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INSTALLATION

GENERAL HINTS

SYSTEM REQUIREMENTS

To install and run A-Plan, your computer must meet the following requirements:

MS Windows XP, Vista (32/64 bit) or Win 7 (32/64 bit), Win 8/8.1 (32/64 bit) and Win
10 (32/64 bit)

approx. 120 MB free hard disk space

administrator rights (required for installation only)

Microsoft SQL server (SQL version of A-Plan only, see "SQL-Version" on page 192)
A-Plan can also be installed without any restrictions on a terminal server.

SINGLE-USER INSTALLATION

INSTALLATION

1. Unzip the downloaded installation file (see
http://www.braintool.com/en/download-pm-software-trial/ ) and double-click
file Setup_APlan2016.exe
or
Insert the installation CD (if the starting screen does not appear automatically,
double-click start.exe in the root directory of your CD).

2. If Windows Installer is not yet available on your PC, the installation program will
install it first.

3. During the installation of A-Plan you may change the default target folder. If
possible, do not install A-Plan 2016 in a directory which contains a previous ver-
sion of A-Plan.

Click on Continue and the installation will be completed automatically.

Note: If there are problems during installation, please click on the installation program
with the right mouse button and select Run as Administrator.

LICENSING

After you have started A-Plan for the first time, it will prompt you to enter Name 1 (and
Name 2, if applicable) as well as your license key:
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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 of A-Plan, you will find the required information on your
CD cover. When entering license information, make sure that you enter it correctly (be
aware of small and capital letters and of blanks). Then click the button License.

As long as you have not purchased a full version of A-Plan, you may test A-Plan for 30
days. To start A-Plan in the test mode, click the button Evaluate. 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 get access to the full version. You will be given your license key
as soon as you have purchased the full version.

New licenses (additional modules)

If you purchased a supplementary license for the synchronization module or the time
tracking module, just open the license window by clicking ? File / Help / Licensing of A-
Plan and enter the new license key.

INSTALLATION IN A NETWORK

We urgently recommend you to install A-Plan on each client and not on a server (except,
it is a Terminal Server). In the long run, this will result in a minimum of problems
(caused, for example, by program library versions being different on clients and on the
server, by wrong or missing references etc.). With A-Plan installed on each client, all us-
ers can nevertheless access a common database located on a server!

INSTALLATION

INSTALLATION OF THE APPLICATION

The network version of A-Plan is identical to the single-user version and is installed in the
same way (see "Single-user installation" on page 9). The networking functions are not
activated until the respective licensing data have been entered.

The CD directory of APlan2016 includes the msi file for the Microsoft Installer enabling
you to easily perform the installation in a network by using a software distribution pro-
gram.
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1. Using no software distribution program, you might be unwilling to take the instal-
lation CD to each client for installation of the program. To avoid this, just copy the
installation directory APlan2016 (with all of its subdirectories) to a server and
start the installation of the program at the clients by double-clicking setup.exe.
This way of installing the program on the clients provides the additional ad-
vantage that the individual users no longer have to enter the licensing data after
they have started A-Plan for the first time. To install the program in this way, pro-
ceed as follows:

2. Install A-Plan on a client.
3. Start A-Plan on this client and enter the licensing data (see "Licensing" on page 9).

4. In the client directory "My Documents\A-Plan" you will find the file aplan2016.lic.
Copy this file to the installation directory "...\APlan2016\program files\A-
Plan2016" on the server (please be careful not to copy it by mistake to the highest
server directory which is named similarly "...\APlan2016" — but has no hyphen!).

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

Please note that a license must have been granted for each user.

NEW LICENSING (ADDITIONAL LICENSES, ADDITIONAL MODULES)

If you increased the number of granted licenses by purchasing additional licenses or if
you purchased licenses for the synchronization or the time tracking module afterwards,
just choose File / Help / Licensing of A-Plan to enter the new license key. If several cli-
ents are involved, copy the updated licensing file aplan2016.lic which you find in the di-
rectory "My documents\A-Plan" to the corresponding folder of the clients concerned.

ADJUSTMENT OF PREVIOUS DATABASE VERSIONS

AUTOMATED TAKEOVER OF EXISTING DATABASES AND SETTINGS

When started for the first time, A-Plan 2016 will check whether a previous version of A-
Plan exists. If a previous version exists, you are offered to have the previous databases
and settings copied to the corresponding folders of A-Plan 2016.

If you refuse to do so, you should manually copy the files and settings which you still
need to the corresponding subdirectories of A-Plan 2016 (by default, these are "My doc-
uments\A-Plan\Data" and "My Documents\A-Plan\Profiles" respectively).

If the corresponding structure was already available with earlier versions of A-Plan (see
"Folder structure of profiles" on page 143), no further changes are necessary to ensure
the newly introduced synchronization as well as access from any computer.

Existing profiles of former versions are taken over. As an option, you may even keep the
formerly used structure.
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ADJUSTMENT OF PREVIOUS DATABASE VERSIONS

Previous databases are automatically adjusted when they are opened by A-Plan 2016.

You should make a copy of your current A-Plan database(s) before the automatic ad-
justment is made.

Important information:
After a database was opened with A-Plan 2016 it can no longer be opened with an ear-
lier version of A-Plan!

UNINSTALLING A FORMER VERSION OF A-PLAN

Having successfully installed A-Plan 2016, you may uninstall an existing former version of
A-Plan (Start / Control Panel / Add or Remove Programs).

Important note:

Uninstalling will not delete any files you created. Nevertheless, make sure that your for-
mer data and profiles have been copied to the new A-Plan folders (by default, these are
"My documents\A-Plan\Data" and "My Documents\A-Plan\Profiles") before you start
uninstalling.

INFO ABOUT A-PLAN (LICENSES, RELEASE NUMBER)

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

‘gEm. [8) braintool  ©
.-.. F'review -
LL T | Release 14.00.035
e’ calid thi 28.02.16
Dez Jan Feb

2016 2017 2017

A-Plan 2016
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INSTALLATION OF A-PLAN ON A NEW COMPUTER

Due to the fact that the licensing of A-Plan does not refer to computers but to users it
can easily be installed and relicensed with the same key on a new computer.

Please make sure that no other persons will use the existing A-Plan version on your old
computer. This will also be prevented by the fact that with multi-user licenses the num-
ber of users entered in the central database cannot exceed the number of licenses. In
analogy, with single-user versions a database can be opened by one user only.

REPAIRING AN EXISTING INSTALLATION OF A-PLAN 2016

Should it happen that A-Plan can no longer be started due to corrupt, overwritten or
missing program files resulting from the installation of other programs or if inexplicable
errors occur after you have started the program, you may restore the original installa-
tion:

Select Start / Control Panel / Add or Remove Programs / A-Plan 2016 and start the in-
stallation program by clicking the button Add / Remove. Then select the command Re-
pair.

A-Plan 2016 Installation e 13



INTRODUCTION INTO THE PROGRAM

HELP SYSTEMS
TOOL TIPS
ARE 2L B A 5| When you pause with the mouse pointer
_ _ % over a button of a toolbar for more than
Selection of status Open/Close

half a second, an explanation on the func-

Critical .
51 s 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 status line at the bottom of A-Plan giving information on
available functions and commands or on the current program status:

06.01.2011‘ 16:@’ 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 using the online help!

ONLINE HELP
To open the online help file of A-Plan, choose File / Help.

CONTEXT-SENSITIVE HELP

Press F1 will also open the online help file but will take you immediately to the chapter
in which the currently active element is explained.

In the main window of A-Plan, you are likewise taken to the suitable chapter of the
online help file by clicking the arrow with the question mark and, next, the element to
be explained:

i
k7 Ribbon style > T Locch\\s?

m Admin’ lock

g

Direct help
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%) A-Plan 2010 [=lfE =

Ausblenden Vorheriges  Machstes Zurick Dken Optionen

Inhalt | Index | Suchen |

Locking of rows

@ Installztion

@ Essential new features of A-Plan2010 If a single row is to be protected against accidental changes, for example, because it
@ Introduction inta the program contains a fixed date of delivery, you may lock it against any changes by clicking on the
=l ([} Ertering and editing of data designation of the row with the right mouse key and choosing Lock row:

@ General notes R

= QZ] Entering rows {tasks) Rfilstoncs g Cut
[£] Selection of rows Processes (3] | Copy
@ Erter a new row ® Topics. content = Ry
@ Summary rows B Internal impler 7 Delete
@ Show totals Performance & Lock
[E] Locking of rows PlaceWebde o, %
@ Ertering and editing data Tmctall hotlind .
@ Task bars (Gantt chart)
@ Sending of emails *Admin’ lock

@ Find and Replace
@ Move and copy folders, projects a
@ Deleting of data
[£] cumency conversion
@ Defining the data to be displayed/print

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.

@ Resource planning Task Status Locked rows are indicated in the status column
@ Project status (planning, curent state. by means of a yellow lock (standard lock) or a
@ Options Place Web designorder |y e lock (;Admin’ lock).

@ Printing, Reports Install hetline [=r=
@ File functions '

Clicking the above mentioned button again or pressing the ESC key will switch off the
context-sensitive help.

Attention:
While the context-sensitive help is activated, no other function can be started.

THE USER INTERFACE OF A-PLAN

THE RIBBON BAR

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

RIBBON TAB FILE

Use this tab to create and to open databases, to trigger printing and to carry out admin-
istrative, file functions and help.
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VIEW DATA TABLE

FILE START

DATA GANTT CHART TOOLS

Info

Last used

Create new S0L database
Open 50L database
Save SOL database as

Delete SOL database

M5 Access database

Print

Database administration

Export, Import, Synchronization

Close

Help / About

Options

RIBBON TAB START

Database

Secure database in backup
Create a compressed backup copy of the database

Open backup
Choose and open backup copy

Repair/compress
Eliminate database error and release the memory which is ne longer required

Archive

Archive and optionally delete tasks before a given date

This group includes all frequently used functions.

FILE START VIEW DATA TABLE DATA GANTT CHART TOOLS
S Profile: | Default MIE_E =" = = £ = 9% k2 - % [~ split display |+l Resolution: | Month -
2 Save settings = = I a £ & - EShow resources  [E4 Show 'today’
— )
25 Delete current profile [ =Rl | O] ? 1 E%E Columns G2 Refresh
Profiles [P Date Traffic lights Status Open/Close Table Gantt chart

RIBBON TAB VIEW

This tab provides rarely needed settings for adjusting the view.

FILE START

Y Set filters
By Folder filter ON/OFF

VIEW DATA TABLE
L% Set sorting

[ Resources

"] Date

Filter, sorting

RIBBON TAB DATA TABLE

DATA GANTT CHART

Designation [ | Week numbers

TOOLS

Capacity usage Workload of completed tasks

Accumulated buffers Limits
[] Critical path

% completed
Gantt chart - details

Click this tab to find all functions needed to create and change the structure of projects

in the table area of A-Plan.

FILE START VIEW DATA TABLE DATA GANTT CHART TOOLS
S Cut @ Higher 3= Certain level 4= Upgrade « Compl.  =» T &2 Permissions ! Reshow Mote E Client a
[ Copy @ Same P Notelear I 7 =1 Personal alarm 7% Object E Responsible G
H Delete @ Lower = Page break E Critical H G '..':i Global alarm @ Currency conv,
Clipboard Insert raws Structure Properties Reminders Objects Others Fit
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RIBBON TAB DATA GANTT CHART

All functions provided within the Gantt chart of A-Plan, e.g. for the scheduling of tasks,
can be found under this tab.

FILE START VIEW DATA TABLE DATA GAMTT CHART TOOLS

) Default 4 Earliest begin 7l Forward l%,For\c\t.r distance 0 ---+ Buffer Mode  |v| Adjust end ¢+ Adjust ECalendar Task bars I.!

T Milestone O Latest begin ™. Backward T2, Backw., distance 0 Adjust begin Dur. @Postponement Wor

0 O Latest end % Delete Link dialog Adjust capacity usage El(:olor tit

Time bar Preselection Links Adjustment Tools Worl
RIBBON TAB TOOLS

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

FILE START VIEW DATA TABLE DATA GANTT CHART TOOLS

@ 15 Timer ON ﬁ () Open MM ¥| Resource planning v| Cost planning Password

Time Reports 1, Upload WebC;ator I{‘ Actual vs target values  |vw| Quantity planning Options 28 Users
tracking ™
Time tracking | Reports WebViewer MindManager Activated features Options = User administration
CONTEXT-SENSITIVE MENU
[ Identifu denartments e d*  Miller (33) 33| Right-clicking a row in the main table of
I Cut . . eps
Detery & aF  SchulzStevens 1001 A_plan will open the context-sensitive
Hldenti 5y Copy Stevens (15) 15 . . )
BDetert » ot menu. It adjusts automatically and will
elete i .
@ Topics. | Bl present only those functions which are
@ Internal '|'_1] MNew row * on next higher level

available for the given row.

M External| 4@ Upgrade row same level

Dataprc %  pechow
10448
L= |y

on next lower level

Completed on level 1 [Folder)

/Task §  Critical on level 2 [Project)

wternal staf ? Mot dear
Stevens (| wmp  potice arrow

on level 3 [Task)
on level 4 [Task)

R ENE D -

Absences

Baseload | & Do notfitter on level 5 (Task)

Determine & Lock Processes E-By

Identify pr G admin' lock Processes E-By

Staff traini cend | Internal implementation  E-By
"= Send emai

Select prov ﬁ  Data processing E-By

Schulz (8) "= Page break

ALT KEY COMBINATIONS

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

CrEEtE-'EdIt | Data View Tools Help

0] FO FDy
|gher @ Hpgrade 'L, rward rw., distance 0
Jw

o Opwngrade : ckward ckw., distance 0
Insert Certain _

Ielete 'I " 'ge break ElEtE nk. dialog
\_Ilph sert r:w“ Ea ucture L
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QUICK ACCESS TOOLBAR

The default version of A-Plan provides some buttons in the title bar for frequently 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 respective command:

FlczZEaf

¥

Create/Edit

Data

View Tools Help

[] Profile: Default
23» Save settings
@j( Delete current profile

Profiles

ey | mo ¥ o B- Bz B=

; D _ £ cin X g= gf | [F- 0= O=

Add to Quick Access Toolbar

q

Task

‘s

1 E Organization (1)

| Minimize the Ribbon

Custum%e Quick Access Toolbar..,
Show Quick Access Toolbar Below the Ribbon

A-Plan 2010 -

=N
. B[

Setin

CONFIGURATION OF THE RIBBON BAR

= e = AC =

2] Profile: Default
@an& settings|

% Delete current profile

Profiles

40

Create, Customize Quick Access Toolbar

v

Task

v
v
v
v

1 E Organization (1)
2  [2 Baseload

3 O Examples (2]

Undao

Redo

Open database
View page

Print with default settings
More Corrgtands...
Show Beloty the Ribbon

Minimize the Ribbon

Clicking the scroll down
arrow at the end of the
Quick Access Toolbar or
right-clicking any button
will bring up the dialog
box for adjusting the multi
function bar.
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Customize

Quick Access | Keyboard I COptions |

Choose commands from:
M
& MNew SQL datb... = ¥ Undo
§F OpensQLdat..|_ “% Redo
.ljs..{ Save S0)L data... Add x» | E,'f Open database
A Delete 5QL da... Hemu:wel View page
(] New &b Print with default..
(& Open 4
H Save as i Reset
[™ Show Quick Access Toolbar below the Ribbon

Customize

Quick Access Keyboard |Optiuns |

Categony:

Create/Edt 2

Commands:

Insert

Insert time bar
Copy

Cut

Delete

Insert - higher level
Insert - same level
Inser - lower level
Insert folder -

Key assignments:
Cii+V

i

Press new shortcut key:

Description:

Azzign
Femowve

Resst Al

Paste contents of the clipboard

Close |

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

The second tab serves to as-
sign key combinations to func-
tions.

A-Plan 2016
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Customize

Cluick Access | Keyboard ~Options .

Personalized Menus and Toalbars

[v 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) ﬂ

Close

Further options can be set in
the third tab.

Especially if you are not yet
familiar with A-Plan, please
make sure to activate the op-
tion Show Screen Tips on
toolbars in order to have ex-
planations for the buttons dis-
played.
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THE MAIN WINDOW OF A-PLAN

One of the major advantages of A-Plan is that you make almost all entries in the main
window. This means that there is no need to change between various data entry win-
dows and, as a consequence, you have quick access to all the data you need.

The central part of A-Plan is the main table featuring the column area (1) and the Gantt
chart (2) in which all tasks contained in a database are visualized:

= e = l_'f @ @ f = A-Plan 2010 - Expl_Project_planning o B E3
Start Create/Edit Data View Tools Help k2 Ribbon style ™ 9 ey
21 Profile: Default M= "= (%2 m- @z E=, . g Split display &l Resolution: Week s 5
. B 3= 8=
23 save settings m ' F? fail show resources | [J[[[| show ‘today’
. - H- &= 8= Setup )
3}( Delete current profile -&f Bi |,—,£ E he' o=EE s Columns | = Refresh E'Actual' mode
Profiles Selection of status Open/Close Table Gantt chart
Task Status Resources CapUsg| | Apr20i1 | Mai2011 | Jun2011 | Jul2011 | Aug 2011 |
PI'd|
—
3 B Examples (2) | | | | | | i
4 @ E-Business integration (6) g MEEemess e grallo s ————
5 Milestones ¥ i | | | | Wopics, HW fixed i
6 = Processes (4 gt MFrocesses Em | |i|
7 Identify departments Eg"  Miller 33) EEL | | | |
8 Determine contact persons I:If Schulz; Stevens 100 %) Determine:contact per:sons |
9 Identify processes = Stevens (15) 15 % |
10 [ Determine new processes (2] |3 Determine n:ew processes
11 E Topics, contents (4 = Miller 5 FTopics, 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 zelection =] Miller (20) 20 %) Pr:oduc
16 # Internal implementation (7} = H
17 External implementation (51 |3 WEA Ltd, | |
18 Data processing (3 . = __FDatq processing—— -
22 33 14M9 < | n v |moz20n (w3 < e r
0/0/0/0 4 M Th, 03.02.2011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011] 13:52 | 100% O——0——@)

With resource planning activated (see the tab Tools), available resources can be dis-
played in the lower half of the window together with their calenders, absences, as-
signed tasks and their capacity usage:

7 Identify departments Ii:lﬂ'ﬂ' Miller (33) | | | |
| | I | -
22| 33 14@9 « | W b
Res./Task | Cap. Parent Task || Apr2011 | Mai2011 | Jun2011 | Jul 2011 | Aug 2011 | Sep 2011 |
44 & Miller (14 000 NOEEENC 000 DEENEEOE e ERE00 -
47 Absences | | |
48 Baseload <200 % Easeload [20%]
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 | Defin:e topics [409'?]
53 Structuring <30,0 % Topics, contents | DStrLid:urir‘lg 809':6]
| | | S
22 4/4 3434 ¢ [ m v 3003.2011 [ « [ r
0/0/0/0 M4 | 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 button Show resources has been activated:

@ | = " = @ @ = A-Plan 12 - Expl_Construction_Scheduling
Start View Data Table Data Gantt chart Tools Help
|3 Profile: Default i =Ry ) L ANl 5| B-g= 37 . Splitdisplay
@Sa\re settings = =3 :i}; f E'#' b ﬁShow resources
. H- = O= Setu .
[z3 Delete current profile “miralh 4 « 2! B=EETES Colum;;s o 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 project view
in order to have different projects displayed simultaneously. Splitting is triggered either
by using the function Split display in the tab Start (see above) or by pulling down the
splitting line (top right corner of the main table):

Ele wigg & F - A-Plan 2010 - Expl_Project_planning = = &
Start Create/Edit Data View Tools Help k7 Ribbon style ™ i@ (D)
23 Profile: Default Ml (=] =] [¥2 E- @2 8=[, [ split display [ Resolution: Week s -
. E- E= &= M
@53"‘9 settings ] ! -p f ? @Show resources EShow ‘today”
) - em  E- EE=E= Setup N
,33( Delete current profile & R [,—é E H# B=EE S Columns | = Refresh E'Actual' mode
Profiles F Selection of status Open/Close Table Gantt chart
Task Status Resources | Apr2011 | Mai2011 | Jun2011 | Jul2011 | Aug 2011 | Sep 2011 |
—
—
3 B bamples @ | | | | | =]
4 B E-Business integration (6) g T'E-Business integration
5 Milestones ¥ i | | | 'Tc-pics,: Hw fixe . Fr.3002.2011
6 B Processes (4 mf"y Tmm | |i|
7 # Identify departments g Miller 33) | | | | |
g +| Determine contact persons I:If Schulz; Stevens Determine:contact per:sons |
9 + Identify processes =] Stewvens (15) |
10 Determine new processes (2] |3 ﬁbetermine riew processes
11 = Topics, contents (4 = Miller £ Topics, contents
12 + Define topics =l Miller (40) = W Define topics
13 + Structuring =] Miller (30) Structuring
14 +| Detailed structure =] Miller (30) Detailed structure
15 + Product selection =] Miller (20) d Pr:oduct seledtion
16 B Internal implementation (7 =] -rl Tnternal imp emenfaf:ﬁ-
17 External implementation (5) |3 WBA Ltd. | |
18 Data processing (3 = FDaiiprocessing]i]— -
22 |35 1449 |« LW v 30032011 (w3 « (o) r
0/0,0/0 'R [ | Th, 03.02.2011 Dur.: 25,0 d Th, 17.03.2011
05.03.2011| 14:35] To select: Click [ 100% O———@®

Splitting is cancelled by clicking the function Split display once again or by pulling the
splitting line to the upper or lower 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
view provides better reading ...

Create/Edit

View

Toaols

Help

BlewZdgs fF - A-Plan 2010 - Expl_Project_planning = = 3
Start Create/Edit Data View Tools Help k2 Ribbon style = 2 (D
[ Profile: Default = g-gz8z2 - @ ] spit display &l Resolution: Week S -

23 Save settings m e 7 fagl show resources [T show today
S E- 2= &= Setup
|25 Delete current profile &' E‘ lﬂ‘ £ hq' B=TE=TES Columns | = Refresh E'Actual' maode
Profiles [P Selection of status Open/Close Table Gantt chart
Task Status  Resources CaplUsg Pi'd Mt Dur[| Apr2011 | M&i2011 | me2011 | li200 | Awg20i1 | Sepiomt |
[ e e e e e e e e o o o v
—
3 B Examples (2) 248.0d| | | | | n
i | ey — — g 4190 d|FEETT e i e ' !
5 Milastonas ¥ i a0d | W Togics, HW ficed Wi trototype
& = Broceszes ) =1y 9504 - 1 =]
7 Idantiy depanimants O F | Witk 33 =% @ 04| | |
F Daterming santastparzzns | C9F  Srhui Stavens 100% 2204 Daterming snfast parssns
3 Iantfy proceses = Seensgs 15% 2004
10 G Dgtgrming ngw procggess | 3404 3
11|  Elepis contantse) = Willar ELE
12 Disfins tagics = Willar £40) 0% 1004
1 Structuring = Millar {30) 0% a04d
14 Detailed structura = Millar (301 0% 804
15 Praduct sslestion = Willar (20 0% 1804
15 = Intarnal implomantation {7 i 30304
17 Performanca specification | =1 Millar (30) 0% 2304
12 Piaca Wak design crdar = Willar (15 15% 704
18 Install hotling = Schulz @20) 0% 1504 I 1=l hothing |
20 Zearch enging registration = Schulz @20) 0% 30d [ ssarch anging registrat
n Sexff trining 0 Stevens Q0 Sch 10% - 0% 22004 |
F At Erochures = Millar (30) 0% 17,04 | |
| | i
22 | 38| ;mg | < | m v 3003.2011 [ ¢ [ r
0,/0/0/0 M4 [ | Th, 03.02.2011 Dur.: 28,0 d Th, 17.03,2011
05.03.2011 15:04] | 0% O—0—+—@
... while small zoom factors give you a better overview:
FBlewzZd& f- A-Plan 2010 - Expl_Project_planning o @ I8

k7 Ribbon style ~ i@} ()

[ Profile: Default ' E- B2 B=[; @ [-] split display [ Resolution; Week S \
E- &= B= M
E}Sa\re settings EShow resources m]]Show ‘today'
H- E= &= Setup
23 Delete current profile 2= Columns | & Refresh [ ‘Acual' mode
Profiles (Pl Selection of status Open/Close Table Gantt chart
Task Status  Resources Capllsg PI'd Nt Dur[| 4pr20m1 | mei2ont | mn2nt | mi2n | Awg2m | Sep2omt |
—

3 @ Examples () Ba80d| | | =
4 @ E-Busines integration (51 =g 4190 d|FEEonem g e
5 Wilestonas ¥ & aodl | W lopics, HYW ficed Wi rotohpe
& O Pocemesin g 2504 |Treeeme q E
7 Idanty dapartmants o §® | Miller 33 % B 204 |
a Digterming contact parsons I—'lf Schulz Stavens 100% 2804 Daterming contact parsons
9 Mdantify proceses = Stavans (15 15% 2004
10 [ Daterming ngw procgssss ) | L 3404
1 = Topics contants &) = Millar E:LE
2 Dafing topics = Millar £40) 0% 1004
k] Structuring i Millar 30) 0% 404
14 Dataled strusture = Millar (30 n% a0d
15 Brzdust slsctian = Millar (201 0% 1804
15 = Intern 3l implemantation (7] = 0304
17 Performancs specification = Millar (30) 0% 2304
18 Placz Web design crdar = Millar {15) 15% 7.04d
13 Inztall hzting = Schulz () 0% 1504
-1} Szarch enging registration = Schulz 20) 20% 204
i § Staff training = Staeans 20F Sch 10%E-20% 28004
FH Adust Brachures = Millar (30 0% 704
22 33 Mg < 1  30.03.2011 E]El 4 111 b

0,000 4 4 [ 3] Th, 03.02.2011 Dur.: 25,0 d Th, 17.03.2011

05.03.2011] 15:04] | 0% O—0+—®
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STRUCTURING (FOLDERS, PROJECTS, TASKS)

An A-Plan 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 all "pro-
duction orders", one in which all "press launches" are included and so on. Each folder
may include 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 down
to as many as 99 levels. Folders can be recognized
3 1| & Examples (2) . . . .
4 2| = E-Business integration (6) from their blue color while projects are shown in
5 3 Milestones bold type and tasks in standard type.
6 3 = Processes (4 . . . . X
7 4 Identify departments The numbers given in brackets behind designations
g8 4 Determine contact persons | indicate the number of items to be found on the next
9 4 Identify processes lower level.
Note:

With filters being applied (see "Filters" on page 78), it may happen that less lower-level
items will be displayed in expanded 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 projects of a department or other organiza-
tional unit (see "Organization of data" on page 35).

EXPANDING AND COLLAPSING OF SUMMARIES

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

Determine contact persons  Schulz; Stevens Likewise, you may expand
- Stevens Stevens I tasks to which resources
— o schulz have been assigned.

Below the task row a seperate row is displayed for each resource.

9- 22852 - B | [ split display 5] Resolution: Week 3 Furtherm”ore, a Iarger
2= = 1B area or all summaries
J} ESHGW resources EShnw ‘today’
E- gz g2 : : can be expanded or col-
; Expand all folders/projects down to the set level (Shift+F11) lapsed
UPENCIol @) Press F1 to have the help text displayed.
1

You can find the respective buttons for doing this in the tab Start of the Ribbon Bar.
Clicking these buttons will expand or collapse 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)

8- Completely collapse all levels Completely collapse groups/resources
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Completely expand all levels Completely expand groups/resources

o}
il al

(o]}
[H]]

Expand to the set level Expand groups only
2 ~ Level to which view will be expanded -

If the CTRL key is pressed when opening blocks, not only all the tasks, but also the re-
sources rows will be opened:

B Planungsphase (6} m £

Marktanalyse - £ Fes13 (10)

—p - Resl3(10) - £ Res13 {L0)
Lebenszyklus eigenes Procukt O 7E Resl3 (50): ResLl (50):

~=se - Resl2 (50) @ 2L Resl2(50

—=e - Resl3 (50 a 2 Res13 (50)

—=sl - Resll(50) B g ResLlL (50}
Innovationen {intern/ extern) Resd

=l - Res?? Res22

To close the resources rows please first fully close all levels (symbol button on the left).

COLUMNS

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

o column headlines

o the sequence of columns

o the display of hours/minutes (if applicable)

can be selected individually.

Profiles SE'EHask: 5 .F'ixelsl— The.width of a c.olumn can be ad!'usted
Task Status  Rest by first positioning the mouse pointer
= on the right border line of the column
B Examples (2) (in the headline area). After the form of
E-Business integration (6) g the mouse pointer has changed as
Proj. 1 (7] ‘y

shown in the above example (see "Duration"), drag the line to the desired position while
keeping the left mouse button 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 columns are shown and hidden, see the
chapter "Columns/Rows" on page 119.

TRAFFIC LIGHT, STATUS AND REM. TIME

The columns Traffic Light, Status and Rem.Time should 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 special attention.
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Furthermore, the column Status provides information on pecularities of projects / 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: FilefOpen...

2 [E Examples (2)

3 B E-Business integration (6) - 3 222d

4 Milestones = 90 d 3

5 B Processes (4 - — 36d

B Idlentify departments (v 4 v

7 Determine contact persons @ m? m 124

g Identify processes e = 114

9 B Determine new processes (2] 8d &2
10 Basic design ¥ &§d i

e The Traffic Light symbols summarize critical conditions allowing you to quickly identify
those projects and tasks which require special attention.

e The columns Status and Rem. Time provide more details.

% 3 36d FF‘rncesses‘I he meaning of a symbol is displayed when
v v = il Identify depatthe mouse pointer hovers over it.

- = I
Status ‘Green’

«
Project/task is fully according to plan.
(@ Press F1 to have the help text displayed.

STATUS FILTER

Selecting the Status filter in the tab Start allows you to determine which projects / tasks
will be displayed:

- e = = £ o=
= = 0l @) L
e oz i} o] r
Date Traffic lights Status
Note:

e Aslong as no button has been activated, all projects and tasks are displayed with no
limitation being made.

e Date, Traffic Light and Status are linked by AND. Hence, if 'Red' is activated as the
Traffic Light and the question mark as the Status, only those tasks will be displayed
which feature both the red traffic light symbol and the question mark.
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SYMBOLS OF THE STATUS COLUMN
Completed (see "Completed" on page 251)
Deadline was overrun (and task was not marked as ,Completed’)

(|

:}:l One of the limits was overrun (see "Limits" on page 63)

il Passive project / passive task (see "Passive and cancelled Projects" on page 40)
[]

Cancelled project / cancelled task (see "Passive and cancelled Projects" on
page 40)

! Reshow date was reached or overrun (see "Reshow date" on page 54)

An alarm has been set (see "Alarm" on page 55)

e 4 Marked with "Notice Arrow"*
? Marked with "Question mark"*
4 Marked as "Critical"*
ry For the folder / project change permission exists only (user is not allowed to

insert or delete) (see "Assign access permissions" on page 187)

For the folder / project read permission exists only (see ""Assign access per-
missions" on page 187)

A

Row locked (see "Locking of rows" on page 41)

a Row locked by administrator (see "Locking of rows" on page 41)

G Deadline for planned end will probably be overrun (see "Project status (plan-
ning, current state, prognosis)" on page 115)

:& Planned cost will probably be exceeded (see "Project status (planning, current
state, prognosis)" on page 115)

E Planned capacity insufficient by at least 10% (see "Automatic Adjustments" on
page 102)

Planned capacity is in excess by at least 10% (see "Automatic Adjustments" on
page 102)

Y5 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
context-sensive menu after having right-clicked the respective row.

** The function can be switched ON and OFF in the tab Data or by selecting it from the
context-sensive menu after having right-clicked 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 page 78).
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SYMBOLS OF THE DATE COLUMN

The column Date shows how much time is left until the first pending time bar in the cur-
rent row starts or ends (depending on your presetting, see "Show remaining time as" on
page 128). Dates which were overrun are displayed as "negative remaining time" in red
color.

The remaining time is calculated — depending on the setting made for duration — either
in real time or in consideration of working hours (see "Show remaining time as" on page
128). Weekends and public holidays 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 week till the end
i 28h 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

Completed
| Passive (see "Passive and cancelled Projects" on page 40)
[] Cancelled (see "Passive and cancelled Projects" on page 40)

Explanations:

e A duration on the left of the symbol refers to the begin whereas a duration on the
right of the symbol refers to the end of the project/task.

e Depending on the setting made in Options (see "Show remaining time as" on page
128) the displayed 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 work is already
underway the duration till the end is shown.

e |f the column is too narrow due to the respective setting of the column width, the
symbols will be displayed without specifying the duration.

e Values in the column Date cannot be changed as they are calculated by A-plan from
the position of the first pending time bar in the row concerned.

SYMBOLS OF THE TRAFFIC LIGHT 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
e Underway and none of the criteria mentioned under "Yellow" and "Red" exists.

Yellow
e Critical (see "Symbols of the Status column" on page 27)
e Question mark (see "Symbols of the Status column" on page 27)
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e Capacity in excess of more than 10 % (see "Work / automated calculations" on page
101)

e Capacity insufficient by more than 10 % and by less than 30% (see "Work / automated
calculations" on page 101)

e End date will probably be overrun (see "Prognosis of the further course of the project”
on page 115)

e Cost will probably be exceeded (see "Prognosis of the further course of the project”
on page 115)

Red
e End date was overrun
e Limit was overrun (see "Limits" on page 63)

e Capacity insufficient by more then 30% (see "Work / automated calculations" on page
101)

No traffic light symbol

e Task has not yet been started and none of the criteria mentioned under "Yellow" and
"Red" exists.

e Completed
e Passive (see "Passive and cancelled Projects" on page 40)
e Cancelled (see "Passive and cancelled Projects" on page 40)

THE GANTT CHART

ELEMENTS AND SYMBOL USED IN A GANTT CHART

The Gantt chart is a calendar in landscape view in which the date or the time is shown
in the headline (1):

1 il E%%ljr"t Patrick's Diay
L-2T | 2B T3 (14,220, | A1L-20 | 2830 | 4010, (114

3Y v
F_d._

g
I 1
5 10F Y
& 11)] [
8 o —
ré F(50%]

The following elements are used in a Gantt chart:
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o 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 task (2) is represented by the length of the respec-
tive task bar. Bar areas with colored patterns are used to mark time periods spent on
a task while light grey areas indicate non-working time periods such as, for example,
weekends.

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

o Task bars which serve as summaries (see "Summary rows" on page 38) are displayed
in half height and with black triangles at each end (4).

o Exclamation points (5) indicate reshow dates (for their meaning see "Reshow date"
on page 54).

o By default, holidays can be identified from their dark grey background (6) (see "Gantt
chart/Colors" on page 123), weekends from light grey (7) and the present day from a
light red background (8).

o By default, the color 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, etc.). Completed
tasks are shown either as gray bars (9) or struck through (horizontal line). Individual
colors and patterns are also possible (see "Bar patterns"” on page 128).

o Links (10) are used to establish and show dependencies between task bars (see "

o Linking of task bars" on page 56).

o Resource task bars (11) are marked by 2 horizontal dotted lines and indicate the time
spent on a task by the resources assigned to it (see "What does resource planning in
A-Plan look like? " on page 88).
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Properties of task bars

The following additional information can be added to task bars:

12,06, [E#Text / Resil [50] | 24.08. Planning state
1 1
2 )14
5 Actual state
6 7
o 5 |
4 [P 2 Limits
8 9 10

Designation (1) (see "Task bars" on page 126)

Begin and end as numerical values (2) (see "Task bars" on page 126)

Alarm (3) (see "Alarm" on page 55)

Note (4) (see "Note" on page 56)

Planned course (5)

Completed work (6) (see "Project status (planning, current state, prognosis)" on page

115)

o Missing work (7) (Prognosis) (see Project status (planning, current state, prognosis)"
on page 115)

o Earliest begin (8) (see "Limits" on page 63)

o Latest begin (9) (see "Limits" on page 63)

o Latest end (10) (see "Limits" on page 63)

0O O O O O O

Links

Links are shown as lines ending with an arrowhead with buffers being displayed as dot-
ted lines (Details see "Buffers" on page 60):

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 interrupted filling pattern to indicate un-
assigned or non-working time periods. In addition, available capacity can be seen from
the height of the filling pattern (see "Capacity usage of resources / Teams" on page 97):

without indication of working times with indication of working times

[ |

= =

e —
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Series

Task bars belonging to a series (see "Series (periodically recurring dates)" on page 65)
are marked by a colored dot at the beginning of the task bar. Task bars modified manual-
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 given below):

[ [

A AR B B

SETTING THE WIDTH OF THE GANTT CHART

S8 o o chart 550 pixe|s,|?”e”-'c"m Similarly to changing the width of table columns, you
| mrz2ou1 | may set the width of the Gantt chart as you like by mov-
T | 8.6, | 743 140 A ing the left borderline of the headline with the left mouse

_! — | button pressed.

If the width of the Gantt chart is reduced to less than ten pix-

I'd <}J-rf> els, it is no longer displayed at all. It will come up again if you
- move the right borderline of the headline towards the left

:‘—‘j - hand side.

INFORMATION BOXES BELOW THE GANTT CHART

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

Run trial version = WBA Ltd. (20) | ! R RRRR AR RERRRT -
* m b 21092011 [w}3 < " b
Th,29.022011 M 4 01 b M Fr1410.2011 Dur.: 33,0 d Work: 6,6 wd Mo, 05.12.2011
Note:

The "work" box appears only if resources have been allocated (see "Resource planning"
on page 87).

With no task bar selected in the current row, the information boxes below the Gantt
chart show the total work and the total duration of all task bars in the row as well as the
beginning of the first and the end of the last task bar.

If a reshow date (red exclamation mark) exists in the selected row (see "Reshow date"
on page 54), it is displayed in the box on the left hand side:

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

VISIBLE TIME PERIOD

Use the scroll bar at the bottom of the Gantt chart to have the time period displayed as
you need it:
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= WBA Ltd. (20) | P : il

21.09.2011 (w3 « T b

44 o1 p M Fr, 14.10.2011 Dur.: 33,0 d Work: 6,6 wd Mo, 05.12,2011

-

The box to the left of the scroll bar displays the date of the first day shown in the Gantt
chart. Use this box to enter the date you want to be shown in the Gantt chart.

Clicking the button [J[| show teday in ribbon tab Start will adjust the visible time period of
the Gantt chart so that the current day is displayed.

SCROLLING OF TASK BARS

b 11022011 [wS) < Click the inner arrow buttons below the scroll bar
M4 16 M Mo, 28022011 on the left side to scroll through the task bars of
b

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 indicates the serial number of the current task bar, the number to
the right indicates the number of task bars contained in the selected row.

This function is particularly useful if a great number of task bars exists in a row and you
do not know precisely where to find a specific task bar or if a task bar is hidden behind
another bar.

RESOLUTION OF THE GANTT CHART

] Resolution: [IEEEN] '-| The resolution of the Gantt chart can be set in steps using
Year the list to the right above the Gantt chart in ribbon tab
Quarter Start. With the coarsest resolution selected, a period of
Month several years can be seen while the finest resolution shows
; Week 5 a period of a few hours only.
Week M
I Week L
: Day S

WEEK NUMBERS

Choosing the option Week Numbers from ribbon tab View displays the week numbers in
the headline of the Gantt chart (both on the screen and on the printed chart).
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APPLICATION EXAMPLES

REMARKS REGARDING THE APPLICATION EXAMPLES

Starting A-Plan for the first time will automatically load the example database
Expl_Project_planning.apl.

