and then also
alphabetically according to their designation. The tasks (From level 3) first according to
their priority and then chronologically in relation to the planned start.

For columns that cannot be sorted, the input field is grayed out.
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It should be noted that sorting is only possible by columns that are in the column selec-
tion (see "Saving the settings

Settings are only updated when the &ave settingbutton is active. This prevents tem-
porary changes to the settings from unintentionally overwriting the cor-
responding settings in the profile (see also Working with profiles on page
130).

Column selection, position and width of columns " on page 18) have been se-
lected for display. If you do not want them to be visible, you can, for example, position
them all the way to the right and set them very narrow.

Column sorting

Column sorting is activated by clicking the title of the desired column with the right
mouse button and selecting Sort ascending or Sort descending.

This type of sorting is only available for the project view and not for the resource view.
However, the resource view can be synchronized with the sorting of the project view or
sorted chronologically independently (see "Sorting" on page 23).

Task Traffic ... click the column title with the left mouse button
= Col Ch .
moreexal o and select Sort ascending:
(= Examples A« BestFit
E-Busin Best Fit (all columns)
[ Project

Milest T2 Sort Ascending A

Task | J& Sort Descending
Task ! )
B Task !

% delete column sorts
Tas 7 Table settings

Table settings - resource table

When clicking with the left mouse button on a column title in the resource table or se-
lecting Resourcetable in the dialog window, the setting options for the resources are
displayed.

These are- with the following exceptions - identical to the settings for the project table:

Do not show rows

In the case of resources, calendarand absencerows can be hidden independently of
each other.
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Table_settings

Project table @) Resource table
Fix Orig. designation Act. Designation Digits Time Align. Format
Latest end End late v right -
» Earliest start Start early left
Reminder date Reminder date v right
Traffic light Traffic light left
Status Status left v
v |Do not show special times Do not show task rows Sorting of resources
Do not show absence rows Do not show task rows w/o timebar ®) manual alphabetical
Do not show workload v |Ignore all filters Sorting of tasks oK
Show only resources that are present in the project view @) like project table chronological Aol
pply
Note: Show and hide columns: Click column title with RIGHT mouse button and
'drag' column caption from list to desired position or vice versa. Changing the order Cancel

also by 'drag and drop'.

Full display (none of the checkboxes is ticked):

Resource/Task light

& Internal staff (3)
&) Stevens (8)
Absences
Special times
Overtime
Determine contact...

Identify processes @

Traffic

Status

2

Do notshowspecial timesandabsencerows

Resource/Task light

(& Internal staff (3)
B Stevens (8)

Determine contact...

Identify processes L [ ]

Do not displayaskrows

Traffic

Status

Taskrows can be deselected either completely do not show task row s) or partially (do
not show task row s without time bars ). In the second case, only the task rows with
time bars in the visible area of the Gantt chart are displayed. As soon asno more time
bars are visible by moving the Gantt chart, the affected rows are hidden:

Resource/Task

B Internal staff (3)
(B Stevens (8)

Determine contact persons
Identify processes
Basic design
Staff training
Select provider
Task 11
Task 12
Task 131

Apr 2022 May 2022 Jun 2022 Jul 2022
18 125-1/ 2-8 9-15 16 23 130-56-12 13 | 20 27-3 410 11 18
abor Day Ascensic\Whit Mo Corpus Christi

o o o {8 e e e

WDetermine contact persons

dentity processes
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Resource/Task

& Internal staff (3)

(= Stevens (8)
Staff training

Select provider

Jun 2022 Jul 2022 Aug 2022 Sep 2022

13 1 20 _27-3 4-10 11 | 18 25 | 1-7 |8-14 15 22 29-4 5-11 12
Corpus Christi

e T T e e ]
|0 RN 2w e e s e SN ) AN ) NN AN N A I

elect provider

Task 12 I Task 12
Task 131
Table_settings H| X
Project table ®) Resource table
Fix Orig. designation Act. Designation Digits Time Align. Format
Latest end End late v right -
» | Earliest start Start early left
Reminder date Reminder date v right
Traffic light Traffic light left
Status Status left -
+ | Do not show special times Do not show task rows Sorting of resources
Do not show absence rows Do not show task rows w/o timebar ®)manual alphabetical
Do not show workload v |Ignore all filters Sorting of tasks oK
Show only resources that are present in the project view ®) like project table chronological oo
PPy
Note: Show and hide columns: Click column title with RIGHT mouse button and
'drag' column caption from list to desired position or vice versa. Changing the order Cancel

also by 'drag and drop'.

The sorts of the resources and thetasks assigned to the resources can be set inde-

pendently.

The sorting of the resources is either fixed (= manual) according to the order during
input or after definition by moving the resources or resource groups via drag & drop or

is done alphabetically.

The assignedtasks are displayed either in the order according to the project table or
chronologically according to the planned start.

Do not show workload

With workload :

Resource/Task

& Internal staff (3)
& Jenny (8)
Determine contact persons
Identify processes
Basic design
Staff training
Select provider

Without workload :

Mrz 2022 | Apr 2022 | Mai 2022 | Jun 2022 | Jul 2022 | Aug 2022 | Sep 2022

N000000 DOEECDEODONO00000000000000C

WDhetermine contact persons

[ Identify processes
I Basic design

I Select provider

A-Plan X
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v |Do not show workload Sorting of tasks

Note: Show and hide columns: Click column title with RIGHT mouse button and ®) like project table chronole
'drag' column caption from list to desired position or vice versa. Changing the order
ni also by 'drag and drop'.
Resource,/Task Mrz 2022 | Apr 2022 | Mai 2022 | Jun 2022 | Jul 2022 | Aug 2022 | Sep 2022

5 Internal staff (3) ([EasteLabor Day Asce' WhiCorpus Christi

B Jenny (8)
Determine contact persons vDetermine contact persons
Identify processes I Identify processes
Basic design I Basic design

Ignore all filters

Regardless of which tasks are displayed in the project table in the upper part of A-Plan,

all tasks are displayed in the resource table without taking filters into account

Show only resources that are present in the project view

Only the resources that are currently available in the project view as assigned re-

sources are displayed in the resource view.

24 9 Program introduction

A-Plan X



Column profiles

‘ 4. Column profiles ‘

oK

Apply

Cancel

Column settings can be saved in separate column profiles in A
Plan X as of 09/23, so that these settings can be transferred
relatively easily to other general profiles (see "Working with

profiles" on page 130).

Analogous to the general profiles, both personal profiles and global profiles can be cre-

ated:

laft

Column profile

Profil 1

Global profiles
+Standard
Personal profiles
Profil 1

Profil 2

Format

Cancel / Undo

Default German

Default English

Close

Global profiles are also available to allusers but can only be created or changed with
master rights (see 'Master, Admin" on page 149). Global profiles always begin with a "+".

The following actions are possible:

Table_settings

®) Project table

Fix | Orig. designation

v | | Priority

V|  Task
Traffic light
Status
Deadline
Resources
Workl. pld.

» Effort pld.

Start pld.
End pld.
Dur. pld.
Note

also by 'drag and drop'.

Resource table

Act. Designation Digits

Pr.

Task
Traffic light
Status
Deadline
Resources
Workl pld
Eff pld.
Start

End
Duration
Nt.

Note: Show and hide columns: Click column title with RIGHT mouse button and
'drag' column caption from list to desired position or vice versa. Changing the order

[kl X
Sort order
Align. Format Add | Level 1 | Level 2 | From ...
right 0 ] 0
left 0 0 0
left 0 0 0
left
right
laft
Column profile
Profil 1 -
Consideration of Save profile
| Designation Apply profile

Order
Visible

Format

Cancel / Undo

Delete profile

Use properties of project table

Default German

Default English

Close

A-Plan X
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Save profile

The properties selected under consideration of are saved in the selected column profile.
If it does not yet exist, it will be newly created.

Apply profile

The properties selected under consideration of are taken over from the selected column
profile for the current column settings.

Delete profile

The selected column profile is deleted.

Take over from project table

When the settings of the resource table are visible, they are transferred to the resource
table, taking into account the selected properties of the project table.

Default German

The properties selected under consideration of are overwritten with the German default

settings given by A-Plan:

Act. Designation

Pr.
Vorgang
Ampel
Status
Termin
Ressourcen
Ausl gepl
Aufw gepl
Beginn
Ende
Dauer
Nz.

with RIGHT mouse button and
or vice versa. Changing the order

Digits

Time | Align.

0 right
left
left
left
right
laft

Column profile

Profil 1

Consideration of
+ |Designation
Order
Visible

Format

Cancel / Undo

Format

0
0
0

Add | Level1 | Level 2 | From ...
0 0
0 0
0 0
Save profile
Apply profile

Delete profile

Use properties of project table

Default German

Default English

Close

Default English

The properties selected under consideration of are overwritten with the English default

settings given by A-Plan.
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Traffic light, Status and Deadline

With the help of the Traffic light , Status and Deadline columns, it is possibleto see at a
glance which projects / tasks are due for processing, where problems exist or are to be
expected and which things require special attention.

In addition, this Status column displays information about special features of the pro-
jects / tasks, for example, whether they are locked, readonly, or a template or alarm is
set.

Traffic

Task light Status Deadline
= Examples (2) 6.0dr 1
E-Business integration (6) 6.0dr 1
& Project 2 (4) 24.0dF 1
Milestones 24.0dEd

Task 1 (3) @
Task 2 (3) @ 99.0d 1

The Traffic light symbols summarize critical conditions and thus make it possible to very
quickly identify the projects or processes that require special attention.

The Status and Deadline columns show the details.

Milestones ® 5* The meaning of the icons is dis-

Task 1 (3) .
Task 2.(3) played when the mouse arrow is on

B Task 3 (3) @ | Status: _; an icon.
Task 31 (1) 0 Critical

Symbols of the status column

Completed
Completion time has passed (and process was not marked as 'Completed’)

One of the limits is exceeded(see "Limits" on page 63)

=% 1

Passive project / passive activity(see "Passive and cancelled projects on

page 40)
B Cancelled project / cancelled activity (see "Passive and cancelled projects on
page 40)
! Template reached or exceeded (se€'Fehler! Verweisquelle konnte nicht

gefunden werden. " on page Fehler! Textmarke nicht definiert. )
- 4 "Memory arrow "*
"Question mark "*
g "Critical "*

Full authorization is available for the row, including all subordinate ones (see
"Project permissions' on page 152)

V4 For the row, incl. all subordinated ones, only modification rights are available
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(insertion or deletion is not possible) (see "Project permissions' on page 152)

Q Readonly permissions are available for the row, including all subordinate
ones (see "Project permissions' on page 152)

£} Row s locked (see"Time bar lock" on page 50)

G Row has administrator lock (see"Time bar lock" on page 50)

f At least 10% too little capacity planned

(see”
Automatic adjustments " on page 94)

At least 10% too much capacity planned
(see "

Automatic adjustments " on page 94)

h A Do not apply set filters to this row**

* The labelscan be switched on or off in the Data Table tab or after clicking the relevant
row with the right mouse button in the context menu.

** The function can be switched on or off in the Data table tab or after clicking the rele-
vant row with the right mouse button in the context menu. It causes selected rows to be
always displayed, i.e. even if the row does not meet active filter settings (se€'Filter,
SearcH' on page 72).

Symbols of the appointment column

The Deadline column shows how much time is left until the first unfinished time bar in
the current row begins or ends. Exceeded deadlinesare displayed as "negative remaining
time" in red color.

Weekends and holidays are also taken into account in the same way as the duration is
calculated.

12T b1  Planned (start is in the future)

I 4 15T Inprocess, more than a week todeadline
43T In process, less than a week todeadline
40T In progress, deadline Today

P4 -2T Deadline exceeded

o Completed
il Passive §ee "Passive and cancelled projects on page 40)
[ Cancelled cee"Passive and cancelled projects on page 40)

Explanation:

A duration to the left of the icon refers to the start, a duration to the right of the icon re-
fers to the end of the project / task.
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If the column width has been set to be too narrow, only the symbols will be displayed
without specifying the duration.

Values in the Deadline column cannot be changed because they are calculated by A
Plan based on the position of the first unfinished time bar in the respective row.

Traffic light column symbols

Depending on the status, either green, yellow or red or no symbol is displayed in the
traffic light column:

Green

In progress and none of the criteria listed under "Yellow" and "Red" present

Yellow

Critical (see "Symbols of the status column" on page 27)

Question mark (see "Symbols of the status column" on page 27)

Capacity more than 10 % too high (see"Automatic adjustments” on page 94)
Capacity between 10% and 30% too low (see "Automatic adjustments” on page 94)

Red

End date exceeded
Limit exceeded (see "Limits" on page 63)
Capacity more than 30% too low (see "Automatic adjustments” on page 94)

No traffic light

Not yet started and none of the criteria listed under "Yellow' and "Red" are present
Done

Passive(see "Passive and cancelled projects on page 40)

Cancelled(see"Passive and cancelled projects on page 40)

Table
[E3 Show resources [E! Readonly mode
&) Reread data Gé Autom. refresh off
Update Table {= Row height:| 16| 2

Table

Show resources

In the lower half of A-Plan, resources are displayed with their workloads and assigned
tasks.
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Reread data

The currently visible data is completely re-read from the database.

Update Table

Data that has changed since the last- automatic - update is read in again. This can be
useful if you do not want to wait the default time of 30 seconds until changes by other
users are visible in the table.

Readonly mode

Can be enabled to prevent accidental changes when viewing or presenting plans.

Autom. refresh off

If you want to prevent changes by other users from updating the display every 30 sec-
onds when entering or changing extensive data, you can activate this option. However,
this is only necessary or useful if a large number of users are working on the database at
the same time.

After deactivating the option, all data will be read in again, so that changes made by
other users will also be visible.

Note:

This option should not be activated if you are working on the same data together with
other users, as their entries will otherwise not be visible on your own computer. In prin-
ciple, however, it is not advisable for several users to work on thesame data at the same
time.

Row height

If a row height other than the default setting (= 16) is required, e.g. for a printout, it can
be set here. The minimum is 14
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Gantt chart

Elements and symbols of the Gantt chart

The Gantt chart is a calendar in landscape format, where the date or time can be read in
the title bar (1):

Mar 2022 q Apr 2022 May 2(
217728-3 4-10| 11 18 [25-1 2-8 |9-15

1 28-6|7-13 14

0 ===

ﬂ!ﬁ

The Gantt chart contains the following elements:

The time sequences of the projects are displayed in the form of time bars. whose length
corresponds to the duration of the respective activity (2). Areas with colored fill patterns
indicate processing times, light gray areas indicate non-working times, such as week-
ends. The display of non-working times can also be switched off (see"Time bar' on page
113).

The colors of the time bars in the Gantt chart depend by default on the priority of the

of the respective row (e.g. priority 1 = red, 2 = yellow, 3 = green, etc.). are either dis-
played in gray (3) or crossed out. Individual colors and patterns are also possible (see
"Colors / Patterns' on page 51).

Milestones (4) are time bars with a duration = 0 and are represented as triangles. They
can be used to represent points in time, such as a deadline.

Time bars that serve as asummary (= "heading", see "Heading rows" on page 39) are
displayed at half height and with black triangles at their ends (5).

Resource time bars (6) are marked by 2 additional horizontal lines and document the
processing times of the resources (see What does A-Plan resource planning look like?'
on page 83)

Links (7) establish dependencies between the time bars (see Link time bars" on page
54).

Exclamation marks(8) stand for remaining dates (for meaning see "Fehler! Verweis-
guelle konnte nicht gefunden werden. " on page Fehler! Textmarke nicht definiert. ).
Holidays are highlighted in dark gray by default (9) (see 'Gantt chart" on page 112),
weekends light gray (10) and the current day light red (11).
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Time bar (details)

| Planning status
B0/05

' ' imits
O

Start or end asdate value (1) (see 'Time bar' on page 113)
Note (2) (see "Note" on page 53)

Designation /resource (3) (see 'Time bar' on page 113)
Earliest start (4) (see"Limits" on page 63)

Latest start (5) (see"Limits" on page 63)

Latest end (6) (see"Limits" on page 63)

Start/End time

Before or after the time bars, the be-
= L e L 13. | ginning or the end of the time bar can
12:00 |:| 14:00 Marktanalyse K i i
(03:30 |:| 10:30 Lebenszyklus eigens Prod, be dlsplayed as a numerical value in
13:00 [ ] 16:00 Innovationen different formats.
14:00%7 Lastenheft erstellen

Since the beginning and end of milestones (here: "Planning") are the same, only one val-
ue is displayed in this case.

The format of the time points  can be set in the options under View / Time bars.

Display working times and capacities in thetask time bars

The time bars of the tasks can optionally be displayed so that they are only provided
with a filling pattern in the areas in which the scheduled resources actually process the
respective task with which capacity:

e
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Completed in %

Feb 2016 Display of the actual time bars with the comple-
9. 110.11.12.13.14.15.16.17.18.19.20.21.22.2 {9 percentage.

F 7%

i —
F——

Display of the workload in the time bars

Optionally, the filling pattern of the time bars can be displayed in such a way that it is
interrupted at non -working or unoccupied times and the respective existing workload
can be read off from the height of the filling pattern.

— ==

without display of working hours with display of working hours

This type of view can be switched on or off using the Workload option in the View tab
or in the options under Screen display and Printer display in the Time bar dialog box.

Scrolling through the time bars

14 v v By clicking on the two inner arrows on the left
below the scroll bar, you can scroll through
K < 27 > the time bars of the current row.

In the field between the arrows, the sequential number of the current time bar is dis-
played on the left and the number of time bars in the marked row on the right. is dis-
played in the marked row.

