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INSTALLATION

GENERAL HINTS

SYSTEM REQUIREMENTS

To install and run #Rlan, your computer must meet the following requirents
1 MS Window=000, XP, Vista (32/64 bit) or Win 7 (32/64 bit)

1 approx. 60 MB free hard disk space

1 administrator rights (required fonstallation only)

1

Microsoft SQL server or MySQL server (SQL versio®ainfonlysee"SQLVersior
on pagelol)

SINGLEJSER INSTALLATION

INSTALLATION

1. Insert the installation CD (if the starting screen does not appear automatically, do
ble-click stat.exe in the root directory of your CD).

2. Click on Install #lan 12.

3. If Windows Installer is not yet available on your PC, the installation progranm-will i
stall it first.

4. During the installation of #lan you may change the default target folder. If pdssib
do not installA-Plan 12 in a directory which contains a previous versionlaf.

Click onContinueand the installation will be completed automatically.

LICENSING

After you have started #Rlan for thefirst time, it will prompt you to enteName 1(and
Name 2,if applicablg as well as youidensekey:

A-Plan 12.0 Installation 9



A-Plan 2010 - Licensing (-5 e

Please enter the name and key (see the label affixed to the CD of the full
version). Then click on ‘License”:

Mame 1: | braintool software

Mame 2:

Key: kDsFa | - [esewe | - [iGaaE | - [zTeoF

Testing time has expired. From now on, you can use the free version of A-Plan
with a limited range of functions only. Just click 'Internet order’ or "Order form’
to get the full version.

| Start ‘Free’ Version || Order via Internet | Cancel

If you purchased the full version offAan, you will find the required infoation on your
CD cover. When entering license information, make sua¢ you enter it correctly (be
aware of small and capital letters and of blanks). Then click the buit@mse

As long as you have not purchased a full versionBfafy, you may test-Rlan for 30

days. To start #°lan in the test mode, click the buttdvaluate Of course, you may
continue using the files you created when testing the program after you have purchased
the full version! This requires no new installation of the program. Just enter your name
and your license key to gatcess to the full version. You will be given your license key
as soon as you have purchased the futkian.

New licenses (additional modules)

If you purchased a supplementary license for the synchronization module or the time
tracking module, just open the licensemdow by clickin@ / Licensing of A f I aA&k
enter the new license key.

INSTALLATION IN ATNEORK

We urgently recommend you to instaltian on each client and not on a ger. In the
longrun, this will result in a minimum of problems (caused, for example, by program |
brary versions being different on clients and on the server, by wrong or missing refe
ences etc.). With #Rlan installed on each client, all users can nevertheless access a
common databaseotated on a server!

INSTALLATION

INSTALLATION OF TAHPLICATION

The network version of Rlan is identical to the singleser version and isistalled in the
same way (seeSingleuser installatiofi on page9). The networking functions are not
activated until the respective licensing data have beetersd.

The CD directory dAPlanl2includes the msi file for the Microsoft Installeraiing you
to easily perform the instaltaon in a network by using a software distributionogram.

1. Using no software distribution program, you might be unwilling to take the iastall
tion CD to each client for installation of the program. To avoid this, just copythe i
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stallation directory APIal2 (with all of its subdirectories) to a server and start tine i
stallation of the program at the clients by doukdicking setup.exe. This way of i
stalling the program on the clients provides the additional advantage that the ind
vidual users no longdrave to enter the licensing data after they have starteBlan
for the first time. To install the program in this way, proceed dievs:

2. Install APlan on a client.
3. Start APlan on this client and enter the licensing data (dee€nsingjon page9).

4. In the client directory "My Dagnents A-Plan" you will find the file aplan12.lic. Copy
this file to the installation directory "\APlan12program file§A-Plan12" on the
server (pease be careful not to copy it by mistake to the highest server directory
which is named similarly \APlan12'¢ but has no gphen!).

The licensing file will be included in the subsequent installations making further licensing
unnecessary.

Please notehat a license must have been granted for each user.

NEW LICENSING (ADDINAL LICENSES, ADDNAL MODULES)

If you increased the number of granted licenses by purchasing additionaddenif
you purchased licenses for the synghization or the time tracking module afterwards,
just choose? Licensing of APlanto enter the new license key. If several clients are i
volved, copy the updated licensing fdplan12.licwhich you find in the direcry "My
document$A-Plan” to the coresponding folder of the clients concerned.

ADJUSTMENT OF PRENMSMATABASE VERSIONS

AUTOMATED TAKEOVHREXISTING DATABABHED SETINGS

When started for the first time, Rlan 12 will check whether a previous version of A
Plan exists. If a previous version exists, you are offered to haveréwveus databases
and settingscopied to the corresponding folders offAan 12.

If you refuse to do so, you should manually copy the files and settings which you still
need to the coresponding subdirectories of-Rlan 12 (by default, these are "My doc
ments A-PlanData" and "My Documenté-Plan Profiles” respectigly).

If the corresponding structure wadraady available with earlier versions oPfan éee
"Folder structure of profiléson pagel39), no further changes are necessary to ensure
the newly intoduced synchronization as well as access from any computer.

Existing profiles of former versions are takarer. As an option, you may even keep the
formerly used structure.
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ADJUSTMENT OF PREY3AATABASE VERSIONS

Previous databases are automaticaltjusted when they are opened byPan 12.

You should make a copy of your curreAPkan ditabase(s) before the automatica
justment is made.

Important information:
After a database was opened withPAan 12t can no longer be opened with an earlier
version of APlan

UNINSTALLING A FORRNERSION OFPAAN

Having successfully installedP¥an 12, you may uninstall an existing formersvaen of A
Plan Gtart / Control Panel / Add or Remove Prograjms

Important note:

Uninstalling will not delete any files you creat&tkevertheless, make sure that yourfo
mer data and profiles have been copied to the newRlan folders (by efault, these are
"My document$A-Plan Data" and "My Documenté-Plan Profiles") before you start
uninstalling.

INFO ABOUT-RLAN (ICENSES, RELEASBER)

Clicking the small "i" within the grey circle (in the top right of thBlan window) will
bring up the APlan logo together with the currently used release number and thedicen
ing data.

Ls) braintool

Release no.: 1200018 |5] 08
S0L version |
Licenses: 200

l'? & &
with synchronization + time tracking %T,}

WebViewer: 20

licensed to
braintool software

About

PEig:r-:sy_ Information about the
s, | 2U-

version and the
A— P | a n 1 2 0 = | Il licensing of A-plan
Copyright © 2013 braintool software gmbh
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INSTALLATION OFPAAN ON A NEWOMPUTER

Due to the fact that the licensing ofPlan does not refer to computers but to users it
can easily be installed and i®nsed with the same key on a new computer.

Please make sure that no other persons usiée the existing #°lan version on your old
computer. This will also be prevented by the fact that with muter licenses the -

ber of users entered in the central database cannot exceed the number of licenses. In
analogy, with sigle-user versions a dabase can be opened by one user only.

REPAIRING AN EXISFINSTALLATION OfPRAN 12

Should it happen that A#lan can no longer be started due to corrupt, overwritten or
missing program files refting from the installation of other mgrams or if inexplicable
errors occur after you have started the program, you may restore the original mstall
tion:

SelectStart / Control Panel / Add or Remove Program&{/Plan12 and start the insta
lation program by clicking the butto\dd / Remove Then select the commarfiepair.

A-Plan 12.0 Installation | 13



INTRODUCTION INTOHPAROGRAM

HELP SYSTEMS

TOOL TIPS
£ 72 & P f g 3-3zg 5. When you pause with the mouse pber
_ _ “® over a button of a toolbar for moréhtain
Selection of status Open/Close

— half a second, an explanation on the fun
51["““' tion of the button comes up.

Show those tasks only which are marked as
being 'critical’

| (@ Press F1 to have the help text displayed.

STATUS LINE

Depending on the position of the mouse pointer (e.g. when a task bar is selected), a
message is displayed in the statugeliat the bottom of APlan giving information on
available functions and cemands or on the current program status:

06.01.2011‘ 16:29’ To shift: Use the mouse to drag(To copy: + CTRL, to change row: + ALT) | Fine adjustment (ON/OFF)

Mainly in the learning phase, you should frequently have a look at the status line since
this can save you, on many occasions, from udiing online help!

ONLINE HELP

To open the online help file of-Rlan, choos@/ Contents and Indexr Find respectie-
ly.
CONTEXBENSITIVE HELP

Press F1 will also open the online hile but will take you immediately to the chapter
in which thecurrently active éement is explained

In the main window of A°lan, you are likewise taken to tiseitable chapter of the
online helpfile by clicking the arrow with the question mark and, héle element to
be explained:

k7 Ribbon style = i Loclc[/\\sﬁl

W Admin’ lock

g

Direct help
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[ A-Plan 2010

=] i &€ ¢

Ausblenden Vorheriges  Machstes

Inhalt | Index | Suchen |

Zunick

[F=5{Ecl =53

5

Dken

Optionen

@ Installation
@ Essential new features of A-Flan2010
@ Introduction into the program
= []2| Entering and editing of data
@ General notes
= QZ] Entering rows {tasks)
[£] Selection of rows
[£] Enter a new row
@ Summary rows
@ Show totals
@ Lecking of raws
@ Entering and editing data
@ Task bars (Gantt chart)
@ Sending of emails
@ Find and Replace
@ Move and copy folders, projects a
@ Deleting of data
[£] cumency conversion
@ Defining the data to be displayed/print
@ Resource planning
% Project status (planning, current state,
@ Options
@ Prirting, Reports

@ File functions

Locking of rows

If a single row is to be protected against accidental changes, for example, because it
contains a fixed date of delivery, you may lock it against any changes by clicking on the
designation of the row with the right mouse key and choosing Lock row:

Milestones

#H  Cut
B Processes 31 |
@ Topics. content = =°%
Blnternal implen| 7~ Delete
Performance & Lock

Place Web de {.i 'L.dmil%l-:uck

Trctall hatling

*Admin’ lock

Mormally, the lock can be deactivated by any user having the right of changing the row
concerned. For this reason, the network version provides a special lock to users having
admin rights (Access permissions on page 199). This lock cannot be deactivated unless
you have admin rights.

Task Status Locked rows are indicated in the status column
by means of a yellow lock (standard lock) or a
Place Web design order |I:IE‘;‘| red lock (,Admin’ lock).

Install hetline |I:Iﬂ

Clicking the above mentioned button again or pressing the ESC key will switch off the
contextsensitive help.

Attention:
While the contextsensitive help is atated, no other function can be started.
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THE USERITERFACE ORPAAN

THE RIBBON BAR

The Ribbon Bar gives you quick access to all functiond>tdrA It is grouped in logical
tabs which provide the functions of each group of tasks.

RIBBON TAB FILE

Use this tab to create anib open databases, to trigger printing and to carry out aghmi
istrative and file functions

n Start Create/Edit Data View Tools Help

‘ ] New Ctrl+N Administrate and repair database
-

—3  Secure database in backup
l;‘;) Create a compressed backup copy of the

7 Open Ctri=0
- P == database
H Save Ctrl+S L i TOTRRaEND
ft) Choose and open backup copy
H Save as -
: Repair/compress
L‘Q;@g;, Eliminate database error and release the
@ Print l » | 9 memory which is no longer required
- Archive
| e oA
(3 Database administration > ti.j? —q(hlve and optionally delete tasks before a
{ given date

4 Export, Import, Synchronisation} >

S

RIBBON TAB START

This group includes all frequently used functions.

Start View Data Table Data Gantt chart Tools Help
] Profile: Default =" o =» W g, ﬁ [ Split display Bl Resolution: Week M -
. E- &= &= T
2Jr Save settings B e f| & . fga] Show resources| [T show ‘today
c E- g5 2= Setu .
2% Delete current profile [ miraly’y @ 2| E= e e Colum?m & Refresh
Profiles Fl Date Traffic lights Status Open/Close Table Gantt chart

RIBBON TAB VIEW

This tab provides rarely needed settings for adjusting the view.

Start View Data Table Data Gantt chart Tools Help
[ setfilters 4 b Set sorting Designation | [[] Week numbers Capacity usage
[, Falder filter ON/OFF [ Resources Accumulated buffers Limits
L?j General filter ON/OFF Date [ critical path
Filter, sorting Gantt chart - details

RIBBOI TAB DATA TABLE

Click this tab to find all functions needed to create and change the structure of projects
in the table area of Alan.
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View Data Table Data Gantt chart Tools Help
=| Higher @ éa Upgrade v’ Compl. mp MNotice arrow J Do not filter ! Reshow J Mote g Client ‘ﬁ Find
Copy = Same L_ = Downgrade ) Mot clear '::y Passive EE' Lock S_; Personal alarm K Object E Responsible algc Replace
Insert Certain — o —
Delete sl Lower  jaye|~ ;: Page break f Critical X canceled E ‘Master' lock ?4 Global alarm Currency conv,
Clipboard Insert rows Structure Properties Reminders Objects Others Find/Replace

RIBBON TAB DATA GANTHART

All functions provided within the Gantt chart ofiAan, e.g. for the scheduling of tasks

can be found under this tab.

Start View Data Table Data Gantt chart Tools Help
[ Default 4 CEarliest begin iLﬁFor\c\rard ':,.:—;‘IForw., distance 0 |:| Adjust end /1, Adjust ECalendar ETask bars _ﬂ'\?_
7 Milestone | O Latest begin =‘lﬂBackward 'f—f‘__lBackw., distance 0 |:| Adjust begin EDur. EF‘ostponement . '*
1 Latest end xDeIete @Link dialog Adjust capacity usage E|Co|or ESeries wgi:-,(leng
Time bar Preselection Links Adjustment Tools Working time

RIBBON TAB TOOLS

Special functions such as time tracking, reports, WebViewer, MindManagegtad
program functions, options and user administration are included in this tab.

Start View Data Table Data Gantt chart Toaols Help
\-’) E = &) Timer ON ‘i. M open MM Resource planning Cost planning = ?3 Password
- ﬁ =
Q Upload (Ml Refresh MM |:| Actual vs target values Quantity planning e SiJ Users
Time Reports ‘WebCreator . . Options
tracking \¥4 Change Selection
Time tracking | Reports WebViewer MindManager Activated features Options |User administration

RIBBON TAB HELP

Use this tab to find aBupport functions of A°lan.

Start View Data Table Data Gantt chart Tools Help
9 Contents/index “ braintool =
) Find & support
Licensing
SQL version
Help Internet Licensing

CONTEXBENSITIVE MENU

[ Identifu denartments s @F  Miller (33)
i Deter db  Cut :If Schulz Stevens
Hldenti) 53 Copy | Stevens (15)
EDetert % pejete 2
TDEiCS i | hdilloe
® Internal Ti] Mew row 4 EI on next higher level
External| 4@ Upgrade row |l=-°| same level
# Data prc ! Reshow |i:| on next lower level
10/49 v’ Completed ,'lj on level 1 [Folder]
Task f  Critical BZ] onlevel 2 [Project)
wternal staf 7 Mot clear 85 onlevel3 Task)
Stevens (I up  potice arrow 85| onlevel 4 (Task)
Absences 0
: on level 5 (Task)
Baseload d’ Do not filter -E
Determing = Lock Processes
Identify pri G Admin’ lock Processes
Staff traini ) Internal implementation
"= Send email .
Select pron - Data processing
Schulz (8) "= Fage break

33| Rightclicking a row in the main table «

132 A-Plan will open the contex¢ensitive
menu. It adjusts automatically and wi
present only those functions which ar
available for the given row.

E-8]

E-By

E-Bu

E-Bu
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ALT KECOMBINATIONS

Clicking the Alt key will display for each function the key combination you have to press
for starting the function:

Create.-Edlt Data View Tools Help

U FD FD
|_I |gher @ Hpgrade '1,E rward rw.,distancet]

I_.me a8k Opwngrade ckward ckw., distance 0

Insert Certaln

S Ielete - ige break Helete nk dialog
\_Ilph LG sert r:u-r ucture L

QUICK ACCESS TOOLBAR

The default version of-Rlan provides some buttons the title bar for fequently used
functions such as Undo, Redo and Print.

You may extend the list of quick access functions by clicking any function with the right
mouse key and adding it to the list by selecting the respectivencand

;5||‘ vz (g & f|- A-Plan 2010 - §
Start Create/Edit Data Wiew Tools Help
2] Profile; Default - — O= mO= - !
3 Profile ]| =] A = @-gzE=; . @ li
@531:& settings [_
f ] L ik £ = g FH- _E= = Satun

éj‘ Delete current profile Add to Quick Access Toolbar

Profiles ' g

Task ‘s

Custum%e Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon

1 E Organization (1) | Minimize the Ribbon

CONFIGURATIGDF THE RIBBON BAR

Fle 2@ & f[+ Clicking the scroll down

Start Create, Customize Quick Access Toolbar arrgw at the end of the
———[/] undo Quick Access Toolbar or

] Profile: Defauit right-clicking any button

Redo

23» Save settings | will bring up the dialog

% Delete current profile box for adjusting the mul

v

v

Profiles v | View page function bar.
v | Print with default settings

Open database

Task

More Corr%ands
1 = Organization (1) Show Eeldt the Ribbon
2 1 Baseload
3 O Examples (2]

Minimize the Ribbon

18 1 Introduction into the program A-Plan 12.0



Customize

Quick Access | Keyboard | Options |

Choose commands from:

Fe |

[ Show Quick Access Toolbar below the Ribbon

i Mew SQL dath... * ¥ Undo

§F OpensgL dat...‘E‘ “% Redo

]pl Save QL data...| ,__"f Open database
;H' Delete SQL da... @ View page

(] New & Print with default...
5 Open 4

E’ Save as

- Reset

Close

Customize

Quick Access Keyboard | Options |

Category:

-
Commands: Key assignments:

Ctri=V

Insert time bar =

Copy |L|

Cut

Delete

Insert - higher level

Insert - same level

Insert - lower level Press new shortcout key:

Insert folder - |

Description:
Paste contents of the clipboard

B3

Reset Al

il

Close

Customize

Cuick Access | Keyboard ~Options |

Personalized Menus and Toolbars

[+ Always show full menus
[~

Reset menu and toolbar usage data

Cther
[ Large icons
[+ Show ScreenTips on toolbars
[v¥ Show shortcut keys in ScreenTips
Menu animations: |[S1_.rstem default) j

Cloze

Use the first tab to adjust the
Quick Access Toolbar. You
mayadd or remove functions
just as you like.

The second tab serves tgsa
sign key combinations to fun
tions.

Further options can be set in
the third tab.

Especially if you are not yet
familiar with APlan, please
make sure to activatéhe op-
tion Show Screen Tipsn
toolbars in order to havexe
planations for the buttons g
played.

A-Plan 12.0
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THE MAIN WINDOW OFFAAN

One of the major advantages offan is that you make almost all entries in the mai
window. This means that there is no need to change between various data emtry wi
dows and, as a consequence, you have quick access to all the data you need.

The central part of A°lan is themain tablefeaturing thecolumn area(1) and theGantt
chart (2) in whichall tasks contained in a database are visualized

&= e L_f @ @ f = A-Plan 2010 - Expl_Project_planning o B E3
m Stat | Create/Edit  Data  View  Tools  Help k2 Ribbon style ~ i (2
21 Profile: Default == [¥Z B- g Esly . ' Split display [l Resolution: Week -
FT— - | B E=BES e
£3» Save settings m ! w fF? faid show resources | [J[[| show ‘today
. - - H- E= 2= Setup ,
3& Delete current profile n&‘ D\ I-'é E Hﬂ' 2=EEEs Columns | & Refresh E'Actual' mode
Profiles a Selection of status Open/Close Table Gantt chart
Task Status Resources CapUsg| | Apr2011 | Mai2011 | Jun2011 | Jul2011 | Aug 2011 |
Pl'd
—
3 D Examples (2) | | | | | [ [ pa
4 3 E-Business integration (6) mg* EEomess micgrallon s ———
5 Milestones ¥ i | | | | Wropics, HW fixed
6 B Processes @) g [Frocesse M —— | |i|
7 Identify departments mg*  Miller 33) EERA I | | | |
g Determine contact persons I:If Schulz; Stevens 100 %5 Determine:contact per:sc-ns |
£l Identify processes =] Stevens (15) 15 % |
10 [H Determine new processes (2] |CJ Determine n:ew Processes
11 B Topics, contents (4 — Miller > Fiopics, coqtentsq
12 Define topics 1 =] Miller (40) 40 % Defin:e topics
13 Structuring =] Miller (30) 30 %, StrLicturing
14 Detailed structure =] Miller (30) 30 %, Detailed structur
15 Product selection =] Miller (20} 20 % : Pr:oduc
16 ® Internal implementation (7] =] H
17 External implementation (5) |3 WBA Ltd., | |
18 Data processing (3 = _FDEtE} processing—— -
2 35 1443 < | Ll v |z03.200 [wfY <« [ r
0/0/0/0 M4 (| Th, 03.02.2011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011] 13:52 | 100% O——0——&

RESOURCE VIEW

With resource planning activated (see the fatolg, available resources can besdi
played in the lower half of the window together with thealenders, absences sa
signed tasks and theiapacity usage:

7 Identify departments [og®  Miller 33) | | | | |
| | | | | | -
22 33  14/43 4 | W s
Res./Task | Cap. Parent Task || Apr2011 | Mai 2011 | Jun 2011 | Jul 2011 | Aug 2011 | Sep 2011 |
44 Miller (14 OO NOEENENC 00 00EEEEEE EEEEE0 -
47 Absences |
48 Baseload <20,0 % Baseload [20%] ] i
50 Basic design <100,0 % Processes > Determine new -Basic desi'gn | | | =
51 Detailed design <50,0 % Processes » Determine new _'Detailed de%ign (50%} | |
52 Define topics <400 % Topics, contents | DEfir‘I:E topics [40‘3’:6] |
53 Structuring <300 % Topics, contents | DStrLictLlrirlg BO?:&] |
| e | | il
22 44 3434 < [Lm v 30032011 [ « [m 0
0/0/0/0 M 4 | Th, 03.02.2011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011 | 13:59)| | 100% O——0—@
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Resources will not be displayed unless the butBirow resource$fias been etivated:

@

" = @ @ ] A-Plan 12 - Expl_Construction_Scheduling
Start Wiew Data Table Data Gantt chart Tools Help
2 Profile: Default i =R o’ = 57 = @- =g - @ [-] split display
E- E= &=
E%Saue settings = = ':ry f hﬂ' ﬁfmow resources
) H- @= B= setup .
=% Delete current profile LA X - 2 BTk Columns | = Refr
Profiles F Date Traffic lights Status Open/Close Table

SPLIT PROJECT VIEW

The lower part of the main table can also be used to split the display of the progyet

in order to have different projects displayed simultaneously. Splitting is triggered either
by using the functiorsplit displayin the tabStart (see abovedr by pulling down the
splitting line (top right corner of the main table):

o B 23

Fle~gasf -

A-Plan 2010 - Expl_Project_planning

Start Create/Edit Data View Tools Help k7 Ribbon style ™ 9 e 4]
2] Profile: Default Ml (=|"=] (¥Z m- @z o=, ﬂ [ split display & Resolution: Week S 5
. E- = &= T
E;j}’Sa\re settings I ! -p f ;’ mShow resources mShow ‘today’
. - E- &= &= Setup ,
§§< Delete current profile -&f h [,—ﬁ 3 hq' E=EES Columns | = Refresh E'Actual' mode
Profiles Fl Selection of status Open/Clase Table Gantt chart
Task Status Resources | Apr2o11 | Mai2011 | Jun2011 | Jul2011 | Aug 2011 | Sep 2011 |
—
—
3 EExamples (2) | | | | | | =]
4 3 E-Business integration (6) E:IE# -Business integration
5 Milestones i | | | | WTopics, HW fixe Fr, 30;,09.'3911..” i
6 B Processes (4 g IProcesses e — | |E |
7 i Identify departments gt Miller (33) | | | | |
8 +| Determine contact persons I:If Schulz; Stevens Determine:contact per:sons |
9 t Identify processes | Stevens (15) |
10 B Determine new processes (2] |3 ﬁbetermine r1:ew processes
11 = Topics, contents (4 =] Miller & Topics, contents
12 il Define topics _ Miller (40} W N Define topics
13 t Structuring =] Miller (30) Structuring
14 & Detailed structure | Miller (30) Detailed structure
15 t Product selection =] Miller (20} : Pr:oduct seledtion
16 [ Internal implementation (7 = '-rl Tnternal imp ernenfaf:ﬁ-
17 External implementation (3] |3 WBA Ltd. | |
18 Data processing (3 =] fData processing———— ~
22 368 14m9 || v 3003.2011 (w5 « [ v
0/0/0/0 M 4 | Th, 03.02.2011 Dur.: 25,0 d Th, 17.03.2011
05.03.2011] 14:35 To select: Click | 100% ©O————®

Splitting is cacelled by clicking the functioBplit displayonce again or by pulling the
splitting line to the upper or ver edge of the main table.
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ZOOM FUNCTION

The view of the main table can be zoomed in the range from 20% to 180%. Enlarging the
viewprovides betterredA y 3 X

FIe g & F - A-Plan 2010 - Expl_Project_planning = = 2
Start Create/Edit Data View Toals Help k2 Ribbon style ™ i@ (D)
2] Profile: Default v EE . Split display ﬂResolution: Week 5 -
23> Save settings . ! - F ? ESHOW resources ﬂ]]]Show ‘today’
- Setup
% Delete current profile & P o & 8 Columns | & Refresh = ‘Actual’ mode
Profiles [P Selection of status Cpen/Close Table Gantt chart
Task ey | e— Caplisg FI'd Nt D...|| Agr 2011 | Mai 2111 | Jun 2011 | Jul 2011 | Aug 2011 | Sap 2011 |
e e e e o o v v v
—
2| B Examples (2) 248,04 | [ | .
7l |y — son 161 =g 2190 | Eomnee ey e !
5 Milestonas ¥ ao4| | W Togics, HW fooad Wi Prototpe
& [ Processgs ) L =]y 9504 ﬂm 1 |E
7 Hantify departmants O E Ml 5y n%| @ 04| |
a Datarming santact parsznz | L3 F  Sohuiz Seevens 100 % 2804 Daterming sanfast parszns
El Mentify processs = Stawans [15) 15% 2004
13 EDatermng ngw procgmes @ | L 340d StErming nEw 5
11 E Topics contants &) = Millar #:Od Topics, contenps———
12 Drfine topics = Millar (201 0% 1004 Diefine topics
13 Structuring = Milar (30) 0% 404 Structuring
14 Diatailed structura i Millar 30) 0% 204 Diatailed structura
15 Broduct sslection = Millar 20) 0% 1804 g
15 H intarnal implamantation (7| i 0304
7 Performancs specification = Miller (30 0% 2304
18 Piace Wek design order = Millar {15) 105 704
1 Install hotlina = Schulz 20) 0% 1504 I i1l hothing |
20 Sgarch enging registration = Schulkz 201 A ELE] [ ssarch angins ragistrat
21 Stz training = Stevans 20 Sch|  10% - 20% 28004
S Adiust Brachures = Millar (301 0% 7od | |
| | e
22 38 :pe 4| m v 30032011 (w2 « [ '
0,/0/0/0 M4 [ 3| Th, 03.02.2011 Dur: 280 d Th, 17.03.2011
05.03.2011] 15:04 [ 0% O—0—+—®

A

X ¢gKAES avlftt 1T22Y TFIO0G2NA 3IAPS e2dz | 68

Flewz=d& f- A-Plan 2010 - Expl_Project_planning = B
Start Create/Edit Data View Tools Help k2 Ribbon style ™ i@ (D
2] Profile: Default - EE E_ EE Ef 3 . ﬁ Split display @ Resolution: Week 5 '
E}Sa\re settings 1] ! -p { ? EShow resources m]]Show ‘today'
- - o | O E=EF Setup
% Delete current profile ¥ P gf g g 9 E=E= Columns | = Refresh [ Actual’ mode
Profiles [P Selection of status Open/Close Table Gantt chart
Task Status  Resources Caplisg PId Nt Dur[| 4pr2011 | Ma2011 | me2n | w2 | Awg20ll | Ssp2m |
—]
3 Examples (2) B480d | i
4 = E-Busingss integration (6 g 81904 |FT T
5 Wilkestonas ™ a0d W icpics, HW foced Wi tctotyne
& ElPocomme [=Fy 95,04 | Frocesas 4 IE
7 Idantfy dzpartmants I Mierzy 3% B 04| |
a Dietarmina contact parsons I—'l_f Schulz: Stavans 100% 2804 Digtanming contact parsons
9 Idantify proceses =9 Stavans (15 15% £004
10 [ Dstarming ngw procgsess | L 3404 Stanmine naw i
i 5 Topics contants &) - Willzr 304 Topics contants———— 4
12 Dafing topics = Willar §20) 0% 1004 Dafing tagics
13 Strusturing i Willzr 30) 0% 404 S‘tluc:mr'mq
14 Diatailed structurs = Millar 320 0% 804 Dratailad structure
15 Product selsction = Millar (20 0% 1804 g Pragust siestizn
15 B Internal implementation 7| = 20304 PFintamal —
7 Performance specification = Millar 20) 0E 2304 Parforma
18 Place'Wib dasign ardar = Millar (15) 15% 704 Piaca’
] Install hotlina = Y 0% 1504 I in 221l hting |
20 Sgarch enging ragistration = Schulz Q0 0% 904 -Sﬂlch anginz :ruqktr:t
1 Staff training = Stawans Q0F Sch 10%E-20% 280,04 |
2 s Erachuras = = 0% 704 | |
| | o
22 33 AMn 4| 1 b 30.03.2011 E]EI < [ r
0/0/0/0 4 (| Th, 03.02.2011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011] 15:04 | 0% O—0+—®
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STRUCTURING (FOLODERSJECTS, TASKS)

An APlan database allows you to create an almost unlimited number of projects which
for structuring reasons may be saved in up to 32,000 different folders. For example,
you might create one folder for all "development projects”, one folder holding adl-"pr
duction orders", one in which all "press launches" aduded and so on. Each folder
may hclude as many as 32,000 projects with each project consisting of 32,000 tasks.

Lev.|Task The tasks included in a project can be broken dov
to as many as 99 leveBolderscan be recognized
3 1| & Examples (2) . . . .
4 2| OE-Businessintegration (6) from their blue color whilgrojectsare shown in
5 3 Milestones bold type andasksin standard type.
[} 3 Bl Processes (4 ) . . . .
7 a Mdentily departments The numbers given in brackets behind designatio
8 4 Determine contact persons | indicate the number of items to be found on the n
9 4 Identify processes lower level
Note:

With filters being applied (sed-ilters' on pager7), it may happen that less lowdgvel
items will be displayed inpanded state than indicated in brackets.

This structuring capability enables you quite easily to limit the number of used databases
to just one single database for all current progdf a department or other orgaraz
tional unit (see Organization of dataon page37).

EXPANDING AND COLSAFG OF SUMMARIES

Folers, projects and tasks featuring further elements on lower levels can be expan
and collapsed by clicking the little square in front of their designations.

Determine contact persons  Schulz; Stevens
- Stevens Stevens I
- Schulz Schulz

Below the task row aeperate row is displayed for each resource.

Likewise, you may expand
tasks to which resources
have been assigned.

[=] split display =] Resolution: Week § Furthermore, a larger

] J} [ﬁ Show resources m Show today area or all summaries
S L can be expanded or ¢o

Iﬂ_
E-

il ul
(O]
1]

E-
Iﬂ_

5]
=
=]
o]

Open/Clo

ilhal
(o{o
[l

Expand all folders/projects down to the set level (Shift+F11) lapsed

(@ Press F1 to have the help text displayed.

You can find the respective buttons for doing this in the $aért of the Ribbon Bar.
Clicking these buttons will expand or cpli@ the currently selected area. If no selection
was made, all summaries will be expanded or collapsed.

The meaning of the symols is as shown below:
Project view (symbols in upper row) Resource view (symbols in lower row)

i- Completely collapse all levels Completely collapse groups/resources
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2= Completely expand all levels Completely expand groups/resources
3= Expand to the set level Expand groups only
2 - Level to which view will be expanded-

COLUMNS

The columns (which aregaivalent to the fields in the database) can be shown or hidden
as you like. Furthermore,

0 column headlines
o the sequence of columns
o the display of hours/minutes (if applicable)

can be selected individually.

Prafiles EE'EHask: — 'Pixe|s,| Thewidth of a columncan be adjusted
Task Status  Rest by firstpositioning the mouse pointer
on the right border line of the column
& Examples (2) (in the headline area). After the form «
[ E-Business integration (6) g the mouse pointer has changed as
Proj. 1 (7] ‘g’

shown in the above example (see "Duration"), drag the line to the desiratigpow/hile
keeping the left mous buton pressed.

The scroll bar located at the bottom of the table is used to move the table in horizontal
direction. This is particularly useful if the overall width of all displayed columns exceeds
the size of the visible table area. To learn how colarare shown and hidden, see the
chapter 'Cdumns/Rows on pagell6.
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TRAFFIC LIGHT, STARND REM. TIME

The columndraffic Light Statusand Rem.Timeshould enable you to identify at a
glance those projects / tasks which need to be worked on or which will pose or entail
problems or require speciatintion.

Furthermore, the columiStatusprovides information on pecularities of gjects / tasks,
for example, whether they are locked or have read permission only or have a reminder
date or alarm set for them.

Task Traffic Status Rem. Time
Light

1  more examples: File/Open...

2 B Examples (2)

3 = E-Business integration (6) - = 2224

4 Milestones = 1

5 B Processes (4 o« — 36 d

6 Identify departments v ¥ 4

7 Determine contact persons @ m? m 124

8 Identify processes o« = 114

8 B Determine new processes (2] &dE3
10 Basic design ¥ 8d

1 TheTraffic Lightsymbols summarize critical conditions allowing you to quickly identify
those projects and tasks which require spéaitiention.

1 The columns$tatusandRem. Timeprovide more details.

% 3 36d Froces====The meaning of a symbol is displayed whe
v v 2 Mil ldentify depathe mouse pointer hovers over it.
o n |

Status "Green’
-

Project/task is fully according to plan.

(@ Press F1 to have the help text displayed.

STATUS FILTER

Selecting theStatusfilter in the tabStartallows you to determine which projects / tasks
will be displayed:

- - = 5 3=
= & fF &F
0|2 X -« T

Date Traffic lights Status
Note:

1 As long aso button has been activatedll projects and taskare dsplayed with no
limitation being made.

1 Date, Traffic Light an&tatusare linked byAND Hence, if 'Red' is activated as the
Traffic Lightand the questiommark as theStatus only those tasks will be displayed
which feature both the red traffic light sybol andthe question mark.
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SYMBOLS OF THE STATUODLUMN

Completed (seeCompleted on page251)

5SI RfAYS 461 a4 20SNNHzy ol yR Gl aiy ol
One of the limits was overrusée"Limits' on page62)

Passive project / passive tagle€"Passive and cancelled Projeabs paged?2)

Cancelled project / cancelled tadeg 'Passive and cancelled Projéats
page4?2)

Reshow date was reached oreswun (see Reshow datéon pages4)
An alarm has been set (sealarnt' on pagesb5)

Marked with "Notice Arrow"*

Marked with "Question mark"*

Marked as "Critical™*

For the folder / progct change permission exists only (user is not allowed tc
insert or delete) (seeAssign access permissidms pagel87)

JNw e XWI <

For the folder / project reaghermission exists only (seeASsign access pe
mission$ on pagel87)

-

Row locked (sedl bcking of rowson page43)
Row locked by administrator (sekdcking of rowson page43)

Deadline for planneend will probably be overrun (se®toject statusglan-
ning, current state, prognosispn pagell?)

B DD

Planned cost will probably be exceeded (sBeoject statusglanning, current
state, prognosis)on pagell?)

*

Planned capacity insufficient by at least 10% (Fegtdmatic Adjustmentson
page98)

Planned capacity is in excess by at least 10% &Gat®rhatic Adjustmentson
page98)

0

g Do not apply set filters to this row**

* The marking can be switched ON and OFF in the tab Data or by selecting it from the
contextsensive menu after having rigbticked the respective row.

** The function can be swita@d ON and OFF in the tab Data or by selecting it from the
contextsensive menu after having righticked the respective row. It has the effect that
the selected row will be displayed at all times, even if the row does not comply with set
filter criteria. (see 'Setting of filters on pager’7).
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SYMBOLS OF THE DETEUMN

The columrDate shows how much time is left until the first pending time bar in the cu
rent row starts or ends (depending on your presettisge"Bar patterns

Basically, the patterns (and colors) assigned to task bars eity@end on the priorityof
the task concerned or areferred to asindividual patterns(and colors respectively).

Individual patterns

You may assign andividual patternto each task bar. Wsthe dialog box shown below
to determine the range of availabladividual patterns:

Options

Columns/Rows o~
Gantt chart/colors
Task bars/MNotes/Legend °

Pattern Backgrd Foregrd

Tirne range

Fonts/Line spacing
Header/Footer

Logo/Text field
Printer settings/Margins

Database settings

| Bar patterns - individual

Bar patterns - depending on Milestane IZ|
priority

Time/Week numbers = Strike through completed task bars and preserve pattern

Determination of patterns

Having clicked on the respective option field, select the entry to be changed from the
drop-down list on the lower left. If you are willing &ssignndividual patterns,you may
replace the designations in the li@imited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern” (Bee patterns on pagel25) as
well as when the legend is printed (seBa’sk bars/Notes/Legefidn pagel50).

Subsequently, you can make the desired allocations bymjcpattern as well as a
backgroundand aforegroundcolor.

Priority dependent patterns

If you did not assign an individual pattern to a task bar, it is shown with a pattern based
on the priority of the task bar concerned (se&€neral data fieldson page246). For &-
ample, if a red color was assigned to priority 2, all b&teriying to a project or task of
priority 2 are shown in a red color.

You may assign a specific patterretach priorty and to allcompleted task barsin al-
dition, you may specify the color of thheshow date symbal
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Options

Columns/Rows -

Gantt chart/colors Pattern Backgrd Faregrd

Task bars/Motes/Legend @ [ ] I:I I:I

Time range T [——

Fonts/Line spacing (NENEEEEEN . .

Header/Footer i R .. ..

Logo/Text field ' T [ ] ] [ ] ]

Printer settings/Margins _ [EENEEEEEER == ==
Database settings D ANl SEm

Bar patterns - individual

Bar patterns - depending en | Completed E

pricrity

Time/Week numbers = [ strike through completed task bars and preserve pattern

Wnrl-f Ahkraistinne

By default, completed task bars are shown with a grey pattern. If you want completed
task bars to be shown in their original color, they may be struokuthph by checking the
option at bottom Strike throughX 0 @

" on pagel25). Dates which were overrun are displayed as "negative remaining time" in
red colour.

The remaining time is calculatedepending on the setting made fduration ¢ either
in real time or in consideration ofvorking hours(see"Bar patterns

Basically, the patterns (and colors) assigned to task bars eiléy@end on the priorityof
the task concerned or aresferred to asindividual patterns(and colors respectively).

Individual patterns

You may assign andividual patternto each task bar. Wsthe dialog box shown below
to determine the range of availabladividual patterns:

Options

Columns/Rows -~
Gantt chart/colors
Task bars/Motes/Legend e

Pattern Backgrd Faregrd

Time range

Fonts/Line spacing .
Header/Footer . ..
Logo/Text field [ | [ |

Printer settings/Margins

Database settings

| Bar patterns - individual
Bar patterns - depending en Milestone E
pricrity

Time/Week numbers [ strike through completed task bars and preserve pattern

LT DR A O PR S,

m

Determination of patterns

Having clicked on the respective option field, select the entry to be changed from the
drop-down list on the lower left. If you are willing &ssignindividual patterns,you may
replace the designations in the li@imited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern” (Bae patterns on pagel25) as
well as when the legend is printed (seBask bars/Notes/Legefidn pagel50).
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Subsequently, you can make the desired allocations bymjcpattern as well as a
backgroundand aforegroundcolor.

Priority dependent patterns

If you did not assign an individual pattern to a task bar, it is shown with a pattern based
on the priority of the task bar concerned (s€@€neral data fieldson page246). For &-
ample, if a red color was assigned to priority 2, all b&tering to a project or task of
priority 2 are shown in a red color.

You may assign a specific patterretach priorty and to allcompleted task barsin al-
dition, you may specify the color of theshow date symbal

Options

Columns/Rows -
Gantt chart/colors Pattern Backgrd Foregrd
Task bars/MNotes/Legend @ [ I:I I:I
Time range ]
Fonts/Line spacing [(NERNEERENY . .
Header/Footer N .. ..
Logo/Text field 00 .. ..
Printer settings/Margins T == ==
Database setings e EEE EEE
Bar patterns - individual
| Bar patterns - depending on | Completed IZ|
priority
Time/Week numbers = Strike through completed task bars and preserve pattern
Wrl-F A bbra datinne

By default, completed task bars are shown with a grey pattern. If you want completed
task bars to be shown in their original color, they may be struobuidph by checking the
option at bottom Strike throughX 0 &

" on pagel25. Weekends and public hdays are taken into account in the same way as
with the calculation of the duration.

208 h B Planned (starting date lies ahead)

3144 h Work is underway, more than one ek till the end
mi 28 h Work is underway, less than one week till the end
C3 4h Work is underway, end date is today

B -16 h End date was overrun
v Completed
:Ex Passivedee 'Passive and cancelled Projéobé paged?2)
x Cancelledgee 'Passive and cancelled Projeos paged?2)

Explanations:

1 A duration on the left of the symbol refers to the begin w&s a duration on the
right ofthe symbol refers to the end of the project/task.

1 Depending on the setting made in Optiose¢"Bar patterns

Basically, the patterns (and colors) assigned to task bars eitby@end on the priorityof
the task concerned or aresferred to asindividual patterns(and colors respectively).
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Individual patterns

You may assign andividual patternto each task bar. 4sthe dialog box shown below
to determine the range of availabladividual patterns:

Options

Columns/Rows -~
Gantt chart/colors
Task bars/Motes/Legend

Tirme range

=l

attern Backgrd Foregrd

g !