Further examples are available in the data folder of A-Plan (by default this is "Docu-
ments\A-Plan\Data"). The names of all example databases start with "Expl_" 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 A-Plan. If you have not worked with A-Plan before, we recommend
you to open some of the examples first to get an idea of the potential range of applica-
tions covered by A-Plan.

The following items will help you become familiar with A-Plan in a short time:

e Notes regarding help: "Help systems" on page 14.

e Description of the user interface: "The user interface of A-Plan" on page 15.

e Creating a database and entering data: "Entering and editing of data" on page 35.

USING EXAMPLES AS TEMPLATES FOR YOUR OWN APPLICATIONS

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 chapter "Template
database" on page 36.
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ENTERING AND EDITING OF DATA

GENERAL NOTES

This section describes all functions provided by A-Plan for entering, editing or deleting
data.

For a detailed description of all data fields see the chapter "A. List of data fields" on page
247.

If you have not worked with A-Plan before, we recommend you to get familiar with A-
Plan first by using the tutorial (see
http://www.braintool.com/praesentation.0.htmI?&L=2).

ORGANIZATION OF DATA

Contrary to many other programs, A-Plan is not based on conventional files but on data-
bases. One of the main advantages of using databases is that a large number of projects
can be saved in a central database enabling you to easily perform resource 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 finished projects and to
save them in a separate archive database (see next chapter for details).

If possible, the database should be saved on a network server — in particular, if several
users access the database simultaneously. However, if accessed by a single user only, it
may be saved on a local computer as well (by default, in "My Documents\A-Plan\Data").

In any case, make sure to include the A-Plan database(s) in your data backup scheme!

Note:

In a database, all entries are saved immediately as this is the only way to ensure that
several users can access it simultaneously without any trouble. For this reason, there is
no need to save your entries manually!

For this reason, you should think about making comprehensive changes in a copy of the
database (File / Save as...) and copying them to the current database afterwards (see
"Save as" on page 171).
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TEMPLATE DATABASE, ARCHIVE DATABASE

TEMPLATE DATABASE

One of the outstanding advantages of many PC programs is that the data you created
once may be used again and again afterwards. This applies to A-Plan as well which is
used most effectively if similar planning projects are not started from scratch each time
but if existing projects are used as a basis for new planning work.

For this reason, it will certainly be useful to create a template database after you did
some planning with A-Plan and to save typical applications in your template database.

This is done most easily by starting A-Plan 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 and resources to another A-Plan database" on page
75). 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 made indi-
vidually for each task but is done quite easily by using the function Calculate / Postpone
dates (see "Postponing all dates of a folder, project or task by a given period of time" on
page 76).

ARCHIVE DATABASE

The procedure used for creating a template database is likewise suitable to transfer fin-
ished projects to an archive database (see "Archive database" on page 36). Just cut the
finished projects instead of copying them and insert them in any other database.

CREATING A NEW DATABASE

1. To create a new database, choose the command New from the ribbon tab File.
2. This creates a new database and displays an empty table.

3. Then, choose File / Save as and save the database either in the default directory of A-
Plan ("My Documents\A-Plan\Data") 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, shift-
ing or downgrading entire folders or changing dates in linked task bars etc.

HlewzQ & F- To use one of these functions, choose Undo or Re-
ﬂ o do from the Quick Access Toolbar. Sometimes, you
Start Create/Edit L .
will find these buttons at the bottom of dialog box-
es as well.
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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 Win-
dows Explorer, i.e. press the keys CTRL, SHIFT or CTRL+SHIFT while clicking additional
rows.

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

5 Milestones | 1,?

6 Bl Processes (3 g

7 Identify departments |1 % 2% Miller

6 El Processes (3] | o g* Summary row selected (with
7 Identify departments W bjﬂl“} 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 ribbon tab Data Table
or click an existing row with the right mouse key. This will insert the new row below the
currently selected row or — if no row has been selected (or if the database 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 row —i.e. on the same
or on a lower or a higher level — or absolutely by the user choosing the desired level.
However, only those levels will be at your choice which makes sense in a given situation:

Identify departmaants oo (B 0% wjller 00 %|
Identify pr¢ & Cut itevens 0o ‘:.‘ré.|
E Determine| 53 Copy |
B Topics, conte % pgjate iller !
DEﬁﬂEtDpl AN o AN An_Qs
Structuring Tﬁ New row 4 Iéhl on next higher level
Detailed st 4@ Upgrade row .En same level
Product sel ! Reshow .E:n on next lower level
- Miller (20]
EIHtEFﬂ;::‘rE Is. ' | Completed ,15'1 on level 1 [Folder)
internal imple P o
=5 | = B £ Critical ,Eéj an level 2 [Praject]
0/0,0/0 ?  MNot dear ?&j on level 3 [Task]
Note:

You are not allowed to omit one or several levels. For instance, a row on level 3 cannot
be followed by a row on level 5!!
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The quickest way of inserting new rows is to use one of the key shortcuts shown above
and to click the button Z<| afterwards. Using the button will insert the new row on the
level of the currently selected row.

INDIVIDUAL COLORS FOR THE ROWS

One or several lines at a time can be fitted with an individual color:

B Examples (2) |
@
& Project 2 (4) | @

Alternatively, the time bar may be provided with the selected color also simultaneously.

The corresponding dialog box can be used both by right click on a designation of a task,
as well as in the menu Data Gantt chart.

SUMMARY ROWS

Folder rows (= highest level in the structure, see "Structuring (Folders, Projects, Tasks)"
on page 24) always serve to summarize all projects or tasks contained in a folder. As a
consequence, the task bar in this row extends from the begin of the first task bar in the
folder up to the end of the last task bar:

Task Status Resources 1 I | O | v I oI |m |V |1 I
2011 12011 (2011 (2011 (2012 (2012 2012 2012 2013 | 209
B Examples (2)
E-Business integration (6) Eaﬁ"’ —
= Prﬂi.] ()] — 'lllll‘

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

Task Status Resources 1 oD |m | | I o |m| M
2011|2011 | 2011 | 2011 |2012 | 2012 (2012 | 200
= E-Business integration (6) IIE”""
Milestones ¥ TZWYY W
Processes (3 g & |
B Topics. contents (4 = Miller .
= Internal implementation (| 1 —
Performance specificati | CJ Miller (307
Place Web design order | Miller (15]
Install hotline =] Schulz (20) ‘A
Search engine registrati | 3 Schulz (20) : 0
Staff training =l Stevens (20); Sct : e

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 their underlined designations.
The task bars of summary rows feature a black triangle both at the begin and at the end
and are displayed in half height only.
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In addition, the costs and expenditures (work) listed in the rows below are totaled in the

summary row:
Task Work PI'd  LabCost PI'd m| 1 m |
2011 |2011 |2012 |2012 (2012 | 2012
B Internal implermnentation (7] 1129 wd 6771000 §
Performance specification 6,9 wd 4.140,00 5
Place Web design order 1,1 wd 630,00 5 H
Install hotline 3.0wd 1.800,00 5 |
Search engine registration 1.8 wd 1.080,00 5 : 0
Staff training 84.0 wd 50.400,00 5 !
Adjust brochures 5.1 wd 3.000,00 5 ! E-
Marketing measures 11,0 wd 6.600,00 5 E
External implementation (5) 329 wd 1974000 5 H

HIDING SUMMARY TASK BARS

Optionally, task bars in summary rows can be removed from display by clicking on the
designation of the row with the right mouse button and activating the option No sum-
mery time bar.

UPGRADING AND DOWNGRADING

To upgrade or downgrade a row, selected the row concerned and either click the respec-
tive button or choose Insert / Upgrade Row or Downgrade Row. If need be, several

rows may be upgraded or downgraded in one step:

“ Start View Data Table Data Gantt chart Tools Help
% Cut = High |- L d C I Maoti D t filt
4 Cu |=h| igher @ 4@ Upgrade v" amp mp Motice arrow J o not filter
E% Copy | =| Same L )y Downgrage :_’ Mot clear Passive E Lock
nser o Certain | . . )
7 Delete | =|Lower |aya|= "= Page bre f Critical K canceled m Master lock
Clipboard Insert rows Structure Properties
Task ‘Resaurc Downgrade | Jan
Downgrade row with all subtasks to the next
14 Structuring |f'-.-'1i||er 30 Jowerlevel |
15 Detailed structure | Miller 30) |
16  Product selection | Miller (20)| @ Press F1 to have the help text displayed. |77
17 B Internal implementation (7] | | | | ||_

4

Task Resources CapUsg P|'d‘ | Mov 2013 | Dez 2013 | Jan
14 Structuring | Miller 30 00 % | | |
15 B Detailed structure (1) | Miller | | |
16  Product selection | Miller (20) 20,0 %| | | ]
17 = Internal implementation (71 | | | | ||7F
A-Plan 2016 Entering and editing of data e 39



PASSIVE AND CANCELLED PROJECTS

START VIEW DATA TABLE DATA GANTT CHART TOOLS
:Z Profile: | Default v - O] = £ o= ER A P @ [~ split display
o Save settings = = @] § | & & EShow resources
o= . N &= '?.?D TS Setup
oy Delete current profile /| i O] ? 1 & Colurmns 02 Refresh
Profiles Pl Date Traffic lights Status Open/Close Table
Status Okt MNov Dez Jan Feb Mrz Apr Mai Jun  Jul Aug Sep Okt MNov
2015 20152015 2016 2016 2016 2016 2016|2016 2016 2016 2016 2016 2016
1/ maore examples: File/Open...
2| B Examples (3)
3 i FF‘assi\re Praoject 1
4 Milestones 1] S/Proj.start % /Topics, HWHji1. Prototype 5T
5 Processes (4 1] Frrocesses—Y
6 [ Topics, contents (4 Il F——YTopics, contents
7 Internal implementation (7] Il Flnternal implementationg‘
8 External implementation (5) I [FExternal implementation—Y
9 Data processing (3 1] Y Data processing
10 @ Canceled Project (4) B '-Canceled Project ‘
11 ® Runing Project (6 JFRURING Froj e o
2/2 6/83 <
Res./Task Status Okt Mov Der Jan Feb Mrz Apr Mai Jun Jul Aug Sep Okt Nov
12| B nternal o B L T T O T
13 EStevens (13) COOOOOO OO OO OO OO0
16 Absences
17 Determine contact persons Il [JDetermine contact persons
13 Identify processes 1] []identify processes
19 Basic design 1] [&asic design
20 Select provider 1] [ ]select provider
21 Determine contact persons [=] Determine contact persons
22 Identify processes fdIdentify processes
23 Basic design [=_]Basic design
24 Select provider [ ]select provider

Projects are passive if, for example, an order has not yet been placed or if the scheduling
is still uncertain. Passive projects are sort of wildcards as they are not considered with
regard to work and costs. Contrary to cancelled projects they are shown in resource

view.

Cancelled projects are those projects which were not executed but 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 set to passive or can be cancelled.

The Date filters (see screenshot above enable you to prevent passive or cancelled pro-
jects from being displayed or printed.
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SHOW TOTALS

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

Task Work PI'd  LabCost PI'd

Total 7256 wd 435.330,00 %
Organization (1) 5246wd 314.730.00
Examples (2) 2010 wd 120.600,00 %

To activate this function, use the dialog box Options (see "Columns/Rows" on page 119).

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

LOCKING OF ROWS

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

Milestones % cut
Processes (3 ) .
= [ v
H Topics, content =2 P}
B Internal implem Delete
Performance] 2 Lock
Place Web de ,i_dm@mck
Inctall bhotline

‘Master’ lock

Normally, 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
master rights ( "Access permissions" on page 184). This lock cannot be deactivated un-
less you have master rights.

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

Place Web design order |I:I|f_?| ( Master’ |0Ck)
, .

Install hotline |I:IE‘,|
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ENTERING AND EDITING DATA

EDITING DATA

Note:
A list of all existing A-Plan data fields is attached in the appendix ( "A. List of data fields"
on page 247).

Task Status Resources CapUsgPI'd  LabRate| Depending on their
FI'd|  contents, cells in
B Internal implementation (71 [CJ ~50,00 5/h the main table of A-

Performance specification Miller 100 % 50,00 &/h .
Place Web design order |3/ Miller (15) 15% somsm| Flantaredisplayed
Install hotline I Schulz (20) 0% so000sm| With different back-
Search engine registration |I:I Schulz (200 20% 50,005k ground colors.
Staff training =] Stevens (207 Sc 10 %6 - 20 % 100,00 5/h
Adjust brochures = Miller (30) 30 % 50,00 5/h

e Cells are white if their contents can be changed.
e Cells are grey if their contents cannot be changed.

e Cells are light blue if their contents were taken over by the resource assigned to the
respective cell. The cell is displayed in white color if deviating values were entered.

e Selected cells are yellow.

Having selected a cell by clicking it with the mouse or by navigating with the arrow or
tabulator keys, you may either overwrite the current 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 right-clicking the entry field.

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

MULTIPLE SELECTION WHEN ENTERING VALUES INTO FIELDS

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

TIME INCREMENT

Entering and changing of points in time is done in a time increment which is set centrally
for the entire database (see "Time/Week numbers" on page 130). The increment speci-
fies the distance between follow-up 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 which is close to the shortest time interval used in your plan-
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.
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Larger time increments result in faster internal calculations and allow you to make set-
tings more easily as unwanted intermediate values cannot be set and will not be dis-
played. The latter is particularly useful when points in time are set in the Gantt chart
with the help of the mouse.

ENTERING POINTS IN TIME

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

Values are changed along the set time increment (see "Time/Week numbers" on page
130):

09.03.2010 14EEIE|§| Scrolling will count up or down the next higher time unit as well. For
# example, if the set time increment for the database is 15 minutes, the
. time value "14:00" will be followed by "14:15".
09.03.2010 1448 (]2,

To use the keyboard for changing a value, just double-click the value to be changed (e.g.
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 and time. Do not enter delimiters such as

Sor ™", Again, values will not be accepted if they are not in line with the set time in-
crement!

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

210120101500 (¢} 2100h  100wh| (0

Januar 2010 Hour Min MNow

MDMDFSS o0 7 Duration
53 1 2 3 00 06 12 18 10 05 fiot,
(4 5 6 7 8 910 |01 OF 1319 0 15 Adj. Cap
2/111213141516 17 (02 08 14 20 20 25 -53Q¢e
301819 201 222324 (020915 21 35

40

412526 27 28293031 (04 10 16 22 - 45
- 0511 17 23| 55| Cancel |

ENTERING DURATION/BUFFER AND WORK

The duration as well as buffer and work can be displayed in years, months, weeks, days,
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 displayed in workdays (1 digit after the decimal point):
1d3h30m = 13wd
2w 2d 12.0 wd
12.5 wd

2.5 weeks
Entry examples with the work displayed in work hours (1 digit after the decimal point):
1 day 3 hrs 30 min 11.5 wh
13:30 11.5 wh
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150 min = 2.5 wh

Hence it is of no importance whether you enter the time unit ,,day“ as d, D, day - or even
not at all if you enter it together with hours:minutes.

TASK BARS (GANTT CHART)

CALCULATION OF THE DURATION OF TASKS, DEFAULT CALENDAR

Note:
With the time increment set to 1 day (see "Time/Week numbers" on page 130), you do
not have to care about working time!

DATAGANTT CHART | TOOLS The working time used for calculating
9 | ) Adustend t Adjust ] Calendar [ Task bars 22 the duration of tasks is defined in the
Adjust begin Dur. Epostponement -Ik_:J X
Adjust capacity usage = Color Working default calendar which can be recog-
Adjustment Tools _'.'-:urr'in-hme nized from a SpeC|a| Symb0| in the Sta'

tus column. It is displayed after you
have clicked the button Working time
in the tab Data.

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 keeping the left mouse button pressed down.

Click the button Close working time to return to the standard view of A-Plan.

Note:

All work days of the default calendar must have the same duration! For example, if re-
sources work until 16:00 h from Monday to Thursday but until 14:00 h only on Friday,
please enter 16:00 h on Friday in the default calendar.

For work and cost calculations, additional calendars can be used in which you can speci-
fy different working hours.

For more details see "Determine working hours (Resource calendar)" on page 89.
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ENTERING A NEW TASK BAR

Position the mouse pointer in the Gantt chart at the point where the new task bar is to
start. Double-click with the left mouse button to insert a new task bar. The length of the
task bar is determined by the set default value (see "Settings" on page 137):

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| [H|IY || Me. 29.08.2011

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

Mo, 29.058.2011 Dur:3,0d Work: 3,0 wd We, 31.08.2011

| USING THE MOUSE TO DETERMINE THE BEGIN, END OR POSITION OF A
\ TASK BAR

o You may change the begin, end or the position of a task bar by dragging while holding
down the left mouse button. To do so, position the mouse pointer on the begin or end

(+=11) or the center of the task bar ( R_I_, ), 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 an-
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 the task is
shown as well and, with planned work entered (see "Required Work" on page 101),
the divergence from planned work is shown as an absolute value and as a percentage:

[
&

We, 1040372004

b, 1540372004

Dur.: 4 Days

Warlk: 458.0 wh

Dew.:-12.0wh (-20.0 %)
| | |

o The new values become effective 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 move it to another row. To avoid
this, you are required to hold down the ALT key additionally to move a task bar to an-
other row.
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FINE ADJUSTMENT

Apart from using the numpad arrow keys (to left/right) for fine adjustment, you may ac-
tivate and deactivate fine adjustment at any time while dragging a task bar by pressing
the SPACE BAR. With fine adjustment activated, the horizontal arrows of the mouse
pointer show four arrowheads (8% *) respectively. This allows you to make precise set-
tings even if the resolution of the Gantt chart is quite coarse.

USING THE MOUSE TO COPY 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 "0", it is displayed as a milestone (‘W ).

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

FILE START WIEW DATA TABLE DATA GANTT CHART
0 Default 4C Earliest begin . [Re
"7 Milestone O Latest begin g G
0 3 ) Latest end 3 Fid Link dialog
Time bar Preselection Links

Milestones that have been marked for display in the higher levels too, so that they are
visible even in closed projects or blocks:

B Examples (3) | | ' ! ! |
. EProjectit®) | NAEE Wicbics, HUY Tixe SRS W 1_Protoryp e
Milestones | | | Wiopics, HW fixed | ¥ |

Processes (4 |

The identification of such milestones taking place in register Data Gantt Chart:
FILE START VIEW  DATA TABLE DATA GANTT CHART TOOLS

1 Default { CEarliest begin "l Forward %Furw.r distance 0 -+ Buffer Mode
" Milestone [OE Latest begin ™ Backward IE,E!ar:h:u'l.r., distance 0

@ B |+  0p Latestend “%.Delete  [ud Link dialog

0 par Preselection Links

1 Status 2016 2016 2016

2 Apr Mai Jun

3 e examples: File/Open...

4 ples (3)

s RO oo
6 Milestones | | | | Wropics, HW fixed |
7 Processzes (4 | |

8 Topics, contents (4] ;Top:ics, cnntent%

9 Internal implementation (7] rlntv::rnal |mplen'ientatmn*
12 I}s External implementation (51 | | rEcﬁr:ﬂ
) Nata nrocessing (3] S———— W Data processina |
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A number > 0 indicates the levels to view the milestone, from top to bottom. A "2"
therefore means that the milestone should be displayed to the 2nd level, ie in levels 1
and 2.

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

A "0" indicates not to display the milestone on a higher level.

ENTERING MORE PROPERTIES OF TASK BARS

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

ity cps [ [ [ Jscninscpanmens L] [
Identify departments (planned) @ Identify departments (planned) @
Delete task bar (click here) e Delete tagk bar (click here}
Lock task bar no Lock task bar no
Divide task bar (click here) 4 Divide task bar (click here)
Designation identify departments Designation identify departments
Same designation as row [ Same designation as row
+| Begin/End +| Begin/End
+ Durationiwork = Durationiwork
Completed [ E Milestone (Length=0) ]
I Link i F Duration or work? Work
Buffer 0.oh E IE Begin or end fixed Begin
B ote I I Work 82.4 wh
Coloripattern process Capacity usage 20% (= row value)
Reshow date Level of completion in % 0.0 %
global alarm off Completed [
personal alarm off Link
Series (click herej ¥ Buffer 0.0h
d
[® Cloze the window automatically after the entry has been made ! Note
Color/pattern process
sy | s | He [ Reshow date
T : T T T global alarm off
| | [ eI Task 12 (40%) | | personal alarm off
I I I I _TESK 13 Series (click here)
I I I I | ~ammmTas
| | | | | E: [*® Close the window autamatically after the entry has been made
: | IJ | | | ' oy | Omse | Hep |

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

The dialog box may remain open all the time (to show the properties of the currently se-
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 ).
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DIVIDING TASK BARS

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

—————— : | | | = Alternatively, you may select the dividing com-
Identify departments (planned) 2 . .
F—— i) mand in the property box and then click the task
Lock task bar no o bar at the spot where you want it to be divided.
Divide task bar Click the separating point
Designation ldentify departy | sts
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.

Example: To modify a task bar, select it first and then open the calendar by clicking the
button | Calendar| at register Data Gantt chart:

Begin ]
Januar 2010 Hour Min Mow

MDMDTFS S

o _|oo Apply
(282930311 2 3 |00 061218 05
14567 8 910 mmummul Close

211121314151617 |02 08 14 20|5 25| [7] Duration fix.
218102020222324 103 09115 210 35| prrs

<2526 27 26 2930 31 |04 10 16 22 50 45 09:00

51 2 3 456 7 (05111723 55 Tu. 26.01.2010

B lE=vi= 14:00

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

To close the calendar, click the button | Calendar again or click the Close button 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 five but-
tons shown at the bottom of the calendar. You may have the meaning of the but-
tons displayed 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" (see
"Project status (planning, current state, prognosis)" on page 115).

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

5. Click the desired hour and minute. Minutes in between appear if the mouse pointer
remains for a short time on the next lower five-minute or ten-minute increment:
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Januar 2010 Hour Min Mow

MDMDFS S —————
o |00 Apply

2282930311 2 3 (00061218 ) 05

145678910 01071319, 15 Close

211121314151617 |02 08 14 20 0
31819201 222324 (020915 21 —
40 41 42 43 4411.2010
£ 252627 28293031 (04 10 16 24 s X

: 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 on the Apply but-
ton. Alternatively, double click on one of the number fields to trigger this action.

Colors

The following colors are used in the calendar:

e Entry Date: blue
e Reshow Date: purple
e Begin: green
e End: orange

e Area between Begin and End:  yellow

e Completion Date: dark-gray

Select current time ("Now")

Click the button Now.

Fixed duration / Fixed work:

With the option Duration fixed or (if resources are allocated) Work 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 "DURATION" / "WORK"

A separate dialog box is available for changing the planned or the actual duration (see
"Project status (planning, current state, prognosis)" on page 115) or the work of a se-

lected task bar. Click on the button |ElPur. | in ribbon tab Data Gantt chart to open the
dialog box:

Work (=) To change the actual duration, click the
Wark 10,0 whl= button @ first.
Milestone fwork = 0] - Like the calendar, this dialog box can
0 =V | appy | EJ remain opened permanently and can be
Close [IZ] placed anywhere on the screen.
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The duration 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 edited by over-
writing the current values.

The check boxes above the entry fields allow you to specify how the duration will be dis-
played.

Clicking the button ([E) provides further options:

Waork [#%l| The length of the selected task bar can be en-
Work o tered either as duration or — with resources
iestone trork 0 . assigned — as work (see below).

0 =V @ In addition, you may determine whether the
Change EEB begin or the end of the selected task bar is to
© waue () @ Work !_.}i remain unchanged when the duration of the
Change of bar is changed.

@ end ., ) begin =

Enter duration as

T ] @ Y [ e ]

The duration can be entered either as real time which means that you enter the sheer
difference between the begin and the end or as working time based on the working
hours of the default calendar (see "Calculation of the duration of tasks, default calendar"
on page 44).

TASK BAR LIST

OPENING THE TASK BAR LIST

] Calendar [T Task bars Click the button Task bars in the ribbon tab Data Gantt
& our. = pm% chart.

ZICnlor ESEries

onement

Tools
=] Task bars o B[]
[ Mew ] [ Delete ][ Series... ] [ Sort ]
1 Task 2 Begin PI'd 3 Begin Act 4End PI'd -
Projstat 000 | Mo, 28.02.2011 Mo, 28.02.2011 Mo, 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 ko, 16,01,2012

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

a4 | T v

The presentation of all task bars in a list enables you to see all task bars at a glance (this
is particularly useful if one row contains many task bars distributed over a long period of
time).
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Note:
You may adjust the width of the columns — as well as the entire window — to any size by
dragging the border lines.

FUNCTIONS OF THE TASK BAR LIST

Buttons
Apply closes open entry fields and refreshes the list

o

o Series: opens a dialog box for creating a series of recurring dates
o Sort allows you sort the list according to the set sequence

o New creates a new task bar

o Delete will delete a selected task bar

Editing of data

- Begin, End, Completed on

Double clicking on any field containing a date opens an entry field. Clicking on the down
arrow will display an auxiliary window showing a calendar for entering the date.

Tip:

Instead of double clicking on a field you may also click on the column concerned with the
right mouse button to open the calendar. The quickest way of closing the calendar is to
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 columns "Dura-
tion", "Pattern”, "Alarm" or "Note" opens the same entry windows as in the main win-

dow:
o "Dialog box "Duration" / "Work"" on page 49
o "Bar patterns" on page 128

o "Alarm" on page 55

o "Note" on page 56

- 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 Senie | 16 Nz.|  |f task bars belong to a series (see "Series (periodically recurring
+.|1 dates)" on page 65), the column "Series" shows the number of the
1 series. A preceding "+" indicates that either the begin, end or the po-
sition of the task bar was modified manually after the series was cre-
ated.
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Clicking with the right mouse button or double clicking on a field in the column "Series"
opens a dialog window entitled Series enabling you to create a new task bar series which
uses the task bar of the current row as a starting point.

Creating new task bars

To insert an additional task bar, just click on the button New. 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 precedes the new entry:
o Day of begin = the day following the day on which the predecessor ends

o Time of begin, Duration, Designation, Pattern and Alarm are identical to those of the
predecessor

No task bar precedes the new entry:
o Begin = start of work of the current day
o Duration is taken from the default setting (see "Settings" on page 137)

DESIGNATION OF A TASK BAR

After double-clicking on a task bar or by clicking it with the right mouse button and
choosing Enter Designation, an entry field is opened in which you may enter up to 100
characters.

Pressing ENTER or clicking another element will show the text within the task bar or —if
there is not enough space — after the task bar. If the designations of the task bars are to
be hidden temporarily, unselect the option Designation at the register View.

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

LOCKING OF TASK BARS

In many projects there are deadlines which may not be overrun, as, for example, the
shipment of a product to the customer or the start of production. In A-Plan, dates of this
kind can be entered as locked task bars. To lock a task bar, click on it with the right
mouse button and choose the command Lock Task Bar.

To prevent "standard" users from unlocking a task bar, users having admin rights (see
"Access permissions" on page 184) may assign an admin type of lock by pressing and
holding down the SHIFT key when entering the lock. This admin lock can 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 each of the twin vertical borders lines is given a black background instead
of a white background:
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The chapter "Buffers" on page 60 describes how the execution of tasks can be shifted if

task bars 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 comple-

tion.

By default, completed task bars are shown in light-gray. Optionally, they can be "struck
through" by means of a horizontal line (see "Bar patterns" on page 128).

PATTERNS

Pattern

Pattern Designation

[ 1(depends on prig., prio.=2)
I rilestone

[ process

| [top

[ 1 dataproc
[ internal implem.
EEEEEEA external implem.
I (.ntitled 06)
[ juntitled 07)
N (untitled 08)
[ untitled 09)
I (untitled 10)

-~

E

-

| Close |f_ dpply

Clicking on the button % opens a dialog box which
allows you to assign different color patterns to task
bars. Depending on the selection you made, the
color pattern is assigned to a single task bar (one
task bar selected), to all task bars of a row (one row
selected) or to several rows or blocks (extended
selection).

The first entry in the list always shows the default
pattern for the selected task bar based on the prior-
ity assigned to it (see "Bar patterns" on page 128).

Below the task table you can print a legend of patterns and pattern designations (see
"Task bars/Notes/Legend" on page 152).
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RESHOW DATE

The reshow date function enables you to limit the display to due tasks and to those tasks
which you want to be reminded of. Contrary to the alarm function (see "Alarm" 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 double-click the requested point in time in the 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 2015 | Au
Light
5 B Processes (4 @ ! L3 36d JFriocesses—
6 Identify departments v 4 v 2 Miller (20) Identify depar
1 Determine contact persons @ mm ? m  -l2d Stevens (40) | o Determir
8 Identify processes o« 4 11d Stevens (50) |
9 = Determine new proceszes (7] 8d
10 Basic design f 8dEJ Stevens (20):

With the exclamation mark button being activated in the status selection, only those
tasks will be displayed which have their reshow date before or on the present day (indi-
cated by the light red color):

ﬂ Start View Data Table Data Gantt chart Tools Help

2 Profile: Default i | =R o m» | £ g o= == > | E .
. . E- E= B=

E_-} Save settings E O g f ke

i e (% B- g= &= setup

23 Delete current profile 2 X -* 21" - E= B s

Profiles Date Traffic lights atus Open/Close
Task Traffic Status Rem. Time Nt. Resources Jul 2013
Light
4 = Processzes (4 | - ! 3 36d | FPE_: CEs5esh

@ !

5 Identify processes ‘

3 114 Stevens(E[l]‘ gm

The reshow date in higher-level rows is the same as the earliest reshow date in the low-
er-level tasks.

Apart from setting a reshow date by double-clicking with the SHIFT key pressed down,
you may also enter it directly in the reshow date column.

To delete a reshow date, select the reshow date in the context-sensitive menu (by right-
clicking the designation of the row) and click Delete. Alternatively, select the exclama-
tion mark and press the DEL key.
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ALARM

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

=

Determine contact persons (planned) L @
+| Begin/End A
+ Durationiwork

Completed

Link

Buffer 0.0h

MNote
Color/pattern
Reshow date
global alarm
perzonal alarm

process

m

| Alarm @

[x Enabled

Drayl=] Hrz:Min
DEI 0o:1 DEI

®{Before Begint

() After Begin

Cancel

Series

[ Close the window automatically 3

Apply

-

Clicking on a task bar with the right mouse
button enables you to set a global or a per-
sonal alarm in the property box. The alarm
time is taken from the default setting used
for this option (see "Settings" on page 137).

Choosing Edit Alarm opens a dialog box en-
abling you to set the alarm time as you
need it.

Please note that an alarm will not be trig-
gered unless you have clicked the check box
Enabled.

A black triangle is displayed at the begin of
the task bar concerned if an alarm has been
set.

Note: The alarm symbol is not shown when task bars are printed or displayed in the re-

source table!

An acoustic signal sounds when the alarm date is reached and the following window ap-

pears on the screen:

A-Plan 2010 - Reminder

Folder: Examples

Project: E-Business integration

Task: Identify processes
Task Bar:
Designation: | Identify processes
Begin: We, 09.03.2011 06:00 End:
Alarm:

Day(s) Hrs:Min
@ Postpone Alarm by: 0= 00:05 =
Delete Alarm

2 =

Fr, 18.03.2011 18:00

Help

The dialog box even appears if you are currently working with another program and A-
Plan is either concealed behind this program window or minimized.
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You may now delete the alarm or have it postponed by the period of time you specify. In
the case of a global alarm, each user may take his/her own decision.

Note:
If the global alarm should not be displayed to certain users as a general rule, this setting
can be made in the user settings (see "Access permissions" on page 184).

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 seconds will dis-
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 command Note or click the symbol L8] in the first toolbar. This will open a
dialog box where you can enter a new note or edit an existing note.

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 single task bar. If, for example, the third of ten
linked tasks is postponed by two weeks, then the remaining seven tasks are automatical-
ly shifted by two weeks as well.

Links are shown as lines ending with an arrow. A task bar to which an arrow points ("suc-
cessor") 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
B Topics, contents (4} | |
B Define topics |ru1iller |
Bl Structuring |Schu|z |
B Detailed structure |ru1iIIer |
EH Product selection |ru1iller |

If the task "Get cardboard boxes" in the shown project takes longer than originally
planned, all follow-up tasks will be postponed by the same amount of time:

Bl Topics, contents (43 |

|
Define topics T . @ *
Structuring |Schulz |
Dretailed structure |h.fIiIIer |
Product selection |Mi|ler |
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It seems as if the lengths of some task bars changed as a result of the shifting. In fact,
the postponement was made in consideration of working times so that the lengths of
the task bars has remained unchanged in terms 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 distance is to be permitted to a
certain extent, buffers can be inserted between task bars (see "Buffers" on page 60).

However, it is also possible to define all of the links as a temporary buffer, so that they
can be pushed together to a distance of "0" (see "Distances temporarily as buffer" on
page 62).

ESTABLISHING A LINK BETWEEN TASK BARS

The simplest way of establishing a link is to select the successor first and to click the
predecessor next while holding down the ALT key.

If the begin of the successor is to depend on the begin of the predecessor, click the pre-
decessor on the left from the center:

E | .-"5"x|t+I:I||l:k P

If the successor is to depend on the end of the predecessor, click the predecessor on the
right from the center:

I:-E% n Alt + Click E%'—L.

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

DJ—L% Alt + Cllck

Clicking a link with the left mouse button will select it (the link turns red). To delete the
selected link, just press the DEL key.

ESTABLISHING SEVERAL LINKS SIMULTANEOUSLY, DISTANCE ="0"

% . Forward | ‘23 Forw,, distance 0 The tab Data Gantt chart provides several functions for
®_Backward | 1 Backw., distance 0 simultaneously linking all task bars of a selected area
% Delete Fi Link dialog either forward or backward.

Links

Using the functions with distance 0 will set the distance between linked task bars to 0
which means that involved task bars follow up each other immediately.

Clicking the button Delete will delete all links within the selected area.

The column Link shows how a task depends on other tasks but it may also be used to
change or enter the interdependencies directly in the column:
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Task Traffic Status Link
Light
Identify processes @ ! TEA
= Deterrnine new processes (2]
Basic design ¥ 8EA-3,00d
Detailed design 10EA-5,00d
B Topics, contents (4]
Define topics 11EA+1,00d
Structuring 13EA-1,004

DIALOG BOX "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 on the suc-

cessor with the right mouse button and choose Link or press the button H

The gray bar in the dialog box (1) represents the selected bar in the Gantt chart which is
to depend on another task bar:

l>|]. Basic design’ 4 |

2
Links 7S]
Predecessor / Type of Link
03 - Examples |E| Folder
04 - E-Business integration Izl Project m

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

|z| @ Begin End
=] 1 Detailed design 748 |

1 - Basic design | 1

Begin End
Distance
Distance 2di=
Calculation of distance in
7| Default Realtime —_—
[ mep ) (G ) [ apoy

The predecessor can be selected from the drop-down lists (2). The last drop-down list
contains all task bars that exist in the selected row (=task and/or project).

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, all 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:

to set the type of link ("end/begin",
to fix the distance between task bars

o end/end", "begin/begin" or "begin/end")
to set how the distance will be calculated

o
o
o to disconnect linked bars.
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For details on entering and calculation of the distance see the explanations on the set-
ting of the "duration" ("Time/Week numbers" on page 130).

FLEXIBLE DISTANCES

Sometimes, a follow-up task is to be postponed only after a given minimum distance has
been reached. This requirement can be met by including additional buffers (see
"Buffers" on page 60).

FIXED END (REVERSE LINKING)

If projects have a fixed end (such as a delivery date) 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 remain unchanged:

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 the project was started too
late!

LINKS LEADING TO "COLLAPSED" SUMMARIES

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

i

2

J

U

ﬁ\llll

Links cannot be selected and deleted if one of the task bars involved is included in a col-
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 predecessor.
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Since such a circle of links contradicts 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 advantage that a delay in the exe-
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
dotted lines as shown on
the left.

e The second task has a buffer of 1 day (1). This means that its end can be shifted to the
right by 1 day without falling below the minimum distance (2) of 1 day to the next
task and without creating the need of shifting the follow-up tasks.

e The first task has a buffer of 2 days (3) and its minimum distance to the next task is 2
days (4).

e |f you take into account the effects on the entire chain, the 1-day-buffer of the second
task can be added to the 2-day-buffer of the first task which will result in a total
(=accumulated) buffer of 3 days (5). This means that the first task can be shifted to
the right by 2 days without affecting the next task and by 3 days without affecting the
last task in the series.

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

1. Initial situation

2. First task is delayed by 2
days

Result: There is no effect on the follow-up tasks but the buffer of the first task is used
up; for the overall chain an (accumulated) buffer of 1 day still exists.

Buffer
cum

|
[ <71 AT
|
|

3. First task is delayed by a
total of 3 days

Buffer

oT| o7
| o7
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Result: The second task is shifted by one day; this uses up its remaining buffer; as a con-
sequence, an accumulated buffer for the first task no longer exists.

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

Result: The last task is 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
A | column of the table or can be adjusted with the mouse
MT_| Buffer length: 3.0 d while keeping the left mouse button pressed down. If

| TT L0 no buffer exists, press the SHIFT KEY as well to avoid a

change in the end of the task bar.

Another way of entering buffer is to right-click the task bar concerned. This will enable
you to enter or change the value in the property window (see "Entering more properties
of task bars" on page 47) of the task bar.

NOTES

e Buffers can be created in forward direction only, i.e. from left to right.

e As ageneral rule, buffer lengths (incl. accumulated buffers) are calculated and dis-
played from the default calendar (see "Individual colors for Resources

Resources can be provided with colors. The task bars of the tasks to which the resources
have been allocated, are then displayed in the respective colors:

Funktionen bewerten Fesll (30) |" Funktionen bewerten |

Funktionstriger ermitteln Funktionstrager -;ermitteln

1
Ldsungen bawerten

Lasungen bewerten und auswihlen

L'l LS8 |4
Morgang Ampel
BlEntw 1 (3}

4.-10. - 17.

Resl2 (2}
Resl13 {4}

C]
-0
iy
iy

The corresponding dialog box can be opened by right clicking on a resource name.
e Determine working hours (Resource calendar)" on page 89).

¢ In Actual Mode (see "Project status (planning, current state, prognosis)" on page 115)
buffers cannot be created or changed.

e [f the limits of a buffer are overrun, a negative buffer will be displayed. This will ena-

ble A-Plan 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 CHANGING BUFFERS

Shifting several tasks without changing buffers can be done with the help of the dialog
box "Postpone date" (see Ribbon tab "Data Gantt chart" / "Postponement").

MULTIPLE LINKS

A task may have several successors or several predecessors.

! ! i- i With a task having several predecessors, buffers should
1‘ be inserted so that the task will not be shifted until one

of the predecessors will overrun the minimum distance.

Note:

With several predecessors, you can no longer change the linking points at the successor
(begin or end) by clicking it with the ALT key pressed down. In this case you have to use
the dialog box to do the change.