This function is especially useful when there is a largemumber of time bars in a row, you
do not know exactly where a particular time bar is located, or if one time bar is hidden
under another.
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Resolution of the Gantt chart

The resolution of the Gantt chart can be set using
22 Resolution: | Week S v the list box on the right above the Gantt chart so
Quarter A that several years arevisible at the coarsest resolu-

[£] Show 'today mont: E tion and only a few hours at the finest.
ont

Gal Week S
2 | J Week M

» | 23 [30-5/6-12 Week L
Ascensic\Whit Day S

*l Day M I
Day L
I

A 4 | 3 hours
— 2 hours v

Gantt chart - details

In the View menu you can set which details should be displayed in the Gantt chart:

View Data Table Data Gantt chart Tools

7 l A Designation v/| Workload v/ Workload of completed tasks
e filter on/off Z Resources Week numbers v/| Limits v/ Shift Gantt chart autom.
Sorting
on/off Date % completed No tooltips
:r, sorting Gantt chart - details
Designation
Grobentwurf
Cetaillierung
] Frotatyp erstellen
Resources

(Petra; Peter}

S GG I

Date

l 19.02.21
'4.02.21 04.03.21

04.03.21 I 16.03.21

The concrete display of designation , resources and date can be set in the options (see
Time bar on page 113).
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Week numbers

Mar 2022
9 10 | 11 | 12 @ 13
Workload
Ve e

The time bars are filled with color only up to the level of the current workload, weekends
also remain empty if they are free of work.

Limits

I‘D_H:

4 Mo

% completed

25 %

50 %

E—

Workload of completed tasks

Resource/Task Traffic g 0o Mar 2022 Workload of completed tasks is
5 light 10 | 11 | 12 | no longer taken into account /
Internal staff (3) I
splayed.
@ Stevens () il i |
Task 11 CCAETTTATT
Task 12 H Y |k
Resource/Task Traffic g . o Mar 2022 Workload of completed tasks is
light 10 11 12 gtjll taken into account / dis-
& Internal staff (3) L L played
B Stevens (8) [ (o o ol '
Task 11 (=[S T[]
Task 12 H AN
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Shift Gantt chart autom.

After clicking on the indicator column (on the far left) or on the name of a task, the Gantt
chart is moved so that the associated time bar is then in the visible area.

No tooltips

By default, information about the time bar below the mouse pointer is displayed:

Detailed design

Start: Fri, 03/06/2022 08:00
End: Thu, 30/06/2022 16:00
Duration: 18 00:00

Work: 9 00:00

Workload: 50 %

!

If this is not desired, this display can be switched off.
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ENTER AND CHANGE DATA

GENERAL NOTES , DATABASE

This section describes all the functions that A-Plan provides you with for entering,
changing and deleting data.

Organization of data (database)

Unlike many other programs, A-Plan does not use "normal” files, but databases. Among
other things, this has the advantage that a larger number of projects can be stored in a
central database, crossproject resource planning is possible and - as the most important
advantage - several users can access the datasimultaneously.

Note:

- In a database,all entries are saved immediately, as this is the only way to ensure that
several users can access the same data simultaneously and smoothly. Thereforeo
manual saving is necessary !

- OneDrive is not suitable as storage for the database in multi -user operation because
no updates are made for other users! This has nothing to do with A-Plan but is due to
the way data is managed by OneDirive.

UNDO CHANGES ("UNDO"/"REDQ")

New entries or changes canbe undone and then also restored ("Undo"/"Redo"). Com-
plex changes, such as deleting, moving or downgrading complete folders, date changes
for linked time bars, etc., are also taken into account here.

W e R & The "Undo"/"Redo" function is activated by pressing the
two blue arrows in the quick access bar.
E v Start View
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CREATHPROJECTS ANO ASKS

Create

New rows can be inserted either in the Data Table tab or after clicking on an existing
row with the right mouse button. In this case, the new row is either inserted below the
currently selected row or - if no row is selected (or an empty database is present)-
placed at the beginning of the table.

A new row can be created either "relatively” - i.e. at ahigher , same or lower level - or
"absolutely” by specifying the desired level:

Start View Data Table Data Gantt chart Tools

c}{:» Cut x E Higher @ €= Upgrade " Com

Copy @ Same =» Downgrade || ‘@ Not|

Delete New row
Options ~ @ Lower - >§ Page break E Criti
Clipboard Insert E Higher Shift+F1
ev Task @ Same Shift+F2
1  more examples: File/Open... E Lower Shift+F3
1 & Examples (2) E Level 1 (Folder)  Ctrl+F1
2 [ E-Business integration (6) | .. .
3 ,ﬁ Level 2 (Project)  Ctrl+F2
3 B Processes (4) a Level 3 Ctrl+F3
< Identify departments (1) 3 Level 4 Ctrl+F4
4 Determine contact person. k‘
4 Identify processes (1) 25 Level5 CtlrI+F5
Note:

It is not possible to omit levels, e.g. to let a row of level 5 follow a row of level 3!

Data Table | Data Gantt chart  Tool The fastest way to insert new rows is to use the
— « available key combinations, e.g.Shift+F3 if a new
32
| |

x @ Higher

row is to be inserted as a subitem of the current

Delete @ Same New row “? row. In this case it is also not necessary to close the
E Loier - % field with the last entry by pressing the ENTER key.
Insert rows

Lower (Shift+F3)

New row one level lower
amnleoe: Fil—. covaeeee
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Heading rows

Folder rows (= 1st outline level, see 'Structure (folders, projects, tasks)" on page 16) al-
ways serve as a heading or summary of all projects or tasks that are located in the folder

SV 1 Mar 2022 | Apr 2022 | May 2022 | Jun 2022 | Jul 2(

1 & Examples (2) W
B E-Business integration (6) |
| v

&) Processes (4)
Identify departments (1)
Determine contact person...
Identify processes (1)
(&) Determine new processes...
Basic design (2) |
Detailed design (1) |

[0, T, IR W N N N N VIR SV [ 5]

The time bar in the 0 E x a m polv therafore ranges from the start of the first project in
this folder until the end of the last project.

All other rows, i.e. from level 2 onwards, are displayedeither as headings or as inde-
pendent rows, depending on whether sub-items are present or not.

If sub-items are entered below a stand-alone row, this row is automatically converted
into a heading, after deleting all sub-items back into a stand-alone row. Time bars of
heading rows are provided with black triangles at the beginning and at the end, further-
more they are displayed only with half height.

In addition, heading rows are displayed with underlined labels to distinguish them from
independent rows, and ...

) E-Business integration (6) 5.0dr ] 24% 143.8wd COStS,WOfk
o 5.0dE] 100 % 0.0 wd
B Processes (4) 8.0dE 359 31.8 wd etc. of the
Identify departments (1) ’ 8.0 d E1 Miller (20.0) 20 % 3.8wd underlying
Determine contact person... ? 16.0 d B Stevens (40.0) 100 % 0.0 wd rows are
Identify processes (1) o 16.0 d 1 Stevens (50.0) 50 % 11.5wd
[ Determine new processes... 36.0 d 1 34 % 16.5 wd added up.
Basic design (2) 36.0 d e Schulz (30.0)... 25 % 7.5 wd
Detailed design (1) o 46.0 d =1 Miller (50.0) 50 % 9.0 wd
B Topics, contents (4) o 65.0dr 1 28 % 11.8 wd

If the heading time bar is not to be displayed , it can be hidden by clicking on the rele-
vant row with the right mouse button in the popup menu:

2  no summary time bar
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Step up and step down

__________ 20 4 Structuring The level of a row can be stepped up or down by
21 4 Detailed structure. selecting the desired row and choosing the cor-
36 Cut Ctrl+X responding function in the Data Table tab.
Copy Crl+C 1 These functions are also available after clicking a

»  row with the right mouse button.

X Delete Delete _ Several rows can also be stepped up or down at
| New row » the same time if they have been marked before-

€& Upgrade hand.

-

Downgrade *

(& Structuring (1
Detailed structure

NN, EN

Product selection

Passive and cancelled projects

o ? (=l Tanice cantante (93 ] 0% 0.0 wd : Topics, contents_‘
| 8 cut Ctrl+X ; . _

a u r (] ] 0 % 0.0wd ¥ Define topics

Copy Ctrl+C n 0% 0.0w

d Structuring
2 (] ] 0 % 0.0 wd Detailed structure

i 0 % 0.0 wd e Produ:
X Delete Delete n(7) 20 % 53.6 wd
, @ 30%  7.5wd
-

New row
rde... O 15 % 1.2 wd
Upgrade O 20 % 3.0 wd
9 20 % 2.2 wd
15 % 22.5 wd
Compl. ) ® 30%  5.7wd
£ Critical (1) @ 25%  11.5wd
2 Not clear n... 'ﬁ. ) 35 % 35.3 wd
) ) @ 50 % 6.0 wd
=» Notice arrow | ® 20 % 3.0 wd
Il| Passive A 1) ® 50 % 19.5 wd

Passive projects are, for example, projects whose commissioning or scheduling is not yet
certain. They are not taken into account for work and costs and thus serve as placehold-
ers. In contrast to the deleted projects, they are displayed in the resource view.

Cancelled projects are projects that should not be executed, but should remain for doc-
umentation purposes. Work and costs are not considered for them either, they are not
displayed in the resource view.

Individual tasks can alsobe set passive or deleted.

Via the date selection (see figure above) passive or deleted projects can be excluded
from the display or printout .
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Lock rows

If individual rows are to be protected against accidental changes (e.g. if there is an irrev-
ocable delivery date in the row concerned, etc.), they can be locked for changes by click-
ing the left or the status column of the row with the right mouse button and selecting
Lock:

Y@ Do not filter

12 Lock *

E‘ Master lock

'Master' lock

The lock can normally be released by any user who has change rights for the affected
row. For this reason, themulti -user version for users with master rights "(see "Create us-
ers" on page 148), it is possible to set a'master’ lock which can only be released again

with master rights.
Install hotline (1) ® L Locked rows are indicated in the status
- - . 2 n .
Search engine registration (1) | @ i column by a yellow lock (simple lock) or
a red lock (‘'master’ lock).
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ENTER, CHANGE DATA

Data change

B Project 2 (4) ’ 48% 93.9wd A 50.008/d Depending on the con-
Milestones (2 | 100 % 2.0wd 50.00 $/d tent. the cells in the main
B Task 1 (3) ? 61%  59.0wd A 50.00 $/d '
Task 11 (2) o 100%  26.0 wd s0.00 ¢/ table of A-Plan are dis-
Task 12 (2) ? 45 % 10.6 wd 50.00 $/d played with different
B Task 13 (4) 48 % 22.4 wd A 50.00 $/d

background colors.
Cells whose content can be changed arewhite .
Cells whose content cannot be changed aregray .

Cells whose content was taken from the assigned resource ardight blue . If different
values were entered, the cell iswhite .

After selecting a celby clicking with the right mouse button or navigating with the ar-
row or tab keys, the current value can either be overwritten directly or changed using
further input helpers.

Pressing the ENTER key or selecting another cell will save the new value, pressing the
ESC key will cancel theask.

Multiple selection when entering values in fields

If an identical value is to be entered in several fields at the same time, they can be
marked by holding down the CTRL or SHIFT key and then entering the desired value in
the field last clicked on with the right mouse button.

RPN, 24/03/2022 16:00 Clicking the date with the right
27 March 2022 mouse buttonor clicking the
< March 2022 5 down arrow opens a calendar for
MO TU WE TH FR SA SU entering the time.
9 1 2 3 4 5 6

10 7 8 9 10 11 12 13
m 14 15 16 17 18 19 20
1221 22 23 24 25 26 27
1328 29 30 31

(9]¢ Clear Cancel 06:00 | ©
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SICETPRPPYVN v 24/03/2022 16:00 After clicking on the month

27 March 2022 above the calendar, the view
< 2022 5 changes to years and months, so
that even major date changes
Jan Feb Mar Apr can be made relatively quickly.
May Jun Jul Aug
Sep Oct Nov Dec
OK Clear Cancel 06:00 | J

Hint:
The clock or time setting will not be displayed if whole days have been set as the time
grid (see 'Time grid" on page 120).

List fields

There are a total of 10 user defined list fields, the selection of which can be defined so
that only certain entries are possible:

Others
Edit list elements !
Responsible Client [

Employee 1 vki‘CompanyA
(W (Select All)
v/| Employee 1

list element a

» w list 01 (Client) -~

List elements

Entering, changing and deleting elements see menu 'Data
Table' / 'Edit List Elements'

oK | |Ce

Employee 2

Employee 3
Cormpany o
Company C

v list 02 (Responsible)
(new element)
Employee 1
Employee 2

- -

Delete Close

The name of the columns can be defined as desired (seeName of the column (current
name) on page 19), the allowed selection for each list field can be defined in the menu
Data Table / Edit list elements.
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Links to other files/objects (Hyperlinks)

General notes

Each row can be linked to any external file, Internet address or

Hyperlink 1
Windows directory.

C:\Temp\Datei 1.docx
C:\Temp\Datei 2.xls
C:\Temp\Datei 3.txt
https://www.braintool.com/

C:\Temp

Insert of a link

Insert by drag & drop

An object can be linked by drag & drop or by copy & paste of the address.
To link via drag & drop, open Windows Explorer next to A-Plan and drag the desired file
onto the appropriate field of A-Plan.

If there is already a link at the target position, it will be replaced by the new one. If sev-
eral links are required for one task, up to 5 columns are available for this purpose.
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Sending emails

It is possible to send emails directly from A-Plan. For this purpose, there is anEmail col-
umn in which one or more email recipients can be entered. If resources are assigned, the
e-mail addresses stored for the resources are used by default Email to column).

In order to be able to send emails, a sender address must be entered once in the options
(see "Startup behavior / Bmaild o n 148.9 e

Status Email Resources Nt
? martina@firma.de; peter@firma.de Peter (100,0); Petra (... 05.07.2022, SJ: ... 1
) (
: : |
- Email to: martina@firma.de; peter@firma.de [
e 4 [
g— Subject: Grobentwurf (Kundenprojekte > Car Prototype > Konstruktion) .
g— !
& . :
: Folder: Kundenprojekte
-
— Project: Car Prototype
£? !
Task : Grobentwurf (Konstruktion)
Start: 13.08.2022 12:00 -
End: 08.11.2022 16:00 -
Status : Too much capacity; requiring clarification (
Comment:
ic .
Email to
service@l|
martina@ Note: 05.07.2022, S3: Mit Kunde noch Absatz 13.1 aus Pflichtenheft
abstimmen
martina@fi
martina@fi
martina@fi
martina@fi
martina@fi )
v incl. Note Send Close

winlfaana

If the entered email recipients are to be informed about the current status of a process,
the email address only has to be clicked with the right mouse button to open the mes-
sage window, which then already contains the most important information about the
process. Data that has been changed since the last email is marked with an "*" and addi-
tional comments can be added.

Automatic sending of emails was deliberately not implemented, as there is a high risk
that emails will be sent even if this is not desired (e.g. because changes have not yet
been completed or have only been made on a trial basis, etc.). This is to avoid that A
Plan increases the flood of emails and that, as a result, emails sent from APlan are no
longer considered.
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TIME BAR (GANTT CHART)

Time bar, working hours, standard calendar

The dialog window for setting the working times is located in the Gantt chart data tab:

Data Gantt chart Tools

est start ], Forward % Forw., distance 0 Adjust end 5o Adjust ECo\or :.(9\::)
st start ! Reminder :"IE Backward % Backw., distance 0  ---+ Buffer Mode v/| Adjust start « -

o =T . ) ESeries Working
it end % Delete Link dialog Adjust capacity usage t\'me*
n Links Adjustment Tools Work...
Note:

If you have set1 day as thetime grid (see 'Time grid" on 120), only the days on which
work is performed play a role in the working times.

The working times required for calculating the duration of tasks are set in thetop calen-
dar called Standard.

Calendar with Hol_idays Start End Dur.
effort | active 00 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17
B standard 40.00 h
Monday 08:00 16:00 8.00 h [Monday]|
Tuesday 08:00 16:00 8.00 h
Wednesday 08:00 16:00 8.00h
Thursday 08:00 16:00 8.00 h
Friday 08:00 16:00 8.00h
Saturday
Sunday

If necessary, you can change the working times by moving the beginning or end of the
time bars with the left mouse button pressed.

You can return to the normal view of A-Plan by clicking the Close working time$utton.

Notes:

All working days of the standard calendar must have the same duration ! So if, for ex-
ample, work is done from Monday to Thursday until 16:00 and on Friday only until 14:00,
enter for the standard calendar also for Friday 16:00. Additional calendars can therefore
be used for work and cost calculations, which can then also be provided with any
working times.

For more details, see ‘Create resource calendal on page 86.

Enter new time bar

Move the mouse pointer in the Gantt chart to the position where you want the new time
bar to start. should begin. Double-click the left mouse button to create a new time bar:
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Thu, 23/06/2022 os:ooL The length of the time bar here depends on the set default value

oeematil- (see 'Length of time bar" on page 114.
Create prototype

Rk

Note that the Default option must be active for the time bar preselection:

Start  View Data Table Data Gantt chart | To
1 Default 4 C Earliest start

v M\'Iestork OF= Latest start ¥ Reminder
2 p Latest end

Time bar Preselection

Setting the start, end or position of a time bar with the mouse

The start, end or position of the time bar can be changed by "dragging"” (hold down the
left mouse button). To do this, hold down the left mouse button over the start or end (
«570 ) or center of the time bar ( [Z_Ef#1 1 ) and drag the mouse arrow to the de-
sired position.

If the shift key is pressed during moving, a time bar can also be moved to another row.

Create prototype In the position field of the mouse pointer the current

2 | start: Tue, 21/06/2022 10:00 | for start. end and durati displaved. If

] Enc The, 23/06/2022 14:00  VEIUES for start, en an. uration gre isplayed. If re-
Duration: 2 04:00 sources have been assigned, additionally thework and

1 02:00 if a required work has been defined (see 'Required "
50 % .. .
on page 93), the work deviation in percent.

External implementatio

4_'_> Create prototype

The new value is accepted by releasing the left mouse button. The process can be abort-
ed at any time by pressing the ESC key.

Milestone

If the length of the time bar is "0", it is displayed as a milestone ( ¥ ) (see 'Elements
and symbols of the Gantt chart" on page 31).

You can also create a milestone directly by double-clicking on the desired position in the
Gantt chart, if the corresponding preselection has been set beforehand:

Start View Data Table Data Gantt chart To

— Default 4T Earliest start
V Milestone Of= Latest start ¥ Reminder
95 Show milestones| 0 v | D) Latest end

Time bar Preselection

Milestones that have been marked for this purpose are also displayed in the superor-
dinate levels, so that they are also visible in closed projects or blocks:
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V Milestone OF= Latest start ? Reminder | ™| Backward % Backw., «

%9 Show milestones| 8 v | D) Latest end "% Delete Link dialc
-;0 Preselection Lin
No Lev Task -8 ;I_'rafﬁc Status| 2" 2022 |
-7 ight '11 W12 W13 W14
2 186 2 £ ) e
3 2 @5 §S... w
4| 3 -4 _ [ ] roj.Start
5 3 (% e
18 3 ( :i contents (2) o F
19 = 0 1e topics [ ]
20 4 1 turing (2 [ ]
21 5 2 * stailed... o
22 5 3 oduct selection | @

Milestones are marked in the Data Gantt chart tab.