Fents/Line spacing
Header/Footer .
Lege/Text field

Printer settings/Margins

Database settings

| Bar patterns - individual |
Bar patterns - depending on Milestone IZI
pricrity
Time/Week numbers

LT TR T U S S

m

Dgtrike through completed task bars and preserve pattern

Determination of patterns

Having clicked on the respective option field, select the entry to be changed from the
drop-down list on the lower left. If you are willing &ssignndividual patterns,you may
replace the designations in the li@imited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern” (Be patterns on pagel25) as
well as when the legend is printed (seEask bars/Notes/Legefidn pagel50).

Subsequently, you can make the desired allocations byrj@pattern as well as a
backgroundand aforegroundcolor.

Priority dependent patterns

If you did not assign an individual pattern to a task bar, it is shown with a pattern based
on the priority of the task bar concerned (s€@éneral data fieldson page246). For &-
ample, if a red color was assigned to priority 2, all b&teriying to a project or task of
priority 2 are shown in a red color.

You may assign a specific patternetach priorty and to allcompleted task barsin al-
dition, you may specify the color of tmeshow date symbal

Options

Columns/Rows -~
Gantt chart/colors Pattern Backgrd Faregrd
Task bars/Motes/Legend @ |:| I:I I:I
Time range S —
Fonts/Line spacing & [NAENREEEEN . .
Header/Footer R .. ..
Logo/Text field — [ | | [ | |
Printer settings/Margins _ [EENEEEEEER == ==

Database settings D e EEE EEEm
Bar patterns - individual
Bar patterns - depending en | Completed E
pricrity
Time/Week numbers = [ strike through completed task bars and preserve pattern
Winrlf Ahhrasviatinne
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By default, completed task bars are shown with a grey pattern. If you want completed
task bars to be shown in their original color, they may be struokutph by checking the
option at bottom Strike throughX 0 &

1 " on pagel25) the displayd duration either refers to the begin or to the end of the
project/ task. In case of planned tasks the duration till the begin is shown, if wokk is a
ready underway the duration till the end is shown.

1 If the column is too narrow due to the respective st of the column width, the
symbols will be displayed without specifying the duration.

1 Values in the columBate cannot be changed as they are calculated kylah from
the position of the first pending time bar in the row concerned.

SYMBOLS OF THE TRBEFGHT COLUMN

Depending on the status either a green, yellow or red symbol or no symbol at all is
shown in the traffic light column:

Green
1 Underway and none of the criteria mentioned under "Yellow" and "Retbt®

Yellow

1 Citical (see"Symbols of the Status colurhon page26)

1 Question mark gee"Symbols of the Status colurhon page26)

1 Capacity in excess of more than 10s#e('Work / automated calculatiorison page
97)

1 Capacity insufficient by more than 10 % and by less than 88&s\/ork / automated
calculations on page97)

1 End date will probably be overrusge"Prognosis of the furthecourse of the project
on pagel112)

1 Cost will probably be exceedeskeg"Prognosis of the furthecourse of the project
on page 112

Red

1 End date was overrun

1 Limit was overrungee"Limits' on page62)

1 Capacity insufficient by more then 30%e¢"Work / automated calculatioson page

97)

No traffic light symbol

1 Task hasot yet been started and none of the criteria mentioned under "Yellow" and
"Red" exists.

1 Completed
1 Passivegee 'Passive and cancelled Projeots paged?2)
1 Cancelledgee 'Passive and cancelled Projecs paged?)
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THE GANTT CHART

ELEMENTS AND SYMBLIHED IN A GANTT CHAR

TheGantt chartis acalendar in landscape viemm which the date or the time is shown
in the headline(1):

'i il Egéf‘r‘t Patrick's Dy
L=dd | 28,00 TA13, (14,20, | 4124 28-S | 4410, (11

3% v
F_d._

9
1 MI2
5 10|F A
6 11 ==
8 N —
7 E(50%E)

o

The following elements are used in a Gantt chart:

0 The sequence of tasks in the execution of a project is shown over time in the form of
task bars The duration of a given tagR)is represented by the length of the neec-
tive task bar. Bar areas with colored patterns are used to mark tienegs spent on
a task while light grey areas indicate namorking time periods such as, for example,
weekends.

o Milestones(3) are task bars of no duration and are displayed as ti@sidrhey can be
used to indicate points of time such as a date of submission or a deadline.

o Task bars which serve as summa(s=e 'Summary rowson page40) are displayed
in half height and with blackiangles at each eng).

o Exclamation point$5) indicatereshow dates(for their meaning seeReshow daté
on pages4).

0 By default, hdidayscan be identified from their dark grey backgrouitd (see ‘Gantt
chart/Colors' on pagel20), weekendsfrom lightgrey(7) and thepresent dayfrom a
light red background8).

0 By default, thecolor of a task bar in the Gantt chart depends on the priority of the
row concerned (for example, priority 1 = red, 2 = yellow, 3 = green, Emampleted
tasksare shown either as gray &(9) or struck through (horizontal line). Individual
colors and patterns are also possilgee Bar patterns on pagel25).

0 Links(10)are used to estdish and show dependencies between task {aese "

o Linking of task batson page56).

0 Resource task bargl1l)are marked by 2 horizontal dotted lines and indicate the time

spent on a task bthe resources assigned to it (seé&/hat does resource planning in
A-Plan look like? on page36).
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Properties of task bars
The following additional information can be adbi® task bars

12,06, 2+ Text [ Resil (50] | 24.06. Planning state
1 1
2 2)(4
5 - = Actual state
o 5 |
4 [k | b Limits
8 9 10

Designation(1) (see Task barson pagel23)

Beginandend as numerical value) (see Task barson pagel23)
Alarm (3) (see ‘Alarm" on pages5)

Note (4) (see 'Note" on pages6)

Planned cours€5)

Completed work(6) (see Project statusgflanning, current state, prognosi)n page

112)

o Missing work (7) (PrognosigseeProject statusgglanning, current state, prognosis)
on pagell?)

o Earliest begin8) (see"Limits' on page62)

o Latest begin(9) (see"Limits' on page62)

0 Latest end(10)(see"Limits' on page62)

Links

Links are shown as lines ending wait arrowhead with buffers being displayed ag-do
ted lines (Details seaBuffers' on page60):

O O O © O O

Buffer
Bufer| . m [ = T & [ 7 [ & [ o [ 10 [ i1
| | | |
|27 aTiEE .. L
IERIER T
| | o7 |

Display of working times /capacities

Optionally, task bars can be displayed with an interrudtiicg pattern to indicate o-
assigned or nonworking time peiods. In addition, available capacity can be seen from
the height of the filling pattern (seeCapacity usage of resources / Tedms paged3):

| | —m mm
| || [ ———
] |— s |

without indication of working timeswith indication of working times
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Series

Task bars belonging tosgries(see ‘Series (periodically recurring datésn paget4)
aremarked by a colored dot at the beginning of the task bar. Task bars modified lanua
ly at a later time are marked by a tiny white cross located inside of the colored dot (see
third task bar starting at the left margin in the example giveto):

[ [

A m Ep Bm B

SETTINGHE WIDTH OF THE GANCHART

e Similarly to changing the width of table columns, you
may set thewidth of the Gantt chartas you like by mo
ing the left borderline of the headline with the left mot
button pressed

°9 Gantt chart: 550 Pixels

. zgéi]r"t Patrick
}..[-2?. 28,8, | 7.-13, |14.-20, | 4.-42

G If thg yvidth of the Qantt chart is redu_ced to less than tgn-pi
I'd c_irb els, it isno longer dsplayedat all. It will come up again if you
- move the right borderline of the headline towards the left
:"—; - hand side.

INFORMATION BOXE3.B®VY THE GANTT CHART

The begin, duration, worind end of the currently selected task bar are shown in boxes
(= fields) arranged below the Gantt chart:

Run trial version = WEA Ltd, (207 | b ol
1 m b 21092011 [w}3 < m R
Th, 29.09,2011 M4 o1 »M Fr, 1410.2011 Dur.: 33,0 d Work: 6,6 wd Mao, 05.12.2011
Note:
The "work" box appears only if resources have been allocated Besotrce plannirg
on pagesb).

With notask bar selected in the current row, the information boxes below the Gantt
chart show the total work and the total dation of all task bars in the row as well as the
beginning of thdirst and the end of thdasttask bar.

If a reshow date (red exclamation mark) exists in the selected row geghbw daté
on pageb4), it is dsplayed in the box on the left hand side:

Run trial version = WBA Ltd. (20) | ! RERRRERRRRRRRRRRRRR R -
4 , = m
L 21092011 (v b
Th,2909.2011 | 4 o1 M Fr1410.2011 Dur.: 33,0 d Work: 6,6 wd Mo, 05.12.2011
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VISIBLE TIME PERIOD

Use the scroll bar at the bottom of the Gantt chart to have the time period displayed as
you need it

= WEA Ltd. (20) ¥ i
#|21.09.2011 BEl 4 m b
M4 o1 » M Fr, 14.10.2011 Dur.: 33,0 d Work: 6,6 wd Mo, 05.12.2011

Thebox to the leftof the scroll bar displays thaate of the first dayshown in the Gantt
chart. Usethis box to enter the date you want to be shown in the Gantt chart.

Clicking the buttor [ shew ‘teday in ribbon tabStartwill adjust the visible time griod of
the Gantt chart so that the current day is displayed.

SCROLLING OF TASRBA

b 11022011 ]3] < Click the inner arrow buttes kelow the scroll ba
M4 15 (pM Mo 28022011 on the left side to scroll through the task bars
be

the currently selected row

select/show next task
bar

The box located between the two pairs of arrow buttons displays two numbers. The
number to the left indicateshe serialnumber of the current task barthe number to
the right indicates theaumber of task bars containeth the selected row

This function is particularly useful if a great number of task bars exists in a row and you
do notknow precisely where to find a specific task bar or if a task bar is hidden behind
another bar.

RESOLUTION OF THENGACHART

Eresoltion: AN |-|  The resolution of the Gantt chart can be set in steps us
Year the list to the right above the Gt chart in ribbon tab
Quarter Start. With the coarsest resolution selected, erjpd of
Month several years can be seen while the finest resolution s
; Week S a period of a few hours only.
Week M
B Week L
: Day 5

WEEK NUMBERS

Choosing the optiolVeek Numberdgrom ribbon tabView displays the week mabers in
the headline of the Gantt chart (both on the screen and on the printed chart).
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APPLICATION EXAMPLES

REMARKS REGARDING& ARPPLICATION EXAMBL

Starting APlan for the first time will automatically load tlexample database
Bsp_Projektablauf.apl.

Further examples are available in the data folder #flan (by default this is "Eigene
Dateien A-Plan Daten" and "Dokumented-Plan Daten” with Windows Vista / Win 7).
The names of all example databases start Wighp_" enabling you to distinguish them
easily from other databases.

The examples are intended to be ideas or suggestions how certain application cases can
be presented with Alan. If you have not worked with-Plan before, we recommend

you to open some fothe examples first to get an idea of the potential range of applic

tions covered by Alan.

The following items will help you become familiar witPR&n in a short time:

1 Notes regarding help:Help systemson pagel4.

1 Description of the user interfaceThe useinterface of APlari’ on pagelé6.

1 Creating a database and entering dat&ntering and editing of dataon page37.

USING EXAMPLES AMPEATES FOR YOUR OMARLICATIONS
Sie kénnen die Beispiele auch als Vorlagen fiir eigene Anwendungemdenve
You may use the examples as a basis for your own applications.

To learn how to create and use your own template database, see the chamerplate
databasé on page37.
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ENTERING AND EDITIBEDATA

GENERAL NOTES

This section describes all functions provided Byl@n for entering, editing or deleting
data.

For a detailed description of all data fields see the chapteiist of data fieldson page
246.

If you have not worked with-Rlan before, we recommend you to get familiar with A
Plan first by using the tutorial (see
http://www.braintool.com/praesentation.0.html|?&L 352

ORGANIZATION OF DATA

Contrary to many other programs;Ban is not based on conventional files butdata-
bases One of the main advantages of using databases is that a large number of projects
can besaved ina central databasesnabling you to easily performesource planning

across multiple projects

A-Plan allows you to define and apply filters which will help you not to "get lost" in a
huge database. Furthermore, we recommend you to cut out finigitegects and to
save them in a sepate archive database (see next chapter for details).

If possible, the database should be saved on a network semveparticular, if several
users access the database simultaneoudiywever, if @acessed by a singlesar only, it
may be saved on a local computer as well (by default, in "MyiDeats A-PlanData").

In any case, make sure to include thélan database(s) in yodata backup scheme

Note:

In a databaseqll entries are saved immediatelgs this is thenly way to ensure that
several users can access it simudansly without any trouble. For this reason, there ig
no need to save your entries manually
For this reason, you should think about making comprehensive changes in a copy of the
databaseFile /{ I @ S) ahd&opying them to the current database afterwards (see
"Save ason pagel70).

TEMPLATE DATABASRCAIVE DATABASE

TEMPLATE DABASE

One of the outstanding advantages of many PC programs is that the data you created
once may be used again and again afterwards. This applie®tanfas well which is
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used most effectively if similar planning projects are not started from scratch tae
but if existing projects are used as a basis for new planning work.

For this reason, it will certainly be useful to createemplate databaseafter you did
some planning with A°lan and to save typical applications in your template database.

This is done most easily by startingPdan a second time and creating a new database.
Using copy and paste, you may then insert any areas of the current database into your
template (see Transferring tasks anesources to another ®Rlan datbasée on page

74). To make use of one of the templates, just insert it into your current database by
proceeding the other way round. Necessary adjustment of dates must not be maide ind
vidually for each taskui is done quite easily by using the functiGalwlate / Postpone
dates(see 'Postponing all dates of a folder, project or task by a given period of time
page7bs).

ARCHIVE DATABASE

The praedure used for creating a template database is likewise suitable to transfer fi
ished projects to amarchive datbase(see 'Archive databaseon page38). Just cut the
finished projects instad of copying them and insert them in any other database.

CREATING A NEW DARSE

1. To create a new database, choose the commiles from the ribbon tabFile
2. This creates a new database and displays an empty table.

3. Then, choseFile / Save asand save the database either in thefdult directory of A
Plan ("My Document&-PlanData") or in any other folder.

UNDO/REDO

In general, you can undo up to twenty entries or changes you made and subsequently
redo (=restore) them again. This even applies to complex changes such as deleting, shif
ing or downgrading entire folders or changing dates in linked task bars etc.

FIexzZdg f- To use one of these functions, choddedo or Re-
E ot Creste/Edit do from the Quick Access ToolbaBomeimes, you
- will find these buttons at the bottom of dialog ke
es as well.

38 { Entering and editing of data A-Plan 12.0



ENTERING ROWS (TASKS

SELECTION OF ROWS

You may select any number of rows in the table simultaneously by clicking the number
column. To extend your selection, proceed in the same way as for example in your Wi
dows Explorer, i.e. press the keys CTRL, SHIFT or CTRL+SHIFT while clicking additional
rows.

3 E Examples (2) Row selected
4 = E-Business integration E_

5 Milestones | 1&'

6 Bl Processes (3 g

7 Identify departments |1 % 2% Miller

6 B Processes (3) | g* Summary row selectedwith
fi Identify departments | % 8% Miller lower-level rows)
8 Identify processes =? Stevens
9 ® Determine new process | ]
10 B Topics. contents (4] = Miller

ENTER A NEW ROW

To insert a new row, either use the respective command from the ribbob&th Table

or click an existing row with the right mouse key. This will insert the new row below the
currently selected row og if no row has been seleatie(or if the daibase is still empty)

it will be placed in the top position of the table.

A new row is either inserted in relation to the currently selected ove. on the same
or on a lower or a higher levelor absolutely by the user choosing thegired level.
However, only those levels will be at your choice which makes sense in a gi\aiositu

Identify departmaants oo (B 0% wjller 00 %|
Identify pr¢ & Cut itevens 0o ‘:.‘ré.|

E Determine| 53 Copy |
B Topics, conte % pgjate Willer |
Define topi e an |

Pl a2 New row ' , - )
Structuring w3 MNew row on next higher level

Detailed str 4@ Upgrade row
Productsel ¥ pachow
- Miller (20/

=l Internal imple
33 3647 A f Critical
.

same level
on next lower level
Completed on level 1 [Folder)

on level 2 [Project)

B R AR ) ) o

0,/0,/0/0 Mot clear on level 3 [Task]

Note:
You are not allowed to omit one or several levels. For instance, a row on levah& ca
be followed by a row on level 5!!
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The quickest way ahserting new rows is to use one of thkey shortcutsshown above
and to click thébutton Z<| afterwards. Using the button will insert the new row on the
level of the curently selected row.

SUMMARY ROWS

Folder rows(= highest level in thetisicture, see Structuring (Folders, Bjects, Tasks)
on page23) always serve to summarize all projects or tasks contained in a fdl\dex

consequence, the task bar in thisv@xtends from thébegin of the firsttask bar in the
folder up to theend of the lasttask bar

Task Status Resources 1 I m | v I I m | v I 1
2011 (2011 | 2011 | 2011 (2012|2012 | 2012 (2012 | 2013 | 207
E Examples (2)
E-Business intgration (6) EE‘-“ —
Proj. 1 (7) =] H

All other rows, i.e. on the second or on lower levels, are either shovgnuasnary rows
(see row "Processes") or as epmendent rows (see row "Milestones") depending on
whether subtasks exist or not:

Task

Status Resources
E E-Business integration (6) IIE“"
Milestones xf/
Processes (3 IIE“"
[ Topics, contents (4 ==l Miller
= Internal implementation (|
Performance specificati | 3 Miller (307
Place Web design order| 3 Miller (15)
Install hotline =] Schulz (20)
Search engine registrati | 3 Schulz (20)
Staff training = Stevens (207 Sct

|

VvVwWyYvy ¥

A

L
—

I

m | IV I I
2011|2011 | 2011 | 2011 (2012 (2012 | 2012 | 200

m | v

If subtasks are entered below an independent row, it is automatically converted to a
summary row. It becomes an independent row again as soon as all of the subtasks have
been deleted.

Parent rows are distinguished from independent rows by theulerlined designations
Thetaskbarsof summary rows fature a black triangle both at the begin and at the end
and are displayed in half height only.

In addition, the costs and expditures (work) listed in the rows below are totaled in the
summary row:

Task

Work PI'd  LabCost Pl'd

= Internal implementation (7] 1129 wd 6771000 §
Performance specification 6,9 wd 4.140.00 §
Place Web design crder 1.1 wd 630,00 §
Install hotline 3,0 wd 1.800.00 &
Search engine registration 1,8 wd 1.080,00 §
Staff training 84.0 wd 50.400,00 §
Adjust brochures 5.1 wd 3.060,00 §
Marketing measures 11,0 wd 6.600,00 &
External implementation (5] 329 wd 1974000 &

k

m | | I
2011 | 2011 (2012|2012 (2012|2012

m| v
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HIDING SUMMARY TABKRS

Optionally, task bars in summary rows can be removed from display by clicking on the
designation of the row with the right ouse button and activating the optiddo sun-
mery time bar.

UPGRADING AND DOWNXERNG

To upgrade or downgrade a row, selected the row concerned and either click thecrespe
tive button or choosénsert / Upgrade Rowor Downgrade Rowlf need be, several
rows may be upgraded or downgraded in one step:

“ Start View Data Table Data Gantt chart Tools Help

4 Cut |=| Higher @ 4@ Upgrade W' Compl, mp Motice arrow J Do not filter
23 Copy | |2 Same ™8 | = Downgrage 7 Mot clear Passive & Lock
Insert N Certain =
7 Delete | | = Lower |aya|= E‘, Page bre f Critical K canceled Ei ‘Master’ lock
Clipboard Insert rows Structure Properties
Task ‘Resaurc Downgrade | Jan
Downgrade row with all subtasks to the next
14 Structuring |f'-r1i||er 30 Jowerlevel |
15 Detailed structure |I"u'1iller =0
16 # Product selection | Miller (20) @ Press F1 to have the help text displayed.
17 Bl Internal implementation (71 | | | | ||7F
Task Resources CapUsg P|'d‘ | Mov 2013 | Dez 2013 | Jan
14 Structuring | Miller (30) 30,0 % | | |
15 B Detailed structure (1) | Miller | | |
16  Product selection | Miller (20) 20,0 %| | | ]
17 = Internal implementation (7} | | | | ||7F
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PASSIVE AND CANCELBPROJECTS

@ | e = @ @ ] A-Plan 12 - Passiv and Canceled
“ Start View Data Table Data Gantt chart Tools Help
i1 Profile: Default - |y o w55 W g o= o= @ Splltdlsplay
1_1? Save settings =] d .&F‘ = e . EShow FESOUCEs
ki ; - &= &= setup
3}, Delete current profile “m|[ra b4 -« _‘_’ ! B="ERE e Columns | & Refresh
Profiles Date Traffic lights Status Open/Clase Table
Task Traffic Status | Jul2013 | Aug 2013 | Sep 2013 | Okt 2013 | Mov 2013 | Dez 2013 |
Light
3 [ Active Project (3) o« Tve Proje
4 Milestones I JProj.Start | Wiopics, H
5 Processes (4 - Fm—
f @ Topics, contents (4 Fopics, contents—Y
7 (= Passiv Project (2) & FPalssiv Project ‘
8 HTaskl (3 & Frask1 . |
9 EH Task 2 (3 & Frask 2——Y
10 = Canceled Project (2) x FCanceled Project
11 E Taskl (3 x Frask1 . |
12 EHTask 2 (3 b 4 Frask 2—
22 33 745 4| b
Res./Task |Traff  Status Rate| | Jul2013 | Aug 2013 | Sep 2013 | Okt 2013 | Nov2013 | Dez 2013 |
14 @Stevens(9) s/ DDRNEREEDO0000000000000000000
17 Absences 05/h | | |
18 Determine contact per: o -? 05/h mDetermlne contact persons [40 &)
19 Identify processes o« 05/h mldentlf}' processes (50%)
20 Basic design f 05/h ::]Basm de5|lgn [20%)
2 Task 11 & 05/h [ []7ask 11 (30%) |
2 Task 12 B 08/h [ [Task12 (50%)
23 Task 131 & 05/h :I:lTask 131 [30%)

Projectsare passivelf, for example, an order has noétybeen placed or if the scheduling
Is still uncertain. Passive projects are sort of wildcards as they are not considered with
regard to work ad costs. Contrary teancelled projectshey are shown in resource

view.

Cancelled projectare those projectsvhich were not executeut which are to remain
in the database for documentation reasons. Work and cost associated with them is not
taken into account and they are not shown in resource view.

Individual tasks can likewise be setpassiveor can becancdled.

TheDatefilters (see screenshot above enable you to prevent passive or cancetled pr
jects from being displayed or printed.

SHOW TOTALS

Optionally, a row showing the totals of all folders of a database can beeadsany-
where in the table:

Task Work PI'd  LabCost PI'd

Total 7256 wd 435.330,00 %
Organization (1) 5246 wd 314.730,00 %
Examples (2) 2010 wd 120.600,008%
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To activate this function, use the dialog bOptions(see 'Cdumns/Rows on pagell6).

In general, this row is handled as a folder, i.e. its pmsiin the table and its designation
can be changed at will. However, you are not allowed to make entries in any ofiits nu
ber fields and you cannot create any projects within this "folder".

LOCKING OF ROWS

If a single row is to bprotected against accidental changes, for example, because@it co
tains a fixed date of delivery, you may lock it against any changes by clicking orsthe de
ignation of the row with the right mouse key and choodlirogk row

Milestones Cut
Processes (3 ) .
= [ v
H Topics, content =2 P}
B Internal implery 7~ Delete
Performance] & Lock
Place Web dg g 'i'-.dmiml-:uck
Inctall bhotline

Wal 30SND 207
Normally, thelock can be deactivated by any user having the right of changing the row
concerned. For this reason, the network version provides a special lock to users having

master rights (Accespermissions on pagel84). This lock cannot be deactivated-u
less you have master rights.

Task status | Locked rows are indicated in the status column t
means of a yellow lock (standard lock) or a red I

1 r_l 14 als e 4 A 4 r
PIaceWeb.demgn order |I:Il|f| dbalatisSND f 2 Ol O ®
Install hotline |Dl.!|

ENTERING AND EDITID&STA

EDITING DATA

Note:
Alist of all existing A°lan data fields is attached in the appendiA( List of data fields
on page246).

Task Status Resources  CapUsgPl'd LabRate| Depending on thei
Pid|  contents, cells in
= Internal |rr1rcller'r1er1ta1.:|!:|r1 t?'] =] . ~50,00 5/h the main table of A

Performance specification Miller 100 % 50,00 &/h .
Place Web design order [/ Miller (15) 15% 50,00 §/h Pl_ant gre dlplayed
Install hotline gy Schulz (20) 2% soo0sm| With different back
Search engine registration |3 Schulz (20) 20% 50,005/h| ground colours.
Staff training =] Stevens (20): Sc 10 % - 20 % 100,00 5/h
Adjust brochures ==l Piller (30) 30% 50,00 5h
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1 Cells arevhite if their contents can be changed.
1 Cells argreyif their contents cannot be changed.

1 Cells ardight blueif their contents were taken over by the resource assigtwethe
respective cell. The cell is displayed in white colour if deviating values were entered.

1 Selected cells argellow.

Having selected a cell by clicking it with the mouse or by navigating with the arrow or
tabulator keys, you may either overwrite tloairrent value directly or you may change it
with the help of additional entry tools. Entry tools are visible immediately (selection list,
scroll arrows, dialog box etc.) or can be opened by rajloking the entry field.

Pressing the ENTER key or satgcanother cell will save the new value while pressing
the ESC key will cancel the entry.

MULTIPLE SELECTIONBM ENTERING VALUMEBRO FIELDS

With all columns a given value can be entered into several rows supposed that the cells
concerned were selectedetore.

TIME INCREMENT

Entering and changing of points in time is done tmee incrementwhich is setentrally
for the entire databasegsee Time/Week numberson pagel27). The increment speéc
fies the distance between followp points in time as they are used for entry and display
of time.

By default, the increment is set to 15 minutes. If required, a longer increment should be
set, i.e. choose an interval whichcl®se to the shortest time interval used in youripla
ning but which can still be displayed. For example, if your planning is done mainly in
hours or days, you should set the time increment to 1 hour or 1 day respectively.

Larger time increments result faster internal calculations and allow you to make-se
tings more easily as unwanted intermediate values cannot be set and will nosbe di
played. The latter is particularly useful when points in time are set in the Gantt chart
with the help of the mouse.

ENTERING POINTS IINE

Entry fields for points in time (date and time) show some peculiarities and are likewise
opened up by doublelicking the existing value.

Values are changed along the sete increment(see Time/Week numberson page
127):

09.03.2010 14{1l [v]2| Scrolling will count up or dowtle next higher timeunit as well. For
i example, if theset time incrementfor the database i45 minutes the
___| time value "14:00" will b followed by "14:15".
09.03.2010 1485 [v]- 2|

To use th&keyboardfor changing a value, just doubtdick the value to be changed (e.qg.
the day) and overwrite it with the new value. To enter a completely different point in
time, select the entire field and enter the date andhe. Do not ater delimiters such as
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“."or™". Again, values will not be accepted if they are not in line with theiset in-

crement

o Clicking on the current value in the table with the right mouse button okiolicthe
down arrow will open amuxiliary window for the input of date and time:

210120101500 (v} 2100n  100wh| [

Januar 2010 Hour Mlin Mow

MDMDFSS o0 Durati::un
53 1 2 3 00 06 12 15 10 05 fix,
14 5 &6 7 8 910 |01 07 13 19 0 15 Adj. Cap
2111213141516 17 |02 08 14 20 20 25 -530¢
211819 20 21 222324 |05 0915 21 35

40

2252 2725293031 |04 10 16 22 e 45
s 051117 23" 55/ cancel |

ENTERING DURATIONBY¥ER AND WORK

The duration as well as buffer and work can be displayed in years, months, wegks, da
hours or minutes. Time entries can be made in any format that can be interpreted as a
period of time as they are converted to the set format later.

Entry examples with the work displayedworkdays(1 digit after the decimal point):
1d3h30m = 1.3wc

2w 2d 12.0 wc

2.5 weeks 12.5 wc

Entry examples with the work displayedwork hours(1 digit after the decimal point):
1day 3hrs 30 mi= 11.5wt

13:30 = 115wt
150 min = 25wl
Hence it is of no importance whether you enter the time uniR | € & | &orBvEn 5 X

not at all if you enter itégether with hours:minutes.

TASK BARS (GANTT GHIA

CALCULATION OF THERBTION OF TASKSFBBLT CALENDAR

Note:
With the time incremeat set tol day(see Time/Week numberson pagel27), youdo
not have to care about working time!

Data | View  Tools  Help The working time used for calculating tha-
R 25 ration of tasks is defined in thaefault cd-
ject WO;Li;g endar which can be recognized from aesp
R . -s.-.:t.f;-mi.j.;n.ne cial symbol in the status column. It isdi
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played after you have clicked the button
Working timein the tabData

Calendar Work PI'd Status Holidays Start End Dur.|l:|l:| 08:00 10000 12:00 14:00 1200 18:00
B Calendar (2)
= Default wiwork ©: Holiday wor 08:00 16:00 35,00 h

Monday g 08:00 16:00 7,00h [08:00 12:00] [13:00 | 16:00
Tuesday g 08:00 16:00 7,00h [08:00 12:00] [13:00 | 16:00
Wednesday g 08:00 16:00 7,00h [08:00 12:00] [13:00 | 16:00
Thursday g 08:00 16:00 7,00h [08:00 12:00] [13:00 | 16:00
Friday g 08:00 16:00 7,00h [08:00 12:00] [13:00 | 16:00
Saturday g
Sunday g

If necessary, working hours can be changed by shifting the begin or end of the time bar
while keepng the left mouse button pressed down.

Click the buttorClose working timeo return to the standard view of -Rlan.

Note:

All work days of the default calendar must have Haene duratiort For example, ife-
sources work until 16:00 h from Monday to Thuagdut until 14:00 h only on Friday,
please enter 16:00 h on Friday in the default calendar.

Forwork and cost calculationsadditional calendars can be used in which you canispec
fy different working hours.

For more details seeDetermine workig hours (Resource calendaon pages7.

ENTERING A NEW TAAR

Position the mouse pointer in the Gantt chart at the point where the new task bar is to
start. Doubleclick with the left mouse button tinsert a new task bar. The length of the
task bar is determined by the set default value (s8ettings on pagel34):

Task Begin Act Aug 2011 | Sep 2011 | Okt 2011
B Internal implementation (7] | 19.07.2011
Performance specification | 29.08.2011| h
Place Web design order 19.07.2011
Install hotline 03.08.2011 | [N || Mo 29.08.2011

Below the Gantt chart the begin, duration, work (if resources aregassli to the task
bar) and end of the task aregpiayed in separate boxes:

Ma, 29.08.2011 Dur: 3,0 d Workz 3,0 wd We, 31.08.2011

' USING THE MOUSE TETERMINE THE BEGND OR POSITION OF A
\TASK BAR

0 You may change the begin, end or the position of a task bdrdxyging while holding
down the left mouse button. To do so, position the mouse pointer on &garbor end
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(«=21) or the center of the task bar R{_, ), click the left mouse button and hold it

down while you drag the mouse pointer to the target position.

o Pressing the ALT key while moving a task bar enables you to move the task bar to a
other row.

o The position field of the mouse pointer displays the current values of the begin, end
and duration of the task bar. If resources were assigned, work spent on shesa
shown as well and, with planned work entered (s®=fuired Workon page97), the
divergence from planned work is shown as an absolute value and asenpege:

[
-
e

We, 10/03/2004

bo, 15/0372004

Dr: 4 Days

Wiork: 48.0 wh

Dev.l: -12.0wh [l—EIZI.III )

|
o The new values beconedfective as soon as you release the left mouse button. To
cancel the action, just press the ESC key.

Note:

When shifting a task bar, you might unintentionally moveiainother row. To avoid
this, you are required to hold down th&L T keyadditionally b move a task bar tora
other row.

FINE ADJUSTMENT

Apart from using the numpad arrow keys (to left/right) for fine adjustment, you ntay a
tivate and deactivatéine adjugment at any time while dragging a task bar by pregs
the SPACE BAR. With fine adjustment activated, the horizontal arrows of the mouse
pointer show four arrowhead$#%3+ ') respectively. This allows you to make precide se
tings even if the resolution of the Gantt chart is quite coarse.

USING THE MOUSE TOPZ A TASK BAR

Holding down the CTRL key while you change the position of a task bar will drop a copy
of the task bar at the position at which you release the mouse button.

MILESTONE
If the length of a task bar is "Gt,is displayed as milestone (¥).
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ENTERING MORE PROHRER OF TASK BARS

Rightclicking a task bar opens up a dialog window in which all properties of the selected
task bar are displayed and can be changed directly:

. | : : | | | =====-ﬂl“ fify depatments | |
Identify departments (planned) @ Identify departments (planned) @
Delete task bar (click here) - Delete task bar (click here)
Lock task bar no Lock task bar no
Divide task bar {click here) 1 Divide tazk bar (click here)
Designation Identify departments Diesignation identify departments
Same designation as row E Same designation as row
+/ Begin/End + Begin/End
+| Durationiwork = Durationwork
Complsted ] E Milestone (Length=0) ]
i Link 3 F Duration or work? Work
= Buffer 0.0h = E Begin or end fixed Begin
1 ote It I Work 62.4 wh
Color/pattern process Capacity usage 20% (= row value}
Reshow date Level of completion in % 0.0 %
global alarm off Completed [
personal alarm off Link
Series (click here) & Buffer 0.0h
q
[¥ Cloze the window autamatically after the entry haz been made L Mote
Color/pattern process
Apply | Close | Help | E Reshow date
T " T T T global alarm off
| | [ e JTask 12 (40%) | | personal alarm oft
| | | | _Task 13 Series (click here)
| | | | | s
| | | | | E: [*® Close the window automatically after the entry has been made
: | lJ ' | | ' oy | Oioss | Hep |

Forbetter clarity, properties are clustered in groups most of which can be expanded and
collapsed (e.g. the group "Datron/Work" is collapsed on the left above and expanded
on the right).

The dialog box may remain open all the time (to show the properti¢seocurrently g-
lected task bar). Alternatively, the box is closed automatically after you have made an
entry in it (make your choice by setting the option at the bottom of the dialog box ).

DIVIDING TASK BARS

The simplest way of dividing a task bataeft-click it at the dividing spot while holding
the CTRL key pressed down.

—————— : | | L_| Alternatively, you may select the dividingnae
Identify departments (planned) |£| . .
P rr— mand in the property box and then click the ta
Lock task bar no - bar at the spot where you want it to bewided.
Divide task bar Click the separating point
Designation ldentify depart| stz
Same designation as row

DIALOG BOX "CALENDAR

All dates ("Entry date", "Reshow date", "Begin”, "End" and "Completion date") can also
be modified with the help of a dialog box which displays a calendar as well as the hours
and minutes of the day.
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Exanple: To modify a task bar, select it first and then open the calendar by clicking the
button | calendar| at registerData Gantt chart
Begin =
Januar 2010 Hour Min Mow
2282930311 2 3 |00061218) 05 =bRY
1456780910 |01071319 15 Close
211121314151617 |02 08 14 20| 25| [7] Duration fix.

30
318192021 222324 |03 0915 21 35

425262728293031 (04 10 16 22 :g a5/ T Eﬂl_cj?ﬂldmm
51234567 [0511723 55 5575075010
By 14:00

The calendar can remain permanently opened and can be placed anywhere on the
screen.

To close the calendar, click the butt/Z calendar again or click theClosebutton in the
calendar dialog box.

Entering a point in time

1. If not yet displayed, select the date to be changed by clicking on one of the fivi
tons shown at the bottom of the calendar. You may have the meaning of the b
tons dsplayed as Tooltips.

2. Use the last two buttons on the right hand side to toggle the display of
hours/minutes and to activate or deactivate the mode "Change actual task bar
"Project statusglanning, current state, prognosis)n pagell?).

Specify the year and month using the arrows located above the calendar.
Click on the desired day in the calendar.

Click the desired hour and minute. Minutes in between appear if thesagointer

remains for a short time on the nexti@r five-minute or tenminute increment:
Januar 2010 Hour Min Mow

MDMDFS S ———————
o |00 Apply

2282930311 2 3 (00061218 ) 05

145678910 01071319, 15 Close

211121314 151617 (02 08 14 20 0 25 Duration i
3181920212223 24 (030915 21 =C
1.
£ 252627 28293031 (04 10 16 24 40 4'11_; 42 44,1 2010
: i (1] | 15:43
51 2 3 456 7 |051117 23 ==

6. The new date is saved and updated in the Gantt chart by clicking ofaply but-
ton. Alternatively, double click on one of the number fields to trigges #uation.

Colors

The followingcolorsare used in the calendar:
1 Entry Date: blue
1 Reshow Date: purple
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1 Begin: green
1 End: orange
1 Areabetween Begin and End:  yellow

1 Completion Date: dark-gray

Select current time ("Now")
Click the buttoriNow.

Fixed duration / Fixed work:

With the optionDurationfixed or (if resources are allocatedlYork fixed being selected,

a change of either the begin or the end will have the effect that the related date (end or
begin) is adjusted in such a way that the duration of the task bar or the work to be done
will remain unchanged.

DIALOG BOX "DURATIONWORK"

A separate dialog box is available for changingalh@nedor the actual duration(see
"Project statusgglanning, current state, prognosis)n pagell?) or thework of a -
lected task bar. Click on the butt(ZlPur| in ribbon tabData Gantt charto open the
dialog box:

Work == To change thactual duration,click the
ok 100 wh/= button @ first.
Milestone (work = 0 . Like the calendar, this dialog box can
=V [ apoy | |_:’ remain opened permanently and can
Close [E] placed anywhere on the scrae

Theduration of a selected task bar is changed by clicking on the arrow buttons and is
saved immediately after the button is released. The values can also be editedrby ove
writing the current values.

The check boxes above the entry fields allow yosgecify how the duration will be sh
played.

Clicking the buttonlE) provides further options:

Work %] The length of the selected task bar can Ilve ¢
Work 0w tered either asduration or ¢ with resources
h;”ﬁtm ok =0 . | assigned; aswork (see felow).
E=-V l%l = In addition, you may determine whetin the
Changs Cooe ] &) begin or the end of the selected task bar is tc
Lurauy (P owork B remain unchanged when theudation of the
Change of bar is changed.
@ end gl begin Land
Enter duration as
rean == e
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The duration can be entered either emal time which means that you enter the sheer
difference between the begin and the end ornvasrking time based on the working
hours of the default calendar (se€alculation of the duration of tasks, default caleridar
on page4b).

TASK BAR LIST

OPENING THE TASK BAR

7 calendar [F5] Task bars| Click the buttoriTask barsn the ribbon tabData Gantt
= = F‘osl[%onement chart,

ZIC:::IW ESEries

Tools

=] Task bars =0 IcoRr==
[ Hew ] [ Delete ] [ Series.. ] [ Sort ]
1 Task 2 Begin PI'd 3 Begin Act 4End PI'd -
Proj.Stat Ma, 28.02.2011 Ma, 28.02.2011 Ma, 28.02.2011 |
1. Prototype Fr, 16.09.2011 Fr, 16.09.2011 Fr, 16.09.2011
Trial operat. OK Mo, 16.01.2012 Mo, 16.01.2012 Mo, 16.01.2012

| To change values: Double-click or right-click |_

F I 3 |_

The presentation of all task bars in a list enables you to see all task bars at a glance (this
is particularly useful if oneow contains many task bars distributed over a long peonbd
time).

Note:
You may adjust the width of the columgss well as the entire windowto any size by
dragging the border lines.

FUNCTIONS OF THERBAR LIST

Buttons

0 Applycloses open entry fields and refreshes the list

0 Series opens a dialog box fareating a series of recurring dates
o Sortallows you sort the list according to the set sequence

0 Newcreates a new task bar

0 Deletewill delete aselected task bar

Editing of data
- Begin, End, Completed on

Double clicking on any field containing a dateeng an entry field. Clicking on the down
arrow will display an auxiliary window showing a calendar for entering the date.
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Instead of double clicking on a field you may also click on the column concerned with the
right mouse button to open the catelar. The quickest way of closing the calendar is {o
double click on the day you want to select from the calendar.

- Duration, Pattern, Alarm and Note

Clicking with the right mouse button or double clicking on any of the columnsa“Dur
tion", "Pattern"”, "Alarm"or "Note" opens the same entry windows as in the main-wi
dow:

o "Dialog box "Duration" / "Work"on page50
o "Bar patterns on pagel25

o "Alarnm' on pages5

o0 "Note" on pageb6

- Labour costs planned / Labour costs actual

The columns "Labour costs planned" and "Labour costs actual” are displayed to inform
you how your changes in the begin or end of a task bar will affect the costs involved. As a
consequence, the values in these columns cannot be edited.

- Series

15 Serie | 16 Nz.|  |f task bars belong to a series (s&eties (periodically recurring
+11 dates) on page64), the column "Series" shows the number of the
1 series. A preceding "+" indicates that eititbe begin, end or the @

sition of the task bar was modified manually after the series was

ated.

Clicking with the right mouse button or double clicking on a field in the column "Series"
opens a dialog window entitleBeriesenabling you to create agw task bar series which
uses the task bar of the currermw as a starting point.

Creating new task bars

To insert an additional task bar, just click on the buthdew. If task bars exist already,
the new task bar is inserted below the selected task bar.

The following rules are used to determine the begin and end of a new task bar:

An existing task bar preceddbe new entry:
o Day of begin = the day following the day on which the predecessor ends

o Time of begin, Duration, Designation, Pattern and Alarmdertical to those of the
predecessor

No task bar precedethe new entry:
0 Begin = start of work of the current day
o Duration is taken from the default setting (se®étting$ on pagel34)
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DESIGHTION OF A TASK BAR

After doubleclicking on a task bar or by clicking it with the right mouse button and
choosingenter Designationan entry field is opened in which you may enter up to 100
characters.

Pressing ENTER or cligkamother element will show the text within the task barcaf
there is not enough spacgafter the task bar. If the designations of the task bars are to
be hidden temporarily, unselect the optiddesignationat the registeView.