DISTANCES TEMPORARILY AS BUFFER

It can be switched to Buffer Mode in which all the distances between task bars are
treated as temporary buffer. Shifts are therefore made in this mode is always up to the
beginning of the subsequent task bars before it is also moved:

DATA GANTT CHART TOOLS

A -+ Buffer Mode || Adjust end ¢ Adju
0= Adjust begin
Linkdialn:-g Adjust capacity usage
Links Adjustment
tus Traffic Resources | Dez 2015 Christm lN e Yo
lights b.| 30.-6. | 7.-13. [14.-20.[21.-d7.| B.-3. | 3.7
@ P e
@  Miller (20) || |
@  Stevens(40) | || ‘| |
@  Stevens(s0) | || Wz
O] | |
tus Traffic Resources | Dez 2015 Christm lN e Yo
lights B. 30.-6. 7.-13. 14.-20. 21.-4(.  28.-3. | 3.-18
O il NN THRRREN RN
@  Miler2o) | || ] |
@  Stevens (40) | |
@  Stevens (50) | | |
O | |
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CRITICAL PATH

Optionally, the critical path can 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 2008 mr{ This is true with the

Puffer |

the last task.

kum |-17. 18-24. 252 3-9. 10-16-| ypper path in the ex-
I I EII ample — for this rea-
| o7 son it is marked red.
| | oT] The lower path is not
| | | critical as there is a
I I 2 TI buffer of 2 days for

2T

|

21| 21| | ||| | |

Mark critical path is an option which can be activated and deactivated in the Gantt chart
tab both for the display on screen and for the printout.

LIMITS

Limits help you recognize immediately whenever a project or task has overrun a given
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 position after you made the necessary preselection in the tab Data Gantt
chart.

ﬂ Start View Data Table Data Gantt chart Tools Help
[ Default 4 C Earliest begin i‘L,EFrc:urwarr::I ':[.‘—;'IFGHN., distance 0 |:| Adjust end i Adjust ECaIend
7 Milestone | OE Latest begin i“IiE!ar:lo.ﬂu'ar-::l ':,_‘—'='|Backw., distance 0 |:| Adjust begin EDur.
Jp Latest end kDelete ELink dialog Adjust capacity usage ZCnlnr
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) | 4 CB—] p
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 columns Traffic light and Status:
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Task Traffic Status End late Resources Jul 2013 | Aug 2013
Light
Identify departments | Vv Miller (20) |
Determine contact persons | @ 7= 21082013 08:00 Stevens (40) | ‘ } }
IdEﬂtlf_‘,f.FerCESSES P— = Nl
B Determine new processes (2]
Basic design .'g'. At least one of the existing limits was
Detailed design k. * 4 overrun!
B Topics. contents (4] '
Define topics Row: 7
Structuring Lirnit: latest end
Detailed structure Overrun: 6 d
Product selection Do you want to undo the change?
B Internal implementation (7]
Performance specification
Place Web design order | Yes | | Mo |
Install hotline

The user administration allows you to specify which users may change limits and which
users are not allowed to do so (see "Assign access permissions"” on page 187). The limita-
tion refers to the change of the limits themselves. If change permission exists, the limits
may be overrun but as a result an indicator comes up in the status column.

LIMITS IN HEADLINES (SUMMARIES)

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

Task Traffic Status End late Jul 2013 | Aug 2013 | 59
Light
5 = Processes (4 - F
(7 Identify departments o 1]
T Determine contact persons ] ?:EI 21.08.2013 08:00 ‘ E:EEI:
8 Identify processes

Explanation: If the limit in row 7 was taken into account in the summary row, the status
»Red” would be assigned to the entire block "Processes". However, this would not be
correct as the overrun limit in row 7 does not yet have any effect on the superior end
date.

A headline may also have its own limits which are created in the same way as the limits
of the inferior rows (see 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
,Limits“ after the involved limit was clicked with the right mouse key), no limit of an infe-
rior row can be shifted beyond the corresponding limit of the summary row.
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‘ SERIES (PERIODICALLY RECURRING DATES)

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

Series (pericdically recurring dates) @

Recurrence pattern:

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

on
[ monday [] Friday eachfevery| 112 wWeek(s)

DTuesday DSaturda}'
|:|Wednesda3.r |:| sunday

DThursday
Exclude:

V| Haolidays I exluded,

@ omit dates conc,

ostp, dates conc,
|:|Iir1k created dates - Poste

Prior to creating a new series: End by / Mumber of dates:

current series: ) End by 08.04.2011 13:42 tjil
@ delete entire current series

1 delete to the right of selection @ No. of dates 22| (create new)

| e |

It comes up if you either choose Series from the ribbon tab Data Gantt chart or if you
click a task bar with the right mouse button and choose the same command.

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

the intended series before. The selected task bar determines not only the begin of the
series but also the time of the begin and the duration of all task bars of the series you
create! 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 duration
of the serial bars only.

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

RECURRENCE PATTERN "EACH/EVERY"

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

o minutes,
o hours,
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o daysor
o 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 | 2=~ |Hour(s) |z| between (08:00 == and |16:00 =

-

on
[ Monday [¥] Friday
[ Tuesday [] saturday

DWEdnesday |:| Sunday Exclude:
[¥] Thursday { If exluded,
@ omit dates conc.
nostp. dates cone.
|:| link created dates I I
Exclude: In addition, you are allowed to exclude public holi-

Holidays  If exluded,
[C] saturdays @ omit dates conc.
[ sundays (") postp. dates conc.

days (and weekends if you choose "days").

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, ex-
cluded dates are always suppressed.

RECURRENCE PATTERN "DAY(S) OF THE 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). Of course,
you may specify several days if they are within the same week, for example, every Mon-
day and every Wednesday at an interval of two weeks:

Recurrence pattern:

(71 each/every @ dayis) of the week () day of the month () day of the year
on

[ monday [] Friday each/every| 1= Week(s)

DTuesday DSaturday

DWEdnesday DSunda}'

Thursday

Exclude:

If exluded,
@ omit dates conc.
(7 postp. dates cone,

|:|Iir1k. created dates

RECURRENCE PATTERN "DAY OF THE MONTH"
This pattern provides two ways of defining a frequency of occurrence:

Either choose a day by entering a numerical value
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Recurrence pattern:

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

@ On |20 . day each/every | 11| Month(s)

-

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 |20}, day each/every | 1F=| Manth(s)

@ On M |E| Friday |E| each/fevery | 215 Monthis)

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

RECURRENCE PATTERN "DAY OF THE YEAR"
This pattern is similar to the pattern "day of the month".

Either specify a calendar day

Recurrence pattern:

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

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

& on | 1k |April each/every | 1= Year(s

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

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

CREATING RECURRING DATES

Having selected the desired recurrence pattern, either specify a time range or the fre-
guency of occurrences. Clicking the button Create series will create a series of task bars
starting from the task bar you selected at the beginning:

End by / Mumber of dates:
@ End by 05.07.2011 00:00 E’]il

() Mo, of dates 5= [create new)

-

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

a8 agapaaAa a A

SEVERAL SERIES IN ONE ROW

You can create several series in one row (for example, if a certain event is to take place
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:

0 43 [0d U

DELETING EXISTING DATES

Priorto creating a new series: Rrior to creating a new series you can delete existing
current series: ingle dates or existing series (for example, if you want
0 recreate a series using modified settings).

wn

@ delete entire current series
delete to the right of selection

—

further series/single dates:

Jlidelete all existing series;

delete all existing single dates

LINKING OF RECURRING DATES

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

Linking of task bars" on page 56):

O 433

CONSTRAINTS

If the selected starting task bar is linked to other task bars, then the linked task bars will
not be multiplied when a series is created!

For reasons of speed the program does not check whether the new task bars overlap
with existing task bars. This is even true if the corresponding option was activated (see
"Messages / Aids / EMail" on page 138).

A series can no longer be created from tasks with assigned resources as soon as the time
spent by of one of the resources was changed or if a series was created already. If this is
needed, the series must be created first and time spent on tasks must be assigned af-
terwards.
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GENERAL

Object Any external file can be linked to a row or can be embedded in it.

i cavserspe|  With a file linked or embedded, the minimized icon of the related appli-
i C\APlanll| cation as well as the name of the connected file is displayed (see rows 1
£ C\APlanll|  and 2 on the left).

Furthermore, the following symbols can be displayed:

@3 Embedded file (the name of the original {source file} is displayed in curled braces or

—if a new file was created — the file type is displayed, see rows 3 and 4)
% File not available (was renamed, moved or deleted, see row 5)
2] Application for editing or viewing the file does not exist (see row 6)
EY

Folder with files: double-clicking on the folder name will start the Windows Explorer
and expand the folder

@ Internet address (URL): double-clicking on the adddress will start the standard In-
ternet browser with the respective website

‘ LINKING/EMBEDDING AN OBJECT

LINKING BY DRAG AND DROP

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-Plan running, start the Windows Explorer, click on the file to be linked
and drag it to the desired row in the A-Plan main table while holding down the left
mouse button. After a few seconds the minimized icon of the related application appears
in the column Object together with the name of the linked file (depending on the appli-
cation used for creating the linked 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 is accepted in a row.

LINKING BY USING A DIALOG BOX

Object Dur.  Wor You cannot make entries directly in this column. Clicking

R C\Useert Barmati Ijlh' on the column with the right mouse button opens a popup
T R i . ) .

i cad [ New object menu enabling you to insert new objects and to open or
#c\ [ Open object delete existing objects.

_ M Delete object

Clicking on a row with the right mouse button and choosing the command New Object
or double-clicking on the desired location in the main table opens the dialog box shown
below:
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Insert chject

File:
ChAPlanll\Datenreport.xls

Result
Inserts the file contents into the document

and creates a link to the source file,
b _'@ The changes you make in the source file will

also come up in your document.

K

Cancel

Help

L1
i

To link the selected file (see above), activate the option Link by clicking on the check box.

Otherwise, the file will be embedded.

LINKING FOLDERS AS OBJECTS

Apart from files, folders may also be embedded in the Object column. Double-clicking on
the folder name will start the Windows Explorer and will display the directory in the Ex-

plorer.

Only drag and drop can be used to 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 A-Plan table holding the left mouse button pressed

down.

70 e Entering and editing of data

A-Plan 2016



SENDING OF EMAILS

Emails can be sent directly from A-Plan. To enable this, there is a column (2) for entering
one or several email recipients. With resources assigned to tasks, the email address
saved with the resource is used as the default email address.

To inform entered email recipients on the current status of a task, just right-click the
email address of the recipient. This will open a message window which already includes
essential details of the task concerned. Data which have been changed since the previ-
ous email are marked by an "*". Of course, you can add additional remarks and notes to
the text:

Task ‘ Resources E-Mail to ‘ [ JulZ009 [ Aug 2009 | Sep 2009 | Oct2009 |
@ Determine contact persons | Stevens (40) | stevens@braintool.com | | Determine contact persons | |
B ldentify processes | stevens (50) | stevens@braintool.com | | Identify processes |
B Determine new processes (2) | | | | | P termine 1
Basic design | Miller; Schulz (20) | miller@braintool.com; schulz@braintool.com | Basic design |
Detailed design | Miller (50) E-mail
sliier smelts - ! Mail to: miller@braintool.com; schulz@braintool.com -
272 [12/54 4] |
Ref.: A-Plan: Basic design
Res.Task | E-Mail Addr
El Internal staff (3) ||| = changed
Stevens (7} stevens@braintool.com
Schulz (8) |schulz@hraintool.com Folt_jer: Examples . ' s
Project. E-Business integration
Bl Miller {19) miller@braintool.com Task: Processes = Determine new processes = Basic design
Externe (1) Beaqin: Tue, 08M18/2009, 06:00

End*: Thu, 09M7/2009, 18:00

Remarks:
End has changed because of missing documents!|

=

Help | Send | Cancel |

We have refrained from the temptation of implementing an automated sending func-
tion for emails as there is a high risk of sending emails although you would have pre-
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 A-Plan from increasing the existing flood of mails of which many
might remain unnoticed for reasons of quantity.

The columns Rem. time, Reshow date, Buffer actual accumulated and Last change are
helpful indicators when it comes to deciding whether to send a mail or not:

Task E-Mail to Rem. Time e Last Change
Date Act cum
E Processes (4) | [ 15.00 d|02/18/2009| | 03/16/09 09:23 PM, User 1
Identify departments | miller@braintoal.com | v | | | 03/16/09 09:23 PM, User 1
Determine contact persons | stevens@abraintool.com | l"| | 11 d| 03M6/09 09:24 PM, User 1
H Identify processes | stevens@braintool.com |BE  -15.00 d|0318/2009] 11 d|03/16/09 09:24 PM, User 1
E Determine new processes (] | 15.00 d| | | 03/16/09 09:22 PM, User 1

e The Remaining time shows tasks which have not yet been finished although they have
overrun their date of completion (including buffer).

e The Reshow date reminds you of tasks which need to be revised.
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¢ A negative accumulated buffer is to warn you that the task will delay the date of
completion of the entire chain of tasks.

e Use the column Last change to identify tasks which have been changed recently.

As all of the above-mentioned columns can be combined in a filter — the settings of
which can be saved in a profile - it 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 command Find in the ribbon tab Data Table opens 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 button Find next on the right of the dialog
box. The program will look through the table for the first instance of what you typed in
and will indicate 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 @

Search engine registration

ot rining fndwnat, [prot =
Adjust brochures Search options S
Direction: Al [~ Llose

Marketing measures Selected col. only

i Hel
Include task bars Compare: Part of field |Z| l_—pl

= BExternal implementation (3]

Create prototype T
Include notes Reduce

Adjust prototype Match case only

Create web pages Task:

Run trial version Create [T Thype

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, just click the
button Collapse and the text will no longer appear.

Note:

The function will look through all the rows which currently exist in the table irrespective-
ly of whether they are displayed or hidden in collapsed folders or projects. However, da-
ta not contained 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 table is to be replaced by another string, a special dialog
box is available which is opened by choosing the command Replace from the ribbon tab
Data Table. Optionally, the found instance of text can be displayed in the lower part of
the dialog box.

When the first instance of the specific text string is found, you may either replace this
instance with the text string you entered in the field Replace with or you may replace all
instances by pressing the respective button on the right. Especially when using Replace
all, the replacement process is performed considerably faster if you choose not to have
found instances displayed:

Task Nt. Object Dur. Work|Mrz 2011 Dy
PlI'd| 14.-2u. 21.-27, 28.-3.
Milestones Replace -7 |
= Processes (3 ] - .
Identify departrnents Find what: gEsion |E|
Identify processes Replace with: layout |E| Close
= Determine new processes (2] . Hal
- - Search options aelp
Basic design Direction: All |Z| _—
. . Selected col, only Replace
Detailed design c e |z| =
. ampare: art of fie e ——
[ Topics, contents (4 Include task bars amp Replace all
Bl Internal implementation (7 Include notes Match case only (T
Performance specification
. Task:
Place Web design order -
Install hotline Basic [T
Search engine registration
Staff training 5
Aolivird bnpmelsy yrme

Contrary to the Find function, opening the dialog box Replace deactivates the main win-
dow of A-Plan. This means that no actions can be carried out in the main window as long
as the dialog box Replace is open.

Note:

The function will look through all the rows which currently exist in the table inde-
pendently of whether they are displayed or hidden in closed folders or projects. Howev-
er, data not contained 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 requirements specified in the filter
settings!

The Replace function will not be applied on data if you do not have sufficient access
rights for the folders concerned.

You can undo all changes resulting from using the Replace function by choosing Edit /
Undo once after the dialog box has been closed. When undone, they can immediately be
restored by choosing Edit / Redo.
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MOVE AND COPY FOLDERS, PROJECTS AND TASKS

SHIFTING OF ROWS (TO CHANGE THE SEQUENCE OF ROWS)

4] Wiestones | To change the order of rows, select the
B = dently depadments | Schulz row or rows to be shifted and use the
] Processes | Miller

7| EDetermine contact persons mouse to pull them to the new location.

8]  ElDetermine new processe| Pulling rows to a new location with the
CTRL key held down will insert a copy of
the selected row(s) at the new location.
Copying is indicated by an additional
"+" displayed next to the mouse point-
er.

Note:

Please be aware that rows cannot be moved to another location if the check box unsort-
ed has not been activated before in the dialog box "Sorting" (see "Sorting orders for
viewing" on page 85)!

COPY, CUT AND PASTE

Select the row(s) or the task bar you would like to copy or cut and either choose Copy or
Cut from the ribbon tab Data Table.

Copying a selected folder or project will not only copy the respective "row" but the com-
plete folder with all projects, tasks and task bars or the complete project with all tasks
and task bars.

A box at bottom left of A-Plan indicates the number of copied or cut fold-
ers/projects/tasks/task bars:

OB N Fr,0403.2011 |
107.03.2011 | 14:441

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

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

Hovering the mouse pointer over the box indicates the object that is currently stored in
the Clipboard.

PASTING ALL TASK BARS OF A ROW

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

E Start Creat

=0 | X cut . Data Table. The command will just insert those time bars of a
S | = project or task row into the selected row which are in the Clip-
53 Copy | |Z/Sa
Insert 5 board.
~ n | 7% Delete | |&|Lo

B Insert Ctrl=v
uﬂ Insert time bar

TRANSFERRING TASKS AND RESOURCES TO ANOTHER A-PLAN DATA-
BASE

Tasks and resources can be transferred to other databases. Likewise, entire projects and
folders can be transferred.

To do so, start A-Plan 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 other database.

When being transferred, tasks 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 are transferred first and assigned resources are still missing, "n.a." (= not
available) is displayed instead together with the resource ID number in parentheses:

Task Resources

B Processes (4) |

Cetermine contact persons |rw. (70000300,
[dentify departments |rw. (7000200 {(10%

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

Task Resources
EProcesses (4) |
Determine contact persons |Stevens
[dentify departments |ru1iller 10y

With regard to the resource calendars, it is true that the entire folder Working times can
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 assignment of cal-
endars to 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 designation already exists, then a "2" is appended to the
designation of the pasted calendar.
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| POSTPONING ALL DATES OF A FOLDER, PROJECT OR TASK BY A GIVEN
\ PERIOD OF TIME

Postpone Dates | % |[#34]| If you want to postpone not only a task
Project: but a larger area of a database by a given
e T period of time, A-Plan provides a special

function to perform such a postpone-
Shift by: Actual times:
ment.
Years: ol @ unchanged
ot = Delete First, select the tasks, projects or folders
antns: .
2 to be moved and click the button
LEEE 25 Important: =] Postponement| in ribbon bar Data Gantt
) < Choosing 'Delete’ will . . .
Days: 0f 2150 delete the fimes chart. This will open a dialog box where
T e entered in the time you can specify the period by which the
o v tracking module! .
selected items are to be postponed.
Minutes: 0=
Then, choose the values to be moved. As
Reference date: New date: you may activate or deactivate any of the
18.02.2011 06:00 t|§| 04.03.2011 06:00 tlil displayed values, you might, for example,
——— move all reminder dates only.
Help | E OK i | Cancel |
Important:

Postponing a folder will also move all projects included in the folder! Likewise, postpon-
ing a project will also postpone all tasks included in the project!

If you made no selection prior to opening this dialog box, the postponement will apply to
the entire database!

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 un-
changed even if these values were calculated from working hours. Task bars located out-
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 an existing point of reference (for example 18/02/2011)
is postponed to a later point in time (04/03/2011 as shown in the screenshot above).
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DELETING OF DATA

DELETING FOLDERS, PROJECTS, TASKS OR TASK BARS

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

o pressing the DEL key or
o clicking on the button ¥ Delete in ribbon tab Data 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 delete all projects included in the folder as well. Likewise, deleting
a project will also delete all tasks included in the project!

The setting of Options (see "Messages / Aids / EMail" on page 138) allows you to request
that a delete command will not be executed unless you confirm it a second time.

DELETING SEVERAL TASK BARS

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

o allin current row
o all without selected
o all to the left of selected
o all to the right of selected
Currency conversicn (-7 | [ All cost values in an A-Plan
Conversion of user-defined fields Rate: 1,3200 database can be converted
B to any other currency with
Numberl Numberb [Conversion by division!) y . Y
Number2 NumberT y . ; conversion rates of all cur-
Number3 Numbers B CHITENy symbat rencies of the European
Numberd Numberd Monetary Union being pro-
Numbers Numberl0 vided by the program.
| Help | | Cancel |

To start the currency conversion function, click the ribbon tab Data and choose the
command Currency conv.

Furthermore, you may use this window to specify a new currency symbol and to select
the user-defined number fields you want to be converted as well.
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DEFINING THE DATA TO BE DISPLAYED/ PRINT-

ED

FILTERS

FILTER

Apart from using the Status selection (see "Traffic Light, Status and rem. Time" on page
25) you may limit the number of displayed/printed data with the help of filters.

Enabling a filter means that only those data are retrieved from the database which
comply with specified criteria such as for example "Priority smaller than 3" or "Date of
begin later than 01/06/2012".

This has the advantage that the database can hold a large amount of data without im-
pairing the overview.

SETTING OF FILTERS
Clicking on the button [»Setfilters in ribbon tab View opens up a dialog box in which var-
ious filters (search criteria) can be set.

With filters being set, only those records are retrieved from the database which comply
with all specified criteria.

A prerequisite for the filters being effective is that you enable them either by clicking the
button | [ Folder filter ON/OFF | or | [ General filter OM/OFF | in ribbon tab View.

Below the task table there are three boxes which indicate how many of the folders, pro-
jects and tasks contained in total in the database were retrieved:

22| 35 3!&? 1 L1
0/1/34/41

U?.03.2D11| 1?:-'1E| Number of TAS;KS an
———————— | entire screen / in
database

FOLDER FILTER

The first tab of the dialog box presents two lists: The pane Task folders lists all folders
which are contained in the database and which include tasks. The pane Resource folders
lists all resource folders (=groups) contained in the database.

With the button [ [, Foider filter DNIDFF] activated, the 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 shown below:
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Filter [ | (]

| 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 selection of files in the Windows Explorer:

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

selected before

SHIFT+ CTRL+ click on a folder Extends your selection to the position of the mouse
pointer

Do not show completed projects

With the check box Do not show completed projects activated, completed projects are
not displayed as a general rule (this also applies to resources).
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GENERAL FILTER - TEXT

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
Pria = to =
Level to =
Ident-Mao.
Task
Client B2
Responsible |Z|
Group Internal staff |E|
Resource Stevens |E|
changed by
Compare
@) ientire contents of the field:
Part of the contents of the field
Search pattern (*, 7, etc)
Delete General
Filters
| Show all subtasks

Help [ oK ] | 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 searching the database, texts found in note fields or in free
text fields (see below) will be included in the search.

Compare allows you to specify whether

¢ the entire contents of the filed or

e a part of the contents of the field is to be compared or whether
e asearch pattern

is to be used.

The wildcards "*" and "?" may be used in searching for text strings. Entering "Fra*" will
find all strings starting with "Fra" as for example "Franklin", "Fraser" and " Frazer". En-

tering "Ho??er" will find all strings starting with "Ho", having exactly two 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, typing "Mai* OR Mei*" in the field Responsible and selecting the option
Search pattern will find all rows in which the name of the responsible person starts with
"Mai" or with "Mei".

Important:
All fields of the Gen. Filters are linked by AND. With several conditions being specified,

this means that only those records (rows) will be found which meet all of the specified
conditions.

Show all subtasks

With the check box show all subtasks activated, all tasks meeting the specified condi-
tions are displayed together with their subtasks even if the subtasks do not meet the
conditions.

Note:

If a Status filter is set in the tab Start of the main window (see "Traffic Light, Status and
rem. Time" on page 25) together with the check box show all subtasks being activated,
all those tasks of a given project can be displayed which, for example, have overrun their
end date.

ﬂ Start View Drata Table Data Gantt chart Toals Help

— . = |
2] Profile: Default - |:| v ™) LAt BE =8z - E Split display Bl Resolution: W
3} Save settings =1 ::}’ f E"' E{Show resources EShow ‘today’
) E- B= @= Setup
2% Delete current profile [~ m] " I 2! B- B= 5= Columns | & Refresh
Profiles Date Traffic lights Status Open/Close Table Gantt ¢t
Task Traffic| Status Filter @
Light
1 more examples: File/Open. Folder | Gen. Filter - Text | Gen. Filter - Date | Gen. Filter - userdef. fields |
2 & Examples (3) ]
Any text field
3 (= Project 11(6) - g
4 Bl Processes (4 « Prio = to =
5 Identify departments =]
Level to =
Taszk Project 11
Client [~]
Responsible |E|
Group E
Resource |E|
22 13 273 4|
changed by
Res./Task Traff Status LabRat|
C
6 B Internal staff (3) 50,00 §, cmpare
7 @ Stevens (11) ~50,00 %, @ entire contents of the field
10 Absences 50,00 &/ _! Part of the cantents of the field
11 = 5chulz (10) A50,00 5, _) Search pattern [*, 7, etc)
14 Absences ~50,00 &/ QEW;‘::'?ltGE”EW
ilters
15 G Miller 06) %5000
18 Aheences A50 00 84

Show projects with all tasks

If this option is not enabled, with a resource filter eg. only the tasks of a project are dis-
played, which are directly associated with the resource.
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With the option Show projects with all tasks enabled all the tasks of the projects are
displayed, even if the resource eg. is associated with only one task of each project.

Delete General Filters

Clicking on the button Delete General Filters will reset all general filters. This does not
affect the option Show all subtasks (see above) as it is not effective with no filters being
set.

GENERAL FILTER - DATE

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

Filter [ 7 | =

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

Criterion1  Begin PI'd E

After |E|
0208.2013 [¥]3]

Criterion 2 End PI'd E

Before |E|
14.08.2013 E]il

44 August 2013 Bk MNow
MDMDFS S
1 1234

56[7)8 91011

221213141516 17 18
24119 20 212 23 24 25

]

i

= 20 27 28 29 30 31
=] Cancel

Delete General
Filters

Show all subtasks

.

The date filter can be applied to all fields which feature a date:
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Filter o |

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

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

Emp
Planned time to be spent on task
Begin PI'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

The following possibilities exist for specifying a time period:

e before

e on

o after

e between

e Time range

e current week

e current week +1

e current week + 2

e current week + 4

e current month

e current month +1

e current month + 2

e current month +4

Time range allows you to limit the search to a period of time. For example, 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 cnntlzl
Time range [ B3

A to 41 | weeks |z|

The variants current week (+ n) or current month (+ n) have similar functions.
When set to Planned time to be spent on task and current week + 2, all tasks
are displayed, which must be processed within the current and the next two
weeks.
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GENERAL FILTER — USERDEF. FIELDS

Filter

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

Textl |
Textd

Text3

Textd

Text5

Teuth

Text?

Textd

Textd

Text10

() Text () Mumber

Compare
@ entire contents of the field
(71 Part of the contents of the field

(7 search pattern (%, 7, etc)

Delete General
Filters

Show all subtasks

@:I'he fourth tab enables

you to enter filters for
fhe userdefined fields.

When doing so you may
dqwitch between text
nd number fields.

¥al

o)
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SORTING ORDERS FOR VIEWING

Rows may be displayed in the main table 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 button %4 Setserting in ribbon tab
View. A dialog box opens in which you can specify any order according to which the
folders, projects or tasks are to be displayed and printed:

P'Surting @

Sorting

Folders / Groups

| unsorted

Projects / Resources

Change Order: Select

2 Entry Date
3 Prio
Index

row in table and press
‘Up arrow’ or 'Diown
arrow’

Ident-Mo. o

unsorted

Tasks

Unsorted (fixed) sequence of rows

To activate this mode for either folders/groups, projects/resources or tasks, click the re-
spective check box unsorted in the Sorting 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 inserted beneath the 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 rows)" on page 74).

Sorted sequence of rows

The order used for folders/groups, projects/resources and tasks can be set independent
of each other. The element located at the top of each list in the dialog box Sorting is
considered first in the sorting process. For example, if "Priority" (Pr.) is at the top of the
sorting list related to projects and "Begin" is second, this will have the effect that pro-
jects having the highest priority will be displayed first while projects of the same priority
are sorted according to their starting date.
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In order to change the position of an element in the lists of the dialog box, select the el-
ement first and move it up or down using the arrow buttons arranged on the right side
of each box.

Please note that only the first three elements of a list are considered 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 the data-
base would end up in a sorting based on ident numbers).

AUTOSORTING

Clicking on the check box Resort Immediately has the effect that the order of the rec-
ords is recalculated and adjusted whenever data have been entered or changed.

You may deselect this option if you do 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 whenever a modification is made which might influence the order of
the rows.

Remark:

After a name ("person responsible" or "client") has been entered, the program immedi-
ately resorts the data records even if the check box "Resort immediately" is deactivated.
(The special way in which names are stored in the database necessitates the refreshing
of the table and, as a consequence, the resorting of the data records.

REFRESH DISPLAY

If changes are made or new data are entered with the sorting set to "sorted sequence of
rows" (see "Sorting orders for viewing viewing" on page 85), the sequence will be updat-
ed automatically if you activated the option Resort immediately (see "AutoSorting" on
page 86).

If you deactivate this option because you might, for example, feel disturbed by the au-
tomated resorting, the order of the displayed tasks can still be refreshed either by click-
ing on the button & Refresh in the ribbon tab Start.

Once in a while it may occur that A-Plan 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 of A-Plan 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 ease of use and visual clarity!

WHAT CAN RESOURCE PLANNING OF A-PLAN DO FOR YOU?

Use it to deal with problems such as:

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

o How many resources need to be assigned if a task is to be finished at a given time?

o 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 full capac-
ity?

o Which resources are over allocated?

o What are the costs resulting 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 INFORMATION IS SUPPLIED BY THE RESOURCE PLANNING OF A-
PLAN?

From a single view, you can see the following information:

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 working 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 PLANNING OF A-PLAN HANDLED?

In spite of the high performance and the variety of information provided by A-Plan, you
will be surprised by the ease of use of resource planning:

o All settings are easy to understand and to retrace.
o A-Plan assists you best in your planning without patronizing you.
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o 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 using A-Plan.

WHAT DOES RESOURCE PLANNING IN A-PLAN LOOK LIKE?

The main window of A-Plan is split horizontally if resources are to be displayed. Among
others, the upper pane shows existing tasks with assigned resources (1), the respective
work (2) and the task bars (3). The task bar pattern is used to indicate when resources
work on tasks and what their capacity usage is:

Work Lab. Cost |Jan 2004 Feh 2004
Task ‘ Resources Prd Prd 28.29.30.31.|1. 2,03 |4 (5 |6, | 7. (8.9, 011,
E Construction proj. | {1} 70.0 wd| 45.336.00 € -
Bl Kings Road (6 0.0 wed 45 336.00 €
B Demolition (2) | @ 9.0 wd| 11,652.00 €|
EH Basement |LIZII’I"5.f1; Barnes;Hawk@ Elwd| 5,256 .00 €|
H Ground floor [ Larry 2; Miller 30wd| 639600 €|

Blnternal walls (3) | | 9.0wd|12,4392.00 €|
@ Room Basern. 1 |Lomy; Barnes; Hawk| 6.0 wd| 609600 €|
Room Basem. 2 | Loy 2: Miller | 30wd| 6,395.00 €] ‘

Doors, windows | oo@ Fraser a0 Wd| 3,360.00 €|
[14 [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 ®3ﬁ.l]I] enMEI | EMENEOCO OOm
[ Hawkins {3) | |Standard | s000eh| lEME | G EECC Omm
B Miller (3) | |Standard | 36.00 ¢h|[] I W << HHEN BN
Special tirmes/Costs | | | #36.00 &h|
Ovettirme | | | #36.00 &h|
Abzence | | | |
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 the setting of the respective option (see "Task
bars" on page 126).

At the same time, the lower pane displays the resources together with used calendars
(4), labour rates (5), working times and capacity usage (6), absence times (7) and as-
signed tasks (8). What the colors indicate in case of different capacity usage rates is ex-
plained in the chapter "Capacity usage of resources / Teams" on page 97.

In task table view, rows with resources assigned to them are expanded (or collapsed re-
spectively) if you click the red square in front of the designation. With tasks expanded,
each resource is shown in a separate row:

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

U
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=| Basic design Miller (70): Schulz (50) 50 % - 70 % L
- Schulz (50) Schulz (50) 50 % |
- Miller (70} Miller (70) 70 %

INDIVIDUAL COLORS FOR RESOURCES

Resources can be provided with colors. The task bars of the tasks to which the resources
have been allocated, are then displayed in the respective colors:

+ Funktionen bewerten Fesll (30) | Funktionen bewerten |

# Funktionstrager ermitteln Funktionstrager -;=-_rmitteln

'
+ Lasungen bewerten und auswihlen Lésungen bewerten

L'l LS8 |4
Vorgang
BlEntw 1 (3}

Resl2? {2}
Resl3 {4

The corresponding dialog box can be opened by right clicking on a resource name.
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DETERMINE WORKING HOURS (RESOURCE CALENDAR)

Working times and the resulting availability of resources are determined by means of re-
source calendars. In A-Plan, you may create any number of resource calendars.

o0 Click on the button Working time in the ribbon tab Data Gantt Chart to have

I.{:j
- resource calendars displayed:
Working
time
= | e = @ @ f = A-Plan 2010 - Expl_Production_planning
“ Working time Help
, Cut E: 2] Time @ il Resolution: 1 Hour *~ BFind E
Copy o S Color &ED Replace
Insert L Mew Setup Close waorking
HEIELE | calendar Columns times
Clipboard Calendar Tools Table Gantt chart Find/Replace Close
Calendar |Wor|r. Status Holidays Dwr. |00 07:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 1500 16:00
1 = Calendar (4)
2 G Default wiwork 2 Holiday free 40,00 h
3 Monday i 8,00 h [0&:00 16:00]
4 Tuesday ot 8,00 h [ 08:00 16:00]
5 Wednesday o 8,00 h [o5:00 16:00]
6 Thursday g 8,00 h [D&:00 16:00]
7 Friday ot 8,00 h [ 08:00 16:00]
8 Saturday o
9 Sunday e
10 & Worktime w/ work Holiday free 37,00 h
1 Monday 183 h |07:00 _09:00] [09:20 12:30) [12:35 15:35|
12 Tuesday 783h [07:00_ 09:00] [09:20 12:30] [1Z:55 15:35]
13 Wednesday 783h [07:00  09:00] [09:20 12:30| |12:55 15:35)
14 Thursday 783h [03:20 1230] [1Z53 1535
15 Friday 567 h [07:00 09:00] [09:20 13:00]
16 Saturday
17 Sunday

Choose Insert / New Calendar to create a new resource calendar. Choosing View / Re-
source calendar or clicking on the respective button will take you back to the table view
of A-Plan.
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CREATING RESOURCE CALENDARS

As soon as you create a new database or adapt an existing database, a default calendar
is automatically created in it as well:

Calendar |Wﬂrk Status Holidays Dur.|00 07:00 0500 0900 1000 11:00 12:00 13:00 1400 1500 16:00
B Calendar (4)
B Default w/ work Holiday free 40,00 h

Monday o 8,00 h [08:00 16:00]
Tuesday i 8,00 h [o8:00 16:00]
Wednesday o 8,00 h [02:00 16:00]
Thursday = 8,00 h [08:00 16:00]
Friday o 8,00h Lo8:00 16:00]
Saturday o
Sunday i

The default calendar is marked by an "*" behind designations and is of particular im-
portance as it is used —among other things — to calculate the duration of tasks (see
"Calculation of the duration of tasks, default calendar"” on page 44). Furthermore, the
default calendar applies to all resources to which no specific resource calendar is as-
signed.

If all working days in your database are of the same length, you may use the default cal-
endar as the resource calendar as well.

If working days are of different length, you have to create at least one additional calen-
dar which is to be assigned to the resources concerned (see "Allocation of working
hours, absence times and holidays" on page 94):

Calendar | Holidays Work |Duration o0 07:00 0200 0300 10:00 14:00 1200 1300 1400 1500 1600
=1 Work Time {7) |Hulida].rfree | w/ work | M|

Monday | | | 070 [FE00 TZo0] [0ZE T5.15]

Tuesday | | | 070 [FE00 TZo0] [0ZE T5.15]

Wednesday | | | o730 [T500 Tz  [(ZEE TE.15]

Thursday | | | o730 [T500 Tz  [(ZEE TE.15]

Friday | | | og:o0| [FE00 zon  [Z&E_1a4g)

Saturday | | | |

Sunday | | | |

If full days (i.e. real time) are to be used instead of fixed working hours, create a calen-
dar covering 24 hours per day and 7 days per week:

Calendar | Holidays Work Duration |ID 04:00 0E:00 0800 10:00 1200 1400 16:00 18:00 20:00 2200
ElReal Time (7) |Holiday free | w/ work | 168:00|

Monday | | | 24:00|2200 o]
Tuesday | | | 2400|0200 (i)
Wednesday | | | 24:00|2E00 o000
Thursday | | | 24:00|2E00 o000
Friday | | | 2400|0000 o.00]
Saturday | | | 24:00]0E00 |
Sunday | | | 2400|0300 |

EXAMPLES OF THE CALCULATION 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):
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| Calendar | Work |Duration00 07:00 0500 000 10:00 41:00 1200 1300 14:00 1500 1600 17:00 1800
EWorking time (5) | | |
[ Default (7)* | wi work | 37:30|
Monday* | | o730 [CEan zoy] [Eo T6.30]
Tuesday® | | orzo| [EEm@0 1zo0] [z T6.30]
Wednesday® | | o730 [Em 1zoo]  [Eond TE.20]
Thursday® | | o7z | R TZ.00] [=m 75,301
Friday* | | or:zo| [Em =] [=m 7530
Saturday® | | |
Sunday™® | | |

If the duration is to be 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.) would be 2 days 6 hours

(16h+24h+14h = 54h = 2 x 24h + 6h):

| Calendar | work | Duration | 0200 0400 0800 0800 10000 1200 14:00 16:00 1800 20:00 2200 |
EIReal time (7) | w/ work | 168:00|
Monday | | 2400|0000 ] 0000
Tuesday | | 24:00[0om0 00,00
Wednesday | | 24:00[0000 ] S
Thursday | | 2400|0000 000
Friday | | 240000 T0.00
Saturday | | 2400|0000 A
Sunday | | 24:00|0000 O000
COLOR OF CALENDARS
Calendar color You may choose any of the listed colors to be used
I 1 . for displaying the calendar. To open the dialog box
: : for setting the color, click a time bar of the calen-
: : 1 dar and choose Pattern or click on the button % .
- - Double-clicking on the color you like or selecting it
[ 1 and clicking on Apply will assign this color to all
- = time bars of the current calendar.
L 1
| Close || Apph |

In the resource rows (see "Show / Create resources" on page 94) 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 |5 |8|7 8|3[1011/12/13/14/15/16 1718|1920/ 21
B Stevens (5) | Defautt | boooo ooooo (oo
Special timesiCosts | | [morming shit ] Evening shit___|
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HOLIDAYS

Depending on the setting you make in the column Holidays, holidays are either non-
working (Holiday free) or working days (Holiday work) if the respective resource calen-

dar is used.

To change the setting Holiday free or Holiday work in the resource calendar, just dou-
ble-click on the existing setting.

CALCULATION OF WORK (W/ OR W/O WORK)

Usually, the calculation of work is related to personnel only and not to materials and
equipment (for example, assigning one driver and one vehicle results in one workday
and not in two days). Therefore, it is reasonable to use a special resource calendar for
equipment in which you enter w/o work in the column work.

In the calculation of costs, these resources will be accounted for although no work calcu-

lation is made!

To change the setting in the column Work, just double-click the existing setting.

IRREGULAR WORKING HOURS, OVERTIME ETC.

To learn how to proceed if irregular working hours, overtime etc. are used, see chapter
"Special times/Costs" on page 112.