A number > 0 indicates the levels that should display the milestone, from top to bot-
tom . A "2" therefore means that the milestone should be displayed in levels 1 and 2.

A number < 0 indicates the levels that should display the milestone, from bottom to
top . A "-2"in this case means that the milestone should be displayed on the next 2 lev-
els above. So if the milestone is on the 4th level, it should be displayed on levels 3 and 2.

A "0" does not indicate the milestone at any higher level.
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Entering properties of the time bars via dialog box

After clicking on a time bar with the right mouse button, a dialog window appears in
which all properties of the selected time bar are displayed and can be changed directly:

LTSS LA IS S DU D

entify processe ? n

et

B desio Delete time
bar

Designation / Note / Locks

Designation
Basic design
Same designation as row m
Note
v
Lock Not locked v
Start / End
Duration/Effort unchanged? (]
Start 04/03/2022 07:45  ~
022 End 12/04/2022 16:00 ~
-20  21-27 2 !
I Duration / Effort |
I Milestone (Length = 0) (J |
I Duration or effort? Duration v I
I
_ Start / End unchanged? Start unchanged v |
|
- Enter duration as working time v |
|
- — |l
1 II“I “I Duration 28.0d |7 |
0o Mmoo 1000% [ 5] |
Workload like row (]
IdefEifjidepartn Level of completion in % 33.3% |
ign
ign I Completed (J
I Choose har
I Apply Close

00 00000 - O |

The dialog window can remain permanently open (and will then always display the prop-
erties of the currently selected time bar).

Designation of a time bar

By default, a time bar has the same name as the task to which it belongs. Inaddition to
the possibility of changing the name in the properties dialog, a different name can also
be entered by double-clicking on a time bar.

After pressing the ENTER key or clicking on another element, the text is displayed within
the time bar or - if the length of the bar is too short - behind the time bar. If the labels of
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the time bars are not to be displayed temporarily, they can be changed in the options
(see "Time bar" on page 113).

If the name of the task to which the time bar belongs is to be used again, delete the
name of the time bar.

Time bar lock

In many projects there are deadlines that must not be exceeded, such as the delivery of a
product to the customer or the start of a production. Such dates can be entered in A -
Plan aslocked time barsTo lock a time bar, click on it with the right mouse button and
select Locked in the properties window.

If it is to be prevented that the lock can be removed by a "normal” user, a user with ad-
ministrator rights (see "Create users" on page 148) can alternatively select the entry
Master lock.

| | i Locked time bars are delimited by vertical
| | | bars with white filling, time bars with " Ad-
' I ' I ' I ' ministrator " lock are delimited by vertical
| | |

bars with black filling.
How shifts within the project flow are possible despite locked time bars is described in

chapter "Buffer times" on page 60 is described.

Separating time bars

By clicking on a time bar with the CTRL key held down at the desired separation point, a
time bar can be separated so that the two new halves can then be edited independently
of each other:

an

Completed time bars

If a time bar is completed, after clicking the time bar with the right mouse button and
selecting the command Completed,the current time is entered as the completion date.
Alternatively, the Completed command can also be used in the context menu of the
row (click on the name with the right mouse button). If there are several time bars in one
row, all of them will then be set to 'Completed '.
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Colors

| Patterns

By pressing the Color button in the Data Gantt Chart tab or by right -clicking on the

left (indicator) column, a dialog box opens that allows you to assign different color pat-

terns to tasks and time bars:
Processes (4)

Sfropics, contents (2) |
Define topics
Slstructuring 2) |

Detailed structure
Product selection

& Internal...

Performance...

Place Web design...

Install hotline (1)
Search engine...

Assign Color/Pattern

Designation
(no color)
(like superior)
Priority 02

data proc.

external implem.

internal implem.

Staff training (2) milestone
Adjust brochures... process
Marketing... r

(& External...

¥ Create nrotntune

(untitled 06)

K

-~

E X

Preview

The assignment takes place depending on the definition below in the dialog window for
a task, time bar of the task or both . Severalrows can also be marked here. Whena
heading is assigned a color, the color is also applied to the subordinate tasks (like su-

perordinate), unless they are given their own colors.

If individual time barsare marked, only these time bars are assigned a color.

The Priority ...
or (see 'Individual pattern” on page 121).

entry causesthe respective priority-dependent pattern to be used ascol-

Resources or resource groups can also be assigned colors.

These are then also used for the time bars of the tasks to which the resources have been

assigned:

Performance... @® Miller (30.0) 30 % l»l _ Performance specification | |
Place Web design.. . @  Miller (15.0) 15 % | b
el - 0 o man - —A A A e ~ N | |

v. 2: 2/2 | from lev, p—aaiac — —

Assign Color/Pattern E X | Sep 2022 |

»urce/Task

. . . 34 W35 W36 W37 W38 W39 \
Designation - Preview I

Stevens (8) = :l | | | | | | | | | ﬁf
Staff training (no color) [ ]

Schulz (8) (like superior) L] R | OO | OO O o C
Install hotline data proc. | C
Search engine... external implem.

Staff training i i
Purchase. .. internal implem. [ I Purchase hardware
Task 33 milestone [ |

Miller (14) | process s ]| | | | | [ ™ L
Performance... b iStaff1 * 1 | Performance specification |
Place Web... F ¢
Adiust... Staff 2 [ |
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However, this isnot the case if several resources have been assigned toa task, because

then no unique color can be used.

Reminder

With the reminder function, the display can be limited to the tasks that are pending for
processing or that you want to be reminded of. A reminder is set by double-clicking the
desired point in time in the Gantt chart while Reminder is activated at Data Gantt chart .
This point in time can be recognized by the exclamation mark:

Task ;I;;:iﬁc Sta
Identify departments (1) e
Determine contact... 2
Identify processes (1) [ ]

Mar 2022 |
w12 | w13

W14

If the button with the exclamation mark is now active in Status, only those tasks are dis-
played whose reminder date is before or on today's date (highlighted in light red):

Start View Data Table Data Gantt chart Tools
3: | Default v [ - D
settings E = —= |l &S&
] Spec. print
'rofiles v profile (No) | == cea [l
Profile Deadline
Lev | Task 'I_'rafﬁc Status Resources
light
1 B Examples (2) &Y
2 [© E-Business integration (6) H
3 (&) Processes (4) .
4 Identify departments (1) e ! Miller (20.0)
2 & Project2(4) &Y
3 Milestones (2 |
3 B Task 1 (3) &
4 Task 12 (2) H Miller (40.0)...

->
’
?

= 3 89

Traf ... Status

Mar 2022 | Ar
Wi2 | Wiz | wi4 | W

ﬁ

]

n

The reminder date in parent rows corresponds to the earliestreminder date of all sub-

ordinate tasks.

A reminder date can be deleted by deleting the date in the reminder column or after
marking the exclamation mark and pressing the DEL key.
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Delete time
bar

Desianation [ Note / Locks

Note:

1
Clarify date with client!
., rocesses

Same designation as row

Note
Clarify date with client!

v

Each time bar, milestone, limit
andremindercan be annotated
with a note that becomes visibl
when the mouse cursor stays
over the corresponding icon for
more than approx. 0.5 s.

Enter or change: After clicking the desired element with the right mouse button, the note
can be entered in the properties window. The note icon is removed when the text of the

note is completely deleted.
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Link time bars

In order not to have to manually move all time bars that are affected by the change

when changes are made to the project, the time barscan be can be linked to each other
as desired For example, if the third of five linked tasks is moved by 2 weeks, the remain-
ing two tasks are also automatically moved by 2 weeks.

< 2020 = 2020 Links are represented byrows, which are marked with ar-

10 17 24-1 2-8 [9-15 16 23 3
rows.

The time bar to which the arrow points is called the suc-
cessorand the one from which the arrow comes is called
the predecessor.

The distance between linked time bars remains constahbne of the predecessors is
moved or its duration changes. If a shortening of the distance should be allowed within
certain limits, buffer timescan be inserted between the time bars (see '‘Buffer times" on
page 60).

If a time bar is to be shifted until the beginning of the next time bar before the next time
bar is shifted, avariable link can be used:

I 1 |

If a time bar is moved that is linked to other time bars, all affected time bars are marked
red and moved synchronously with it:

Determine new processesﬂ

Detailed design

dentify processes

54 9 Enter and change data A-Plan X



Create / delete shortcut with the help of the mouse
The easiest way to create links is to select thesuccessornd then clicking on the prede-
cessorwith the L-Key pressed.

If the successor is to depend on the end of the predecessor, click the predecessortihe
right of the center, if it is to depend on the beginning of the predecessotjick the pre-
decessor to the left of the center.

Subsequently, you can also change the connection point for the successoby clicking on
the left or right half. In this case, please make sure that the LKey must still be pressed.

A variable link is created by pressing the V-key instead of the L-key.

If you click on link lines with the left mouse button, they will be marked (recognizable by
the red color) and can then be deleted bypressing the DEL key.

Create several links at the same time (distance ="0")

- In the Data Gantt chart tab there are sev-
M, Forward T2 Forw., distance 0 e e [

™_Backward ‘21 Backw., distance 0 eral functions that can be used to link all
= v autom.links  the time bars of the currently selected are

"% Delete Pl Link dialog )
Linke forward or backward simultaneously.

If the functions with distance O are selected, the distance between the linked time bars is
set to "0" in each case, i.e. the time bars concerned follow one another directly.

When you click the Delete button, all the links of the selected areawill be deleted.

Links" column
In the column Links column, not only the dependencies on other tasks can be displayed,
but it is also possible to enter or change them there directly:

Link The first number indicates the row of the predecessor and the type
of link. The second one the distance between predecessor and suc-
cessor in the dimension set in the duration options.

8ES

10ES-3.00d; 6ES+9.00d
13ES-5.00d

16ES+1.00d

The type of link describes the respective position of the links at the predecessor and suc-
cessor and has the following meanings:

ES end - start
SE start - end
EE end - end

A-Plan X Enter and change data § 55



SS start - start

Link dialog box

If the predecessor isutside the visible area or the distance between the two time bars is
to be set, it is possible to set the link in a special dialog window. It is opened by clicking
the Link dialog button in the Links function group (see above).

Both lists show all folders, projects and tasks that are currently in the main window of A-
Plan.

The time bars are displayed below in separate lists so that the desired predecessor or
successor can be specified in onerow even if there are several time bars. In this case the
time bars are numbered consecutively in the respective list as well as in the main window
of A-Plan:

Identify processes (1 Identify processes
(= Determine new proce Determine new processes
Basic design (2) Basic design

?
Predecessors Successor
5 b Identify departments A 7 » Identify processes A
6 » Determine contact persons 8 4 Determine new processes (2)
7 p Identify processes 9 » Basic design
8 p Determine new processes (2) 10 p Detailed design
9 » Topics, contents (3) 11 » Topics, contents (3)
10 » Internal implementation (7) v 12 b Internal implementation (7) v
Time bars
‘Identify processes v ‘ ‘Basic design v ‘
Start ® End @) Start End
Distance -3,00d| 7 Apply ® ) Fixed Variable
ilose SEie Disconnect link Close

Predecessors and successors can also be selected by clicking on the time bars in the
Gantt chart, by first clicking on the Predecessors or Successorslist in the dialog window
and then clicking on the desired time bar in the Gantt chart.

The following functions are available in the dialog box:
1 Link selected time bars
1 Specify thetype of link ("End/Start", "End/End", "Start/Start" or "Start/End")

1 Set the spacing of the time bars (if the Move successors selection is not active,
the spacing will not be changed when linking)

1 Type of linkage Fixed or Variable
9 Linksdisconnect
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Automatic links

H,- Forward % Forw., distance 0
:"lc Backward % Backw., distance 0
Link dialog

Links

---+ Buffer Mode

V| Autom. links

:')‘3{ Delete

Tomlgle

If auto -linking is activated, links to the
predecessor or successor are automati-
cally inserted when new tasks are cre-
ated, where this makes sense:

R =

The link(s) to the predecessor is/are adopted and the successor is linked in such a way
that its start is identical to the end of the new time bar.
If the predecessor therefore has several links, they are transferred to the new time bar in

the same form:

T

Links with headings are not inserted.

i =

When an task is deleted , the successor- if available - is linked to the predecessor(s) of

the deleted time bar:

T | —

B 5
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Buffer mode

Normally, linked time bars are generally moved when one of the predecessors is moved.
If this is temporarily not desired, the buffer mode can be switched on, all links are then
displayed dashed and shifts are not passed on to subsequent time bars:

Adjust end
e v/| Adjust start
Adjust capacity usage
Adjustment

Apr 2022 May 2022
14 | 15 16 | 17 | 18 | 19 | 20 | 21 | 22

rocesses
Tdentify departmentsl

YDetﬂrmine contact persons

dentity processes

Fixed end (backward linking)

B || For projects with a fixed end (e.g. delivery date), it

I | can be useful to link the individual tasks not from
the beginning to the end, but from the end to the
beginning. With this backward linking, changes
propagate from right to left.

However, this approach only makes sense if the start of the project is to be determined
during the planning phase. Delays after the start of the project would only lead to the
realization that one has started too late!
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For backward links, the dialog box can be customized. In this case the successors are on
the left and the predecessors on the right:

?
Successor Predecessors

1 | 4 Projekte (1) ~ 1 | 4 Projekte (1) ~

2 4 Projekt 1 (1) 2 4 Projekt1 (1)

3 4 Vorgang 1 (6) 3 4 Vorgang 1 (6)

4 p 1 4 » 1

5 » 2 5 » 2

6 3 6 3

7 4 V] 7 4 V)
Time bars
3 V| 4 v

Start ® End ®) Start End
Distance 0,00h| 7 Apply @ Fixed Variable v Backward link display

~

Buffer 0,00h| 7 Move successor Disconnect link Close

Link leading to collapsed headings

Linking lines ending at task bars which are included in collapsedheadings are displayed
as dotted lines in this area:

Note:
Links cannot be selected and deleted if one of the time bars is in a collapsed heading!
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Closed circle reference
When linking several time bars, it can happen that a closed circle is created, whereby
each bar would ultimately be its own predecessor.

Since this linkage, also called circular reference, contradicts the laws of logic, in this case
a hint is given and the linkage is not made.

Buffer times

Time reserves between two processes are referred to aduffer times. These have the ef-
fect that delays within a project do not affect the following steps until the buffer time
has been used up.

Buffer times are
displayed as
shown on the
left.

The second task has a float of 1 day (1). This means that its end can be shifted to the
right by 1 day without falling below the minimum interval (2) of 1 day to the next task
and thus without shifting the subsequent tasks.

Thefirst task has a buffer time of 2 days (3) and a minimum interval to the next task of
2 days (4).

If the effects on the entire chain are taken into account, the float time of 1 day of the
second task is added to the first task, resulting in a total (=accumulated) float time o8B
days (5). This means that the firsttask can be shifted to the right for 2 days without af-
fecting the nexttaskand for 3 days without affecting the lasttaskin the chain.

To clarify the relationships, the following illustrations show the effects that arise when
the end of the first task is increasingly delayed.

Buffer 1. initial situation

Buffer

cum 5. 6. T 8.
| | |
|27 BTN ... L
ERIEE T
| | ot |
Buffer 2.delay first task by 2 days
Buffer ' om | 5 & | 7 | & y y y
| | |
|ooT] T
[ a7 aT] |
| | o1l |

Result:No effect on following tasks; own buffer of the first task is used up; however, if
the entire chain is taken into account, a (cumulative) buffer of 1 day is still available.
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3. delay first task by 3 days

Result:Secondtask is postponed by 1 day and thus also uses up its float time; as a re-
sult, the first task no longer has a cumulative float.

4. delay first task by 4 days

Result:Lasttask is delayed by 1 day, because the original buffer of 3 days (within the
whole chain) was exceeded by 1 day.

Setting the buffer times

! | The buffer time can either be entered in the corre-
T"l| I sponding column of the table or spec_ified by holding

| Buffer length: 3.0 d down the left mouse button. To do this, the end of the
| | time bar that is to receive a buffer time is "touched" at
the bottom edge so that the mouse arrow takes on the

shape visible on the left.

Notes

Buffers canonly be created forwards , i.e. from left to right.

The length of a buffer (including accumulated buffers) is generally determined using the
default calendar (see 'Create resource calendal on page 86) is calculated or displayed.
In actual mode (see"Target/actual comparison, forecast' on page 104), the buffers can
neither be created nor changed.

If the limit of a buffer is exceeded, a negative buffer is displayed. This enables APlan to
display the original buffer again when moving a taskto the left. Further effects do not
result from a negative buffer.
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Multiple links

A task can also have several successors or several predecessors

N If a task has two or more predecessors, the common successor is
| — moved with every shift of a predecessor in the case offixed links.
If this is not desired, the links must be created in a variable way,
% """" then the successor is only moved when the moved predecessor
»[L hasreached its beginning.
1 If a certain distance is to be maintained, afixed linkage with
| P— buffer (upper predecessor) is selected.
S 10 1 14 e s a0 23 a4 2 2 a2 |fthe predecessors are to have different dis-
tances to the successor in the planning phase,
F buffer times are defined for the predecessors,
— . e.g. until the start of the successor. The succes-
' : L'I ---------- : sor is then only moved when the latest end of
TTTH1  the predecessors has reached the start of the
successor
Critical path

Optionally, the critical pathcan be indicated. This is the path from the start to the end of
a project - or sub-project - where the sum of all buffer timess lowest orequalsO. A
delay in an activity on the critical path therefore always results in a delay in the end date.

L-E-
»I

This is the case here with pathA - B - E- F, why it is marked red. The other paths are
not critical , as either the buffer at C or at D comes into effect.

The marking of the critical path islone in the View tab.

The same applies to displaying theaccumulated buffer (see"Buffer times" on page 60).
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Limits
Limits ensure that it is immediately recognizable when a project or an activity exceeds
certain limits. The limits are taken into account both in planning and in the actual status.