If you want to use thelesignation of the project or task for the related task bar as well,
just click the task bar with the right mouse button and choGspy Designation

LOCKING OF TASK BARS

In many projects there are deadlines which may not be aweras, for example, the
shipment of a product to the a@omer or the start of production. In-Rlan, dates of this
kind can be entered dscked task barsTo lock a task bar, click on it with the right
mouse button and choose the commahdck Task Bar

To prevent "standard" users from unlocking a task bar, users having admin rights (see
"Accesgpermissions on pagel84) may assign an admin type of lock by pressing and
holding down the SHIRKEY when entering the lock. Thasimin lockcan be deactivated

by those users only who have admin rights. Locked bars can be recognized from twin
vertical border lines at each end. If a task bar is locked by a user having admin rights, the
space between &ch of the twin vertical balers lines is given a black background instead

of a white background:

[ =R |

|
t ottt

The chapter Buffers' on page60describes how the execution of tasks can be shifted if
taskbars are locked.

COMPLETED TASK BARS

If a task has been completed, click the task bar with the right mouse button and choose
Completed(or type CTRL+E). The current date/time is entered as the date of eempl
tion.

By default, ompleted task bars are shown in lightay. Optionally, they can be "struck
through" by means of a horizontal line (sedt patterns on pagel25).
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PATTERNS

Clicking on the buttm@ opens a dialog box whic

Pattern

Pattern _ Designation - allows you to assign different color harns to task
E (depends on pric.. prie-=2) [ _ bars. Depending on the selection you made, the
I process color pattern is assigned t@ shgle task barone

%‘ data pro. task bar selected), tall task bars of row (one row

[ internal implem.

EEEEFEEE external implem.

I (.ntitled 06)

] untitled 07)

N (untitled 08)

[ (untitled 09)

I (untitled 10 -

selected) or taseveral rows or blockgéextended
selection).

The first entry in the listlavays shows the default
pattern for the selected task bar based on the pr
ity assigned to it (seeBar pattern$ on pagel25).

| Close | Appl |

Below the task table you can prinlegendof patterns and pattern designations (see
"Task bars/Notes/Legefidn pagel50).

RESHOW DATE

Thereshow datefunction enables you to limit the display to due tasks and to those tasks
which you want to be reminded of. Contrary to thkarm function(see ‘Alarnm’ on page

55) it provides the advantage that the tasks concerned remain permanently within your
sight while the alarm function will display them only when the specified alarm time will
be reached.

To set a reshow date, just doubddick the requested point in time ithhe Gantt chart
while keeping the SHIFT key pressed down. An exclamation mark is used to indicate the
time of the reshow date:

Task Traffic Status Rem. Time Nt Resources Jul 2013 | Au
Light
5 Bl Processes (4 @ ! 3 36d JFriocesses
6 Identify departrments v’ v 2 Miller (20) Identify depar
7 Determine contact persons @ m? m -12d Stevens (40) [ o Determir
& Identify processes « = 11d Stevens (50)
9 = Determine new processes (2] 8d E
10 Basic design f 8dEJ Stevens (20);

With the exclamation mark button being activated in ttatus selectiononly those
tasks will be displayed which have theshow datebefore or on the present day (ind

cated by the light red colour):
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ﬂ Start View Drata Table Data Gantt chart Tools Help

2] Profile: Default - mOy ® Nl

I
. _ - <ol - ===
3_-} Save settings = — ! i
i - - [l |- 2= 2= Setup
23 Delete current profile 2 X - it - &= B e
Profiles Date Traffic lights atus Open/Close
Task Traffic Status Rem. Time Nt. Resources Jul 2013
Light
4 = Processzes (4 | « E 4 36d | FPEQ Cessesy
® !

5 Identify processes ‘

3 11d Stevens{EEl]‘ gﬁ

The reshow date in highdevel rows is the same as tlearliest reshow datan the low-
er-level tasks.

Apart from setting a reshow date by doubdiécking with the SHIFT kpyessed down,
you may also enter it directly in theshow datecolumn.

To delete a reshow date, select theshow datein the context-sensitive menuby right
clicking the designation of the row) and cliBklete. Alternatively, select the exclaan
tion mark and press the DEL key.

ALARM

In addition to the reshow date (one per row only) @arm can be set for each task bar.
This will display a reminder mdow as soon as the alarm date has been reached.

| | =D : | Clicking on a task bar with thight mouse
Determine contact persons (planned) =ll|  button enables you to set globalor aper-
*| BeginiEnd “|ff sonalalarmin the property box The alarm
+ Durationiwork . . -
Complted H time is taken from the default $8ng used
Link for this option (see Setting$ on pagel34).
Buffer 0.0h
Note ChasingEdit Alarmopens a dialog boxre
Cotorfpatiom P = abling you to set the alarm time as you
Reshow date I g y y
global alarm 0010 before beain I need it.
perzonal alarm | Alarm @
Series [® Enabled Please nOte that an alarm W|” nOt begfi
[ Close the window automatically 8 % % gered unless you have clicked the check
Apply Enabled
(®:Before Begin:

| | () After Begin
I I I Cancel

T—mesting A black triangle is displayed at thedin of
the task bar concerned if an alarm has be
set.

Note: The alarm symbol is not shown when task bars are printed or displayed ie-the
source table!
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An acoustic signal sounds when the alarm date is reached and the following wipdow a
pears on the screen:

A-Plan 2010 - Reminder (-7 |3
Falder: Examples
Project: E-Business integration
Task: Identify processes

Task Bar:

Designation: | Identify processes

Eegin: ‘We, 09.03.2011 06:00 End: |Fr, 18.03.2011 18:00
Alarm:
Dayl(s) Hrs:Min
@ Postpone Alarm by 0 = 00:05 = |T

Delete Alarm

The dalog box even appears if you are currently working with another program and A
Plan is either concealed behind thisogram window or minimized.

You may now delete the alarm or have it postponed by the period of time you spkecify
the case of a global alarm, each user may take his/her own decision.

Note:
If the global alarm shouldot be displayedo certain users as a general rule, this setting
can be made in the user settings (séetespermissions on pagel84).

NOTE

A note or memo can be added to every task bar and every milestone. Hovering the
mouse pointer over the corresponding symbol for a time longer than .5 secondsswill di
play the note:

Mote with
- o lines.
To enter or edit a note, click on the task bar concerned with the right mouse button and

choose the commandlote or click the symbd&] in the first toolbar. This will open a
dialog box where you can enter a new note or edit an existirtg.no

The note symbol is removed after the text of the note was deleted completely.

LINKING OF TASK BARS

Task bars can be linked to each other to avoid the need of manually changing all task
bars affected by a change made to a sirtgkk bar. If, for example, the third of ten

linked tasks is postponed by two weeks, then the remaining seven tasks are autdmatica
ly shifted by two weeks as well.
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Links are shown as lines ending with an arrow. A task bar to which an arrow poirts ("su
cessa") depends on the task bar from which the arrow originates ("predecessor"). This
means that the distance between the two task bars will not change if the predecessor is
shifted or if its duration is changed.

EXAMPLE
Bl Topics, contents (43 | |
H Define topics |ru1iller |
B Structuring |Schulz |
EDetailed structure | Miller |
H Product selection |ru1iller |

If the task "Get cardboard boxes"time shown project takes longer than originally
planned, all followup tasks will be pdponed by the same amount of time:

Bl Topics, contents (4} | |
B Define topics [tiller |

B Structuring |Schu|z |
B Detailed structure |ru1iller |
EH Product selection |ru1iller |

It seems as if theengthsof some task bars changed as a result of the shifting. In fact,
the postponement was made in codsration of working times so that the lengths of
the task bars has remained unchangaderms of working days

The distance between linked task bars remains the same if one of the predecessors is
shifted or if its duration is changed. If a reduction of the aiiste is to be permitted to a
certain extentbuffers can be inserted between task bars (s&uffers on page60).

ESTABLISHING A LBKTWEEN TASK BARS

The simplest way of establishing a lisko select thesuccessofirst and to click the
predecessonext while holding down the ALT key.

If the begin of the successor is to depend on bleginof the predecessqrlick the pe-
decessor on the left from the oger:

Iﬂ ] .-"3'\|t+f“||l:k FL.

If the successor is to depend on taed of the predecessqrclick the predecessor on the
right from the center:

EE% N Alt + Click E%—L.

Next, you can change the linking point of theccessoby clicking the right half of it (or
the left half respectively). Do not forge hold down the ALT key when doing so:

D[—L% Alt + Click D!ji

Clicking a link with the left mouse button will select it (the link turns reddélete the
selected link, just press the DEL key.
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ESTABLISHING SEVHRNKS SIMULTANEOUSDNMSTANCE = "0"

™ _ Forward | 'E3 Forw., distance 0 The tabData Ganttchart provides several functions fc
% Backward | B, Backw., distance 0 simultaneously linking all task bars of a selected are
% Delete | Fiug Link dialog either forward or backward.

Links

Using the functions witklistance Owill set the distance between linked task bars to 0
which means that involved task bars follow eg@ch other immediately.

Clicking the buttorDeletewill delete all links within the selected area.

The columr.inkshows how a task depends on other tasks but it may also be used to
change or enter the interdependencies directly in the column:

Task Traffic Status Link
Light
Identify processes @ ! TEA
= Determine new processes (2]
Basic design ¥ 8EA-3,00d
Detailed design 10EA-5,00d
B Topics. contents (4]
Define topics 11EA+1,00d
Structuring 13EA-1,00d

DIALOG BX"LINKS"

If the predecessor is outside of the visible area or if you want to fix the distance between
the two task bars, you can adjust the link in a dialog box. Open it by clicking oncthe su

cessor with the right mouse button and chodsekor press tle button H

The gray bar in the dialog b@k) represents the selected bar in the Gantt chart which is
to depend on another task bar:

l>|l Basic design’ 4 |

2
Links 7|5
Predecessor / Type of Link
03 - Examples |Z| Folder
04 - E-Business integration |E| Praoject m

10 - Processes > Determine new processes > Basic design [ Miller; 5 |Z| Task

|Z| @ Begin End E
IR | Detailed design 2 |

1 - Basic design 1

_! Beqgin
Distance
Distance 2d[2
Calculation of distance in
[¥] Default Realtime ]
e [ Hep  |[ Close 1| Apply |

The predecessor can be selected from the ddapvn lists(2). The last dropdown list
contains all task bars that exist the selected row (=task and/or gect).
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If the predecessor is included in another task, project or folder, select it from the first
three fields by starting with the folder first, then the project and finally the task.

When the dialog box is opened| task bars in the Gantt chart are given a number which
is also displayed in the list of the task bars. The numbers enable you to link task bars
which have no designation.

In addition, use this dialog box:

o to set the type of linK"end/begin”, "end/end", "begin/begin” or "begin/end")
o to fix the distance between task bars

o to set how the distance will be calculated

o to disconnect linked bars.

For details on entering and calculation of the distance see the explanations ontthe se
ting of the "duration" ("Time/Week numberson pagel27).

FLEXIBLE DISTANCES

Sometimes, a followp task is to be postponed only after a givemimum distancehas
been reached. This requirement can be rbgtincluding additionabuffers (see
"Buffers' on page60).

FIXED END (REVERSKING)

If projects have a fixed end (such as a deligate) it may be reasonable to link the

tasks by starting at the end and linking them towards the begin instead of starting at the
begin. With reverse linking, the changes you make will propagate from the right to the
left so that the fixed end will remaiunchanged:

I
T
T

However, this way of proceeding is suitable only if you are planning a project and want
to find out when to start the project. Using reverse linking, delays occurring after the
project was started would merely result in the finding that fm®ject was started too

late!

LINKS LEADING TO 1CAPSED" SUMMARIES

Linking lines ending at task bars which are included in "collapsed” summaries-are di
played as dotted lines in this area:

o

2 —

%

U
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NOte:TLfr\ L1 |+

Links cannot be selected and deleted if one @& task bars involved is included in d-ca
lapsed summary!

LINKING IN CIRCLES

The linking of several task bars may result in a circle of links with every bar in fact being
its own preaecessor.

Since such a circle of links contiaéd the laws of logic, a warning is displayed and links
are not established.

BUFFERS

Buffer is the amount of time a task can be delayed before the delay affects the dates of
follow-up tasks. Buffer is a reserve time which has the advantaajea delay in the es¢-

cution of a task does not affect the successor tasks as long as the delay does not exceed
the existing buffer.

Buffers are indicated by

| | | @ S ——— dotted lines as shown on
| 27| 3T|ﬂ ________________ the left.

[ 7] 17 ®

| | oT|

1 Thesecond taskas a buffer of 1 dafl). This means thdts end can be shifted to the
right by 1 day without falling below the minimum distan(@ of 1 day to the next
task and without creating the need of shifting the follayw tasks.

1 Thefirst taskhas a buffer of 2 day®) and its minimum distance to thnext task is 2
days(4).

1 If you take into account the effects on the entire chain, théal-buffer of the second
task can be added to the@ay-buffer of the first task which will result intatal
(=accumulated) buffenf 3 dayg5). This means thatie first task can be shifted to
the right by 2 days without affecting theext taskand by 3 days without affecting the
last taskin the series.

The screenshots below make the interdependence more clear as they show the effects
resulting from an increasingelay of the first task.

Apr2 1. Initial situation
[ T. 2. 9. 10. 11. 12. 13. 14. 15.

g

|
I 27| aT| |
|
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2. First task is dlayed by2
days

Result:There is no effect on the followp tasks but the buffer of the first task is used
up; for the overall chain an ¢aumulated) buffer of 1 day still exists.

: 2 3. First task is dlayed by a
| lh._| - [(7. 8 [ [0 S total of 3 days

Result:The second task is shifted by one day; this uses up its remaining buffer; as a co
sequence, an accumulated buffer for the first task no longer exists.

4. First task is elayed by a
total of 4 days

Result:The last tasks shifted by 1 day as the initial overall (=accumulated) buffer of 3
days has been exceeded by 1 day.

ENTERING BUFFERS

! | Buffer may either be entered in the corresponding
S | column of the table or can bedausted with the mous
T_' Buffer |En|gth: 204 while keeping the left mouse button pressed down.

| BEDEEE no buffer exists, press the SHIFT KEY as well to av

change in the end of the task bar.

Another way of entering buffer is to riglalick the task bar concerned. This will enable
you to enter or changehe value in the property window (se&fitering more properties
of task bars on page48) of the task bar.

NOTES

1 Buffers can be created fiorward direction only, i.e. from left to right.

1 As ageneral rule, buffer lengths (incl. accumulated buffers) are calculated @nd di
played from thedefault calendar(see 'Determine workiig hours (Resource cale
dar)' on page87).

1 InActual Mode(see "Project statusflanning, current state, prognosis)n pagell?)
buffers cannot be created or changed.

1 If the limits of a buffer are overrun,reegative bufferwill be dispayed. This will es-

ble APlan to display the original buffer again after a task has been shifted to the left.
There are no other effects resulting from a negative buffer.
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SHIFTING WITHOUT MHANG BUFFERS

Shifting several tasks without changing buffers bardone with the help of the dialog

box "Postpone date" (see Ribbon tab "Data Gantt chart" / "Postponement”).

MULTIPLE LINKS

A task may haveeveral successoiw several predecessors

i

With a task having several predecessors, buffers sh
be insertedso that the task will not be shifted until or
of the predecessors will overrun the minimunstdince.

Note:

With several predecessors, you can no longer change the linking points at the succ
(begin or end) by clicking it with the ALT key pressedrmddmthis case you have to use

the dialog box to do the change.

eSsSsor

CRITICAL PATH

Optionally, thecritical pathcan be marked. This is the path from the begin to the end of
a project- or a subproject with the total of all buffers=0. As a consequence, a delay of
a task on the critical path will always result in a delay of the final date of completion of

the project.

Puffer| Feb 2002
kum [[-17.
0Tl
0Tl
0Tl

I
I
I
| o7
I
I
I

Puffer

|
27|
27|
27| 27|

18.-24.

3.-5.

Ir3
10.-16.

This is true with the
upper path in the &-
amplec for this rea-

son it is marked red.

The lower path isiot
critical as there is a
buffer of 2 days for
the last task.

Mark critical pathis an option whicltanbe activated and deactivated in the Gantt chart

tab both for the display on screen and for the printout.

LIMITS

Limits help you recognize immedady whenever a project or task has overrun egi
limit. Limits are taken into account both in planning and in the actual execution of the

project.

Limits can be set either by entering the date/time in the respective column or by clicking

the requested peition after you made the necessary preselection in theDaita Gantt

chart.

62  Entering and editing of data

A-Plan 12.0



Start View Data Table Data Gantt chart Tools Help
3 Default 4 C Earliest begin ’LEFc:rward EFUTW» distance 0 |:| Adjust end A Adjust jCalend
7 Milestone | OE Latest begin “IEBackward ':,_‘—_"=|Backw., distance 0 |:| Adjust begin Ell]ur.
JP Latest end 2. Delete ELink dialog Adjust capacity usage Zlc::lnr
Time bar Preselection Links Adjustment
Task Traffic Status End late Resources Jul 2013 | Aug 2013
Light
6 Identify departments | Vv Miller (20) |
7 Determine contact persons | ? 21.08.2013 08:00 Stevens (40) | ‘ E:| )
8 Identify processes | Stevens (50) |

If a change has the effect that an existing limit is overrun, a message appears and the

corresponding symbols come up in the colunimaffic lightand Status:

Task Traffic Status End late Resources Jul2013 | Aug 2013
Light
Identify departments | v Miller (20) |
Determine contactpersons | @ 238 21.08.2013 08:00 Stevens (40 | 4 3 3
Identify processes A-Plan12 (53 | l;.

= Determine new processes (2]

Basic design .'0'. At least one of the existing limits was
Detailed design k. = 4

overrun!
= Topics, contents (4]
Define topics Row: 7
Structuring Limit: latest end
Chverrun: 6 d

Detailed structure

Product selection Do you want to undo the change?

= Internal implementation (7]

Performance specification
Place Web design order I Yes I I Mo I
Install hotline

The user admisiration allows you to specify which users may change limits and which

users are not allowed to do sede"Assign access permissitm pagel87). The limia-
tion refers to the changef the limits themselves. If change permission exists, thedi
may be overrun but as a result an indicator comes up in the status column.

LIMITS IN HEADLINES&JMMARIES)

If a headline does not have limits of its own, the most distant limit of theriof rows is
displayed. Limits of tasks which are not located at the begin or end of the block are
displayed in the headline:

Task Traffic Status End late Jul 2013 | Aug 2013 | 5
Light
5 =l Processes (4 - F
] Identify departments o =l ]
7 Determine contact persons o ?:EI 21.08.2013 08:00 ‘ I::E[I:
8 Identify processes

not

Explanation:If the limit in row 7 was taken into account in the summary row, the status

awSRa g2dzZ R 0S irk BloEk\'Prot&ses" (HpweveK this vioyldinot be

correct as the overrun limit in row 7 does not yet have any effect on the superior end

date.
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A headline may also have its own limits which are created in the same way as the limits
of the inferior rows (se above). However, if one of the inferior limits goes beyond the
limit of the headline, this will have the effect that the limit of the headline is shifted.

If the corresponding limit in the summary row has been locked (this is done in the group
a [ A Yakei thetinvolved limit was clicked with the right mouse key), no limit of a inf
rior row can be shifted beyond the corresponding limit of the summary row.

SERIES (PERIODICAREZURRING DATES)

Many meetings, appointments and events recur periodically. To facilitate the entry of
such dates, Alan provides you with a special dialog box:

Series (periodically recurring dates) @

Recurrence pattern:

each/every (@ day(s) of the week day of the month day of the year

n
Monday | Friday each/every| 1= Week(s)
Tuesday Saturday
Wednesday Sunday

Thursday
Exclude:

J|Halidays I exluded,

.....................

@ omit dates conc,

link created dates

Prior to creating a new series:

postp. dates conc

End by / Number of dates:

current series: end by 500 2011 15 tlil
@ delete entire current series
delete to the right of selection @ Mo, of dates 2% [create new)
| bep |

It comes up if you either chooseriesfrom the ribbon tabData Gantt charor if you
click a task bar with theght mouse button and choose the same command.

Important:
The dialog box cannot be opened unless you entered and selected the first task baf of

the intended seriepefore. The slected task bar determines not only the begin of the
series but als¢he time of the begin and the duration of all task bars of the series you
creatd The only exception are series in which the distance between task bars is in
minutes or hours (see below). In this case, the selected task bar determines the dufation
of the seriabars only.

A-Plan provides four different recurrence patterns enabling you to create as many var
ants or recurring dates as possible. The frequency of occurrences can be entered as a
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number or is calculated automatically if you specify the end dateddiitian, existing
single dates or series can be deleted before the new series is created.

RECURRENCE PATTEHRACH/EVERY"

Choose this recurrence pattern if the distance between recurring dates is always the
same. Youmay specify the distance in terms of :

0 minutes,
o hours,
o days or
0 weeks

If you choose "minutes” or "hours", you may determine both the day(s) of the week as
well as the range of hours to be used:

Recurrence pattern:
@ each/every day(s) of the week day of the month day of the year
each/every| 214 |Hour(s) [v| between 08:00 %] and |16:00 %
On
Monday | Friday
Tuesday Saturday
Wednesday Sunday Exclude:
o | Thursday H'C'“dalfs
link created dates .
Exclude: In addition, you are allowed to exclude publicihol
| Holidays If exluded, .
Y ) days(and wedends if you choose "days").
Saturdays @ omit dates conc,
Sundays postp, dates conc,

Excluded dates can be suppressed (= omitted) or postponed to the next day permitted.
This is not true if you choose "minutes" or "hours" as frequency of occurrence. Then, e
cluded dates are always suppressed.

RECURREE®ATTERN "DAY(S) T WEEK"

Use the pattern "day(s) of the week" if you want to create a series of dates which are to
occur on the same day(s) of the week in intervals of one or several week(s). Gf,cours
you may specify several days if they are within the same week, for example, every Mo
day and every Wednesday at an interval of two weeks:
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Recurrence pattern:

(71 eachfevery @ day(s) of the week () day of the month () day of the year
On

Dhﬂonday Friday each/every| 1= Week(s)

DTuesday DSaturday

[[lwednesday [ sunday

Thursday
Exclude:

[V|Halidays I exluded,

.....................

@ omit dates conc,

(") postp. dates conc.
[]link created dates - poste

RECURRENCE PATTHRN"OF THE MONTH"
This pattern provides twavays of defining a frequency of occurrence:

Either choose a day by entering a numerical value

Recurrence pattermn:
(7 eachfevery () day(s) of the week @ day of the month () day of the year

@ On 2012, day each/every | 1= Monthis)

-

or specify one day of the week together with an ordinal number.

Recurrence pattern:
(71 each/every () day(s) of the week @ day of the month () day of the year

@ on |20F=| day each/every | 1| Month(s)

i@ on | |Z| Friday |E| each/every | 2| Monthi(s)

With both alternatives, the distance between two dates may cover any number of
months.

RECURENCE PATTERN "DAYTBIE YEAR"
This pattern is similar to the pattern "day of the month".

Either specify a calendar day

Recurrence pattern:
(1 eachfevery () day(s) of the week () day of the month @ day of the year

ﬁGn 1= |April |E| each/every | 1= Year(s]

-

or one day of the week together with an ordinal number and one of the months of the
year:

Recurrence pattern:

(71 eachfevery () day(s) of the week () day of the month @ day of the year

@ on | 1= |April each/every | 1= Year(s)

@ On |second |E| Monday |E| in |April |Z| each/every | 1 Year(s)

In both cases, the distance between two dates may cover one or several years.
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CREATING RECURRIMGES

Having selected the desired recurrence pattern, either specify a time range orethe fr
guency of occurrence€licking the buttorCreate seriesvill create a series of task bars
starting from the task bar you selected at the beginning:

End by / Mumber of dates:
@ End by 08.07.2011 00:00 E|i|
Mo, of dates 5| [create new]
[ bep |

Dates of a series are marked by a colored dot at the beginning enabling you me disti
guish them from dates which younered marually. Recurring dates are not different
from manually entered dates, i.e. you may delete or shift them as well. If task bars of a
series are modified after you created them, this is indicated by means of a tiny white
cross inside of the colored dot at thegin (for an example, see the third task bar from
the left in the screenshot shown below:

aa aggpgaAa a A

SEVERAL SERIES I GROW

You can create several series in one row (for example, if a certain event is {oldake
on the first Monday and on the third Tuesday of the month). To create a new series, just
enter the first task bar of the next series manually and then create the new series.

A different color is used to mark each of the series in a row:
| IV IV 0 O

DELETINGXISTING DATES

Priorto creating a new series: Prior to creating a new series you can delete taxgs
current series: ingle dates or existing series (for example, if you w
D recreate a series using modifiedtBegs).

~ (N

@ delete entire current series
delete to the right of selection

further series/single dates:

Jidelete all existing series;

delete all existing single dates

LINKING OF RECURRINMGIES

Activating the optiorLink created datesvill enable you at a later time to shift the entire
series by a given period of time. kiimg created dates will automatically connect the task
bars by linking the begin of each task bar to the beagjithe next one (see "

Linking of task baton page56):
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CONSTRAINTS

If the selected starting task bar is linked to other task bars, thenitiked taskbarswill
not be multiplied whera series is @ated!

For reasons of speed the program doed checkwhether the new task bars overlap
with existing task bars. This is even true if the corresponding option was activated (see
"Messages / Aids / EMaibn pagel35).

A series can no longer be created from tasks aghkigned resourceas soon aghe time
spent by of one of theasourceswvas changed or if a series was created already. If this is
needed, the series must be creatést and time spent on tasks must be assignéd a
terwards.

GENERAL

Object Any external file can bknkedto a row or can bembeddedin it.

& causersige]  With a file linked or embedded, the minimized icon of the related apj
i C\APlan1l| cation as well as the name of theroeected fik is displayed (se®ws 1
fCAAPIanlll  and 2 on the left).

Furthermore, the following symbols can be displayed:

@, Embedded file (the name of the original {source file} $pldiyed in curled braces ¢
¢ if a new file was createdthe file type is dsplayed, see row8 and 4)

& File not available (was renamed, moved or deleted, see row 5)

Application for editing or viewing the file does not exist (see row 6)

E &

Folder with files: doubkelicking on the folder name will start the Windows Explc
and expand the fdader

@ Internet address (URL): doubdticking on the adddress will start the standanl |
ternet browser with the respective vimsite

LINKING/EMBEDDING ANBJECT

LINKING BY DRAG ANBOP

Using drag and drop is the easiest way of linking a file but does not enable you to embed
(see above) the file:

To do so with A°lan running, start the Windows Explorer, click on the file to be linked
and drag it to the desired row imé APlan main table while holding down the left
mouse button. After a few seconds the minimized icon of the related applicaipaaas
in the columnObjecttogether with the name of the linked file (depending on the appl
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cation used for creating the liekl file and on the power of the computer this process
may take somewhat longer).

If a link already exists at the target position, the existing link is replaced with the new
link, i.e. not more than one link i®@epted in a row.

LINKING BY USING FADO@BOX

Object Dur. Wor  You cannot make entries directly in this column. Clickit
T 'i'h on the column with the right mouse button opens a poy
,1 Cj:; F New object menu enabling you to insert new objects and to open ¢
# C\ 3| Open object delete existing bjects.

_ B Delete object

Clicking on a row with the right mouse button and obimg the commandew Object

or doubleclicking on the desired location in the main table opens the dialog box shown
below:

Insert object @
File: L ok |
ChAPlani1yDatenireport.xls Cancel
Result

Inserts the file contents into the document
and creates a link to the source file,
cs 4@ The changes you make in the source file will
also come up in your document, T

To link the selected file (see above), activate the optiorkby clicking on the check box.
Otherwise, the file will bembedded

LINKING FOLDERS ASJECTS

Apart from files, folders may also be embedded in @gectcolumn. Doubleclicking on

the folder name will start the Windows Explorer and will display the directory inxhe E
plorer.

Only drag and drop can beedsto link a folder to a row. For this reason, the Windows
Explorer is started if a link is to be made. To establish the link, just click on the folder and

drag it to the target location in the-Rlan table holding the left mouse button pressed
down.
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SENING OF EMAILS

Emails can be sent directly fromPan. To enable this, there is a coluf@yfor entering
one or several email recipients. With resources assigned to tasks, the email address
saved with the resource is used as thealdf email address.

To inform entered email recipients on the current status of a task, just-ghtk the

email address of the recipient. This will opemassage windowvhich already includes
essential details of the task concerned. Data which haenlmanged since the prev

ous email are marked by an "*". Of course, you can add additional remarks and notes to

the text:

Task

& Identify processes

Determine contact persons

| Resources

| Stevens (40)
| stevens (50)

B Determine new processes (2) |

E-Mail to

|stevens@braintool.com
|stevens@braintool.com

[ JulZ009 [ Aug 2009 | Sep 2009 | Oct2009 |

| | Detérmine CUI‘ItEC::‘t pErsons | |
| | Iden:tify prucess:es |
| | | H Deterrnine: M

Basic design | Miller; Schulz (30) | miller@braintool.com; schulz@braintool.com | s es mmBasicdesion |
H Detailed design |Mi||er(50} E-mail @
E Topics, contents (4) - - - ;
! Mail to: miller@braintool.com; schulz@braintool.com -
272 [12758 | 4| |
— ||Ref: A-Plan: Basic design
Res.Task | E-Mail Addr
= Internal staff (3) | ||" = ¢hanged
Stevens (7) stevens@braintool.com
Schulz (8) | schulz@braintool.com Folder.  Examples -
- - - : Froject: E-Business integration
Miller (19 miller@braintool.com Task: Processes = Determine new processes = Basic desiagn
F Externe (1) | ||Beagin: Tue, 08M18/2009, 06:00
End*: Thu, 0917/2009, 18:00
Remarks:

End has changed because of missing documents!|

=

Help | Send | Cancel |

We have refrained from the temptation of implementing antomated sending fuc-
tion for emailsas there is a high risk of sendingnails although you would have g
ferred to send them later or not at all (for example because changes have not yet been
completed or have been made on a trial basis only etc.). An automatic sending function
was omitted to prevent Alan from increasing thexisting flood of mails of which many
might remain unnoticed for reasons of quantity.

The column®kem. time, Reshow datdBuffer actual accumulate@ndLast changare
helpful indicators when it comes to deciding whether to send a mail or not:

Task E-Mail to Rem. Time el Last Change
Date Act cum
B Processes (4) | [ 15.00 d| 03182009 |D3M6/09 09:23 PM, User 1
Identify departments | miller@braintool.com | v | | | D3M6/09 09:23 PM, User 1
Determine contact persons | stevens@braintool.com | |/| | 11 d| 03M16/09 09:24 PM, User 1
H Identify processes | stevens@braintool.com |EE  -15.00 d|03/18/2009) 11 d|03/16/09 09:24 PM, User 1
E Determine new processes (| | 15.00 d| | | D3/16/09 09:22 PM, User 1

1 TheRemaning time shows tasks whichave not yet been finished although they have
overrun their date of copletion (including buffer).

1 TheReshow datereminds you of tasks which need to be revised.
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1 Anegative accumulated buffeis towarn you that the task will day the date of
completion of the entire chain of tasks.

1 Use the columrLast changéo identify tasks which have been changed recently.

As all of the abowenentioned columns can be combined in a filtathe settings of
which can be saved in a profd& does not take more than a mouse click to have all
tasks displayed which might cause problems or need to be revised.

FIND AND REPLACE

FIND

Clicking the commanBindin the ribbon tabData Tableopens a dialog box which will

help you to find any string of characters you wish to find in the task table. Start by typing
the string you are looking for and click the buttBimd nexton the right of the dialog

box. The pogram will look through the table for the first instance ohat you typed in

and will indcate the row in which the string was found. In the lower part of the dialog
box, the found string of characters is shown within its context:

Install hotline Find

Create web pages
Run trial version

Task:

Create m'_ﬂ}e

Search engine registration

ot aining Fndwnatproto )

Adjust !::lru:uchures Search options Direction: S |Z| | Close |

Marketing measures selected col. only = | o |
= External implementation (5] Include task bars Compare: Part of field |Z| Help

Create prototype Include notes Match case onl | << Reduce |

Adjust prototype = v

Approval and release
Data processing (3]

H Proj. 1 (7)

If you do not want to see the context in the lower part of the dialog box, juskt dtie
button Collapseand the text will no longer appear.

Note:
The function will look through all the rows which currently exist in the table irrespectiv
ly of whether they are displayed or hidden in collapsed folders or projects. Howeaer, d
ta not contaned in the table will not be included in the search, for example, if a filter
was set and some of the data do not meet the criteria specified in the filter settings!
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REPLACE

If a given text string in the task tabketo be replaced by another string, a special dialog
box is available which is opened by choosing the comnieqlacefrom the ribbon tab
Data Table Optionally, the found instance of text can be displayed in the lower part of
the dialog box.

When the fist instance of the specific text string is found, you may either replace this
instance with the text string yourgered in the fieldReplace withor you may replace all
instances by pressing the respective button on the right. Especially whenRsplgce

all, the replacement process is performed considerably faster if you choose not to have
found instances displayed:

Task Nt. Object Dur. Work|Mz 2011 Day
PI'd| 14.-2u. 21,-27, 28,3,
Milestones Replace -7 |3
= Processes (3 ] - .
[dentify departrments Find what: geon |E|
[dentify processes Replace with: layout |E| Close
= Determine new processes (2] . Hal
- - Search options nelp
Basic design Direction: All |E| _—
. . Selected col. only Replace
Detailed design c —. |E| =
. ampare: art of fie e
[ Topics, contents (4 Include task bars amp Replace all
B Internal implementation (71 Include potes Match case only - Reduce
Performance specification
. Task:
Place Web design order -
Install hotline Basic [ESTTY
Search engine registration
Staff training B
Bolivird npm el emre

Contrary to theFindfunction, opening the dialog bdXeplacedeactivates the main wit
dow of APlan. This means that nateons can be cared out in the main window as long
as the dialog boReplacds open.

Note:

The function will look through all the rows which currently exist in the table4nd
pendently of whether they are displayed or hidden in closed folders or projects. Hoye
er, datanot contained in the table will not be included in the search, for example, if &
filter was set and some of the data do not meet the requirements specified in the filter
Settings!

TheReplaceunction will not be applied on data if you do not hasu#ficient access
rightsfor the folders concerned.

r=—4

You can undo all changes resulting from usingReelacefunction by choosingdit /
Undoonce after the dialog box has been closed. When undone, they can immediately be
restored by choaeng Edit / Redo
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MOVEAND COPY FOLDER3DHECTS AND TASKS

SHIFTING OF ROWS JIWANGE THE SEQUEREROWS)

L 4] Miestones | To change the order of rows, select tl
B =dently depaniments | Schuiz row or rows to be shifted and use the
6| EProcesses |r-a1|IIer .
jﬂjetermme contact persons mouse to pull tlem to the new Iogtlon.
8 B Determine new processe Pulling rows to a new location with th
CTRL key held down will insert a cop
the selected row(s) at the new locatic
Copying is indicated by an additional
"+" displayed next to the mouse pdain
er.

Note:

Please be aware that ves cannot be moved to another location if the check bagort-
ed has not been activated before in the dialog box "Sorting" (&m@ting orders for
viewind' on page83)!

COPY, CUT AND PASTE

Select the row(s) or the task bar you would like to copy or cut and either clooggor
Cutfrom the ribbon tabData Table.

Copying a selected folder or project will not only copy the respective "row" butdhe
plete folde with all projects, tasks and task bars or tt@nplete projectwith all tasks
and task bars.

A box at bottom left of A°lan indicates the number of copied or cutdfol
ers/projects/tasks/task bars:

OABAAL N Fr0403.2011 |
|07.03.2011 | 14:447°

Clipboard: Number of folders/projects/tasks/time bars

current content: Project(s) 'E-Business integration'

Hovering the mouse pointer over the box indicates tiigeat that is currently stored in
the Clpboard.

PASTING ALL TASK BAB¥+ A ROW

In addition to copying and pasting a single task bar, all task bars of a project or a task row
can be copiedr cut and pasted into another row.
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To do so, use the command Insert time bathe ribbon tab

E Start Creat

B0 | % cut . Data Table The command will just insert those time bars of .
= | = project or task row into the selected row which are in the@<Cl
5% Copy =| 5a
Insert — board.
- 7 Delete | |=|Lo
& Inser Ctrl=v
,; Insert time bar

TRANSFERRING TASKS FESOURCES TO ANOTAHPRAN DAA-
BASE

Tasksandresourcescan be transferred to other databases. Likewise, emingectsand
folderscan be transferred.

Todo so, start APlan twice on the same computer and open the databases concerned.
As both programs use the same Clipboard, data can be transferred by copying or cutting
them from one database and pasting them into the otheratatse.

When being transferredasks and resources are separated from each other. They are
relinked automatically by means of the resource ID numbers stored together with the
tasks. For this reason it is of no importance whether tasks or resources are transferred
first. If tasks areransferred first and assigned resources are still missing, "n.a."” (= not
available) is displayed insteadgether with the resource ID number in parentheses:

Task

BProcesses (4

Cetermine contact persons
|[dentify departments

Resources

| nv. (FODO0Z0D)
|mv. (FODD0Z0M) ¢10)

After missing resources have been pasted, their designation is displayed again:

Task

HPFrocesses (4

Determine contact persons
|[dentify departments

Resources

|5tevens
| Miller (10

With regard b theresource calendargit is true that the entire foldeWorking timescan
neither be deleted nor cut or copied. However, as described above, you may paste one
or several weeks into the respective folder of another database. The assignmeiit of ca
endarsto resources is made by means of designations. For this reason, the designation
of the calendar must be unequivocal. If you paste a calendar into a target database in
which a calendar of the same designatidready exists, then a "2" is appended to the
designation of the pasted calendar.
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' POSTPONING ALL DATEA FOLDER, PROJBRTTASK BY A GIVEN
\ PERIOD OF TIME

Postpone Dates

Project:

E-Business integration

Shift by:
Years: =
Maonths: =
Weeks: 2=
Days: 0=
Hours: =
Minutes: 0=

Reference date:
18.02.2011 0&:00 Elil

Help

L2 =

Actual times:
@ unchanged

Delete

Important:

Choosing "Delete’ will
also delete the times
entered in the time
tracking module!

Mew date:

04.03.2011 06:00 Elil

E OK i | Cancel

If you want to postpone not only a task
but a larger area of a dabase by a give
period of time, APlan provides a specic
function to perfam such a postpoer
ment.

First, select the tasks, projects or folde
to be moved and click the button

rg Pastponement | iN ribbon barData Gantt

chart. This will open aidlog box where
you can specify theguiod by which the

selected items are to be ptzoned.

Then, cloose the values to be moved. .
you may activate or destivate any of the
displayed values, you might, for examg
move all eminder dates only.

Important:

the entire database

Postponing a folder will also mowad projects included in the folder! Likewise, postpo
ing a poject will also postponall tasks included in the project!
If you made no selection prior to opening this dialog box, the postponement will apy

ly to

The postponement function takes into account existing dependencies between linked
task bars: The distance between task bars and the length of task bars will remain u
changed even if these values were calculated from working hours. Task bars located ou
side of the moved folder or project will also be moved if they are linked to one of the

moved task bars.

Instead of specifying a period of time you may enter a start and a target time for the
postponement. This means that amigting point of reference (for example 18/02/2011)
is postponed to a later point in time (04/03/2011 as shown i@ siacreenshot above).
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DELETING OF DATA

DELETING FOLDER®YJHLTTS, TASKS ORKIBARS

One or several rows (folders, projects, tasks) or a task bar can be deleted by first selec
ing it/them and then either

0 pressing the DEL key or
o clicking on the buttor * Pelete in ribbon tabData Table

With a task bar selected, the delete command is applied to the task bar only. Otherwise,
it applies to the selected rows.

ATTENTION:

Deleting a folder will deletall projects included in the folder as wellikewise, deleting
a project will also deletall tasks included in the project!

The setting oDptions(see 'Messages / Aids / EMaibn pagel35) allows you to request
that a delete commanavill not be exected unless you confirm it a second time.

DELETING SEVERALKIB&RS

To delete several or all task bars in a row, select a task bar first by clicking it with the
right mouse button and choosbe commandDelete several taskarsfrom the menu.
This will display the following options:

o all in current row

o all without selected

o all to the left of selected
o all to the right of selected

CURRENCY CONVERSION

Currency conversion (-7 | [ All cost values in an-Rlan
database can be converted

Conversion of user-defined fields Rate: 13200 h . h
- . to any other currency wit
Numberl Numberb [Conversion by division!) y . y
Number2 Number? ; oot [5 conversion rates of all cu
Number3 Numbers F currengy symbot rencies of the European
Numbers Numberd Monetary Union being qmo-
Numbers Number10 vided by the program.
| Help | | Cancel |

To start the currency conversion function, clibk ribbon tabDataand choose the
commandCurrency conv.

Furthermore, you may use this window to specify a new currency syamuabto select
the userdefined number fields you want to be weerted as well.
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DEFINING THE DATABBODIBLAYED/ PRIN

=)

FILTERS

FILTER

Apart from using the&Status selectior(see Traffic Light, Status and rem. Titren page
25) you may limit the number of displayed/prad data with the help offilters.

Enabling dilter means that only those data aretrieved from the databasevhich
comply with specified criteria such as for example "Priority smaller than 3" or "Date of
begin later than 01/06/2012".

This has the advangg that the database can hold a large amount of data withouit i
pairing the overview.

SETTING OF FILTERS

Clicking on the buttoi [ setfitters in ribbon tabView opens up a dialog box in whichrva
ious filters (search criteria) can be set.

With filters being set, only tbse records are retrieved from the database whicmpty
with all specified criteria.

A prerequisite for the filters being effective is that you enable them either by clicking the
button [ éFnlderfilter DNIDFF]or[ 5 General filter DNJ’DFF]in ribbon tabView.

Below the task table there are three boxekich indicate how many of the folders,qgr
jects and tasks contained in total in the databassre retrieved

2/2 353 E!E? 1 LI
0/1/34/41

U?.03.2011| 17:48 Number of TA?KS on
entire screen / in
database

FOLDER FILTER

The first tab of he dialog box presents two lists: The pafresk folderdists all folders
which are contained in the dabase and which include tasks. The p&esource folders
lists all esource folders (=groups) contained in the database.