CREATING RESOURCES

Resources may be of different type and nature such as, for example, persons, machin-
ery, vehicles, rooms or even meetings and they can be grouped:

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

B Bricklayers (3) I6005/h . | ... T
Miller (3) Default 36005/h| | D ] (] [ =
Barnes (2) Default 3,005/h| D | [ Bl | |
Hawlkins (3) Default 400005/ B | [ B B | B

= Carpenters (2) 35,00 5/h e | e __
Wood (1) Default 35,00 $/h B | (T
Fraser (1) Default #3500 $/h | || | [ [ ]

= Electricians (2) 3005/h| e | e o
Johnson (1) Default ~38,00 $/h | || [ [
Thornton (1} Default 32,00 %/h | || | [

Bl Painters (2) 0005/h| B | B B
@ Clark (1) Default 430,00 $/h | [ | ] | ] |
Brown (1) Default 28,00 $/h | [ | ] | ] |

=l Vehicles (2) 70,00 5/ | —————
Lorry 1 (2) Tools 70005/h| D || S
Lorry 2 (2) Tools 85.005/h| T B
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SHOW / CREATE RESOURCES

START VIEW DATA TABLE You cannot enter resources unless the button
Vo o = ~ Show resources in the ribbon tab Start is activat-
At Cut =2 Group '= Page brei
B C 2 ed with the effect that the table is split horizon-
g opy = Resource
% Delete tally. Next, select the lower part of the table by
Clipboard neert rowe srueure  Clicking it with the mouse in order to activate this

part of the table (see the yellow title bar below).

To create groups and resources, just use the
functions Group and Resource in the Ribbon tab
Data Table.

ALLOCATION OF WORKING HOURS, ABSENCE TIMES AND HOLIDAYS

WORKING HOURS

When a new resource is created, the default calendar is automatically allocated to it in
the column Calendar (see "Calculation of the duration of tasks, default calendar" on
page 44). This means that the working hours listed in the default calendar are applied to
the new resource at first:

Resource/Task |Calend.ar
E Ericklayers (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 resource is available, i.e.
as long as it is not assigned to a task, the displayed time bars are empty.

If you want to allocate another resource calendar to the resource (e.g. if the resource is
to work in another shift or has workdays of different lengths), just double-click on the
current calendar and select another calendar from the displayed list of available calen-
dars (see "Individual colors for Resources

Resources can be provided with colors. The task bars of the tasks to which the resources
have been allocated, are then displayed in the respective colors:

+ Funktionen bewerten FesLL (30} | Funktionen bewerten |

+ Funktionstrager ermitteln Funktionstrager -;ermitteln

!
H Lasungen bewerten und auswihlen Ldsungen hewerten

L'L LL/58 |4
Morgang
BElEntw 1 (3}

Resl2? (2}
Res13 (4}

The corresponding dialog box can be opened by right clicking on a resource name.

Determine working hours (Resource calendar)" on page 89):
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| ResourceTask | calendar | ldent-Mo. |-20. |  21.27.

ETeam 1 (1) | |sooooo00 ||
= Smith Default ~| D0 Doooo
SFIEEiE” times/Costs |{ne calendar |
Overtime |
Ahzences Overtime |
Vehicles
[176 [ 1712 [0/13 | {Morning Shift - [17052004 ~FE|

To:)‘ls . oo N | M "
The first three resource rows are created automatically. They are identical with all re-

sources and cannot be deleted. They are used exclusively for the determination of work-
ing hours and feature dark red designations to be easily distinguished from other rows.

For an explanation of the rows Special times/Costs and Overtime see the paragraph
"Special times/Costs" on page 112.

ABSENCES

Use the row Absences to enter those periods during which a resource is not available
(e.g. when it is on holiday). Absences are entered as time bars by double-clicking in the
Gantt chart. In the area covered by the time bars the working hours of the resource con-
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.-18. 19.-25. 26.-1.
67 B Internal staff (3) 500054 el .
68 O Stevens (11) 750,00 $/h| 5] ]
Fal Abzences 50,00 5/h
12 Determine contact per| @ 28 50,00 5/h P
73 Identify processes 50,00 §/h [

PUBLIC HOLIDAYS

The setting made in the selected calendar determines whether public holidays are work-
ing days for the resource or whether they are free:

| Calendar | Holidays | Work

E Calendars (5) || I
B Default (f1* |Hu|idaj-,r free | wi work

If a holiday is to become an exceptional working day, use the row Special times/Costs to
make this setting (see "Special times/Costs" on page 112).

ASSIGNING RESOURCES TO TASKS
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Dez 2015 o
Christm M
7.-13. |14.-20. 2121 285 4

Resources |
B. | 30.-6.

Miller 200 | ||
(browse resources)

- [#] % == ALLOCATED ==

I - % Miller / Internal staff (A: 20% / R: 80%)
[]%¢ == FAVORITES ==
. % Stevens / Internal staff (R: 60%
-[[]%* Externals

------- = Miller (A: 20% / R: 80%
& Schulz (R: 100 %)
[ & Stevens (R: 60%)

Double-click on the column Resources to
assign resources to tasks.

The resource selection offers a first block
of up to ten of the resources used last in
order to save you from searching through
the entire list if a large number of re-
sources exist.

The second block displays the currently
allocated resources.

In the resource selection, the average remaining capacity ("R: xx%") will be displayed
with all resources in the period of the selected task. In addition the already allocated re-
sources utilization by the current task ("A: xx%") is indicated.

When you enter a text in the search box on the resource selection, the first resource is

selected which contains the entered text.

Here, for example, the first resource whose name ends with "12.6":

L6

== FAVORITEM ==
== ZUGEQORDMET ==
Teamn 1
Team L1
Teamn 11
Team 12
% Res 12.L{R: 100%
[]% FRes 12.2{R: 100 %
5 Res 12.3(R: 100%
[]% FRes 12.4(R: 100 %
B Res 125(R: 100%
(- Res 12.6 (R: 100 %)
5 Res 12.7(R: 100 %
+ - []%E Team 13

OOO00EO

Note: Resources cannot be allocated unless you have at least ,,change permission” for

the resource group concerned!

In the resource view (lower pane of A-Plan) the involved resource or, if the allocation has
already been made, the respective task is displayed.

Here, scrolling is also possible, for example, to check the capacity usage of different re-

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 resource in the lower part of A-Plan and
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4. the period concerned is marked as reserved according to the capacity usage:

Task Resources CapUsg PlI'd Nt. Dur. Work|Feb2011 . Day
req|14.-20. 21.-21. :
B Processes (3 1 260d  4.0wd —
Identify departments Miller (50 60 % fg‘ 7.0d  40wd w2 _—_-_
Identify processes Stevens 100 % 70d  00wd
= Determine new processes (2] 90d 00wd
33 30/47 4 LLL} I
Res./Task |  Cap. Parent Task Project No[14.-20. 21.-27. F
& Miller (14) | — N4 |
Absences | |
Baseload | 200% Baseload |
3 Identify departments | 60,0 % Processes E-Business integrat |=§1'| = s ==

If a Message should come up whenever a resource is overburdened due to the assign-
ment of a task or the shifting of a task, this can be set as an option (see "Messages / Aids
/ EMail" on page 138).

El Internal implementation (73 | Miller Resources can be assigned to all lower-level rows
Performance specification | Miller of a summary row in one stroke. If one resource
Place Web design order |M?”Er will be in charge of an entire block, it takes just a
Install hotline |I"u'1|IIer ; ) .

Sesrch engine registration | Miller single entry to assign it to the block.
Staff training |Mi|ler

CAPACITY USAGE OF RESOURCES / TEAMS

A resource may be assigned to a task with a usage rate of more or less than 100 %. When
the allocation is made, the capacity usage setting is made according to the default value
entered in options (see "Settings" on page 137). The capacity usage can afterwards be
changed in the column CapUsg Pl‘d. To specify a usage rate other than 100 %, click on
the percentage given in parentheses behind the resource and enter the wanted percent-
age value:

Task Status Resources Caplsg Pl'd
250 7-13
Identify departments | ¥ Miller (57) [— ﬂ
Identify processes | =] Stevens
33 3047 A Ll F
Res./Task |5tatus Cap. Parent Task | 256 713
& Miller (17) | |2 ]
Baseload L= 200 % |
Identify departrents |h£f 571 % Processes | —
Basic design |I:I? 70.0 % Processes = Deter|

A capacity usage rate other than 100 % is indicated in the task table in parentheses be-
hind the resource designation (but without the % sign to save space). In the resource ta-
ble (lower pane), the time bar filling pattern reflects the usage rate during the time peri-
od concerned.
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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.|6-6 7-13 14-20 21-27 283
El Internal staff (3) A S S W e e——
[ Stevens (5) | B B B B | |
@ Schulz (4) | | | | O | | |
Miller (17) | - e ] [ S
Legend:
Time bar pattern Color Meaning
0 - Capacity usage rate is 0%
N green Capacity usage rate is from 0 to 50%
0 yellow Capacity usage rate is from 51% to 80%
B red Capacity usage rate is from 81% to 100%
[ | dark red Capacity usage rate is more than 100%
5 light yellow with  Resource assigned but not available due to ab-
pattern sence
1 -27 783 4-10 Hovering the mouse pointer over the capaci-
ty usage rate time bar of a resource will dis-
_!- e ——— — play you the precise usage rate percentage in
._H:g i the mouse pointer info box.
I I R
03 05
- Th, 24/03/2011 (200%)  ——

Important:

A capacity usage rate of more than 100 % is also accounted for when work and costs are
calculated. For example, assigning 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 con-

cerned!

After a task has been completed, no capacity usage rate is displayed any more. If actual
work was entered already for a task, the actual or prognosticated capacity usage is dis-
played for this task (see "Project status (planning, current state, prognosis)" on page

115).

A special ini file enables you to change thresholds/limits and colors (see "C. Special set-

tings" on page 260).

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 capacity, full-height bar = 100% remaining capac-
ity). Hovering the mouse pointer over the bar chart displays the precise amount of re-
maining capacity available at a given time in the mouse pointer info box.
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\Forgang Projekt 7./8.(9. 10.11.12.13.14,/15./16.(17./18./19.|20.(21.|22.|23.|24.|25.|26.|27.|28.|129.30.| 1. | 2. | 3. | 4
43 BEntw 103) ] [ B ooeeslies S
44 @Rell) — -
45 HResl2 (1) I:_ Di, 16.04.2013 05:0 [15%) | | |
46 @ Resl3 (6) T — —

Negative remaining capacities of the teams are displayed as red bars. To clearly distin-
guish them from positive values, they are displayed in vertical direction from top to bot-
tom:

2|3.|4.[5|6|7.|8
A—

[ ]
[, 29012013 l

L T 11

28,29)30(31( L

WORKLOAD THROUGH COMPLETED PROCESSES

Normally, tasks that have been marked as completed, no longer taken into account in
the workload of resources.

Occasionally, it is desirable to see in retrospect that workloads were present at the re-
sources. For this purpose, it is possible to optionally take into account the workload of
completed tasks:

Ressource/Vorgang |Status |57, 28.-3. Excluding the workload of com-
[ Sailer (11) | | | ] pleted operations
Operating ol
Ressource/Vorgang |Status |27, 28.-3, Including the workload of com-
(] Sailer {11) | _ pleted operations
Operating v .

You can enable and disable the workload by completed tasks in the View tab:

VIEW DATA TABLE DATA GANTT CHART TOOLS
% Setsorting || Designation Week numbers ¥| Capacity usage V%kalcuad of completed tasks
IFF Resources ¥ | Accumulated buffers  |v| Limits
Date Critical path ¥| % completed
sorting Gantt chart - details

DEFAULT VALUES OF RESOURCES

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:
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Task Resource Lab. Rate PI'd Qty/Time Fiw Cost
PI'd PI'd

Sawing |EDC312(50) 250,00 §/h 100/h 100,00 §
Turning |RDC 216 (80) 180,00 §/h 50/h 150,00 §

I

1/1 68 ] t ‘_ Ix r
Resource/Task | Lab. Rate PI'd Qty/Time Fix. Cost
EDC 312 (1) |  250,00$8/h  100/h 100,00$
= RDC 316 (1) | 180,00 $/h 50/h 150,00 §

It may happen that these 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:

Task Resource Lab. Rate PI'd Qty/Time
FI'd
Sawing |EDC 312 (50) 250,00 5/h 100/h
Turning |RDC 316 (80) 200,00 5/h 50/h
| p
11 6/8 A L) t

Fiz. Cost
PI'd
100,00 §
150,00 §

3

Values entered manually (1) are displayed with a white background instead of a blue

background color to distinguish them from ,,resource values”.
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WORK / AUTOMATED CALCULATIONS

‘ DEFINITION OF WORK

Wikipedia® provides the following definition of work:

“Work or Work Package in project management is the amount of effort applied to pro-
duce a deliverable or to accomplish a task or a group of related tasks ...”

A variety of names and units is used to specify the work (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 "hours". A-Plan allows you to set this unit as you like
(see "Costs / Abbreviations / Timetracking" on page 132). The documentation of A-Plan

uses wd = "workdays" as the unit for work.

With A-Plan there is the general rule that work is the duration of a task multiplied by
the number of assigned resources. Hence, with two persons working for 5 days on a
task, the duration is 5 days whereas the work is 2 x 5 days which is 10 workdays!

REQUIRED WORK

The completion 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:

e Number or factor

e Working hours

e (Capacity usage

e Performance (quantity per time unit)

e Availability (presence or absence)

Project planning is usually based on rough estimates of the work required to perform
the various tasks. These estimates may result from earlier experiences or 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 (see "Output values (production
planning)" on page 111).
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AUTOMATIC ADJUSTMENTS

You may request A-Plan 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 task if a resource is assigned with 100% of its capacity
to a work of 100 hours (wh).

Result: Duration = 100h (which actually was not very difficult in this example)

Task

= Folder 1 (1)

= Project 1 (1)
Task1

= Folder 1 (1)

= Project 1 (1)
Task1

Status Resources CapUsg Workreq Dur.|Mar2011 |
Pl'd 21-27 283 4-10
100.0 wh 40 h| [
=8 100.0wh 40h| J——
|=8 1000wh 40h| [T
ﬁ Res1 (100.0%) (7 Adjust begin
(71 Adjust capacity usage
(7) Mo adjustment
100.0wh 100h ' i
[0  Resl 1000wh 100h| [F ; 1
|2 Res1 100 % 1000 wh [100 h| || |

2. Reducing th

e capacity usage

Calculate the end (= duration ) of the task if the resource will spend 80% of its capacity on-

ly.

Result: Duration = 125h

Task Status Resources CapUsg Workreq Dur.|Mar2011 | Apr 2
FI'd -7 283 4-10
B Folder 1 (1) 100.0wh 100h| [P — ||
BProject1(1)|[3  Res1 1000wh 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 -2 283 410
= Folder 1 (1) 100.0wh 125h ﬁ
EProject 1(1) [0 Res1 100.0wh 125h| [F | |
Taskl |3 Resl(80) 1000 wh| 125 h| ||
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3. Assigning more resources

Calculate the end (= duration ) of the task if a second resource spending also 80% of its ca-
pacity is added.

Result: Duration = 63h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 | Apr 3
PlI'd 21-27 283 4-10
= Folder 1 (1) 100.0 wh 125 h|ﬁ
EProject1(1)|  Res1 100.0wh 125h| | , |
Task1l | == Res 1 (80) 80 % 1000wh 125 |"I| [ |
E-- 1% Group 1 @ Adjust end
- PP Res 1 (80.0%) () Adjust begin
() Adjust capacity usage
() Mo adjustment

¥

= Folder 1 (1) 100.0 wh 63 h| [———

B Project 1 (1) | Res1; Res 100.0 wh 63h| [F .|
Task1 3 Resl(80); 80 % 1000wh | 63h
-Res2 (80)|C  Res2 (80) 80% 500wh | 63h
-Res1 (80)|C  Res1 (80) 80% 500wh | 63h

4. Setting the capacity usage of ALL resources to a given value

Calculate the end (= duration ) of the task if both resources spend 50% of their capacity
only.

Result: Duration = 100h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 | Apr 2
Pl'd 21-27 28-3 4-10
= 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 I:SU:] [==] Res 2 I:EU:] ,a Ad_iust and
-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 : > |
Task1 I= Res 1 (50); 50 % 100.0 wh | 100 h
- Res2 (30)( 3 Res 2 (0] 50%  50.0wh | 100 h
- Res1 (30)( 3 Res 1 (50) 50 %  50.0wh | 100 h
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5. Changing the duration of the task

With the duration of the task reduced to 80h, calculate the new capacity usage of the re-
sources.

Result: Capacity usage of both resources = 63%

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr2
Pl'd 21-27 28-3 410
B Folder 1 (1) 100.0 wh 100 h|
B Project1 (1) |3 Res 1; Res 100.0 wh 100 h| F ‘
Task1 I= Rez1 (50 50 % 100.0 wt &0 |
- Res 2 (50)| 3 Res 2 (50) 50%  S00wH g Adjust end
-Res1 (50)| 3 Res1 (50) 50% 500w Adjust begin
iAdjust 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|
-Res2 (63)|C0  Res2 (63) 63%| 500wh 80|
-Res1(63)|CO  Res1 (63) 63%| 500wh 80h|

6. Changing the capacity usage of ONE resource, adjusting the other one

With the capacity usage of the first resource increased to 80%, calculate the capacity us-
age of the second resource if the 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, adjust 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 ratio
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

Increase the duration to 100 h with the left mouse key pressed down and have the capacity
usage adjusted accordingly.

Result: Capacity usage of resource 1 = 74%, of resource 2 = 41 % (the capacity usage ratio
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 21-27 28-3 4-10 1
B Folder 1 (1) 1200wh 80h
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
B Folder 1 (1) 120.0 wh 104 h
B Project1 (1) (3 Res 1: Res 1200 wh 104 h F ‘

Task1 1 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 in the Gantt chart, the presetting is made in the menu Data
Gantt chart in the block Adjustment. 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 the change.

The examples show just a few of the many possibilities provided by A-Plan to enable you
to react quickly and with a high flexibility to any situation and requirement.

PLANNED WORK

The automated adjustment has the effect that the course of the project is adjusted to
the required work as soon as changes are made in A-Plan.

If no automtic adjustment is carried out, for example because Adjust was deactivated in
the tab Data Gantt chart or because the option ,No adjustment” was selected when en-
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 make sense if you want to prevent the
course of the project from being adjusted immediately after you entered a value be-
cause you prefer to specify later how the adjustments should be made.

Example:
4 Cut .;"h. Higher ‘P-;L Certain level 4@ Upgrade ™,q Forward 'f—':', [0 adjust end j
23 Copy _E, Same =) Downgrade | ™ Backward | T2, | [] Adjust begin El =
¥ Delete jLower '_;: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%] L.:-:'1__.

Task Status Resources Work Dur. Work PI'd Work Mar 2011 e
req Pl'd/req| 7-13 14-20
Identify departrnents | [ I 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 bar (1) is shortened by means of ,pulling’ it with automatic adjustment being de-
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 wd (2) to 4 wd. As a result, there is a lack
of capacity (3) amounting to 33% as indicated in the column Staus by the corresponding
symbol (4).

As the required work is not changed by A-Plan 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 several rows , choosing the preferred type of adjustment and finally
clicking Adjust (see the top right corner of the screenshot).
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‘ FUNCTION GROUP ,,ADJUSTMENTS“

As the menu with the options for the adjustments of the course of the project as ex-
plained in "Automatic Adjustments" on page 102 cannot be displayed for all types of ac-
tions, you have the alternative of controlling the adjustment in the tab Data Gantt chart:

FILE START VIEW DATA TABLE DATA GANTT CHART TOOLS
I Default [ Earliest begin Link dialeg || Adjust end ! Adjust
7 Milestone O Latest begin Adjust begin
0 Op Latest end Adjust capacity usage

Time bar Preselection Links Adjustment

Examples of 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 not availa-
ble (see "Absences" on page 95).

The displayed block of commands allows you to determine whether an adjustment is to
be made automatically (click the button Adjustment with the CTRL key pressed down)
and, if yes, how the adjustment is to be made. With the button being activated, the ad-
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 CASES (FLEXIBLE ASSIGNMENT OF RESOURCES)

' TIME TO BE SPENT ON A TASK IS SHORTER THAN THE DURATION OF
\ THE TASK

With resource rows being expanded, you may assign a resource time shorter than the
task duration: First, determine a time frame in the task row. Next, go to the resource
row(s) concerned and specify the time periods to be spent on the task. The 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
Prd 21-27
Identify processes | Miller; Stevens 100 %%

- Miller | Miller 100 %| I
- Stevens |Ste~.ren5, 100 ‘?ri:.|

Expanded resource rows can be dealt with just like normal task rows. This means that
each resource may be assigned different times to spend on a task. If required, a resource
may even be assigned several time periods to work on a task:

Task Resources CapUsg | Mar 2011
Prd 21-27
Identify processes | Miller; Stevens 100 %%
- Miller |Mi|ler 100 %5
- Stevens | Stevens 100 ‘f‘rf:-|

The times (or work) spent on a task resulting from the assignments you made is shown in
the task row.

Note:

A series can no longer be created (see "Series (periodically recurring dates)" on page 65)
after the time period to be spent by a resource was changed. If a series is required, cre-
ate it first and determine the times to be spent on tasks afterwards.

ASSIGN DIFFERENT CAPACITY USAGE RATES TO TASK STEPS

Double-clicking on a task bar enables you to specify 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 usage
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existing or entered in the resource column (see "Capacity usage of resources / Teams"
on page 97).

COSTS AND SPECIAL WORKING HOURS

A-Plan calculates the total of the project cost from all incurred fixed and labour costs.

The calculation of labour costs takes the following parameters into account:
o Planned working times assigned to each of the various tasks

o Number of assigned resources

o Resource capacity used for a task

o Working hours of resources

o Labour rates of resources

Work is calculated from the first 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., see "Special times/Costs" on page 112) are taken into account in the cal-
culation.

The costs resulting from the planning are shown in the task table. In detail, these are
fixed costs (1), total labour costs (2), incurred labour costs due to overtime (3) and over-
all total costs (= fixed costs and labour costs added up) (4)

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 row (6), the listed costs of subtasks (5) are added up. The folder
row (7) shows the costs of all projects contained in the folder while the row "Total" (8,
see "Tasks" on page 119) finally adds up the costs of all folders included in the database.

From the resource table you can see which amounts of the costs result from the assign-
ment of resources. Fixed costs (1) and labour costs (2) are added up to total costs (4) . In
addition, the resource costs resulting from overtime can be seen from a separate column

(3):
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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 12} €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 hidden (see "Do not
show.../Never show..." on page 121).

FIXED COSTS, LABOUR RATE OF RESOURCES

If the same labour rate is to be used for all resources of a group, enter the rate in the
group row (blue letters). Labour rates different from the group rate can be entered in
the rows of the resources concerned:

Resource/Task | Calendar | Lab.Rate |Mo,26.01 [Tu, 2701
Smith Default A3p00€h| [ 1| ]
El Bricklayers (3) 36.00 €h
EBarnes {1 Morning Shift| 36.00€h| [ || [ |

Special timesiCosts | | 44|00 €h(3 [ Default value

Ovettirme | | 50.00&Mh|

FPainting | | |

MATERIALS, OTHER FIXED COSTS

Fixed costs can be entered directly in the task table as well without a special 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 column PI'd Fix. Cost:

Task ‘Pl’d Fix. Cost | PPd Lab. Cost |PI'd Tot. Cost
Sinternalwalls (3 | 2,35000€|  12,492.00€ 14.842.00€
Materials ‘m' | 2,350.00€

E Roor Basern. 1 | 6,086.00 € §,086.00€
@ Roorn Basem. 3 | | 5,396.00 €| 5,386.00€

This way of entering fixed costs is particularly suitable if the costs involved 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 (without calendar and Lab. rate) which you may select each time you need it:
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H Define topics

Documentation
Miller

Task | Resources ‘Pl’d Fix. Cust‘F'I’d Lah. Cust‘ PE‘:]L“"
B Topics, contents (&) | | 480.00€ 30600.00€| 31,080.00€
@ Totals Topics 430.00 €| | 430.00€

3,000.00€)  3,000.00 €

M Structuring | sehuiz | | 1.800.00€ 1800.00¢€
[272 [11 | 2336 4] | o+
| ResourceTask | Project |PrdFix. Cost PrdLab.Rate |  Calendar

E Totals (1 I I I |
-] Documentation {1 | 480.00 €| |{nu calendar)
Totals Topics |E-Business| 420.00 €| |

OUTPUT VALUES (PRODUCTION PLANNING)

When A-Plan is used in production planning, you may enter the quantities to be pro-
duced (1) and the output values of resources (2) — e. g. in units/hour. The required work
(3) and the resulting duration (4) (see "Automatic Adjustments" on page 102) will be cal-
culated automatically:

Qty. | QtyTime | Work

Pi'd Pl'd
@

E Sawing |EDC 312 @wnul 1DDIh[j15whg:!l5 h

ETurning |RDC 316 | 1,500/ 50/h| 30wh| 30|

Task ‘ Resource

H-:II 07106 | Tu, OF/OT |We, 0F/08| Th, 07409 | Fr, 07H0

Sawing
Turning

FACTOR (ASSIGNMENT OF SEVERAL IDENTICAL RESOURCES, BASE-
LOAD)

Resources can be provided with a factor to be used for multiplying all resource values
such as fixed and variable costs, output values etc.

ASSIGNMENT OF SEVERAL IDENTICAL RESOURCES

This is particularly 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 and 2 grinding machines available (1) which
will be used simultaneously for the execution of the order. The factor increases the out-
put value (2) and reduces the respective duration accordingly (3):

Task Resource Factcrr Qty. |Qty/Time | Work

I ‘ Mo, 07/06 [ Tu, 07/07 [We, 07/08| Th, 07/08 | §

PI'd | _.Prd Req.
M Sawing |EDC 312 | 2| 15|:u:||® 200/h| 15.0 wh .'-"5h| Sawing
ETurning |RDC 316 | 3| 1,500  150m| 30.0wh|10.0 ] Turning

You cannot change the factor of the used resource in the task table — otherwise the
overall capacity usage of the resource 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 usage (1). Of course, this will increase the duration accordingly (2):
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Cap. Qty.
Task Resource o Factor PI'd PI'd
@ Sawing |EDC 3*12@jl 50 %| 2| 1,500
ETurning |RDC 316| 80 %| 3| 1,500

QtyTime | Work

200/ | 15.0 w | Sawing
150/| 30.0 wh|12.5 Turning

Dur.
Req. ‘ Mo, OF/06 | Tu, O07/0F [We, 07/08| TH
@5.0 h

Important:

When you create a resource with a factor, you may enter the amounts 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 50 €/h, you may not enter a labour rate of 250 €/h
but of 50 €/h only as A-Plan will do the multiplication!

BASELOAD

Taking a baseload of resources into account (for routine work etc.) is another application
which lends itself to the use of a factor. If a resource cannot spend 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 rather long task bar named ,,Base-
load”. With this done, assign all resources to this task bar with a capacity usage equiva-

lent to their baseload.

I
2009|2009 [2009 | 2009 2010 (2010 (2010 | 2010

Il Il M I Il Iil i

Task ‘ Resources Caplsqg Pl'd‘

B Baseload | Miller (20); Schulz| 15 % - 20 %|
-Miller (20) | Miller (20) | 20 %)
-Schulz(15) | Schulz(15) | 15 %)

- Stevens (20) | Stevens (20) | 20 %|

SPECIAL TIMES/COSTS

Resources having different working hours

Use the row Special times/Costs to assign other resource calendars to a resource for a
given period of time. Any sequence and combination of resource calendars may be as-

signed in this row.

Resource/Task |PPd Lab. Rate |  Calendar
E Stevens (2) | 35.00 €h|Default
Specialtirmes/Costs | 40,006 |

|18. 19020021 22,25, |24 |25.|26. |27 . [25.29.[30.

| fooOO 00000
| Ltmorning shift | L=vening shitt |

Resource calendars are created like normal time bars by double-clicking at the wanted
position. With this done, you can choose the requested calendar from a drop-down list
after you have double-clicked on the created time bar:

Resource/Task |PrdLab. Rate | Calendar |15.19.20.[21.22.23.[24 |25 [26.[27 [25 [20.30.[ 1 [ 2. [3. [ 4. | 5.
£ Stevens (2} | 35.00 €Jh|[)efault | Calendar _ Planned Labour rate _Actual Labaur rate [
Special times/Costs | 40.00&h| | |morning skt <] 40,00 &h 2] 40,00 €h[2]
Overtime | ~35.004H] | |[Defaut [V Default value | Default value
Absence | | | |Tools | [+ az planned
snarning shift : :
E Schulz (8) |  +50.00 €h|Defautt W [vening shitt \ooooaqg oo
Resources having irregular working hours
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If a resource has occasional or very irregular working hours, you should better assign a
calendar without working hours in the column Calendar and enter the working times in
the row Special times/Costs as they occur. This is done best if you use a real-time calen-
dar as a resource calendar to have the full range of working hours covered (see "Creating
resource calendars" on page 91).

Note:

Choosing (no calendar) from the selection list when assigning a calendar is reasonable
only for equipment and materials as no work is calculated with this assignment made
(see "Calculation of work (w/ or w/o work)" on page 93).

Assigning different labour rates to a resource

By default, the resource calendars entered in the row Special times/Costs use the la-
bour rate entered in the column PI'd Lab. Rate. If different labour rates are to be used
(e.g. because the resource works abroad or in different shifts), double-click the calendar
time bar concerned to enter a labour rate other than the default value which will apply
to this calendar only:

Resource/Task | Lah. Rate Pr'd | 34|56 |7 890121314151 1T 18(19| 20
E Stevens {2} | 35.00 €.I'h| Calendar  Planned Labour rate Actual Labour rate |
Special times/Costs | s0.00&h| |mormingshit  «f  42008h(2 4200 &h[2]
Cwettirne | 50.00 €h| ™ Default value Default value
Staff training | | | ¥ as planned

If a labour rate other than the default value is used, the labour rate is shown in paren-
theses behind the designation of the resource calendar:

Resource/Task | Lah. Rate PI'd | Jld|s 6|78 9011213141516 17 (181920
ElStevens (2) | 300eh| 0000 ||:| oooa ooogno
Special imesiCosts | 40.00€h| [ morning shift (£42.00/h)
Oveirme | 50.00 €h|
Overtime

Apart from the working hours specified in the calendar and in the row Special times/
Costs, you may assign additional overtime 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 0Z2:00 04:00 0800 0500 10:00 1200 1400 1600 1500 20:00
E Overtime (7) |

Monday | 08:00
Tuesday | 000
Wednesday | 0800
Thursday | 0800
Friday | 08:00
Saturday | [oZ:00 16:00)

Sunday 0300 1200
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An overtime calendar is created just like other calendars as a time bar by double-clicking
at the requested position. With this done, you can choose it from a drop-down list after

you have double-clicked on the created time bar:

Resource/Task | Lab. Rate | Calendar | 4 5 B 7

E Stevens (2) | 3s00enpefat | [ [ [T 1J
SpecialtimesiCosts | 40.00 €| |
Ovettirne | s0.00&m| |

Contrary to what happens in the row Special times/Costs, adding a calendar in the row
Overtime will not disable the working hours specified in the calendars of the rows above
but will add additional working hours to them. If this has the effect 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 working hours of the default cal-
endar end at 6:00 p.m. on a weekday while working hours specified in the overtime cal-
endar for 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 reason, these entries must be interrupted 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:

o Resource calendars assigned in the row Special times/ Costs will replace the cal-
endar specified in the column Calendar over the entire the area covered by

them.

o Working hours assigned in the row Overtime are added to the working hours
specified in the calendars of the rows above (Special times/Costs and the De-
fault calendar in the example below). The labour rate entered for the Overtime
calendar is also for working hours covered by several calendars.

o Absence will cancel all working hours in time periods covered by absence bars:

ResourceTask | Lab. Rate | Calendar
E Stevens (2) | 35.00 €h|Default

Special timesiCosts | 40.00 €|

Ovetirne | s0.00&h|

Absence | |

|
|
|
|
|

10 11

1 [

[morning skhift |

12 13 14 13

i O

| Cvertine ]

- Absence
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PROJECT STATUS (PLANNING, CURRENT STATE,

PROGNOSIS)

INTRODUCTION

Based on current data, the prognostic capability enables you make statements on the
project status. It allows you to forecast the further course of the project, whether the
project will meet the deadlines and cost targets and, if not, to what extent 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 THE FURTHER COURSE OF THE PROJECT

 EXAMPLE

Let’s use a simple example to show how to use the prognostic capability.

1. Planning

Note: Resource "Stevens" is to spend 50% of its capacity on "Task 2" und "Task 3".

CapUsg |CapUsg |Finish.| Work = Work | Work | | iecensencl$2009 |

Task |Resouroes ‘ PI'd Progn | % PI'd Act Progn | 285 | 612 | 13-19 | 20-26 | 27-2 |

= Proi. 1 (3)] | | | 0% 155wd| 0.0wd| 15.5 wd| |
@ Task1 | Miller | 100%|100.0%| 09%| 80wd| 0.0wd 8.0wd| |
@ Task2 | Stevens (50)| 50 %)50.0 0%| 35wd| 0.0wd 35wd| | | |
ETask3 | Stevens (50)| 50 %N50.0 0%| 4.0wd| 00wd 4o0wd | || | | |

2. Start of work
Note: Change the view in the ribbon tab Start by choosing Actual mode.

CapUsg CapUsg Finish.| Work | Work | Work 142109
Task | Resources "~ Prl::-g?lg % | Prd | Act | Progn Il_zms.lndfpéfggmr?;ﬂg [2026 | 2?—2| |
E Proi. 1 (3} | | | 0%[155wd| 0.0wd| 15.5 wd| : : |
@ Task 1 | Miller | 100%|100.0%| 0%| 20wd| 0.0wd| 2.0wd| ' | | | |
@ETask2 | Stevens (50)| 50%| 500%| 0% 235wd| 00wd| 35wd| | . ' | ]|
@ Task3 | Stevens (50)| 50%| 500%| 0% 40wd oowd 40wd | || | [ — |

3. "Task 1" 50% completed as planned
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CapUsg |CapUsg [Finish.| Work | Work | Work | | jnicensen L2009
Task | Resources r»!-}l'd ’ F-ri:)gng % PI'd Act | Progn ‘lza-sf "TLE-Ek%EﬂE 2026 ZT—Zl
= Proi. 1 (3} | | 3| 15.5wd| 4.0wd| 15.5 wd '26%' : . — |
@ Task 1 | Miller | 100%)|1000%] 50%)) s.0wd| 40wd sO0wd||fie | | | 1 |
M Task 2 | Stevens (50)| 50%)| 50.0%) —0%| 35wd| 00wd| 25wd||| | N : | ]
M Task 3 | Stevens (50)| 50%)| 50.0%| 0%| 40wd| 00owdl 40wd||| || | [ — |

4. "Task1l" completed, 40% of "Task 2" completed

However, 2.0 workdays (wd) was spent to complete “task2” by 40 %. Hence, the prog-
nosticated work will be 5.0 wd instead of 3.5 wd as planned. With a planned capacity us-
age of 40% of resource “Stevens”, the prognosticated duration will be 10 days instead of
7 days as planned. As a consequence, the begin of "Task 3" will be delayed by 3 days:

CaplUsq CapUsg Finish. | Work | Work | Work | Independenca' ba) 09 |

Task | Resources | “pui™ progn | % | Prd | Act | Progn | 265 | 642 | 1318 | 2028 | 272

= Proi. 1 (3)| | | | 59%| 155wd| 10.0wd| 17.0wd| ¢ : : e
ETask1 | Miller | 100 %] 100.0 %[ 100 % 8.0 wd

M Task?2 | Stevens (50)| 50%)| 50.0% 40%| 35wd| 20wd| 5.0wd
ETask 3 | Stevens (50)| 50%| 50.0% 0% Twd

5. Capacity increase for "Task 3"
To keep to the planned schedule, the capacity to be spent by "Stevens" on "Task 2" is to
be increased from 50% to 75% and on "Task 3" from 50% to 60% so that “Task 3” will be
completed as planned originally:

CaplUsg CapUsq (Finish. | Work | Work | Work
Pl'd Progn % Pl'd Act Progn
= Proi. 1 (3)| | | | 58%|15.5wd| 10.0 wd| 17.2 wd|
ETask1 | Miller | 100%|1000%)| 100%| s.0wd| s0wd 8.0wd|
ETask2 | Stevens (505  50%( 75.0 %N 40%| 35wd| 20wd| 5.0wd| |
ETask 3 | Stevens (50% 50 %% 60.0 0%| 40wd| 00wd 42wd| | ||

| Independence I'E?\DDE |

28-5 | 812 | 1319 | 20-26 | 27-2

Task Resources

6. Project completed

CapUsg |CapUsg Finish.| Work | Work | WOrK | | |pscendes 2009
Task | Resources r»!-}l'd ’ Pri::-gng % | Prd | Act | Progn ‘lza-sf T 612 %33919 (2026 | 2?7!
= Proi. 1 (3)| | | | 100%| 15.5 wd | 17.4 wd| 17.4 wd| : mn% |
ETask1 | Miller | 100%[100.0%| 100%| 8.0wd| 80wd| 80wd| 5 | 1 |
M Task2 | Stevens (505  50%| 75.0%) 100%| 35wd| 52wd| 52wd| | F ' 1qu | |
M Task3 | Stevens (504  50%| 60.0%)|100%| 40wd| 42wd 42wd| | | n'T I:,m, |

The measure described under point 5 is 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 with the contractor.
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\ BUFFERS

519 20 [21 22 [23.24 25 [28 /27 28/ 1 (2 [3.| If there is no need of making a tight schedule

| | | without reserve times, you should allow for
_LIT%'_-.. | | | buffers (see "Buffers" on page 60) which have

| [ ssmmm | the effect that a delay of a task will not imme-
' " diately affect the final date of completion of the
project.

‘ INFORMATION ON PROJECT STATUS

A-Plan provides a variety of information on the current project status. This information
can be displayed and/or printed according to your requirements.

Important information on the project status:

End progn-pl’'d Prognosticated period by which deadline will be missed

Remtime Time left to finish the task in due time or note of completion re-
spectively

Finished % Finished work in %

Work progn-pl’d Prognosticated work in excess of planned work

Tot.Cost PI'd Planned total cost

Tot.Cost Act. Total actual cost incurred until now

Tot.Cost progn Prognosticated total cost

Tot.Cost progn-pl’d Prognosticated total cost in excess of planned total cost (abso-
lute)

Tot.Cost progn/pl’d Prognosticated total cost (in %)

You can find a list of all available columns in "Data fields for resource planning/cost cal-
culation" on page 253.

\ NOTES, HANDLING

e After you have switched into actual mode (choose Actual Mode at the ribbon tab
Start, actual and prognosis task bars can be changed in the same way as planning

task bars:
I N

T T T T

o ||

Wlark Act: 4.5 wd

‘ ‘ Completed: 75.00%
L |

1

I 1
e As soon as work has started on a task, the task will no longer be shifted due to exist-
ing links. If the level of completion of a task is > 0, linking lines are displayed in grey
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color instead of black color:
I I I T

However, you may still shift such a bar with the help of the mouse or by changing its
begin or end in the table.

e The locking of planning task bars has no effect on the related actual/prognosis task
bars.

e Making the appropriate setting in the user administration (see "Access permissions"
on page 184) allows you to prevent those users from changing planning data which
have access to actual data only.

e Aslong as no actual time has been specified (actual work = 0), the actual task bar is
shifted together with the associated planning task bar, i.e. in this case its position is
always identical to the begin of the planning task bar.

¢ You cannot enter an actual task bar with a planning task bar NOT existing: To enter

actual times which had not been included in the original planning, you must create a
planning task bar first, for example with its length being "0".