They can be entered either in the respective column as date/time or after preselection in
the Data Gantt Chart tab by double -clicking on the desired position.

Apr 2022 May 2022
15 16 |17 18 [ 19 |20 | 21 | 22 | 2
Faskc 157Ster MonLabor Day Ascensic\Wh

|

} Task 13_'_

If a change causes one of the existing limits to be exceeded, a note is displayedin the
Status column:

'I_'rafﬁc Status Mar 2022 Apr 2022
light 11 |12 | 13 | 14 | 15 | 16

® = 4 > as

Task bar list

Opening the task bar list

Select the Task bar option from the Data Gantt Chart tab to see the task bars of a row
in list form:

Task bar - n
New Delete
Designation Start End Dur. pld. | Eff. pld. Complet.. | Note Series Pattern
gLastenheﬂ erstellen 1 27.01.2023 16:00  09.02.2023 16:00 72,0 h 18,0 Wh [ (unbenannt 27)
Lastenheft erstellen 2 12.06.2023 12:00 16.08.2023 14:00 378,0h 109,89 Wh [C (unbenannt 20)
Lastenheft erstellen 3 18.09.2023 14:00 04.11.2023 12:00 250,0 h 72,7 Wh [ (unbenannt 27)
Lastenheft erstellen 4 31.05.2024 12:00  07.06.2024 11:00 39,0h 11,3 Wh [T Priority 2
Apply Close

The display of the task bars in list form makes it possible to see all the task bars in a row
at a glance (this is especially helpful when there are many task bars in a row and they are
spread over a longer period of time).
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Series (periodic dates)

Series (periodically recurring dates) ? n There are dates that
Series pattern are regu|al’|y repeated,
Each / all on 1|5 . day every/ all 1| | Month(s) SUCh as anniversaries
Day(s) of the week ®on last v|Monday - | Each/all 1| 2 | Month(s) meetlngs mainte-

® Day of the month

nance datesetc. To
simplify the entry of

Day of the year

Exclude these dateS,A' Plan
v/ Holidays If exluded, has a SpeC|a| dla|0g
v Srdars Omit dates window for this pur-
v Sundays @) Shift dates
pose.

Before create new series Period / number The dla|Og W|nd0W |S

Current series: End by 25/09/2022 | v . .

® Delete entire current series ®) Number of dates 5 : (create new) Opened by CIICkIng

Series in the Data
Gantt Chart tab.

Delete to the right of selection Link time bars

Other series / individual time bars:

Create series Close

Important:
A seriescan only be created if the first time bar of the desired series has been entered

and marked beforehand . In addition to the start of the series, this time bar determines
the time of the start and the duration of all time bars of the series to be created I'An
exception are series in minute or hour intervals (see below), with these the marked time
bar determines only the duration of the other time bars.

A series can only be created ifno resources have beenassigned yet. This should there-
fore only be done after the series has been created.

So that as many variants of series appointments as possible can be generated, four dif-
ferent series patterns are available. The number of appointments can either be entered
as a numerical value or calculated automatically by entering the end date. Furthermore,
already existing single appointments or series can be deleted before creating a new se-
ries.

Series pattern 6 &h(s)/alld

This series pattern is suitable for all appointments that are to be repeated at the same
intervals, and the following units can be selected:

Minutes,
Hours,
Days and
Weeks
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Series pattern For the "Minutes"

® Each / all Each / all 2 : Hour(s) v | between |08:00 : and |12:00 : and "Hours" Units,
Day(s) of the week el
oy ey both the days of
Day of the month /| Tuesday Saturday the week and the
Day of the year Wednesday Sunday time range to be
v day

considered in each

Exclude i
v/| Holidays If exluded, case can be Speci-
Omit dates fled'
@ Shift dates

In addition, it is possible to exclude holidays or weekends from the assignment of ap-
pointments.

Except for the units "minutes” and "hours", appointments that have been excluded can
either be suppressed or moved to the next permissible day. For "Minutes" and "Hours",
excluded appointments are always suppressed.

Series pattern ®May(s) of the weekd

The series pattern®ay(s) of the weeldis used when appointments are to be generated
that are to take place at intervals of one or more weeks on always the same days.

Series pattern This can also be
Each / all on . . o ST weekt several days if
® Day(s) of the week onday riday Each/a v | Week(s
v| Tuesday Saturday they a_re to take
Day of the month Wednesday Sunday place n the
Day of the year /| Thursday same Week, e.g
always on
Exclude Tuesday and
v/ Holidays If exluded, .
Thursday at in-
Omit dates
tervals of 2
@ Shift dates
weeks.
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Series pattern @ay of the month 6

There are two options here:

Series pattern Either a specific
Each / all ®ion 3| 0| . dayevery/all 2| 5| Month(s) calendar day is
Day(s) of the week on llast | Monday + | Each / all 1|2 | Month(s) selected for the

@ Day of the month desired dates

Series pattern or

Each / all on 3| 0| dayevery/ all 2| 5| Month(s)

a certain day of
Day(s) of the week ® on [first + | Monday ~ | Each / all rd o | Month(s) the week

® Day of the month

whereby in both cases the interval between two dates can be any number of months.

Seriespatternd Day of the yeard

This series pattern is similar to the pattern ®@ay of the month &

Series pattern A fixed date can
Each / all ®on B2 January v | Each/all 1| 0| Year(s) be selected
Day(s) of the week on first ~ | Monday ~ | in January ~ | Each / all 1|2 Year(s)

v

Day of the month

® Day of the year

Series pattern
P or

Each / all on 5 : January ~ | Each / all 1 : Year(s)
a day of the week

of a particular
month.

Day(s) of the week .on first ~ | Monday ~ | in January ~ | Each / all 1|7 Year(s)

v

Day of the month

® Day of the year

In these cases, the interval between 2 appointments is one or even several year(s).

Create serial appointments

Farel ) murleEs After the desired series pattern has been set,
End by 25/09/2022 | v enter either the desired time period or the

® Number of dates 5|0 | (create new) number of appointments your series should

v Link time bars have. The series appointments are created

starting with the selected time bar - by clicking
the Create series button.

So that serial appointments can be distinguished from manually entered appointments,
they are marked by a colored circle at the beginning of the time bars. They can still be
treated like manually entered time bars, i.e. moving, deleting etc. is possible at any time.
Subsequently changed time bars are marked bya white mark within the identifying circle
(second time bar from the left):
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Linking series appointments

If later on it should be possible to shift the whole series by a certain period of time, the
option Link time bars can be activated. In this case, the time bars are automatically
linked by a "start-to-beginning" relationship (see "Link time bars" on page 54):

o ] ] ]

Multiple series in one row

Several series can be created in ongow. In this case, after creating the first series, man-
ually enter the first time bar of the second series and then create the second series.

Each series within a row is marked with a different color:

d o d dd ad &

Delete existing appointments

Before create new series Before creating a new series, existing individu-

Current series: al appointments or series can be deleted (e.g.

O D=578 ST EIEE £ 2 if a series is to be created again with changed
Delete to the right of selection settings).

/| Delete manually changed time barg

Other series / individual time bars:

Delete all existing single time bars

Delete all existing series

Restrictions

If the first (marked) time bar is linked to other time bars, the linked time bars will not be
duplicated when creating the series!

When creating a series, no check is made for speed reasons as to whether the new time
bars overlap with existing ones.

For tasks with assigned resources, a series can no longer be created if the working time
is changed for one of the resources (see 'Special cases (flexible resource allocatiori)on
page 97) or if a series has already been created. Therefore, the series should always be
created first at the task and only then the processing times should be changed at the re-
sources or a series should also be created.
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SEARCH AND REPLACE

Search

Clicking on the Search & Replace function in the Table Data tab opens a dialog win-
dow that can be used to search for or replace any text. If the specified text is found after
clicking the Search button or then the Continue search button, the relevant row in the
table is highlighted and the text found is displayed in its context in the lower part of the
dialog box:

Task Search & Replace
more examples: File/Open... | Search for: Detail v
B Examples (2) Replace with: v a
_Busi integration (6) ) ] ose
B E-Business integration (¢ Search options Search direc.:  All v
Column; Compare: Part of the text  ~ Replace

B Processes (4)
IdEHfmeDEf‘tmentS (1) (all columns) e +|Case sensitive Replace all
Determine contact. ..
Identify processes (1)

B Determine new process...

Incl. time bar

Incl. notes

Basic design (2) Detailed design
Detailed design (1) (Task ) 1 from 2
S Detailed design
=2
Note:

Only the rows that are currently in the table are considered - regardless of whether they
are currently visible or located in closed folders or projects. Data that are not included in
the table because they do not meet set filter conditions will not be included!

Replace

If the text(s) found are to be replaced by others, this can then be done by clicking on
Replace or Replaceall.

Note:
Data located
in folders without sufficient access rights will not be changed by the Replace function!

MOVE AND COPY FOLDERS, PROJECTS AND TASKS

Moving rows (changing the display order)

The order of projects and tasks can either be set manually or set as sorting by one or
more column values. If no column sorting is set (see"Sort order” on page 20), the exist-
ing order can be changed manually.
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To change the order, select the row or several rows to be moved in the number column
and drag them to the desired position with the mouse.

If the insert is to be inserted below the block on which the arrow is currently located ,
press the A KEY at the same time. The arrow will then point to the right:

Nr Vergang

2 B car Prototype (3)

3 B Konstruktion (4)

3 B Planung (3)
Produkticn

—— - P

15

If it

points to the right, the insertion is done within this block, one level below the first row.

Nr Vorgang

2 [& Car Prototype (3)
3 Planuna (3}

] Konstruktion (4}

~|! R‘I Planung (3)

Nr Vorgang
2 [ cCar Prototype (3)
3 Flanung (3)

_} _-n =1 v d Lobs fAa

|3;:_| Planung (3)

ey P e

Copy, Cut and Paste

Nr Vorgang

2 [ cCar Prototype (2)

3 = Konstruktion (5)
— ' 4 Planung (3}

10 Grobentwurf (2)

Select the row(s) you want to copy or cut and choose Copy or Cut in the Data Table tab
or the familiar key combinations Ctrl+C or Ctrl+X.

(= Processes (4)
Identify departments (1)
Determine contact...
Identify processes (1)
(& Determine new process...
Basic design (2)
16 5 Detailed design (1)
Lev. 1: 2/2 | Lev. 2: 2/2 | from lev. 3: 47/47

k‘z_

,_.
o
[0, B N N N oY)

If you have selected a folder or a project, not
only the respective "row" but the complete fold-
er with all projects, tasks and time bars or the
complete project with all tasks and time bars will
be copied.

The number of copied or cut folders / projects /
tasks / time bars in the A-Planclipboard is
-displayed on the left -in the status bar.

The copied row or block can then be pasted below a selected row.

Transferring projects and resources to another A-Plan database

Projects and resources can be transferred to another database, and this is also possible

with complete folders.

To do this, A-Plan is called up twice on the same computer and the desired databases
are opened. Since in this case both programs use the same clipboard, the transfer can be
made by copying or cutting the desired data in the first database and pasting it into the

second database.

Projects and resources are transferred separately, theassignment of resources to tasks is
done automatically via the names of the resources.Resourcesmust therefore be trans-

ferred first.
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Move all appointments of a folder, project or task by a fixed pe-
riod of time

Shift Dates » BE3 | 'f not only one operation, but a larger
. area of a database is to be shifted by a
Car 'pmtotype [} fixed period of time, a special function

can be used for this purpose.

Shift by:
Years: o[% To do this, select the tasks, projects or
Months: [ even folders and choose Shift in the Da-
Weeks: o[ ta Gantt Chart tab , whereupon the dia-
Days: ol~ log box shown on the left opens, in
o 0 - which you can enter the desired time

| : shift.
Minutes: 00

v/| Shift limits, reminders

Reference date: New date:
20.02.2022 06:00 - 20.04.2022 06:00 -

{ Shift Date(s) \ Close

Windows clipboard

Projects or resources are also available in the Windows clipboard after copying, so that
the copied data can also be pasted into another application such as MS Excel.

Start  View | DataTable | Dat In the Data Table tab, you can specify
¥, cut (=) Hig which data should be transferred to the
Copy San intermediate table.
Delete
Options D Low

Copy cc*ymn header

No| Le Copy resource rows

51
!

Copy time bars
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DATA DELETION

Delete folders, projects, tasks or time bars

One or more rows (folders, projects, tasks) or a time bar can be deleted by first selecting
it and then either

in the Data Table tab the Delete command or

the DEL key is pressed.

If a time bar is marked, the delete command is applied only to the time bar, otherwise to
the marked rows.

Important:
When deleting folders all projects of these folders are deleted, when deleting projects all

tasks of these projects are deleted as well!
If the options are set accordingly (see "Confirm deletion of data" on page 129), a dele-
tion process will only be executed after you have confirmed it again.
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SPECIFYING THE DATA TO BE DISPLAYED /
PRINTED

FILTERSEARCH

Starting with version X of A-Plan, filters can be entered directly atthe titles of the indi-
vidual columns as column filters (see same page below).

So that the filters of older versions of A-Plan canstill be used, the dialog filters are also
still available (see Dialog filter on page 74). In addition, the dialog filters make it possible
to specify specific projects and resources for display or printing.

Hint:

Since the column filters, with the exception of the project and resource filters
(seePrOject/resource filter on page 75) contain all the possibilities of the dialog filters,
but are much more flexible and extensive, we recommend using only the column filters
for new planning, with the exception of the project and resource filters.

A special kind of filters are the status filters , which can be switched on and off directly in
the Start menu of A-Plan (see Status filter on page 81).

COLUMN FILTER

After clicking the funnel icon in the title of a column, a window for setting filters or
searching data will be displayed.

S*Trafﬁc S Feb 2022

Values  Text Filters

Task

Choose hardware (1)

Purchase hardware (1) =
Select provider (1)
&= Project 2 (4) (Al ~|
Milestones Adjust brochures L
B Task 1 (3) Adjust prototype
Task 11 (2) Approval and release L
Task 12 (2) Basic design
B Task 13 (3) Choose hardware
Task 131 (2) Create prototype
Task 132 (1) Create web pages
Task 133 Data processing v
Task 2 (3)
B Task 3 (3) -

w222/ | fram lav 2= 47/47
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In the Values tab, the values of the relevant columns are displayed, and in the field
above, the selection can be restricted:

Values  Text Filters

design|

Basic design
Detailed design
Place Web design order

Close

After activating the desired values, only the selected onesare displayed in the table - in-
cluding the respective headings, since otherwise it would not be recognizable to which
the found entries belong:

Task T | Traffic _ _ Feb 2022
Values  Text Filters
= Examples (2) |

B E-Business integration (6)
= Processes (4)
(= Determine new process.
Basic design (2)
Detailed design (1) Place Web design order

design

v/ Basic design
v/ Detailed design

Below the table, the filter set in each case is displayed, where it can be temporarily deac-
tivated or deleted:

X ||v [Task_Name] In ('Basic design', 'Detailed design')

In addition, it is possible to combine filters of different columns, here e.qg. with a text fil-
ter, so that in addition only all resources are displayed that begin with a certain text:

Values  Text Filters

Begins With v
Equals

Does Not Equal

Begins With *

Ends With

Contains

Does Not Contain

Is Blank

Is Not Blank

Custom Filter

Clear Filter Close
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DIALOG FILTER

Performance

Besides the performance of the respective computer and the bandwidth of the network
connection, the performance of A-Plan essentially depends on thenumber of data in
the main table.

Therefore, there are two ways to limit the number:
Setting project or resource filters , see next chapter,
and

Exclude data that are in the past and therefore not currently of interest, see Do not
show completed projects on page 76.

Limiting the data to only what is currently needed also has a significant impact on the
delays caused byrefreshing every 30 seconds when changes are made by other users.
Since therefresh only affect the data currently in the table, they are significantly reduced
by the above measures.

Changes to data that is not currently in the table will not be updated until they change
due to other filter settings etc.

After clicking the Set dialog filter button in the View tab, a dialog window opens where
various filters (search criteria) can be set.

The set filters are activated in the View tab by snapping Project/ resource filters on/ off
or General filters on/ off.
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Project/resource filter

In the first tab, in the list Folder / Project / Task list displays all projects with their tasks
that are in the database. TheResource group / Resource list shows the resources pre-
sent in the database:

Filter ?
Projects / Resources  Gen. Filter - Text  Gen. Filter - Date  General Filter - free text fields
Folder / Project / Task » Readin Resource Group / Resource a Readin

1 /| (Bezeichnung) v ~ 1 4 v Abteilungt (5) v ~

2 v/ (Bezeichnung) v 2 ) v/ Interne (4) v

3 4 /| (Bezeichnung) (1) v 3 4 /| Organisation (6) v

4 v/| (Bezeichnung) v 4 V| Frank (passiv) (3)

5| 4 || (Bezeichnung) (1) v 5 v/ Henry (deleted) (3)

6 V| (Bezeichnung) v 6 v/ Kevin (3)

7 | 4 || Interne Projekte (1) v 7 /| Peter (3)

8 » |v/| e-Business (7) v 8 v, Ulf (3)

9 4 Vv gKundenprOJekle (3) v 9 » | Produktion (2) v

10 » |v/| (Bezeichnung) (4) v 10 » |v/| Projektmanager (3) v

11 » |v/| CarPrototype (14) v 11 | 4 / Monteure (3) v

12 » |v/| CarSeries (3) v 12 v/ Hans (3) v

13 | 4 |v/| Projekte 3562 (2) v 13 v/| Reiner (3) v

14 p |v/| e-Business (5) v 14 4 | Standortxyz (2) v

15 » |v/| Projekt2 (2) v 15 v/ Externe (1) v

16 | 4 v| Verwaltung (1) v v v

Select All max. level: 3|0 Select All Select All max. level: | 3|7 Select All
Do not show No passive resources
Deselect all completed projects Deselect all Deselect all Deselect all
No deleted resources

Earliest end date (not set) v Delete general filters Apply OK Cancel

If the Project/resource filter on/off ~ function has been activated, only the folders or
projects selected in the lists on the left in each case will bevisible in the table of the
main window.

Read in

The Read in column should only be used for large databases (more than approx. 5000
tasks) or if either projects and resources are planned in a database that haveno over-
laps or if, for performance reasons, only part of the planning is  currently to be taken
into account.