With the button[ [, Folder filter DN!DFF] activated, he folders selected from the lists are the
only folders visible in the table of the main window, i.e. the task folder "Examples" and
all resource folders in the example showeldw:
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Filter (5|

| Folder | Gen. Filter - Text | Gen. Filter - Date | Gen, Filter - userdef. fields |

Task folder: Ressource folder (groups):
Externe
Crganization Internal staff

|:| Do not show completed projects

——

The selection of folders is identical to the selectioffiles in the Windows Explorer:

Do this Result
Click on a folder Folder is selected (all others are éected)
CTRL+ click on a folder Adds a folder to your selection oemoves it if it was

selected before

SHIFT+ CTRL+ click on a folc Extends your selection to the position of the mous
pointer

Do not show completed projects

With the check boXo not show completed projectactivated, completed projects are
not displayed as a general rule (this also applies to resources).
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GENERAL FILTEREXT
The second tab enables you to set filters for all text fields:

[ Filter =

Folder | Gen. Filter - Text | Gen. Filter - Date | Gen. Filter - userdef. fields |

Any text field
Prio = to =
Level to =
Ident-Mo.
Task
Client E2
Responsible |Z|
Group Internal staff |z|
Resource Stevens |E|
changed by
Compare
@) igntire contents of the field:
Part of the contents of the field
Search pattern (*, 7, etc)
Delete General
Filters
| Show all subtasks

Help [ 8] 4 ] | Cancel |

If the text you are looking for may be contained in any database field, just type it in the
field any text field When searbing the database, texts found mote fieldsor infree
text fields (see kelow) will be included in the search.

Compareallows you to specify whether

1 the entire contents of the filedor

1 apart of the contents of the fields to be compared owhether
1 asearch pattern

is to be used.

The wildcards*" and "?" may be used in searching for text strings. Enteriagt™ will

find all strings starting with "Fra" as for exampkgahklin®, "Fraser" and "Frazer". E-
tering "Ho??er" will find all sings starting with "Ho", havingxactlytwo characters in
between and ending with "er" such as, for example, "Hooker", "Hoover" and "Hopper
but not "Homer" or "Howard".

Within the text fields individual strings can be linked by OR and AND:
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For example,yping "Mai* OR Mei*" in the fieldResponsibleand selecting the option
Search patterrwill find all rows in which the name of the responsible person starts with
"Mai" or with "Mei".

Important:
All fields of theGen. Filtersare linked by AND. With seve@nditions being specified,

this means that only those records (rows) will be found which nadleif the specified
condtions.

Show all subtasks

With the check boshow all subtasksctivated, all tasks meeting the specified cend
tions are displayed togker with their subtasks even if the subtasks do not meet the
conditions.

Note:

If aStatus filteris set in the taltart of the main window gee Traffic Light, Status and
rem. Timé& on page25) together with the check boghow all subtask$eing acivated,
all those tasks of a given project can be displayed which, for example, havarotieeir
end date.

ﬂ Start View Data Table Data Gantt chart Tools Help

§ D
] Profile: Default r |:| W = = £° 0= B- gz E=[2 - ﬂ split display ﬁ Resolution: W
3} Save settings =1 ?}/ f 54' E{Show resources mShow ‘today’
. B- &= &= Setup
=4 Delete current profile [ m] \ " 2|t E- B= B= Columns | = Refresh
Profiles Date Traffic lights Status Open/Clase Table Gantt ck
Task Traffic| Status Filter @
Light
1 more examples: File/Open... Folder | Gen. Filter - Text | Gen. Filter - Date | Gen, Filter - userdef, fields |
2 B Examples (3) )
Any text field
3 (= Project 11(6) - Y
4 B Processes (4 - Prio = to =
5 Identify departments =1
Level to =
Task Project 11
Client [~]
Responsible |z|
Group E
Resource |z|
22 13 13 4|
changed by
Res./Task Traff Status LabRat
C
6 B Internal staff (3) +50,00 § nmpare
7 B Stevens (11) 50,00 %, @ entire contents of the field
10 Absences ~50,00 S/ ) Part of the contents of the field
11 @3 5chulz (10) A50,00 % ) Search pattern (¥, 7, etc.)
14 Absences 250,00 §/ gelef:glttieneral
ilters
15 & Miler 06) %5000
18 Aheenres A0 00 &7

Delete General Filters
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Clicking on the buttoelete General Filtersvill reset allgeneral filters This does not
affect the optionShow all subtask¢seeabove) as it is not effective with no filters being
set.

GENERAL FILTHPATE

The third tab allows you to set a filter for two date fields.

[ Filter (% =]

| Folder | Gen. Filter - Text | Gen. Filter - Date | Gen. Filter - userdef. fields |

Criterion1  Begin PI'd E

After |Z|
02.08.2013 [v]5]

Criterion 2 |End PI'd E

Before |E|
14.08.2013 E]il

44 August2013 W[ Now

MDMDFSS
1(2030311 2 3 4
25 6[7]8 91011
21213141516 17 18
10 20 2492 23 24 25
262728293031 1

K

EC

i

Cancel

Delete General
Filters

Show all subtasks

.

The date iiter can be applied to all fields which feature a date:

Filter R

| Folder | Gen, Filter - Text | Gen, Filter - Date | Gen, Filter - userdef. fields |

Criterion 1 ned time to be spent on task |E|

2mp
Planned time to be spent on task
Beqgin PlI'd

End PI'd

Actual time to be spent on task
Beqgin Act,

End Act.

End progn.

Entry Date

Reshow Date

Completed on

Last change

Criterion 2
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The followingpossibilitiesexist for specifying a time period:

1 before

1 on

1 after

1 between

1 Time range

The last possibilitg Time rangeg allows you to limit the search to a period of time. For
exampe, you may want to have all those tasks displayed or printed which have a

planned time to be spent on them (or a part of the planned time) within the period of
one week in the past and four weeks in the future

Filter [

| Folder | Gen, Filter - Text | Gen. Filter - Date | Gen, Filter - userdef. fields |

Criterion 1 Planned time to be spent on t|Z|
Time range J B2

1= to 4 weeks |Z|

GENERAL FILTEBERDEF. FIELDS
Filter % || he fourth tab enables

ou to enter filters for
he userdefined fields.

| Folder | Gen., Filter - Text | Gen. Filter - Date | Gen. Filter - userdef, fields

Text2 bwitch between text

)
{
Textl | When doing so you mi
q
and number fields.

Text3
Textd
Text5
Textd
Text7
Texts
Texta
Textl0
) Text () Number
Compare
@ entire contents of the field

(71 Part of the contents of the field

(71 Search pattern [*, 7, etc)

Delete General ‘

Filters
Show all subtasks
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SORTING ORDERS FGRYWNG
Rows may be displayed in the maatle either unsorted or may be sorted according to

various criteria and with different sorting order settings for folders, projects and tasks.

To set the sorting order used for viewing data, click the bu %k 5et serting in ribbon tab
View. A dialog box opens in wdhi you can specify any order according to which the
folders, projects or tasks are to bespliayed and printed:

P'Surting @

Sorting

Folders / Groups

| unsorted

Projects / Resources

Change Order: Select
row in table and press
‘Up arrow’ or 'Diown
arrow’

2 Entry Date
3 Prio
Index
Ident-Mo. o

unsorted

Tasks

Cancel
resort immediately after changes have bee lLI

Unsorted (fixed) sequence of rows

To activate this mode for either folders/groups, projects/resources or taskg, tble e-
spective check bowunsortedin the Sotting dialog box whenever it applies.

Use this setting if the sequence of rows is to remain as you entered them. New rows will
always be insertetéeneaththe selected row. The sequence of rows can be changed by
“cutting" and "pasting" or by "dragging" and "dropping"” one or several rows (see
"Shifting of rows (to change the sequence of ré\es) page7?3).

Sorted sequence of rows

The orderused for folders/groups, projects/resources and tasks can bendependent

of each other. The element located at the top of each list in the dialodSleotingis
considered first in the sorting proce$sor example, if "Priay” (Pr.) is at the top of the
sorting list related to projects and "Begin" is second, this will have the effect tlat pr
jects having the highest priority will be displayed first while projects of the same priority
are sorted according to their starting #a
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In order to change the position of an element in the lists of the dialog box, select-the e
ement first and move it up or down using the arrow buttons arranged on the right side
of each box.

Please note that only thirst three elementsof a list areconsidered by the sorting
function.

Note:
Sorting based on the resource column is not possible (resources are not assigned by their
designation but by their ident number. Hence, the internal sorting function of tha-dat
base would end up in a sorting baseal ident numbers).

AUTOSORTING

Clicking on the check b&esort Immediatelyhas the effect that the order of the oe
ords is recalculated and adjusted whenever data have begered or changed.

You may deselect this option if yolo not want to use the autosorting function (e.g.

while editing dates in the Gantt chart). In addition, please be aware that many processes
of A-Plan run more slowly with this option being activated since the complete display
must be refreshed wheneverraodification is made which might influence theder of

the rows.

Remark:
After a name ("person responsible” or "client") has been entered, the program immed
ately resorts the data records even if the check box "Resort immediately" isidatect
(The speial way in which names are stored in the database necessitates the refreslking
of the table and, as a coeguence, the resorting of the data records.

REFRESH DISPLAY

If changes are made or new data are entered with the sortingcsé&torted sequence of
rows" (see Sorting orders for viewingiewing" on page3), the sequence will be uptia
ed automatically if you activated thepbon Resort immediately(see 'AutoSorting on
page84).

If you deactivate this option because you might, for example, feel disturbed byuthe a
tomated resorting, the order of the displayed tasks can still be refreshed either ky clic
ing on the button & Refresh jn the ribbon tabStart.

Once in a while it may occur thatPdan does not build up the display completely. This
problem is likewise solved by using the refresh function.
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RESOURCE PLANNING

CONCEPT

The resource planning ofRlan provides utmost flexibility in the allocation of resources
(staff, machinery, tools etc.) to be used for the successful completion of tasks. At the
same time, it has been carefully designed for easesefand visual clarity!

WHAT CAN RESOURCENNING OF RLAN DO FOR YOU?

Use it to deal witlproblemssuch as:

o How does the duration of a task change if the number of assigned resources is
changed?

o0 How many resources need to be assigned if a task is fmisbed at a given time?

0 What are the effects if certain resources are not available at a given time?

o Which resources can be assigned to a given task as they are not assigned to @ull capa
ity?

o Which resources are over allocated?

o What are the costs resiuittg from the use of different resources?

o What is the amount of overtime required to finish a task in due time and what are the
effects on costs?

WHAT INFORMATIONSSPPLIED BY THE RHSCE PLANNING OF A
PLAN?

From a single viewyou can see the followingformation:
o What is the sequence of tasks?

o Which are the resources assigned to the various tasks, when do resources work on the
tasks and what is the capacity used by each of the resources?

What is the capacity usage of resources over time?

What are the wrking hours of resources (incl. special times, overtime etc.)?
Which resources are absent at what time (and why)?

Which resources are still available at what time?

Which resources are allocated to full capacity or even over allocated?

O O o ©o O

HOW IS RESOURCE RIWNG OF AALAN HANDLED?

In spite of the high performance and the variety of information provided {#tah, you
will be surprised by thease of usef resource planning:

o All settings are easy to understand and to retrace.
0 A-Plan assists you best in youapning without patronizing you.
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0 Only those values need to be entered which are actually required.

o If resource planning is not (or not yet) needed for some of your applications, it takes
not more than a command to deactivate resource planning when usiRiaA

WHAT DOES RESOURCANNING IN A#LAN LOOK LIKE?

The main window of Alan is split horizontally if resources are to be displayed. Among
others, the upper pane showsistingtaskswith assigned resourcdd), the respective
work (2) and the task brs(3). The task bar pattern is used talicate when resources
work on tasks and what their capacity usage is:

Wiork Lah. Cost |Jan 2004 Feh 2004
Task ‘ Resources Prd Prd 28.29.30.31.|1. 2,03 /4. 5. |6, 7.5 9. 10.41.
El Construction proj. 1 (1) 70.0 wd| 45.336.00 € - '

Bl Kinys Road (6) 70.0 wd 45 336.00 €
B Demolition (2) | @ 9.0 wd| 11,652.00 €|
EH Basement |LIZII’I"5.f1; Elarnes;Hawk :Dwd| 5,256 .00 €|
Ground floor [ Larry 2; Miller 30wd| 639600 €|
Blnternal walls (33 | | 90wd|12,492.00 €|
@ Room Basern. 1 |Lomy; Barnes; Hawk| 6.0 wd| 609600 €|
Room Basem. 2 | Loy 2: Miller | 30wd| 6,395.00 €]
E Doors. windows | oo@ Fraser | a0 Wd| 3,360.00 €|
(141 [14 [ 1047« ]

ResourceTask | Project Calendar | Lab. Cost Prd [28[23.30.31 1 2 3. (4|5 |B.|7.[8. 9 1011,
E Bricklayers (3) 36.00 €h

[ Barnes {3) Shnrl s600eh| ME | WMEEDOC OOm

[ Hawkins (3} | |Standard | ®4u.uu eh AN | G BERECOO Omm

B Miller (3) | |Standard | 36.00 ¢h|[] I W << HHEN BN
Special tirmes/Costs | | | #36.00 &h|
Ovettirme | | | #36.00 &h|
Ahsence | | | |
Ground flaor |Hings Road | | |
Roaom Basem. 3 |Hings Road | | |

Note:

If task bar patterns are entirely filled with color instead of indicating the times when
tasks are worked on, you have to change theisg of the respective option (sedlask
bars' on pagel23).

At the same time, the lower pane displays tlesourcesogether with used calendars

(4), labour rateq5), working times and caéty usag€6), absence timeé/) and as-

signed task$8). What the colours indicate in case of different capacity usage rates is e
plained in the chapterCapacity usage of resources / Tedms paged3.

In task table view, rows with resources assigned to themeapanded(or collapsedre-
spectively) if you click the red square in front of the designation. With tasks expanded,
each esource is shown in a separate row

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

U
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Basic design
- Schulz (50]
- Miller (70}

Miller (70); Schulz (50) 50 % - 70 % §

Schulz (50)
Miller (70)

50 %

0%

DETERMINE WORKINHOURS (RESOURCHEEDIDAR)

Working times and the resulting availability of resources are determined by meaas of
source calendardn APlan,you may create any number of resae calendars.

?,T/ Click on the button Working time in the ribbon t&lata Gantt Charto have
“k. resource calendars shlayed:
Working
time
& | L_‘f @ @ f - A-Plan 2010 - Expl_Production_planning
“ Waorking time Help
C £ [=] Time ﬂ : &l Resolution: 1 Hour - BAFind
i
Co ZColor &EnReplace —
MNew Setup Close working
calendar Columns times
Clipboard Calendar Tools Table Gantt chart Find/Replace Close
Calendar |Wﬂrk Status Holidays Dur. |00 07:00 08:00 09:00 10:00 11:00 12:00 1300 14:00 1500 16:00
1 E Calendar (4)
2 B Default wi work  © 2 Holiday free 40,00 h
3 Monday o 8,00 h [08:00 16:00]
4 Tuesday e 8,00 h [08:00 16:00]
5 Wednesday e 800 h [o2:00 16:00]
6 Thursday o 8,00 h [o2:00 15:00]
7 Friday i 8,00 h [08:00 16:00]
] Saturday £
9 Sunday o
10 = Worktime wf work Holiday free 37.00h
11 Monday 783h 07:00  09:00] [09:20 12:30] [12:55 15:35)
12 Tuesday 783 h 07:00__09:00) |[09:20 12:30| [12:55 15:35)
13 Wednesday 783 h 07:00 _09:00 [09:20 12:30| [12:55 15:35)
14 Thursday 783 h [09:20 12:30] [12:55 15:35]
15 Friday 5,67 h 07:00__09:00) |09:20 13:00|
16 Saturday
17 Sunday

Choosdnsert / New Calendato create a new resource calendar. Choosiew / Re-
source calendaor clicking on theespectivebutton will take you back to the table view
of A-Plan.
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CREATING RESOURCHEGPARS

As soon as you create a new database or adapt an existing databdefauét calendar
is automdically created in it as well:

Calendar |Wﬂrk Status Holidays Dur.|00 07:00 08:00 09:00 1000 11:00 12:00 13:00 14:00 15:00 16:00
= Calendar (4)
B Default wf work Holiday free 40,00 h

Monday 5 8,00 h | 08:00 16:00]
Tuesday g 8,00 h L08:00 16:00]
Wednesday g 8,00 h [0&:00 16:00]
Thursday L 8,00 h [05:00 16:00]
Friday g 8,00 h L08:00 16:00]
Saturday 5
Sunday g

Thedefault calendaris marked by an "*" behind designations and is of particutar i
portance as it is useggamong other thingg, to calculate theduration of tasks (see
"Calculation of the duration of tasks, default calerdamn page45). Futhermore, the
default calendar applies to all resources to which no specific resource calendar is a
signed.

If allworking daysin your database are of theame length you mayuse thedefault cd-
endaras the resource cahelar as well.

If working days are of different lengthyou have to create at least one additional cale
dar which is to be assigned to the resources concerned @&kacation of working
hours, absence times and Iddys on pagedl):

Calendar | Holidays Work |Duration |00 07:00 0300 09:00 10:00 11:00 1200 1300 1400 1500 16:00
Bl Work Time {7} |Hulida].rfree | wi work | M|

Monday | | | o730 [CE00 Tzo0] [z T6.15]

Tuesday | | | o730 [TE00 TZo0] [0Z3 T6.12]

Wednesday | | | 0730 [CE00 Tzo0] [z T6.15]

Thursday | | | 0730 [CE00 Tzo0] [z T6.15]

Friday | | | 0600 [TE00 Tzo0] [[Za5 1445

Saturday | | | |

Sunday | | | |

If full days (i.ereal time) are to be used instead of fixed working hours, create ancale
dar coveing 24 hours per day and 7 days per week:

Calendar | Holidays Work Duration |ID 04:00 0B:00 08:00 10:00 1200 14:00 1600 1500 20:00 22:00
EIReal Time (7) |Holidayfree | w/work | 168:00]

Morday | | | 24:00|T200 o]
Tuesday | | | 2400|0000 aag]|
Wednesday | | | z4:00|0E00 o.00]
Thursday | | | z4:00|0E00 o.00]
Friday | | | 2400|0000 Rl
Saturday | | | 24000000 ]|
Sunday | | | 24000000 i)

EXAMPLES OF THE QAIAJION OF DURATION

In the calendar shown below, the duration of the task starting on Monday at 8:00 a.m.
and ending on Wednesday at 2:00 p.m. is 2 days 5 hours (2 x 7h:30min + 4h + 1h):

88 1 Resource planning A-Plan 12.0



Calendar | work Duration[oo 07.00 0200 02.00 10.00 11:00 1200 1300 1400 1500 1600 17:00 1800
E Working time (5) ‘
B Default (7)* w! work 3730
Morday™ | | 0730 [0Emm izon]  [EEoo T6.30]
Tuesday* | | o730 [EE00 izoo] [EEm T6.30]
wednesday® | | 0730 [Cem 1zo0]  [EE0a TE.20]
Thursday* | | o730 [[Em TZ.00] [E=m T6.30]
Fritay™ | | o730 [[Em 1200 E=m TE30]
Saturday* | | |
Sunday* | | |

If the duration is tdoe calculated in real time, the working hours specified in the default
calendar must cover the week completely. In this case, the duration of the example
above (begin: Monday 8:00 a.m., end: Wednesday 2:00 p.m.) wouldlbgs26 hours
(16h+24h+14h = 54h2x 24h + 6h):

Calendar | Work Duration | 02:00 04:00 06:00 0500 4000 1200 1400 1600 18500 20:00 22:00
ElReal time (7) | w/ work | 168:00]
Monday | | 24:00{2Z0 | oo.o0]
Tuesday | | z4:00[0000 oo.00)
Wednesday | | 24:00[0000 ] oo o0]
Thursday | | z4:00[0000 o0.o0]
Friday | | 2400|0000 oooa]
Saturday | | 24:00[0000 oo o0]
Sunday | | 24:00/0000 oan]

COLOR OF CALENDARS

You may choose any of the listed colors to be t
- for displaying the calendar. To open the dialog
for setting the color, click a time bar of the cale

darand choose Pattern or click on the butt_%‘ )

Calendar colar
L

m

Doubleclicking on the color you like or selecting
- ] and clicking on Apply will assign this color to al
time bars of the current caftelar.

-

| Close || Apply |

In the resource rows (se&how / Create resourcésn pagedl) the calendars will be
displayed in the color you selected both in the row showing working times as well as in
calendar rows:

Resource/Task | calendar S|B |7 |&[9[1001112[13|14 15|16 17|15 [19|20|21

ElStevens (5) | Defautt | DO0D00O0 ooooo |00
Special imesiCosts | | [morming =it ] Evening shift__|
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HOLIDAYS

Depending on the setting you make in the colukholidays,holidays are either no-
working Holiday free)or working daysHoliday workK) if the respective resource cale
dar is used.

To change the settingoliday freeor Holiday workin the resource calendajust da-
ble-click on the existing setting.

CALCULATION OF WORK OR W/O WORK)

Usually, the calculation of work is related to personnel only and not to materials and
equipment (for eample, assigning one driver and one vehicle results in one workday
and not in two days). Therefore, it is reasonable to use a special resalecelar for
equipment in which you entew/o work in the columnwork.

In the calculation of coststhese resurces will be accounted for although no work calc
lation is made!

To change the setting in the colurvork, just doubleclick the existing setting.

IRREGULAR WORKINGURS, OVERTIME ETC.

To learn how to proceed if irregular working hours, overtime ate.used, see chapter
"Special times/Costn pagel08.

CREATING RESOURCES

Resourcesnay be of different type and nature such as, for example, persons, machi
ery, vehicles, rooms or even ni@ggs and they can be grouped:

Resource/Task |Calendar  Lab.RatePrd|  26.-1. 2.8, 9.-15. 16.-22,

& Bricklayers (3) 36005/h . | ... U
Miller (3) Default 36008/h| | ] (] [ =
Barnes (2) Default 36005/h| D | [ Dl | |
Hawkins (3) Default 400005/ N [ B H | |

B Carpenters (2) 35,00 &/h s | s __
Wood (1) Default 35,00 $/h || ] | (o [
Fraser (1} Default ~35,00 &/h | | | [ [

= Electricians (2) 35005/h el | e B
& Johnson (1) Default A38,00 &£/h | | [ [
Thornton (1) Default 32,00 &/h | | | [

E Painters (2) I0005/h | B | B B
Clark (1) Default A30,00 $/h | | ] | ] | ] |
Brown (1) Default 28,00 $/h | | ] | ] | ] |

&= Vehicles (2) 70,00 5/h |
Lorry 1 (2) Tools 70005/h| N | S
Lorry 2 () Tools 85,00 $/h I B
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SHOW / CREATE RESCHR

Start  View Data Table You cannot enter resources @sis the button
Show resource the ribbon tabStartis activaed

46 Cut i Group . _;: Page . . ) )
. ~ with the effect that the table is split horintally.
=3 Copy & Respurce 7.
S & Next, select the lower part of the table by clickit
T i _ it with the mouse in order to activate this part o
Clipboard Insert rows Struct

the table (see the yellowitte bar below).

To create groups and resources, just use thecfL
tions GroupandResourcen the Ribbon talbata
Table

ALLOCATION OF WORGINOURS, ABSENCEHSWND HODRAYS

WORKING HOURS

When a newesource is created, théefault calendaris automatically allocated to it in
the columnCalendar(see ‘Calculation of the duration of tasks, default caleridan
page45). This means that #thworking hours listed in theeflault calendar are applied to
the new resource at first:

Resource/Task |Calendar
= Bricklayers (4)
Thomas Default

The working hours resulting from this allocation are shown in the first resource row as
time bars in the Gantt chart. As long as the full capacity of the resosi@eailable, i.e.
as long as it is not assigned to a task, the displayed time bars aqty.em

If you want to allocate another resource calendar to the resource (e.q. if the resource is
to work in another shift or has wkdays of different lengths), justadible-click on the
current calendar and select another calendar from the displayed list of available cale
dars (see Determine workiig hours (Resource calendaon page87):

| ResourceTask | Calendar | Ildent-No. |-20. |  21.27.
ETeam 1 (1) | | 80000000 | |
= Smith Default LI OO0 ©OOoooo
special times/Costs ((no calendar |
Overtime Default |
Absences Overtime |
Vehicles
[176 [ 1712 [0/219 | {Morning Shift v|[17.06.2004 <3|
[ ISR

The first three resource rows are created automatically. They are identical wite-all r
sources and cannot be deleted. They are used exclusively for the determinationloef wor
ing hours and feature dark red designations to be easily distinguished from other row

For an explanation of the rowpecial times/Costand Overtime see the paragraph
"Special times/Coston pagel08.
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ABSENCES

Use the rowAbsencedo enter those periods during which a resource is not available
(e.g. when it is on holiday). Absences are entered as time bars by ddidkimg in the
Gantt chart. In the area covered by the time bars the working hours of the res@man-

cerned are disabled.

If a resource is absent with no task allocated to it, this is displayed with the help of a

crosshatched green bar. A crosshatched orange bar indicates that a task is allocated to

an absent resource:

Res./Task Traff Status LabRate 12.118. 19.-25, 26.-1.
67 = Internal staff (3) 0008 e .
68 O 5Stevens(11) A50,00 $/h| bttt | — e
Fal Absences 50,00 5/h
12 Determine contact per| @ 238 50,00 5/h } |
73 Identify processes 50,00 5/h ]

PUBLIC HOLIDAYS

The setting made in the selected calendatermineswhether public holidays are wk¥
ing days for the resource or whether they are free:

| Calendar | Holidays | Work

H Calendars {5) | I

= Default [7}* |Hu|idaj-,|r free | wi’ work

If a holiday is to become axceptional working day, use the rdpecial times/Cost
make this setting (seeSpecial times/Costn pagel08).

ASSIGNING RESOURTGEBJ3 ASKS

Schulz (20) 20,0 %|

Doubleclick on the columrmResourceso

b i Schulz / Internal staff (20,0%)
E3--[] % == FAVORITES ==

....... []& Miller / Internal staff

- [#] & Schulz/Internal staff (20,0%)
&[] % Externe

=[] 5 Internal staff

5 [0 Miller
e [ @ Schulz (20,0%)
H e DH'T Stevens

di

assign resources tiasks

The resource selection offers a first bloc
of up to ten of the resources used last ir
order to save you from searching throuc
the entire list if a large number oéf
sources @ist.

The second bloc#tisplays the currently
allocated resources.

Note:wS a2 dzNDSa OFyy2d 0S8 [tt20FGSR dzyt S&

the resource group concerned!

3 a

In the resource view (lower pane offAan) the involved resource or, if the allocation has
already been made, the respective task is displayed.
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Here, scrolling is also possible, for example, to check the capacity usage of diféerent r

sources easily.

After the assignment has been made (press the ENTER key)

1. the resource is assigned

2. if applicable the course of the project is adjusted
3. the task concerned comes up with the resouncéhe lower part of APlanand
4. the period concerned ignarked as reserveaccording to the capacity usage:

Task Resources CaplUsg PlI'd Nt Dur. Work(Feb 2011 o oe
req|14.-20. A.-40, Z
B Processes (3 1 260d  4.0wd —
Identify departments Miller (50 60 % é 7.0d  40wd mi? _—_-_
Identify processes Stevens 70d  00wd
= Determine new processes (2] 90d 00wd
35 3047 4 i r
Res./Task |  Cap. Parent Task Project No[14.-20. 21.-27. F
& Miller (14) | — N4 |
Absences |
Baseload | 200% Baseload
3 Identify departments | 00,0 % Processes E-Business integrat ,=§‘| = s ==

If aMessageshould come up whenever a resourc@iserburdeneddue to the assig-
ment of a task or the shifting of a task, this can be set as an option kéessages / Aids

/ EMail' on pagel35).

B Internal irnplementation (7] |Mi|ler
Performance specification |I"u'1iller
Place Web design order |f'-.-'1i||n.=-_r
Install hotline | Miller
Search engine registration |Mi|ler
Staff training |f'-.-'1i||n.=-_r

Resources can be assignedtblower-level rows
of a summary rown one stroke If one resource
will be in charge of an entire block, it takes just
single entry to assign it to the block.

CAPACITY USAGE OB®ERCES / TEAMS

A resource may be assigned to a task with a usage rate of more or less than 100 %. Wher
the allocation is made, the capacity usage setting is made according to the default value
entered in optionsgee"Setting$ on pagel34). The capacity usage can afterwards be
changed in the column | LJ! & rospdcify R usage rate other than 100 %, click on

the percentage given in parentheses behind the resource and enter the wanted percen

age véaue:

Task

Miller (57)
Stevens

Identify departments | ¥
Identify processes | =

33 3047 A Ll

Status Resources CapUsgPl'd

100 %

Res./Task |5tatus Cap. Parent Task | 286 713
& Miller (17) | |2 ]
Baseload L= 200 % |
Identify departrents |\jf 571 % Processes | —
Basic design |I:I? 70.0 % Processes = Deter|
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A capacity usage rate other than 100 % is indicated in the task table in parentleeses b
hind the resource designation (but without the % sign to save space). In the resaurce t
ble (lower pane), the time bar filling pattern reflects the usagte during the time per

od concerned.

The time bars in the resource pane are designed to show you the capacity usage rate of
each of your resources at any time:

Res./Task |Status Cap.[8-6 713 14-20 21-27 283

= Internal staff (3)
Stevens (5)
Schulz (4)

I
|

]
il

[_

|

[ Miller (17) Cl S
Legend:
Time bar pattern Color Meaning
N - Capacity usage rate is 0%
B green Capaciy usage rate is from 0 to 50%
N yellow Capacity usage rate is from 51% to 80%
B red Capacity usage rate is from 81% to 100%
B dark red Capacity usage rate is more than 100%
” light yellow with  Resource assigned but not available duealte
pattern sence
.77 183 410 Hovering the mouse pointer over the capa
W 000 e rate peroentag
llz—‘ﬂig :_I — the mouse pointer info box.
- Th, 24/03/2011 (20.0%)  ——
Important:

A capacity usage rate of more than 100 % is also accounted for wh&rewd costs are
calculated. For example, assigg a usage rate of 120 % to a resource for a given time
period will result in more work and higher costs being calculated for the period co
cerned!

After a task has been completed, no capacity usage ratisjpdayed any more. If actual
work was entered already for a task, the actual or prognosticated capacity usage is di
played for this task (sed”foject statusglanning, current state, prognosisj)n page

112).

A special ini file enables you to change thresholds/limits and colours {seerter the
parameters please proceed in this way:

Click the APlan icon with the right mouse key. Then click "Properties” and final"
Type the requested parameters in the fielddlget behind "...APlan12.exe".
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Example:
...APlanl2.exe 123.456.78.90: Test:MSSQLSerPW /p:fprofile\Userl

Attty Ad 2LISYSR gAUGK GKS RIFGIFolI&AS be¢eSadh
GKS dzaSNJ yIYS A& a!aSNmaz (GKS LJ a NR A
folder "f:\profile\User1").

C. Special settin®n page259).

TEAM CAPACITY USAGE

The remaining capacity of the entire team is shown as a bar chart in the top row of each
resource group (no bar = 0% remaining capacityhieifjht bar = 100% remaining capa

ity). Hovering the mouse pointer over the bar chart displays the precsmiat of re-

maining capacity available at a given time in the mouse pointer info box.

Vorgang Projekt 7.|8. 9. [10.11.12.13.14.15.16.17.[18.[19.20.21.|22.|73.24./25.|26.|27.]78.|29.30.| 1. | 2. | 3. | 4
43 DEntw 1 (3) i | n m——— —
44 HResll@d) | e T
45 @ Resl2 (1) (I DI, 16.04.2013 08:00 (15%) O |
46 [ Resl3 (6) S T

Negative remaining capacities of the teams are displayed as red bars. To cleanly disti
guish them from positive values, they are displayed in vertical direction fronada-
tom:

28|29)30(31(1.(2(3.|4|5. |6 |7.| 8

Di, 2901.2013 1200

DEFAULT VALUES OB®BRCES

After resources have been assigned to tasks, the calculation of resulting work and costs
is based on the default values entered for the involved resource:

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

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

It may happen thathiese values do not depend on the used resource but on the task. To
cope with this situation, the default values of the resource may be overwritten:
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Task Resource Lab. Rate PI'd Qty/Time Fix. Cost
FI’d PI'd
Sawing |EDC 312 (50} 250,00 &/h 100k 100,00 5
Turning |RDC 316 (80) 200,00 5/h 50/ 150,00 5

| y
11 | 6/8 A i T b

Values entered manualljl) are displayed with a white background instead of a blue

background colourto® & (G A y 3 dzA & K

GKSY FNRY aNBazdzZNOS gl
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WORK / AUTOMATED GAULATIONS

DEFINITION OF WORK

Wikipedid’provides the following definition of work:

dWork or Work Packagen project management is the amount of effort applied to{r
duce a deliverable ortoaccofnqh & K GF &1 2NJ F 3INRdzLI 2F N

Avariety of names and unitss used to specify thevork (or "effort” or "expenditure")
required to perform a task, for example, "man days", "work days", "machine hours" or
just a time unit such as "days" or "halr APlan allows you to set this unit as you like
(see 'Costs/Work/AbbreV.on pagel29). The documentation of-Rlan usesvd =

"workdays" as the unit for work.

With A-Plan there is the genal rule that work is theluration of a task multiplied by
the number of assigned resourceblence, with two persons working for 5 days on a
task, the duration is 5 days whereas therk is 2 x 5 days which is 10 workdays!

' REQUIRED WORK

Thecompletion of a task normally takes a certain amount of time which, depending on
the properties of the assigned resource(s), determines the duration of the task. Hence,
A-Plan allows you to take the following properties of resources into account:

1 Number orfactor

1 Working hours

1 Capacity usage

1 Performance (quantity per time unit)

1 Availability (presence or absence)

Project planning is usually based on rough estimates ok requiredto perform

the various tasks. These estimates may result fearlier experiencesor may just be
anticipated values In production, the required work can be calculated if the number of

units and the production duration per unit are known (s€&utput values (production
planning) on pagel07).
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AUTOMATIC ADJUSTMENT

You may request-Rlan to calculate the effects of entries or resulting changes of the
course of the project. Please have a look at the examples below:

1. Assigning a resource

Calculate the end (= duration ) of a tagka resource is assigned witld0% of its capacity
to a work of 100 hours (wh).

Result:Duration = 100h (which actually was not very difficult in this example)

Task Status Resources CapUsg Workreq Dur.|Mar2011 |
Pl'd 21-27 283 4-10
= Folder 1 (1) 100.0 wh 40 h| [e——
B Project 1 (1) |08 100.0wh 40h| J——
Taskl |3§ 1000wh 40h| T
& Res1 (100.0%) (7 Adjust begin
(71 Adjust capacity usage
(7) Mo adjustment

H Folder 1 (1) 1000 wh 100 h| [ — |
DProject1 (1) [0  Res1 100.0wh 100h| [F : |
Taskl | Resl 100% 1000 wh [100 k| || |

2. Reducing the capacity usage

Calculate the ad (= duration ) of the taskf the resource will spen80% of its capacitgn-
ly.
Result:Duration = 125h

Task Status Resources CapUsg Workreg Dur.|Mar 2011 | Apr 2
Pi'd -7 283 4-10
B Folder 1 (1) 100.0wh 100h| [P — ||
BProject 1(1) |3 Res1 1000 wh 100h| [F : x
Taskl |3 Resl 802 J000wh 100 h| | |

@ Adjust end
(7 Adjust begin

¥ ¥

Task Status Resources CapUsg Workreq Dur.|Mar2011 | Apr
Pl'd 21-27 283 410
= Folder 1 (1) 100.0wh 125h ﬁ
BProject1(1) [0 Res1 100.0wh 125h| [F : N

Taskl |3 Res1(30) 1000 wh| 125 h| || ]
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3. Assigning more resources

Calculate the end (= duration ) of the taska second resource spending also 80% of is ¢
pacity is added.

Result Duration = 63h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 | Apr 4
PI'd 21-27 283 410
H Folder 1 (1) 100.0 wh 125 h| [ s s s —
EProject1(1)[CJ  Res1 100.0 wh 125h| |F ' - |
Taskl |3 Res1(80) 80% 1000wh 125h| | I
=[] % Greup 1 @ Adjust end
-y ) Adjust begin
..... [v] @ Res2(80.0%) () Adjust capacity usage
e O .F Res 2 ) Mo adjustment
¥ ¥
E Folder 1 (1) 100.0 wh 63 h| [ee——
B Project 1 (1) | Res1; Res 100.0 wh 63h| [F .|
Task1 =] Res1 (80); 0% 1000wh | 63 h
-Res2 (B0)| Res 2 (80) 80% 500wh | 63 h
- Res1 (B0} Res 1 (80) 0% 500wh | B3h

4. Setting the capacity usage of ALL resources to a given value
Calculate the end (= duration ) of the taskboth resources spend 50% of their cagy

only.

Result:Duration = 100h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr 2
PI'd 21-77 283 410
= Folder 1 (1) 100.0 wh 63 h| [e———
B Project1 (1) | Res 1: Res 100.0wh 63h F ‘
Taskl |3 Res1 (80); 5012000 wh 63|
- Res 2 (07| Res 2 ([B0) @ Adjust end
-Res1 (80)| Res1(80) | Adjust begin
Adjust capacity usage
) Mo adjustment
¥ ¥
H Folder 1 (1) 1000 wh 100h| [rr s — ||
[ Project1(1)|C0  Res1;Res 100.0 wh 100h| [F ' > |
Taskl |3 Res1 (50 50% 1000 wh [ 100 h
-Res2 (50)| 3 Fes 2 (50) 50% 50,0 wh | 100 h
- Res1 (50)| Fes1 (50) 50% 50,0 wh | 100 h
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5. Changing the duration of the task

With the duration of the task reducedo 80h,calculate the new capacity usage of the-r
sources

Result:Capacity usage of both resources = 63%

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr2
Fl'd 21-27 253 410
E Folder 1 (1) 100.0 wh 100 h|
B Project1 (1) |3 Res 1; Res 100.0 wh 100 h| F ‘
Task1 = Res1 (50); 50 % 100.0 w &0 |
- Res 2 (50)| =3 Res 2 (50) 50%  500wh @ adjust end
- Res1 (50)| 3 Res1 (50) 50 % 50,0 wh ) Adjust begin
[V]i&djust capacity usage
¥ ¥
= Folder 1 (1) 100.0 wh 80 h|
B Project1 (1) | 3 Res 1; Res 100.0 wh 80 h| F |
Taskl |3  Res1(63) 63 %| 1000wh 80 h|
- Res 2 (63)| 3 Res 2 (53) 63 %| 5S00wh 80 h|
- Resl (63)| 3 Rez1 (53] 63%| 500wh 80h|

6. Changing the capacity usage of ONE resource, adjusting the other one

With the capacity usage of the firgesource increased to 80%, calculate the capacisy u
age of the second resouraéthe duration is to remain unchanged.

Result:Capacity usage of the second resource = 45%

Task Status Resources CapUsg Workreq Dur.|Mar2011 Apr 2
Pl'd 21-27 253 4-10
E Folder 1 (1) 100.0wh 80h
= Project 1 (1) [T Res 1: Res 100.0wh 80h| [ 1
Task1 = Res1 (63); 63 % 1000wh 80h
- Res 2 (63)| 3 Res 2 (63] 63 % 500wh 80h
-Res1(63)|C3  Res1(63) 80 2/500wh 80 h|
) Adjust end
) Adjust begin
@ iadjust capacity usage
) Mo adjustment
¥
E Folder 1 (1) 100.0wh 80h
= Project 1 (1) [T Res 1: Res 100.0wh 80h| [ 1
Task1 = Res1(80); %-80% 1000wh &80h
-Res 2 (45)| 3 Res2 (45) 45%| 357wh 80h
-Res1 (80)|C3  Res1 (30) 80 %| 643wh 80h|
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7. Changing the required work

With the required work increased to 120 wh, adt the capacity usage in such a way that
the duration will remain unchanged.

Result:Capacity usage of resource 1 = 96%, of resource 2 = 54 % (the capacity usage t
remains the same)

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr 4
Pl'd 21-27 28-3 410
& Folder 1 (1) 100.0 wh 80 h|
= Project 1 (1) |3 Res 1: Res 100.0 wh 80 h| F .
Taskl |3  Res1(80); %-80% 120 80h| |
‘Res2(45)|3  Res2(45) 459 agjust end
- Res1 (80)[ Res1 (80) 80 % ) adjust begin

) Mo adjustment

¥

= Folder 1 (1) 120.0 wh 80 h|
B Project1 (1) | Res 1: Res 120.0 wh EDh| F ‘

Taskl |3  Res1(96): %-96% 1200wh 80 h|
-Res2(54)|C0  Res2 (54) 54%| 428wh 80|
-Res1 (96)|C  Res1 (96) 96%| 77.2wh 80|

8. Using the mouse to make changes in the Gantt chart

Increasethe duration to 100 h with the left mouse key pressed down and have the capa«
usage adjusted accordingly

Result:Capacity usage of resource 1 = 74%, of resource 2 = 41 % (the capacity usage r
remains the same)

46 Cut Iéh. Higher 'F;L Certain level @ Upgrade ;‘I,,E Forward 'f—'z'l |:| Adjust end /r, Adjust
=% Copy Iéh. Same = Downgrade ='1= Backward ':,_‘—;" |:| Adjust begin
7 Delete 3; Lower -_;:P'age break kDeletE E Adjust capacity usage
Clipboard Insert rows Structure Links Adjustment
Task Status Resources CapUsg Workreq Dur.|Mar 2011
Pl'd 1-27 25-3 4-10 1
= Folder 1 (1) 1200 wh B80h
B Project1 (1) (3 Res 1: Res 1200 wh 80h F ‘
Taskl |30  Res1(96); %-96% 1200wh 80 h| (SSRGS ARRERRaaa ]
-Res2 (54) |3 Res 2 (54) 5% 42Bwh E80h
- Res1 (86)| Res1 (9&) %% T12wh 80h
= Folder 1 (1) 1200 wh 104 h
B Project1 (1) (3 Res 1: Res 1200 wh 104 h F ‘
Task1 [==] Resl (74): %-74% 1200wh 104 h ! !
-Res2(41)|C0  Res2 (41) 41%| 428wh 104 k| | :
-Res1(M4)|C30  Res1(74) 74%| 772wh 104h| | |

Note:
When changes are made ing Gantt chart, the presetting is made in the mdbata
Gantt chartin the blockAdjustment With the button Adjust being activated, (click it
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with the CTRL key pressed down to activate it) the adjustment is carried out immediately
after you have made thehange.