Note:

The level of completion cannot assume all possible values — this is particularly true for
short task bars - as the begin and end of a task bar always must match the set time in-
crement (see "Time/Week numbers" on page 130).
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OPTIONS

VIEWING OF OPTIONS

Click the button Options in the tab Tools to open the dialog box for the setting of op-

tions.

Note: In the Office 2007 programs, Microsoft , hid” the command for accessing options
in the bottom right corner in the tab File. Of course, you may start them from there as
well when working with A-Plan.

SCREEN SETUP

COLUMNS/ROWS

TASKS

The option tab Columns/Rows provides a list of all the columns that may be displayed in

the main table of A-Plan:

Options =
Screen setup i ~ - - L
i 0Orig. 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 & O an
Resources Resources left Gl
Task bars : . — : Global column
Cap. usage FlI'd CapUsg PI'd 1 digit right designations:
Page setup Work req. Woark req 1 digit right
Begin PI'd Begin PI'd Time  right El
Columns/rows - tasks End PI'd End PI'd [V Time  right Save designation
] - = Cur, PI'd Dwur, 2 digits right
Columns/Rows - Resources : - @] .g. .g Delete designation
P Work PI'd Work PI'd 1 digit right
Gantt chart/colors
Task bare/Nates/L. g Work PI'd / req. Wark Pl'd/req 1 digit right
3sk bars/iiotes/Legen Fix. Cost PI'd FixCost PI'd 2 digits  right
Time range Lab. Cost PI'd LabCost PlI'd 2 digits  right
Fonts/Line spacing Tot. Cost PI'd Tot. Cost PI'd 2 digits  right
Header/Footer Textl Textl left
Logo/Text field Text2 Text2 left p—.
Brinter ettinas/Maraine Mumberl Mumberl 0,00 5 right [ 20
)
gsiiarg L | wumber2 Mumber2 000%  right ]
Database settings Begin early Begin early |:| Time right ~| Change
Eegin early-curr Eegin early-curr |:| 0 digits right & - s_equence
Bar patterns - individual
Bar patterns - depending on [T show taotal (in separate row)
priority
i | Note: Printout see 'Page setup’, units see 'database settings’! |
Time \Week numbers
Cocte{Ahhroiatinne '
user-defined settings for the current database
(Profile: ‘Default) ok J[ ey || cance
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Note:
Double-clicking or right clicking the title of the main table will 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 in the col-
umn Curr. desig. to 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)

The format 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 decimal

point. Entering a negative number has the effect that values in the
column concerned are rounded (e. g. "-3 digits": 346,456.03 will be
346,000).

User defined num- Click the field to choose your own format of the form "x 0,00 x" with
ber columns: x standing for any string of characters and the number of zeros after
the decimal point indicating the requested precision. No rounding’s

are made, the comma (",") is always used to group sets of thousand

Example: 23532.34 with format "$0,000" results in $23,532.340.

Alignment (Align.)

Clicking on a field enables you to choose either "left", "right" or "center" for the align-
ment.

Addition (Add.)

Clicking on a checkbox in the column Add. will have the effect that user-defined number
columns are added up (see "User-defined number columns (Numberl - Number10)" on
page 252)

Change sequence

To change the sequence of the listed rows, select the row to be moved by clicking on it
in the column "Orig. desig.". Then, click on the arrow buttons Change sequence to 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 view because they are not moved if the main window is scrolled by
means of the scroll bar. In the table of the dialog box, fixed columns are marked by a

thick dark grey line next to the right side of the table:

COrig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Task Task left e
Resources Resources left z
Cap. usage PI'd Caplsg PI'd 0 digits right |:|A1|
Work req. Work req 1 digit right
Crur, PI'd Crur, 1 digit right

Note:

The width of a column can be changed in the headline of the main table by dragging the
border line while holding down the left mouse key. To do so, position the mouse pointer

on the border line first until it looks like that: _'NE .

Show total (in separate row)

With this option activated, a row comes up in which the total is displayed for each col-
umn supposed that numerical values are contained in it:

Task Work PI'd  LabCost PI'd
Total 7256 wd 435.330,00 %
Organization (1) 5246 wd 314.730,00 %
Examples (2) 2010 wd 120.600,00 §
Note:

Totals of user-defined columns are not shown unless the option Addition has been acti-
vated (see above).

GLOBAL COLUMN DESIGNATIONS

The multi-user license of A-Plan offers the function of creating sets of column designa-
tions which can be provided to all other users. This enables the users to switch between

designations within any profile, for example from German to English:

Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Task Vorgang left | =
Traffic Light Ampel left = =
Status Status left [ Al
MNate Nt. left Global column
Resources Ressource left designations:
Cap. usage PI'd Auslastung 1 digit right Garman |E|
Work req. Aufw. erf. 1 digit right
Eegin PI'd Beginn gepl. Time right Save designation
End PI'd Ende geplant Time  right —
End late Ende spit /] Time  right Delete designation |
Dwr. PI'd Dauer 2 digits right
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Global column designations can be created and changed with master rights only (see
"Entering users (in administrator mode only)" on page 184). To do so, enter the name of
the set into the select box on the right, then click Save designation and finally edit the

designations in the column Curr. desig.

Global column designations are displayed in bold letters to make evident immediately

that global designations are used.

RESOURCES

With resources being displayed in the lower pane of the A-Plan main window, a second
tab becomes available for setting the resource columns:

Options [
Screen setup - . . . L
Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Columns/rows - tasks Res./Task Res./Task left I 1 =
| Columns/Rows - Resources Traffic Light Traff Light left = s
i Status Status left O] &
Gantt chart/colors : , - B
Lab. Rate PI'd LabRate PI'd 2 digits right Global column
Task bars Fix. Cost PI'd FixCost PI'd 2digits  right esignations:
— Calendar Default Cal left =]
Cap. usage PI'd Cap. usage PI'd 1 digit right
Columns/rows - tasks Parent Task Parent Task left Save designation
Columns/Rows - Resources E Project Project left Delete designation
Gantt chart/colors Folder Folder left
) ) Mote Mate left
T?Ek bars/Notes/Legend Begin PlI'd Begin PI'd [] Time  right
Time range End PI'd End PI'd Time  right
Fonts/Line spacing End late End late Time right
Header/Footer Dur. PI'd Dur, PI'd right
Logo/Test field Waork PI'd Waork PI'd 1digit  right SOk
Printer settings/Margins Lab. Cost PI'd LabCaost PI'd 2 digits right
) Tot. Cost PI'd Tot. Cost PI'd 2 digits  right | Change
Database settings Textl Textl left - .| sequence
Bar patterns - individual Do not show special times/overtime Dﬂever show task rows
Bar patterns - depending on |:| Do not show absence rows DTask rows without visible time bars
pricrity do not show
Time/Week numbers | Note: Printout see "Page setup’, units see ‘database settings'! |
i b S by Pret
l[.lpsrzl'ﬂ?::fllgsgazel;clt]|ngsforthe current database oK l [ Apply ] [ Cancel

Do not show.../Never show...

Calendar, absence and task rows of resources can be hidden independently of each oth-

er.

Complete display (with none of the check boxes activated):

Res./Task |5tatus Cap. Parent |
= Miller (18}

Special times,/Costs

Ahzences
Bazeload

|
|
Chertime |
|
|

[~ | 20.0 %

Do not show calendar rows and absence rows

Res./Task |5tatus Cap. Parent
(1 Miller (18) |
Baseload L= 200 %
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Do not show task rows

Task rows can be hidden entirely (Never show task rows) or partly (Do not show task
rows having no visible task bars). With the second option activated, task rows are dis-
played only if they feature task bars in the visible area of the Gantt chart. The lines con-
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 | 3-14 15.21 2278 294
& Miller (18) I I S .
Baseload ] 200 % :
Install hotline =i 1000 % Internal im m ﬁ |
Search engine registra | (3 100.0 % Internal im

¥

Res./Task Status Cap. Parent | 294 511 1218 1925
= Miller (18) I B | Bl |
Baseload 200 % :

[~
Search engine registra | 3 1000 % Internal im :—:-

GANTT CHART/COLORS

Options =
Screen setup i - ) )
— ghow Gantt chart Visible time window
Columns/Rows 09:00 12:00 15:00
| Gantt chart/celors Designations of public holidays |‘_b|
Task bars [¥] show @ Al
Page setup (@) If width exceeds 2 pixels 0800 E to  [16:00 |E|

Columns/Rows

Gantt chart/colars

Task bars/Motes/Legend
Tirme range

Colors [colors and contrast apply to all profiles!)

m

[click to change) 3 = Contrast [0-5)

= | Visibility of planning bars if actual
Table background 2= bars are displayed [0-3)

Fents/Line spacing
. Week- Today Haliday
Header/Footer end Changes of colour and contrast

L Text field Default will no be effective until you
c.gc_r _IE ) Folder row T have restarted A-Plan!
Printer settings/Margins [ 1 [ 1

e Critical path/buffer

Bar patterns - individual [T] Mark critical path in red colar [7] show accumulated buffer

Bar patterns - depending on
pricrity

Time/Week numbers
Work/Abbreviations
Holidave

user-defined settings for the current database m P
{Profile: ‘Default) it Appl ancel

-

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 of public holidays (see "Public holidays" on page 134) can likewise be
shown on screen or hidden:

Jan 2005 | Feb 2005 Show designations of all public holidays
Epiphany
|
il
Epipharn &N 2 Show only designations of public holidays
3-9. [10-16.

if width exceeds 2 pixels

Jan 2 All designations hidden
3-9. [10-16.

Visible time window

Use the visible time window to 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, be aware 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 is outside of the visible time window (e. g. from 8:00 to 10:00 p.m. with the
visible time window set from 6:00 a.m. to 6:00 p.m.), it is shown as a narrow dotted rec-
tangle at the borderline to the next day:

VUt wisible”

Colors

Clicking on one of the elements will open a dialog box to choose a color from. Clicking on
OK will assign the color to the selected element. To assign the default colors again, click
on the respective button.

Note:
Changes in the setting will not become effective until A-Plan has been restarted!

You may set the background color and choose from 5 levels of contrast between fields
and separating lines to adjust the display to different screens or to meet your personal
preferences:

Contrast = 1 | 11.02.2009| [ a75.€n
| 20.02.2008]| | 775 €
| 11.02.2008]| | 775 €

Schulz (80) | 23.02.2009/80% | 75€m
Sailer (50) | 11.02.2009/60% | 65€m
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Contrast = 3 | 11.02.2009| | *75€m
| 20.02.2008| | 775 €m
| 11.02.2008| | 775 €m

Schulz (80) | 23.02.2000/80% | 75€m
Sailer (60) | 11.02.2000/60% | 65€m

Contrast =5 | 11.02.2008 |a75€m
| 20.02.2009| | 775 €m
| 11.02.2009| | 775 €m

Schulz (80) | 23.02.2000(80% | 75€m
Sailer (60) | 11.02.2009/60% | 65€m

Likewise, there are four levels for setting the visibility of planning task bars if actu-
al/prognosis bars are on display (from 0 = invisible to 3 = full visibility):

=
L

Critical path / Accumulated buffer

Visibility = 0

Visibility =1

Visibility = 2

Critical path

Task bar frames and 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/colors | Place inside if task bar is long enough

Task b 2

il Position: (@) Left Center Right
Page setup
Show date/time of begin and end 1307. [ |307

Columns/Rows
Gantt chart/colors
Task bars/MNotes/Legend

| Place inside if task bar is long enough

m

Format* |M/dfyyyy hh:mm

Time range Example  3/12/2011 15:42
Fonts/Line spacing

Header/Footer *y = year, m = month; ww = week; d = day; h = hour; m = minute; AMPM = 12h-format

Logo,/Text field

Printer settings/Margins

(for details see 'Help')

Datal ings V| show working times and capacities in task bars of tasks ™1 |

Bar patterns - individual

Bar patterns - depending on
priority

Time/Week numbers
Waork/Abbreviations
Hnlidaue

user-defined settings for the current database w A i
[Profile: ‘Default) 2 apply Eaneel

-

Show task bar designations

Activate the option Show task bar designations to have the task bar designations dis-
played and printed (if applicable).

The next option Place inside... allows you to specify whether designations are placed on
the left or right or in the center of the task bar. 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

(12105 Room Basem. 1 | The start and end date of a task bar can be shown as a
0210 Room Bazsem. 3

a7l Numerical value in various formats in front of the task
bar and behind it respectively.

The start and end date of milestones being the same, only one date is displayed for mile-
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 (point in time is 03.04.2005, 13:45 o’clock):

"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 ("E. User-defined date/time
formats" on page 261).

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 pattern is displayed 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 (50) | 32.0 wh| | i |
@ Product selection | Miller (50 | 21.0wh|

A full pattern height means that all assigned resources spend their full capacity on the
task.

If a given number of resources must be assigned as a general rule (e.g. for machine op-
eration, stand-by personnel etc.), it can be entered in the column Ress. Req. This entry

will then determine the number of resources required to have the pattern displayed at

full height:

Ress. |Aug 2004 |
Req. |22 [ 2323 | 305 | 612

[ Basic design | Schulz; Stevens | C3rs)) 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 height on-
ly throughout the entire task bar.

Task Resources

The unit used to enter the number of required resources in the table (rs = resources is
used here as an example) can be set in the dialog box Options by clicking the tabs Data-
base settings / Costs/Work / Resource.

In rows without resources the filling of the pattern is controlled by the working hours of
the default calendar (see "Calculation of the duration of tasks, default calendar" on page
44):
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‘ Basic desigh |

B = = 9

Actual work as %

Anzeige der Ist-Zeitbalken mit dem Erledigungsumfang in %.

Feb 2009
9. 110.[11.|12.[13.|14.15.[16.|17.[18.| 19.|20.|21.

m
o W l
| —
| I:_

DATABASE SETTINGS

Database settings are mainly settings which refer to the results that will be obtained
when the duration, costs and work are calculated. For this reason, these settings may be
changed with administrative rights only if A-Plan is used in a network:

Options

Columns/Rows -
Gantt chart/colors

Task bars/Notes/Legend

Time range

Fonts/Line spacing

Header/Footer

Logo/Text field

Printer settings/Margins

Database settings
Bar patterns - individual
Bar patterns - depending on
pricrity
Time/Week numbers 3
Waork/Abbreviations
Holidays
Safety

General program settings

Settings
Motes/aids/email
Profile folder

-

Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Task Task left T
Status Status left =
Resources Resources left T an

Cap. usage PI'd CapUsg PI'd 0 digits right

Work req. Work reqg 1 digit right

Dur., PI'd Dur. 0 digits right

Work PI'd Work PI'd 1 digit right

Begin PI'd Begin PI'd = Time  right

Buffer Buffer |:| 0 digits right

Buffer cum. Buffer cum |:| 0 digits right

Client Client = left

Completed Completed |:| Time right

EMail EMail to ] left

End PI'd End PI'd [ Time  right

Entry Date Entry Date = Time  right

Factor Factor [] odigits right sort
Finished % Finished % |:| 1 digit right

Ident-No, Ident-Na. | left Change
Index Index |:| left hi s_equence
Dghow total (in separate row)

| MNote: Printout see ‘Page setup’, units see 'database settings'! |

[ Help ] user-defined settings for the current database
= [Profile: 'Default’)

Apply

Cancel

BAR PATTERNS

Basically, the patterns (and colors) assigned to task bars either depend on the priority of
the task concerned or are referred to as individual patterns (and colors respectively).

Individual patterns

You may assign an individual pattern to each task bar. Use the dialog box shown below

to determine the range of available individual patterns:
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Opticns

efreme - Facke Pattern

Columns/rows - tasks TRV —— -
Columns/Rows - Resources © [
Gantt chart/colors O | B Automatic Color
Task bars/Motes/Legend - [[IIIITTTT AEEENEENER
Timerange RS EEEEEEEDE
Fonts/Line spacing oy | EEENENENNE
Header/Foot o1 B

edder; rooter DDDDDDDD
Logo/Text field oy

. ) ] | More Colors... .|
Printer settings/Margins

ilest w
4 Database settings miestons L\)

Bar patterns - individual [ 5trike through completed task bars and preserve pattern
Bar patterns - depending on
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 to assign individual patterns, you may
replace the designations in the list (limited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern" (see "Bar patterns" on page 128) as
well as when the legend is printed (see "Task bars/Notes/Legend" on page 152).

Subsequently, you can make the desired allocations by clicking a pattern as well as a
background and a foreground color.

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 (see "General data fields" on page 247). For ex-
ample, if a red color was assigned to priority 2, all bars belonging to a project or task of
priority 2 are shown in a red color.

You may assign a specific pattern to each priority and to all completed task bars. In ad-
dition, you may specify the color of the reshow date symbol:

Opticns

Time range - Pattern

Fonts/Line spacing _© [ Background |-
I

Header/Footer 0
]

Logo/Text field o [_Foreground |~
[NNNNRREENY

Printer settings/Margins O
RN

4 Database settings O

Bar patterns - individual O [EEEEEESEE

Bar patterns - depending on O EEEnns

priority @

Time/Week numbers Compl. ~

Costs / Abbreviations /

Timetracking [] 5trike through completed task bars and preserve pattern
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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 struck through by checking the
option at bottom (Strike through ...).

TIME/WEEK NUMBERS

Options n

Tirme range

Show remaining time as Time increment
Fonts/Line spacing :
" O Real time 13 minutes ~
Header/Footer ® Working time
Logo/Text field
Printer settings/Margins Calculation of distance (links)
i ) Note:
) (C) Realtime Adiusting of working ti
4 Database settings ) ] justing of working times see menu
(® Working Time 'Data' / 'Working Times'
Bar patterns - individual
. First day of the week Weekend
Bar patterns - depending on . .
priority (O Sunday  Importarithe setting of the first day of the (O Thursday / Friday
week is also considered in the . ;
Time/Week numbers ® Mendzy calculation of week numbers (see O Eriday / Saturday
Costs / Abbreviations / 'Help")! (®) Saturday / Sunday
Timetracking
Haolidays
Safety

4 General program settings

Settings
Hints/Start/E-mail

Profile folders

-

Help global settings for the current database Apply e

(Settings apply to all users and profiles)

Show remaining time as

In general, the remaining time left till completion can either be shown or printed as the
sheer distance between 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 calendar" on page 44).

Calculation of distance (links)

The distance between two linked task bars can be displayed/printed in the same way as
the remaining time of a task bar (see above).

First day of the week

To meet the requirements of different standards, either Monday or Sunday can be spec-
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, the calculation of calendar weeks changes accordingly:

Day 1 of the week is Week 1 of the year is
Sunday the week that contains 1% January (e. g. USA)

Monday the week that contains at least 4 days of the new year (e. g. Cen-
tral Europe)
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Important:
Please note that the different calculations of week 1 will result in a wrong calculation of
calendar weeks as well if you do 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 in which calculations are made. You may choose from the
following values:

o 1,5,10, 15 or 30 minute(s),

o 1,2,3,40r6 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 your planning. For example, if your planning is done mainly in hours
or days, you should set the time increment to 1 hour or 1 day.

The coarser the time increment you set, the faster internal calculations will be made (for
example, choosing 1 hour instead of 1 minute will result in a 30% increase in speed).
Furthermore, settings can be made faster and more easily because unwanted intermedi-
ate values can neither be set nor displayed. The latter is particularly useful when points
in time are set in the Gantt chart using the mouse.

Notes:

Changing the time increment of 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. For ex-
ample, if you choose 1 hour as the new time increment, the 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 as) first if you are not absolutely sure whether you agree with the
adjustments. For calculation reasons, a day will always start at 6:00 and end at 18:00 if
you choose 1 day as the time increment.
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COSTS / ABBREVIATIONS / TIMETRACKING

Note:
For a currency conversion see "Currency conversion" on page 77.

Options n
SEAIIE B R Labour rate Duration/work
Gantt chart/colors
Time unit™ day (d) ~ Unit of duration™ day (d] ~

Task bars/Motes/Legend
Time range Labour rate™ 50,00 §/d Unit of work™ day (d) ~

Fonts/Line spacing

Header/Footer Cost calc. method* Abbreviations
Logo/Text field @ Use precise working time Currency: |3 Work: o
Printer settings/Margins (U Round to entire Day(s) (up or off) Resource: e

() Round to entire Day(s) (up)
4 Database settings Y P

Minute: |m Week: w
Bar patterns - individual * Default values which are used if no other i )
5 P u . p values were entered in the table of the main Houg: h Month: m
pfirc,':iif erns - depending on window Day: | year ,
¥
Time/ Week numbers
Costs / Abbreviations / Time tracking
Timetracking [ Actual tirmes may be entered with Timetracking only
Holidays [JDon't overtake planed times of completed tasks when no actual times were entered
Safety
4 General program settings
Help global settings for the current database Apply e

(Settings apply to all users and profiles)

Labour rate (Time unit, Labour rate)

The values entered here are used as default values if no specific value is entered for a
resource in the main table (see "Costs and special working hours" on page 109).

Choose from the following time units when specifying the labour rate:
O minute

hour

day

week

month

o O O O

year

The time unit you selected will be displayed in short form as specified in the pane Ab-
breviations which you can see in the same dialog box on the right.

Work (Time unit)

Together with the short form entered in the related field in the pane Abbreviations, the
unit selected here will be used as the default work unit as long as no specific unit is as-
signed to a task in the main table (see "Time Unit of Work" on page 256).
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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 assigned to resources by entering the method to be
used in the column entitled "Resources".

Activate the option Use precise working time if you want all calculations to be based on

the exact time spent on tasks. Use the setting Round to entire units (up or off) if calcula-
tions are to be based on rounded units as specified in the field Time unit of the pane La-

bour rate. The same applies to Round to entire units (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 in-
ternal cost calculations are 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 numbers of decimal digits ranging from 9 to — 9.

In normal applications, we recommend you to use the value specified as format in cost
columns (see "Tasks" on page 119)for the accuracy of internal calculations as well. When
specifying different values, please be aware that internal rounding of results may have
the effect that displayed values seem to be wrong. Example:

Calculation (accuracy = 2): 5.43 +4.30=9.73
Calculation (accuracy =0): 5+ 4 =10(!)

Timetracking

Actual times may be entered with Timetracking only: It can be prevented from entering
actual times directly in the main window of A-Plan if using the Time tracking module.

Don't overtake planed times of completed tasks when no actual times were entered:
By default, the planned time is used when setting a task to finished and there is no actu-
al time entered with the Timetracking. If the setting is enabled, "0" will be used as actual
time when a task is marked as 'completed'.
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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 shown in the Gantt chart in dark grey color:

| Thanksgiving Dlay
2228 | 28-5
Note:

If you select "month" or a higher resolution (see "Resolution of the Gantt chart" on page
33), public holidays will no longer be displayed as they would be too close to each other.

Use the table provided in the tab Holidays to enter, edit or change public holidays and
other interruptions:

Options

Columns/Rows

Gantt chart/colors

Task bars/MNotes/Legend
Tirne range

Fonts/Line spacing
Header/Footer
Logo/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
priority

Tirne/Week numbers

Costs/Abbreviations

Holidays
Safety

General program settings

Settings
Motes/aids/ email
Profile folder

m

-

Designation Begin End

Mew Year's Day 0101/ 00:00 02/01/ 00:00
5t. Patrick's Day (M. Irelanc 17,035/ 00:00 153/03/ 00:00
Christmas Day 2512/ 00:00 26/12/ 00:00
Boxing Day 26,12/ 00:00 2712/ 00:00 |
Good Friday 15,/04/2003 00:00 19/04,/2003 00:00
Easter Day 20/04/2003 00:00 21/04,2003 00:00

Easter Monday
May Day Bank Holiday
Spring Bank Holiday

21,/04/2003 00:00 22,/04,/2003 00:00
05,/05/2003 00:00 08,05,/2003 00:00
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

Late Summer Holiday
Good Friday

Easter Day

Easter Monday

May Day Bank Holiday

Repeat annually

Public holiday file

Chlsers\Bernd\Documents\A-Plant\Data‘\uk.hol

|:|Eublic haliday file in database folder

25/08/2003 00:00 26,/08,/2003 00:00
09,/04/2004 00:00 10,/04,/2004 00:00
11,/04/2004 00:00 12/04,/2004 00:00
12/04/2004 00:00 13,/04,/2004 00:00
03,/05/2004 00:00 04,/05,/2004 00:00

.

-

[ Save as.

]

E

Browse..,

i [ Create new File...

]

global settings for the current database
(Settings apply to all users and profiles)

ok J[ aeey ||

Cancel

)

New date

Clicking on the button New date will insert a new row into the table and will open an en-

try field for entering the designation of the new holiday.

To enter the date of the new holiday, double-click on the existing value in the column

Begin. Of course, you can use the calendar and clock for entering the begin by clicking on

the entry field with the right mouse 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 box Repeat annually. Dates
recurring annually can be recognized from the missing year.
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Click on the button Resort to have the list sorted anew with dates recurring annually be-
ing listed at the top and one-time dates at the end of the list.

Change date
To change a date, double-click on the respective item and edit it as described above.

If the duration of the public holiday is to remain unchanged, activate the check box Fixed
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 button Delete.

Public holiday file

All entries in the list are saved in a separate file which can be used by other A-Plan data-
bases as well.

On the other hand, you may use various public holiday files in an A-Plan database. To
change to another file, click on the button Browse and 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 button Create new File .

To save a copy of the opened file in order to create a variant of the existing file, click on
the button Save as and 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 haliday file

C:\APlan12\Data\default.hol | Browse... |
Public holiday file in database folder | e |
Public holiday file in global profile folder | LCreate new File... |

Note:

A-Plan is shipped with Public holiday files for USA and United Kingdom with public holi-
days listed until the year 2007. Public holiday files are saved in the data folder of A-Plan
(by default, "My Documents\A-Plan\Data").
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SAFETY

Options [

Columns/Rows -
Gantt chart/colors
Task bars/MNotes/Legend

Backup copies
Folder for backup copies:

Ti MNumber of backup EY= Documents'A-PlaniData
ime range
Fonts/Line spacing T
) pacing Backup every 80 ==| minutes -+ [. Documents -
Header/Footer [ |y Adcbe Captivate Cached Pro
Logo/Text field B | AlbumGeneratorOutput
Printer settings/Margins B [ Aftova A
= ) A-Plan 7
Database settings YY)
S : Daten
B tterns - individual
ar patterns - indi |cga | Profie
Ba.r p.at.tern: - depending on | Profiles
pricrity . | Templates
Tirne/Week numbers = | AutoHotKey

[l
)

Costs/Abbreviations %% Axialis Librarian
Heolidays (¢ i i i b e | Bluetooth-Exchange-Ordner
[ Safety - |/ Book Collector

----- | Braz
General program settings - |1 ByteScout Samples i

[l
==

[l
==

Settings
Motes/aids/email
Profile folder [T] Encrypt database

-

global settings for the current database
l&] (Settings apply to all users and profiles) alf ; I apply J I Eancel

Backup copies

A compressed backup copy of the current database is made automatically at regular in-
tervals as set in Backup every ... minutes if you enter a number > 0 in Number of backup
copies:. Backup copies 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 will be de-
layed until a change is made. This is to prevent several identical backup copies from be-
ing made.

The number you enter in the field Number of backup copies will determine how 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 the highest number
being the latest copy of the database.

When the set number of backup copies is reached, the file with the extension *.bc1 is
deleted (or * .bs1 in the SQL version of A-Plan) and all of the other backup files are each
reduced to the next lower number (i.e. *.bc1l is deleted and the former *.bc2 becomes
*.bcl and so on).

For creating and opening backup copies manually, see "Database administration" on
page 172.

IMPORTANT:
Creating backup copies cannot replace your regular data backup scheme for data secu-
rity. Their main purpose is to have former versions of your data available!

Encrypt database
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Activating this option will have the effect that the database can be opened by no other
program but A-Plan. Using Microsoft Access to open the database will request entry of a
password known to no one else but braintool software. If another program such as, for
example, a browser is used to open the database, binary digits will be displayed only.

Encryption of the database can be undone by unchecking the checkbox Encrypt data-
base.

GENERAL PROGRAM SETTINGS

Options =]
T TTTTEET .'I:LLIIIH-'_'I IEIHIII.' A
-
- Default values for new entries Default values for alarm
Database settings
Friority: | 2 [ Dray(s) Hrs.:Min.
Bar patterns - individual o =] [o0:10[= |
Bar patterns - depending on Task bar length: =
priority @ Adjusted to resolution @ Before begin (1) After begin
Time/Week numbers 1 workday
sto /A wviations ) ; = = 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 | Create task bar automatically in new row IM/
Settings LCapacity Usage 100 = %
Messages/aids/email
Profile folders s 8

Help Apply Cancel

Default values for new entries

The values set in this window pane will be used when 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

Double-clicking in the Gantt chart 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 option Adjusted to resolution activated, the length of the new task is deter-
mined by the increment used to move the mouse pointer over the Gantt chart. For ex-
ample, a new bar will have a length of 1 workday (see below) if the resolution is year.
With the resolution being short day, the task bar length will be 2 hours while a resolu-
tion of 10 minutes will result in a length of 1 minute.

If you activate the option 1 workday, the begin and end of a new task bar will be deter-
mined by the corresponding times specified in the default calendar (see "Calculation of
the duration of tasks, default calendar"” on page 44).

Click on the option Fixed duration if 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 designa-
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 inserted. The length of the task bar is controlled by the option activated under Task
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 on a task bar
with the right mouse button and choosing Alarm ON.

SQL Mode

With the SQL and the test version of A-Plan you have the possiblility of activating and
deactivating the SQL mode. When starting A-Plan, the dialog box for opening an SQL da-
tabase does not come up unless you activated the SQL mode before.

For a detailed description of the SQL version see the tab Help / SQL version (available
with the SQL version and the test version of A-Plan only).

Options n
Time range Safety / Messages Visual guides
Fonts/Line spacing [~] Request confirmation prior to deleting data [ Vertical guideline
Header/Footer
Logo/Text feld [4] Show general hints [ Position of mouse pointer

- ¢
Printer settings/Margins [ Show message if resources are overallocated / absent

4 Database settings Ihreshold: 100771 %

Bar patterns - individual Ernail settings
Bar patterns - depending on Outgeoing mail server: | pl12345.server.mail Port: | 25 =
pricrity
Time/Week numbers Ernail address: info@braintecl.com
Costs / Abbreviations / User name: Info
Timetracking

) Password: R Evaluate
Helidays
Safety .

Start behavior
4 General program settings Reload last file automatically

Settings When starting show current day in the Gantt chart

Hints/Start/E-mail

Profile folders

Help Bpply 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 selected data. This is intended to prevent you from deleting data inadvertently.

Display a message if task 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 activated as it 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 (see "Scrolling of task
bars" on page 33) since this will reveal 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.

Display 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 allocated because it is allocated to other tasks already:

[ A-Plan 2010 3]

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

A vertical line is displayed at the front end of the mouse
pointer to facilitate the positioning of task bars.

If you are not comfortable with these lines, just remove

e them from display.

A-Plan 2016 Options e 139



Likewise, the field indicating the current position of the mouse pointer can be hidden.
With this done, it will just come up when you change (the begin, end or position of) a
task bar.

Email settings

To send emails directly out of A-Plan (see "Sending of emails" on page 71) you must
make the settings requested here. Normally you can find them in your email program,
for example with MS-Outlook under Extras / Account Settings. If you are not sure about
the settings to be made or if problems occur, please contact your system administrator.

Others

Show status 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 of A-Plan

Reload last file automatically

If you start A-Plan with this option being activated, the program will automatically load
the database that had been opened last before A-Plan was closed. If this file is not
found, a new, empty database is created.

Deactivate this option if the loading of A-Plan takes a long time in a network environ-
ment (e.g. because the whole network is browsed in search of the database).

When starting show current day in the Gantt chart

If this option is enabled, the current day in the visible range of the Gantt Chart will be
shown. When the option is disabled, the left boundary of the Gantt chart is set to the
value of the last saved settings.
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PROFILE FOLDER

Options [

P ]
Columns/rows - tasks Global profile folder
Columns/Rows - Resources

Gantt chart/colors

Waerver2\o\A-Plan'\Profile

Task bars/Motes/Legend E“f" c (WServer2) (5) o
Time range o Quese

B | A-Plan
i~ || Backup
, Daten

Fonts/Line spacing
Header/Footer
Logo/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending en
pricrity

m

Time/Week numbers
Costs/Abbreviations
Holidays

Safety

() Local profile folder

@ Global profile folder (superior falder for all users)

Folder for saving those settings which are available to all users. Personal

General program settings profile folders are created automatically in this folder for all users.,

Settings
Messages/aids/email
| Profile folders

[ oc [ 2oy ][ Gonn |

With the single user version the profiles are, as a default, saved in the folder "Docu-
ments\A-Plan\Profiles". If necessary, you may choose another folder for saving the pro-
files.

With the multi-user version the profiles are saved and synchronized both on the local
computer and on a server.

For more details regarding profiles and profile folders see "Saving options in profiles" on
page 141.

Note:

If you do not have good reason for acting differently, do not change the described de-
fault structure used by A-Plan in order to make sure that A-Plan 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 see "Saving options in profiles" on page 140.

SAVING OPTIONS IN PROFILES

To save you the work of entering a combination of settings again each time you need it,
you may save up to 99 different combinations as profiles. Apart from the settings of the
main window and of the options, the print setup is saved in a profile as well (see "Page
Setup (Tools/Options/Page Setup)" on page 147).
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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 profile folder (see "Profile folder" on page
141). 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 multi-user version of A-Plan being used by several users, each us-
er must use his/her own profile folder to prevent the users from mutually overwriting
their settings. For more details see "Folder structure of profiles" on page Fehler!
Textmarke nicht definiert..

WORKING WITH PROFILES

ﬂ start | Create/Edit Profiles existing for a database are displayed in the tab
2 profile: | EEEND —| Start and can be selected there with the help of a mouse
= roTie: ! Kd

click.

Profiles used last L‘\}
Default
+ilobal

Global profiles ;
+iloball

+Global2 _

Personal profiles 25 ]
Customer XY gl
Default s 2
Filter 35}

Start Create/Edit Changes of the settings are taken over to the current pro-
4 Profile: | Default _ | file by clicking the function Save settings.
23 Save settings To have all changes taken over automatically, the button
BN DE|Et[§c._,rrentpmﬂ|E can be locked (= activated permanently) by clicking the
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 are created
only once as they are independent of databases and of users. Global profiles are stand-
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 needed to cre-
ate or change them.
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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 per-
sonal profiles a "+" must precede their designation.

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 is selected
or if A-Plan is closed, the settings are not saved so that the original settings of the profile
will be available again when the involved profile is selected again.

FOLDER STRUCTURE OF PROFILES

Note: You may skip this chapter if you use a single user version of A-Plan.

By default, profiles are organized in such a way that both personal and global profiles are
available at all times on several computers even if server access is not available. This is
achieved by synchronizing personal and global profiles between clients and the 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 as A-Plan will find the corresponding profiles on the
server with the help of the user name.

If the recommended standard structure for profile folders is used, this just requires that
a superior profile folder is created on the server first. Next, the central A-Plan database
must be opened on one of the clients and the created new folder must be set as the
global profile folder (see "Global Profiles" on page 142). Doing this requires master
rights (see "Entering users (in administrator mode only)" on page 184).

When the central database is opened afterwards by another user on one of the clients,
the necessary folders will be created automatically supposed that they do not yet exist.

Note:
If the central database is created with the help of the Assistent you will be prompted to
make the necessary settings there.

DETAILS

You do not need the information provided in this chapter unless you intend to get a bet-
ter understanding of how profiles are organized or if you think about using a different
structure.

By default, the Folder structure on the client might look like that:
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Local profile folder

Documents\A-PlantProfile\Manfred

=~ |, Profie -
. - | Achim

| admin
| Alice
| Bernd

@ Local profile folder

(7 Global profile folder [superior folder for all users)

Local folder for saving personal settings. Synchronizing with server
directory "\server\O\VA-PlantProfiletUser 1°

This means that global profiles are saved in the folder "Documents\A-Plan\Profile" and
the personal profiles are saved in the folder "Documents\A-Plan\Profile\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 other-
wise the synchronization with the server will (no longer) be carried out.

The corresponding global profile folder on the server might, for example, look like that:

Global profile folder

WaenverdhoA-Plan'Profile

B} cMServer?) -
Foe , _Queue

- | A-Plan

S8l

(anr=) §

(7 Local profile folder

@ 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 respective registry:
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BT — s S — s

Datei Bearbeiten Ansicht Favoriten 7

4., braintool “ || Name Typ ‘+€)aten
e A-P::;:Z ab|(Standard) REG_SZ {(Wert nicht festgelegt)
_____ e ::J[C)otnn;yf: ﬁiz_SZVORD 0x00000002 (2)
""" N Layout ab) D:t:-P:th Default  REG_SZ
..... et e e
----- .. Layout-DockBar0 “"-!);JFHE REG_SZ
----- .. Layout-DockBarl :‘}{]ImportFile REG_SZ
- | Layout-DockBar2 3§JL35t—Fi|d REG_SZ
..... | Layout-DockBar3 ab] Last_Filel0 REG_SZ
..... l) Layout-Options ab] Last_Filell REG_SZ
----- .. Layout-Summary ||| 2P| Last_File12 REG_SZ
| Mail ab] Last_Filel3 REG_SZ
. Main ab| Last_Fileld REG_SZ
. NewVersion ab| | ast_Filel5 REG_SZ
----- .. Options ab]Last_Filel6 REG_SZ
. Recent File List E?]Last_FiIeZ REG_SZ
 Userdaten ab] Last_File3 REG_SZ
""" jiHisetlnne ab) Last_Filed REG_SZ
b - Ju A-Plan2006 E1|| ab] Last_Files REG_SZ
A A Plandi) ab] Last_Fileb REG_SZ
o A-Ean201D 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
ablload last File REG _SZ 1
:39} Profile_Path_global REG_SZ \\Server2\A-Plan\Profile
— || 28iProfile Path local | REG_SZ C:\Users\Manfred\Documents\A-Plan\ Profile\Manfred

SETTINGS NOT SAVED IN PROFILES

Settings stored together with the database

There are some settings of which no separate version is stored for each user but which
are saved only once in the database. These are all the settings related to the database,
i.e. the settings you can find when you click on the tab Database settings in the dialog
box Options.

General settings

All settings which do not refer to a specific database are saved for each user in his indi-
vidual registration database of Windows! Such settings are, for example,

o User name

o Last file loaded

o Default folders

o Size and position of dialog boxes

o Last values entered when using "Find" and/or "Replace"

o Option settings made in the tab General program settings
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PRINTING, REPORTS

GENERAL HINTS ON PRINTING

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 re-
guirements for editing data in the computer and for viewing them on a printout are dif-
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 setup of the dialog box Options and have no influence on what you can see on
your screen.

One exception from this rule is that the settings made on filters 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
"Saving options in profiles" on page 142).

Important:
Collapsed folders and/or projects (see "Structuring (Folders, Projects, Tasks)" on page

24) remain collapsed on the printout as well. If you want them to be expanded, choose
Expand All from the ribbon tab Start. To restore the former view when printing is fin-
ished, just deactivate this function.

SIZE OF THE PRINTING AREA

A-Plan is capable of making full use of almost all formats supported by Windows printers
or plotters (theoretically, the maximum size is 2500 x 2500 mm with Win NT, 2000 or XP
and 1400 x 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:

—]

Overla

146 e Printing, Reports A-Plan 2016



The necessary assembly of the pages is facilitated by optional cutting guides. However,
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 as are necessary to print all rows of
the main table. For example, the entire printout might look like that:

Fage 1.1 | Fage 1.2 | Page 1.3

Fage 21 | Page 22 | Fage 23

Fage3 1 | Fage 32 | Page3 3

Fage 4
(Motes)

The print preview of A-Plan allows you to display the complete number of sheets in hori-
zontal direction (see "Print Preview" on page 163) enabling you to preview the result of
the printout on screen.