Advantage:

1 Not all data is read in from the database, which means that A-Planreacts more
quickly to input and changes, and there are no delays due to updates following
changes made by other users.

Disadvantages :
1 Projects that have not been read in do not affect the workload of resources

1 If resources have been excluded from the import, their assignment to projects
or tasks is not visible. They are either not displayed at all or - if other resources
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are also assigned- they are displayed as N.N. Therefore, resources should only be
excluded from the import if projects are displayed or processed in which the re-
sources concerned are not used.

Notes:

The folder and project rows themselves are always read in,  since they must be avail-
able for display in the filter dialog, among other things. If no display in the table is de-
sired, the check mark on the left can be removed.

Projects and resourcesfor which no authorization has been set in the user administra-
tion (seedProject permissionsdon page 152 and dResource permission®on page 154)
are generally not read in and also not displayed in this dialog box.

Do not show completed projects

Projects (= 2nd level) are not displayed in the table if they are completely finished.

No passive or deleted resources

Passiveordeleted r esour ceBag¢sieeed® or O0debrt3p)a@rot esSOUT C ¢
read from the database and are therefore not displayed in the resource table.

Earliest end date

The date set here specifies that no tasks or projects are to be read in from the database
whose end date is further back than the Earliest end date .

The Earliest end date can be changed at any time without affecting planning data. If it is
deleted, all data of the database will be read in.

The Earliest End Date function also has the advantage that it is not necessarily neces-
sary to swap out older projects by copying and pasting them into an ‘archive' database.

If you still want to do this, it makes more sense not to copy and paste, but to create a
copy of the database by saving it as and, if necessary, to delete the projects in this da-
tabase that are still current.

Hint:

The profile change takes longer if different conditions for the read-in or the Earliest
end date have been set in the profiles, since in these cases the data must be read in
again from the database.

General filter - Text
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In the second tab, filters can be set for all text fields , assigned resources, list fields ,
priority and level:

Filter :» IEE

Projects / Resources  Gen. Filter - Text Gen. Filter - Date  General Filter - free text fields

Any text field Client ‘ ~ ‘
Priority 00| to 0z Responsible \ v
Level to 02 List 3 ‘ <]
Ident-No. =i ‘ hd ‘
Tegk List 5 \ v
Note List 6 \ v
Changed by List 7 ‘ » ‘
List 8 \ v
Assigned resources - List 9 \ v \
4 Externe "~ List 10 ‘ hd ‘
WBA Ltd.
b |4 Internal staff Sompare
Miller Entire contents of the field
Schulz @) Part of the contents of the field

Stevens Search pattern (¥, ?, etc.)

V| Show all subtasks

v Invert Filter (DO NOT display data that meets filter criteria)

Earliest end date 31/12/2020 v Delete general filters Apply oK Cancel

In contrast to the Projects / Resources tab, the Assigned resources refer to the re-
source column in the upper part of A-Plan and not to the groups or resources in the
lower part of the main view.

Groups or resources that are not activated in the first tab are not displayed in the list of
Assigned resources.

If the searched text can be in any database field, enter the search text inthe Any text
field . In this case, the search will also take into account texts located innote fields or in
the user defined text fields (see below).

Under Compare you can specify whether

the Entire contents of then field or

a Part of the contents of then field is to be compared or
the comparison on the basis of a Search pattern

should be made.

If the Search pattern option has been activated, the wildcards "*" and "? " can also be
used for all texts. Thus, if 'Mei* " is entered, all texts beginning with "Mei" will be found,
e.g. "Meier ", "Meisel" and "Meinrad". If "M ??er" is entered, all texts are found that
begin with "M", end with "er" and have exactly two characters in between, e.g. "Maier"
and "Meyer", but not " Muller".

Within the text fields, individual strings can be linked with OR and AND:
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For example, if you enter "Mai* OR Mei*" for Responsible and select the Search pattern
option, all rows will be found where the responsible person starts with either "Mai" or
llMeill.

Important:
All fields of the general filters are linked with AND, i.e. in case of several conditions only

those records (=rows) will be found, which fulfill all conditions.

Showall subtasks

If the Show all sub tasks selection is enabled, all subordinate tasks are displayed for
tasks that meet the set conditions, i.e. even if they do not meet the conditions.

Hint:

If a status filter is set at the same time in the Start tab of the main window when select-
ing Show all subtasks (see 'Traffic light, Status and Deadline" on page 19), for example,
all tasks of a certain project can be displayed whose end date has passed

Invert filter

Filters can also be set tobe exclusionary, i.e. if thelnvert filter option is enabled, all
tasks that do NOT match the filter condition will be displayed.

Delete general filters

Clicking the Delete general filters button resets all general filters.
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General filter - Date

In the third tab, filters can be set for two different date fields.

Filter

Projects / Resources  Gen. Filter - Text Gen. Filter - Date

Criterion 1 ‘Start pld. v |
‘Af‘ter v |

21/03/2022 | v

Criterion 2 ‘End pld. v |

‘Before M |

Ej06/2022 | v

All fields that have a date can be included in the date filter:

Criterion 1 | \k‘

Planned time to be sient on task

End pld.

Actual time to be spent on task
Start is

End is

End forec.

Entry Date

Criterion 2 Reminder

Completed on

Last change

The following options are available for defining the time period:
E

Before
On
Between

Time range
Current week
Current week + 1
Current week + 2
Current week + 4
Current month
Current month + 1
Current month + 2
Current month + 4

If you select atime period , you can, for example, create ato-do list for a certain period
of time. For example, all tasks can be displayed or printed whose processing time (or
part of it) is within one week in the past and 4 weeks in the future:
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Criterion 1 |Star‘t pld. v |

|Time range ~ |

between | -1 : and ki : Week(s)

Start/end of the time span based on the current
date

The variantsCurrent week ( + n) and Current month (+ n) have a similar function, e.g.
the settings Planned time to be spent on task and Current week + 2 display all tasks
that have to be processed within the current and the next two weeks.

General filters - free text fields

In the fourth tab, filters can be set for the freely assignabletext fields:

Projects / Resources  Gen. Filter - Text Gen. Filter - Date  General Filter - free text fields

Textl

Text2

Text3

Text4

Text5

Textb

Text”

Text8

Text9

Text10
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STATUS FILTER

Since the Traffic Light , Deadline and Status columns cannot be filtered in this way due
to the symbols contained here, the status filters are available for this purpose.

Filters are set by activating the buttons with the status to be selected. Here, for example,
the reminder, so that the selection is further limited:

Start View Data Table Data Gantt chart Tools

a: | Default v [ - O . = z_ o £k 3 :
settings E = = [l &8 £ . e | 3|0
Spec. print oo —
rofiles v profile (No) | =2 cen M ? L4 =15] v All subordinates
Profile Deadline Traf... Status Expand/Collapse
T
Lev Task 'I_'raﬁ"lc Status  Link Resources World Effort pld
light pld 4
1 B Examples (2) @ 9 34% 270.4 wd
2 [B E-Business integration (6) ! 29% 171.3 wd
3 [ Processes (4) ! 35 % 31.8 wd
4 Determine new process... 34 % 16.5 wd

Notes:

If you want to activate a larger number of buttons , you can first activate all of them us-
ing the button with the 4 rectangles ( 55 ) and then deselect the ones you do not want.

If no button is activated, all projects / tasks are displayed without restriction.
Appointment, Traffic light and status are linked with and. So, for example, if 'Red" is
activated for Traffic light and the Question mark is activated for Status, only processes
that have the red traffic light symbol and the question mark are displayed.
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RESOURCE PLANNING

CONCEPT

The resource planning of A-Plan allows an extremely flexible allocation of resources (per-
sonnel, machines, tools etc.) for the processing oftasks. At the same time, great im-
portance was attached to easy handling and clarity!

What can A-Plan resource planning do?

The following problems,among others, can be addressed:

How does duration for processing a task change when the number of resources is
changed?

How many resources must be used to complete a process by a certain time?
What are the implications of certain resources not being available at certain times?
Which resources can be used fora task because they still have free capacity?
Which resources are overloaded?

What are the costs of using different resources?

How much overtime is required to complete a process on time and what is the cost im-
pact?

What information does A-Plan's resource planning provide -?

The following information can be recorded simultaneously in one view:

What is the timing of the tasks?

At what times are the individual tasks processed by which resources and with which ca-
pacity?

What is the workload of resources over time?

What are the working hours of the resources (incl. special hours, overtime, etc.)?

When are which resources absent (and why)?

Which resources are still available in which time period?

Which resources are already at capacity or even overloaded?

How is resource planning operated in A -Plan?

Despite the high performance and the wide range of information that A -Plan provides,
the handlingof resource planning is very simple:

All settings are easy to oversee and understand.
A-Plan supports you optimally in your planning without patronizing you.
Only the values that are actually required need to be entered.

If resource planning is not (or not yet) required for certain applications, A -Plan can easily
be used without resource planning.

82 1 Resource planning A-Plan X



What does A-Plan resource planning look like?

For the display of resources, the main window of A-Plan can be divided horizontally. The
upper half shows, among other things, the taskswith the assigned resources(1), the re-
spective effort (2) and the time bars (3), whose filling pattern indicates when and with
how much capacity work is being done on the tasks:

Task ;I_'rafﬁc Resources Workd Effort pld | Apr 2022 | May 2022 | 5
ight pld 13 |14 |15 16 | 17 |18 |19 | 20 | 21 | 22
more examples: File/Open... @ 100 % 0.0 wd | GlEaster M_onlLabor Day ASCGTS‘
B Examples (2) ® 34 % 267.6 wd E
B E-Business integration (6) (] 29% 168.5 wd F
o 100%  00wd | |
B Processes (4) 34 % 29.1 wd —
Identify departments (1) @  Miller (20.0) 20 % 3.8 wd N o A R AR D --||
Determine contact... tevens (40.0) 100 % 0.0 wd |
Identify processes (1) a ns (50.0) 50 % 8.8 wd é[blh " -_-_-_._jl
[E Determine new process... 34 % 16.5 wd
Basic design (2) Schulz (30.0... 25 % 7.5 wd
Detailed design (1) Miller (50.0) 50 % 9.0 wd |
2 | Lev. 2: 2/2 | from lev. 3: 47/47 > '
Resource/Task CstRate pid ;I_'rafﬁc Deadline | Apr 2022 | May 2022 | =
ight 14 |15 16 | 17 | 18 19 | 20 21 | 22

GEEaster MonLabor D:

B Internal staff (3) A 0...
B Stevens (8) Standard A 50.00... |::] =
Absences |
Determine contact... 50.00 $/d 15.0] | v |
Identify processes 50.00 $/d 19.0] | h__n_-ﬂ___-_n_ﬂl
Basic design 50.00 $/d 42.00 1 | * u:

Note:

If all time bars are completely filled with the pattern color and not - as shown- only at
the times when the tasks are processed, theWorkload option in the View tab must be
turned on.

At the same time, the resourcesaredisplayed in the lower half, including the calendars
used (4),the cost rates (5), theworking hours and workloads (6), theabsences (7) and
the assigned tasks (8). The meaning of the colors for different workloads is explained in
the chapter "Utilization of resources / teams" on page 90.
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In the task view, rows to which resources have been assigned can bexpandedor col-
lapsedby clicking on the blue "+". When open, a separate rovis displayed for each re-
source:

Basic design | Miller (70); Schulz (50) 50 %-70 %| 4

U

Basic design Miller (70%: Schulz (507 50 % - 70 % y
- Schulz (50) Schulz (50) 50 % |
- Miller (70) Miller (70) 70 %

CREATE THE RESOURCES

Resourcegan be of any type, such as people, machines, vehicles, rooms, or even meet-
ings, and can be grouped together.

Display / create resources

To enter resources, theShow sesources button in the Start tab must be snapped so that
the table is split horizontally.

‘s Show resources

2z ) Refresh

Table A
Settings Update Table G Autom. refresh off

|_§| Readonly mode

Table

To create groups and resources, the functionsGroup - higher , Group - same, Group -
lower and Resource are then available in the Data table tab:

B- Start View Data Table Data Gantt chart Tools
c}{) Cut x %
% Insert Copy 3;_'; Group - same a Resource =% Downgrade
Delete -
Options ~ ) »o Page break
Clipboard Insert resources Structure

If there is no entry yet, first select Group - same to create the first resource group.

Resource/Task The groups can be subdivided as desired, but the resources

B Company XYZ (2) must always be at the lowest level.

B Internal staff (3)
Stevens (8)
Schulz (8)
Miller (14)

Production
= External (1)
WBA Ltd. (5)
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Hint:

If you want to create another higher level above the current top level, first close this level
by clicking the "+", create a new group below it using Group - same, drag and drop the
new group to the top and step the existing group down by one level.

oOoPassived or

odel etedd resources

No Resource/Task

1 [# Standort xyz
5 & Abteilung 1

7 [B Organisation (5)

Status

If resources cannot be used temporarily or
are no longer available (e.g., employees
who have left the company), they can be
marked as passive or deleted . They can

9 Henry (deleted) (4) [ then no longer be assigned to tasks, but

17 Frank (passiv) (1) il are still available for old tasks.
¥ cut Strg+X The marking can be set by right-clicking
Copy Strg+C on the left column of the resource table.

S Insert Strg+V . .

g e o w Inthe dialog filter, you can also set that
x Delete Entf passive or deleted resources for certain

profiles are not read from the database,
New Group/Resource: . . ,
° s e @roject/resource filter6 o n 7p.a ¢

2%  Group - higher Umschalttaste+F1
25 Group-same Umschalttaste+F2
&§  Group - lower Umschalttaste+F3

g Resource Umschalttaste+F4

Il Passive
[ Delsted *
E Color
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DEFINEWORKING HOURS (RESOURCE CALENDAR)

The availability or working times of the resources are defined by resource calendars
which can be entered in any number. The resource calendars are displayed by clicking
the Working time s button in the DataGantt charttab:

with Holidays

Calendar Start End Dur.

effort | active 00 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 1f
B Worktime 39.00 h
Monday 08:00 17:00 8.00h [Monday] [Monday|
Tuesday 08:00 17:00 8.00 h
Wednesday 08:00 17:00 8.00h EWednesdayl] [Wednesdayll
Thursday 08:00 17:00 8.00 h
Friday 08:00 16:00 7.00 h
Saturday
Sunday
B Standard 40.00 h
Monday 08:00 16:00 8.00 h
Tuesday 08:00 16:00 8.00 h
Wednesday 08:00 16:00 8.00 h
Thursday 08:00 16:00 8.00 h
Friday 08:00 16:00 8.00 h
Saturday
Sunday

You can return to the normal view of A-Planby clicking Close working times .

Create resource calendar

If you have created a new database File / Newtab) or customized an existing database,
the default calendarhas been created automatically. It has a special position, because it
is used, among other things, for calculating the duration of tasks, and it also applies to
all resources for which no special resource calendar has been specified.

New calendars can be created after clickingNew calendar .

0810910 11 12113 141516 17 |f hreaksareto be deducted when calculating the dura-

tion, shorten the existing times accordingly and enter an
[ WEGEET | additional time bar behind them (by double -clicking on
B Tuesd=y Il the desired starting position).

IWednesdayl] [[Wednesdhyl]
T

Holidays, effort

Depending on the setting in the Holidaysactive column, holidays are subtracted or in-
cluded when calculating the duration.

When calculating the effort , usually only persons and no work equipment are taken into
account (e.g. the one-day use of a driver and a vehicle results in only one working day
and not two). Therefore, it makes sense to use a special resource calendar for work
equipment, with effort the column with Effort.
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When calculating coststesources without effort calculation are also taken into account!

Examples for the calculation of the duration

In the calendar shown below, the duration of a taskthat starts, for example, on Monday
at 8:00 and ends on Wednesday at 14:00 is 2 days and 5 hours (2 x 7h + 4h + 1h):

with Holidays

Calendar . Start| End Dur.
effort | active 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:0(

Standard
B Worktime 35.00 h

Monday 08:00 16:00 7.00h

Tuesday 08:00 16:00 7.00h

Wednesday 08:00 16:00 7.00h

Thursday 08:00 16:00 7.00h

Friday 08:00 16:00 7.00 h

Saturday

If the calculation of the duration is to be done in "real time", the times of the standard
calendar must completely cover the week. In this case, the duration of the above exam-
ple (start: Monday 8:00, end: Wednesday 14:00) would be 2 days and 6 hours
(16h+24h+14h = 54h = 2 x 24h + 6h):

with Holidays

Calendar Start, End Dur.

effort | active 00 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 0
B Realtime 168.0...

Monday 00:00 00:00 24.00 h
Tuesday 00:00 00:00 24.00 h
Wednesday 00:00 00:00 24.00h
Thursday 00:00 00:00 24.00 h
Friday 00:00 00:00 24.00 h
Saturday 00:00 00:00 24.00 h
Sunday 00:00 00:00 24.00 h

In case of different length of working days, its necessary to create at least one more
calendar and then use it for the affected resources.

If you do not want to consider specific working hours, but complete days, i.e.real time,
use a calendar with 24 hours per day and 7 days per weekas shown above.

DETERMINATION OF WORKING HOURS AND ABSENCES
OF RESOURCES

Working hours

For newly created resources, the default calendaris used (see 'Create resource calendat
on page 86), so that the working times entered in this calendar generally apply:

Apr 2022 May 2022

14 | 15 16 | 17 | 18 19 20
bor D

Resource/Task Default cal.

B Internal staff (4)

@ (Resource) Standard [ ][] [ [ )0 [ 1[0}

The resulting working times are displayed as rectangles in the firstrow of the resource in
the Gantt chart. As long as the resource is still fully available in the relevant period, i.e.
has not yet been assigned to a task, these rectangles are empty.
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Resource/Task Default cal. If a different resource calendar is to apply (e.g.

B Internal staff (4) " in the case of shift work or working days of dif-
(Resource) {standard [N ferent lengths), it can be selected from the list
B Stevens (8) gfa‘zmz C of all existing calendars (see ‘Create resource
Absences anaar .
Determine conta... Bicyidine * calendar” on page 86)'
Absences

In the row Absencesg/oucan enter when a resource is not available (e.g. vacation). Ab-
sences are entered as time bars in the Gantt chart by doubleclicking. These override the
working times of the resource in question in the covered area.