The examples show just a few of the many possibilities providedParto enable you
to react quickly and with a high flexibility to any situation and requirement.

PLANNED WORK

The automated adjustment has the effect ththe course of the project is adjusted to
the required work as soon as changes are made fiaA.

If no automtic adjustment is carried out, for example becafidgistwas deadvated in

the tabData Ganttchar2 NJ 6 SOF dza S (G KS 2 LJi A Rofed wher?e- | R 2 dza
tering a value, the course of the project is no longer in line with actual requirements. In

other words, the currently planned work and the required work no longer match with

each other.

A deactivation of the automatic adjustment can makesif you want to prevent the
course of the project from being adjusted immediately after you entered a vadue b
cause you prefer to specify later how the adjustments should be made.

Example
4 Cut _éh‘ Higher ‘P-;L Certain level 4@ Upgrade ™,q Forward ':[.‘—": [0 adjust end j
23 Copy _E, Same =) Downgrade | ™ Backward | T2, | [] Adjust begin El =
7 Delete j ower '_;:F‘age break %Delete E Adjust capacity usage Zl
Clipboard Insert rows Structure Links Adjustment Too
Task Status Resources Work Dur. Work PI'd Work Mar204l o .
req Pl'd/req| 7-13 14-20

Identify departrents |-] Miller (57 4.0 wd 7.0d 4.0 wd | 0.0 % ;

Identify processes |3 Stevens BOwd 60d 60wd | 00%] M e

# 1
Task Status Resources Work Dur. Work PI'd Work Mar 2011 e
req Pl'd/req| 7-13 14-20
Identify departrnents |-] Miller (57) 4.0 wd 7.0d 4.0 wd | 0.0 % | o]
Identify processes  |C3f  Stevens 60wd  40d  40wd B -333 %] B
4 2 3 2

Explanations

A task bai(1) is shortened by means ¢f LJdzf it withyadtdbnatic adjustment beinged
activated. With this done, the duration of the task is 4.0 days instead of the previous 6.0
days, i.e. the planned work is reduced from 6 (@jito 4 wd. As a result, there is a lack

of capacity(3) amounting to 33%sindicated in the column Staus by the corresponding
symbol(4).

As the required work is not changed byPhan you can see easily whether the current
planning is OK or whether corrections have to be made.These can be made at any time
by selecting one or seval rows , choosing the preferred type of adjustment and finally
clicking Adjust (see the top right corner of the screenshot).
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Ci b/ ¢Lhb Dwhe a9 bad¢ {50W]

As the menu with the options for the adjustments of the course of the pr@eak-
plained in ‘Automatic Adjustmentson paged8 cannot be displayed for all types of-a
tions, you have the alternative of controlling the adjustment in the Destia Gantt chart

Start Create/Edit Data View Tools Help

46 Cut Iéh, Higher ‘F;L Certain level 4@ Upgrade i‘L,E Forward 'f—':', |:| Adjust end Ary Adjust
- 23 Copy Iéhl Same =p Downgrade ™| Backward ':,_‘—'='| [ adjust begin
¥ Delete Ii:lLower '_;:F‘age break %Delete E Adjust capacity usage
Clipboard Insert rows Structure Links Adjustment

Example®f such actions are changes made on task bars in the Gantt chart with the help
of the mouse or the specification of time periods during which resources are noaavail
ble (see Absence'Son page9?2).

The displayed block of commands allows you to determine whether an adjustment is to
be made automatically (click the buttdkdjustmentwith the CTRL key pressed down)

and, if yes, how the adjustment is to be made. With the button being activatechdhe
justment is made immediately after a value was changed in such a way that the planned
work is different from the required work.
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PARTICULAR CASE&EXHBLE ASSIGNMENTRESOURCES)

' TIME TO BE SPENT ANASK IS SHORTERNHHE DURATION OF
\ THE TASK

With resource rows being expanded, you may assign a resource time shorter than the
task duration: First, determinetane framein the task row. Next, go to the resource
row(s) concerned and specify thiene periods to be spent on the taskThe time periods
you specify may be different from the time frame but must be within the time frame.
However, when expanded for the first time, the time frame and the time to be spent on
a task are identical:

Task Resources CapUsg | Mar 2011
Fl'd 1-27

Identify processes | Miller; Stevens 100 %%
- Miller | Miller 100 %| I
- Stevens | Stevens 100 ‘?ri:.|

Expanded resourcews can be dealt with just like normal task rows. This means that
each resource may be assignetfetient times to spend on a task. If required, a resource
may even be assigned several time periods to work on a task:

Task Resources CapUsqg | Mar 2011
Prd 21-27
Identify processes | Miller; Stevens 100 %%

- Miller |Mi|ler 100 %
- Stevens |Ste~.rer15. 100 ‘f‘rf:-|

The times (or work) spent on a tasesulting from the assignments you made is shown in
the task row.

Note:

A series cano longerbe created (seeSeries (periodically recurring datésn paget4)
after the time period tdoe spent by a resource was changed. If a series is requied, cr
ate it first and determine the times to be spent on tasks aftards.

ASSIGN DIFFERENTAAIFPY USAGE RATESASK STEPS

Doubleclicking on a task bar enables yousjoecify a different capacity usage rate for
each step of the task to which the resource is assigned:

Task Resources CapUsg | Mar 2011
PId 21-27
Identify processes |I"u'1iller; Stevens 100 %

- Miller |Mi|ler 100 2%
- Stevens |Steven5 100 ‘?ri:.l

Note:
The capacity usage entered with a time bar is of higher priority than the capacity uJage
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existing or entered in the resource column (s€&apacity usage of resources / Tedms
on page93).

COSTS AND SPECIAIRKDIG HOURS

A-Plan calculates the total of the project cost from all incurred fixed and labour costs.

The calculation of labowosts takes the following parameters into account:
o Planned working timesssigned to each of the various tasks

o Numberof assigned resources

0 Resource capacitysed for a task

o Working hoursof resources

o Labour ratesof resources

Work is calculated from tharkt four parameters from the top and is then multiplied by
the labour rates of the resources assigned to the tasks. Different labour rates (as for
overtime etc., seeSpecial times/Coston pagel08) are taken into account in the ka
culation.

The costs resulting from the planning are shown in the task table. In detail, these are
fixed costq1), total labour cost$2), incurred labour costs due to overting@) and ove-
all total costs (= fixedosts and labour costs added ()

rosmrces | V| | Sy O o To ot
Total 8 171wd| €3.900 €113.688) €1,944]€117.588
E Construction proj. (2){7) 124 wd| €3.750 €79,.992| €1,296) €83.742
E Kings Road (7) (6) 77wd| €3,600 €46,296 €648| €19.896
B Dernalition (2) | | Bwd| £150| €9.468|  £648) £9,618
Bazement @ |L|:|rr"5f 1; Barnes; Hawkins | 4 wd| | €3,5E|4| | £3,504
Ground floor | Larry 2; Miller (500 | 2wd| €150] e5964] =648 £6,114
Blnternal walls (23 | | B | £11.652] | £11,652
Room Bazem. 1 |L|:|rr"5f 1; Barnes; Hawkins | ] wd| | €5,255| | £5 256
Room Basern. 3 | Lorry 2; Miller | 3w | €6,396) | £6,396

In the project summary ro6), the listed costs of subtaskS) are added up. The folder
row (7) shows the costs of all projects contained in the folder while the row "T¢&al"
see Tasks on pagell16) finally adds up the costs of all folders included in tlatgabase.

From the resource table you can see which amounts of the costs result from tha-assig
ment of resources. Fixed cogts) and labour cost$2) are added up to total cosi@). In
addition, the resource costs resulting from overtime can be seen from arapcolumn

(3):

A-Plan 12.0 Resource planning 105



Resource/Task  |Fix. Cost  Lab. Rate | Lab. Cost  Owt. Cost | Tot, Cost
E Brown (1) | | 28€n| @ | @ |
Painting £3,024 £672| €3,024.00
E Yehicles {2} ‘ 70 €h
ELorry 1(2) €130 70 €h
Basement | =130 | &1,680 | £1,810.00
Room Basem. 1 | €130] | &2520| | €2,50.00

Note:
In the example shown above, calendar and absence rows are hiddenGkemal Cb
umn designations

The multiuser license of Alan offers the function of creating sets of column deaign
tions which can be provided to all other users. This enables thesus switch between
designations within any profile, for example from German to English:

Orig. desig. Curr. desig. visib. Format Align. Add = Eixed columns

Task Vorgang 7 left | =

Traffic Light Ampel Vv left = z

Status Status J left All

MNote Nt. i left Global column
Resources Ressource J left designations:

Cap. usage PI'd Auslastung i 1 digit right German |Z|
Wark req. Aufw. erf. i 1 digit right

Begin PI'd Beginn gepl. | | Time right Save designation
End PI'd Ende geplant S [ Time right = :
End late Ende spit 7| [ Time  right | Delete designation |
Chur. PI'd Dauer o 2 digits right

Global column designations can be created and changed with master rightsealy (
"Entering users (in administrator mode orilgn pagel84). To do so, enter the name of
the set into the select box on the right, then cli8&ve designatiomand inallyedit the
designations in the colum@urr. desig

Global column designations are displayed ahddetters to make evident immediately
that global designations are used.

Resource’son pagelld).

FIXED COSTS, LABGURE OF RESOURCES

If the same labour rate is to be used for all resources of a group, enter the rtite in
grouprow (blue letters). Labour rates different from the group rate can be entered in
the rows of the esources concerned:

ResourceTask | calendar | Lab.Rate |Mo, 26.01.Tu, 27.01.
Smith Default a3[00€hm| [ 1| ]
E Bricklayers (3) 36.00 £h
E Barnes {1} Morning Shift| 36.00€h| [ || [ |

Special times/Costs | | 44fooen[2{ T Defaul value

Ovettirme | | 50.00&Mh|

Painting | | |
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‘ MATERIALS, OTHEREIXCOSTS

Fixed costs can be entered directly in the task table as well with@piecial resource
being created for this purpose. To do so, just insert an additional row and enter nothing
more than the designation and the related sum in the coluptid Fix. Cost

‘ Task |PI’|:I Fix. Cust‘Pl’d Lab. Cost ‘Pl’d Tot. Cost
Blnternal walls (33 | 2,35000€| 12492.00€ 14842.00€
Materials (2350.00€D | 235000€

E Roorm Basern. 1 | 6,096.00€ B5,096.00€
ERoorm Basern. 3 | | £,386.00€ 5,396.00€

This way of entering fixed costs is particularly suitable if thescostolved are different
with each order (as for example material costs).

In contrast, if costs are always of the same amount (e.g. fees etc.), you better create a
resource (withoutcalendarandLab. ratg which you may select each time you need it:

Task | Resources ‘Pl’d Fix. Cust‘Pl’d Lah, Cust‘ p'g:];m'
B Topics, contents (&1 | | 480.00€ 30600.00£| 31,080.00€
E Totals Topics Documentation 480.00 €| | 48000€
E Define topics MiTTer | 300000€ 3000006
@ Structuring |5|:hulz | | 1,enn.nn€| 1,800.00 €
[272 11 [ 2356 4| [ v
| Resource/Task | Project |PPdFix.Cost PPdLab.Rate |  Calendar
E Totals (1 I I I |
& Documentation (1) | 480,00 €| |tno calendar)

Totals Topics |E-Business| 480,00 €| |

OUTPUT VALUES (PRODIGIN PLANNING)

When APlan is used in production planning, you may enter the quantities to &e pr
duced(1) and the output values ofesourceq2) ¢ e. g. in units/hour. The ragred work

(3)and the resulting duratio4) (see '‘Automatic Adjustmentson paged8) will be cd
culated automatically:

Qty. | QtyTime | Work

Task ‘ Resource Pl'd ®P|'d eq. LI Mo, 07/06 | Tu, 07/07 |We, 07/08| Th, 07405 | Fr, 0710
M Sawing | EDC 312 @wnul 100/hT 15 wh@m h Sawing
®ETurning |RDC 316 | 1,500/ 50/h| 30wh| 30n] Turning

' FACTOR (ASSIGNMENTSEVERAL IDENTIRESOURCES, BAS
| LOAD)

Resource can be provided with a factor to be used for multiplying all resource values
such as fixed and variable costs, output values etc.
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ASSIGNMENT OF SEVERENTICAL RESOURCE

This is pdicularly helpful if several identical resources are available but you do not want
to create and assign each of them as a separate individual resource.

In the example below, there are 3 presses argtigding machines availab{&) which
will be used simltaneously for the execution of the order. The factor increases tte ou
put value(2) and reduces the respective duration accordin@y

Qty. | QtyTime | Work
Task Resource Fa(%or Pl'd Pl'd Req. Dur. Mo, O07/06 | Tu, O07/07 |We, 0F7/08| Th, 07/05 | §
@ Sawing |EDC 312 | 2| 1.500@ 200/h| 15.0 wh@?.ﬁ h Sawing
@ Turning |RDC 316 | 3| 1,500/  150/m| 30.0 wh|10.0 ] Turning

You cannot change the factor of the used resource in the task tablleerwise the
overall capacity usage of thesource would not be shown correctly.

If available resources should not be used for an order to their full capacity, you have to
lower their capacity usag@l). Of course, this will increase the duration accordir{@ly

Cap. Qty. | QtyTime | Work

Task Resource Factor

Mo, 706 | Tu, 07/07 |We, 07/08| TH

e Prd | PId Req. L DUr-
@ Sawing | EDC 3*12@jl 50 %| 2| 1,500/ 200 15.0 w@ﬁ_ﬂ h Eﬁﬂwing

ETurning |RDC 316| 80 %| 3| 1,500  150/m| 30.0 wh|12.5 h| Turning

Important:

When you create aesource with a factor, you may enter tlaenounts for one resource
only with regard to costs etc! For example, if a resource represents 5 identical resources
with each of them incurring costs of 5iZh, you may not enter a labour rate of 2%0h
but of 500/h only as APlan will do the multiplication!

BASELOAD

Taking a baseload of resources into account (for routine work etc.) is another application
which lends itself to theise ofafactor. If a resource cannapend more than 80% of its
capacity on project work, just provide the capacity with the factor 0.8.

Another way of representing a baseload is to create a ratherfohgd { o0 NJe/ | YSR
f 2 I \Rith this done, assign all resaes to this task bar with a capacity usage eguiv
lent to their baseload.

Task ‘ Resources Caplsqg Pl'd‘ ! I . v ! I . v

2009 2009 | 2009 | 2009 2010|2010 (2010 |2010
O Baseload | miller (20); Schulz| 15 % - 20 %|
-Miller 20y | Miller (20) | 20 %
-Schulz(15) | Schulz(15) | 15 %
- Stevens (20) | Stevens (20) | 20 %|

SPECIAL TIMES/COSTS

Resources having different working hours
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Use the rowSpecial times/Costto assign other resource caleaid to a resource for a
given period of time. Any sequence and combination of resource calendars may be a
signed in this row.

Resource/Task |F'I’d Lah. Rate Calendar |1 G.[9.(20.21.22.123. |24 |25 |26. 27 .|268.[29.[30.
El Stevens (2) | 35.00 €h|Default | oooonO Oooo0oao
Special times/Costs | 40.00 €h| |

Resource calendars are created like normal time bars by datlicldng at the wanted
position. With this done, you can choodeetrequested calendar from a dragpwn list
after you have doublelicked on the created time bar:

ResourceTask |PrdLab. Rate | Calendar |15.[19.20.[21.22.23 [24 |25 [26.[27 [25.[29.[30. 1. [ 2. [3. [4. [ 5.
E Stevens (2} 35.00 €h | Default Calendar  Planned Labour rate Actual Labour rate [
Special timesiCosts 40.00 €ih| | morring skt <} 40,00 £h 2| 40,00 &h ]
[+ Cefault value |[ Default value

| |
| |
Overtirne | +35.004m| |
| |
| |

Absence | | | [+ az planned
imorning shift ! !
E Schulz (8 450,00 €h | Default l|evening shitt \0o00ooaogl ogoao

Resources having irregular working hours

If a resource has occasional or very irregular working hours, you should better assign a
calendarwithout working hoursin the columnCalendarand enter the working times in

the row Special times/Costas they occur. This is done best if you use atiesd calen-

dar as a resource calendar to have the full range of working hours coveredJsesiig
resource calendafson page38).

Note:
Choosingno calendar)rom the selection list when assigning a calendar is reasonable
only for equipment and materials as no work is calculated with tessgament made
(see 'Calculation of work (w/ or w/o worK)on page90).

Assigning different labour rates to a resource

By default, theesource calendargntered in the rowSpecial times/Costuse the &-
bour rate entered in the columRI'd Lab. Ratelf different labour rates are to be used
(e.g. because the resource works abroad or in different shifts), declldle the calendar
time bar concerned to enter a labour rate other than the defaallue which will apply
to this alendar only:

Resource/Task | Lah. Rate PI'd | 0405 6|7 891011121314 15[1E 17 |15(19 |20
H Stevens {2} | 35.00 f-rh| Calendar Planned Labour rate _Actual Labour rate|[]
Special times/Costs | 40.00 €h|  [morning shitt | 4200 €h [ 42 00 €n[2]
reartime | 50.00 €.l'h| [ Default value Default walue
Staff training | | | ¥ az pllanneu:l

If a labour rate other than the default value is used, the labour rate is shown impare
theses behind the designation of the resource calendar:
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ResourceTask Lah. Rate PIl'd | F (4|36 |7 891011121314 151617 |15{19|20

|
E Stevens (2) | s500eh| 0000 ooooo o000
Special timesiCosts | 40.00€h| [ ] marning shift (£42.00i)
Overtirne | 50.00 €h| |
Overtime

Apart from the working hours specified in the calendar and in the &p&cial times/
Costsyou mayassign additionabvertime to each resource in the respective row.

An overtime calendar lists all the working hours which are not within the normal working
hours and which are charged with an increased labour rate. An example of an overtime
calendar is shown below:

Calendar 0200 0400 06:00 OF00 10:00 1200 14:00 16:00 1500 20:00
El Overtime (7) |

Monday | [08:007] os:00

Tuesday | 0:00

Wednesday | 0&:00

Thursday | 08:00

Friday | 0800 1600 2000

Saturday | L0s:00 16:00)

Sunday

An overtime calendar is created just like other calendars as a time bar by ddidiimg
at the requested position. With this done, you carooke it from a dropdown list after
you have dable-clicked on the created time bar:

Resource/Task | Lab.Rate | Calendar | 2 | 5 | & | 7

E Stevens (2) | 3s00enpefat | [ [ [T 1J
SpecialtimesiCosts | 40.00 €| |
Ovettirne | s0.00&m| |

Contrary to what happens in the ro8pecial times/Costsadding a calendar in the row
Overtimewill not disable the working hours specified in the calendars of the alveve

but will add additional working hours to them. If this has tlifeet that working hours of
calendars overlap, the overtime calendar is given a higher priority and will determine the
labour rate used for overlapping hours (for example, if workingre@f thedefault cd-
endarend at 6:00 p.m. on a weekday while working hours specified imWegtime cd-
endarfor this day start at 5:00 p.m. already).

As a general rule, entries made in the row "Overtime" are applied to holidays as well. For
this rea®n, these entries must be inteupted at weekends if no work is to be done at
weekends!

Another general rule is that entries made in lower rows are assigned a higher priority
than entries made in rows above them:

0 Resource calendars assigned in the ®pecial times/ Costwill replace the ch
endar specified in the colum@alendarover the entire the area covered by
them.

o Working hours assigned in the r@wertime are addedto the working hours
specified in the calendars of the rows abovpd@8al times/Mstsand theDe-
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fault calendar in the example below). The labour rate entered for@wvertime
calendar is also for working hours covered by several calendars.

o Absencewill cancelall working hours in time periods covered by absence bars:

| Resource/Task | Lab.Rate | Calendar | = | 10 | 11 | 12 | 13 | 14 | 15
ElStevens (2) | 35.00 €h Default | 1 [ TOd I
Special timesiCosts | 40.00€h| | [morring shift |
Overtirne | s0.00&m| | [Geertime ]
Ahsence | | | B -bcence
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PROJECT STATBBANNING, CURRENAHH,

PROGNOSIS)

INTRODUCTION

Based on current data, the prognostic capability enables you make statements on the
project status. It allows you to fecast the further course of the project, whether the
project will meet the deadlines ahcost targets and, if not, to whaixent deadlines and
cost targets will be missed.

All'in all, you can make detailed statements on the project status, identify problems and,
if necessary, take measures for solving the problems.

PROGNOSIS OF THEFHEERCOURSE OF THE PRDJEC

EXAMPLE
[ SGQa dzaS || aAYLX S SEFYLXS (2 aK24 K26 G2
1. Planning
Note: Resource "Stevens" is to spend 50% of its capacity on "Task 2" und "Task 3".

CapUsg |CapUsg Finish.| Work | Work | Work | | |ecensencl'$2009 [
Task |Resouroe5 ‘ PI'd Progn % PlI'd Act Progn 29-5I1 |EP§21§M|E1;-19 [20-26 | 272 |
= Proi. 1 (3} | | | 0% 155wd| 0.0wd| 15.5wd| |
@ Task1 | Miller | 100%|1000%| 09%| sowdl 00wd 8.0wd| |
M Task2 | Stevens (50)| 50 %)50.0 0%| 35wd| 00wd| 35wd| | | |
ETask3 | Stevens (50)| 50 %N50.0 0%| 40wd 00wd 40wd | || | | |

2. Start of work
Note: Change theiew in the ribbon talStartby choosingActual mode

CapUsg |CapUsg Finish.  Work = Work | Work | | |iecensencl$i2009 |
Pl'd | Progn | % Pi'd Act | Progn | 295 | 612 | 1319 [ 2026 | 272 |

= Proi. 1 (3} | | | 0% 155wd 0.0wd 155wd| g : : |
ETask 1 | Miller | 100%|100.0%| 0% sowd 00wdl 2.0wd| ; | | | |
ETask 2 | Stevens (50)| 50%| 50.0%| 0%| 35wd| 0owd 3.5wd| | ; : [T

ETask3 | Stevens (50)| 50%| 500%| 0%| 40wd| ocowd 4owd | || | — |

Task Resources

3. "Task 1" 50% completed as planned

112 | Project status (planning, current state, prognosis) A-Plan 12.0



CapUsg |CapUsg [Finish.| Work | Work | Work | | |nscengench 2109
Task | Resources | ~D Prptl:-gng % | Prd | Act | Progn _lzsu"‘?mi s 205 | 2?’2|
2 Proj. 1 (3)| | | 5.5 15.5wd| 4.0wd| 155 wd| |y : - |
ETask 1 | Miller | 100%|100.0 %] 50%) 80wd| 40wd| s0wd||fie | | | M
MTask2 | Stevens (50)| 50%)| 50.0%|—0%| 35wd| 0.0wd| 35wd||| || . : [
M Task 3 | Stevens (50)| 50%| 50.0%| 0%| 40wd| 00wd 40wd||| || | o |

4. "Task1l" completed, 40% of "Task 2" completed

| 26 SOSNE HPn @g2NJRIFE& 06RO gl a aLlSyd G2
nosticated work will be 5.0 wishstead of 3.5 wd as planned. With a planned capaaty u
F3S 2F nmxr» 2F NBaA2dzNOS a{GS@Syaés GKS LN
7 days as planned. As a consequence, the begin of "Task 3" will be delayed by 3 days:

CapUsqg |CaplUsqg |Finish. | Work | Work Work | Indenenden .E?{JDE |
Task | Resources | “noi™ 'brogn | % | Prd | Act | Progn [ 295 | 642 | 13.19 [ 2026 | 272
= Proi. 1 (3) | | | 59%|15.5wd| 10.0 wd| 17.0 wd| | IEE% : . —

ETask1 | Miller | 100%|100.0 %/ 100 % 8.0 wd| i ||
M Task 2 | Stevens (50)| 50%| 5009% 40%| 35wd| 20wd| 50wd] } ' :
ETask 3 | Stevens (50)| 50%| 500%| 0% & : Twd| | || | |

5. Capacity increastor "Task 3"

To keep to the planned schedule, the capacity to be spent by "Stevens" on2Tiask

be increased from 50% to 75% andon"Task FNRB Y psE: (G2 cmr: &2
completed as planned ainally:

CapUsqg |CaplUsqg |Finish. | Work | Work | Work
Pli'd Progn % Pl'd Act Progn

= Proi. 1 (3} | | | 58%|15.5wd| 10.0 wd| 1?.2wd| il
ETask1 | Miller | 100%|1000%|100%| sowd eowd sowd |
G '

_ |

| ndependench 2009 |

Task Resources 29—': 5—12 13—19 2026 2?2

ETask 2 | Stevens (506 50%f( 75.0 %N 40%| 35wd| 20wd| 50wd| | |
[ Task 3 | Stevens (501 50 %W\ 60.0% 0%| 40wd| 00wd 42wd| | |

6. Project completed

CapUsg |CapUsg |Finish.| Work | Work | Work | | |scoengench 2109
Task | Resources |~ Prﬂtl:-gng % | Prd | Act | Progn lzawl'_éﬁ 11533919 (2025 | 2r2|
= Proi. 1 (3) | | | 100%| 155 wd| 17.4 wd| 17.4wd| = |
@ Task 1 | Miller | 100%|100.0%]| 100%| 80wd s0wd 80wd| rpr | | | 1 |
@ Task2 | Stevens (507 50%| 75.0%) 100%| 35wd| 52wd| 52wd| | F m' | ]|
@ Task3 | Stevens (50/)  50%| 60.0%|100%| 40wd 42wd 42wd| | H'T g5 |

Themeasure described under point & just one out of many measures that might be
taken to prevent the deadline from being missed. Alternatively, an additional resource
might be used, overtime hours might be worked or a partial delivery might be agreed
upon withthe contractor.
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BUFFERS

5 [19.[z0./21.22 [23 (24 25,26 [2728. 1. [ 2. [3.| If there is no need of making a tight schedule
| | | without reserve times, you should allow for
BSSTE=—— | | buffers (see Buffers' on page60) which have
| o | the effect that a delay of task will not imre-
' " diately affect the final date of completion of tl
project.

INFORMATION ON PRQJESTATUS

A-Plan provides a variety of information on tharrent project status This information
can be displayednd/or printed according to your requirements.

Important information on the project status:

End progaLJt QR  Prognosticated period by which deadline will be missed

Remtime Time left to finish the task in due time oote of completion e-
spectively
Fnished % Finished work in %

Work prognLJt Q R Prognosticated work in excess of planned work
¢ 20 @d/ 240 t Planned total cost

Tot.Cost Act. Total actual cost incurred until now

Tot.Cost progn Prognosticated total cost

Tot.Cost progiLJt Q Prognosttated total cost in excess of planned total cost (ab:
lute)

¢ 20 d/ 2a 0 | Prognosticated total cost (in %)

You can find a list of all available columnsData fields for resource @hning/cost ck
culation’ on page253.

NOTES, HANDLING

1 After you have switched into actual mode (chodssual Modeat the ribbon tab
Start, actual and prognosis task bars can be changdueisame way as planning

task bars
T T

T T T T
o |||
‘ ‘ Wiork Act: 4.5 wd

Completed: ¥5.00%
| L1 L

1 As soon as work has started a task, the task willo longerbe shifted due to exis
ing links. If the level of completion of a task is > 0, linking lines are displayed in grey

1
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color instead of black color:
[ [ [ T 1

fi
However, you may still shift such a bar with the help of the mouse ohagging its
begin or end in the table.

1 Thelocking of planning task bars has no effeat the related actual/prognosis task
bars.

1 Making the appropriate setting in the user administration (sAecespermissions
on pagel84) allows you t@reventthose users from changimganning datawhich
have access to actual data only.

1 As long as no actual time has been specified (actual worktkeDactual task bar is
shifted together with the asso@ated planning task bari.e. in this case its position is
always identical to the begin of the planning task bar.

1 You cannot entean actual task bar with a planning task bar NOT existifig enter
actual times which had not been included in the origplahning, you must create a
planning task bar first, for example with its length being "0".

Note:

The level of completion cannot assume all possible vajubss is particularly true for
short task bars as the begin and end of a task bar always mustaim the set timen-
crement (see Time/Week numberson pagel27).
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OPTIONS

VIEWING OF OPTIONS

Click the buttorOptionsin the tabToolsto open the dialog box for the settiraf op-

tions.

Note:Ly G KS

hFFAOS

well when working with A°lan.

HANT

LINE ANJ Yaz
in the bottom right corner in the taFile Of course, you may start them from there as

aiA ONR {

SCREEN SETUP

CQA.UMNS/ROWS

TASKS

The option tabColumns/Rowsprovides a list of all the columns that may be displayed in

the main table of APlan:

Options =]
Screen setup o . . . L
B Orig. desig. Curr. desig. visib. Format Align. Add & Fixed columns
[ Columns/rows - tasks Task Task left | 1=
Columns/Rows - Resources Traffic Light Traffic Light left =
Stat Stat left
Gantt chart/colors atus atus ¢ g
Resources Resources left Global col
Task bars Ca . . - ; 4lobal column
p. usage Pl'd CaplUsg PI'd 1 digit right designations:
Page setup Wark reqg. Work req 1 digit right
Begin PI'd Eegin PI'd Time  right E
Columns/rows - tasks End PI'd End PI'd [¥] Time  right Save designation
f _ £ Chur, PI'd Dwur, 2 digits right
Columns/Rows - Resources : . ¥ _9_ _9 Delete designation
’ Wark PI'd Work PI'd 1 digit right
Gantt chart/colors
Task hars/Notes/L 4 Waork PI'd / req. Work Pl'd/req 1 digit right
ask bars/iNotes/Legen Fix, Cost PI'd FixCost PI'd 2digits  right
Time range Lab. Cost PI'd LabCost PI'd 2 digits  right
Fents/Line spacing Tot. Cost PI'd Tot. Cost PI'd 2 digits  right
Header/Footer Textl Textl left
Logo/Text field Text2 Text2 left -
Brinter cettinas/Mardine Humberl Humberl 0,00 5 right  [C] il
'l
g=/iviarg L Mumberz Number2 0,008  right [
Database settings Begin early Eegin early |:| Time right | Change
Eegin early-curr Eegin early-curr |:| 0 digits right 7 s_equerlce
Bar patterns - individual
Bar patterns - depending on [T show tatal jin separate row)
pricrity
. | Note: Printout see 'Page setup’, units see "database settings’! |
Time/ Week numbers
Cocke Ao iatione i
user-defined settings for the current database
(Profile: ‘Default oc  J[ ey J[ cance
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Note:
Doubleclicking or right clicking the title of the main tabhill also open the dialog box
for setting columns.

Column designation (Curr. desig.)

You may use your own column designations. Just click on a designation listed it the co
umn Curr. desigto edit it.

Show column (visib.)

Activating a check box will have the effect that the column concerned becomes visible in
the main window.

Format of displayed values (Format)

Theformat settings you can make depend on the type of column concerned:
Text columns: no settings can be made

Date columns: Show time (yes/no)

Cost columns: Click on a value to specify the number of digits after the decime
point. Entering a negative number has the effect that values in-
column concerned are rounded (e."g3 digits": 346,456.03 will be

346,000).
User defined nm- Click the field to choose your own format of the form "x 0,00 x"
ber columns: x standing for any string of characters and the number of zeros

the decimal point indicating the requestddINS OA & A 2 y @
are made, the comma (",") isveays used to group sets of thousa

Example: 23532.34 with format "$0,000" results in $23,532.34C

Alignment (Align.)

Clicking on a field enables you to choose eitheft"|éright" or "center" for the align-
ment.

Addition (Add.)

Clicking on a checkbox in the coludd. will have the effect that usedefined number
columns are added up (se&Serdefined number ctumns (Numbert Number10) on
page252)

Change sequence

To change the sequence of the listed rows, select the row to be moved by clicking on it
in the column "Orig. dag.". Then, click on the arrow buttoi@hange sequenc® move
the selected row to the position you want.
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Fixed columns

One or several columns can be fixed on the left side of the main window. If fixed, they
are always within vieecause they are not moved if the main window is scrolled by
means of the scroll bar. In the table of the dialog Hosed columnsare marked by a

thick dark grey line next to the right side of the table:

Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Task Task o left 3=
Resources Resources o left | =
Cap. usage PI'd Caplsg PlI'd v 0 digits right 3 All
Work req. Waork reg v 1 digit right
Cur, PI'd Cur, v 1 digit right

Note:

Thewidth of a columncan be changed in the headline of the main table by dragging (the
border line while holding down the left mouse key. To do sojtrsthe mouse pointer

on the border line first until it looks like the_‘“ﬁf .

Show total (in separate row)

With this option activated, a row comes up in which the total is displayed for edeh co
umn supposed that numerical values are contained in it:

Task Work PI'd  LabCost PI'd
Total 7256 wd 435.330,00 $
[ Organization (1) 5246wd 314.730,00 %
[ Examples (2) 20,0 wd 120.600,00 §
Note:

Totals of usedefined columns are not shown unless the optidadition has been act
vated (see above).

GLOBAL COLUMN DEXGNMNONS

The multiuser license of Alan offers the function of creating sets of column deaign
tions which can be provided to all other users. This enables tbesus switch between

designations within any profile, for example from German to English:

Orig. desig.
Task

Traffic Light
Status
Mote
Resources
Cap. usage PI'd
Work req.
Begin PI'd
End PI'd
End late
Chur. PI'd

Curr. desig.
Vaorgang
Ampel
Status

M.
Ressource
Auslastung
Aufw. erf.
Beginn gepl.
Ende geplant
Ende spat
Dauer

EI
<8

b 1 O R O e e

Format

1 digit
1 digit
| Time
| Time
| Time
2 digits

Align. Add -
left
left
left
left
left
right
right
right
right
right
right

m

Fixed columns
IhE
Al
Global column
designations:
German |E|
Save designation
Drelete designation |
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Global column designations can be created and changed with master rightsealy (
"Entering users (in administrator mode orilpn pagel84). To do so, enter the name of
the set into the select box on the right, then clis&ve designatiomnd inallyedit the
designations in the colum@urr. desig

Global column designations are displayed ahddetters to make evident immediately
that global designations are used.

RESOURCES

With resources being displayed in the lower pane of tHel&n main window, a second
tab becomes available for setting thesource columns:

Options =
Screen setup & . . . .
Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Columns/rows - tasks Res./Task Res./Task left 1=
| Columns/Rows - Resources Traffic Light Traff Light left = x
i Status Status left [ Al
Gantt chart/colors , : . ;
Lab. Rate PI'd LabRate PI'd 2 digits right Global column
Task bars Fix. Cost PI'd FixCost PI'd 2 digits  right designations:
— Calendar Default Cal left =]
Cap. usage PI'd Cap. usage PlI'd 1 digit right
Columns/rows - tasks Parent Task Parent Task left Save designation
Colurns/Rows - Resources E Project Project left Delete designation
Gantt chart/colors Folder Folder left
) ) Mote Mote left
T?Ek bars/Notes/Legend Begin PI'd Begin PI'd [¥] Time  right
Time range End PI'd End PI'd Time  right
Fonts/Line spacing End late End late V] Time  right
Header/Footer Dur, PI'd Dur. PI'd right
Logo/Text field Waork PI'd Wark PI'd 1digit  right Sl
Printer settings/Margins Lab. Caost PI'd LabCost PI'd 2 digits right
) Tot. Cost PI'd Tot. CostPI'd 2 digits  right Change
Database settings Textl Textl left - sequence
Bar patterns - individual Dcu not show special times/overtime Dﬂevarshowtask rows
Bar patterns - depending on |:|Dg not show absence rows |:|Task rows without visible time bars
priority do not show
Time \Week numbers | Note: Printout see 'Page setup’, units see 'database settings’! |
i b ey e simdy
[UP's:jrfi‘Ij::f'IS:Eailelgmgsforthe current database oK ] [ Apply ] [ Cancel

Do not show.../Never show...

Calendar, absence and task rows of resources can be hidden independently of leach ot

er.

Complete disphy (with none of the check boxes activated):

Res./Task
= Miller (18)

Special times/Costs
Overtime

Abzences

Bazeload

Status

|

Cap. Parent |

20.0 %

Do not show calendar rows and absence rows

Res./Task |Status Cap. Parent
& Miller (18) |
Baseload L= 200 %
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Do not show task rows

Task rows can be hidden entireNdver show task rowspr partly ©o not show task

rows having no visible task barsyith the second optioactivated, task rows are sH

played only if they feature task bars in the visible area of the Gantt chart. The lines co
cerned are removed from display as soon as the task bar(s) is/are no longer visible due
to the Gantt chart being scrolled:

Res./Task |Status Cap. Parent | 8-14 15.21 2278 294
= Miller (18) I I S .
Baseload o] 200 % :
Install hotline =l 100.0 % Internal im m @ |
Search engine registra | (3 100.0 % Internal im

¥

Res./Task Status Cap. Parent | 294 511 1218 1925
= Miller (18) I B | Bl |
Baseload 200 % :

[~
==l 100.0 % Internal im :—:-

Search engine registra

GANTT CHARJOLORS

Options B
Screen setup i - . .
- Show Gantt chart Visible time window
Columns/Rows 09:00 12:00 15:00
| Gantt chart/colors Designations of public holidays |‘_’|
Task bars [¥] shaw AN
Page setup (@ If width exceeds 2 pixels 00 |E| to  |16:00 E

Columns/Rows

Colors (colors and contrast apply to all profiles!
Gantt chart/colors [ pply P ]

Task bars/MNotes/Legend 3 [elick to change) 3 5| Contrast [0-5)
Tirne range Table backaraund 3= Visibility of planning bars if actual
Fonts/Line spacing g = bars are displayed [0-3)
. Week- Toda Haolis
Header/Footer end L=y day Changes of colour and contrast
; - Default will no be effective until you
Logo/Ted field Folder row e have restarted A-Plan!
Printer settings/Margins [ 1 [ ]
iy 1 Critical path/buffer
Bar patterns - individual [] Mark critical path in red colar [ show accumulated buffer

Bar patterns - depending on
priority

Tirne Week numbers
Work/Abbreviations
Holidae

user-defined settings for the current database M P
{Profile: 'Default) ok Apply Eancel

-

Show Gantt chart

Activating this option enables you to have the table displayed only with the Gantt chart
being omitted.
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Designations of public holidays

The designations gdublic holidays(see Public holidayson pagel30) can likewise be
shown on screen or hidden:

Jan 2005 | Feb 2005 Show designations @l public holidays
Epiphany
{illik
Epiphary /30 2 Show only designations of public holid
3.-9. (1016,

if width exceeds Jixels

Jan 3 All designation$idden
3-8, |[10-16.

Visible time window

Use thevisible time windowto set the time of the day by which a day is to start and to
end in the Gantt chart. When setting the visible time window, bai@that the mouse
cannot be used for setting the times of activities which are outside of the visible time
window.

Note:
If a task bar isutside of the visible time window(e. g. from 8:00 to 10:00 p.m. with th¢
visible time window set from 6:00 a.m. €00p.m.), it is shown as a narrow dottedcre
tangle at the borderline to the next day:

1%

VUt wisible"

Colors

Clicking on one of the elements will open a dialog box to choose a color ficking on

OKwill assign the color to the selected element. To assign the default colors again, click

on the respetive button.

Note:
Changes in the setting will not become effective uniiPlan has been restarted!

You may set the background color arftbose from 5 levels of contrast between fields
and separating lines to adjust the display to different screens or to meet your personal
preferences:

AT5 €
"T5€h
"T5€h
75 €h
65 €h

Catrast =1 | 11.02.2009|
| 20.02.2009]

| 11.02.2008]
Schulz (80) | 23.02.2009] 50 %
Sailer (60) | 11.02.2009| 60 %

A-Plan 12.0 Options § 121



Cmtrast = 3 | 11.02.2009| [ 75
| 20.02.2009] | 775

| 11.02.2009] | 775

Schulz (80) | 23.02.2009(80% | 75€h

Sailer (50) | 11.02.2009|60% | B5€n

Caotrast=5 | 11.02.2009| A75.€m
| 20.02.2009] | 775 €h

| 11.02.2009] | 775 €h

Schulz (80) | 23.02.2009(80% | 75€h

Sailer (50) | 11.02.2009/60% | 65€n

Likewise, there are four levels for setting the visipitif planning task bars if act
al/prognosidars are on display (from 0 = invisible to 3 = full visibility):

Visibility = 0 r—}—'—H—
IR ey

Visibility = 1 '___i-|-
i

Visibility = 2 '-__|-|-
L e

Critical path / Accumulated buffer

Critical path

Task bar frameand linking lines representing the critical path are marked with the help
of red color.

Accumulated buffer
Accumulated buffer is marked with the help of black/green dotted lines.
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TASK BARS

Options =
-

Screen setup Task Bar:

Columns/Rows show task bar designations [ dtent
| Gantt chart/calors | Place inside if task bar is long enough

Task b 2

IR Pasition: (@) Left Center Right
Page setup
Show date/time of begin and end 1307. [ | 2807,

Columns/Rows

Gantt chart/celors

Task bars/Motes/Legend
Time range Example  3/12/2011 18:42
Fonts/Line spacing

| Place inside if task bar is long enough

m

Format* | M/dAny hh:mm

*y = year; m = month; ww = week; d = day; h = hour; m = minute; AMPM = 12h-format
[for details see "Help'}

Header/Footer
Logo/Text field

Printer settings/Margins

Datal ings V| Show working times and capacities in task bars of tasks ™1 |

Bar patterns - individual

Bar patterns - depending en
pricrity

Time/Week numbers
Work/Abbreviations
Halidaws

user-defined settings for the current database w A )
(Profile: ‘Default’) il &pph S

-

Show task bar designations
Activate the optionShow task bar designation® have the task bar designationssdi
played and printed (if applicable).