In the printout, all dimensions of the table are adjusted to the used font size (see
"Fonts/Line spacing" on page 157). This is to ensure that the visual impression of the ta-
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 BREAK MANUALLY

Product selection If a given row is to appear at the top of a new page in the

B Internal implementation (7} printout, insert a page break manually above this row. With

Performance specificalion)  this done, a dashed line indicates the page break in the
EH Place Web design order .
screen display:

To activate this option, click on the row concerned with the
right mouse button first. Then, choose the command Insert
Page Break from the pop-up menu.

PAGE SETUP (TOOLS/OPTIONS/PAGE SETUP)

A variety of options are available to adjust the printed output to your requirements.
All settings are made in the dialog box Options in the tab Page Setup.

Clicking on the button page Setup on the upper left in the print preview will take you to
the respective dialog box enabling you to preview the effects resulting from the changes
you made to the settings (see "Print Preview" on page 163).
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COLUMNS/ROWS

TASKS

The tab Columns/Rows (which is available in a similar form for the Screen Setup) dis-
plays a table listing all existing columns that can be printed. A row in the table shown be-

low corresponds to a column in the task table:

Options [
Screen setup - — . '
Designation Print Time |Width ~ [ |Print resources only
Columns/rows - tasks Mo. 3 _ | [¥]Do nat print empty folders/groups
Columns/Rows - Resources 'T;SK jg 3
. esources
Gantt chart/colors Begin Act @l _
Task bars Begin PI'd D B
S—— Buffer = 8
Buffer Act = Y
| Columns/rows - tasks = Buffer Act cum ] 3
Columns/Fows - Resources Buffer cum O 8
Gantt chart/colors CapUsg PI'd 0 10
" " CapUsg progn |:| 10
Task bars/MNotes/Legend Client D 12
Time range Completed ] R
Fonts/Line spacing Cost Calc, Meth, ] 10
Header/Footer Dur. = 3
Logo/Text field Dur. Act O 8
Printer settings/Margins Dur. Act-Pr'd O 8
' Dur. Act/Pl'd = 8
Database settings Dur. progn ] ]
Dur. progn-Pl'd ] ] sort
Bar patterns - individual Dur. progn/Pl'd = 3
Bar patterns - depending on EMail to ] 20 Change
priority End Act O - > sequence
TimeWeelk niimhers S
[upsrfjrf'-i?;f'lgsgazel!tt%lngs for the current database Apply

The Designation of the columns is equivalent to the designations specified in the corre-

sponding Screen Setup tab (see "Tasks" on page 119).

In the columns Print and Time of, click on the respective check box in the row concerned
if you want the corresponding column and/or the time to appear on the printout. If a

check box is activated, clicking on it will deactivate it.

The width of the columns can be changed by clicking on the current value in the row
concerned. However, the width of a column can be changed only if it cannot be calculat-
ed automatically from the values displayed in the column. The values listed in the col-
umn "Width" indicate the approximate width of a column in terms of characters.

To change the sequence, select the row to be moved by clicking on it and 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 group rows of resources)
will be printed only if at least one row exists on a lower in the folder or row concerned.
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Likewise, collapsed folders/groups (see "Structuring (Folders, Projects, Tasks)" on page
24) will not be printed.

RESOURCES

Options

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

Tirme range

Fents/Line spacing
Header/Footer
Lege/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
pricrity

TimeMMeel nmbers

Designation
Ma,

Res,/Task

Cap. usage PI'd
Cap. usage progn
Project

Begin Act
Begin PlI'd
Buffer

Buffer Act
Buffer Act cum,
Buffer cum.
Calendar
Client
Completed
Cost Cale, Meth,
Dhur, Act

Dur, Act-PI'd
Dur, Act/Pl'd
Chur, PI'd

Dur, prg-Pl'd
Dur, prg/Pl'd
Dur. progn.
Email Addr

m

=

Time Width -
3
0(E
10
10
16

JEEEE*

20 -

Print resources only

| Do not print empty folders/groups

Da not print resources without tasks

Do not print empty* sp. times/overtime

| Mever print sp. Times/overtime

Do not print empty* absence rows

MNever print absence rows

Do not print empty* task rows
Mever print task rows

*no task bars in visible area

Sort

Change
sequence

Help

user-defined settings for the current database
[Profile: "Default’}

Apply Cancel

Resources are printed below the task table just as shown on screen:

Task

Jan 2004

Resources

27

28 29 30

31

01

0z

03 04 05

Construction proj.

Kings Road W
Demalitian W Demmiﬁnn

Ground floor

Larry 2; Miller (50)

1
— p— 07 fl000

Internal walls

L

o

Plasterwork.

Hawkins, Miller

Resource/Task Project 27 QBJ?nzzemldau 31 ! 01 [02 03 04 08
Bricklayers
Miller [— |

Graound flaar Kings Road __ﬁ Ground floor

To have resources printed at the top of a new page, select the first resource row in the
main table, click on it with the right mouse button and choose Insert 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

clearness:

A-Plan 2016
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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 rows (Special times/Costs, Overtime) will not be printed unless task bars exist
in the time range to be printed

Never print calendar rows

Calendar rows (Special times/Costs, Overtime) will not be printed

Do not print empty absence rows

Absence rows will not be printed unless task bars exist within the time range to be print-
ed

Never print absence rows

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

GANTT CHART/COLORS

Options B

Screen setup m

[¥] Print Gantt chart

Columnns/rows - tasks Designations of holidays Lines / Reshow date symbal

[¥] print [¥] print intermediate lines

Gantt chart/colors _ I
@ Al ) width “ mm Dgttedlineatcurrenttime

Task bars ~ is mare =

Columns/Fows - Resources

5= Man, line thickness [1-8)

-

Page setup Colors

32| Thickness of linking lines [0-6)

Columns/rows - tasks [click to change) hd

m

Y

Columns/Rows - Resources Link 51| Size of reshow date symbol !
Gantt chart/colors | “;:Edk_ g (0-10)

Task bars/MNotes/Legend

Tirme range FOIOE o 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

. . -
Tirne \Weel nimbere

user-defined settings for the current database M A .
{Profile: 'Default) ok Apply Eancel
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Print Gantt chart

To print (both the main table as well as) the Gantt chart, click on the check box Print
Gantt chart to activate it.

Designations of holidays

The settings you make in this pane have the same function as those made in the Screen
Setup (see "Gantt chart/Colors" on page 123).

Contrary to the setting made for the Screen Setup, you are allowed to specify 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 col-
or to the element concerned. Click on OK to apply the color 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 cannot be displayed because weeks are too narrow.

without intermediate lines:

Jan 2004

28-04 05-11 12-18
Mew W earT— Epiphany

with intermediate lines:

Jan 2004

29-04 0511 12-18
Mews ' eaT—] Epiphany T 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 the printout is made.

Tu, 25/056 We, 26/06
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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 reduced from 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 (see "Elements and symbol used in a Gantt
chart" on page 29) a range from 0 to 10 is provided with "5" being approximately equiva-
lent to the font size set in the table. Specifying "0" will have the effect that 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.

TASK BARS/NOTES/LEGEND

Options B
Screen setup m )
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
. : ¢ bars in a row)
Gantt chart/colors o )
Tack hars [[] starting/ending date or time [For the date range of printed task
o 1307. [ 2807 bars see ‘Time range’)
Page setup Format* | M/divyy
Columns/rows - tasks E Example 3/12/2011 Notes/Legend
Columns/Rows - Resources Print Motes
, *d =day y=year AMPM =12h _
Gantt chart/colors ww = week h = hour () Below table
| Task bars/Motes/Legend m = month m = minute (for details see @ On separate page
Time range Mo, of note columns: 1=
Fonts/Line spacin Showyorking times and capacity .
) pacing usage in tasks bars of tasks [¥] Print Legend
Header/Footer
Logo,/Text field
Printer settings/Margins [C| Display completed as %
Database settings
Bar patterns - individual
Bar patterns - depending on
priority
TimeWeelk niimhers kT4
user-defined settings for the current database w A i
[Profile: ‘Default) 2 apply Eaneel
Task bars

The settings made in this window pane have the same function as those made in the cor-
responding pane of the screen setup dialog box (see "Task bars" on page 126).
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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 in a row follow each other at a short
distance with designations overlapping so that they can hardly be read any more:

Task bars (milestones) in one row:

] |
E-Business integration PE-Busess Mewaten #

. I I I I
Milestones [' Proj Start L J Topics, HW ficed v Prototype

Task bars (milestones) in separate rows:

] ]
E-Business integration W= Guses: imegatn #

Milestones
Proj.Start (W Proj. Start
Topics, HW ficed W Topics, HW fixed
1. Prototype W 1 Prototype
Trial operat. Ok

In addition, this option can be used to create a continuous list of task bars:

Ho. | Task Resources Begin End
01 Examples 20002104 0202105
02 | E-Business inte ion 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 in the task bar list (see "Task bar list" on
page 50). As an additional advantage, the columns to be shown can be composed at will.

Depending on the setting made in the tab Gantt chart, you can have the Gantt chart
shown or omitted in the printout. Furthermore, you can specify the time range of the
printed task bars in the tab Time range, as, for example, "Start-of-print date:
01.01.2002" and "End-of-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 page below the table or on a separate page at
the end of the table. Especially if several pages are printed one below the other it is rea-
sonable to have the notes printed on a separate page.

You may specify any number of note columns to make the best use possible of the space
below the table.
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v e o Jan 2004 |
0. | Tas ESOUrces 27 25 29 3I[31 01]02 03 04 05 05 |07 08|09

01 Construction proj.

02 | Kings Road W
03~ Demalitian w Deamelttion

04+ Basement Lorry 1; Barnes; ... Elasem:ent
as* Graund floar Lorry 2; Miller (500) : rourd floor

] Internal walls L,W
o7 Doars. windows Frazer | | | ]"'-:::-

- bricklayers - windonws, doars l:l electrics - Summany
03 Motes fior demolition 05 Motes for grownd floor
2nd line 2ndline
3rd line Jrd line
04 Notes for Basement dth 11_.ne
Sth line

To facilitate the assignment of rows to notes, column numbers (No.) are printed togeth-
er with the related notes. If a note exists in a row, the number of the row concerned is
marked by an asterisk and is printed again in front of the note.

Notes of task bars are marked by the number of the row and by a consecutive number,
as, for example, 04-1 = first task bar note in the fourth row. However, notes of task bars
are printed only for those task bars which are visible in the printout of the Gantt chart.

Print legend

Optionally, a legend can be printed at the lower edge of the table. The legend shows all
bar patterns and designations as they are used on the printed page:

18 Room Basem. 1 Kings Road | | | # Room Basem. 1
19 | Hawkins — —
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
2ed lite 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 provided depending on whether you want the Gantt
chart to be printed or not (see "Gantt chart/Colors" on page 150).
GANTT CHART IS NOT TO BE PRINTED

If the Gantt chart is not to be printed, you have to specify the Start-of-print date and ei-
ther the Time range or the End-of-print date only:
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Options

Screen setup

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars

»

— Start-of-print date
210372011 08:00

=3

Page setup

() automatically

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/celors

Task bars/Motes/Legend

Time range

Fonts/Line spacing
Header/Footer
Logo/Text field

Printer settings/Margins

() Today
() First day of week

m

Database settings

Bar patterns - individual
Bar patterns - depending en
pricrity

TimeMNeel numhers

-

() Time range as 2. value

.j:

@ End-of-print date as 2. value

=]

19/11/2036 16:00

user-defined settings for the current database
[Profile: ‘Default’}

QK

J {

apply | |

Cancel

l

These settings are required only if you activated the option Print each task bar in a sep-

arate row in the tab Task bars (see "Task bars/Notes/Legend" on page 152).

GANTT CHART IS TO BE PRINTED

If you want the Gantt chart to be printed, you have to enter a total of 3 values to deter-

mine the time range to be used in the printout:

Options

Screen setup

»

— Start-of-print date

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars

@ End-of-print date as 2. value

210372011 08:00 E]i‘ (") Time range as 2. value 19/11/2036 16:00 E]il
0 :
Cut 2008
Veamang O "95-11 i2-18 R 2601

Page setup

() automatically

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/celors

Task bars/Motes/Legend

Time range

Fonts/Line spacing
Header/Footer
Logo/Text field

Printer settings/Margins

@ Set manually

m

() Today
() First day of week

Fengled

Prociuk i
Umeslzeng i

() Width of day as 2. value
() Width of day as 3. value

mm*

oV
Hardwnts
Hardwata
Provider o

Database settings

Bar patterns - individual
Bar patterns - depending en
pricrity

TimeMNeel numhers

-

@ Mumber of pages as 3. value

*if font size is 8 pt.

user-defined settings for the current database
[Profile: ‘Default’}

QK

| [_aeey ||

Cancel

A-Plan 2016

Printing, Reports e 155




Setting the first value (Start-of-print date)

Choose from one of the following options to set the start-of-print date:

o Set manually
Enter the start-of-print date in the entry box.

o Today
With this option activated, the program will use the current date as the start-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 the start-of-print date whenever you print.

Setting the second value

As required, either the time range, the end-of-print date or the width of day may be
used to determine the end of the printed time range:
o Time range (prints the specified period as, for example 2 weeks or three
months)
o End-of-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 the corresponding default value from the drop-down list. To specify a width of
day in mm, choose (user-defined) from the drop-down list and enter the value you want.

Setting the third value

Depending on the settings made before, you may either set the number of pages or the
width of day as the 3. value:
o Width of day
o Use this setting if you want to obtain a specific resolution of the Gantt chart af-
ter you specified either a time range or an end-of-print date to be used as the 2.
value. A-Plan will then calculate the number of pages.
o Number of pages
o Specify this value if you want to limit the number of pages printed in horizontal
direction. With the time range or the end-of-print date set as 2. value, A-Plan
will calculate the width of day whereas A-plan will calculate the end-of-print
date if the width of day was 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 TITImET T
Gantt chart/colors
Taczk bars

Page setup Font of Header/Footer Line spacing: 0.8~ mm

i 8
Columns/rows - tasks = Arial E E [T Correct line offset
Columns/Rows - Resources FIUEELTE
Gantt chart/colors
Task bars/Motes/Legend Font of Nates
Time range
. - i 8

| Fonts/Line spacing LIS LS G IZ| IEI
Header/Footer Font example
Logo/Text field
Printer settings/Margins

Database settings
Bar patterns - individual
Bar patterns - depending en
pricrity
TirmeANeslk numhers i

user-defined settings for the current database
(Profile: ‘Default’) ok |1 sepy | cancel
Fonts

Choose the fonts you like from the drop-down lists. You may use different fonts for the
table, header/footer and notes. The font size of the header and footer is used as a de-
fault value if no other value is specified when entering the respective texts (see
"Header/Footer" on page 158).

Line spacing
You may set any value from 0 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 center of the line but shifted upwards by approx. 1
mm.

Activate the check box Correct line offset to prevent this from happening any longer.

Remark:
This problem is not a bug of A-Plan but is caused by the printer driver used and also oc-
curs in many other graphics programs 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: 10f9
Gantt chart/colors
Tack bars

Current Planning

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 = 55n Text (/...f): Page [x of y) = 5P of 5G
y bold = 5F Date = 5D
Database settings tap = 50 Time = &T
o bottom = SU Filename with Path = SN
Bar patterns - individual new line = 5Z Filename without Path =
Bar patterns - depending on sn
priority
TimeWeelk niimhers kT4
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 left-aligned, the middle area is center-aligned 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, the begin and end of text must be indicated by slashes (/). Since only the
last slash is interpreted as "end of text" in an area, slashes can also be used within en-
tered texts.

To enter formatting and other information such as page numbering, current date etc,
use the Format Strings explained in the dialog box below the exemplary footer. Please
note that format strings always have to start with the character "S".

The font and the default font size are set in the tab Fonts/Line spacing. Font sizes differ-
ing from this setting can still be assigned to individual elements of text using the format
string "SSn" (e.g. "$S14" for a font size of 14 points).

In addition, you may specify the Height for each of the three areas of the header and
footer. However, this has no influence on the current font size but refers to text ele-
ments placed at the upper edge using "SO" or at the lower edge using "SU".

+ Fage: T ofd
Header {(formated by using "$U") |

Height| 10{2] mm
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‘ LOGO/TEXT FIELD

Options =
-

Screen setup 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 .

. L)
Time range D bra|ntDD| Reload
Fonts/Line spacing L test field fil
ogo or text field file
Header/Footer g
- 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
(Profile: ‘Default’) oe J[ seey || Gonea |

A logo or text field can be printed at any location on the printout. You may use graphics
or photos as well as objects such 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 current A-Plan database (inter-
nal file) or linked to the A-Plan database (external file):

Logo or text field file

e
Eile name: — ) 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 field File
name or click on Browse to select it from the respective folder. With internal file acti-
vated, the entered file is saved as a graphics in the A-Plan database - with external file
activated, the name of the file is saved in the current profile (see "Saving options in pro-
files" on page 141).

As only one internal file may be saved in an A-Plan database, an existing embedded file
will be replaced by the new file if a second file is embedded. This means that all profiles
in which the internal file is used as a logo or text field will be affected by such a re-
placement.

Note:

In the network version of A-Plan, the internal logo/text field file can be changed by the
administrator (user 'admin') only as any changes will affect all printouts which use the
internal file as logo/text file!
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Summary of characteristics of the two alternatives:

Advantages Disadvantages
internal file Faster printing as the fin- Graphics must be embedded again
(embedded) ished graphics isincluded in | (button Reload) after it was changed

the A-Plan database Volume of A-Plan database is in-

Graphics is always available, | creased
even if the A-Plan database is

) Only one file can be embedded in
copied to another computer

each A-Plan database

external file Graphics is updated prior to | Printing may be slower as the
(linked) being printed (even, for ex- | graphics must be reloaded first
ample, the date field in a

_ If objects are used (e. g. MS WinWord
WinWord document)

document), the related application
A different file can be used program is started when you print in
for each profile A-Plan

Volume of A-Plan database is
not increased

File formats

The following file formats may be used to create a logo or text field:

Bitmap *.bmpa)

GlF-ile (*.gif)

JFEGHile (*jpg)

Metafile wmi)
Enhanced Metafile (*.ermf)
FMS4invord (*.doc)
MS-Excel (*xls)

all files )

All other Windows application programs may be used as well supposed that they sup-
port OLE and are capable of creating the format .emf. 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
box shown above (click on 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:

We do not assume any liability for 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 respon-
sibility of A-Plan as the graphics created with other programs are taken over by A-Plan
without any changes made to them.
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Settings

Print Logo/Text Field

Scale: 100 = %
Height: 6= mm
Width: 28 mm

Carr, at top: 0= mm

Corr, on left: 0| mm
Location: | at bottom right| |Z|

Whenever you do not want the logo/text field to be
printed, just click on the respective check box to deacti-
vate this option.

The size of the logo/text field may be specified as a per-
centage in terms of scale or by entering the height and
width you want.

The location of the logo/text field is set by choosing one
of the corners of the printed page or one of the centers

of the four sides from the drop-down list. Use the addi-

tional fields Correct at top and Correct on left to adjust

the setting.

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 on Reload will create the graphics again from the specified file or will embed it
again into the current A-Plan database if you activated the option internal file.

PRINTER SETTINGS/MARGINS

Options

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 en
pricrity

Time/Week numbers
Costs/Abbreviations
Holidays

Safety

General program settings

Settings
Messages/aids/email
Profile folder

m

-

Margins [mm)

() Partrait

Top Margin )
102 4.0) @ Landscape
(5.0) | 10}= TS 10~ (5.0
e
Left Margin = Right Margin

10| @.0)

Eottom

(minimum permitted by printer)

Cutting Guides
[ print Cutting Guides

Distance (mm} | 35

user-defined settings for the current database
{Profile: ‘Default) ok J[ sepy |[ cance

Margins, Portrait/Landscape

This tab 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/or printer 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 guides printed on
each page. Cutting guides limit the printed area in the form of a rectangle.

Furthermore, the distance (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 change the current printer settings, click on the button

Setup

S einer | 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 means that you may assign another printer
with different settings to each profile (for an explanation of profiles see "Saving options
in profiles" on page 142).

PRINTING

START THE PRINTING PROCESS

Print immediately

Choose Print / Quickprint from ribbon tab File to have your data printed immediately
with the current print settings.

Print pages

To specify the number of printed pages or copies or to choose another printer prior to
printing, choose Print / Print from the ribbon tab File to start the process of printing:

Print @
Printer
Name:  \\Anne\HP Color Laserlet 3600
Port: MNelda: Print fo file
Print pages Copies
From 1 Ta: 1= Mumbel 1=
Erom 1= S—
| oK

To 1=

Help | | Cancel |
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The pages to be printed in horizontal direction are specified in the upper boxes while
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 15

Fage 25

Fagei 1 | Page 32 | Page33 | Page3d | FPaged s
FPage 4
(Motes)

Suppose you want to have nothing else but your notes printed on a separate page (see
"Task bars/Notes/Legend" on page 152). To achieve this, you would have to enter From:
4 To: 4 on the left for the vertical direction while the setting made for the horizontal di-
rection would be irrelevant as there is only one page in horizontal direction.

PRINT PREVIEW

To check whether the printout will look the way you want, choose Print / View page

from the ribbon tab File:

% A-Plan 2016 - Manual Verkn

- [m| X
&S =[O B ® S, [ |Page M4 104 p M Clase Help
Fage: 1of 4
Current Planning
[zoiE | D18 I 2017

anTask IRESW"*S [Toee [ en TFeb [ Mar [ Apr [May [ don [ Ju [Awg [ Seo [ Ox [ Mow [ Dec | don [ Feo [ Mar [Aar

01 Examples

02 l{:mle:] T W Topie, S eea B 1Bt pe 1 |

[E] Milestones Pojstar ' W Topics. 5w feed W1 Powgype W Trizloperat C&

04 | Proesses Procsses

05 | Topics conkne Miller . F N opks. cortarts

05 | Intema implement Rl I Ementaton

[07 | Esternslimpement. | waa Li | | Feeerarpemen

02 | Dstsprocessing g

03 | Canceled Project

[10_| Runing Proi

Cap.u 2015 018 2017

"ﬂlF““”‘““ B e | Prosect II Dee | Jen [ Feb [ war [ or [ ey [ o [ Ju [wg [ Seo [ ot [ Wow [ Deo I dn | Feb [ Mar [ Apr

11 _Intemal staff ..IlI]_IlllllllIIIIIIIiIIhIlillllllllllllIIIIIIIIIIIIIIIIIIIIIIllll ARNN

12 | Stevens 068 J000600000000A000E00000000J08 8 8P000f000d0000P000000000000f 0000000000

13 | Absences !

14 | Derminecontct... ] Determing cortact persons (40%)

15 | ldentifyprocasses. ety proeses (50%)

6 | Basicdesign = Easkc d2sn (20%)

i Salact provider [ ] setect proviser (1539

12 | Derminecontct... (i) Detemine comaat persgne o)

19 | ldentifyprocesses. et processes (50%)

20 | Basicdesy 5=k e poxy |

21 | seiectprovidzr 155

22 ' S iralning [20%) ]

21 Siff raining i '|£ [S=mtimning (205 _=ﬁ

24 | Schulz {1000 | 000BP0000000000000000000000000000000000800000000000000000000(00000000

25 | Absences l-ri T

pal Basic des C;::Jaasbnesmm’a: |

37 | Choose hamw: M Choose Ramwars (20%

28 Purchase hardware 0% | : | |L I%Jr-:masa rargware (10%)

I oo [ ] oos [ [ =i o R e o

o= oesos o= s e swims e - oo ezt

‘ViaciHome\DocumentsiA-Plan'Daten'danual Verkn.ag

27.012018,14:28
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The print preview provides the following functions assigned to buttons:

B

fn

B

Page Setup

This will take you to the printing options (see "Page Setup (Tools/Options/Page
Setup)" on page 147) allowing you to see the effects of the changes you make with
the dialog box remaining opened. Just click on Apply in the dialog box to see the
effects.

Print

Will print your data but opens a dialog box first where you can enter the pages to
be printed and make further settings (see "Start the printing process" on page
162).

Full screen view

If not in full screen mode, this button will change the view to full screen mode and
vice versa.

Show printed area

Displays the border lines beyond which printing is not possible.

Copy preview to clipboard

This function will copy the contents of the preview into the Windows clipboard.
Copy view to graphics file

Will copy the preview to a graphics file.

Enlarge view
Reduce view

Adjust view

B2 Set Zoom Factor

M 4

Use this function to set the zoom factor used to display the preview

Apart from choosing the values from the list, you may type any val-
ues in between (from 5% to 400%).

ivon2z p bl Page up/Page down

Allows you to scroll in vertical direction within the pages to be
printed

CREATING GRAPHICS FILES

Current planning data can be copied to any graphics files which may, for example, be at-
tached to emails for being viewed and/or printed by addressees.
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The setup and the layout of the graphics files can be adjusted easily and with great flexi-
bility as the graphics files are created with the current print settings. Use the print pre-
view of A-Plan to check how the page will look like.

The dialog box for creating graphics files can either be opened from the page view by
clicking the button Graphics file or by choosing Print / Print into grafics file in the ribbon
tab File:

Print to graphics file 7|3
Output file:
ChUsers\Bernd\Documents'A-Plan\Data\Test.png
File format: Jaint Photagraphic Experts Group (*.jpg)

@ Portable Metwork Graphic [(*.png]
Tagged Image File [*.Lif]
. * Click on 'Help' to see
Z5oft PaintBrush [*.pox) important notes on

Truevision Targa (*.toa grahics file formats!
Photoshop [*.psd]

Windows Bitmap (*.bmp]
Windows Enhanced Meta File (*.emf]

Print pages
Srale: 1500 55

From 10| To: 1=

- = -

Eram 1=

Create file

To: 4=
as Help | | Cancel |

Output file

A variety of file formats is provided for creating graphics files. Both jpg and png will pro-
duce graphics of very good quality with png providing a higher compression and jpg 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.

EMF format

The emf format 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 as objects in the file.

This gives you many advantages such as optimum quality at any size, very quick creation
and very small file sizes. However, you should not use 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 ideal for view-
ing and printing emf 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 because it is ca-
pable of printing the graphics on several pages if it is enlarged. To have an emf file dis-
played in Excel, select the cell where you want the graphics to appear and choose Insert
/ Picture / From File .
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Note:

The print preview can also be inserted directly into another program such as MS Excel by
using the Windows clipboard. To do so, copy the print preview to the Windows clip-
board by clicking on the button 5 and choose the command Insert when you are in the
target program.

Print pages

The pages to be copied are selected in the same way as in printing (see "Start the print-
ing process" on page 162) in both the vertical and horizontal direction. A separate file is
created for each page with consecutive numbers assigned to the files (Name_001.xyz,
Name _002.xyz, ...)

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 graphics as well as
the size of the graphics file will increase as well.

This setting is not available if you specify the emf format. With this format, you can set
the size at will while you are viewing the graphics.

REPORTS

Reports can be generated for charging spent times and incurred costs over any time pe-
riod you specify. Choose Reports from the ribbon tab Tools to specify the time period
and the type of report and click on the button Generate reports to output them to an
MS Excel file:
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Reports @

From: 01.03.2011 tlil To:  31.03.2011 tlil E Generate reports i
Current maonth |Z| | Close |
Report selection
| Hew |
| Task report
| Resource report with collected actual times
Capacity overtime @ Weeks Fonths

Show report file after it has been created
Files

Template

ChUsers\Bernd\Documents\A-Plan\Daten\Reportd_m| [The template can be
adjusted to a large extent

after it has been opened
M with MS Excel [see the
comment in the first line
Ch\Users\Bernd\Documents\A-Plan\Daten\report.xls of the template file).

Browse...

Report file:

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 re-
ports. For example, with cost center numbers entered in one of the user-defined col-
umns you might have the work and the costs of a specific cost center output to a report
by setting the corresponding filter.

TASK REPORT

The file created by clicking on Generate reports is opened in Excel automatically. The
first worksheet in this file will show the Task Report:

Al B | c | D | E | F | G | H
2 | Task Report (incl. fixed costs)
=R
4 Tirme period 01/01/2004 - 3170172004
| 5 | Date of rgport 3W0H/ 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 S00.00 € AO02.60 € -44 2%
| 14 | 3 -SR345 10.0 wh 0.0 wih 450.00 € 0.00€
|15 | 3 -EC356 15.0 wh 16.0 wh B75.00 € 718.50 € B.4%
| 16 | 3 -EC35R 26.0 wh 0.0 s 1125.00 € 0.00€
17 |+ 2 Maintenance 27.0wh 11.0 wh 1134.00 € 46200 € 59.3%
| 18| 3 -RF&R4 12.0 wh 11.0 wh A04.00 € 462.00 € -8.3%
19 3 -RF745 15.0 wh 0.0 sweh 530.00 € 0.00 €
I 4 ¥ [\Task repnrt,{' Resource repork ,{ Capacity Team 1 ,{ Capacity Team 2 f | 4 | |
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Rows which have a"+" sign in the first column are summary rows showing the totals of
rows on the next lower level. Clicking on the down arrow at Lv (=Level) and selecting
Custom AutoFilter will enable you to compress the task report to the level you want:

Task Report (incl. fixed costs)

Custom AutoFilter |
Time . .
Nate ¢ Show raws where:
Ly
F Iis less than or equal ko j |2| j
[#]
: & and 0
Lv. »| - Tas = =/ rosts actual
+ 0 Tot | = =1 B3.00 €
+ 1 Urd Lse ¥ ko represent any single characker '33-00 'E
+ 2 R'EF Use * to represent any series of characters 22100€
3 - EC 02680
3 _ SF‘ 8] 4 I Cancel | |:| DD %
3 - EC—om T W1 T 1T o .o = 71850 €
RESOURCE REPORT
The second worksheet displays the Resource Report:
Resource Report (incl. fixed costs)
3| Tirme period 01/A4/2004 - 31/01,/2004
3| Date of report JW0X2004, 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 -EC345 Orders  |Repairs 20.0 wh 11.2 wh S00.00 € o002 50
3 -EBR345 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 -EC3E6 Orders  |Repairs 15.0 wh 16.0 wh E75.00 £ 718.50 ¢
3 -EC3ER Orders  |Repairs 25.0 wh 0.0 wh 112500 € 0.00:
1 Team 2 7.1% 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 -RF 745 Orders  |Maintenance 15.0wh 0.0 weh 530.00 € 0.00 —

Hint: Capacity usage in the Resource Report may differ from the usage in the A-Plan-
resource view, since there completed tasks are by default excluded from the usage. The
latter, however, can be changed optional (see "Workload through completed processes"

on page 99).

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 of each single resource and of a diagram above the table showing
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graphs which represent the maximum available capacity (in consideration of working
hours, absence times etc.), the planned capacity, the actual capacity and the remaining
capacity of the group over time.

Capacity Team 1

Time period: 01/07/2004 to 31/01/2004
Date of report: 302004, 22:48 Uikr

80.0 wh

70.0 wh —_man.
/\v ——plan.

60.0 wh __'_'_‘\ \ —act,

50.0 wh ——remain.

/
40,0 wh \ \ /
30.0 wh \ Y
20,0 wh \/ \

10.0 wh . /\ N
IZI:D wh \’—"__/ \

waek 1 waek 2 week 3 week 4 week 5

week 1 week 2 week 3 week 4 week 5

total max. 70.0 wh 70.0 wh 70.0 wh 53.0 wh 70.0 wh
plan. 58.0 wh 58.0 wh B9.0 wh 58.0 wh 12.0 wh
act. B2.0 wh 59.0 wh B2.0 wh 27 1 wh 0.0 wh
remain. 12.0 wh 12.0 wh 1.0 wh 5.0 wh 58.0 wh
cap. £52.9% 82.9% 95.6% 92 1% 17.1%
Smith max. 35.0wh 35.0 wh 35.0 wh 28.0 wh 35.0 wh
plan. 30.0 wh 32.0 wh 36.0 wh 28.0 wh 12.0 wh

LAYOUT OF THE EXCEL OUTPUT FILE

The reporting function uses the Excel file "Report0.xlsx" as a template. The template file
is copied to the data folder of A-Plan ("My Documents\A-Plan\Data") when is being in-
stalled:

Al B | C | D | E | F | G I
7 1=
2 | Task Report
El
4 Time perod:
| 5 | Date of repont:
B
7 Folders
8 | Projects
9 Lv. »| - Tasks work planned work actual costs planned costs actual cost %
10 0 Total -
11| 1 Folder 1
12| 2 Project1 3423.4 wh 3423.4 wh 278300€ 2783.00¢€
|13 | 3 -Task1 123.4 wh 123.4 wh 2300 € 2300 € 4.5% 200
14 -
M 4 » M Task report / Resource report / Capacity Teaml / |« | ﬂj_‘

If the current database is stored in another folder you have to copy the above men-
tioned template file to the other folder as well.
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To a large extent, the layout of the template file and of the created report respectively
can be adjusted to your requirements. To do so, you may change the following elements
and properties:
o Font type and font size,
o cell formats (e. g. number of digits after decimal point),
width of columns,
height of rows,
hide/unhide columns by reducing their width to "0",
texts,

o O O O O

lines, frames

You are not allowed to change
o the positions of columns and rows (new rows or columns may not be added and exist-
ing rows and columns may not be deleted),

o the sequence of worksheets,

o thetext "Team 1" in the designation of the third worksheet (this text is replaced by the
current designations of the teams concerned when the report is created.
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FILE FUNCTIONS

B o I:l = To open a database, just click the button Open in the Quick

- Access Toolbar
START  VIEW

START , or click Open in the tab File.

VIEW

Furthermore, A-Plan can be started with a file name append-
ed as a parameter. This will not only start A-Plan but will also
Last used open the file (see "B. Starting A-Plan with parameters" on
page 263).

Info

Mew

Open

3

Note:
In fact, A-Plan does not allow you to have two files open at the same time. If this is nec-
essary, just start A-Plan for a second time to open a second file.

If A-Plan is used in a network you are prompted to enter a user name and a password.
For further notes on this see the chapter "Access permissions" on page 184.

SAVE AS

Choosing File / Save as and 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 make are immediately saved in A-Plan. For
this reason, the command Save has no function in A-Plan. Another consequence is that
you will not be asked whether you want to save your data when you close the program
or a database. There is also no need to save your work at intervals during sessions!

FILE EXTENSION

Although A-Plan is based on files of "Microsoft Access" format it does not use the com-
mon file extension *.mdb but the extension *.apl. This extension provides the advantage
that A-.Plan can be started by clicking on an A-Plan file.

If necessary, the original extension ".mdb" can still be used; however, double-clicking 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 for A-Plan databases within one envi-
ronment since this would result in the frequent confusion of files.

DATABASE ADMINISTRATION

CREATE/UPDATE BACKUP COPY

A-Plan automatically creates backup copies (see "Safety" on page 136). Regardless of
that, you may create a backup copy of the current database at any time, for example
when you are planning to make major changes. To do so, choose the command Data-
base administration / Secure database in backup from the ribbon tab File.

If the set number of backup copies already exists (see "Safety" on page 136), 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 command Database administration / Open backup from the ribbon tab File
to open a backup copy created by A-Plan (see "Safety" on page 136). Please note that
the backup copy versions are numbered with the latest version having the highest num-
ber (*.bc3 is a later version than *.bc2).

You may rename the file prior to loading it to prevent the original backup copy from be-
ing overwritten.

Note:

Due to the fact that backup copies are compressed when being created, using the above-
mentioned command is the only way to open a backup copy. You cannot open them di-
rectly (by renaming them first)!

REPAIR AND COMPRESS DATABASE

In case of inexplicable errors such as records not being found, wrong number of records
displayed, messages saying "Invalid use of null" or "No current record", the problem can
usually be solved using the command Database administration / Repair/compress.

If you try twice to start A-Plan together with a defective database, the program will au-
tomatically propose you to have this function 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 considerably, compressing is
carried out automatically by A-Plan after the last user has closed the database.

172 e File functions A-Plan 2016



ARCHIVE DATABASE

In the course of time the increasing size of the database will impair both the handling
and the overview and clarity of the database. Therefore, we recommend you to remove
finished projects from the current database and to save them in an archive database.
This is done most easily by using the commands Cut and Paste (see "Copy, Cut and
Paste" on page 74).

In certain cases, however, it is not possible to cut a block from the database for archiving
it. For example, you cannot use the command Cut if you want to remove only a few task
bars from rows containing many task bars. Instead, A-Plan 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 current database which are within a period you determine.

You may choose any folder for 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 remain unchanged. 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 @

Archive:
| Archive Database as:

ChUsers\Bernd\Documents\A-Plan\DataArchiviProject_planning_20110313.apl

Erowse...

Clean up Tasks:

| Clean up Database @ Entire database
All displayed data®
all selected data®

1. Delete all task bars which

before [~| o1.01.2010 3

@ 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 box Clean up Database activated, 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 ending date. The following conditions are at your choice: Delete all task bars
which either started or ended
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o before the specified date (before),

o a specified number of days ago (ago),
o after the specified date (after) or

o between specified dates (between).

If activated, the option Delete Empty Rows will 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, empty folders,
projects or tasks will not be deleted if they had been empty before the clean-up was
started!

Note:

If a database is being archived, it may be opened by one user only! Otherwise, a mes-
sage is displayed and the archiving/clean-up process will not be performed. In contrast, a
clean-up without archiving (see the tip below) can be performed even if the database
has been opened by several users.

Tip:
You may also use this function to delete a large number of task bars. However, deacti-
vate the check boxes Archive Database as and Delete Empty Rows before you use the

function in that way.

EXPORTING DATA

ACCESSING DATA USING MICROSOFT ACCESS

Apart from creating export files as described below, you can also open an A-Plan data-
base with Microsoft Access 2000 or a higher version to directly access the data con-
tained in the database. When doing so, you can create additional objects (tables, re-
ports, modules) as well but you should make a backup copy of the database first. The
structure of existing tables cannot be changed as this might have the effect that the da-
tabase cannot be opened correctly by A-Plan any longer!

For a detailed description of the structure of an A-Plan database see the file "struc-
ture.rtf" in the program folder of A-Plan (almost all word processing programs can be
used to open the file).

The file format used by A-Plan is Access 2003. However, converting A-Plan databases in
Access to a higher version is no problem as converted databases can be opened and ed-
ited in A-Plan as well.
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CREATING AN EXPORT FILE

Choosing the command Export from the ribbon tab File will open a dialog box where you
can make all the settings required:

. Export 7S]

Export file:

ChUsers\Bernd\Documents\A-Plan\Data\Export.xls

Browse...

Format Export: Task fields:
Tasks | R Do not export: Export:
MS Excel [xls) E asks | 250Urces | .
Motes - Outline_Level -
[¥] Eolders Object Index 3
Projects Created Priority E
DT K Reshow_Date L Task_Mame
1833 Req_Effort =/l | unigue_ID
[7] Task Bars Effort Contact
Textl Responsible
Options: “) Entire database iefé Eesou_rt;e_Names
) . . e apacity_usage
ignopi-lr:]cnr;ﬂ;ﬂgnatmns @ Displayed data Textd Start_Date
Text5 i Actual_Start N

Motes without carriage
returns and tabs Add >
Export
B —
Help Llose

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 be over-
written or whether the new data are to be appended to existing data.

Format

Choose from the following file formats:
o Text (.txt)
o MS Excel (.xls)
o MS Project (.xls)

Separator

With the text format selected, you may enter the separator to be inserted to separate
the contents of the record fields.