Resource/Task Default cal. May 2232
B stevens (8) Standard 0| [ T |
Absences

Tdantifv nrnraccac

It is possible to synchronize absences with personal calendar entries in MS Outlook(see
dnterface for import of actual times, absences on page 118).

Absences can also be imported (see Worksheet "Absencesl™ on page 166 or Interface
for import of actual times, absences on page 235).

Set working hours / holidays for projects instead of resources

If working times or public holidays are not to be defined based on resources but on pro-
jects or tasks, they can be defined in the Proj. calendar or Proj. public holidays col-
umns in the project view.

Please note that the use of project working times or public holidays has a negative im-
pact on performance when moving task bars.

The reason for this is that the working times for the task bars of the relevant project have
to be continuously recalculated when they are moved.

It may therefore be better to define special working times for the assigned resources in
the project time period instead.
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ASSIGNING RESOURCES TO THRSKS

Adjust: OStar‘t OEnd OWork\oad ONo After r|ght'CI|Ck|ng on the Re_

Resource a  Workl. pld. | Workl. rem. | Skill
O Assigned sourcescolumn, the resources can

UIf (Konstruktion<Abteilun... 100,0 % be assigned to the tasks.
3| | standort xyz 63,0 %

B | Abteilung 1 63,0 % In the resource selection, the last
Konstruktion 68,8 % d disol d =
T Eiat used resourcesare displayed as Fa-
B | Projektmanager 50,0 % vorites as the first block, so that the

s T complete list does not always have
B | verwaltung 33,3% to be searched for a larger number
I 0,
anna 100,0 % of resources.
v/ Sabine 100,0 0,0 %
¥/ Stefan 100.0 i As a second block, the currently As-

— . signed resources are displayed.

In the resource selection, the average remainingworkload is displayed for all resources
in the period of the respective task. In the case of resources that have already been allo-
cated, the planned workload by the current task is also displayed. This makes it easy to
select the resource or resources that still have sufficient capacity in the required time pe-
riod.

Filter, Skills

With a larger number of resources, the filter function can be used to find the desired re-
source(s). The function is the same as described in the chaptetColumn filter" at page
712:

Resource a 7 Workl. nld. | Warkl. rem. | Skill
B v/| Assigned Values  Text Filters
v/| Eric (Internal staff)
y 3 Internal staff Begins With v |
V| Eric
Er |
Clear Filter Close
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The capabilities of the resources can be entered in theList 10 column in the resources
view ...

Resource/Task List 10

= Internal staff (3)
Jenny (8) Project management
David (8) FMEA; Quality management
Eric (14) FMEA

€ which makes it possible to display only those that are eligible for the respective task
when allocating resources.

Resource ~  Workl. pld. | Workl. rem. | Skill ¥ etermine new processes
= Internal staff Values  Text Filters
David 0.0 % FMEA; Quality man.
Eric 0.0 % FMEA Contains v
FMEA
Clear Filter Close I

Resource view

In the resource view (lower half of A-Plan), the resource in question isdisplayed, or the
corresponding task if the assignment has already been made.Here you can also scroll to
check the workload of different resources.

After accepting the assignment (press ENTER key), the following is displayed

1. assigned the resource,

2. if necessary, the project sequence is adjusted,

3. the corresponding task is displayed at the resource in the lower part of A -Planand
4. the affected period is marked as occupied according to the workload:

Task ;I_'rafﬁc Resources Workd Effort pld Jun 2022 | Jul 2022
ight pld 24 |25 26 |27 28 29 30
Identify departments (1) ©  Miller (20.0) 20 % 3.8 wd | :
Determine contact... Stevens (40.0) 100 % 0.0 wd | :
Identify processes (1) o Stevens (50.0) 50 % 6.5 wd L?ﬂ Identify processes
Determine new process... 34 % 16.5 wd | etermine nev
opics, contents (2 @ 100%  38.0 wd e
2| Lev. 2: 2/2 | from lev. 3: 49/49 < > '
Resource/Task Default cal. ;I_'rafﬁc Workl Dur. Jun 2022 | Sl hae
ight pld 24 | 25 | 26 |27 | 28 29 | 30
B stevens (8) Standard (10 W (L] | ] | ] f e L]
Absences |
e Identify processes 50 % 13d [ jmem e ] Identify processes

To get an overview of the workload of a larger number of resources, it is best to close all
resources so that only the first row in each case is visible:
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Mar 2022

Resource/Task
11 16 18 201222 24 26 13 30 2 (14 6 8
& Internal staff (3) | S E——e
[ Stevens (8) | | | - [ L 1
[ Schulz (8) [ —— m |
@ Miller (14) I | | | | | | =
Color Workload*
- 0%
green up to 50%
dark green 51% to 70%
orange 71% to 80%
red 81% to 100%
dark red overl00%

*If other colors or limits are to be used, this can be set in the options, see chapter
"Resourceworkloads (colors, percentages)” on page 124.

Stevens When the mouse pointer is on a workload time

Workload: 80 % bar for a resource, the percentage workload and
1222/ Start: 21/03/2022 08:00:00 : ;
End: 24/03/2022 08:00:00 the affected area are displayed in the mouse

pointer information field.

[
"I

Important:
The calculation of effort and costs also takes into account a workload > 100%. If a re-

source is scheduled to be used e.g. at 120% in a certain period, higher values will be cal-
culated for this period for both the work and the costs!

|| internal staff In the top row of each resource group, the remaining
Free capa: 50 % capacity of the entire group is displayed as a bar chart
Start: 22/03/2022 08:00:00 . ) _
11222| End: 24/03/2022 08:00:00 (no column = 0% remaining capacity, full height of the
— mmaammm column = 100% remaining capacity). The exact remain-

ing capacity that is still available at a certain point in
time is displayed in the info field when touched with the
mouse.

R — ==
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In the absence of resources, the remaining capacity is reduced accordingly.

Internal staff

Free capa: -13 %
Start: 23/03/2022 08:00:00
2022 End: 25/03/2022 08:00:00

222 24 26 (13 30 2 (14 6

= * - e sl
I e

N

Default values of the resources

Negative remaining team capacities are displayed as
red bars, shown from top to bottom to clearly distin-
guish them from positive values.

When assigning resources totasks, the values of the respective resource are used by de-

fault for the calculation of work and costs:

Task Resource Lab. Rate PI'd Qty/Time Fixw Cost
Pl'd PI'd
Sawing | EDC 312 (50) 250,00 5/h 100/h 100,005
Turning | RDC 316 (80) 180,00 5/h 50/h 150,00 5

I
11 68 4 m i— i— P
Resource/Task | Lab. Rate PI'd Qty/Time Fix. Cost
EEDC 312 (1) | 250,00 $/h 100/h 100,00 %
@ RDC 316 (1) | 180,00 $/h 50/h 150,00 %

However, since there are also cases wher¢ghese values donot depend on the resource
used but on the task, the values taken from the resources can also be overwritten:

Task Resource Lab. Rate PI'd Qty/Time
FI'd
Sawing | EDC 312 (50) 250,00 5/h 100/h
Turning | RDC 316 (B0) 200,00 5/h 50/h
| e
11 |6/8 A Ll t

Fize. Cost

Pl'd
100,00 5
150,00 §

I

Manually entered values are no longer displayed with a blue background but with a
white background to distinguish them from "resource values".

92 1 Resource planning

A-Plan X



WORK / AUTOMATIC CALCULATIONS

Definition of effort

Wikipedia® provides the following definition of effort:

"Effort is generally a measure of the effort or effort to be expended to achieve a particular
benefit. Effort can be expressed quantitatively in monetary units, labor hours, material re-
quirements, etc."

Different designationsare often used for the effort (or "work"), such as "man-days",
"working days" or "machine hours", or even just a unit of time, e.g. "days" or "hours".
With A-Plan, the designation can be set as desired (see Costs / Abbreviations" on page
121). For the documentation of A-Plan the designation AT= "working days" was chosen.

In A-Plan, thework is generally the duration of a process multiplied by the number of
resources usedSo, for example, if a process is processed by 2 people for 5 days, itakes
5 days, but the work is 2 x 5 days, i.e. 10 working days!

Required work

Processinga task usually requires a certain amount of time, which determines the dura-
tion of a task depending on the properties of the assigned resource(s). A-Plan allows the
following resource properties to be taken into account:

1 Number or factor

Working hours

Workload

Coefficient of performance (quantity per time)
Availability (presence or absence)

= =4 4 A

The work required isusually determined by experienceor estimates.In production are-
as, it can also be calculated if the number of units and the production time per unit are
known (see "Output values (production planning) " on page 99).
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Automatic adjustments

If desired, A-Plan calculates the effects of inputs or changes on the project flow. Some
examples are shown below:

1. Assigment of a resource

Determine end (= duration) of  a task when a resource isassigned with 100% of its capacity
and 100 working hours (wh) are required.

Result: Duration = 100h (admittedly trivial in this case).

Task Status Resources CapUsg Workreq Dur.|Mar 2011
Pl'd 21-27 253 4-10
= Folder 1 (1) 100.0 wh 40 h| [
B Project 1(1) | &~ 1000wh 40h| JF——
Taskl |C3§ 100.0wh 40h| T
_
[#] & Res1(100.0%) (71 Adjust begin
[]& Res2 (71 Adjust capacity usage
[ @ Res3 (7 No adjustment
B Folder 1 (1) 1000 wh 100 h| [ — |
EProject1(1)[C3  Resl 100.0wh 100h| F , |
Taskl |3  Resl 100% 1000 wh [ 100 h| | |

2. Reduce workload

Determine the end (= duration) of the  task if the resource is to be used only at 80% of its
capacity.

Result: Duration = 125h

Task Status Resources CaplUsg Workreq Dur.|Mar 2011 | Apr 3
Fl'd 2-27 253 410
E Folder 1 (1) 1000 wh 100h| [ — ||
B Project1 (1) |3 Res1 100.0 wh 100 h F ] ‘

Taskl |3  Resl | 802000 wh 100 h| |

@ Adjust end
(71 Adjust begin

¥ ¥

Task Status Resources CaplUsg Workreq Dur.|Mar 2011 | Aprz
Pl'd -7 28-3 4-10
= Folder 1 (1) 100.0 wh 125h ﬁ
EProject1(1) [CJ  Res1 100.0wh 125h| |F | . |

Taskl |3 Res1(80) [ 80 %| 1000 wh| 125h] || |
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3. Assign another resource

Determine end (= duration) of

of its capacity.

Result: Duration = 62h

task when a second resource is assignedwith also 80%

Task Status Resources CapUsg Workreq Duwr.|Mar 2011 Apr
Pl'd 2-27 25-3 410
= Folder 1 (1) 100.0wh 125h| [P —
EProject1{1)[C0  Res1 100.0wh 125h| [F : . |
Taskl |3 Res1(80)  80% 1000wh 125h| | I
=0 % Group1 @ Adjust end
E & (71 Adjust begin
: . (™) Adjust capacity usage
o ] & Res3 (! Mo adjustment
¥ ¥
E Folder 1 (1) 100.0 wh 63 h| [——
B Project1 (1) |3 Res 1; Res 100.0 wh 63 h| [F - |
Task 1 =] Res1 (80 80 % 1000wh | 63 h
- Res 2 (80)) Res 2 (80) 80 % 500wh | ©63h
- Res1 (80} Res1 (80) 80 % 500wh | ©63h

4. Set workload of ALL resources to a certain value.

Determine end (= duration) of

their capacity.

Result: Duration = 100h

task if both resources are to be used only at 50% of

Task Status Resources CaplUsg Workreq Dur.|Mar 2011 Apr 2
PI'd 21-27 283 410
= Folder 1 (1) 100.0 wh 63 h| [F———
= Project 1 (1) |3 Res 1: Res 1000wh 63h| [F 1
Taskl |3 Resl (30); 50(5000wh 63 h|
- Res 2 (B0)) 3 Res 2 (80) @ Adjust end
-Res1 (80)| Res1 (80} | adjust begin
Adjust capacity usage
() Mo adjustment
¥ ¥
B Folder 1 (1) 1000 wh 100 [ — ||
= Project 1 (1) |3 Res 1: Res 100.0wh 100h| [F ' . |
Taskl |I:I Fes1 (507 50 % 1000 wh | 100 h !I
-Res2(50)|C33  Res2(50) 50% 50.0wh | 100 h| i
- Res1 (50)) Res1 (50) 50 %  50.0wh | 100 k| |f
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5. Change duration of the

Reduce duration of task to 80h and determine new resource workload .

task

Result: Workload of both resources = 63

Apr 2
410

Task Status Resources CaplUsg Workreq Dur.|Mar 2011 |
PI'd 21-27 28-
E Folder 1 (1) 100.0wh 100 h|ﬁ
B Project1 (1) (3 Res 1: Res 100.0 wh 100 h|
Taskl |3  Res1(50); 50 % 100.0 wh a0 |
-Res2(S0)|C0  Res2(50) 50 % 500 wh @) adjust end
-Res1 (50}  Res1(50) 50 % 50.0 wh @) Adjust begin ,
[¥]iAdjust capacity usage: |
¥ ¥
= Folder 1 (1) 100.0wh 80 h|ﬁ
Bl Project 1 (1) |3 Res 1; Res 100.0 wh 80 h|
Taskl |3 Res1(63); 63 %| 1000wh 80 h|
-Res2 (63)|C0  Res2(83) 63%| 500wh 80h|
-Res1(63)[CO  Res1(s3) 63%| 500wh 80 h|

6. Changes of the duration in

the Gantt chart

Increase duration by holding down the left mouse button , which initially increases the
planned work from 100 h to 131.6 h and thus deviates from the required work .

Select the affected task and adjust the workload in the Data Gantt Chart menu and click

Adjust.

Result: Workload is reduced from 63% to 45% and the planned effortis again in line
with the required work .

Task Status Resources CaplUsg Workreq Dur.|Mar 2011 | Apr2
PI'd 2127 283 4-10
E Folder 1 (1) 100.0 wh 80 h| [rr—
B Project1 (1) (3 Res 1; Res 100.0wh 80h F |‘
Task1 3 Resl(63); 63% 1000wh 80h :
-Res2(63)|C0  Res2(63) 63% 500wh 80h
-Res1(63)|C3  Res1(63) 802500 wh 80 h|
() Adjust end
1 Adjust begin
© idjust Eapacity usage
() Mo adjustment
B Folder 1 (1) 1000 wh 80 h| [r—"
B Project1 (1) |3 Res 1: Res 100.0wh 80h T ‘
Task1 3 Res1(30); %- 1000wh &0 h
-Res2(45)|C3  Res2(45) 45%| 357wh 80h
-Res1(80)|C3  Res1(80) 80%| &43wh 80 h|
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SPECIAL CASES (FLEXIBLE RESOURCE ALLOCATION)

Processing time is less than the duration of a task

When the resource rows (blue) are open, the time bars in the resource rows can be
changed within the time frame of the task row and thus a deviating processing time can

be set.

When first opened, task and resource times are identical.

If the processing time - i.e. a time bar in one of the blue rows - is to be changed, press
the S key at the same time . This means that the superordinatetask time bar is not

moved as well:

Task

Identify processes
- Miller
- Stevens

Different and, if necessar

Resources

Miller: Stevens
Mdiller
Stevens

CapUsqg
PI’d
100 35
100 2%
100 35

y, several processing

Mar 2011
-7

times can be entered in the resourceows.

Task

Identify processes
- Miller
- Stevens

Resources

Miller: Stevens
Miller
Stevens

CapUsg
FI’d
100 %
100 %
100 %

Mar 2011
21-27

= Ij

The resulting processing time (or "work") is shown in the task row.

Note:

The workload entered at a time bar has a higher priority than the workload en-
tered/present in the resources column (see "Utilization of resources / teams
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COSTS AND SPECIAL WORKING HOURS

The following factors are considered in determining the cost of time:

Planned working time

Number of allocated resources
Workload of resources by thetask

Resourcesworking hours

Cost rates of the resources

for the individual tasks

Work is calculated from the first four parameters from the top and is then multiplied by
the cost rates of the resources assigned to the tasks.

Fixed costs, cost rate of resources

No Resource/Task

1 (&) Company XYZ (2)

2
3
13

2

40

& Internal staff (3)

Stevens (6)
Schulz (7)
Miller (12)

Production

41 [ External (1)

&

WBA Ltd. (5)

CstRate pld | Fix cst pld.

80.00 $/h

A 80.00 $/h
A 80.00$/h
90.00 $/h

A 80.00$/h
120.00 $/h
A 50.00 $/h
A 50.00 $/h

A000$%
0%

0%

0s$

0s
A000$%
0%
8003

If the same cost rate is to apply to all re-
sources in a group, this is entered in the
group row (row 1). Different cost rates
(row 13 & 40) can be entered for the re-
spective resources.

Furthermore, it is possible to enter additional costs for each resource, which is incurred
once for each task (column Fix cst pld. ).

Material, other fixed costs

Fixed costs can also be entered directly in theproject table without having to create a
special resource for this purpose. To do this, insert an additionalrow and enter only the
name and the corresponding amount in the Fix cst pld. column.