The next optiorPlace inside..allows you tospecify whether designations are placed on
the left or right or in thecenter of the taskbar. If a task bar is too short with this option
activated, the designation will be displayed/printed behind the task bar.

Show date/time of begin and end

02105 Room Basem. 1| The start and end date of a task bar can be shown ¢
0210 Room Baszemn. 3 . . . .
=n-| Numerical value in various formats in front of the tas
bar and behind it@spectively.

The start and end date of milestones being #zme, only one date is displayed for enil
stones.
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The most important characters to determine how date and /or time will be displayed/
printed are as follows:

d day h hour

Ww week m minute

m month AMPM 12-hour-format
y year

Examples (pointintimeso ®an®unnp moYnp 2Q0ft2010Y
"d.m." 3.4.

"dd.mm.yy" 03.04.98

"hh:mm" 13:45

"mm/dd/yyyy h.mm AMPM"  04/03/1998 1:45 PM

For a complete list of all available formats see the appendix\Jsedefined date/time
formats' on page260).

Show working times and capacities in task bars of tasks

Optionally, task bars related to tasks can be set to show when resources work on a task
and what capacity the use. With the option activated, a pattisrdisplayed only during

the time periods when resources work on the task while the pattern height represents
the resource capacity spent on the task:

[ Detailed structure | Miller (503 | 32.0 wh| | ] |
B Product selection | Miller (503 | 21.0 wh|

A full pattern height means that all assigned resources spend their full capacity on the
task.

If agiven number of resources must be assignas a general rule (e.g. for maching-o
eration, standby personnel etc.), it can be entered in the coluRess. Redrhis entry

will then determine the number of resources required to have the pattern displayed at
full height:

Ress. |Aug 2004 |
Req. |22 [2329 [ 205 | 612

E Basic design |Schulz; Stevens | @ L-___-j

In the example above, only two resources were assigned although three resources are
required. As a consequence, the pattern is shown filled to two thirds of its full hemght o
ly throughout the entire task bar.

Task Resources

The unit used to enter the numbef required resources in the table (rs = resources is
used here as an example) can be set in the dialogdyutionsby clicking the tab®ata-
base settings / Costs/Work / Resource

Inrows without resourceghe filling of the pattern is controlled by theosking hours of
the default calendar (see€Calculation of the duration of tasks, default caleridan page

45):
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‘Elasic design | | 3r5| L-:—:-'| ‘

Actual work as %

Anzeige der IsZeitbalken mit dem Erledigungsumfang in %.

Feb 2009
9. 110.[11.12.{13.]114.[15.]16.|17.| 18.|19.{20.|121.[3

(e e ——
| e — !
| —

DATABASE SETTINGS

Database settinggare mainly settings which refer to the resultsat will be obtained
when the duration, costs and work are calculated. For this reason, these settings may be
changed with administrative rights only iffAan is used in a iwork:

Options [
Columns/Rows o~
Gantt chart/colors Orig. desig. Curr. desig. . Format Align. Add - IEixed columns
Task Task left =
Task bars/Motes/L d 1
ask hars/Notes/Legen Status Status left | =
Time range Resources Resources left T Ean
Fonts/Line spacing Cap.usage P'd  CaplUsg PI'd 0 digits  right
Header/Footer Waork req, Waork req 1 digit right
Logo/Text field Dur. PI'd Dur. 0 digits right
- - - * . J P .
Printer settings/Margins Wor.k Pl .d Wor.k Pl ,d ! d|.g|t r!ght
Begin PlI'd Begin PI'd [l Time  right
Database settings Buffer Buffer [ 0 digits right
o Buffer cum. Buffer cum |:| 0 digits right
Bar patterns - individual Client Client 0 laft
Bar patterns - depending on Completed Completed [l Time  right
prierity EMail EMail to O left
Time/Week numbers E End PI'd End PI'd = Time right
Work/Abbreviations Entry Date Entry Date ] Time  right
Holidave Factor Factor [] odigits right sort
- Finished % Finished % [ 1digit right
safety Ident-No. Ident-No. =] left Change
General program settings Index Index [ left e © | Sequence
Settings Dghow total (in separate row)
Motes/aids/email - . . - . R
| Note: Printout see 'Page setup’, units see 'database settings’! |
Profile folder 1N
user-defined settings for the current database _ A )
[ tew | |[mei|e: ‘Default) gk Apply Eancr)

\ BAR PATTERNS

Basically, the patterns (and colors) assigned to task bars eildy@end on the priorityof
the task concerned or areferred to asindividual patterns(and colors respectively).

Individual patterns

You may assign andividual patternto each task bar. Wsthe dialog box shown below
to determine the range of availabledividual patterns:
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Options

Columns/Rows -~
Gantt chart/colors
Task bars/Motes/Legend e

Time range

Pattern Backgrd Faregrd

Time/Week numbers = [ strike through completed task bars and preserve pattern

Fonts/Line spacing
Header/Footer
Logo/Text field

Printer settings/Margins

Database settings

| Bar patterns - individual |

Bar patterns - depending en Milestone E
pricrity

Determination of patterns

Having clicked on the respective option field, select the entry to be changed from the
drop-down list on the lower left. If you are willing &ssignindividual patterns,you may
replace the designations in the li@imited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern” (Ba& patterns on pagel25) as
well as when the legend is printed (seEask bars/Notes/Legefidn pagel50).

Subsequently, you can make the desired allocations bymjcpattern as well as a
backgroundand aforegroundcolor.

Priority dependent patterns

If you did not assign an individual pattern to a task bar, it is shown with a pattern based
on the priority of the task bar concerned (se&€neral data fieldson page246). For &-
ample, if a red color was assigned to priority 2, all b&terying to a project or task of
priority 2 are shown in a red color.

You may assign a specific patterretach priorty and to allcompleted task barsin a-
dition, you may specify the color of tmeshow date symbal

Options

Columns/Rows -~
Gantt chart/colors Pattern Backgrd Foregrd
Task bars/Motes/Legend @ [ ] I:I I:I
Time range S —
Fents/Line spacing B [ENEERRNE] . .
Header/Footer |:| .. ..
Loge/Tert field AR —— ——
Printer settings/Margins _ T == ==

Database settings D ANl EEE
Bar patterns - individual
Bar patterns - depending on | Completed IZI
pricrity
Time/Week numbers = [7] strike through completed task bars and preserve pattern
Winrl-f AL ot nnc

By default, completed task bars are shown with a grey pattern. If you want completed
task bars to be shown in their original color, they may be struckutph by checking the
option at bottom Strike throughX 0 @
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TIME/WEEK NUMBERS

Options []
Celumns/Rows -
Gantt chart/colors

Task bars/Motes/Legend

Show remaining time as Time increment
1 hour IZ|

@ Real time

Time range Working time

Fents/Line spacing

Remaining time is
Header/Footer ¢ Mote:

Lege/Text field Time period till begin For the setting of working times see
- - f - Time period till gnd the ribbon tab 'Data’ / "Working time'
Printer settings/Margins

@ Time period till begin /till end
Database settings if begin was exceeded

Bar patterns - individual
P Calculation of distance (links)

Bar patterns - depending on

pricrity Realtime
| Time/Week numbers 2 @ Working Time
Work/Abbreviations Weekend
;_| lid First day of the week EEREN
olidays ! Fri
- Sunday Important: The setting of the first day of Thursday / Friday
Safety & Monda the week is also considered in Friday / Saturday
. - ¥ the calculation of week i
General program settings numbers (see ‘Help')! @ Saturday / Sunday
Settings
Motes/aids/email
Profile folder s
global settings for the current database
‘&I [Settings apply to all users and profiles) LS i | apply | | Eancel

Show remaining time as

In general, theemaining timeleft till completion (see Remaining timéon page249)

can either be shown or printed as the sheer distanegveen two points in time (= real
time) or may be calculated from the working hours based on the default calendar (see
"Calculation of the duration of tasks, default caleridamn page45).

Remaining time is

These options allow you to specify whether thweginor end of the first pending task bar
is used in the calculation of the remaining tinWgith the first option the remaining time
is the time period from the current time till the begin of the first pending task. With the
second option, the time period till the end of the first pending task is calculated.

With the third optiong Time period tll begin / till end if begin was exceededthe time
period till the begin of the first pending task bar is shown as remaining time as long as
the task concerned has not been started. As soon as the begin of the first pending task
bar has been exceededd time period till the end is shown as remaining time. The time
period till the end is indicated by the sign ">" and the period till the begin by the sign "<".

- May 2004 |
Task ‘ Rem.Time | 2" 47235 (2430 | 318

& Define topics | = 4 — | !

Structuring | == = 54|

Calculation of distance (links)

Thedistane between two linked task bars can be displayed/printed in the same way as
the remaining time of a task bar (see above).
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First day of the week

To meet the requirements of different standardstheir Monday or Sundaycan be spe-
ified as the first day of the week.

The week lines in the Gantt chart will be adjusted to your setting both on screen and on
the printout. Furthermore, thecalcubtion of calendar weekshanges accordingly:

Day 1 of the wek is Week 1 of the year is
Sunday the week that contains*LJanuary (e. g. USA)

Monday the week that contains at least 4 days of the new year (e.g- C
tral Europe)

Important:
Please note that the different calculations of week 1 will resultwr@ang calculation of
calendar weekss well if youdo not select the first day of the year correctly

Time increment

The time increment set in this field is to specify the intervals in which points in time can
be entered and displayed and which calculations are made. You may choose from the
following vdues:

o 1,5, 10, 15 or 30 minute(s),

o 1,2, 3,4 or6 hour(s) or

o 1day.

When making this setting, be careful to choose an interval which is close to the shortest
time interval used in yauplanning. For example, if your planning is done mainly in hours
or days, you should set the time incrementtdouror 1 day:.

The coarser the time increment you set, the faster internal calculations will be made (for
example, choosing hour instead ofl minutewill result in a 30% increase in speed).
Furthermore, settings can be made faster and more easily because unwanted infermed
ate values can neither be set nor displayed. The latter is particularly useful when points
in time are set in the Gantt et using the mouse.

Notes:

Changing the time incrememf an existing database will have the effect that those
points in time will be shifted which are not in line with the new time increment. Ker €
ample, if you choos# houras the new time incrementhe begin of a task starting at
7:45 will be shifted to 8:00. As these adjustments cannot be undone, save a copy of the
database File/Save agfirst if you are not absolutely sure whether you agree with the
adjustments. For calculation @asons, a day willlways start at 6:00 and end at 18:00 if
you choosel dayas the time incement.
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COSTS/WORK/ABBREV.

Note:
For a currency conversion se@urrency conversidron pager6.

Options =
Columns/Rows -~
Gantt chart/colors Labour rate Durationfwark
Task bars/Motes/Legend Time unit*: haur (h) |E| Unit of duration*: hour [h) E
Time range
Fonts/Line spacing Labour rate*: 50.00 = €/h Unit of work*: hour [hj E
Header/Footer
Logo/Text field Cost calc, method*® Abbreviations
Printer settings/Margins @ Use precise working time Currengy: €

) Round to entire hours (up or off]

Database settings _ )
(") Round to entire hours (up)

Bar patterns - individual Minute: | min Week: w

Bar patterns - depending en - -

pricrity Hour: h Manth: m

Time/Week numbers = Day: d Year: ¥
| Costs/Abbreviations

Holidays

Safety

* Default values which are used if no other values were entered in the table of the main

General program settings window

Settings

Motes/aids/email
Profile folder

-

global settings for the current database m ;
[Settings apply to all users and profiles) it Appl ancel

Labour rate (Time unjtlabour rate)

The values entered here are useddesault valuesif no specific value is enterddr a
resourcein the main table (seeCosts and special working hotien pagel05).

Choose from the following time units when specifying the labour rate:
0 minute

o hour

o day

0 week

0 month

0 year

Thetime unit you selected will be displayed in short form as specified in the pane
breviations which you can see in the same dialog box on the right.

Work (Time unit)

Togetherwith the short form entered in the related field in the pan&bbreviations,the
unit selected here will be used as the defautirk unit as long as no specific unit is-a
signed to a@askin the main table (seeTime Unit of Vérk" on page256).
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Method of cost calculation

By default the option you select here is used for calculating resource costs. Other
methods of cost calculation can be assignede®sourcesbhy entering the method to be
used in the column entitled "Resources".

Activate the optbn Use precise working timé you want all calculations to be based on
the exact time spent on tasks. Use the settidgund to entireunits (up or off)if calcuh-
tions are to be based on rounded units as specified in the Tigtte unitof the panela-
bour rate. The same applies ®ound to entireunits (up) with values being rounded up
to entire units only.

Accuracy of calculation (internally)

The value specified here denotes the number of digits used after the decimal point if i
ternal cost calculationsra made in the database. Entering a negative value will have the
effect that costs are rounded up.

Examples:

Original value: $3,456,843.536
Accuracy = 2 $3,456,843.54
Accuracy = 0 $3,456,844
Accuracy = -3 $3,457,000

You are allowed to enter numbea$ decimal digits ranging from 9 tp9.

In normal applications, we recommend you to use the value specified as format in cost
columns (seeTasks on pagell6)for the accuracy of internaalculationsas well When
specifying different values, please be aware that internal dhog of results may have

the effect that displayed values seem to be wrong. Example:

Calculation (accuracy = 543 + 4.30 = 9.73
Calculation (accuracy = @+4 = 10(!)

PUBLIC HOLIDAYS

Apart from weekends, the calculation of times may take into account any interruptions
such as public holidays or other breaks of any duration. By default, public holidays or
other interruptions are showin the Gantt chart in dark grey color:

| Thanksgiving Dlaﬁ,r
2228 | 28-5

Note:
If you select "month" or a higher resolution (séeesolution of the Gantt chdrbn page
35), public holidays will no longer be displayed asytivuld be too close to each other.
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Use the table provided in the tabolidaysto enter, edit or change public holidays and
other interruptions:

Options =
Columns/Rows -~
Gantt chart/colors Ll ein T He EL it Mew date
Task bars/Notes/Legend Mew Year's Day 01017 00:00 02/01/ 00:00
) ) ) 5t. Patrick’s Day (M. Irelanc 17/03/ 00:00 18/03/ 00:00 Delete
Time range Christmas Day 25713/ 00:00 26/12/ 00:00 | _ -
Fonts/Line spacing Boxing Day 26/12/ 00:00 2713/ 00:00 | Resort
Header/Footer Good Friday 18/04,/2003 00:00 19/04,/2003 00:00
Logo/Text field Easter Day 20/04/2003 00:00 21/04/2003 00:00
. . . . Easter Monday 21,/04/2003 00:00 22/04,/2003 00:00
Printer settings/Margins . ’ ’
May Day Bank Holiday 05/05/2003 00:00 06/05/2003 00:00
Database settings Spring Bank Holiday 26,/05/2003 00:00 27/05/2003 00:00
Battle of the Boyne (M. Ire 14,/07,/2003 00:00 15/07,/2003 00:00
Bar patterns - individual Late Summer Holiday 25/08/2003 00:00 26,08,2003 00:00
Bar patterns - depending en Good Friday 09,/04,/2004 00:00 10/04,/2004 00:00
pricrity Easter Day 11,/04,/2004 00:00 12/04,/2004 00:00
Time/Week numbers 3 Eastar Monday 12/04,/2004 00:00 13,/04,/2004 00:00

Costs/Abbreviations May Day Bank Holiday  03/05/2004 00:00 04/05/2004 00:00 ~

[ Holidays Repeat annua

Safety Public holiday file

General program settings C:\Users\Bernd\Documents\A-Plan\Data\uk.hol [ Save as... ]
Settings DEuinc holiday file in database folder E Ty ; I T J
Motes/aids/email
Profile folder i

global settings for the current database
&] [Settings apply to all users and profiles) [ 2k I [ Apply I [ ancel I

New date

Clicking on the buttomNew datewill insert a new row into the table and will open an-e
try field for entering the desigation of the new holiday.

To enter the date of the new holiday, doubdéck on the existing value in the column
Begin Of course, you can use the calendar and clock for entering the beginkigg-hn
the entry field with the rightnouse key.

Use the same procedure to enter the end of the holiday or interruption respectively.

If the interruption will occur every year, click on the check Repeat annuallyDates
recurring annually can be regoized from the missing year.

Click orthe button Resortto have the list sorted anew with dates recurring annua#ly b
ing listed at the top and oréme dates at the end of the list.

Change date
To change a date, doubtdick on the respective item and edit it as described above.

If the duraton of the public holiday is to remain unchanged, activate the checkbexd
duration. With this done, you have to change one of the two values only.

Delete date

Select the row concerned by clicking on it and click on the buitelete.
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Public holiday fié

All entries in the list are saved in a separate file which can be used by ofPlanAlaa-
bases as well.

On the other hand, you may use various public holiday files inRBlaAdatabase. To
change to another file, click dhe button Browseand select another file from the list
which is displayed in a new window (holiday files have the extension "hol").

To create a new public holiday file, click on the but@neate new File

To save a copy of the opened file in order teate a variant of the existing file, click on
the button Save asnd enter the new file name.

The public holiday file can be saved in any folder you like but it is recommended to save
it in the global profile file to make sure that all users can access it

Public holiday file
C:\APlan12\Data\default.hol | Browse.. |
Public holiday file in database folder | T s |
Public holiday file in global profile folder | Create new File,.. |
Note:

A-Plan is shipped witRublic holiday filedor USAand United Kingdomwith public hoi-
days listed until the year 2007. Public holiday files are saved in the data foldd?lahA
(by default, "My Document&-Plan Data").
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SAFETY

Options []
Celumns/Rows -
Gantt chart/colors

Task bars/Motes/Legend

Backup copies
Faolder for backup copies:

Ti Mumber of backup 3E Documents\A-Plant\Data
ime range
Fonts/Line spacing :

) pacing Backup every 50 | minutes [l [0 Documents -
Header/Footer - |, Adobe Captivate Cached Pro
Lege/Text field - 1 AlbumGeneratorQutput
Printer settings/Margins H- [ Atova [

= . A-Plan 3
Database settings el
L Daten

B tterns - individual

ar patterns - indi |cl.fa B ), Profie

Ealr plat_terns - depending on _____ | Profiles

priority e || Templates

Time/Week numbers = T | AutoHotKey

Costs/Abbreviations B-#» Axialis Librarian
----- . Bluetooth-Exchange-Ordner

Holidays
Saf [+ |, Book Collector
[Safey |4 | % | Brar

General program settings - |, ByteScout Samples N
Settings 4 Ll r
Motes/aids/email
Profile folder [] Encrypt database

global settings for the current database
‘&J [Settings apply to all users and profiles) LS i [ apply I [ Eancel

Backup copies

A compressed backup copy of the current database is made automatically at regular i
tervals as setin | O] dzLJ S @S Nf§ou Enteiainynalzér S & INumber of backup
copies: Backup cojes are made even if the database has been opened by several users.
If it is found that no data were changed since the last backup, the next backup wél be d
layed until a change is made. This is to prevent several identical backup copiessfrom b
ing made.

The number you enter in the fielumber of backup copiewill determinehow many

backup copies of a database will be kept alive before the oldest copy will be deleted. The
backup copies are given the file extensions *.bcl, *.bc2, etc. with tHeekigrumber

being the latest copy of the database.

When the set number of backup copies is reached, the file with the extension *.bcl is
deleted and all of the other backup files are each reduced to the next lower number (i.e.
*.bcl is deleted and the former *d2 becomes *.bcl and so on).

For creatingandopening backup copies manuallgee 'Database administratidnon
pagel7l

IMPORTANT:
Creating backup copieannot replace your requiadata backup scheme for data sec
rity. Their main purpose is to haverfoer versions of your data available!

Encrypt database
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Activating this option will have the effect that the database can be operyeabbother
program but APlan. Using Miasoft Accesto open the database will request entry of a
password known to no one else but braintool software. If éeotprogram such as, for
example, a browser is used to open the database, binary digits wdiispéayed only.

Encryption of the database can be undone by unchecking the che&imypt daa-
base

GENERAL PROGRAM 3RGH

Options [
TITTCET .":LLIIIH.'_'I IEIHIII.'
- -
- Default values for new entries Default values for alarm
Database settings
Priority: | 2 = Dray(s) Hrs.:Min.
Bar patterns - individual o =] [o0:10= |
Bar patterns - depending on Task bar length: =
priority @ Adjusted to resolution @) Before begin () After begin
Tirme/ Week numbers 1 workday
otg/ wiations . : = - SQL Server
Costs/Abbreviations Fixed duration:| 0 |~ Day(s)[01:00 = Hrs.:Min. Q
Holidays | Activate SQL Server mode
Safety | Designation of task bar = Designation of row
General program settings L Create task bar automatically in new row ‘M/
Settings Capacity Usage 100 | %
Messages/aids/email
Profile folders i il
Help Apply Cancel

Default values for new entries

The values set in this window pane will bedsvhen new tasks or task bars are entered.
Priority

The value specified here will be assigned when you enter a new task row.

Task bar length

Doubleclicking in the Gantt crt will create a new task bar at the position of the mouse
pointer. The length of the new task bar is controlled by the option activated here.

With the optionAdjusted to resolutionactivated, the length of the new task is dete
mined by the increment uset® move the mouse pointer over the Gantt chart. Far e
ample, a new bar will have a length of 1 workday (see below) if the resolutyeais
With the resolution beinghort day,the task bar length will be 2 hours while a resol
tion of 10 minuteswill result in a length of 1 minute.

If you activate the optiord workday, the begin and end of a new task bar will be dete
mined by the corresponding times specified in the default calendar Gaktlation of
the duration of tasks, default calendaon page45).

Click on the optiorrixed durationif you prefer to specify a standard length in terms of
days, hours and minutes.
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Designation of task bar = Designation of row

With this option being activated, a new task bar will automatically be given the design
tion of the row, i.e. of the project or task respectively.

Create new task bar automatically in new row

A task bar is created automatically in the center of the Gantt chart as soon as a new row
is hserted. The length of the task bar is controlled by the option activated uhdsk
bar length:(see above).

Capacity usage

When resources are allocated to a task, the value entered here is used as a default for
the capacity usage.

Default values for alarm

The values specified here will be used when you set an alarm by clicking orbartask
with the right mouse button and choosifgarm ON

SQL Mode

With the SQL and the test version ofPdan you have the possiblility of activating and
deactivating the SQL mode. When startinglan, the dialog box for opening an SQ@t d
tabase does not comup unless you activated the SQL mode before.

For a detailed description of the SQL version see theip/ SQL versioifavailable
with the SQL version and the test version ePlan only).

MESSAGES / AIDS / BEM

Options =
Columns/Rows -
Gantt chart/celors

Task bars/Motes/Legend

Time range [¥] sShow general hints [¥] Pasition of mouse pointer
Fonts/Line spacing

Safety / Messages Visual guides
Eequest confirmation prior to deleting data Eertical guideline

; Show message if resources are overallocated / absent
Header/Footer

Logo,/ Text field Threshold: 100 = %

Printer settings/Margins

N Email settings
Database settings

Qutgoing mail server: pl2345 server.info Port: | 25 =
Bar patterns - individual
. Email address: info@braintoal.cam
Bar patterns - depending en
pricrity User name; p23553pl4
Time/Week numbers E ——
. ek
Costs/Abbreviations Password: I&J
Holidays
Safety Others

= Reload last file automatically
General program settings

Settings
| Messages/aids/email
Profile folder

Help oK ] [ Apply I [ Cancel
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Safety / Messages

Request confirmation prior to deleting data

With this option activated, a message is displayed asking you to confirm the deletion of
the slected data. This is intended to prevent you from deleting data inadvertently.

Display a messagiétask bars overlap

With this option being activated, a warning message pops up if two or several task bars
overlap after you created a new bar or moved an existing bar.

In general, you should work with this option activa&slit may happen that the lower
bar of overlapping task bars can no longer be seen.

Note:
If you cannot find a task bar any more, just scroll the task bars Gaelling of task
bars' on page35) since this willeveal bars which were hidden behind other bars.

Display a message if task bars are shifted to past

A message pops up if a task bar is shifted to an earlier date with the new starting date
being earlier than the current date.

Disphy a message if resources are over allocated / absent

A message appears if the allocation of a resource or changed dates have the effect that a
resource is over allocatecebause it is allocated to other $&s already:

" A-Plan 2010 ==

The resources listd below either have a capacity
usage of more than 100% or are not available
partly or entirely in the allocation area!

# | Reduce

- Res1:
max. cap. usage 132% between 21,/03/2011 08:00 and 06,/04,2011 16:00

Likewise, a message is displayed if a resource is allocated although it is not available in
the time range concerned (e.g. due to sickness or holidays).

Visual guides
B

A vertical line is displayed at the front end of the mous
pointer tofacilitate the positioning of task bars.

|
Do, 08.05.2008
|

If you are not comfortable with these lines, just remove
them from display.
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Likewise, the field indicating the current position of the mouse pointer can be hidden.
With this done, it will just come up when you citge (the begin, end or position of) a
task bar.

Email settings

To send emails directly out oflan (see Sendng of emails on page70) you must

make the settingsaquested here. Niamally you can find them in your email program,
for example with MSutlook underExtras / Account Sings. If you are not sure about
the settings to be made or if problems occur, pleasetact your system administrator.

Others

Show statis line
Use this option to either show or hide the bottom line of the main window.

Hiding the status line will somewhat increase the display area. However, you will have to
do without the hints assisting you on the handling ePlan

Reload last file automatically

If you start APlan with this option being activated, the program will automatically load
the database that had been opened last befor@lan was closed. If this file is not
found, a new empty database is created.

Deactivate this option if the loading offAlan takes a long time in a network enviro
ment (e.g. because the whole network is browsed in search of the database).

PROFILE FOLDER

Options B

Columns/rows - tasks Global profile folder
Columns/Rows - Resources

Gantt chart/colors

Wserver2\O\WA-PlanProfile

Costs/Abbreviations
Holidays
Safety

General program settings

Settings

Messages/aids/email

| Profile folders

Task bars/Motes/Legend B © (WServer2) (57) -
Time range i —Queue
. . =~ 1. A-Plan
Fonts/Line spacing [} Backup
Header/Footer ,,,,, | Daten
Lege/Text field =B Profile
Printer settings/Margins o | admin
...... F\liCE
Database settings | |[ | | i i i b Bernd
Barpatterns - individual | || | | i Edgﬂr
...... ans
Ealr patterns - dependingon | f | [P § P i Heike
priority do o o i
Time/\Week numbers 3

) Local profile folder

@ Global profile folder (superiar folder for all users)

Folder for saving those settings which are available to all users. Personal
profile folders are created automatically in this folder for all users.

ok ||

Apply

] [ Cancel
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With the single user versioithe profiles are, as a default, savad the folder"Doau-
ments A-Plan Profiles”. If necessary, you may choose another folder for saving the pr
files.

With the nulti-user versionthe profiles are saved and synchronized both on thelloca
computer and on a server.

For more details regarding profiles and profile folders seaving options in profilé®n
pagel38.

Note:

If you do not have good reason for acting diffietly, do not change the describeed
fault structure used by #lan in order to make sure thatPlan will always find the
saved profile settings, even if it is used on several computers or if there is no access to
the server. For more details seBaving options in profilé®n pagel37.

SAVING OPTIONS INGHRLES

To save you the work of entering a combination of settings again each time goute
you may savelp to 99different combinations aprofiles. Apart from the settings of the
main window and of the options, the print setup is saved in a profile as well Psege"
Setup (Tools/Options/Page Settijpn pagel4ys).

Important:
Profiles are intended to save settings only but no data. As a consequence, entering or

deleting data in a profile will affect all other profiles as well!

Profiles are saved as individual files in the pedblder (see Profile foldef on page
137). As a prefix, the profiles are given the name of the database, their extension is
".pnn" with nn being a consecutive number such as e.g. "test.p01

With a database of the muttiser version of A°lan being used by several users, eagh u
er must use his/her own profile folder to prevent the users from mutually overwriting
their settings. For more details seEdider structure of profiléson pagel39.
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‘ WORKING WITH PRORLE

ﬂ stat | CrestefEdit Profiles existing for a database are displayed in the te
Startand can be selected there with the hadpa mouse

5 Profile: EENR [~ .
s click.
Profiles used last
Default
+Global2
Global profiles -
+Globall
~Global2 -
Personal profiles 25 ]|
Customer XY =1
Default s 2

Filter =1

Start | Create/Edit Changes of the settings are taken over to the curreit
file by clicking the functio®ave settings

ﬂ Profile: Default .

23 Save settings To have all changes taken over automatically, the bul
% Del,a@cumtpmﬁle can be locked (= activated permanently) by clicking tt
Profiles function with the CTRL key pressed down.

To create a new profile as a variant of the current profile, just type the new name in the
list field and press the ENTER key.

GLOBAL PROFILES

Apart from their personal profiles, users can also access global profiles which aredcre
only once as they are independent of databases and of users. Global profiles ate stan
ard profiles which are available to all users. To prevent the global profiles from being
changed by mistake or inadvertently, master or administrator rights are ee¢al ce-

ate or change them.

Global profiles are created in the same way as personal profiles: just enter the name of
the new profile into the list field and press the ENTER key. To distinguish them from pe
sonal profiles a "+" must precede their desigoat

If a global profile is selected by a user having no master rights, he or she can temporarily
change the settings of the global profile. However, as soon as another profile iteselec

or if A-Plan is closed, the settings are not saved so that ther@igettings of the profile

will be available again when the involved profile is selected again.

FOLDER STRUCTURPRPBFILES

Note: You may skip this chapter if you use a single user versiorPtd
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By default, profiles are organized in such a way that both personal and global profiles are
available at all times oseveral computergven ifserver access is not availabl&his is
achieved bysynchronizingpersonal and global profiles between clients ahd server.

As long as a connection exists to the server on which the profiles are saved, it does not
matter on which PC a user will log in aPlan will find the corresponding profiles on the
server with the help of the user name.

If the recommended stadard structurefor profile folders is used, this just requires that
a superior profile folder is created on the server first. Next, the centRlafh dadbase
must be opened on one of the clients and the created new folder must be set as the
global profie folder (see"Global Profileson pagel39). Doing this requires master
rights Gee"Entering users (in administrator mode orilgh pagel84).

When the central database is opened afterwards by another user on one ofiéméscl
the necessary folders will be created automatically supposed that they do not yet exist.

Note:
If the central database is created witiie help of theAssistentyou will be prompted to
make the necessary settings there.

DETAILS

You do not need the information provided in this chapter unless you intend to geta be
ter understanding of how profiles are organized or if you think about usiddferent
structure.

By default, theFolder structure on the clientnight look like that:

Local profile folder

Documents'A-PlantProfile\Manfred

El . Profile -

@ Local profile folder

Global profile folder (superior folder far all users)

Local folder for saving personal settings. Synchronizing with server
directory "\server\O\A-PlantProfiletUser 1°

This means that global profiles are saved in the folder "DocushA-Plan Profile" and
the personal profiles are saved in the folder "DocumégatBlan Profild Manfred".

If necessary, another folder on the client can be chosen as the personal profile folder.
However, the folder designation should always be identical to the user name as othe
wise the synchronization with the server will (no longer) be carried out.

The correspondinglobal profile folderon the server might, for example, look like that:
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Global profile folder
Wserver2\o\WA-Plan'Profile

B4 c©(WServer2)

i 1) _Queue
El- |, A-Plan
- |, Backup
- |, Daten

Manfred

NACACAANIAIATIAINIIIANINININ
wzwgvxmﬁmwwwﬂ

-

() Local profile folder

i@ Global profile folder (superior folder for all users)

Folder for saving those settings which are available to all users, Personal
profile folders are created automatically in this folder for all users.

If necessary, the profile folders can be entered directly into the resperiyistry:

@’ Registrierungs-Edit:

Datei Bearbeiten Ansicht Favoriten 7

4., braintool

4.}, A-Planl2

..... % Files

..... |, FTP

..... .. Layout

..... . Layout-Bar0

..... .. Layout-Controls
..... |, Layout-DockBar0
..... |, Layout-DockBarl
..... . Layout-DockBar2
..... . Layout-DockBar3
..... |, Layout-Options
..... . Layout-Summary
..... L Mail

..... .. Main

..... |, NewVersion

..... |, Options

..... . Recent File List
..... . Userdaten

..... 1) UserName

b~ 1) A-Plan2006

b1, A-Plan2009

b, A-Plan2010

m

Name Typ ‘+Daten

3!’} (Standard) REG_SZ {(Wert nicht festgelegt)
24| ConnType REG_DWORD  0x00000002 (2)

ab| Data_Path REG_SZ

ab|Data_Path_Default ~ REG_SZ

ab| Error_File REG_SZ

ab]File REG_SZ

ab|ImportFile REG_SZ

ab] Last_Filel REG_SZ

ab] Last_Filel0 REG_SZ

ab]Last_Filel1 REG_SZ

ab] Last_Filel2 REG_SZ

ab] Last_Filel3 REG_SZ

ab| Last_Filel4 REG_SZ

ab)Last_Filel5 REG_SZ

ab] Last_Filel6 REG_SZ

ab] Last_File2 REG_SZ

ab] Last_File3 REG_SZ

ab]Last_Filed REG_SZ

ab] Last_File5 REG_SZ

ab] Last_File6 REG_SZ

ab| Last_File7 REG_SZ

ab]Last_File8 REG_SZ

ab] Last_Filed REG_SZ

ab]Last_Profile_Sync REG_SZ 17.04.2013 14:51:50
ab|oad last File REG SZ 1

_-?_!’] Profile_Path_global REG_SZ \\Server2\A-Plan\Profile
“".‘ REG_SZ C:\Users\Manfred\Documents\A-Plan\Profile\Manfred
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SETTINGS NOT SAVEPROFILES

Settings stored together with the databas

There are some settings of which no separate version is stored for each user but which
are saved only once in the ddtase. These are all the settings related to the database,
l.e. the settings you can find when youwcklion the tabDatabase setting#n the dialog

box Options.

General settings

All settings which do not refer to a specific database are saved for each user ini-his ind
vidual registration database of Wows! Such settings are, fexample,

0 User name

o Last file loaded

0 Default folders

o Size and position of dialog boxes

o0 Last values entered when using "Find" and/or "Replace"
o Option settings made in the taBeneral program settings
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PRINTING, REPORTS

GENERAL HINTS ORIRTING

LAYOUT OF PRINTOUT

Data is printed as a table with integrated Gantt chart and looks quite similar to what you
can see on screen. However, some different settings are used for printing as-the r
guirements for editing data ithe computer and for viewing them on a printout ard-di
ferent, especially when it comes to giving presentations or creating documentation. For
this reason, most of the settings used for printing are made in a separate tab entitled
Page setupf the dialogbox Optionsand have no influence on what you can see on

your screen.

One exception from this rule is that the settings mad€fitiars and sorting are used for
both the screen display and the printout. Should you require a different setting for the
printout, save it as a separate profile and reload it when you are going to print (see
"With a database of the muliser version of Alan being used by several users, each
user must use his/her own profile folder to prevent the users from mutually overwriting
their settings. For more details seEdlder structure of profiléson pagel39.

Working with profiles' on pagel39).

Important:
Collapsed foldes and/or projects (seeStructuring (Folders, Bjects, Task$)on page

23) remain collapsed on the printout as well. If you want them to be expanded, chopse
Expand Alfrom the ribbon tabStat. To restore the former view when printing ia-i
ished, just deactivate this fution.

SIZE OF THE PRINTINREA

A-Plan is capable of making full use of almost all formats supported by Windows printers
or plotters (theoretically,lhie maximum size is 2500 x 2500 mm with Win NT, 2000 or XP
and 1400x 1400 mm with Win 98/ME). If your printer does not support this size, you can
obtain a wider printing area if you split the printouts in horizontal direction into several
pages:
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max. 2500 mm

Page x.1 Page x.2 + Page x.3

The necssary assembly of the pages is facilitated by optional cutting guittegever,

even in this case the total width may not exceed 2500 mm. The total height is not limited
since as many pages can be printed in this direction asecessary to print all rows of

the main table. Forxample, the entire printout might look like that:

Fage 11 | Fage 1.2 | Page1.3

FPage 21 | Page 22 | Page23

Fage31 | Fage 3?2 | Page3s

Fage 4
(Motes)

The print preview of Alan allows you to display the complete number of sheets i hor
zontal direction (seePrint Preview on pagel63) enabling you to preview the result of
the printout on screen.

In the printout, all dimensions of the table are adjusted to the uked size(see
"Fonts/Line spacifigon pagel55). This is to ensure that the visual impression of the t
ble and of the Gantt chart will match mostly with what you see on screen even if very
small or very large fonts are used.

INSERT A PAGE BREMNUALLY

| EProductselection If a given row is to appear at the top of a new page in th
Elinternal implernentation () printout, insert a page break manually above this row. V'
M Perfarmance specification|  +hig done, a dashed line indicates the page break in the

H Place Weh design arder . .
screen display:

To activate this option, click on the row concerned with 1
right mouse button first. Then, choose the commadndert
Page Brealkkrom the popup menu.
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PAGE SETUP (TOOLJMMNS/PAGE SETUP)

A variety of options are availlbto adjust the printed output to your requirements.
All settings are made in the dialog bOptionsin the tabPage Setup

Clicking on the button pageetupon the upper left in the print preview will take you to
the respective dialog box enabling yaupreview the effects resulting from the changes
you made to the settings (se®tint Preview on pagel63).

COLUMNS/ROWS

TASKS

The tabColumns/Rowgqwhich is available in a similar form fdret Screen Setup) s
plays a table listing all existing columns that can be printed. A row in the table sfewn b
low caresponds to a column in the task table:

Options =
Screen setup & - _ - )
Designation Print Time Width - Print resources only
Columns/rows - tasks Mo. 4 3| | [¥]Do not print empty folders/graups
Columns/Rows - Resources Task j 20|=
Resources 26
Gantt chart/colors
antt chart/color Begin Act 7 _
Task bars Begin PI'd 7 R
Page setu Buffer 8
= B Buffer Act 8
| Columns/rows - tasks = Buffer Act cum 8

ca

Columns/Rows - Resources Buffer cum

Gantt chart/celors CapUsg PI'd 10
Task bars/Motes/Legend Ezz:tsg progn ig
Time range Completed 7 i
Fonts/Line spacing Cost Calc, Meth, 10
Header/Footer Dur., g
Logo/Text field Dur. Act 8
Printer settings/Margins Dur. Act-Prd i
Dur, Act/Pl'd 8
Database settings Dur. progn 8
Dur, progn-Pl'd 8 sort
Bar patterns - individual Dur. progn/Pl'd 8
Ba.r p.attr:rnz - depending en EMail to 20 -] Change
priority End Act bl -I= « | sequence
TimeAMeel nimhbers =
Help Fps;rﬁ?:f}g:;:lﬁzﬁ;ﬁlngsforthe current database A Cancel

TheDesignationof the columns is equivalent to the designations sfiediin the core-
sponding Screen Setup tab (s@&asks on pagell6).

In the columngPrintand Time of,click on the respective check box in the row concerned
if you want the corresponding aaoin and/or the time to appear on the printout. If a
check box isd@ivated, clicking on it will deactivate it.

Thewidth of the columnscan be changed by clicking on the current value in the row
concerned. However, the width of a column can be changedibitlgannot be calcula
ed automatically from the values displayed in the column. The values listed inlthe co
umn "Width" indcate the approximate width of a column in terms of characters.
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Tochange the sequenceselect the row to be moved by clicking iband use the arrow
buttons to move it up or down

Print resources only

With this option activated, the lower pane of the main window is printed only.

Do not print empty folders/groups

Activating this option will have the effect that folder rows (and groogws of resources)
will be printed only if at least one row exists on a lower in the folder or row concerned.
Likewise, collapsed folders/groups (s&dructuring (Folders, Bjects, Task§)on page

23) will not be printed.

Options [
Screen setup - — . '
Designation Print Time Width = |:|Er|r1t resources anly
Columns/rows - tasks Ma. 3 | [¥] Do not print empty folders/groups
Columns/Rows - Resources Res,/Task - 20) =
Gantt chart/colors Cap. usage PI'd 1014 [ Do not print resources without tasks
Cap. usage progn 10
Task bars Froject 16 [T1 Do not print empty* sp. times/overtime
— Begin Adt = - [] Mever print sp. Times/overtime
Gegin PI'd [l - [ Do not print empty* absence rows
Columns/rows - tasks = Buffer = 8 [] Mever print absence rows
| Columns/Rows - Resources | Buffer Act ] g .
|:| Do not print empty* task rows
. Buffer Act cum. = ]
Gantt chart/colors CIn int task
' ' Buffer cum. H] p ever print task rows
Tfaslnc bars/Meotes/Legend Calendar ] 16 *no task bars in visible area
Tirne range Client [l 12
Fonts/Line spacing Completed =l -
Header/Footer Cost Cale. Meth, =l 10
Logo/Teuxt field | | Dur.ad O 8
Printer settings/Margins Dur. Act-Prd 0 8
)
gsihiarg Dur. Act/PI'd ] &
Database settings Dur. PI'd 0 g
Dur. prg-Fl'd = ] Sort
Bar patterns - individual Dur. prg/Pl'd [ a
Ba.r p.atterns - depending on Dur. progn. [ 3 - Change
priorty Email Addr ] 20 - « | seguence
Tirne\Week nimnhere i
user-defined settings for the current database M P
{Profile: 'Default) ok Apply Eancel
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Resources are printed below the task table just as shown on screen:

Task Resources Jan 2004 |
27028 29 30 |3 1|02 03 04 05
Construction proj. | | | | | | |
Kings Road W
Demalition W Dem-:-li:ti-:-n
Sround floor Laorry 2; Miller (507 __A]Gmunc:lﬂmr
Internal walls L
Plasterwork. Hawkin s, Miller
Resource/Task Project 27 zaJ?nzzemldau 31 ! 01 [o2 03 o4 05
Bricklayers
Miller [— |
Graound flaar Kings Road __ﬁ Ground floor

To have resources printed at the top of a new page, select the first resource the in
main table, click on it with the right mouse button and chotrisgert Page

The dialog box for selecting the resources to be printed provides a number of options
shown on the right enabling you to reduce the amount of printed data for the sake of
cleamess:

Do not print resources without tasks
Resources which have not (yet) been assigned to a task will not be printed

Do not print empty calendar rows

Calendar rowsSpecial times/Costs, Overtimewill not be printed unless task bars exist
in the time ran@ to be printed

Never print calendar rows
Calendar rowsS3pecial times/Costs, Overtimewill not be printed

Do not print empty absence rows

Absence rows will not be printed unless task bars exist within the time range to ke prin
ed

Never print absenceows

Absence rows will not be printed

Do not print empty task rows

Task rows will not be printed unless task bars exist within the time range to be printed

Never print task rows
Task rows will not be printed

A-Plan 12.0 Printing, Repds { 147



GANTT CHART/COLORS

Options [
Screen setu o
P [7] Print Gantt chart

Columns/rows - tasks Designations of holidays Lines / Reshow date symbaol

Columns/Rows - Resources Print [7] rint intermediate lines

Gantt chart/colors . _ width

@ = 0 | Dotted line at current time
Task bars P A i more =j mm —

5= Max. line thickness [1-8)

-

Page setup Colors

312 Thickness of linking lines [0-6)

-

Columns/rows - tasks [click to change)

m

Columns/Rows - Resources ) 5+ Size of reshow date symbaol !
Week- Link {0-10)
| Gantt chart/colors and [ S—
Task bars/Notes/Legend
Time range Folder row Critical path/buffer
Fonts/Line spacing Mark critical path in red color
Header/Footer Print accumulated buffers
Logo,/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on

priority
TimeWeelk niimhers kT4
user-defined settings for the current database w A
[Profile: ‘Default) 2 apply Eaneel
Print Gantt chart

To print (both the main table as well as) the Gantt chart, click on the checRroaix
Gantt chartto activate it.