Notes on the MS Project format

Using the MS Project format 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, the created file can be read by all 3.0 or higher versions
of MS Project.
o Working hours (resource calendar), absence times and actual data will not be
transferred
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o only the first (pending) task bar of a row is transferred
o Costs are recalculated by MS Project
o in MS Project a new calculation is performed automatically which, however, can

be deactivated in MS Project by choosing Options / Calculate (then, summaries
will not be updated)

To open the created Excel table using MS Project, a suitable import format must be cre-
ated once in MS Project. This import format is identical to the export format required for
A-Plan and is described in the paragraph "Creating an export file" on page 175.

Options

Use the first check box to determine whether you want a headline to appear in the first
row of the output file with designations of columns displayed in the headline.

Activate the second check box to have the text of notes exported without carriage re-
turns and tabs. This is to avoid carriage returns within a data record.

With the format MS Project selected, these options are not available as the required set-
tings will be made automatically.

Export

Tasks and resources can be exported independently of each other. In addition, you may
select folders, projects, tasks and task bars separately for tasks and, analogous to it,
groups, resources, tasks and task bars separately for resources:

Export:

]Task.s | Resources |

| Eolders

| Projects
Tasks
Task Bars

Entire database

@ Displayed data

You may use the many possibilities of filtering for data export as well by enabling the fil-
ter you want to use and exporting the displayed 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 these records whenever you need them.

When exporting selected rows only, selected folders will be exported with all visible pro-
jects and selected projects with all visible tasks.

Note:
The option Selected rows only will 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 export-
ed are shown in the list on the right. To determine the fields to be exported, select the
field designations and click on either Add or Remove.

The field Index shown in one of the lists includes 4 digits (folder no., project no., task no.
and task bar no.) used for the internal numbering of data records.

With the format MS Project selected, the lists are not visible as the required fields are
determined automatically.

IMPORTING

‘GENERAL

Data of other applications is imported either in MS Excel format or in xml format if a MS
project file is to be read (see "xml Format (MS Project)" on page 182).

\ MS EXCEL FORMAT

GENERAL

o The MS Excel file must consist of two worksheets named Task_Tablel and Re-
source_Tablel.

o It does not matter what the sequence of 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 file "Import.xlsx" in the main folder of A-Plan.
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WORKSHEET "TASK_TABLE1"

Designation Type Value range | Contents Desig. in
A-Plan
ID* Number |1 —approx . 2 | unigue numbering of rows in import file -
milliard
Task_Name Text max. 100 Designation Task
characters
Unique_ID Text max. 64 Ident-Number Ident-No.
characters
Outline Level* Number |1-99 1: Level 1 ("Folder" in A-Plan) -
2. Level 2 ("Project” in A-Plan)
3 -99: Levels 3 - 99 ("Task" in A-Plan)
Priority Number |0 —99 or text | Priority Priority
ortext | (see explanat. |if empty: 2 is used
below)
Resource_Names Text (see explanat. | 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 PId
Time time)
Duration Date/ Number Duration in days (as decimal fraction) (End PId)
Time (is used if no planned end exists)
Actual_Start_Date | 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 used or — if available — it
is calculated from "Percent_complete" or from
"Duration_actual"
Percent_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 state of comple-
tion exist)
Completed Date/ Date (with Date of completion Completed
Time time) (when task is finished)
Object Text 128 charac- | Name (incl. folder) of file to be linked Object
ters
Pattern Number |0-49 Number of pattern used for task bar Pattern
Notes Text any text (max. | Note text of row Note
approx. 2 (w/o formatting!)
milliard char-
acters)
Notes_Bar Text any text (max. | Note text of task bar Note
approx. 2 (w/o formatting!)
milliard char-
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acters)
Successors Text (see explana- | Number of successors and type of link -
tions below)
Textl — Text10 Text max. 100 Any text Text1 —
characters Text10
Numberl — Num- Number | - Any number Number1 —
ber10 Number10
Time_Unit_Work Number |1 - B (see Time unit of work Time unit of
explanations Work
below)

If resources were assigned (column Resources), the following values will not be taken
into account because the values entered for the resources are used in this case (see
"Worksheet "Resource_Tablel"" on page 181):

Designation Type Value range Contents Desig. in
A-Plan
Standard_Rate | Number |- Planned costs per unit of time Lab. Rate PI'd
Act_Standard_R | Number |- Actual costs per unit of time Lab. Rate
ate if empty:  planned value isused Act.
-999999: default value is used
Fixed_Cost Number | - Planned fixed costs Fixed Costs
Pld
Actu- Number | - Actual fixed costs Fixed costs
al_Fixed_Cost if empty: planned value is used Act.
Time_Unit_Cost | Number |1 - B (see ex- Time unit of costs Time unit of
planations be- Cost
low)
Calc_Method_Co | Number | O - 2 (see ex- Calculation method for labour costs Cost Calc.
st planations be- Meth..
low)
Explanations
Priority
Designations in "MS Project” correspond to these values in A-
Plan
"Do not reconciliate" 0
"Highest" 1
"Very high" 2
"Higher" 3
IlHighll 4
"Medium" 5
IILOWII 6
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"Lower" 7

"Very low" 8
"Lowest" 9
Resources

Designations of assigned resources and their capacity usage (in square brackets) if the
usage is not 100%. Several resources must be separated by a semicolon(;). The designa-
tions of resources must exist in the column "Name" of the worksheet "Resource tablel"
(see "Worksheet "Resource_Tablel"" on page 181).

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 column No.) and of the type of link:

Format: n[VA][x][;n[VA][X]][;n[VA][X]] ...

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 by A-Plan

Examples:

Value Meaning in A-Plan

"3 one successor, End/Begin link

"3.5" two successors, End/Begin link each

"3AA;5AE" |two successors, first with Begin/Begin link,
second with Begin/End link

Time units of costs and work

Value Time unit
"1 Minute
"2 Hour
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"3" Day

"4" Week

"5" Month

"6" Year

(empty) Default value is used

Calculation methods for labour costs

Value Meaning in A-Plan

"o" precisely

" round up/off

" round up

(empty) Default value is used

WORKSHEET "RESOURCE_TABLE1"

Designation Type Value range Contents Desig. in
A-Plan
Resource_Name * | Text max. 50 char- | Resource designation Resource
act.
Group_Name Text max. 50 char- | Resource group Group
act.
Code Text max. 64 char- | Resource Ident-number |dent-No.
act.
Cost_Per Use Number | - Planned fixed costs Fix. Cost PI'd
Actu- Number | - Actual fixed costs Fix. Cost Act..
al_Cost_Per_Use if empty: planned value
is used
Standard_Rate Number | - Planned costs per time unit Lab. Rate PI'd
if empty: default value is  used
Actual_Rate Number | - Actual costs per time unit Lab. Rate Act.
if empty: planned value s used
-999999: default value is used
Overtime_Rate Number | - Overtime labour rate -
(is entered in A-Plan in the row "Over-
time" as labour rate)
Object Text 128 characters | Name (incl. folder) of a file to be linked Object
Notes Text any text (max. | Note text of resource Note
approx. (w/o formatting!)
emilliard
characters)
Textl — Text10 Text max. 100 Any text Text1 — Text10
characters
Numberl — Num- | Number |- Any number Number1 — Number10

ber 10
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Time_unit_costs Number | 1 - 6 (see ex- | Time unit of costs Time unit of
planations on Cost
"Task table1")
Calc_method_cost [ Number |O - 2 (see ex- | Calculation method for labour costs Cost Calc. Meth.
s planations on
"Task table1")

XML FORMAT (MS PROJECT)

Data can be exchanged in xml format between A-Plan 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.

The data listed below cannot be transferred as it is handled differently in both programs:
Buffers

Interruptions

Colors of time bars

Actual times

LOADING THE IMPORT FILE IN A-PLAN

To start the import function in A-Plan choose Import from the ribbon tab File. If a file has
been opened in A-Plan, it is closed first.

Next, in the Import file box enter the name of the MS Excel file containing the data to be
imported:

Import @

Import file:

ChUsers\Bernd\Documents'A-Plan\Data\import.xls

E Erowse... i
Help | | 4 || Cancel |

Clicking on OK will read the data from the Excel file and will display them in the main ta-
ble of A-Plan.

As the file is still unnamed in A-Plan, you should finally choose File / Save as to save it by
name.

Note:

If you want the data to be inserted into an existing A-Plan database, copy (or cut) them
to the A-Plan clipboard first. Then, start A-Plan a second time with the database you
want and paste the data from the clipboard.
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USER ADMINISTRATION

GENERAL HINTS ON THE MULTI-USER VERSION

With the multi-user version of A-Plan several users can access a database simultaneously
(see "Organization of data" on page 35) and changes made in the database are available
to all users a short time after they have been made.

Users are saved in the database together with their permissions. If necessary, several
databases can be created and different users and permissions can be entered in each da-
tabase.

To avoid a negative effect on the performance as a result of an update of the clients 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 necessary- is carried out while it is opened. A complete update of
all data is carried out every 10 minutes. Likewise, it is carried out before a printout is
made and before a report is created.

To prevent several users from making changes to the same record, individual records or
database areas 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 be execut-
ed later.

For each folder of a database individual access permissions can be assigned to each us-
er.

The database can be installed either on a server or on a client PC connected to the serv-
er. In slow or often overloaded networks we would recommend you to store the data-
base on the PC which will access the database most frequently.

Important:
A prerequisite for operating A-Plan in a network is that you purchased a network license

and that every user has a license. This also applies if A-Plan was installed or is to be in-
stalled on a central server (see "Installation i" on page 10)!

If licensed for single users, A-Plan will always open files exclusively with no multiple ac-
cess being possible.
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ACCESS PERMISSIONS

ENTERING USERS (IN ADMINISTRATOR MODE ONLY)

Note: As compared to the user administration in MS Access databases described in this
chapter some differences to SQL databases exist with regard to users. These differences
are described in the paragraph SQL Version (see "File functions of A-Plan 2016 SQL" on
page 194).

When a new database is opened for
the first time, the user name will al-
ways be "User 1" with no password

User name: Userl

Password: Change passwnrd]

Mo password required for file:

‘ChaPlanl2yData\Expl_Project_planning.apl’
Please click "OK'!

[You may add new users in the tab Tools™ / 'Users’ after
you have opened the database.)

assigned.

You should enter a password immedi-
ately (click on Change password) to
prevent unauthorized users from

opening the database.

[

"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 allowed to access a database who
are entered in the user administration of the database concerned.

oK ][ Cancel ]

To enter and edit user data, choose Users from ribbon tab Tools:

User administration

] Users | Permissions |

Mame Password logged Std. Master Admin read Web- Release .
on User only  Viewer
__I]I:l.:.l:ll:ll:l-
Henry =

James CREGHN RN

Mary |:| D D

User1 [l 12.00.020
webadmin

A-Plan: 4 of 200
- WebWiewer: 4 of 20

Click New to create a new user. Use the column A-Plan to enable the new user for the
current database.

[ User-Liste Active Directory und SQL-Server ] [

The number of entered users cannot exceed the number of purchased licenses. The us-
ers "admin" and "webadmin" (see below) are not taken into account when the number
of users is compared with the number of licenses.

A user name cannot be deleted (use the button Delete) as long as he or she is logged on.
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If a user forgot 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 may enter the user name. You may also enter a password which can be
changed by the involved user at any time (ribbon tab Tools / Password). If no password
is entered, the user concerned can open the database without entering a password.
However, he/she should enter a password as soon as possible.

Logged on

The column logged on shows 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. users can use A-Plan in compliance with the set permissions (see "Assign access
permissions"” on page 187). Users who just use the WebViewer (see "WebViewer (op-
tional)" on page 200) must not be activated in this column as they should not be includ-
ed in the counting of licenses.

Master-User, Admin

All users can be assigned master or administrator rights by additionally clicking the re-
spective field.

Master rights are required for the following functions:

e Setting of user permissions

e Changing of database settings (see "Database settings" on page 128)

e Entering and deleting master locks (see "Locking of rows" on page 41)

e Entering data of any resources in time tracking (see "Time tracking" on page 217)
Administrator rights allow you to make all of the above-mentiond master user settings.
In addition, administrators are allowed to

e create databases on a SQL server

e create or delete users

e reset password

e overwrite an original database by a backup copy

Obviously, a user having administrator rights automatically has master rights as well.

Read only

All users can be set to read only. Independent of the settings made in the tab Permis-
sions such users cannot make any changes.

Note:
Even users having master or administrator rights can be set to read only. It is true that
these users may reset this limitation but the intention of doing this is to prevent those

A-Plan 2016 User administration e 185



administrator and master users from making inadvertent changes who are supposed to
carry out superior controlling tasks only.

WebViewer

Users who are to be informed on the current state of affairs with the help of the Web-
Viewer (see "WebViewer (optional)" on page 200) are activated in this column.

Release

The column Release displays the A-Plan release the user is currently working with (see
"Info about A-Plan (licenses, release number)" on page 12).

USER "ADMIN" AND "WEBADMIN"

In all A-Plan databases there are "normal users” and users who cannot be deleted,
namely the users "admin" and "webadmin". The user "admin" can be used for adminis-
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.

The user ,webadmin“ is required for the WebViewer of A-Plan which is described in the
chapter "WebViewer (optional)" on page 200.
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ASSIGN ACCESS PERMISSIONS

Each user entered in the user administration can be assigned different access permis-
sions for the folders and (additionally) for the projects (level 2) of the current database:

User administration

Users | Permissions

Folder Gearge Henry Rebecca User 1
Examples Default Default Default Default
- E-Business integration Default Default Default Default
- Project 2 ange Default Default Default
maore examples: File/Open... Default Default Default Default
Calendars Default Default Default Default
Externals Default Default Default Default
Internal staff Default Default Default Default

O Standard

O Create

®%hanqe

O Read

O g

DEIanning locked [-F)
[ Limits locked [-L}
[J Costs locked K1}
[] Costs hidden [-k2)

Default

@C[eate

OChange

() read

O hg

DEIanning locked [-P}
[ Limits locked [-L)
[] Costs locked [-k1)
[] Costs hidden [-k2)

[[] Changing absences only by users with Master Rights

[] User may not see the workloads / absences of resources for which they have only read permission

Show praojects

Help

User list Active Directory and SOL Server

(014 Close

As long as no specific setting is made for a user, the default setting made on the lower
right will automatically be applied to him.

Note: When a new folder/project is created, the user creating it is by default given the
highest permission (= "Create").

Permission

"Create"

"Change"
IlReadll

IlNonell

Create / Delete
data’

yes

no
no

no

Change data  Read data?

yes

yes
no

no

yes

yes
yes

no

Create /Delete data refers to projects, tasks and task bars

Indicator®

a
F

In the main window, folders for which no read permission exists are not visible to the

user concerned. In the task list, an empty tab pane is displayed.

The corresponding indicator is displayed in the column Status (see "Symbols of the
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Status column" on page 27) of the main window or the property window.

In addition, settings can be made for each folder and each user to determine whether
the alarms set 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 a pop-up
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 square area by keeping the left mouse button pressed
down.

With the option Show total activated (see "Tasks" on page 119), the "folder" Total will
be displayed in the list as well. However, the permissions "Read" or "No" will be availa-
ble for this "folder" only because the contents of this row are calculated automatically by
A-Plan.

Preventing planning data from being changed

You may prevent any user from changing planning data. This means that such users can
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 limits (see "Limits" on page 63).
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 group may assign resources of
this group.

Changing absences only by users with Master Rights

Optionally absences can be entered or modified only by users with Master Rights.
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User may not see the workloads / absences of resources for which they have only
read permission

It can be set whether users are allowed to see the workload of resources for which they
have only read permission. The own workload can still be viewed.

no limitation:

Ressource/Vorgang Status KstSatz gpl| 3.3, _10.-16. 17.-23. 24.-30.
=l Interne (3) 85,00 €/h|Bmwe B
= Achim (8) 485,00 €/h| e =
Prozesse identifizieren | mm & 85,00 €£/h |5
Test [ 85,00 €/h
Provider auswihlen [ | 85,00 £/h
Grobdesign .- 45,00 €£/h i
Steffen (8) 90,00 €/h| B[] | B (i | e
Manu (14) ~85,00 €/h| OO00 1] T
Externe (1) 90,00 £/h [ ] |
& Pool (1) ~socoeh I N N N
only workload of the logged user:
Ressource/Vorgang Status  KstSatz gpl| 3.0, 10.-16. 17.-23. 24.-30.
El Interne (3) =N 85,00 €/h
B Achim (8) %) 48500 €/h|mm] | D
Prozesse identifizieren | mm %" 85,00 £/h | B ]
Test [ 85,00 €/h
Provider auswihlen || 85,00 £/h
Grobdesign .- 45,00 €/h
Steffen (8) R 90,00 €/h
Manu (14) = ~85,00 €/h
Externe (1) i 90.00 €/h
& Pool (1) =y 450,00 €/h

SETTING PERMISSIONS IN THE MAIN TABLE OF A-PLAN

After clicking on a folder, project or a resource group with the right mouse button in the
main table of A-Plan a list of all users and their permissions will also be displayed. In this
list the permissions can be change too:

E-Business integration (6) Permissions - E-Business integration n
El Project 2 (4)
Milestones MName Defaul Create Chg. Read MNo Plan Limits Costs Costs
t lock lock lock  hide
EITask1 3 George
I Task 11 Henry O O o oo o
+/Task 12 l:ll:ll%l:ll:ll:ll:ll:ll:l
B Task 13 (2) User 1
+ Task 131
+ Task 132
Bl Task 2 (3
+ Task 21 Help Select all Deselect all Invert selection Close
F Tack 27

The permissions can be set for multiple folders or projects and multiple users:

A-Plan 2016 User administration e 189



E-Business integration (6)
B Project 2 {4)
Milestones
B Task 13
+ Task 11
+ Task 12
B Task 13 (2
+ Task 131
+ Task 132
B Task 2 (3
+ Task 21
+l Task 22

Permissions - Multiple choice

Name Read No Limits Costs Costs

lock lock  hide

Plan

Defaul Create Chag.
t lock

George m | (m (w (@] (W | (@ [m | (6] [m
Heny | @M | WM | & B ® | % =5 N N
l:ll:ll:ll:ll:ll:ll:l
User 1

Help Select all Deselect all lnvert selection Close

Hint: Do multiple selection in the main table only after opening the permission list, since
it will be resetted when you open the list.

CHANGE PASSWORD

Change password

7 |

The password (any characters, not more than 20 charac-

[User: George

| ters) can be changed for the administrator as well as for

Mew password:

Password confirmation:

drdrdr

drdrd

all other users. To do so, click on the button Change
password when you log in or by choose Tools / Password
afterwards. You have to type the password a second time

ok |

[ Cancel ]

to confirm it.

No password will be required to open the database if you leave the entry boxes empty.

Please note that the entry of the password is case-sensitive. The password you enter is
valid for the current database only!

Note:

If you forgot your password, it can be reset in administrator mode (see "Entering users
(in administrator mode only)" on page 184).

LOGIN WHEN OPENING A DATABASE

User name: George

Password: ***|

A-Plan 2010 - Enter uzer name

'@ [==l| Working with a network version of A-
Plan will always prompt you to enter
your user name and your password if

Please enter for this database
'DocumentsiA-Plan\Data\Expl_Project_planning.apl’
a valid user name and the password assigned to the user name,

you try to open a database.

[ oK ][ Cancel ]

If there is no risk of other persons using your PC, you might be unwilling to enter the us-
er name and password each time you open a database. In this case, you may append the
name and password as a parameter to the starting command of A-Plan (e. g. "...\A-
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Plan2016\A-Plan2016.exe /u:Millerr:secret", see "B. Starting A-Plan with parameters" on
page 263). However, if you use several databases, this will work only if you use the same
name and password for each database!

PROFILES

Normally, the individual settings (= profiles, see "Saving options in profiles" on page 141)
of each user are saved in the folder "My Documents\A-Plan\profiles". The profile folder
can be stored on a network server as well. However, if this is done, each user should
have his or her own profile folder which can be specified either in the dialog box Op-
tions (see "Profile folder" on page 141) or by appending it as a parameter when A-Plan is
started (see "B. Starting A-Plan with parameters" on page 263).

Moreover, users have the possibility of using certain profiles together (see "Global Pro-
files" on page 142), supposed that a superior profile folder exists in which each user has
his own profile folder holding his personal settings.

PERFORMANCE

The Performance of A-Plan will be influenced by the following points:

e Standard or SQL version of A-Plan (from about 5 concurrent users, the SQL version of
A-Plan should be used, see next chapter)

e Bandwidth of the network connection between client and server (at least 50 to 100
Mbit/s)

e Number of folders shown (selection of folder to show see "Folder filter" on page 78).

e Display of workload see "Task bars" on page 126)

e Resolutions of Gantt chart (choose "quarter" or "year" only if actually needed)

e Resource View shown or hide

e Size of the database (delete or outsource unneeded projects, see "Transferring tasks
and resources to another A-Plan database" on page 75)
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SQL-VERSION

WHAT IS A-PLAN 2016 SQL?

A-Plan 2016 SQL is an additional variant of A-Plan 2016 which provides a better perfor-
mance and a higher data security than the standard version of A-Plan by saving the data
alternatively on a Microsoft SQL Server.

With several users working simultaneously, the SQL version of A-Plan is significantly fast-
er than the standard version of A-Plan.

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 of A-Plan and to change over to
the SQL version later. No financial disadvantage will result as the price difference be-
tween the two versions will be charged only.

SYSTEM

USE OF A MICROSOFT SQL SERVER

When used with a MS SQL server, A-Plan 2016 SQL requires the additional installation
of one of the following software packages on the network server you use:

e Microsoft SQL Server (version 2008 or higher) or

e Microsoft SQL Server Express Edition (version 2008 or higher)

The Microsoft SQL Server Express Edition is available free of charge. This free version
has a lower performance compared to the official Microsoft SQL Server which is availa-
ble for purchasing. For use with A-Plan 2016 SQL the free version is sufficient under
normal circumstances.

If a Microsoft SQL Server is not yet available to you, it is the best solution to install the
Microsoft SQL Server 2012 Express Edition which you can find in the internet on the Mi-
crosoft pages (http://www.microsoft.com/en-us/download/details.aspx?id=29062, as 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 Edition is installed. For an instruction regarding the remote access see:
http://blogs.msdn.com/b/sqlexpress/archive/2005/05/05/415084.aspx .
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The best solution is if A-Plan has a SQL server of its own but this is not a prerequisite.
However, it must be pointed out in this context that A-Plan users are created as regular
users of the SQL server but they have permission only for the A-Plan database in which
they were entered as users. Users who have administrator rights for A-Plan are automat-
ically given ,,Sysadmin“ rights on the SQL server! For more details see "Create new SQL
Database" on page 194).

We hope you understand that we cannot provide any support for the Microsoft SQL
server. For detailed information regarding the installation and administration of SQL
servers please refer to the documentation provided by Microsoft and to books available
on the market.

USE OF A MYSQL SERVER

The use of a MySQL Server is officially no longer supported since version 2016
of A-Plan. But if the data of older versions of A-Plan has been saved on a MySQL
server, this will be possible continue in A-Plan 2016 SQL for compatibility rea-
sons.

ENABLING THE SQL SERVER MODE

If you intend to use the SQL variant of A-Plan 2016 you have to activate the SQL server
mode first in Options in General program settings / Settings.

Options |

TOTTITT=r T = T

Columns/Rows - Resources Default values for new entries Default values for alarm

Gantt chart/colors Priority: | 2 = Dray(s) Hrs.:Min.
Task bars/Motes/Legend 0 = 0010 %
Time range Task bar length:

Fonts/Line spacing @ Adjusted tp resolution @) Before begin () After begin

Header/Footer ) 1 workday

Logo/Text field (0) Fixed duration:| 0 | Dayis)|01:00 | Hrs.:Min.

Printer settings/Margins [ Activate 50L Server mode ]
Designation of task bar = Designation of row

Database set
ings |:|Create task bar automatically in new row lofaimsticns

Bar patterns - individual

SQL Server

: C ity U 2%
Bar patterns - depending on Lapacity Usage 1005 %

pricrity
Time/Week numbers

m

Costs/Abbreviations
Holidays
Safety

General program settings

| Settings |
Messages/aids/email
Profile folders
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FILE FUNCTIONS OF A-PLAN 2016 SQL

CREATE NEW SQL DATABASE

A new SQL database cannot be created unless the SQL mode has been activated (see
"Enabling the SQL Server Mode" on page 193).

1. Choose function

Choose the command , Create new SQL database” from the tab ,File“.

@ - ~EEAE-

Start View

|

-
T 7 Open S0L database

2. Save database

Data Table

j Create new 5L database

N

SQL server login

User name: 58

Password: e

Permitted A-Plan databases

Data base name:

@ 50L Server Authentication

) My5QL Server

| Connect

Server

@ Microsoft QL Server

Server name: | Server2\sglserver
Log in

Windows
= Authentication

Cancel |
Help |

Change password

Please click on 'Connedct’ to have the available A-Plan databases displayed!

If the requested database name is already entered below, you may click "OK
immediately. This will help to establish the connection much faster.

MewDatabase

First, type the name of
your SQL server into
the Save database
dialogue box. Then
enter a user who has
the permission for
creating databases
and users (with MS
SQL servers doing this
requires ,sysadmin“-
permission).

If a new MS SQL serv-
er was installed, the
corresponding user
name is ,sa”“.

Finally click ,Connect”
to login to the SQL
server.
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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 the database is displayed in the title bar of A-Plan.
Next, start the user administration from the ribbon tab Tools.

By default, the program creates the users ,,admin®and ,User 1“. At this time, they have
the same passwords as the user who created the database.

To add more users, just click New.

In contrast to the standard version of A-Plan, these are global users in the SQL version
and can therefore exist only once on the server concerned. As a consequence, this
means that

e all users who have access to at least one A-Plan database must be created as users on
the SQL server (="login"),

e a user cannot have different passwords for different A-Plan databases (if necessary,
passwords can be changed or reset directly on the SQL server),

e A-Plan users without administrator rights can access only those A-Plan databases for
which they have permission - hence they have no other permissions (and are not as-
signed to a server role)

e Users with administrator rights for at least one A-Plan database have extended rights
on the SQL server (server roles "dbcreator" and "sysadmin").

e Note:
The name of the A-Plan administrator - admin —is very often in use already on a SQL
server. For this reason, his/her name is aplan_admin within the SQL server. Neverthe-
less, the login to A-Plan can still be made as before with the name admin as this des-
ignation is automatically extended by A-plan to aplan_admin before it is passed on to
the SQL server.

e Users can also be taken over directly from the Active Directory into an A-Plan-
database.

e 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 permission for A-Plan databases
already and, if yes, for which databases they do have this permission:
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Domain Mame [Active Directory): gser grnups

|I:nraintm:n|

| Leaving the field empty will reac the users of the 5QL server anly., |

Cranizational Unit (OU):

|I:|raintm:| I'team2

Flease separate subunits by backslash (2.9, companyl . cdepartment2i acer
Ol =, 0=, DC= .., DC= ., o dupperfield is ignored in the second case),
Leaving the field empty will read the entire Active Directory!

Create list ]

|

O (== = ==

==

OEEEEEEER d0EEEE

x -
| »
Without indiviclual users whao alreacly 2xist in the current database, |

Take selected items over to current database! ] Close

The Domain-Name is entered automatically when the dialog box opens up. If need be,
the name can be changed. In addition, you may specify whether to read users only,
groups only or both of them.

-

To prevent the complete Active Directory from being read, we recommend to enter the
organizational unit as well (subunits are separated by backslashs).

Next, click Create list to 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 on the AD first so that the en-
tire group can then be allocated.

Selecting users in the first column and clicking Take selected items over to current data-
base will take over all the selected users into the open database.

Users who already exist in the current database are not displayed, whereas groups are
displayed. This is due to the fact that you may read groups frequently in order to include
new group members into the A-Plan-database or to delete existing users if they are no
longer members of the group.
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If necessary, users or groups can also be created as logins on the SQL server first and
can then be taken over into an A-Plan 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 updated list of users in the user administration:

User administration [x]
Users | Permissions |
admin 12.00.023
benutzerl BRAINTOOL\GR_SQLBenutzer (AD) V] & W & Ed —
benutzer? BRAINTOOLGR_SQLBenutzer (AD) ¥ & 0 & ¥ =
Henry BRAINTOOL (AD) ] [ W 0 [¥]
Teamdl.Mamel BRAINTOOL {AD) [¥] [ I [ [¥]
User 1 [ F [#] Cl ]
webadmin [
A-Plan: 5 of 200
WebViewer: 4 of 25%
TDema maoce
’ Lser list Active Directory and 5QL Server ] [ Lol ] ’ Clase ]

If users were taken over from the AD, their password cannot be changed or deleted in A-
Plan. Instead of showing three asterisks, the column Password / Active Directory shows
the name of the AD and — if existing — the group separated by a backslash.

Note : For safety reasons it is not possible within A-Plan to grant the admin right for the
A-Plan database to a user who is a member of a group. On the SQL server this would re-
quire 'sysadmin’' rights which would automatically be granted to all group members. This
means that those users who are to be granted admin rights must be allocated as individ-
ual users and not as members of a group. If the group was already granted 'sysadmin’
right on the SQL server, individual users of this group may be given admin rights for the
A-Plan database.
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OPEN SQL DATABASE

START VIEW

Info

Last used

Create new 50L database

Open S0L database

Save 50 database as

Delete SOL database

Choose the command Open SQL database from
the tab File.

S0QL server login

Connechon has been madel

Log in

i@ 50L Server Authentication

User name: Henrﬂ

Password: i

Idzer logged in to the serverl

Permitted A-Plan databases

Server
@ Microsoft SQL Server () MySQL Server
Server name: server2isglexpress

= Windows
= Authentication

Cancel

Change password ]

Help

Mame

Data base name: | NewDatabase

Size
9.44 ME
a7.28 MB
33 MB
3.06 ME
4.81 MB

lazt change =]
06.08 2013 08:55
2306231208 —

0M.07.2013 12:00
09.02201321:36 =

If your user name was
not entered from the
Active Directory into
the A-Plan database,
just click SQL Server
Authentication, type
your user name and
password and finally
click Connect.

With the Windows Au-
thentication you need
not make any entries as
it will use the current
Windows user.

The list at the bottom
of the window displays
the A-Plan databases
for which the current
user does have permis-
sion.

Double-click the name
of a database to open
it.

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 appear in the bot-
tom field and will be connected as soon as you will have clicked OK.
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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 command Save SQL database as. Of course, this also applies to an A-Plan
database in MS Access format. However, the current user must have administrator
rights (‘'sysadmin') on the SQL server to carry out the function.

The copy of the SQL database will also include all users with their permissions.

Copying a MS Access database to 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 users from the
Active Directory (AD) or whether they are manually added users with SQL server authen-
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 helpful to cluster them in a group on the AD
and to create the group as a login on the SQL server prior to copying the Access data-
base.

Optionally, even the users who do not yet exist on the SQL server may be taken over
They are created with SQL server authentication and a password is assigned to them
which is displayed when the copy is made (for safety reasons the password is not men-
tioned here in the documentation).

\ DELETE SQL DATABASE

A-Plan databases saved on a SQL server can be deleted with A-Plan if the current user
has administrator rights.

\ MS ACCESS DATABASE

The menu items New, Open and Copy provided in the submenu MS-Access database
enable you to work with MS-Access databases in the same way as you do in the standard
version of A-Plan.

The command Copy allows you to make a copy of an MS Access database as well as of a
SQL database. In both cases the target format will be MS-Access. Like the command Save
SQL database as this requires administrator rights as well.

Users will be transferred completely with their permissions. Due to the fact that pass-
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 users in the user ad-
ministration.
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WEBVIEWER (OPTIONAL)

OVERVIEW

CURRENT PLANNING AVAILABLE AT ANY TIME AND PLACE

The optionally available A-Plan WebViewer allows you to access current planning data
and schedules with all sorts of devices supposed that they are connected 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:

Aktuelle Vorginge Tom
10 I Ok 2010 T
B w m m Y

Due to the fact that any type of operating system can be used, the A-Plan WebViewer is
able to display the data even on Linux or Apple computers etc.

Data are updated by the A-Plan WebCreator on standard webpages at regular intervals
as set by the operator. This enables you to provide all the information 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 amount of data and the dis-
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 unauthorized persons 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 solution pro-
vides the following advantages and benefits:

e 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.).

¢ No loss of performance during the planning stage due to slow Internet connections
e Original data remain on your internal corporate server.
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e Data backup is still carried out in your corporate network.
e Only authorized data is provided to WebViewer users.

e No installations are required on external devices.

o All types of devices and operating systems are supported.

HOW DOES THE WEBVIEWER WORK?

The design of the A-Plan WebViewer is as simple as possible and refrains from using
any functions (such as for example Flash Player etc.) which are subject to the risk of not
being supported 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 Internet Explorer == Es
@Uv (&) http://wt.braintool.com/XYZ-AG/Tom, [ 41| x|l Live search o -

¢ Favoriten 55/ - | [&] braintool - Projekimanage... | &8 Test

Seit 1von 4
Aktuelle Planung

- Tvorgang | Beginn |Dmer| Mai 2011 [ Junzo11 | Juwzomt [ Augzo11 [ sep2011 | okz011 |
[z l@ [16. 23 [30. Jos. [12 l@ [27_To4. [11. [18. [25. [o1. Jos. [15. 22 oo L@ 12 Ta l@ [o3. Tto. [17_Je4 ||
1 1 s | e e S e e S S S s s s s
Projekte 02.09.10 537 T "Rojete
Montagehalle 01.05.11
Planung 01.05.11
Plane, Finanzierung 01.05.11
Genehmigungen 19.05.11
i Bauplatz 25.05.11 Gueletz |
Beschr.: Vorbereitung Bauplatz 25.05.11 o] orbereitung Bauplatz
aktuelle Vorgange der Ressource Tom Anschiug Baustrom 25.05.11 I
el Unterirdische Kabel und Lett. 26.05.11 che
Stand: 25.05.2010 00:25 Fundamert 30.05.11 _‘
Ausschachtung 30.05.11
Schalungsarbeiten 03.06.11 chalungs arbeten
Fundamen, Kellerwande 24.06.11 RN Fordament Helomande
Austrocknen 08.07.11 %Aqv:mi‘eﬂ
Ausschalen 19.07.11 {]:Lssm's»en
Abdictten 21.07.11 BT Avdicrten
Abnahme Fundament, Keller 26.07.11 qvl]r‘hlnshrr‘EFunldsmE"sz
Auffialen mit Erde 27.07.11 o] Aptiten mi e |
Rohbau 27.07.11 Fronbsy—T—\
Kellerdecke 27.07.11 D kelwroecie| |
Erdgeschosswande 29.07.11 BT ] Erschosswsnde
Erdgeschossdecke 030811 PO Ersoescross vecce
der aktuellen Projekre Wande 1. Geschoss 05.08.11 ";E:lwﬁrde1 Geschoss
EEEmE Decke 1. Geschoss 10.08.11 P ] pee 1 Gmcross
Stand: 23.03.2010 00:23 Dachstunl 18.08.11 W Joscrsan
Abnahme Rohba 24.08.11 ] Anerme Ronteu
Fassade, Fenster, Auentiren 25.08.11 F%ssad‘s,FErI\stEl“‘Aul’s Hire
Dach decken 25.08.11 Dach decken |
Dach isolieren 25.08.11 Cach el

Aktuelle Planung

2011 | Jul20m
0 13, [20. [27. Jo4. [11. [18. 25 [o1. [os. 15

. | Vorgang Beginn

detaillierte Darstzllung der sktuellen Projekte Dachrinnen, Falirohre 30.08.11
FEE Fassaderwerkleidung 29.08.11
CEmih TS T AuBentiiren einbauen 02.09.11
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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:

@ http:/fwvt.braintool.com/XYZ-AG/ Tom/images/image/APlan2. pdf - Windows Internet Explorer El@

@\/‘ 4 |£. http://wvt.braintool.com/XYZ-AG/Tom/images/image/APlan2.pdf < | "7| A ‘ ‘b Live Search .

5. Favonten (€& http://unt.braintool.com/XYZ-AG/ Tom/images/i...

BB & © 82 o gdle -

-
Seite: 1von 2 [
Projekte
Nr. | Vorgang ‘ Beginn Dauer 2010 ‘ - ECLL
[ 5eo [ Okt | MNov [ Dez [ Jan [ Feb | Mar | Apr [ Mai [ Jun [ Jul | Aug | Sep | Okt | Nov
0 Projekte “o2mea0 ST "r jnn]ek'; . . . . . . . . . . . I I
02 | Meue Struktur 02.09.10| 107 T [Fivess spar : — |
03 Meilensteine 02.09.10 0Ty 3!’0].—31:‘.“’. v Theme:n'l 1. Prototyn W WebSitz online
04 Ablaufe 02.09.10 26 T |FEeEmn
0s Themen Inhalte 30.09.10 24T ‘Themeri. Inhaite
06 Umsetzung intem 02.11.10 46T [ Urm==tzung nt=m
o7 Umsetzung extern 26.11.10 43T N Umsetzung extem
08 DV 03.10.10 18T Fooy
09 | Projekt2 20.09.40| 4757 [ N
10 Meilensteine 20.09.10 oT v P‘m].—S'_m W Proj.Ende
11 Yorgang 1. 20.09.10 87T Fvorgang |
12 Yorgang 2 13.01.11 227 = Vorgang 2
13 Vorgang 3 19.02.11 83T Fiogang 1
14 | Modul 43X 241010 5007 JFiicauraz | |
15 Meilensteine 24.10.10 oT Vs Wer W =< Wes W soe
16 Planungsphase 24.10.10 44T r‘:mm
17 Kenzeptphase 29.12.10 6T [ N onz=p:
18 Entwurfephase 08.02.11 3-T ‘L-,'_'_“_Emwsp;.ase
19 Ausarbeitungsphase 07.04.11 59T I Asmparngsohase
20 Markteinfuhrung 01.05.11 78T FFiaric infi =] 1
21 Serienproduktion 06.07.11 38T | .@M
22 | Montagehalle 01.0541| 1357 a: \
23 Planung 01.05.11 17T == ~zung
24 Bauplatz 250511 3T W Bauelatz
25 Fundament 30.05.11 44T *Fundam:n';
26 Rohbau 27.07.11 20T | F—\ Rohbau
a7 Fassade. Fenster, Aulentir... 25.08.11 10T | H Fassade, Fenster, Auflentl
28 Installationen 25.08.11 18T | == nstaiiationen|
29 Innenausbau 16.08.11 24T | [P ircrauisie
30 Aussenanlage 18.10.11 5T | | P pussenanid;
31.05.2010, 14:41
-|

The preparation of the views and the automated updating of the Internet pages is done
by the A-Plan WebCreator. It is also used for managing the 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 of the WebViewer.

For the single user version of A-Plan an integrated solution exists. It differs in some re-
spect from the multiuser operation as described in "WebCreator — Single user" on page
216.

WEBCREATOR — MULTIUSER OPERATION

ADMINISTRATOR MODE

The WebCreator can be used by standard A-Plan users as well (see "User mode" on page
212) but the following functions are available in administrator mode only:

e Making file upload settings
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e Administration of all users of the WebViewer
e Timer-controlled upload of views

The WebCreator is available in administrator mode if A-Plan is opened with the user
name ,,webadmin®. Like the user ,,admin” (see Master-User, Admin on page 185), he has
administrator rights but, contrary to the ,, admin®, he can just view all data (but not
change them).