= Project 2 (4)

Milestones

B Task 1 (2)

Task 11 (2)
B Task 12 (1)

B Task 13 (5)
Task 131

Task 132
Task 133
Task 132

114.8wd 52,165 15008  53,665$
0.0 wd 0s 0% 0s
81.9wd  39,005$  1,500% 40,505 $
26.0wd 16,640 $ 0s 16,640 $
55.9wd  22,365$ 1,500 % 23,865 §
55.9wd  22,365$ 1,500 % 23,865 $
13.7 wd 5,465 $ 08 5,465
0.0 wd 0$| 1,500 1,500 $
6.8 wd 2,700 $ 2,700 §
18.0 wd 7,200 $ 0s 7,200 §
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Output values (production planning)

When using A-Plan for production, the quantities to be produced (1) and the perfor-
mance values of the resources(2) - e.g. in units/hour - can be entered. The required ef-
fort (3) and thus also the duration (4) (see 'Required " on page 93) are then calculated
automatically:

Qty. |QtyMime | Work

PI'd ®P|'d eq). LI ‘ Mo, O07/06 | Tu, O07/07 |\We, O7/08| Th, 07/059 | Fr, 07H0
E Sawing |EDC 312 @1.50[4 100/h 15wh@15h

| Sawing
®Turing |RDC 316 | 1,500] 50/h| 30wh| 20| -%-L_:-:-Turning

Base load

Task ‘ Resource

One way to map a base load is to create a relatively longtask called "Baseload", to
which all resources with a workload corresponding to their base load are then assigned:

I II 111 v I II III v I II III v

Task Resources Workl pld
23 23 23 23 24 24 24 24 25 25 25 25
[ Examples (3) 20 2/ T Fxamples E
= Base load (3) Miller (10.0);... 12 9% Base load
Miller Miller (10.0) 10 % Miller
Schulz Schulz (15.0) 15% Schul
Stevens Stevens (12.0) 12 % Stevens

Special costs and working hours

Different costs orworking hours for one resource

The Normal calendar can be replaced by other resource calendars in theSpecial times
row section by section. They can be used in thisrow in any order and combination:

Resource/Task CstRate pld | Default cal.
27 W9 1 2 3 4 5 6|10 8 9 10 11
8 Internal staff (3) A 80.00 $/h ]
B stevens (7) A 80.00$/h Standard 00 0 04 000
Absences
Special times [ Early shift | [ Late Shift |

In order for the Special times row to be displayed, the Do not show special times func-
tion must be switched off in the column settings (see"Do not show rows" on page 21)!
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Early shift : IES The resource calendars are
created like ordinary time

All time bars Right of selected bars by.dOUble-C.“Cklng at
wWo 1 2 3 4 the desired location. Then,

Calendar / Cost rate

. ® ) Selec. time bar Left of selected
Delete time

bar

m after clicking with the right
Calend Early shift v .
e S mouse button, the desired
[ Early shift | Labour rate pld. 90.00 €/h| 2 Default value calendar can be selected
Labour rate act. 90.00 €/h : Default value from a list and, if necessary,
o s cost rates deviating from the
Lock Not locked v istandard can be specified.
ooooo P
Start / End
Duration/Effort unchanged? (]
: Start 28/02/2022 06:00 -
End 04/03/2022 19:00 -
OO 0OOf

Apply Close

calendarOvertime
In addition to the working times defined by the default calendar or in the special times
row, overtime can also be scheduled for each resource in anotherrow.

An overtime calendar contains the times that are outside the normal working hours :

with Holidays

Calendar Start End Dur

effort | active " 00 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 .

Standard

Early shift 35.00 h

Late Shift 35.00h

B overtime 44.00 h
Monday 04:00 20:00 8.00h
Tuesday 04:00 20:00 8.00h
Wednesday 04:00 20:00 8.00h
Thursday 04:00 20:00 8.00h
Friday 04:00 20:00 8.00h
Saturday 08:00 12:00 4.00 h

Sunday

An overtime calendar is entered like other calendars as a time bar by double-clicking on
the desired location and after creating and clicking with the right mouse button the de-
sired calendar can be selected from a list:

B stevens (7) A 80.00 $/h Standard C1 T 10| 1
Special times
Overtime

In contrast to adding a calendar in the Special times/costs row, an entry in the Overtime
row does not delete the working times of the calendars in the rows above, but adds ad-
ditional working times to them.

Entries in the Overtime row generally also apply on public holidays! You must therefore
interrupt on public holidays if you do not want to work on them!

Basically, entries in rows furtherdown have a higher priority than the entries in the rows
above:
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Resource calendars set in theSpecial times row completely replace the Default calen-
dar in the covered area.

Working times in the Overtime row apply in addition to the working times in the Spe-
cial times row or the Normal calendar . If working times lie on top of each other, the
cost rate of the overtime calendar applies in this area.

Absences override all working hours in the covered area.

A-Plan X Resource planning § 101



GROUP ASSIGNMENT (RESOURCE RESERVED

If it is not yet known when creating tasks which individual resources will process the
tasks or the resources are only to be defined later within the group or area, the resources
can first be assigned to Reserved.

The Reserved resources are visible in the resource table and in the selection list if the
corresponding option has been activated:

rreigane

(= Konstruktion (5)
Grobentwurf (2)

ev. 2: 5/5 | from lev. 3: 70/70

Resource/Task

(= standort xyz
Reserved
= Abteilung 1
Reserved
(= Projektmanager (2)
Reserved
Hans (6)
Petra (3)
B Konstruktion (2)
= Reserved (1)
Grobentwurf
UIf (3)
Peter (5)
Verwaltung (3)
Produktion (1)

Table_settings *

Project table @) Resource table

Fix Orig. designation Act. Designation

{ Task Resource/Task

Workl. pld. Workl pld
Parent task Parent task
Default calendar Default cal.
Note Nt.

Start pld. Start

End pld. End

[ PAPPOR P Miemdioe

+ | Do not show special times Do not show task rows
Do not show absence rows Do not show task rows w/o timebar

Do not show workload Ignore all filters

Show only resources that are present in the project view

+|Show Resources 'Reserved’

Note: Show and hide columns: Click column title with RIGHT mouse button and
'drag’ column caption from list to desired position or vice versa. Changing the order
also by 'drag and drop'.

Reserved resources are allocated in the same way as regular resources, but in this case it
is also possible to enter the number of resources required :

‘Reserved (150,0) | w? 150,0 % [T Grobe
Resource »  Res.req. | Workl. pld. | Workl. rem. | Skill L
B v Favorites ~
v/| Reserved (Konstrukt... 1,0 100,0
B v Assigned
v/| Reserved (Konstrukt... 1,0 100,0
B Standort xyz 87,5 %
Reserved
= Abteilung 1 87,5 %
Reserved
B Konstruktion 50,0 %
4 v Reserved | 1,0: 100,0
' Peter 100,0 %
f UIf 100,0 % 2
Produktion 100,0 % v
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If the number of required resources entered is greater than the number of resources in
the group, this means that All resources are required or the specific number is to be de-

termined later:

Resource 4 | Res. req.
B v Favorites
/| Reserved (Konstrukt... All
B v Assigned
/| Reserved (Konstrukt... All
= Standort xyz
Reserved
» | | Abteilung 1
Reserved
=) Konstruktion
v/| Reserved All
Peter
uIf
Produktion

Workl. pid.

150,0

150,0

150,0

Workl. rem. | Skill

81,3 %
81,3 %
25,0 %
100,0 %

100,0 %
100,0 %

vi

Workload defines the required capacity of the resources used. Aworkload of 150%
means, for example, that a resource with 100% capacity and another with 50% is re-
quired, or two resources with 75% each, etc. The actual allocation to the individual re-
sources therefore only takes place when theReserved resource is replaced by "real” re-

sources.

The Reserved resource does not increase the capacity of a group, but its utilisation is

taken into account in the remaining capacity:

Reserved
= Projektmanager (2)
Reserved
Hans (6)
Petra (3)

[ ]
I

—

Konstruktion
Free capa:

Start:
End:

25 %
24.04.2024 09:00:00 |
25.04.2024 08:00:00 -

[ 1 L

In the example shown here, the total capacity is 200% (= 2 resources), of which 150% is
reserved in the period in question, which means that 25% of the maximum 200% is still
available. This value is also shown in the selection list of resources as the remaining ca-

pacity of the group (see above).
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TARGET/ACTUAL COMPARISON, FORECAST

INTRODUCTION

In addition to planning, there is also the possibility of documenting the current status of
individual processes within a project.

This is the
9 Start act (= start of task)
1 Completion rate (%)
1 Actual expense
1 Forecast expenditure
The 3 last mentioned values are dependent on each other.

If, for example, the scope of work and the actual workload are entered, this results in
the forecast workload.

Subsequently, if the projected work is increased, the previouscompletion level is de-
creased, and so on.

The current data can therefore be used to make statements about the project status, e.g.
how the project will progress and whether the set deadlines or costs can be met and, if
not, what overruns are to be expected.

This allows problemsto be identified at an early stage and action to be taken if neces-
sary.

Notes, handling

If you want to work with actual times , you have to activate the function Actual vs
planed values in the Tools menu. If you want to exclude the possibility of activating the
actual times for certain users, this can be done in the user administration under Func-
tions .

The actual timescan be seen or changed in the Gantt chart by switching on the 'Actual’
mode in the Start menu:

Vorgang Ampel | Status Ressourcen Erleding/t U021 (g 202 Seple
© 5-11 | 12-18 | 19-25 | 26-1 2-8 9-15 | 16-22 | 23-29 30-5 6-12 | 13-
B Planung (3) 74% g Plapyng——y
Team zusammen... @ Hans (100... 100 % r Team Zusammen stellen
Lastenheft erstellen... Hans (88,2) 40 % Lastenheft erstellen
Freigabe @ 0% Freigabe
BlKonstruktion (4) @ 0% | Amm| Konstruktion i %
@B Grobentwurf (2) ¢ Petra (100... 0% | Grobentwurf f
[ Detaillierung (1) o UIf (100,0) 0 % Detaillierung
[@Prototyp erstellen (1) @ Peter (100... 0% [’—I Prototyp erstellen
[#Prototyp testen (1) o Petra (100... 0% |:| Prototyp tes
Produktion @ 0% I_|' ~ Prod

1 Theplanned time bars are displayed transparently in the background, the actual time
bars in the foreground.

104 9§ Target/actual comparison, forecast A-Plan X



1 If the processing of a task has not yet been started, i.e. no data has been entered for it
yet, the associated actual time bar is also displayed transparently.

1 The transparency can be set in the options Eee Visibility of the plan bars on page
117).

1 The left gray part of the actual time bar documents the completed scope, the colored
one to the right of it documents the uncompleted scope and the expected deviation
from the plan:

1t '?6 %I | , Lastenheft erstellen

In this case, work was started one day ahead of schedule, 76% is done, and there will
likely be a delay of about 4 days.

1 Actual and forecast time bars can be changed in the same way as plan time bars:
Tfpf— -?‘.E..?:h.- %EI Lastenheft erstellen

Tasks whose processing has already started i.e. with completion scope > 0% - are no
longer moved by existing links. However, direct moving - with the help of the mouse or

by changing start/end in the table - is still possible.

Locking planned time bars has no effect on  the associated actual/forecast time bar.
With the corresponding setting in the user administration (see " Create users" on page
148), you can prevent userswho should only have access to the actual data from chang-
ing planning data.

As long as no actual time has been defined (scope of completion = 0%), the actual time
bar is also moved when the associated target time bar is moved, i.e. in this case its
position always corresponds to that of the target time bar.

Sinceno actual time bar can be entered without an existing target time bar , a target
time bar must first be created at the corresponding position for actual times that were
not originally planned.

If there are several time bars in one row, the value in the Duration column is = sum of
the actual duration of all time bars in this row.

Hint :

The completion scope cannot assume any arbitrary value- especially in the case of short
time bars - since the beginning and end of a time bar must always lie on the set time
grid (see "Time grid" on page 120).

Delete actual times

v o Actual times can be deleted after clicking on a row or block.

This sets theStart Actual , End Forecast, and Expense
Forecast back to the planned values and the completion
rate to 0%.

x Delete Delete

=%  Delete actual times k

I

A-Plan X Target/actual comparison, forecast § 105



Time tracking

Actual times can also be entered using the optional time tracking function (seeTime
Tracking (optional) on page 226) or imported (see Interface for import of actual times,
absences on page 235).

In this case, the actual time bars aredisplayed with a red frame and their data cannot be
changed in the main table of A-Plan, nor in the Gantt chart:

i:_

E————

Their data, e.g.end is, are not calculated in this case,but taken over from the time track-
ing!
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REPORT MODE;REATEHREPORTS

REPORT MODE

Report mode can be activated in the View menu and is used to display only the data of
a specific time period:

Start | View Data Table  Data Ganttchart  Tools

Y Set dialog filter l A v Designation Workload Workload of completed tasks =~ MSS=S | (1/03/2022 | v |Start
Br Project/resource filter on/off Z Resources v/ Week numbers /| Limits V| Shift Gantt chart autom. = 31/05/2022 | v |End
Sorting Report Create
rj General filters on/off Date % completed No tooltips Mode Date like creation  Report
Filter, sorting Gantt chart - details Report
No | Task Resourcas Report Mode! Apr 2022 May 2022 Jun 2022 Jul 2022
Y | lu 1y 1213 |14 (15|16 (17 (18 |19 |20 |21 |22 |23 |24 |25 | 26 | 27 | 2B | 29
1 [ Examples (3) mples
6 [ E-Business integration (6) J—— €55 integration
7 N/Proj.Start
8 B) Processes (4 ”! rocesses
9 Identify departments (1) | Miller (20.0) [RYE [dentify departments
11 Determine contact. Stevens (40.0) VDetermine contact persons
13 Identify processes (1) Stevens (50.0) [ Identify processes
15 B Determine new process... Determine new processes
16 Basic design (2) Schulz (30.0); S...
19 Detailed design (1) Miller (50.0)

This is useful if, for example, you do not want to calculate the times to be spent and
costs to be incurred for an entire project, but only for a few months or a quarter, etc. If
this mode is activated, total values are also displayed for the resources, which makes lit-
tle sense without this mode, since the totals would then represent the complete planning
within the database.

Taslks whose times are outside the selected period will not be displayed in the report
mode.

The following should be noted when the report mode is active:

No entries or edits are possible.

The working times in the Gantt chart menu cannot be opened.
No link lines are shown.

Report mode active is not saved in the profile.

A 4 =2 4 =

At the top left of the Gantt chart, red text indicates that the report mode is active.

CREATE REPORT

For documentation or further processing of the above values, reports can be output to
an MS Excel file after clicking theCreate Report button. The desired time period and the
type of report can be defined:
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mmm [ 01/03/2022 | v |Start
2 [31/05/2022 | v |End

Report ] ) Create
Mode Date like creation Report
Report

v : I
l B

Report file rowse ...
| \ReportTest.xlsx
B | Report template Browse ...

\Report0.xlsx

Report selection
I V| Task report

v/ Resource report v/ | with tracked actual times

v/| Capacity curve

19/03/2022 00:00 v 18/04/2022 00:00 v v

v Show file after creation

Create Report Cancel

When creating reports, filter settings are also taken into account, so that evaluations for
specific sub-scopes are also possible. For example, one of the free columns (seeFehler!
Verweisquelle konnte nicht gefunden werden. " on page Fehler! Textmarke nicht
definiert. ) can be used for cost center numbers and then a filter can be set so that only
work and costs of a certain cost center are output.
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Taskreport

The first worksheet of the generated file shows the task report :

A B C D E [F G

1 A

2>  Task Report

&5

4 Time period: 01/03/2022 to 31/05/2022

5 Date of report: 06/04/2022

6

7 Folders

8 Projects

9 Lv. v -Tasks Completed on Traffic light Eff. pld. Start pld.

10 1 Examples o 132.6 wh 02/03/2022 12:00

11 2 E-Business integration o 59.2 wh 04/03/2022 07:45

12 3 - Milestones o 0.0 wh 02/04/2022 08:00

13 3 - Processes o 26.8 wh 04/03/2022 07:45

14 4 - Identify departments ® 3.8 wh 20/03/2022 17:00

15 4 - Determine contact persons 0.0 wh 20/04/2022 16:00

16 4 - Identify processes o 6.5 wh 15/03/2022 20:00

17 4 - Determine new processes o 16.5 wh 04/03/2022 07:45

18 5 - Basic design o 7.5wh 04/03/2022 07:45

19 5 - Detailed design 9.0 wh 12/04/2022 16:00

20 3 - Topics, contents 25.0 wh 10/05/2022 16:00

21 4 - Define topics 11.0 wh 10/05/2022 16:00

22 4 - Structuring 14.0 wh 10/05/2022 16:00

23 3 - Data processing 7.4 wh 08/03/2022 07:45
Resource Report
The second worksheet shows theresource report :

A B © D E [F G H

1 A

2 Resource Report

&5

4 Time period: 01/03/2022 to 31/05/2022

5 Date of report: 06/04/2022

6

7 Groups

8 Resources

9 Lv. v - Tasks Parent Task Workl. pid. Completed Start pld. Dur. pid.

10 1 Company XYZ 24.9%

11 2 Internal staff 49.8%

12 3 Stevens 67.5%

13 5 - Determine contact persons |Processes 40.0% 20/04/2022 16:00 00h

14 5 - Identify processes Processes 50.0% 15/03/2022 20:00 13.0h

15 6 - Basic design Determine new proc 20.0% 22/03/2022 16:00 15.0h

16 5 - Task 11 Task 1 100.0% 26/03/2022 12:02 08/03/2022 06:00 13.0h

17 3 Schulz 20.0%

18 6 - Basic design Determine new proc 30.0% 04/03/2022 07:45 15.0h

19 5 - Choose hardware Data processing 20.0% 17/03/2022 07:45 17.0h

20 5 - Purchase hardware Data processing 10.0% 08/03/2022 07:45 400h

21 3 Miller 62.0%

22 5 - Identify departments Processes 20.0% 20/03/2022 17:00 19.0h

23 6 - Detailed design Determine new proc 50.0% 12/04/2022 16:00 18.0h

24 5 - Task 11 Task 1 100.0% 26/03/2022 12:02 08/03/2022 06:00 13.0h

25 5 - Task 21 Task 2 15.0% 25/05/2022 12:45 34h
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Capacity curve

In the case of capacity progression, a further separate worksheet is generated for each
resource group in the Excel file. Above the tabular representation of the entire group

and individual resources, a diagram is generated in each case, which shows for the group
the course of the maximum available capacity (taking into account working times, ab-
sences, etc.), the course of the already scheduled, the already workedActual ), the still
available Remaining capacity and the Workload :