Designations of holidays

The settings you ke in this pane have the same function as those made in the Screen
Setup (seeGantt chartColors' on pagel20).

Contrary to the setting made for the Screen Setup, you are alldwsg@ecify any value
regarding the width a holiday must have in order to be printed.

Colors

Clicking on one of the shown elements opens a dialog box in which you may assign a co
or to the element concerned. Click @Kto apply the olor to the element.

Lines/Reshow date symbol

Intermediate lines

Additional intermediate lines are inserted if the resolution is in the range of hours or if
the date of each day cannbe displayed because weeks are too narrow.

without intermediate lines:
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Jan 2004

25-04 05-11 12-18
Mew W earT— Epiphany

with intermediate lines:

Jan 2004

29-04 0511 12-18
Mews Y earT—] Epiphany TJ T T T T T 1

Dotted line at current time
With this option activated, a dotted line is shown in the Gantt chart at the point which
represents the time or date when th&intout is made.

Tu, 25/056 We, 26/06

Max. line thickness, thickness of linking lines

The thickness of all lines in the printout is multiplied by the value specified here. If, for
example, a value is reducdbm 6 to 3, all lines will be printed with half of their original
thickness.

The thickness of the links between tasks can be set separately.

Size of reshow date symbol

To set the size of the reshow date symbol (sEkethents and symbol used in a Gantt
chart' on page32) a range from O to 10 is provided with "5" being approximately exguiv
lent to the font size set in the table. Specifying "0" will have theatffieat the reshow
date symbol will not be displayed.

Critical path / Accumulated buffer

Critical path

Frames of task bars and linking lines representing the critical path are marked by red
color.

Accumulated buffer

Accumulated buffer is marked by black/green dotted lines.
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TASK BARS/NOTES/LEGE

Columns/rows - tasks

m

Columns/Rows - Resources
Gantt chart/colors

Task bars/Motes/Legend
Time range

Fonts/Line spacing
Header/Footer
Logo,/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
priority

-

Tirne/Weel nuimhbers

Options =]
Screen setup - )
Task bars Each task bar in separate row
Columns/rows - tasks [¥] Designations of task bars [ print each task bar in a separate
Columns/Rows - Resources Text Print rows (if there are several task
f : £ bars in a row)
Gantt chart/colors o )
Tack bars [ starting/ending date or time [For the date range of printed task
o 1307. [ 2807 bars see ‘Time range’)

Page setup Eormat:* | M/d/yyyy

Motes/Legend

[¥] Print Motes
*d =day y=year AMPM =12h

ww =week h=hour ) Below table
m = month m = minute (for details see

Example: 3/12/2011

@ On separate page

[ury
»

Mo, of note columns:

Showyorking times and capacity .
usage in tasks bars of tasks [¥] Print Legend

1

|| Display completed as %
Lisplay P

user-defined settings for the current database w n
(Prafile: 'Default) - £pply e

Task bars

The settings made in this window pane have the same function as those made irrthe co
responding pane of the screen setup dialog box (Jeesk barson pagel23).

Each task bar in separate row

Use this option to have each task bar printed in a separate row if several task bars exist

in one row.

This option is of particular benefit if the task bars irow follow each other at a short
distance with designations ovegdping so that they can hardly be read any more:

Task bars (milestones) in one row:

E-Business integration

| |
P S g #

Milestones

1 1 1 1
|v Pro. Start "Tn;laics, HW fxed A A P rotatype

Task bars (milestones) in separate rows:

E-Business integration

| | '
'E_B Usiness imegraﬁnn #

Milestones
Froj. Start
Topics, HW fxed
1. Prototype
Trial operat. Ok

(W Froi.stat

W Tonics, HW fixed
v 1. Prototype
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In addition, this option can be used to create a continuosisolf task bars:

Ho. | Task Resources Begin End
01 Examples 20002104 0202105
02 | E-Business integration 20002104 | 0202105
03 Milestores 20002004 | 20002504
0341 Proj. Start 20002004 | 20002504
032 Topics, HW fixed 29007104 | 2907 104
033 1. Pratatype 0340004 | 03H 0004
034 Trial operat. O 0601105 | D601 105
04 Processes 20002004 | 1705504
ns* |dertify departments Miller (10 20002004 | 2202504
06 Deternine contact pers... | Stevens(5) 250204 [ 0903550
o7 Idertify processes Stevenz (100 1000304 | 0304704

Hence, task bars are shown in the same way as itatslebar list(see Task bar liston
page51). As an additionaldvantage, the columns to be shown can be composedikt w

Depending on the setting made in the t&8antt chart,you can have the Gantt chart
shownor omitted in the printout. Furthermore, you can specify the time range of the
printed task bars in the talbime range as, for example, "Stadf-print date:

01.01.2002" and "Enaf-print-date: 31.12.2002" if you want a list of all task bars within
the year 2002 to be printed.

Print notes

With printing of notes activated, choose from the additional options to determine
whether notes will be printed on each pabelow the tableor on aseparate paget

the end of the table. Especially if several pages are printed one below the otherat is re
sonable to have the notes printed on a separate page.

You may specify amumber of note columnsto make the best use possible of the space
below the table.

No. | Task R Jan 2004 |

il B esources 27 28 28 30 [3 01 ]02 03 04 05 06 |07 08|03
I I I 1 I 1 I I I I 1 I 1

01 Construction proj.

02 | Kings Road W

03~ Demalition w Demalition

04* Basement Lorry 1, Barnes; ... Elasern:ent

as* Ground floar Lorry 2; Miller (50) : round floor

0F Intarnal walls !,m

o7 Doors. windows Fraser | | | ]-)-:::-

- brich layers - windoms, doors |:| elactrics - SUmMmany

03 Wotes for demclition 05 Wotesfor ground flooy
2nd line 2ndline
3rd line 3rd line

04 Notes for Basement 41‘.1111_:1&

Sth line

To facilitate theassignment of rows to notescolumn numbersNo.) are printed togeh-
er with the related notes. If a note exists in a row, the number of the row concerned is
marked by an aerisk and is printed again in front of the note.

Notes of task barare marked by the number of the row and by a consecutive number,
as, for example, 04 = first task bar note in the fourth row. However, notes of task bars
are printed onlyfor those task bars which are visible in the printout of the Gantt chart.
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Print legend

Optionally, a legend can be printed at the lower edge of the table. The legend shows all

bar patterns and designatioras they are used on the printed page:

T
Basem. 1

18 Room Basem. 1 Kings Road | | | # R oom
19| Haswking — | - =
20" | Basement Kings Road - Bas ement | | | |
- brick layers - windowus, doors I:l electrics - summary
[ usage 0%-50% [ Jusagestusos B sagees-1oos [ vsaoe 2 00w et assignedtabsent
03 Motes for demalition 13 Motes fior grovnd floor
21 line 2nd line
3rd line 3rd line

If resources are printed, the colors used to indicate the capacity usage are printed as

well in the legend!

TIME RANGE

A different number of settings is prmled depending on whether you want tig@antt

chartto be printed or not (seeGantt chart/Colorson pagel49).

GANTT CHART IS N@I'BE PRINTED

If the Gantt chartis not to be pinted, you have to specify th8tart-of-print date and &-

ther the Time rangeor the Endof-print date only:

Options

]

N
S Start-of-print date

Columns/rows - tasks 21/03/2011 08:00 19/11/2036 16:00

| .
H = ) Time range as 2. value
Columns/Rows - Resources -
Gantt chart/colors

Tack bars

) automatically

Page setup

Columns/rows - tasks

m

Columns/Rows - Resources
Gantt chart/colors
Task bars/MNotes/Legend

_) First day of week

Time range

Fonts/Line spacing
Header/Footer
Logo,/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
priority

. . -
Tirne/Weel nuimhbers

@ End-of-print date as 2. value

=3

QK

user-defined settings for the current database [ ] I

(Profile: 'Default’) Apply

J |

Cancel J

These settings are required only if you activated the opBRoimt each task bar in a ge

arate rowin the tabTask bargsee Task bars/Notes/Legefidn pagel50).
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GANTT CHART IS TOPBENTED

If you want theGantt chartto be printed, you have to enter a total 8fvaluesto deter-
mine the time range to be used in the printout:

Options

[E]

Screen setup

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars

Page setup

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars/Motes/Legend

Time range

Fents/Line spacing
Header/Footer
Lege/Text field

Printer settings/Margins

Database settings

Bar patterns - individual
Bar patterns - depending on
pricrity

TirneMeel nimbers

»

— Start-of-print date

@ End-of-print date as 2. value

20320110800 (73 O Timerangess2.valie 1971120951600 w3
05
Chi 3008
Vorgang B e [ 1z.8 B25 2601

() automatically
@ Set manually

m

©) Today
() First day of week

Fengied

Pkt
Lmesstzeng i

Hacdwam
[T
Prorvicer 2

() Width of day as 2. value

{0 Width of day as 3. value
0009 = mm*

Week 5

:

-

@ Mumber of pages as 3. value

* if font size is & pt.

user-defined settings for the current database
[Profile: "Default’}

OK i [ Apply ] [ Cancel
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Setting the first value (Starof-print date)

Choose from one of the following options to set the stafprint date:

o Set manually
Enter thestart-of-print date in the entry box.

o Today
With this option activated, the qogram will use the current date as tiséart-of-
print date whenever you print.

o First day of week
Activating this option will have the effect that the first day of the current week is
set as thestart-of-print date whenever you print.

Setting the second value

As required, either théime range the end-of-print date or the width of day may be
used to ettermine the end of the printed time range:
o Time ranggprints the specified period as, for exafa 2 weeks or three
months)
o Endof-print date (prints all tasks bars up to the specified date)
o Width of day(creates the Gantt chart resolution you specify)

If the Gantt chart is to be printed with the same resolution as shown on screen, you may
choose tle corresponding default value from the dralown list. To specify a width of
day in mm, choose (uselefined) from the dropdown list and enter the value you want.

Setting the third value

Depending on the settings made before, you may either senthaber of pagesor the
width of dayas the 3. value:
o Width of day
0 Use this setting if you want to obtain a specific resolution of the Gantt cliart a
ter you specified either ame rangeor anend-of-print date to be used as the 2.
value. APlan will then calcuta the number of pages
o Number of pages
o0 Specify this value if you want to limit tmeimber of pagegrinted in horizontal
direction. With thetime rangeor the end-of-print date set as 2. value,-Rlan
will calculate the widt of day whereas filan will calculate thend-of-print
date if the width of daywas set as 2. value.
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FONTS/LINE SPACING

Options =

-
Screen setup Font of Table

Columns/rows - tasks Arial IZ| 8 IZI

Columns/Rows - Resources
e Font example
Gantt chart/colors

Taczk bars
Page setup Font of Header/Footer Line spacing: 09/~ mm
i 8
Columns/rows - tasks = Arial E E [T Correct line offset

Font example
Columns/Rows - Resources p

Gantt chart/colors

Task bars/Motes/Legend Font of Nates

Time range
n - i 8
Fonts/Line spacing Times New Roman IZ| IEI

Header/Footer Font example

Logo/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending en
pricrity

-

Tirne/ANeelk numhbers

user-defined settings for the current database
(Profile: ‘Default’) ok |1 sepy | cancel

Fonts

Choose thdonts you like from the dropdown lists. You may use different fonts for the
table, header/footer andnotes. Thefont sizeof the header and footer is used as e-d
fault value if no other value is specified when entering the respective texts (see
"Header/Footet on pagel56).

Line s@cing
You may set any value from O mm to 20 mm for the line spacing.

Correct line offset

Depending on the printer driver used and/or the printer setup it may occur that the
words are not printed exactly in the centertbie line but shifted upwards bypprox. 1
mm.

Activate the check bo&orrect line offseto prevent this from happening any longer.

Remark:
This problem is not a bug offAan but is caused by the printer driver used and afso G
curs in many other graphiggograms which use graphics routines for printing texts.
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HEADER/FOOTER

Options [

Screen setup - Header

Columns/rows - tasks £5125FSU/Current Planning/ /Page: P of 5G/

Columns/Rows - Resources Page: 1 o0f 9

Ganit chart/colors Current Planning
Task bars

Page setup Height: 10 =~| mm

Columns/rows - tasks

m

Footer

Columns/Rows - Resources
JSN/ /5D, 5T/

Gantt chart/colors
Task bars/MNotes/Legend

Time range
Fonts/Line spacing C\Users\Bernd\Documents\A-Plan\Data\WManual. apl 1210372011, 21:54
Header/Footer Height| 10 - mm
Logo,/Text field

Printer settings/Margins Format Strings: Font size = $5n Text (/.../): Page [x of y} = 5P of 5G

. bold = 5F Date = 5D

Database settings top = 50 Time = 5T

o bottom = SU Filename with Path = SN
Bar patterns - individual new line = 52 Filename without Path =
Sn

Bar patterns - depending on
priority

. . -
Tirne/Weel nuimhbers

user-defined settings for the current database
|—/ﬂe'p [Profile: ‘Default) E 2 [ 2oy J[ conce |

Both header and footer are each split in three areas with different paragraph formats:
the left area is leflaligned, the nddle area is centealigned and the right area is right
aligned.

Use the fields shown above the exemplary header and footer to make your entries. As a
general rule, théegin and end of text must be indicated by slashi@s Since only the

last slash is interpreted as "end of text'an area, slashes can also be used within e

tered texts.

To enter formatting and other information such as page numbering, current date etc,
use theFormat Stringexplained in the dialog box below the exemplary footer. Please
note that format strings lvays have to start with the character "$".

Thefont and the default font size are set in the t&bnts/Line spacingFont sizes diffe
ing from this setting can still be assigned to individual elements of text using the format
string "$3" (e.g. "$S14" foa font size of 14 points).

In addition, you may specify theeightfor each of the three areas of the header and
footer. However, this has no influence on the current font size but refers to text el
ments placed at the upper edge using "$O" or at the Ipedge using "$U".

+ Fage: T ofd
Header {(formated by using "$U") |

Height| 10{2] mm
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LOGO/TEXT FIELD

Options =
-

e Print Logo/Text Field
Columns/rows - tasks Seale 100 =] %%
Columns/Rows - Resources
Gantt chart/colors Height: 6= mm
Task bars Width: 281~ mm

Page setup Carr, at top: 0= mm
Columns/rows - tasks = Corr. an left: o= mm
Columns/Rows - Resources - =
Gantt chart/celors Location: at bottom right IZI
Task bars/Motes/Legend .

. a
Time range D bra|ntDD| [ Reload
Fonts/Line spacing
; Logo or text field file
Header/Footer B—
- i . [OWSE. ..

| Logo/Text field File name; = ) Internal file (embedded)
Printer settings/Margins C\Tempi\braintool_logo_400.bmp @ External file (linked}

Database settings
Bar patterns - individual
Bar patterns - depending en
pricrity
TirmeANeslk numhers i

user-defined settings for the current database
‘—]ﬂelp {Profile: ‘Default) [ 1 | [ sepy |[ cance |

Alogoor text field can be printed at any location on the printout. You may use graphics
or photos as well agbjectssuch as a MS WinWord or MS Excel file.

Logo or text field file

The logo or text field file may either be embedded in the curreffl@n databasdrfter-
nal file) or linked to the APlan databaseekternal file):

Logo or text field file

; . Browse...
Eile name: | Browse.. | ) Internal file (embedded)

ChTempibraintool_logo_400.bmp @ External file (linkead]

You may either enter the path and name of the logo or text field file in the Figdd
nameor click onBrowseto select it from the respective folder. Withternal file act-
vated, the entered file is saved as a graphics in tilah databasewith external file
activated, the name of the file is saved in the current profile (8@h the single user
versionthe profiles are, as a default, saved the folder"Doauments A-Plan Profiles'. If
necessary, you may choose another folder for saving tbéles.

With the nulti-userversionthe profiles are saved and synchronized both on thelloca
computer and on a server.

For more details regarding profiles and profile folders seaving options in profiléon
pagel38.

Note:
If you do not have good reason for acting diéfietly, do not change the describead
fault structure used by #lan in order to make sure thatPan will always find the
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saved profile settings, even if it is used on several computers or if there is no access to
the server. For more details seBaving options in profilé®on pagel37.

Saving options in profilé®n pagel38).

As onlyoneinternal file may be saved in an-Rlan database, an existing embedded file
will be replaced by the new file if a second file is embedded. This meanalkipatfiles

in which theinternal file is used as a logo or text field will be affected by suaf+a r
placement.

Note:

In the network versionof A-Plan, the internal logo/text field file can be changed by th
administrator (user ‘admin’) only as any changes will afééigbrintouts which use the
internal file as logo/text file!

D

Summary of characteristics of the two alternatives:

Advantages Disadvantages
internal file Fasterprinting as the fi- Graphics must be embedded again
(embedded) ished graphics isicluded in | (button Reload after it was changed

the APlan @tabase Volume of APlan database is-

Graphics islways avalable, | creased
even if the APlan database i

) Only one file can be embedded in
copied to another computer

each APlan database

external file Graphics isipdated prior to | Printing may beslower as the
(linked) being printed (even, forxe | graphics must beetoaded firg

ample, the date field ina | ¢ jhiectsare used (e. g. MS WinWo
WinWord daument) document), the relatecpplication

A different file can be used | program is startedwhen you print in
for each profile A-Plan

Volume of APlan dahbase is
not increased

File formats

The following file formats may be used to create a logo or text field:

Bitrnagp ™. bmgo)

GIF-file (*.oif)

JPEGHile (* jpo)

ketafila [ wmf)
Enhanced kdetafile (*amf)
kSSAinvord (. doc)
k=-Excel *xs)

allfiles [**)

All other Windows application programsnay be useds well supposed that they pu

port OLEand are capable of creating the formaimf. If you are not sure, just create a
simple graphics with the program you want to use, save the file and select it in the dialog
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box shown above (click all files (*.*) first). Please be aware that it may take quite a
long time until the graphics is displayed because the related application program must
be started first!

If the application program is not suitable, a symbol will be displayed only together with
the file name

Note:
Wedo not assume any liabilityor any program being not suitable of creating a logo or
text field. If this cannot be done (or not the way you want it), it is not within the rasp
sibility of APlan as the graphics created with other programs akeh over by Alan
without any changes made to them.

|®)
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Settings

[¥] Print Logo,Text Field Whenever you do not want the logo/text field to be
Scale: 100/2] % printed, just click on the respective check box to deac
vate this option.
Height: 6= mm
_ _ The size of the logo/text field may be specified asia p
Width: 28 - mm . . .
centage in terms of scale or by entering theightand
Corr.attop:| O[T mm width you want.
Co.onlefc|  OfCH mm Thelocation of the logo/text field is set by choosing on

Location:  at bottom right] | | of the corners of the printed page or one of thenters
of the four sides from the droplown list. Use the add

Reload tional fieldsCorrect at top and Correct on leftto adjust
the sdting.

For example, adjustment of the setting may be required if you use a table created in MS
WinWord as the graphics created from it is usually bigger than the table.

Clicking orReloadwill create the graplts again from the specified file or will embed it
again into the current Alan datbase if you activated the optianternal file.

PRINTER SETTINGS/NEARS

Options g
Columns/Rows - Resources ~ .
Gantt chart/colors Margins (mm} .
! Paortrait
Task bars/MNotes/Legend Top Margin
i @ Land
Time range 10~ @) @ Landscape

Fonts/Line spacing

Header/Footer
Logo,/ Text field (50) 1002 - 10/~ [5.0)
| Printer settings/Margins Left Margin = Right Margin

Database settings

10/~ @.0)

Bar patterns - individual
P Eottom

- L, Setup
=

Bar patterns - depending on

priority [minimum permitted by printer) = printer

Time/Week numbers

m

Costs/Abbreviations Cutting Guides
Holidays [T Print Cutting Guides

Safety Distance (mm) | 31

General program settings

Settings
Messages/aids/email

Profile folder

-

user-defined settings for the current database
{Profile: 'Default) ok J[ sepy |[ cancel

Margins, Portrait/Landscape

Thistab allows you to set the distance between the edges of the sheet of paper and the
printed area on the sheet.

Your printout will be cut off if you set the margins smaller than the values given in
brackets (= minimum value supported by the printer and/anter driver).
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Use the buttons in the top right of the pane to determine whether the printout will be in
landscape or portrait view.

Cutting guides

Activate this option (especially when using plotters) to have cutting guyidaeted on
each page. Cutting guides limit the printed area in the form of a rectangle.

Furthermore, thedistance (mm)of cutting guides from the edge of the printed area can
be set in a separate entry box.

Printer setup
To set up another printer or chaaghe current printer settings, click on the button

S e | This will take you to the Windows printer setup dialog box.

The printer settings you made (printer name, portrait or landscape, paper size etc.) are
saved in the currently active profile. This meanattpou may assign another printer

with different settings to each profile (for an explanation of profiles S&&tH a daa-

base of the multuser version of A°lan being used by several users, eagdr must use
his/her own profile folder to prevent the users from mutually overwriting their settings.
For more details sed-blder structure of profiléson pagel39.

Working with profiles' on pagel398).
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PRINTING

START THE PRINTINBOEESS

Print immediately

ChoosePrint/ Quickprint from ribbon tabFileto have your datgrinted immediately
with the current print sétings.

Print pages

To sgecify the number of printed pages or copies or to choose another printer prior to
printing, choosePrint/ Print from the ribbon tabFileto start the process of printing:

Print IE
Printer
Name:  \\Anne\HP Color Laserlet 3600
Fort: MeDa: [] print fo file
Print pages Copies
From| 1/ Ta: 1= MNumbel 1=
Erom 1=
To 1=
[ Help ] [ Canicel ]

The pages to be printed in horizontal direction are specified in the upper boxiés w
printed pages in vertical direction are specified in the boxes on the left. The setting
shown above would have the following result (printed pages are shown in grey):

Fage 1.1 EEEENBE Page 15

Fage 2.1 |[BEERENS ‘age 2 3 Page 25

Fage 3.1 Pageis

Fage 4
(Motes)

Suppose you want to have nothing else but your notes printed on a separate g&ge (s
"Task bars/Notes/Legefidn pagel50). To achieve this, you would have to enfgom:
4To:4 on the left for thevertical directionwhile the setting made for the horizontai-d
rection woul be irrelevant as there is only one page in horizontal direction.
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PRINT PREVIEW

To check whether the printout will look the way you want, choBs@t/ View page
from the ribbon tabFile

Exampis
ESusinass indsgmtl

esto= ¥ W moa o e | W e W o e

< A-Plan 2010 - Expl_Project_planning =N o=
[E] o B[] B3] ® ® & |page [*] K4 1ofa » M [ cose || Hep |
Page- 1of 4
Current Planning
Mo | Task Fesaumes [ ] _ I _ ESL ]
= T Lade Lis. g T o T o=l g = [ oy oy [les L.

Tam 11 by (50 S (30 e | I

Tam 12 M bier (40 Somvers (50 [-_;;___I [ J_

= [ (L (e [ s o e o

I‘-‘fH|tht€l!dML‘L’IHHHamﬂﬁ;:ﬁn:HS&RﬂS@EBBQ

CilsersiSermd Dooumeris A-FenDetsSn] Proed_sbennieg gl 130382011, 1542

The print preview provides the followirfgnctions assigned to buttons:
Page Setup

This will take you to the printing optiorfsee Page Setup (Tools/Options/Page
Setup) on pagel4d) allowing you to see the effects of the changes makewith
the dialog box remaining openedust click odpplyin the dialog box to see the

effects.
= Print

Will print your data but opens a dialog box first where you can enter tlgep#o
be printed and make further settings (se8tart the printing proceson page
162).

& Full screen view

If not in full screen mode, this button will change the view to full screen mode

vice versa.
[ ] Show printed area

Displays the border lineslgond which printing is not posse.
-a| Copy preview to clipboard

This function will copy the contents of the preview into the Windowsbdard.
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.44 Copy view to graphics file
Will copy the preview to a graphics file.
*. Enlarge view
=. Reduce view
£y Adjust view
[~ Set Zoom Factor
Use this function to set the zoom factor used to display thevigw

Apart from choosing the values from the list, you may type aty
ues in between (from 5% to 400%).

M 4« 1wn2 » p Page up/Page down

Allows you to scroll in verticalréiction within the pages to be
printed

CREATING GRAPHIAESI

Current planning data can be copied to any graphics files which may, for exampte, be a
tached to emails for being viewed and/or printed by addressees.

The setyp and the layout of the graphics files can be adjusted easily and with greiat flex
bility as the graphics files are created with the current print settings. Use the pent pr
view of APlan to check how the page will look like.

The dialog box for creatingaphics files can either be opened from the page view by
clicking the buttonGraphics fileor by choosindPrint/ Printinto graficsfile in the ribbon
tab File

Print to graphics file -7 /(==
Cutput file:
Chlsers\Bernd\Documents'A-Plan'Data\Test.png
File format: Joint Photographic Experts Group (*.jpg)

@ Portable Network Graphic [*.png)
Tagged Image File [*.tif} _
ZSoft PaintBrush (*.pod &';ﬁigé{'ﬁ'ﬂ‘ﬁ”ﬁe
Truevision Targa (*.tga) grahics file formats!
Photoshop [*.psd)
Windows Bitmap [*.bmp)
Windows Enhanced Meta File [*.emf)

Print pages
Seale: 1502 595
From 1 To: 1=
Eram 1= _—
LCreate file
To 4=
Help | | Cancel |

164 | Printing, Reports A-Plan 12.0



Output file

A variety of file formats is provided for creating graphics files. Bagland pngwill pro-
duce graphics of very good quality wihg providing a higher compression ajmj re-
quiring less time for creating the graphics file.

Most of the existing graphics programs can be used to open and print the created files.

EMFormat

Theemfformat is somewhat different from the other formats as no finished graphics is
created in the respective file. Instead, the components of the graphics (texts, lines etc.)
are saved aslgects in the file.

This gives yomany advantages such as optimum quality at any size, very quick creation
and very small file sizes. However, you shaudtluse a graphics program to open these
files as it takes very long to convert them to a pixel graphics and will also use up a lot of
memory (up to several hundreds of MB!). Instead, use MS Excel which is idealfor vie
ing and printingemf files or ACDSee (see http://www.acdsystems.com) which is very
good as well. When it comes to printing, MS Excel is superior to ACDSee becawse it is ¢
pable of printing the graphics on several pages if it is enlarged. To harafdite dis-

played in kcel, select the cell where you want the graphics to appear and chinsset

/ Picture / From File

Note:
The print preview can also be inserted direcdtlio another program such as MS Excel(by
using theWindows clipboard To do so, copy the print preview to the Windowg<li
board by clicking on the buttoB| and choose the commaridsertwhen you are in the
target program.

Print pages

The pages to be copieare selected in the same way as in printing (s&&rt the prin-

ing processon pagel6?) in both the vertical and horizontal direction. A separate file is
created for each pagwith consecutive numbers assigned to the filarfie 001xyz
Name 002xyz ...)

Scale

You may set any scale to be used in creating the graphics file. The higher the scale the
better the quality you get. However, the time it takes to create the grapasceell as
the size of the grapics file will increase as well.

This setting is not available if you specify #mf format. With this format, you can set
the size at will while you are weng the graphics.

A-Plan 12.0 Printing, Reportsf 165



REPORTS

Reports can be geneted for charging spent times and incurred costs over any tige p
riod you specify. ChoodReportsfrom the ribbon tabToolsto specify the time period
and the type of report and click on the butt@enerate reportdo output them to an

MS Ecel file:

Reports 7|
From: 01.03.2011 tlil To:  |31.03.2011 tlil E Generate reports i
Current month Izl | Close |
Report selection
T
| Task report
| Resource report with collected actual times
Capacity over time @ Weeks Months

Show report file after it has been created
Files

Template

CoUsers\Bernd\Documents'A-Plan\Daten\Reportd_m| [The template can be
adjusted to a large extent]

after it has been opened
Report file: [ Browse. | B Ns e (see the
paort T comment in the first line
ChlsersiBernd\DocumentsiA-Plan\Datenreport.xls of the template file],

Browse...

Filter settings are taken into account when reports are generated. This enables you to
confine the database search on parts of the database only in order to create specific r
ports. For example, with cost center numbers entered in one of the-deéned cd-

umns (see Fehler! Verweisquelle konnte nicht gefunden werderon pageFehler!
Textmarke nicht definiert) you might have the work and the costs of a specific cast ce
ter output to a report bysetting the correspondinglfer.

TASK REPORT

The file created by clicking @denerate reportds opened in Excel automatically. The
first worksheet in this file will show th€ask Report
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Al B | C | D | E | F G | H
2 | Task Report (incl. fixed costs)
=R
4 Tirme period 01/01/2004 - 31/01/2004
| 5 | Date of report W0 2004, 22:48 Uhr
5]
7 Folders
| 8 | Projects
g Lv. =| - Tasks work planned work actual costs planned costs actual cost %
1|+ 0 Total 97.0 wh 38.1wh 4.284.00€ 1.683.00€ -60.7%
11|+ 1 Orders 97.0wh 38.1wh 4,284.00€ 1.683.00€ -60.7%
12 |+ 2 Repairs T70.0 wh 271 wh 3,150.00 € 1,221.00 € £1.2%
|13 ] 3 -EC345 20,0 weh 1.2 wh 800.00 € 50250 € -44 2%
| 14 | 3 -SR345 10.0 wh 0.0 wh 450.00 € 0.00€
|15 | 3 -EC356 15.0 wh 16.0 wh B75.00 € 718.50 € 6.4%
| 16 | 3 -EC356 25.0 wh 0.0 sweh 1,125.00 € 0.00€
17 |+ 2 Maintenance 27.0wh 11.0 wh 1134.00 € 46200 € -59.3%
|18 ) 3 -RF 564 12.0 wh 11.0 wh 504.00 € 462.00 € -8.3%
19 3 -RF745 15.0 wh 0.0 wih 630.00 € 0.00 €
4 4 F M [\Task repnrt,{' Resource repork ,{ Capacity Team 1 ,{ Capacity Team 2 f | 4 | |

Rows which have a"+" sign in the first column are summary rbewisng the totals of
rows on the next lower level. Clicking on the down arrow\ag=Level) and selecting
Custom AutoFiltemwill enable you to compress thask reportto the level you want:

Task Report (incl. fixed costs)
Custom putobiber K
Tirme i .
Nagta ¢ how rows where:
F Iis less than or equal ko j |2| j
° -

Lv. | - Tas “and £ or costs actual
+ 0 Tot | [ =1 B3.00 €
+ 1 Ord Ilze ? ko represent any single characker 183.00 €
+ 2 Ref Use *torepresent any seties of charackers 221.00 €

3 -EC al2. 50 €
3 _ SF‘ (84 I Zancel | DDD é
3 - ECom T T T T T LA P | 718.60 €
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RESOURCE REPORT

The second worksheet displays tResource Reqrt:

Resource Report (incl. fixed costs)
3| Time period 01/A01/2004 - 317012004
3 | Date of report JW0H2004, 22:48

Groups

Resources
Lv. v| - Tasks folder |project parent task  cap. usage | work planned work actual costs planned Costs actua

0 Total 7.9% 97.0wh 38.1wh 4.284.00€ 1.683.00 £
1 Team 1 8.8% 70.0wh 27.1wh 3,150.00€ 1,221.00¢
2 Hall 7.2% 30.0 wh 11.2 wh 1,350.00 € 502.50 £
3 -EC 345 Orders  |Repairs 20.0 wh 11.2 wh 900.00 £ 50250
3 -SR345 Orders  |Repairs 10.0 wh 0.0 wh 450.00 € 0.00 ¢
2 Smith 10.3% 40.0 wh 16.0 wh 1,800.00 £ 718.50 :
3 -EC 356 Crders  |Repairs 15.0 wh 16.0 wh B75.00 £ 718.50 ¢
3 -EC3ER Orders  |Repairs 25.0 wh 0.0 wh 112500 € 0.00:
1 Team 2 71% 27.0wh 11.0wh 1,134.00 € 462.00 ¢
2 Willis 7.1% 27.0 wh 11.0 wh 1,134.00 £ 462.00
3 -RFE64 Orders  |Maintenance 12.0wh 11.0 wh 504.00 £ 4200 «
3 -RF745 Orders  |Maintenance 15.0 wh 0.0 wh B30.00 € 0.00 —

CAPACITY OVER TIME

The report on the capacity over time will create a separate worksheet in the Excel file for
each resource group. Each of these reports is composed of a table listing the values of
the entire group and beach single resource and of a diagram above the table showing

graphs which represent thmaxmum available capacity (in consideration of working
hours, dsence times etc.), thplanned capacity, thactual capacity and theemaining

capacity of the groupver time.
Capacity Team 1

Tirme period: (/01,2004 to 31/01/2004
Date of repot: 30052004, 22:48 Uhr

80.0wh
70.0 wh —_max
T oS — —pan
60.0 wh - __'_'_‘\ \\ —act.
500 wh / —remain.
40.0 wh \\ \Y/
30.0wh \/ \
20.0wh /\ \
10.0wh 1‘\________J \
0.0wh T T T T
waek 1 week 2 week 3 waek 4 week 5
week 1 week 2 week 3 week 4 week 5
total max. 70.0 wh 70.0 wh 70.0 wh £3.0 wh 70.0 wh
plan. 58.0 wh 58.0 wh 59.0 wh 58.0 wh 12.0 wh
act. £2.0wh 59.0 wh £2.0wh 271 wh 0.0 wh
remain. 12.0 wh 12.0 wh 1.0 wh 5.0 wh 58.0 wh
cap. A2 9% 82.9% 98 6% 92.1% 17 1%
Smith max. 35.0 wh 35.0 wh 35.0 wh 28.0 wh 35.0wh
plan. 30.0 wh 32.0 wh 36.0 wh 28.0 wh 12.0 wh
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LAYOUT OF THE EXOBIOPUT FILE

The reporting function uses the Excel fiReport0.xI$ as a template. The template file
is copied to the data folder of-Rlan ("My Document#\-Plan Data") when is beingt
stalled:

A

B_| C | o | & | F [ & | H | 3

Task Report

Lv. «| - Tasks work planned work actual costs planned costs actual cost %

Time period.
Date of report:

Folders
Projects

10

0 Total =

11
12
13

14

1 Folder 1

2| Project1 3423.4 wh 34234wh  2783.00€ 2783.00€
3 -Task1 123.4 wh 123.4 wh 23.00 £ 23.00 £ 4.5% 200

-
H 4 » H[\Taskreport Resource report 4 Capacity Team 1/ |1| | LIJ_‘

If the current database is stored in another folder you have to copy the above me

tioned

template file to the other folder as well.

To a large extent, the layout of the template file and of the created report respectively
can beadjustedto your requirements. Tdo so, you maghangethe following elements
and properties:

o

Font type and font size,

o cell formats (e. g. number of digits after decimal point),

©O O O O

width of columns,

height of rows,

hide/unhide columns by reducing their width to "0",
texts,

lines, frames

You are not allowedo change

o

the positions of columns and rows (new rows or columns may not be added amd exis
ing rows and columns may not be deleted),

the sequence of worksheets,

the text "Team 1" in the designation of the third worksheet (this texe@aced by the
current designations of the teams concerned when the report is created.
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FILE FUNCTIONS

OPEN

: K . Toopen a database, just click the butt®penin the Quick
@ NREED - e, | '
ﬂ SE CresterEdit Access Toolbaor clickOpenin the tabFile

start Create/Edit Data Wiew Tools Help

j New Ctrl=N Documents used last
o]
Ay

1 Expl_Project_planning.apl

Open Ctrl+0O 2 Manual.apl
% 3 DocumentsiA-Plan\Daten\Bsp_Projektablauf.apl
H Save Ctrl+S 4 Dokumente\A-Plan\Diaten\Bsp_Projektablauf.apl

Furthermore, APlan can be startedith a file nameappended as a parameteilhis will
not only start APlan but will also open the file (seB."Starting A°lan with parameters
on page262).

Note:
In fact, APlan does not alw you to have two files open at the same time. If this is-ne
essary, just start &lan for a second time to open a second file.

If A-Plan is used in metwork you are prompted to enter a user name and a password.
For further notes on this see the chaptekccesgpermissions on pageld4.

SAVE AS

Choosind-ile / Save aand entering a new file name enables you to save all data of the
current file in a new database. When this is done the current file continues to exist.

As you work, all the entries and changes you makamangediatelysaved in APlan. For
this reason, the comman8avehas no functionn APlan. Another coregjuence is that
you will not be asked whether you want to save your data when you close thgrgm

or a database. There is also no need to save your work at intervals during sessions!

FILE EXTENSION

Although APlan is based on &$ of "Microsoft Access" format it does not use thenco
mon file extensiort.mdb but the extension*.apl. This extension provides the advantage
that A-.Plan can be started by clicking on a®lan file.

If necessary, the original extension ".mdb" can bgllused; however, doublelicking a

file with this extension will start "MS Access" if it is installed. Because of this we strongly
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recommend you not to use both file extensions fePkan databases within one env
ronment since this would result in theeflquent confusion of files.

DATABASE ADMINISTRAN

CREATE/UPDATE BACKI@HPY

A-Plan automatically creates backup copies (seaféty on pagel33). Regardless of
that, you may create a backumpy of the current database at any time, for example
when you are planning to make major changes. To do so, choose the coniba&rd
baseadministration / Secure database in backdpmm the ribbon tabFile

If the set number of backup copies already exjstee ‘Safety on pagel33), the oldest
copy is deleted, the numbers of all other backup files are each reduced to the next lower
number and the new copy is given the highest number

OPEN BACKUP COPY

Choose the commanDatabaseadministration / Open backugdrom the ribbon tabFile

to open a backup copy created byPan (see Safety on pagel33). Please note that

the backup copy versions are numbered with the latest version having the highest nu
ber (*.bc3 is a later version than *.bc2).

You may rename the file prior to loading it to prevent the original backup copy fesm b
ing ovewritten.

Note:
Due to the fact that baaip copies are compressed when being created, using the above
mentioned command is the only way to open a backup copy. You cannot open them d

rectly (by renaming them first)!

REPAIR AND COMPRBA&SABASE

In case of inexplicable errors such as recordsbeatg found, wrong number of records
displayed, messages saying "Invalid use of null" or "No current record", the problem can
usually be solved using the commabdtabaseadministration / Repair/compress

If you try twice to start Alan together with a dective database, the program willia
tomatically propose you to have this faion executed.

The repair function will compress the database even if you did not start this function
manually. Whenever the size of the database has increased considerablyressing is
carried out automatically by-Rlan after the last user has closed the database.
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ARCHIVE DATABASE

In the course of time the increasing size of the database will impair both the handling
and the overview and ality of the database. Therefore, we recommend you to remove
finished projects from the current database and to save them iarghive database

This is done most easily by using the commabdsand Paste(see 'Copy, Cut and

Pasté on pager7?J).

In certain cases, however, it is not possible to cut a block from the database for archiving
it. For example, you cannot use the commatwkif you want to remove only a few task

bars from rows contaiing many task bars. Instead;PAan provides a function enabling

you to save a copy of the current database in an archive folder first and to delete all
those data from the currentatabase which arevithin a period you determine

You may choose any foldéor saving the archive file. The designation of the archive file
consists of the original file name followed by the archiving date in the format

" YYYYMMDD" (e.g. "Example_20110509.apl"). If possible, the designation proposed by
the program should remaianchanged. Otherwise, the existing settings (profiles) of the
original file will not be used when the archive file is opened at a later time because a
new profile based on default settings was created due to the changed designation.

Archive/Clean up Database -7 |3
Archive:
| Archive Database as:
ChUsers\Bernd\DocumentshA-Plan\Data\ArchiviProject_planning_20110313.apl
Browse... |
Clean up Tasks:
| Clean up Database @ Entire database
All displayed data*®
all selected data*
1. Delete all task bars which
before [~| 01012010 e
@ started f ended
2. Delete Empty Rows**
* Folders, projects and tasks will not be cleaned up if they are
not displayed due to the use of enabled filters!
** Rows without task bars will not be deleted if they had been
empty (= without task bar) before the clean-up was started!
Help | Cancel | E oK i

With the check boxdean up Databasactivated, archiving will have the effect that all
task bars within the selected database area or within the entire database are deleted
from the current database if they meet the conditions you specify with regard to their
starting or endhg date. The following conditions are at your choice: Delete all task bars
which either started or ended
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0 before the specified datebgfore),

o a specified number of days agag0),
o after the specified dateafter) or

0 between specified datebétween).

If activated, the optiorDelete Empty Rowsvill subsequently delete all rows which are
empty due to the deletion of task bars. Likewise, projects with all their tasks deleted and
folders with all their projects deleted will be deleted as well. However, erfgitiers,

projects or tasks will not be deleted if they had been empty before the elgawas

started!