A B Cc D E I G H J K L
1
2 Capacity curve Company XYZ / Internal staff
3
4 Time period: 28/02/2022 to 05/06/2022
5 Date of report: 06/04/2022
140.0 wh 120.0% Max
120.0 wh 100.0% Planed
o / 80.0% Actual
80.0 wh e Remain
60.0%
60.0 wh e\ 7K.
40.0%
40.0 wh
20.0 wh — /\/__ 20.0%
0.0 wh 0.0%
week9 week1l0 week1l week12 week13 week1d weekl5 week16 weekl7 weekl18 weekl19 week20 week2l week22
6
7
8 week 9 week 10 week 11  week 12 week 13 week 14 week 15 week 16 week 17
9 Totals Max. 80.0 wh 87.0 wh 120.0 wh 120.0 Ah 120.0 Ah 120.0 Ah 96.0 Ah 96.0 Ah 120.0 Ah
10 Planed 2.4 wh 54.2 wh 111.2 wh 118.4 Ah 48.0 Ah 28.0 Ah 20.8 Ah 19.2 Ah 24.0 Ah
11
12 Remain. 77.6 wh 32.8 wh 8.8 wh 1.6 Ah 72.0 Ah 92.0 Ah 75.2 Ah 76.8 Ah 96.0 Ah
13 Workl. 3.0% 62.3% 92.7% 98.7% 40.0% 23.3% 21.7% 20.0% 20.0%
14
15 Miller Max. 40.0 wh 40.0 wh 40.0 wh 40.0 wh 40.0 wh 40.0 wh 32.0 wh 32.0wh 40.0 wh
16 Planed 0.0 wh 32.0wh 40.0 wh 40.0 wh 8.0 wh 8.0 wh 14.4 wh 16.0 wh 20.0 wh
17 Actual 0.0 wh 0.0 wh 0.0 wh 0.0 wh 34.8 wh 37.3wh 0.0 wh 0.0 wh 0.0 wh
18 Remain. 40.0 wh 8.0 wh 0.0 wh 0.0 wh 32.0 wh 32.0 wh 17.6 wh 16.0 wh 20.0 wh
19 Workl. 0.0% 80.0% 100.0% 100.0% 20.0% 20.0% 45.0% 50.0% 50.0%
20
21 Schulz Max. 40.0 wh 40.0 wh 40.0 wh 40.0 wh 40.0 wh 40.0 wh 32.0 wh 32.0 wh 40.0 wh
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Layout of task and resource report

As atemplate for the output to the Excel file the file " Report0 _en.xIsx" is used, which is
copied to the main directory of A-Plan during the installation ("é\c:\Program Files A-
Plan X'):

A B C D) E F
1 |:_| don't delete the first 2 rows, see note YCompleted on Traffic light  Eff. pld.
2  Task Report
3
4 Time period: o
5 Date of report:
6 [ )
7 Folders
8 Projects
9 Lv. ~| -Tasks Completed on Traffic light Eff. pld.
10 0 Total
11 1 Folder 1
12 2 Project1 31/12/2010 08:00 1234.5 wh
13 3 -Task1 31/12/2010 08:00 1234.5 wh
14 Actual time 01
15

Task report | Resource report | Capacity Team 1 @

The layout of the template file and thus the report output can be adapted to the exist-
ing requirements for the activity and resource report as far as possible.But please
make sure that you use a copy of the file for this purpose, so that you do not overwrite
the original! The following elements or properties can be changed:

Fonts and sizes,

Cell formats (e.g. number of decimal places),

Width of the columns,

Height of the rows,

Deletion of unnecessary columns starting from column "D",
Sequence of columns starting from column "D",

Texts,

Rows, frames

Not to be changed:

Content of the 1strow (A-Plan needs the labels for the identification of the columns,
they are not output when creating the report)

Position of the row s (so no rows may be deleted, moved or added!)

Worksheets order

Text " Capacity Team 1" in the designation of the 3rd worksheet (will be replaced by
current designations of the respective team during report generation).
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OPTIONS

CALLING THE OPTIONS

The dialog window for setting the options is opened by pressing the Options button in
the Tools tab.

VIEW SETTINGS

The settings under View are saved in the profiles (see"Saving the settings in profiles”
on page 129), so that different settings can be recalled here.

Gantt chart

Options
o= View A
Designation of holidays
Gantt chart
Task b v | Display + | vertical
ask bar
i All ®) From 2 pixel width
£ User_settings A

General settings
Visible time window

Colors Gantt chart
Messages / Orientation 08:00 ~ [ 16:00 hd

Start behaviour / e-mail / synchronize
absences

Names of the holidays

The designations of the public holidays(see "Holidays" on page 126) can be displayed or
hidden.

The following options are available:
1 Show names of All holidays.

1 Show designations of holidays From 2 pixels display width. In this case, the la-
bels will be displayed only if the stroke indicating the holiday at least is 2 pixels
width.

All designations hidden.
Vertical: The names of the holidays are displayed vertically, which means that

they do not overlap when the Gantt chart resolution is low and the holidays follow
each other in quick succession.
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Visible time window

The visible time window isised to set the times at which a day begins and ends in the
Gantt chart. It should be selected in such a way that the times to be set lie within this
range, since times that lie outside this range cannot be set with the mouse arrow.

Options
o= View A
Gantt chart Text position
antt cha
Task bar outside of timebars @) inside only if there is enough space
g USer_settings N inside the time bars v | Background of text transparen

General settings

Colors Gantt chart Date format

Milestones in headings

Messages / Crientation
without date

Format: dd.MM.yyyy hh:mm

Start behaviour / e-mail / synchronize

absences Example: 08.08.
.‘:2 BaSiC Seltings ~ String Description -
Planning period : Time separator
Costs / Abbreviations .orfor- Date separator
d Short date (= dd.MM.yyyy)
Pattern individual dd Day as number with leading zero

Text position

If texts are to be displayed with the time bars (see View menu), they can generally be
displayed outside, i.e. behind the time bars, generallyinside the time bars or only in-
side the time bars if the respective time bar is long enough for this. In the second case,
the text overlaps at the front and back if the time bars are too short.

The option Background of text transparent should be used if the workload is to be
displayed within the time bars, as this will not be obscured by the white text background.

Date format

When outputting the date of the beginning and end of the time bars, the format for this
can be specified.

The most important characters for setting the output format are the following:

d Day h Hour

w Week m Minute

m Month tt 12 hours display
yy Year

Examples (0304/2022, 01:45 PM):

"d/m" 3/4

"dd/mm/yy" 03/04/22
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"hh:mm tt" 01:45PM
"mm/dd/yy yy h:mm tt" 04/03/2022 1:45 PM

For a complete set of all formats, see the list in the dialog box.

USER SETTINGS

The user settings are higher -level settings that - in contrast to the basic settings (see
"Basic settings' on page 120) - can be setindividually by each user. They always apply
to the respective user, regardless of the profile used.

General settings

Options
£ View ~
Default values for new entries
Gantt chart
Priority: 2 2
Time bars
. Length of time bar:
& User_settings ~

. adapted to resolution
General settings
®) 1 workday
Colors Gantt chart

Messages / Orientation fixed duration | 0 0:00 ~ | (days hours:minutes)

Start behavior . )
| Automatically create time bar at new task

%2 Basi i ~
=* Basic settings Workload: 100,00 % *

Planning period

Costs / Abbreviations el I AELC )

Eatenlindid gl Font selection Default

Pattern priority-dependent Tahoma, 8,25 Pt.

Time tracking

Holidays
Master database / security / server
directory
Language®
German ®) English

*Changes only take effect after restart.

Default values for new entry

The values set here are used when entering newtasks or time bars.

Priority

The value set here will be applied when entering a newtask row.

Length of time bar

Double-clicking on the Gantt chart creates a new time bar that starts at the position of
the mouse pointer and has the duration set here.
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With the option adjusted to resolution the length of the time bar depends on the step

size with which the mouse arrow is moved over the Gantt chart. For example, at the Year
resolution, a new bar will have a length of one working day (see below), at the Day short
resolution it will have a length of 2 hours, and at 10 minutes it will have a length of 1 mi-
nute.

If 1 workday has been set as an option, the time bar always starts with the set work start
when a new entry is made and ends with the work end of the default calendar (see
"Create resource calendal on page 86).

The Fixed duration option allows you to specify the default length in days, hours and
minutes.

Automatically create time bar at new task

When inserting a new task, a time bar is automatically created in the middle of the Gantt
chart. The length of this time bar corresponds to the setting under Length of time bar
(see above).

Resourceworkload

When assigning resourceﬂ the workload value defined here is used by default.

Font (table / Gantt chart)

The font and font size set here are used for the table and the Gantt chart for both the
screen view and the printout.

Language

Setting the language of the programme interface, the messages and the manual.
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Colors Gantt chart

Options
o= View
Gantt chart

Task bar

& User_settings
General settings
Colors Gam‘*:hart

Messages / Orientation

Start behaviour / e-mail / synchronize

absences
%t Basic settings
Planning period

Costs / Abbreviations

Pattern individual

e
Colors Gantt chart

2 7| Contrast (0-5)

5 - Visibility of planned time bars when
~ ~ | actual time bars are displayed (0-5)

title
Today Weekend Region Background Holiday
Folder row

S

(Change after click)

Default Colors

Clicking on the element to be changed opens a dialog box in which the desired color can
be selected and accepted by pressingOK. Thestandard colors of A-Plancan be set by
clicking the corresponding button.

Contrast

To adapt to different monitors or personal preferences, in addition to the color of the
background, the contrast between the dividing lines can also be adjusted in 6 levels:

Contrast =0 Basic design (2)
Detailed design...

Contrast =2 Basic design (2)
Detailed design...

Contrast = 5 Basic design (2) |
Detailed design...

116 9§ Options

A-Plan X



Visibility of the plan bars

When 'Actual’ mode is activated (see Target/actual comparison, forecast on page 104),
the plan bars are displayed behind the actual time bars with a transparency that can be
set here:

(= Determine new... @) 67.3 % ; AT —
Basic design (2) O 100.0 % T00% 1
Detailed design. .. 40.0 % l:;:ﬂ'ﬂ_%'—

Messages / Orientation

Options
= View A
Messages

Gantt chart
T b= + |Confirm deletion of data

- J I
: User settlngs A Display general messages
General settings Show message if resources are overallocated / absent
Colors Gantt chart Threshold: 100.00%

I Messages / Orientation

Start behavior
Visual guides
%2 Basic settings A
g + |Perpendicular guidance line
Planning period

o + |Position of mouse pointer
Costs / Abbreviations

Pattern individual

Messages

Confirm deletion of data

With active deletion of data confirm, before deleting data you will be asked if you really
want to delete the data (= protection against accidental deletion).

Generalmessages

If you have enabled this option, you will receive appropriate notifications depending on
the action.

Visual guides

d Wed, 06/04/2022 12:00 For easier positioning of the time bars, a vertical guide line

_purchase hardw IS displayed at the tip of the mouse pointer. is displayed at
the tip of the mouse pointer.

If these lines bother you, you can hide them.
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Create prototype Also the field with the display of the current position of

SEDE Sat, 06/08/2022 08:00 \the mouse pointer can be hidden. In this case it will be

End: Tue, 23/08/2022 16:00 | . . .
iderlll Duration: 12 00:00 displayed only when changing a time bar (start, end or po-
1al impl Effort: 7 00:00 Esition)

Workload: 100 % ] )
:EE Create prototyLe

Startup behavior / Email / Synchron. of absences

Options
o View N
Start behavior
Gantt chart
T bers v |Open last file automatically
g User_settings A Display current day in Gantt chart
General settings
Colors Gantt chart Email settings
Messages / Orientation Sender address: service@braintool.com Evaluate
Start behaviour / e-mail / synchronize (@ch service@braintool.com
absences
v |Copy of emails to sender
%2 Basic settings A
Planning period v |Use own e-mail server
Costs / Abbreviations Outgoing mail server: | T Port: 02
Pattern individual User name:
Pattern priority-dependent Password:
Time tracking
Holidays Synchronising absences with MS Outlook
Master database / security [ server Absences synchronize
directory
Synchronize each 10 2| minutes
Category(s) in MS Outlook: Schulung -
| Urlaub
Geburtstage
A-Plan
| Krank h

Open last file automatically

If this option is enabled, the database you last worked with will be loaded automatically
when you start A-Plan. If this database is not found, a new- empty - database will be
created.

You should switch off this option if there are longer waiting times when starting A -Plan
while working in the network (e.g. because the whole network is searched for the data-
base).

Display current day in Gantt chart

If this option is enabled, when A-Plan is invoked, the Gantt chart is set so that the current
day is in the visible area. If it is disabled, the left border of the Gantt chart will be set as it
was when the settings were last saved.

118 { Options A-Plan X



Email settings

To be able to send emails from A-Plan (see 'Sending emails' on page 45), the settings
specified here must be made.

Synchronke absences

It is possible to synchronize absences(see 8Absenceon page 88) with personal calen-
dar entries in MS Outlook. The categories of MS Outlook whose entries are to be syn-
chronised can be defined. The time interval for synchronization can also be specified

Notes:

1 The absences of the resource whosename matches the logged -in user are syn-
chronized. If the login name differs from the resource name, the resource for
which absences are to be synchronked can be specified as described under
"Group / Resource' on page 230.

1 Synchronization can only take place with the respective personal calendar .

1 All entries in the absences row of the resource concerned are synchronied.
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BASIC SETTINGS

Basic settingare settings that are always valid for all users of a database.

Planning period / Time grid

Options E
E View A
Planning period / Time grid
Gantt chart Jiz ! g
Time bars Start of planning period End of planning period Time grid
12/04/2012 - 12/04/2042 - 15 minutes v
& User settings A
. Important:
General settings The planning period and the time grid, with which all calculations of A-Plan are done, influence the

performance of A-Plan. Therefore, the planning peried should not be significantly larger and the time grid

Colors Gantt chart should not be finer than necessary.

Messages / Orientaticn In addition, each user can indivdually set the 'Earliest end date’ in the ‘dialog filter’, which prevents plans

Start behavior from being read in that were completed before the date set there.

%2 Basic settings A

Planning period

Planning period

Since the entire planning period must be taken into account for some internal calcula-
tions, it is necessary to define this period for performance reasons. It should at least cov-
er the entire period required within the database and should not take into account any
excessively large reserves in the process.

Time grid

The time grid determines the step width in which time points are entered and displayed
and calculations are performed. Possible values are

5, 10, 15 or 30 minutes,
1, 2, 3, 4 or 6 hours or
Day/ 8 hours, Day / 12 hours

The setting should be selected so that the shortest time intervals that occur in your
planning can just be displayed. For example, if you generally plan only in hours or even
days, setl hour or dayrespectively.

The coarser the time grid selected, the faster internal calculations are performed (L hour
instead of 1 minute, for example, results in approx. 30% speed gain), and settings can
also be made more easily and quickly, since unwanted intermediate values can neither
be set nor displayed. The latter is a great advantage especially when setting times in the
Gantt chart.

With both Day / 8 hours and Day / 12 hours, A-Plan no longer "knows" hours, but all
calculations and displays are always in whole daysThe difference between Day/ 8
hours and Day / 12 hours is only that when using hourly rates, which is not recom-
mended, these are extrapolated for a day to 8 or 12 hours. However, it is advisable to
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specify not hourly but daily rates for the costs in the Day ... setting, then it does not
matter which of the two settings is used.

Notes:

When changing the time grid of an existing database,no values in the database are
changed, but existing values are displayed or printed etc. according to the selected time
grid. However, newly entered values will be adjusted if necessary so that they lie on the
time grid .

calendar

Costs / Abbreviations

Options
°Z View 7~
Duration / Effort*
Gantt chart P
Time bars Unit duration: ‘[M(S):V|
Unit Effort: ‘Day(s)7\/|
& User settings ~

General settings Abbreviations

Colors Gantt chart

Currency: $ Effort: w
Messages / Orientation Resource: rs
Start behavior

Minute: m Week: w
22 i i A
e* Basic settings Hour: h Month: m
Planning period Day: d Year: y

I Costs / Abbreviations

Pattern individual Cost rate*
Pattern priority-dependent Unit of time: |Hour(s) v ‘
Time tracking Default cost rate: 50.00 $/h 2
Holidays Important:

The default cost rate affects ALL costs for which a cost
Master database / security / server rate was not explicitly specified in the assigned
directory resources!

The recalculations of the affected costs are done after
closing the option window.

* Default values used if no different values are entered in
the main window table.
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Duration / Work (time unit)

The value selected here is used bydefault together with the abbreviationfor the work if

Abbreviations

Abbreviations used in the table of A-Plan for both the display and the printer. Any ab-
breviations can be used and they have no influence on calculated values.

Cost rate time unit, cost rate)

The values entered here are used bydefault if no special value has been entered for a
resourcein the main table (see "Fixed costs, cost rate of resources on page 98).

The following values are available for the time unit to which the costs are to be related:
Minute

Hour

Day

Week

Month

Year

For the representation of the corresponding values, the characters (sequences) entered
for abbreviations areused.
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Bar pattern

The patterns (and colors) for the time bars are divided into individual and priority -
dependent patterns.patterns (or colors) are distinguished.
Individual pattern

Each individual time bar can be assigned anindividual pattern, and the palette available
for this can be specified in the following dialog box:

Options ] X
o View ~
Gantt chart No |Designation a |Background Color Pattern color Pattern Preview
Time bars 7 105 data proc. I 192, 80, 77 |
107 external implem. Custom | System 3 DiagonalCross
8 User settings N 106 | internal implem. Bl Automatic
General settings 102 milestone
103 Theme Colors
Colors Gantt chart process
o T /H A EEs
Messages / Orientation
) 109 Staff 2
Start behavior
104  topics
%* Basic settings A 110 (untitled 08)
Planning period 111 (untitled 03) Standard Colors
Costs | bbreviains 12 nided 19| g g 1 )
. 113 (untitled 11)
Pattern individual . More Colors...
114 (untitled 12)
Pattern priority-dependent i
115 (untitled 13) 7,51 ]

Set the pattern

Any number of named patterns can be defined, each consisting of 3 components:
1 Background color
i Pattern color and
1 Pattern

Thesepatterns can be defined using the Pattern dialog box (see "Colors / Patterns' on
page 51) and .

Then, by clicking on a pattern and a foregroundand background coloryou can make
the desired assignment.

Priority dependent patterns

If no individual patternhas been assigned to a time bar, apriority -dependent patternis
displayed (see 'Priority dependent patterns™ on page Fehler! Textmarke nicht

definiert. ). For example, if a red color has been selected as the pattern for priority 2, all
bars belonging to a project or task with priority 2 will be displayed in red.

You canset a specific pattern for each priority, and also one for all completed time bars
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Resource workloads (colors, percentages)

As explained in the chapter "Display / create resources on page 84, different colors are
used depending on the workloads of the resources:

If other colors or b ounds are to be used, the desired values can be set in the options.
The values shown here are thedefault settings:

In the first line, the colour of the absences can also be changed if required.
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