Note:

If a database is being archived, it may be openedr®/user only Otherwise, a ms-
sage is displayed and the archiving/clagnprocess will nobe performed. In contrast, a
clearrup without archiving (see the tip below) can be performed even if tamblase
has been opened by several users.

Tip:
You may also use this function to deleteaege number of task bardHowever, deadt
vate the check boxeArchive Database aagndDelete Empty Rowbefore you use the

function in that way.

EXPORTING DATA

ACCESSING DATA USMNGROSOFT ACCESS

Apart from creatng export files as described below, you can also open-BlaA daa-
base withMicrosoft Access 2000 or a higher versitmdirectly access the data oe
tained in the database. When doing so, you can crealdtional objects(tables, e-
ports, modules) as wibut you should make a backup copy of the database first. The
structure of existing tablegannot be changeas this might have the effect that thead
tabase canot be opened correctly by-Rlan any longer!

For a detailedlescription of the structure of a A-Plan databasesee the file'struc-
ture.rtf" in the program folder of A°lan (almost all word picessing programs can be
used to open the file).

Thefile format used by APlan is Access 2003. However, convertifigjak databasesi
Access to a higher version is no problem as converted databases can be opened and e
ited in APlan as well.
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CREATING AN EXPOREF

Choosing the comman@xportfrom the ribbon tabFilewill open a dialog box where you
can make all the settingequired:

Export ==
Export file:
ChlUsers\Bernd\Documents\A-PlanData\Export.xls
Browse..,
Format Export: Task fields:
Tasks | R Do not export: Export:
MS Excel () |z| asks | eSOUrces | .
Motes - Outline_Level -
| Eolders Object Index -
V| Projects Created Priority =
Task Reshow_Date ! Task_Mame
Lasks Req_Effort =|| | unique_ID
Task Bars Effort Contact
Textl Responsible
Options: Entire database Text2 Resource_Mames
) ) o Text3 Capacity_usage
v fi_:nol_?rﬂnréj‘;ﬂgnatlons @ Displayed data Tewtd Start_Date
Text5 N Actual_Start i
| Naotes without carriage Tt e
returns and tabs &dT
Export
S — o
Help Close
Export file

The export file is the file that will receive the data to be exported.

If an export file does not yet exist, a new file is created. If an existing text or MS Excel
format file See below) is used, you can choose whether the existing file is to lve ove
written or whether the new data are to be appended to existing data.

Format

Choose from thedllowing file formats:
0 Text(.txt)
0 MS Exce{.xls)
0 MS Project(.xIs)

Separator

With the text format selected, you may enter the separator to be inserted to separate
the cantents of the record fields.

Notes on the MS Project format

Using theMS Projectformat will create an MS Excel file as well but in a form which can
be opened directly by MS Project. This solution was chosen to be independent of the MS
Project data format. Due to this, theeated file can be read by all 3.0 or higher versions
of MS Project.
o Working hours(resource calendargbsence timesndactual datawill not be
transferred
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o only thefirst (pending)task barof a row is transferred
o Costsare recalculated by MS Project

o in MS Project a new calculation is performed automatically which, however, can
be deactivated in MS Project by choos{gtions / Calculatgthen, summaries
will not be updated)

To open the created Excel table usM& Project a suitable import format mudie cre-
ated once in MS Project. This import format is identical to the export format required for
A-Plan and is described in the paragra@réating an export fileon pagel74.

Options

Use tle first check box to determine whether you wanhe@adlineto appear in the first
row of the output file with degjnations of columns displayed in the headline.

Activate the second check box to have the texhofes exportedwithout carriage e-
turns and &abs This is to avoid carriage returns within a data record.

With the formatMS Projectselected, these options are not available as the requirdd se
tings will be made automatically.

Export

Tasksandresourcescan be exported independently of each othkr.addition, you may
select folders, projects, tasks and task bars separddeltasksand, analogous to it,
groups, esources, tasks and task bars separately for resources:

Export:

]Task.s | Resources |

| Folders

| Projects
Tasks
Task Bars

Entire database

@ Displayed data

You may use the many possibilities of filtering for data export as well byliagahe fi-

ter you want to use and exporting tldisplayed data(second option). If you are going to
export certain data records frequently, you may save a specific profile which will enable
you to reload theseacords whenever you need them.

When exportng selected rows onlyselectedfolders will be exported with allisiblepro-
jects and selected projects with alkibletasks.

Note:
The optionSelected rows onlyvill not be visible unless you selected at least one row
prior to opening the dialog box.
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Task fields

All fields which are not to be exported are listed on the left while the fields to be &xpor
ed are shown in the list on the right. To determine the fields to be exported, select the
field desigmtions and click on eitheAdd or Remove

The fieldindexshown in one of the lists includes 4 digits (folder no., project no., task no.
and task bar no.) used for theternal numbering of data records.

With the formatMS Projectselected, the lists are not visible as the required figlos
determined automatically.
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IMPORTING

\GENERAL

Data of otherapplicationds imported either irMS Excel formaor inxml format if aMS
project fileis to be readgee"xml Format (MS Projectpbn pagel8l).

‘MSEXCELFORMAT

GENERAL

o The MS Excel file must consist of two worksheets nafreesk Table And Re-
source_Tablel

o It does not matter what the sequencd columns is in the two worksheets.
o Columns having a designation marked by an"*" must always be available

o Columns having an underlined designation will be created automatically by MS
Project when they are saved in Excel format.

o For an example see the filemport.xIs" in the main folder of Rlan.
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WORKSHEET "TASK TABL
Designation Type Value range | Contents Desig. in
A-Plan
ID* Nurber |17 approx . 2| unique numbering of rows in import file -
milliard
Task Name Text max. 100 cha| Designation Task
acters
Unique_ID Text max. 64 cha | lderiNumber IdeniNo.
acters
Outline_Levet Nurber |1-99 1: Level 1 ("Folder"iRlan) -
2: Level 2 ("Project"Rlan)
3-99: Levels-39 ("Task" inAan)
Priority Nurmber |07 99 or text | Priority Priority
or text |(see exphat. |if empty: 2 is used
belav)
Resource_Names | Text (see exphat. | Name/capacity usage of resources Resources
below)
Created Date/ Date (with Entry date Entry Date
Time time)
Reshow_Date Date/ | Date (with Reshow date Reshow Date
Time time)
Start_Date Date/ Date (with Planned begin Begin PI'd
Time time)
Finish_Date Date/ Date (with Planned end End PI'd
Time time)
Duration Date/ Number Duration in days (as mhatfraction) (End PI'd)
Time (is used if no planned end exists)
Actual_Start_ Dae | Date/ Date (with Actual begin Begin Act.
Time time) if empty: planned begin is used
Actual_Finish_Date | Date/ Date (with Actual end End Act.
Time time) if empty: planned begin is usied availablgit is
calculated from "Percent_complete" or fim "I
tion actual"
Peacent Complete | Number |0 %- 32000 % State of completion as % (End Act.)
(is used if no actual end exists)
Actual_Duration Date/ Number Actual duration in days (as decimal fraction) | (End Act.)
Time (is used if no planned end and no statelefioon|
exist)
Completed Date/ Date (with Date of completion Campleted
Time time) (when task is finished)
Object Text 128 chracters| Name (incl. folder) of file to be linked Object
Pattern Nurber |07 49 Number of pattern used for task bar Pattern
Notes Text any text (max| Note text of row Note
approx. 2 nill| (w/o formatting!)
ard charers)
Notes_Bar Text any text (max| Note text of task bar Note
approx. 2 nillf (w/o formatting!)
ard charers)
Successors Text (see explan | Number of successors and type of link -
tions blow)
Textlg TextlO Text max. 100 cha| Any text Textl Textld
acters
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Numberl¢ Num- Nurber |- Any number Numberl
berl0 Nurber10
Time_Unit_Work [ Nurmber |1-6 (see® | Time unit of work Time unit of
planations Wok
below)

If resources were assigned (colufResource} the following values witiot be taken
into account because the values entered for the resources are used in this case (see
"Worksheet "Resource_Table'ldn pagel81):

Designation Type Value range | Contents Desig. in
A-Plan

Standard_Rate | Number |- Planned costs per unit of time Lab. Rate PI

Act_Standard_R| Nurber |- Actual costs per unit of time Lab. Rate Ac

ate if empty: planned \ae isused

-999999: default value is used

Fixed Cost Nurber |- Planned fixed costs Fixed Costs
PI'd

Actu- Nurber |- Actual fixed costs Fixed costs

al_Fixed_Cost if emptyplanned \ae is used Act.

Time_Unit_Cost [ Number | 1-6 (see expt | Time uhiof costs Time unit of

nations below) Cost
Calc_Method_Cq Nurber [0-2 (see expl | Calculation methoddbour costs Cost Calc.
st nations below) Meth..

Explanations

Priority

Designations in "MS Project" | correspond to these values ifPhan

"Do not reconciliate"
"Highest"

"Very high
"Higher"
"High"

"Medium"

IILOWII

"Lower"

"Very low"

© |0 |IN oo o1 |h~ W (N |k O

"Lowest"

Resources
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Designations of assigned resources and their capacity usage (in square brackets) if the
usage is not 100%. Bral resources must be separated by a semicolon(;). The @design
tions of resources must exist in the column "Name" of the worksheet "Resource table1"
(see Worksheet "Resource_Tablelon pagel8l).

Example:
"Miller;Johnson[80%];Lorry 1" or
"Miller;Johnson|[0,8];Lorry 1"

Successor

The values are composed of one or several number(s) of the successor(s) (as entered in
the cdumn No.) and of the type of link:

Format n[VA]X][;n[VAIXILAVAIX] ...

n Number of successor (see column "No.")
VA |Type of link

"FS" (or empty) End/Begin

"SS" Begin/ Begin

"SF" Begin /End

"FF" End/End
X Text (if added by MS Project) is ignored biplan
Examples:
Value Meaning in #Rlan
"3" one successQiEnd/Begin link
"3;5" two successors, End/Begin link each
"3AA;5AE" | two successors, first with Begin/Begin link,

second with Bgin/End link

Time units of costs and work

Value Time unit

"1" Minute

"2" Hour

"3" Day

"4" Week

"5" Month

"6" Year

(empty) Default value is used
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Calculation methods for labour costs

Value Meaning in #lan
"0" precisely

"1" round up/off

"2" round up

(empty) Default value is used

WORKSHEET "RESOURBBLE1"

Designation Type Value range | Contents Desig. in

A-Plan
Resource_Name* | Text max. 50 charaq Resource desaion Resource
Group_Name Text max. 50 chara Resource group Group
Code Text max. 64 charaq Resotce Idenhumber IdentNo.
Cost _Per Use Nurber |- Planned fixed costs Fix. Cost PI'd
Actu- Nurber |- Actual fixed costs Fix. Cost Act..
al_Cost_Pe Use if emptyplanned value

is used
Standard_Rate Nurber |- Planned costs per time unit Lab. Rate PI'd
if emptydefault value is used

Actual_Rate Nurber | - Actual costs per time unit Lab. Rate Act.

if empty: planned \ae is used
-999999: default value is used

Overtime_Rate Nurber | - Overtime labour rate -
(is entered infAan in the row "@imme" ag
labour rate)

Object Text 128 charters | Name (incl. folder) of a file to be linkeq Object
Notes Tex any text (max. | Note text ofsource Note
approx. 2millian (w/o formatting!)
characters)
Textlg TextlO Text max. 100 cha | Any text Textdi Textl0
acters
Numberlic¢ Num- | Number |- Any number Numberl Numberl0
ber 10
Time_unit_costs | Nurber | 1-6 (seeexph- | Time unit of costs Time unit of
nations on "Ta Cost
tablel")
Calc_method_cost| Nurber | 0-2 (see exagt | Calculation methoddbolr costs Cost Calc. Meth.
s nations on "Ta
tablel")

XML FORMAT (MS PRGJE

Data can be exchangedxml format between APlan and MS Project in both directions.
With this format all those data is transferred which is supported by both programs such
as e.g. dependencies, resources with their allocations and capacity usage, calendars,
notes, links etc.
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The data listedbelow cannot be transferred as it is handled differently in botbgpams:
1 Buffers

1 Interruptions

1 Colours of time bars

1 Actual times

LOADING THE IMPORIHE-IN APLAN

To start the import function in #Rlan choosémport from the ribbon tabFile If a file has
been opened in Alan, it is closed first.

Next, in thelmport file box enter the name of the MS Excel file containing the data to be
imported:

Import 7 =
Import file:
Chldsers\Bernd\Documents\A-Plan\Data\import.xls
E Erowse... i
Help | | 8] 4 || Cancel |

Clicking orOKwill read the data from the Excel file and will display thenthe main &-
ble of APlan.

As the file is still unnamed inRlan, you should finally choosde/ Save aso save it by
name.

Note:

If you want the data to be inserted into an existingPlan database, copy (or cut) them
to the APlan clipboard fits Then, start APlan a second time with the database you
want and paste the data from the clipboard.
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USER ADMINISTRATION

GENERAL HINTS ON MAETHUSER VERSION

With the multiruser version of A°lan s&eral users can access a database simultaneously
(see"Organization of dataon page37) and changes made in the database are alstal
to all users a short time after they have been read

Usersare savedn the database together with their permissiondf necessary, several
databases can be created and different users and permissions can be entered iraeach d
tabase.

To avoid a negative effect on the performance as a result of an updale @lients in

the case of a large number of simultaneous users, at first only the data of visible and
open projects (level 2) are updated at an interval of 10 seconds. If another project is
opened, the update if necessaryis carried out while it isgened. A complete update of
all data is carried out every 10 minutes. Likewise, it is carried out before a printout is
made and lefore a report is created.

To prevent several users from making changes to the same record, individual records or
database aras respectively can be changed by one user only at a given time. If two or
several users are trying to change the same data at the same time, a message will pop up
indicating that the record or area has been locked and that the operation can betexecu
ed laer.

For each foldeof a database individuaccess permissionsan be assigned to eacls-u
er.

The database can be installed either on a server or on a client PC connected tovthe ser
er. In slow or often overloaded networks we would recommend you toestibe dat-
base on the PC which will access the database most frequently.

Important:
A prerequisite for operating-Rlan in a network is that you purchasedetwork license

and that every user has a license. This also applieRiaAwas installed or te be n-
stalled on a central server (semstallation T on pagelO)!

If licensed for single users;Aan will always open filesxclusivelywith no multiple a-
cess leing possible.
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ACCESBERMISSIONS

ENTERING USERS (IWMNISTRATOR MODE IOfN

Note: As compared to the usedaninistration in MS Access databasesaésed in this
chapter some differences t8QL databasesxist with regard to users. These diéaces
are described in the paragra@QL Versiofsee"File functions of Alan 12 SQLlon
pagel93).

L [ When a new database is opened fol
the first time, the user name willla

ways be "User 1" with no pasord

Mo password required for file: assigned_
‘ChaPlanl2yData\Expl_Project_planning.apl’

Password: Change passwnrd]

You should enter a password immel

_ L ately (click o Change pasword) to
[You may add new users in the tab Tools™ / 'Users’ after .
you have opened the database.) prevent unauthorized users from

opening the dtabase.
ok e ]

Please click "OK'!

"User 1" is given administrator rights as a default to enable him to create more users
and/or to delete existing users. Only those users are alloweadtess a database who
are entered in the user administration of the database concerned.

To enter and edit user data, choosksersfrom ribbon tabTools

User administration (]
] Users | Permissions |
Mame Password logged Std. Master Admin read Web- Release .
on User only  Viewer
EE__IZIIZIIZIIZIIZIIZI-
Henry
Sort
James |:| |:| . =0
Mary |:| D D
User1 [l 12.00.020
webadmin
A-Plan: 4 of 200
- WebViewer 4 of 20
[ User-Liste Active Directory und SQL-Server ] [ OK ][ Close ]

ClickNewto create a new user. Use the columArsPlanto enable the new user for the
current database.

The number of enteredsers cannot exceed the number of purchased licenses. $he u
ers "admin" and "webadmin" (see below) are not taken into account when timetew
of users is compared with the number of licenses.

A user name cannot be deleted (use the butfdelete) as long abke or she is logged on.
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If a userforgot his/her password the administrator can reset the password by deleting
the three asterisks. This will enable the involved user to enter a new password the next
time he opens the database.

Name, Password

Next you nay enter theuser name You may also entergasswordwhich can be
changed by the involved user at any time (ribbon Taiwls/ Password. If no password
is entered, the user concerned capen the database without entering a password
However, he/she shdd enter a password as soon as possible.

Logged on

The columrogged onshows the users who are currently logged on to the database. If
the logon status of a user was not set to "no" during a system crash it can be reset by
clicking "yes".

Std. User

Std. sers can use-Rlan in compliance with the set permissiosed"Assign access
permissions on pagel87). Users who just use the WebViewseé¢"WebViewer (p-
tional)' on pagel99 must not be activated in this column as they should not be diclu
ed in the counting of licenses.

Master-User, Admin

All users can be assignatasteror administrator rightsby additionallyclicking the e-
spective field

Master rightsare required for the following functions:

1 Setting of user permissions

1 Changing of database settingeé"Database settingson pagel25)

1 Entering and deleting master lockseé"Locking of rowson page43)

1 Entering data of any resources in time trackisgg' Time trackin on page217)
Administrator rightsallow you to make all of the abovwaentiond master user féngs.
In addition, administrators are allowed to

1 create databases on a SQL server

9 create or delete users

1 reset password

1 overwrite an oiginal database by a backup copy

Obviously, a user having administrator rights automatically has master rights as well.

Read only

All users can be set t@ad only.Independent of the settings made in the t&@rms-
sionssuch users cannot make any chasge

Note:
Even users havingaster or administrator rightscan be set taead only. It is true that
these users may reset this limitation but the intention of doing this is to prevent those
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administrator and master users from making inadvertent changesavasupposed to
carry out superior controlling tasks only.

WebViewer

Users who are to be informed on the current state of affairs with the help of thb-We
Viewer gee"WebViewer (optional)on pagel89) are activated in this column.

Release

The columrReleasdlisplays the Alan release the user is currently working wilbd
"Info about APlan (icenses, releaseumber)’ on pagel?2).

USER "ADMIN" AND "V HADMIN"

InallAt £y RFEGIFOoFasSa GKSNB INBE by2N¥YIf dzaSNHG
namely the users "admin" and "webadmin". The user "admin" cands& foradminis-

trative tasks only such as creating users, assigning user rights and setting of database

options. As he cannot view or change data, he is disregarded when the number of used
licenses is compared to the number of users.

¢ KS dza S NJ iséebuirdd RviieWebViewerof A-Plan which is described in the
chapter 'WebViewer (optional)on pagel9l
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ASSIGN ACCESS PEBMINS

Each user entered in the user administration can be assigned different accesspermi
sions for the folders and (additionally) for the projects (level 2) of the curretalzhse:

Uzer administration @
Users | Permissions
Folder George Henry Rebecca (") standard
Calendars Default Default Default ) Create
Example.s . : Default Default Default -é-éﬁ'ﬁ'ﬁ'ﬁﬁé
- E-Business integration Default Default Default T
- Project 2 — Default Default © Read
- Project 3 Default Default Default i Na
Externe Default Default Default [T Planning locked [-F|
Internal staff Default Default Default -

[ Costs locked (-K1)
[7] Costs hidden [-K2)
|:| no global alarm [-A4)

Default

() Create

) Change

@ Read

Dimg

[T Planning locked [-F)
[] costs locked [-K1)
[] costs hidden [-K2)
|:| no global alarm [-4])

[¥] show projects

o [

As long as no specific setting is made for a usergéfault settingmade on the lower
right will automatically be applied to him.

Note: When anew folder/project is created the user creating it is by default given the
highest permission (= "€ate").

Permission  Create / Delete Change data Read data? Indicator?

data *
"Create" yes yes yes -
"Change" no yes yes r;l-l
"Read" no no yes r A
"None" no no no -
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1 Create /Delete data refers to projects, tasks and task bars

2 |n the main window, folders for which no read permission exists are not visible t
user concerned. In the task list, ampty tab pane is displayed.

3 The corresponding indicator is displayed in the column Status Ggaljols of the
Status columhon page26) of the main window or the property window.

In addition, settings can be made for each folder and each user to determine whether
the alarmsset in a folder will be displayed when the set date and time is reached.

With a folder and a user selected, permissions are changed by clicking on the option
fields to the right of the table or by clicking on the right mouse button to have aypop
menu displayed (see screenshot).

Clicking on a folder, project or user name will allow you to select entire rows or columns
as well. You may also select a squamadry keeping the left mouse button pressed
down.

With the optionShow totalactivated(see Tasks on pagell6), the "folder"Total will

be displayed in the list as well. However, the perioiss "Read" or "No" will be avai
ble for this "folder" only because the contents of this row are calculatedraatically by
A-Plan

Preventing planning data from being changed

You may prevent any user from changing planning data. This means that suslcaise
just view planning data in the concerned folder/project but they can enter and/or
change actual data only.

Preventing limits from being changed
Any user may be prevented from changing limstse('Limits' on page62).
Hiding of costs

Any user may be excluded from the display and printout of fields containing costs.

Permission is required for assigning resources

Only users having at least write permission for a resource groupasggn resources of
this group.

CHANGE PASSWORD

Change password |- % |#=%]| The password (any characters, not more than 20 ota
[User: George | ters) can be changed for the administrator as well as
all other users. To do so, click on the buttBhange

Mew password: ek )

passwordwhen yau log inor by choosélools / Passwor
Password confirmation: ***|

afterwards. You have to type the password a second
ok | [ cneal || toconfirm it.

No password will be required to open the database if you leave the entry boxes empty.
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Please note that the entry of the passworcta&sesensitive. The password you enter is
valid for the current databasenty!

Note:
If you forgot your password, it can be reset in administrator mode (Ee€ting users
(in administrator mode only)on pagel84).

LOGIN WHEN OPENINGATABASE

A-Plan 2010 - Enter user name = Working with a network vesion of A
User name: George Plan will always prompt you to entet
Password: ] e your user name and your pasord if

you try to open a dtabase.

Please enter for this database
'Documents\A-PlaniData\Expl_Project_planning.apl’
a valid user name and the password assigned to the user name,

Help [ OK ]| Cancel |

If there is no risk of other persons usipgur PC, you might be unwilling to enter the-u

er name and password each time you open a database. In this case, you may append the
name and password asparameter to the starting command of-Rlan(e. g. ".\A-
Plan12A-Plan12.exe /u:Millerr:secret”, sé@. Starting APlan with parameterson page

262). However, if you use several databases, this will work only if you use the same
name and password for each daase!

PROFILES

Normally, the individual settings (= profiles, s&¥ith the single usewersionthe pro-
filesare, as a default, savad the folder"Documents A-Plan Profiles". If necessary, you
may choose another folder for saving theofiles.

With the nulti-userversionthe profiles are saved and synchronized both on thelloca
computer and on a server.

For more details regarding profiles and profile folders seaving options in profiléon
pagel38.

Note:

If you do not have good reason for acting diffietly, do not change the describead
fault structure used by #lan in order to make sure thatPlan will always find the
saved profile settings, even if it is used on several computers or if there is no access to
the server. For more details se8aving options in profilé®n pagel37.

Saving options in profilé®n pagel38) of each user are saved in the folder "My Doc
ments A-Planprofiles". The profile folder can be stored on a networkveeras well.
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However, if this is done, each user should hlaseor her own profile foldemhich can

be specified either in the dialog b&gptions(see Profile foldet on pagel37) or by a-
pending it as a parameter whenan is started (sedB' Starting A°lan with parare-
ters' on page262).

Moreover, users have the possibility of using certain profiles together"Géxbal Po-
files' on pagel39), supposed that superior profile folderexists in which each user has
hisown profile folder holding his personal $engs.
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SQLVERSION

WHAT & APLAN 12 SQL?

A-Plan 12 SQis an additional variant of-Rlan 12 which provideslzetter performance
and ahigher data securitythan the standard version of-Rlan by saving the data aite
natively on avlicrosoft SQL Servesr on aMySQL Server

With several users working simultaneously, the SQL versiorPtdii\is significantly fas
er than the standard version ofRlan 12 (blue bars):

Standard
Single User

Standard
Multiuser

saL
Multiuser

0% 20% 40% 60% 80% 100%

The measurements were made during a critical action-Bfak- the simutaneous alb-
cation of several resources to a task with automated adjustment of the duration and
shifting of a large number of interdependent tasks. With less {amtical actions the
improvement is less obvious. However, in such cases speed is lessant@ryway.

A changeover from the standard version to the SQL version is possible at any time and
existing data can be transferred without any problems to the SQL server. Due to this fact

it is no problem at all to start with the standard version ePAn and to change over to
the SQL version later. No financial disadvantage will result as the price difference b
tween the two versions will be charged only.
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SYSTEM

USE OF A MICROSOKRL SERVER

When used with a MS SQL serverPhan 12 SQtequires the dditional installation of
one of the following software packages on the network server you use:

1 Microsoft SQL Servdwversion2008or higher) or

1 Microsoft SQL Server Express Edit{@arsion 2008r higher)

TheMicrosoft SQL Server Express Editisravailable free of charge. This free version
has a lower performance compared to the offidiéicrosoft SQL Servewrhich is avad-

ble for purchasing. For use wilitPlan 12 SQthe free version is sufficient under normal
circumgances.

If aMicrosoft SQL Servas not yet available to you, it is the best solution to install the
Microsoft SQL Server 2012 Express Editidrichyou can find in the internet on the M
crosoft pagesHttp://www.microsoft.com/en-us/download/details.aspx?id=2906as of
10/2013).

For the administration of the Express Edition we recommend you to install the variant
with the Microsoft SQL Server Management Studio Express

Important note:

By default, no access from other computers to the SQL server is established when the
Express Editiors installed. For an instruction regarding the remote access see:
http://blogs.msdn.com/b/sglexpress/archive/2005/05/05/415084.aspx

The best solution is if-Rlan has a SQL server of its own but this is not a prerequisite.
However, it must be pointed out in this context that?an users are created as regular

usas of the SQL server but they have permission only for théafA database in which

they were entered as users. Users who have administrator rights-RiaA are automia
AOFLftte 3IAAPSY a{@al RYAYd& NAIKUIGeargewB®S { v [
Databasé on pagel93).

We hope you understand that weannot provide any support for théicrosoft SQL

server. For detailed information regarding the installation and administrabb®QL

servers please refer to the documentation provided by Microsoft and to books available
on the market.

USEOF A MYSQL SERVER
TheMySQL Serveyou use should be of version number 3.23 at least, versions 4.1 or 5.0
and higher versions are faster andve a better performance.

In order to access a MySQL server witRlan 12 SQL, both-lan and theMySQL dad-
base driver, version 3.5{'Connector/ODBC") must be installed on the computer you
use for running A°lan.

You may download the driver free ofage from
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http://www.microsoft.com/en-us/download/details.aspx?id=29062
http://blogs.msdn.com/b/sqlexpress/archive/2005/05/05/415084.aspx

http://dev.mysql.com/downloads/connector/odbc/3.51.html

ENABLING THE SQL\AHR MODE

If you intend to use the SQL variant ePRan 12 you have to activate the SQL server
mode first inOptionsin General program settings / Settings

Options

e Aara e
Columns/Rows - Resources
Gantt chart/colors

Task bars/Motes/Legend

Default values for new entries

Priority: | 2 }=

-

Tirme range Task bar length:

Fents/Line spacing @ Adjusted to resolution

Header/Footer () 1 workday

Logo/Text field () Fixed duration: | 0 - Day(s)| 01:00 -

Printer settings/Margins
Designation of task bar = Designation of row

Database setti
ngs DCreate task bar automatically in new row

Bar patterns - individual

Capacity Usage 100 = %

Bar patterns - depending on
pricrity

Time/Week numbers

m

Costs/Abbreviations
Holidays

Safety

General program settings

Settings
| g

Messages/aids/email

Profile folders

1

Hrs.:Min.

Default values for alarm
Day(s) Hrs.:Min.
0= 00:10 =

-

@ Before begin () After begin

SQL Server
[Activate 50L Server mode ]

Cancel

Apply

FILE FUNCTIONS OPLAAN 12 SQL

CREATE NEW SQL DATBBA

A new SQL database cannot be created unlesS®E modéas been activatedsge

"Enabling the SQL Server M8am pagel93).

1. Choose function
/| K224&8$§

=E & -

Start

@ |

View Data Table

uj Create new SCL database

s

.
7 Open 50L database

-

0 K SCreatd new BQLRatabase T NP Y Filei &

GFro a
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2. Save database

r S0L server login @ First, type the name «
your SQL server into
Server
the Save database
@ Microsoft SQL Server My QL Server diaJogue box. Then
server name: | Server\sglserver enter a user who has
the permission for
| Connedt | creating databases

and users (with MS
SQL servers doing th
NB lj dzA NB & - ¢

Log in L
@ 50L server Authentication H?hdeﬂnu;iatinn Ip;ermlssulz/ln; SQL
a new ser
User name: 53 er was installed, the
Password: correspAonding user
| cancel | y I YS Aa aci
Change password |T|p| MySQLAserver the
HP vy YS Aa at
Fermitted A-Plan databases Flnally ¢ A Odnneoﬁ
Please click on "Connecdt’ to have the available A-Flan databases displayed! to Iog in to the SQL
If the requested database name is already entered below, you may click "OK server.

immediately. This will help to establish the connection much faster.

Data base name: NewDatabase

If the connection cannot be made, please check the server name and your login details

Next, enter a database name at the bottom of the dialogue box.

3. Create users
After it has been saved, the name of thetalaase is displayed in the title bar offAan.
Next, start the user administration from the ribbon tabols

@ RSTrdzZA G GKS LINPAINFY ONBIGSa GKS dzaSNE
the same passwords as the user who created the database

To add more users, just cliblew.

In contrast to the standard version offAan, these are global users in the SQL version

and can therefore exist only once on the server concerned. As a consequence, this

means that

1 all users who have access to adeone APlan database must be created as users on
the SQL server (="login"),

1 a user cannot have different passwords for differeAPlan databases (if necessary,
passwords can be changed or reset directly on the SQL server),
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1 A-Plan users without adminisdtor rights can access only thoseéPfan databases for
which they have permissionhence they have no other permissions (and are rst a

signed to a server role)

1 Users with administrator rights for at least oneéPfan database have extended rights

on the SQL server (server roles "dbcreator” and "sysadmin®).

9 Note:

The name of the #lan administrator admin ¢ is very often in use already on a SQ
server. For this reason, his/her nameajdan_adminwithin the SQL server. Nevegh
less, the login to Aan can still be made as before with the naa@minas this de-

ignation is automatically extended byptan to aplan_adminbefore it ispassed on to

the SQL server.

1 Users can also be taken over directly from fative Directoryinto an APlan

database.

1 From the list of users of the Active Directory it can even be seen which of the users

already exist on the SQL server, whether they have permissionfaAdatabases
already and, if yes, for which databases they do have this permission:

Domain Mame [Active Directory): gser grmlps

|I:|raintm:|l

| Leaving the field empty will read the users of the 5L server anly. |

Cranizational Unit (OL):

|I:|raintc|cnl'-_tean12

Please separate subunits by backslash ie.g. companyl ' department2) ader
Ol = .. Oll= . . DC= .., DC= ., 0 iupper field is ignored in the second case),
Leaving the field ampty will read the entire Adctive Directory!

Create list ]

|

E A

E

OoEEEEEER a0EEEE

| : g

Without indiviclual users whao already exist in the current database, |

F

Take selected items over to current database!

A-Plan 12.0

SQLEVersion | 195




TheDomainName is entered automatically when the dialog box opens up. If need be,
the name can be changed. In addition, you may specify whether tousaisonly,
groupsonly or both of them.

To prevent the complete Active Directory from being read, we recommendter ¢he
organizational unitas well (subunits are separated by backslashs).

Next, clickCreate listto read available users and/or groups. If a large number of users is
to be taken over, it is suitable to cluster them in a group onAli¥irst so that tre en-
tire group can then be allocated.

Selecting users ithe first column and clickinfjakeselected itemsoverto current data-
basewill take over all the selected users into the open database.

Users who already exist in the current database are not aysul, whereagroupsare
displayed. This is due to the fact that you may read groups frequently in order to include
new group members into the-Rlandatabase or to delete existing users if they are no
longer members of the group.

If necessary, users oraups caralso be created as logins on the SQL server farsd
can then be taken over into anfPlan database with the help of the list without reading
the AD (in this case leave the field for the domain name empty).

Closing the list will show the updatdidt of users in the user administration:

r x|
Users | Permissions
Name Passwond f Active Dir. logged |Std.  |Master- Admin|read |Web- (Release Mew
on User |User only  |Viewer
admin i J 12.00.023
benutzerl BRAIMNTOOL GR_SOLBenutzer (AD) b v
benutzer2 BRAIMNTOOL GR_SOLBenutzer (AD) W v =
Henry BRAINTOOL (AD) Vv v
Teaml.Mamel BRAIMNTOOL (AD) W J
Userl e W W
webhadmin
A-Plan: 5 of 200
WebViewen: 4 of 25%
*Demo mode
[ User list Active Directory and SOL Server ] [ QK ] [ Close ]

If users were taken over from the AD, their password cannot be changed or deleted in A
Plan. Instead of showing three asterisks, the colitassword Active Directoryshows
the name of the AD andif existingg the group separated by a backslash.

Note : For safety reasons it is not possible withifPkan to grant the admin right for the
A-Plan database to a user who is a member of a group. On the SQL server thisevould r
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quire 'sysadmin’ rights which would autmtically be granted to all group members. This
means that those users who are to be granted admin rights must be allocated ad4ndivi
ual users and not as members of a group. If the group was already granted 'sysadmin'’
right on the SQL server, individuaears of this group may be given admin rights for th
A-Plan database.

OPENSQL DATABASE

m Start | View  DataTable Choose the comman®penSQL databaséom

the tabFile
_Ij Create new SCL database
= O SCL datab
7 Open atabase I,:}
SQL server login |- @ |[s3] | If your user name was
. not entered from the
erver . . .
| Active Directory into
@ Microsoft SQL Server MySQL Server the APIan database,
Server name: | server2isqlexpress jUSt CliCkSQL Swer
Connection haz been madel W AUthentlcatlon’ typed
l—l your user name an
password and finally
clickConnect
Log in With the Windows Au-
@ 50L Server Authentication ﬂindnws ) thentication yOU need
- Authentication not make any entries ¢
c
User name: Hennj it will use the current
Passwaord: ok Windows user.
IJzer logged in ta the server lﬂl The list at the bottom

Change password |

[ _mep | |of the window displays

the A-Plan databases

P itted 4&-Pl datab .
Ermitted A-Han databases for which the current

Mame Size | last change - ;
" 944 ME 0R.02.207130855 | u_ser does have PErTsH
IFIBME 230620131308 — sion.
331 MB
8.06ME 01.07.201312.00 Doubleclick the nam
431 MEB 090220132136 oubleclick the name
of a database to open
it.

Data base name: | NewDatabase
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To open the database in the future will not require you to connect it first because the
name of the database that had been opened before will automatically appaae bd-
tom field and will be connected as soon as you will have cliCked

SAVE SQL DATABASE AS

As soon as a database has been opened, a copy of it can be saved on the SQL server by
choosing the comman8ave SQL database.d3f course, this also apes to an APlan
database inVIS Access formatHowever, the current user must have administrator

rights (‘sysadmin’) on the SQL server to carry out the function.

Thecopy of theSQL databaswill also include all users with their permissions

Copyinga MS Access databade the SQL server will include all those users into the SQL
copy who already exist as logins on the SQL server. Supposed that the users are written
identically it is of no importance whether the users on the SQL server are userthigom
Active Directory (AD) or whether they are manually added users with SQL serven-authe
tication. Likewise, users of an AD group on the SQL server will be added.

In case of a large number of users it may be helpfalister them in a group on the AD
and to create the group as a login on the SQL server prior to copying the Accass dat
base.

Optionally, even the usemsho do not yet exist on the SQL serveray be taken over
They are created witlsQL server authentication and a password is assigned to them
which is displayed when the copy is made (for safety reasons the password is mot me
tioned here in the documentation).

DELETEQL DATABASE

A-Plan databases saved on a SQL server can be deleted-RIEnAf the current user
has administrator rights.

MS ACCESS DATABASE

The menu item®New, Openand Copyprovided in the submeniS-Access database
enable youo work with MSAccess databases in the same way as you do in the standard
version of APlan.

The commandCopyallows you tomake a copy of an MS Acceldabase as well as of a
SQL database. In both cases the target format will beAgt&ss. Like the commaisave
SQL database dhis requires administrator rights as well.

Users will be transferred completely with their permissions. Due to the factgass:

words of users of the Active Directory cannot be taken over, the password of the user
‘admin’ is inserted for them. Users concerned by this are displayed after copying so that
the user '‘admin’ can then delete or change the passwords of these usdrs uséer a-
ministration.
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WEBVIEWER (OPTIONAL)

OVERVIEW

CURRENT PLANNING AABLE AT ANY TIMEIBPLACE

The optionally availabla-Plan WebViewerllows you to access current planning data
and schedules with all sorts of devices supposed that they areemted to the Internet
through a browser.

As no additional installation is required on the involved device, all required data are
available even on smartphones, as for exmple on the iphone, or on tablet computers:

Due to the fact that any type of @pating system can be used, thePdan WebViewer is
able to display the data even on Linux or Apple computers etc.

Data are updated by thA-Plan WebCreatoon standard webpages at regular intervals
as set by the operator. This enables you to providéhallinformation needed for the
smooth execution of the project to all involved persons, ranging from superiors, project
partners, staff in the field, assembly workers to suppliers and customers.

Of course, the WebViewer allows you to preset both the ant@irdata and the -

played period for each user. As a result, each user will view just the data you specified
for him. As all web pages of the WebViewers can be opened with a valid user name and
an assigned password only, there is no risk of unauthoneegons getting access to

your data.

Output quality is very good either as all views can be made available as PDF files which
can be downloaded and printed.

Compared to a completely webbased project management software, this soluten pr
vides the followng advantages and benefits:

1 You can create and manage your data in your familiar Windows environment (with all
the functions you are used to, such as permanent operation with the mouse etc.).

1 No loss of performance during the planning stage due to slogriet connections
1 Original data remain on your internal corporate server.

A-Plan 12.0 WebViewer (optional)f 199



9 Data backup is still carried out in your corporate network.
1 Only authorized data is provided to WebViewer users.

1 No installations are required on external devices.

1 All types of dewdes and operating systems are supported.

HOW DOES THE WEBVERMWVORK?

Thedesign of the APlan WebViewer is as simple as possible and refrains from using
any functions (such as for examplkdash Player etc.) which are subject to the risk of not
being suppaed by some of the used devices or operating systems.

The WebViewer pages are made up of quite normal graphics with a navigation bar on
the left which displays short texts and minimized objects of the respective first page to
give you quick orientation:

€ Test - Windows Intemet Explorer (===
@uv | &) http:/fwnt braintool.com/XVZ-AG/Tom, ~ 4] x ||l tive Search P |

¢ Favoriten 55+ (8] braintool - Projektmanage... | @ Test

Aktuelle Planung
aver [ wmaizon [ Juwnzott [ Juzoid [ Aug2011 [ sep2011 | oxz011 |
| | | 02 Joa !15 123 |§|g 105 113 lzn !27| !04 !11 113 !25 lm lna 115 !22 12? lg 112 !19 lzﬁl !na lm !17 124 H
01 Projekie 02.09.10 537 T "Fogite’
Montagenalle 01.05.11 0 o —
Planung 01.05.11 Flnng T
Plane, Finanzierung 01.05.11 F’l‘anﬁ. ér:‘anz:aun‘g
enehmi 19.05.11 nehmigung:
Bauplatz 250511
Vorbereitung Bauplatz 25.05.11 lo] vor bereitung Bauplstz
akruelle Vorgange der Ressource To Anschluf Baustrom 250511 T -
A=l Unterirdische Kabel und Leit 26.05.11 el
Stand: 29.05.2010 00:25 Fundament 300511 i - : -
Ausschachtung 300611 W asscrsammg | |
Schalungsarbsitan 02.06.11 b | Schalungsaro
Fundament, Kellerwande 24.06.11 5L~ Fundament.
Austrocknen 08.07.11 BT ] aste
Ausschalen 19.07.11
Abdichten 21.07.11
Abnahme Fundament, Keller 260711
Auffullen mit Erde 2707
Rohbau 27.07.11
Kelerdecke 27.07.11
Erdgeschosswande 2007.11
Erdgesc 03.08.11
Wande 1. Geschass 050811 ;[:] Wénde 1. Geschoss
Decke 1. Geschoss 100811 ] pesee 1 Gecos
Dachstunl 18.08.11 wC ] ocrsun
Abnahme Rohbau 24.08.11 Atnahme Rohbau
Fassade, Fenster, AuRentiiren 250811
Dach decken 25.08.11
Dach isolieren 250811

Nr. | Vorgang ‘ Begmn‘

Urterirdis che Kabel und Leitun,

BerndD: A-PlanD ateri Ak uele Projek = apl

Aktuelle Planung

Detaildarstellung Mai 2011 [ Jwnzotr [ Juz2om Aug 2011 [ Sep2011 | omz011

Beschr: - | Vorgang Beginn 16. [z Jeo. o6 [12. oo Jor fos. J11. [1e. fos Jo1.Joe [15. Jo2 Too. Jos. 12, [1a. fos Joz. 10 J17. ba
detaillierte Darstellung der aktuellen Projekte Dachrinnen, Fallrohre 200811] 1 Dsld'mm:mn, F:sli:h‘ls |
FdiE= F assadenv erkleidung 29.08.11 Fassad
Y
T s

Stend: 29.03.2010 00:23 AuBentiren einbauen 02.08.11 Al
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Clicking the grahics will display them in PDF format so that they can be printed in high
quality if need be:

The preparation of the views and the automated updating of the Internet pages is done
by the A-Plan WebCreatarlt is also used for managiniget users of the WebViewer and

for making the settings of all views. In addition, the update interval for each user can be
set here.

If A-Plan is used in multiuser operation, a license for the WebCreator is necessary as well
as a license for each user dbet\WebViewer.

For the single user version offAan an integrated solution exists. It differs in sorme r
spect from the multiuser operation as described WebCreatorg Single uséron page
216.
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