Note regarding the SQL version of A-Plan: Prior to (automatically) creating the user
»webadmin®, the database must have been opened at least once with the user ,,admin”.

The WebCreator is started from the command group Tools:

- | =a & = A-Plan 2010 - Expl_Project_planning
m Start Create/Edit Data View Tools Help
g — &) Timer ON = (M) open MM Resource planning Cost planning
O |IH ¢ (. o oo
ﬁ Upload M Refresh MM Actual vs target values Quantity planning
Time Reports WebCreator _ ~
tracking % A Lhange selection
Time tracking Reports WebViewer MindManager Activated features
BASIC SETTINGS
WebCreator =]

Default values FTP connection values [for upload)

Basic settings [¥] Use braintool test server
Check connection ]
George Address  |wvt.braintool.com
ey Falder  xvZ_Ltd
Rebecca
Format
Mavigation width 200 = () Partrait Create PDF file
Page width 1000 [~ @ Landscape
Profile | Default [~]
Time range
Mode Current month E Shift 0= Month(s) El
Begin 01.03.2011 08:00 Time period | 115 Monthls) ||
End 31.03.2011 16:00
Updating
Interval 60 = minutes [T with weekend

Time 0800 [v| to 2000 [+]

MNumber of views: 0 from a total of 75

FTP connection data for upload

The views for the WebViewer can be uploaded either to a special server of braintool
software or —if available - to any other WebServer.
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The FTP connection data (FTP = File Transfer Protocol) required for this are set in the up-
per part of the dialog box.

Your own Webserver

If you have your own Webserver, you may use it together with the test version of the
WebViewer as well as with the licensed version. If you have your own WebServer, please
deactivate the option Use braintool test server and enter the URL of your server in the
address field:

FTP connection values [for upload]

Use braintool test server
Check connection

Address  [www.gyz-Itd. com
Folder aplan

User name [Tam Password |***

Use the field named Folder to enter the folder in which the subfolders of the WebViewer
users are to be created. You may break down the structure even more, as for example to
»planning/section1/aplan” or leave it blank if the user folders are to be created directly
in the root.

Use the other fields to enter the connection data to your server. If you have any ques-
tions or if you need detailed information, please contact your provider.

braintool Test server
During the 30 day trial phase of A-Plan you may use the test server wvt.braintool.com

To do so, please activate the option Use braintool test server :

FTP connection values [for upload]

o | Use braintool test server
| Check connection

Address wt.braintool.com

Folder »Z_Ltd

You may enter any name in the folder field.

Important: Please be aware that views uploaded to the test server will not be saved
permanently!

braintool License server

With the licensed version of the WebViewer you may use the braintool server webview-
er.braintool.com for a small charge (see
http://www.braintool.com/preisliste.0.htmI?&L=2 ). A fixed name will be set by brain-
tool software for the subfolder in agreement with the involved customer. Of course, this
folder is protected against unauthorized access!

Format
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http://www.braintool.com/preisliste.0.html?&L=2

The WebViewer shows a navigation bar on the left for each user and the selected
graphics on the right-hand side:

/& Test - Windows Intemet Explorer EIEES
= F oe /T WVZ-AG Live ‘ |
@\J‘ @ (] http://unvt.braintool.com/XYZ-AG/ Tom [+ x ][ Lwve sear P -
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Genehmigungen 19.05.11
Vorginge Tom Bauplatz 25.05.11
Beschr.: Vorbereitung Bauplatz 25.05.11
aktuelle Vorgénge der Ressource Tom Anschiuf Baustrom 25.05.11
ezl Unterirdische Kabel und Lett.. [26.05.11
Stand: 29,05.2010 00:25 Fundament 200511
Ausschachtung 30.05.11
Schalungsarbeiten 03.06.11
Fundamenrt, Kellenwande 24.06.11 ment, Kellenwénd
Austrocknen 08.07.11 T Astocknen
Ausschalen 19.07.11 M susscnsien
Abdichien 21.07.11 BT esicrten
Abnahme Fundament Keller | 26.07.11 ] Atnanme Fundemen i
Auffillen mit Erde 27.07.11 ﬂ:«uﬂnhen it Elde‘
Rohbau 27.07.11 Fp‘:nmvﬁ—,—‘
Kellerdecke 27.07.11 b reiwoess| |
Obersicht Erdgeschosswinde 29.07.11 5 Elzdgsc:fuseﬁ:'snﬂel
Beschr.: Erdgeschossdecke 03.08.11 ] Erdge= ohossceoce:
Ubersicht der sktusllen Projekts Wande 1. Geschoss 05.08.11 Wisnds 1, Geschoss
I E Decke 1. Geschoss 10.08.11 P oeie 1. G e
Stand: 22.09.2010 00:25 Dachstunl 18.08.11 o sacmuni
Abnahme Rehbau 24.08.11 Abnahme Rohbau
Eassade, Fenster, AuBtenturen 25.08.11 Fessade, Fenster, AuBertiren
1
I

Dach decken 250811 Dachdeckcen | |

Dach isolieren 25.08.11 )!rlsm edigen ||

Projexie apl 29.06.2010, 00:25

Aktuelle Planung

Detaildarstellung Vorgan Beginn Mai 2011 [ Junzo11 | ul 2011 Aug 2011 [ sepa011 |
Beschr.: - mang g 02 oo [16.[23 [30 fos [13 o 11 [18 s [15 o2 o L@ !12 }19 [@
detaillisrte Darstallung der aktusllen Projekes Dachrinnen, Falirohre 30.08.11 ‘ Dacvinnen Falkare ‘

Seiten: 4 Fassadenverkleidung 29.08.11 Fss sdenvertieidung |
Stand: 29.05.2010 00:25 ——+—
= Aulentiren einbauen 02.09.11 AuBEntren einbauen
b e mimbm i nE an a4 [ = L |

Use the format area to make your settings regarding the width of the navigation area
and the type of view (landscape or portrait):

Format
Mavigation width 200 = Portrait V| Create PDF file
Page width 1000 [-= @ Landscape
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With the box Create PDF file being activated, the WebViewer will display the views as
PDF files in a separate window after you have clicked on a view:

@ http:/fwvt.braintool.com/XYZ-AG/ Tom/images/image/APlan2.pdf - Windows Internet Explorer E@

@U ® |£.;. http://wwt.braintool.com/XYZ-AG/Tom/images/image/AF = | "?| A | |b Live Search o ~|
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Depending on the speed of your Internet connection, uploading files may take some
time. Hence, the resolution you set should not be too high and you should not activate
the box Create PDF file unless you really need it.

Profile, Time range

The WebCreator uses existing profiles (see "Saving options in profiles" on page 141) as a
basis for the creation of views. Regarding the displayed time range and the filter settings
(see below), the profiles can be modified:

Profile | Default B2

Time range

Mode Current month <]  shirt 0% Monthis) [~
Begin 01.03.2011 08:00 Time period | 1% Month(s) [~
End 31.03.2011 16:00

Only global profiles (see "Global Profiles" on page 142) can be selected for the basic set-
tings whereas individual profiles can be added for the individual users.

The specification of a time range ensures that the regular updates of the views (see next
paragraph) will always display the actually required time period, as for example from the
begin of the current week till the end of next week.
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The list box named Mode provides the basis for the calculation of the current time peri-
od:

e Asin profile (takes the setting from the selected profile without changing it)

e automatically (selects the time range to have all task bars displayed)

o fixed date (begin of time range is set manually)

e today (begin of time range = current day)

e current week (begin of time range = begin of the current week)

e current month (begin of time range = begin of the current month)

e current quarter (begin of time range = begin of the current quarter)

e current year (begin of time range = begin of the current year)

The box named Shift allows you to shift the time range by a fixed amount of time into

the past or into the future. For example, with the mode being ,current week’, Shift =- 1
week will have the effect that the time range starts on the Monday of the week before.

The value entered in Time period defines the length of the time period.
Updating

Any interval can be used for updating the views in the WebViewer. Likewise, there are
no limitations regarding the time of the day and the inclusion of weekends:

Updating

Interval 60 == minutes with weekend

Time 0800 |v| to [20:00 [+]

If a large number of users specifies a relatively short interval, it may happen that the sys-
tem does not comply with the set interval depending on the amount of uploaded data
and the speed of the Internet connection. In this case the system will form a queue to
ensure that all users will be considered in the same way.

Changes of the settings will be saved automatically as soon as you change to another tab
or close the WebCreator. Of course, clicking the button Save will do as well.
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USERS

A tab exists for all users who have permission of using the WebViewer (see "User admin-
istration" on page 211). This tab allows you to make all the necessary settings:

WebCreator =]

Bafwiipshes Access data for WebViewer

Basic settings
George Address
| Basic setting Eolder ¥YZ_Ltd/George
All Projects
Al rTojec User name | George Password |
My Tasks
Details Project 2 Format
Henry Mavigation width 200 = Portrait | Create PDF file
Rebecca Page width 1000 = @ Landscape
Profile Default El Ch\Users\Bernd'\Documents'A-Plan\Profiles |:|
Time range
Maode automatically |E|
Updating
Interval 60 - minutes with weekend

Time 0500 [v] to [2000 [+]

| Preview all views | Apply default values |

Mumber of views: 3 from a total of 75

| Help | | MNew view | Delete view E Save i | Upload views of current user | | Close |

WebViewer users having a standard A-Plan license as well may make their settings
themselves (see "User mode" on page 212).

To do so, an individual user folder must be specified in the folder field. This individual
user folder must be one level below the default folder (displayed in the field Address).
Any user name and password can be entered if a braintool server is used as these are
needed to start the WebViewer with an Internet browser. If you use your own server,
the user name and password must be defined directly on your server.

All further basic settings are taken from the tab Default values.

Accordingly, the meaning of the settings is identical with the settings of the tab Basic
settings (see the previous paragraph). Of course, you may tailor the values to your per-
sonal needs.

The folder field to the right of the field Profile allows you to set any profile folder (see
"Profile folder" on page 141) you like. In addition to global profiles, all profiles included
in this folder will then be added to the list of available profiles. Due to the fact that the
WebCreator does not modify profiles you may even set the profile folder of another user
without the risk of conflicts arising from this.

The button Apply default values enables you to restore the basic settings.
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Clicking the button Preview all views will create the views of the current user and will
display them in the standard Internet browser. To have the preview displayed as fast as
possible, the views are created locally and are not uploaded to the set web server.

VIEWS

Below the basic settings the settings for the views are displayed for the users:

WebCreator =]

Default values

Designation All Projects
Basic settings

George Description List of all current projects|

Basic setting -
All Projects

My Tasks
Details Project 2

Henry

Rebecca

Profile Default El ChUsers\Bernd\Documents\A-Plan\Profiles \:’
Time range
Mode Current month E Shift 01+ | Month(s) E
Beagin 01.03.2011 08:00 Timeperiod | 15 Monthls) |~
End 31.03.2011 16:00

| Preview current view | Replace filter settings Apply basic setting |

Mumber of views: 3 from a total of 75
| Help | | Mew view | | Delete view | [ Save ] | Upload views of current user | | Close |

A designation (name) and a description can be given to the views so that they can be
identified in the navigation bar of the WebViewer.

For each view a profile and a time range can be set which differ from the basic settings
of the user.

Furthermore you have the possibility of replacing the filter settings of the selected pro-
file by specific settings for each view. Clicking the button Replace filter settings will open
the same dialog box as the one described in "Setting of filters" on page 78. However, the
new settings do not overwrite the original settings of the selected profile but are saved
separately together with all the other settings for the WebCreator (see "Administration
of settings" on page 212).

The settings can either be made centrally by the user ,,webadmin“ or can be made by the
users themselves supposed that they have permission for the WebViewer (see "User
mode" on page 212).
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Creating new views

A view is created when a user tab is opened for the first time:

WebCreator =]

Default values

Designation Mew view
Basic settings

George Description )

Henry

Basic setting

| New view

Rebecca

Profile Default El Ch\Users\Bernd'\Documents'A-Plan\Profiles [Z]
Time range
Mode Current month E| Shift 0 = | Month(s) E
Begin 01.03.2011 08:00 Time period | 15 Month(s) E
End 31.03.2011 16:00
Preview current view ] |:| Replace filter settings Apply basic setting
Mumber of views: 4 from a total of 75
[ Help ] [ MNew view ] [ Delete view ] E Save i [ Upload views of current user ] [ Close

To create more views just click the button New view.

The maximum number of possible views depends on the number of licenses. By default,
a user may have 3 views which, however, can be distributed to all users as needed.
Hence, in case of 2 licenses one user may have 2 views while the other one uses 4 views.

UPLOADING VIEWS TO THE WEBSERVER

With the timer being activated, the views are uploaded automatically according to the
intervals set for the users:

::.'-.'" ' L_’f @ @ = A-Plan 2010 - Expl_Project_planning

m Start Create/Edit Data View Tools Help

J t | Timer QM ‘E' M) open MM Resource planning Cost planning

ﬂ' Upload Ml Refresh MM Actual vs target values Cluantity planning
Time Reports WebCreator ~
tracking # Change Selection
Time tracking Reports WebViewer MindManager Activated features

Important: In the case of multiuser applications the timer-controlled upload is carried
out only if the login was made with the user ,webadmin“!
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The manual upload can be triggered by clicking the button Upload in the tab Tools or by
clicking Upload views in the dialog box of the WebCreator.

During the upload a dialog box indicating the progress of the upload is displayed:

¥ Upload (== =)

Total progress: User: 1/3
| — Step: 4 /7
Upload: Files: 14 /24
e Data: AL
. Transfer rate: 457 kB/s
Average: 26,0 kB/s
21:35:27 Transfer completed (Total: 3 files, 11 kEB) -

21:35:27 Change to web folder "¥¥Z_Ltd/aplan/images/image ...
21:35:27 Change to web folder "XYZ_Ltd ..

21:35:27 Change to web folder "XYZ_Ltd/aplan ...

21:35:27 Change to web folder "¥¥Z_Ltd/aplan/images ...
21:35:27 Create web folder X¥Z_Ltd/aplan/images

21:35:27 Change to web folder "XYZ_Ltd/aplan/images ...
21:35:28 Change to web folder "¥¥Z_Ltd/aplan/images/image ...
21:35:28 Create web folder X¥Z_Ltd/aplan/images/image
21:35:28 Change to web folder "XYZ_Litd/aplan/images/image ...
21:35:28 Upload file(s)

m

Fl ¥

Cancel

Furthermore, a log file named WebCreator.log is created in which all actions are record-
ed. This log file can be found in the folder SWeb which is located one level below the
folder holding the global profiles (see "Global Profiles" on page 142).

The time needed for the upload depends exclusively on the speed of your Internet ac-
cess. For this reason you should not specify a high resolution if your Internet connection
is rather slow and you should not activate the creation of PDF files unless you really need
them (see "Views" on page 209).

USER ADMINISTRATION

Within the framework of existing licenses the user administration of A-Plan (ribbon tab
Tools) allows you to determine which users may use A-Plan and which users may use the
WebViewer:
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Uzer administration

] Users | Permissions |

George
Henry
Rebecca
webadmin

Password A-Plan logged in

wEE

Admin WebViewer

]
] [

e

The users activated for the WebViewer are listed in the WebCreator for the configura-
tion of views etc. The maximum number of views can be specified in the WebCreator
(see ""Views" on page 209). It is 3 times the number of licenses for the WebViewer and
is independent of the number of users having permision in the user administration.

ADMINISTRATION OF SETTINGS

The settings made in the WebCreator are saved in the folder SWeb, one level below the
global profile folder (see "Global Profiles" on page 142). To make sure that the WebCrea-
tor will find this folder, a profile folder must be created below the global profile folder
for the user “webadmin“as well. This folder must be set as the the profile folder in op-

tions:

Options

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

Profile folder

DocumentsiA-Plan'Profiles

Time range
Fonts/Line spacing

Header/Footer
Logo,/Text field
Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
priority

Time/Week numbers

m

Costs/Abbreviations
Heolidays
Safety

General program settings

El- |, Documents F
, Adobe Captivate Cached Projects

, AlbumGeneratorOutput

| Altova B

L
| Data
: , Daten
| Profie
..... f Profiles
- , Templates
----- | AutoHotKey
-#%5 Axialis Librarian
----- | Bluetooth-Exchange-Ordner

I+
=

[ |, Book Collector
..... i Brﬂz
- || ByteScout Samples B

USER MODE

Users having permission for both A-Plan and for the WebViewer may also start the
WebCreator from the tab Tools. In this case the basic settings cannot be changed and
the list of WebViewer users will display the logged-in user only. As a result, changes of
the settings and manual uploads of views can be made for this user only:
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WebCreator =
Befaiheckes Access data for WebViewer
Basic settings
George Address wvt.braintool.com/XYZ_Ltd
| Basic setting Eolder aplan
All Projects
g User name | George Password |#sssss
My Tasks
Details Project 2 Format
Mavigation width 200 = () Partrait Qeate PDF file
Page width 1000 = '@ Landscape
Profile Default IZI ChiUsers\Bernd\Documents'\A-Plan'Profiles [E
Time range
Mode automatically IZI
Updating
Interval 60 | minutes [ with weekend
Time 0800 [v| to [2000 [¥]
[ Preview all views ] Apply default values ]
Mumber of views: 4 from a total of 75
’ Help ] [ Mew view ] Delete view [ Save ] [ Upload views of current user ] ’ LClose ]

Likewise, the timer-controlled upload is not possible as A-Plan is locked during the up-
load. The WebCreator license is available for this purpose (see "Uploading views to the

Webserver" on page 210).
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WEBVIEWER

Using the WebViewer requires nothing else but a browser and access to the Internet. It
does not matter which browser you use. Likewise, you do not need a specific appliance
or operating system or any particular components (such as, for example, a flash player)
as the WebViewer is made up of normal HTML pages. The only exception is a PDF reader
which is needed for displaying PDF files (see "Views" on page 209). If it is not installed on
your computer you may download it, for example, from
http://get.adobe.com/uk/reader/

The WebViewer is started from the Internet address specified in the WebCreator (see
"Users" on page 208). In addition, you have to enter the user name and password which
are specified in the WebCreator as well.

The requested views can be selected by clicking the minimized graphics in the navigation
bar on the left:

Aktuelle Vorgange Tem

R im | Daver Sep 2010 oxt2010 Hov 2010 Dez 2010 Jan 2011
. IR“S"“""EN"’EE"E ‘P'“H Beguml qepl ia\ !:17 TM !z\ 123! lnf !12 lm 12 iuz !:19 lvz !23 !3!:1 137 !\4 12| 1231!34 !u lm 125 !i
o1 Inteme ke | ____5_-—_5_5_.1-._!5_&_&_
02 | Tom = :’%_:l:l — s e o s e
02 | Abwesenhaien
04 | btStand mitein Neue Struktur 080910 | 4T
05 | Fromssedertf@men | Heue Struktur |17.0810 | 2T
08 | Grotdmign Neue Struktur_ 210910 | T
07 | Miarbeiter schulen Weue Struktur 181110 | 27T [ s s s s s |
08 | Provider stswahken Weue Struktur_[021010 | 67T
05 | Vargang 11 Progkt 2 on1010 | 12T
10 | vagengiz Propkt 2 191010 | 207
11 | vageng izt Propid 2 os1it0| 2T
12 | Lebenszils sigenes Pr... | Modul 43X 04011 | o7 Iﬁ
13 | Lssternefterstellen Wodul 43X z=0111 | q0T
14 | Kestenziel festiegen Wodul 43X o0zt | &t
15 i Wodul 43X 130211 | 12T |
e [EaE] ] ez e
[ [ stssome [ s 5131005 | EEERe PR engmorzones.

Ubersicht

Baschr.:

Ubersicht der zktuellen Projekte
Seiten: 1

Stand: 19.05.2010 20:54

13052010, 20:54
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The PDF file is displayed in a separate window after you have clicked on one of the

Views:
= EH Q B @ 1/1 ®® 9% - = [ Fsuchen =
|! Seite: 1von 1
L Aktuelle Vorgange Tom
Nr. | Ressourcenvorgang Projekt ‘ Beginn| Dauer Sep 2010 | Okt 2010 | Nov 2010 [ Dez 2010 [ Jan 2011
| | | gpl‘ gepl. 31. 07 14. |21, 28] 05, 12 19. | 26. |02 09 16. |23 3‘0 07 14. |21, 28 04 11 18. 25
JU L In bine 0l Bt taitw ... — miln DNiem smswd (i al 1
02 [Tom = e o e e e = T = e B =Tl W= e ] o
03 Abwesenheiten
04 Ist-Stand ermitteln Neue Struktur | 08.09.10 4T EE
05 Prozesse identifizieren Neue Struktur 17.09.10 3T o
06 Grobdesign Neue Struktur 21.09.10 6T B
07 Mitarbeiter schulen Neue Struktur | 16.11.10 37T EBEEE=aaa
08 Provider auswahlen Neue Struktur 03.10.10 5T EE
09 Vorgang 11 Projekt 2 01.10.10 13T |
10 Vorgang 12 Projekt 2 19.10.10 20T |
1" Vorgang 131 Projekt 2 251110 287 T
12 Lebenszyklus eigenes Pr. Medul 43X 04.01.11 9T EEE
13 Lastenheft erstellen Medul 43X 25.01.11 0T [
14 Kostenziel festlegen Modul 43X 03.02.11 8T
15 Pflichtenheft erstellen Modul 43X 18.02.11 127
[ Aust. 0%-50% [ aust. 51%-80% [ usi. 31%-100% [ PR [ eingepl/aiwes.

You may save or print the PDF file.
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WEBCREATOR - SINGLE USER

If you purchased a single user license of A-Plan, the WebCreator is included in the li-
cense. As a consequence, it needs not be activated by the user ,,webadmin®.

In this case, only basic settings and views will be available after the WebCreator was

started:

WebCreator

Bl Access data for WebViewer

Basic settings

Views Address wwt.braintool.com/User_1

| Basic setting

MNew view
User name |Tom

Format

Mavigation width 00 =

Page width 1000 =

Profile | Default [*]
Time range

Made Current month E
Begin 01.03.2011 08:00

End 31.03.2011 16:00

Updating

Interval 60 | minutes

Time 0800 [+] to

[ Preview all views ]

Mumber of views: 1 from a total of 3

() Partrait

@ Landscape

2000 [v]

Password |=e=*

[¥] Create POF file

ChUsers\Bernd\Documents\A-Plan'\Profiles E]

* monthis)  [+]
12 Month(s] [=]

0

[ with weekend

Apply default values ]

[ Help ] [ Mew view ]

Delete view [ Save ] [

Upload views

] [ Close ]

Basically, the settings and the handling are the same as with a multiuser license (see
"WebCreator — MultiUser operation" on page 202) but there is no need of administrating
several users and no settings need to be made in the user administration of A-Plan.
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TIME TRACKING

INTRODUCTION

The optional time tracking module for A-Plan allows you to collect and present in detail
the work spent on the execution of tasks and the costs resulting from the execution. To
do so, resources may either use a special dialogue box of A-Plan for entering actual work
or a universal interface to take entered times from other programs over to A-Plan.

This will provide the following benefits:

exact charging of the work actually done and of incurred costs to the respective
tasks

documentation of incurred times and costs for both clients and contractors
comparison of planned with actual values

reporting of capacity usage over time

prognoses of the future course of the project and of expected costs
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TIME TRACKING WITH A-PLAN

To open the Time tracking dialog box, click on Time tracking in the ribbon tab Tools. The
group and the name of the currently logged-on user are displayed in the upper half of
the dialog box:

Tirne tracking (B[]
show:
Group: Team 1 |Z| ) )
@ pending ) completed tasks
Resource: | smith |Z|
Task: Orders = Repairs > EC 356 |E|
Times: "Orders > Repairs » EC 358 Draily totals [all tasks)
No Begin End Work Mote - EE I
| 1]  12037201111:20] 120320111340 23wh| | Tu, 1503/11 | 0200
2 13/03/201114:20  13/03/2011 16:40 23 wh Su, 13/03/11 | 02:20
3 15/03/201114:19  15/03/2011 16:19 20wh 3 53, 12/03/11 | 02:20
4
Delete selected row Delete Mote
Totals: Finished
EBegin End Wark  Finished
PI'd. 19/01/10 0&:00 21/01/10 09:00 15.0 wh
act, 12/03/11 11:20 15/03/11 16:19 6.7 wh 40.0 = %
prognost, 17/03/11 11:00 17 wh
Show individual values ]
Apply

Note:

The name entered by a user to log on to the database must be identical to the name of
the resource!

All resource names used in the database must be unique. i.e. they must not be used
twice or several times, not even in different resource groups!

Users having administrator rights are allowed to access all resources existing in the
opened database.

218 e Time tracking A-Plan 2016



The list field below the resource field shows all pending tasks of the user or — as an al-
ternative — all completed tasks (for corrections etc.):

’Timetrackl'ng @

Group: T . |Z| show:
LE] eam . §

@ pending ) completed tasks
Resource: | smith

Task: Orders > Repairs > EC356 |Z|

Orders > Repairs > EC 356
Orders > Repairs = EC 356

Having selected a task you may use the table below the selection list for entering the
times that are to be charged to the selected task:

Times: ‘Orders > Repairs > EC 358 Clicking the field Begin
Mo Begin End Work Mote - when you start work will
1 12/03/2011 11:20 12/03/2011 13:40 2.3 wh enter the present time.
2 13/03/2011 14:20 13/03/2011 16:40 2.3 wh

The same applies if you
click the field End when
you interrupt or finish
your work.

[ 3] [1503/2011 14:10]885/03/2011 16:19] 2.0 wh| A |
1

If you enter the performed work instead of the end, A-Plan will calculate the end for
you.

If spent worktime is to be entered without specifying the begin and/or end, it is suffi-
cient to enter the spent time in the column Work. A-Plan will then calculate the end as-
suming that work was started at 6:00.

Important:
Entered time periods will always be charged as genuine real time, i.e. Working time =

End - Begin. For example, with a working time of 8 hours per day, this means that enter-
ing 8:00 a.m. as the begin and 4:00 p.m. on the next day as the end, the work will not be
2 x 8 h =16 h but 32 h because times outside of the set working hours are taken into ac-
count as well (otherwise, times that are not within the regular working hours could not
be taken into account).
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Click the column Note to enter a note of any length on each of your time entries:

Times: ‘Orders > Repairs > EC 356"

No Begin End Work Note -

1 12/03/201111:20  12/03/2011 13:40 2.3 wh

2 13/03/201114:20  13/03/2011 16:40 2.3 wh

15/03/2011 14:19]  15/03/201116:19]  20wh| . |
Lag"
Mote (3]
Edit
Mote ... -
- L

Row 1of 1 [ Help ] [ oK ] [ Cancel ]

A symbol appears in the column Note as soon as you have closed the edit window. Hov-
ering the mouse pointer over the symbol will display the note:

Times: '‘Crders > Repairs > EC 358

Mo Begin End Work MNote -
1 12/03/2011 11:20 12/03/2011 13:40 2.3 wh
2 13/03/2011 14:20 15/03/2011 16:40 2.3 wh

15/03/2011 14:19]  15/03/2011 16:19
4

TOTALS, LEVEL OF COMPLETION

The lower part of the dialog box provides a summary of your planning, of currently col-
lected times and of prognosticated values:

Einished ] In the field Finished, A-Plan
automatically shows the level

Totals of resource 'Hall': [

Begin End Wark Finished . .
: of completion as a ratio of
PI'd. 190110 08:00 210140 15:00 20.0 wh
— | planned work vs. spent work.
act, 19/01/10 08:30 20/01/10 11:50 113wh|/| 5632 % . - .
If this is not in line with the

prognost, S 20 wh actual state of the task (e.g. 5
out of 10 wh were spent but

Totals of all resources.
only 40 % of the work was

Beqgin End Wark Compl.
PI'd. 19/01/10 08:00 21/01/10 15:00 40.0 wh done), the value can be cor-
act, 19/01,/10 05:30 20/01,/10 11:50 11.2 wh 39.1% rected manua”y'
prognost. 21/01/1014:35 29 wh

If several resources are assigned to a task, the totals of the values of all resources are
displayed below the totals of the involved user.
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Times: 'Orders > Repairs > EC358° When a task is ﬁnished,

No Begin End Work Note - click the button Finished
1 12/03/2011 11:20 12/03/2011 13:40 2.3 wh to change the status of
2 13/03/20111420  13/03/2011 16:40 2.3 wh the task to Finished. This
3 15/03/201114:19  15/03/2011 16:19 20wh [
|4l 16/03/20111613] 16/03/201122:13] __ 60wh | will set the level of com-
5 pletion to 100 %. As a

result, the user can no
longer enter time

Delete selected row il il (=work) for this task.
Totals: Finished [
Eegin End Wark Finished
PI'd. 19/01/10 08:00 21/01/10 0:00 15.0 wh
act, 12/03/11 11:20 16/03/11 2213 12,7 wh 6.0 = %
prognost, 17/03/11 12:00 17 wh

Note: If need be, the status can be reset in the main window of A-Plan (to do so, right-
click the designation of the task and deselect ,completed’).

CHECKS, CORRECTIONS

Daily totals (all tasks) A list on the right of the dialog box displays all times entered
Date Dur. - | yntil now by the current user for all tasks. Values can be dis-

We. 16/03/11  06:00 layed in two different ways
Tu, 15/03/11  02:00 piay ys-

5u,13/03/11 - 02:20 The presentation of totals will sum up the values of individual
53, 120311 | 02:20 days allowing you to check whether entered times are in line
with the respective working times.

Click the button below the list to have all the individual val-
ues displayed.

[ Show individual values ]

Clicking on one of the individual values will display related entries in the edit table on the
left where you may correct them if necessary:

Times: ‘Orders > Repairs = EC356° Individual values (all tasks)
Date f Time Dur., -

No Begin End Work Note -
1 12/03/201111:20  12/03/2011 13:40 23 wh We, 16/03/11 16:13 06:00
| 3] 13/03/201114:20|  13/03/201116:40]  23wh| | 15031 1k19 0200
3 1503/201114:19  15,03/2011 16:19 20wh @
4 16/03/201116:13  16/03/2011 22:13 6.0 wh 5a, 12/03/11"91:20) 0220

5

: [ Showdailytotals |
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INTERFACE FOR THE IMPORT OF ACTUAL TIMES, ABSENCES

FILE FORMATS

Actual times can either be imported from a text file or from an MS Excel file. The format
is described in a special file so that it can be adjusted to a variety of applications.

For example, an MS-Excel file might look like that:

A B C D E F G H
1 Mo Date Timeln Duration Completed% TaskldentMo ResourceDesignation Read
2 | 1 1/19/2009 8:00:00 AM 4h 30% xyz4711 Mame 1
3 2 1/28/2009 12:00:00 PM 2h 50% xyz4712 Mame 2

In a text file, the same information would look like that:
1;01/19/2010;08:00 AM;4h;30;xyz4711;Name 1;
2;01/28/2010;12:00 PM;4h;50;xyz4712;Name 2;
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SETTINGS

The formats to be used and the setting of some parameters is described in the file

Istzeiten.ini.

Data will not be imported unless this file exists in one of the following folders:

e , My Documents\A-Plan“ or

¢ in the Folder of the currently opened file or

¢ in the Folder one level above the currently set profile folder

A sample of the file Timetracking.ini can be found in the program folder of A-Plan
(,c:\Programs\A-Plan12“ by default). It specifies the following parameters for the import

of actual times:

Paragraph [Options]

Parameter Values Explanation

Import_File= Name of im- |Import file(s) for collected actual times ("*" can be
port file(s) used as a wildcard, e.g. "...\times*.xIsx" for
incl. path " \timesl.xlsx", "...\times2.xIsx" etc.)

Interval= 0-99999 Interval (in seconds) used for checking whether
actual times exist which have not yet been im-
ported. With this set to ,,0“, no automated import
will take place.

CancelAfterError= Oor1l Setting "1" will stop the further reading of actual
times after an error has occurred. The import file
will not be deleted, even if the option DeleteAfter-
Import has been activated by setting it to “ , 1.

DeleteAfterimport= (Oor1l Choosing ,1“ will delete import files after they
have been read successfully.

Separator= Any charac- |Separator between fields if a text file is used (tabu-

ter or ,tab” |lator = tab)

FactorCompleted%= | Number If ,Completed%“ (see [Columns]) is handed over as
a decimal fraction (e. g. 0.3 = 30%) ,,100“ must be
set as the factor, default value is ,1“ (30 = 30%)

FactorUsage%-= Number If ,Usage%" (see [Columns]) is handed over as a
decimal fraction (e. g. 0.3 = 30%) ,,100“ must be
set as the factor, default value is ,1“ (30 = 30%)
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Paragraph [Columns]

Positions of columns of data to be read.

Fields which are not used can either be deleted or set to ,0“.

To ease the use of MS Excel files, letters may also be used as identifiers for columns.

Explanations of the fields are provided below the table.

Parameter Values Content of the column concerned

No= 0-32/A-AE |[Number of line (if no columns exist, lines are
numbered internally by A-Plan)

Date= 0-32/A-AE |Date of collected time

Timeln= 0-32/A-AE |Date and/or time of begin

TimeOut= 0-32/A-AE |Date and/or time of end

Duration= 0-32/A-AE |Duration (any format)

Mo-= 0-32/A-AE |Duration on Monday (any format)

Tu= 0-32/A-AE |Duration on Tuesday (any format)

We= 0-32/A-AE |Duration on Wednesday (any format)

Th= 0-32/A-AE |Duration on Thursday (any format)

Fr= 0-32/A-AE |Duration on Friday (any format)

Sa= 0-32/A-AE |Duration on Saturday (any format)

Su= 0-32/A-AE |Duration on Sunday (any format)

Completed%= 0-32/A-AE |Scope of completion (see also ,,FactorComplet-
ed%" in [Options])

Usage%= 0-32/A-AE |Usage (see also ,FactorUsage%“ in [Options])

FolderldentNo= 0-32/A-AE |ldent no of the folder in A-Plan

ProjectidentNo= 0-32/A-AE |ldent no of the project in A-Plan

TaskldentNo= 0-32/A-AE |ldent no of the task in A-Plan

FolderDesignation= |0-32/A-AE |Designation of the folder in A-Plan

ProjectDesignation= |0-32 /A - AE |Designation of the project in A-Plan

TaskDesignation= 0-32/A-AE |Designation of the task in A-Plan

Folderindex= 0-32/A-AE |Index of the folder in A-Plan

Projectindex= 0-32/A-AE |Index of the project in A-Plan

Taskindex= 0-32/A-AE |[Index of the task in A-Plan

GroupldentNo= 0-32/A-AE [ldent no of the resource group in A-Plan
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ResourceldentNo= |0-32/A-AE [ldent no of the resource in A-Plan

GroupDesignation= |0-32/A-AE |Designation of the resource group in A-Plan

ResourceDesigna- 0-32/A-AE |Designation of the resource in A-Plan

tion=

Grouplndex= 0-32/A-AE |Index of the resource group in A-Plan

Resourcelndex= 0-32/A-AE |[Index of the resource in A-Plan

Absence= 0-32/A-AE |Kind of absence

Remark= 0-32/A-AE |Any text

Read= 0-32/A-AE |[Column into which A-Plan enters ,,ok” after a
successful import or enters messages if errors
or problems occurred

Format of actual times

Number

e If the column does not exist, lines are numbered internally by A-Plan.

e If the number column exists, any lines may exist at the beginning of the file as A-Plan
will read only those lines which have a valid number in this column.

There are several possibilities of handing over actual times to A-Plan. Some examples are
shown below.

Handing over the actual time by specifying begin and duration

Begin Duration

23.06.201008:00 [3.5h

or
Date Begin |Duration
23.06.2010 |08:00 [3.5h

13:00 |2.0h

The duration can be handed over in any format that may be interpreted as a period of
time. Afterwards, it is automatically converted into the format set in A-Plan.

Examples of handing over 3.5 h: ,,3.5h“/,3.5h“ /3 hrs 30 min“/,3:30“ / ,210 min“

If several successive lines refer to the same day, the date must be entered in the first line
only.

Handing over the actual time by specifying begin and end

Begin End
23.06.2010 08:00 |23.06.2010 11:30

or
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Date Begin |End
23.06.2010 |08:00 |11:30
13:00 |15:00

If several successive lines refer to the same day, the date must be entered in the first line
only.

Handing over the actual time by specifying week and duration on each day of the week
Date Mo Tu We Th Fr Sa Su

22.06.2010 08:00 |5.0h

3.5h

4.0h

In the column Date, any date within the week concerned can be entered in the first line.
For reasons of clearness we recommend you to use the date of the Monday of the week
concerned. The time of the day entered together with the Date is interpreted as the
begin.

Completed%, Usage%

In the column Completed% , the current level of completion can be specified. This ena-
bles A-Plan to forecast the probable end of the task (see the chapter Project status in
the manual or in the online help). If no value is specified, A-Plan calculates the level of
completion with the help of the planned work (e. g. planned = 10 h, actual=5 h results in
a level of completion of 50%).

If the task concerned was dealt with a capacity other than 100% during the specified
time, this may be entered in the column Capacity%. The specified duration will then be
shortened accordingly.

Identification of tasks which have been worked upon

Actual times to be imported can either be assigned to individual tasks or to all tasks in-
cluded in a summary, a project or a folder.

With regard to identification, there are several possibilities as well:

Identification of the task(s) by specifying an Ident number

FolderldentNo ProjectldentNo TaskldentNo
03 03-02 03-02-0145

We recommend you to use a unique number for the identification of the task concerned
(Column IdentNo in A-Plan) as the risk of mistakes resulting from different ways of writ-
ing is lower with numbers than with designations (see below).

If the ident no of the task is unambiguous, i.e. if it has not been assigned to any other
task, you need not assign ident numbers to the involved project or folder.
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If the involved task is a summary row with more tasks below it, the actual time is distrib-
uted to the lower-level tasks with the ratio being equivalent to the planned work of each
task.

The same applies if nothing else but the ident no of a project or folder has been speci-
fied. In such cases the actual time is distributed to the entire folder or the entire project
with the ratio being equivalent to the planned work.

Identification of the task(s) by specifying the designation

FolderDesignation ProjectDesignation |TaskDesignation

Development projects | Project 4711 List of requirements

As long as the designation of the task or project is unambiguous in such a way that it
does not exist somewhere else in the A-Plan database, you need not specify the project
and/or the folder designation.

If the involved task is a summary row with further tasks below it, the actual time is dis-
tributed to the lower-level tasks with the ratio being equivalent to the planned work of
each task.

The same applies if no task or project is specified. In such cases the actual time is distrib-
uted to the entire folder or the entire project with the ratio being equivalent to the
planned work.

Identification of the task(s) by specifying the database index

Folderindex |Projectindex | Taskindex
1 3 4

Within an A-Plan database, each folder, project and task is given an index which can be
found in the Index column. Like ident numbers and designations, these indices can be
used for the identification of tasks. However, the specification of all three indices is re-
quired (of folder, project and task). This way of identifying tasks should be used in excep-
tional cases only as the index of a task may change, for example, when a task is moved
into another project.

Identification of resources

Read actual times can be assigned to a specific resource or to all resources working on a
task in A-Plan.

Basically, the possibilities of identification are the same as with tasks:

Identification of the resource(s) by specifying the Ident number

GroupldentNo |ResourceldentNo
2000100

2000000

We recommend you to use the ident number for the identification of a resource (Col-
umn IdentNo in A-Plan) as the risk of mistakes resulting from different ways of writing is
lower with numbers than with designations.
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To assign the actual time to a specific resource requires nothing else but the ident num-
ber of the resource, i.e. you need not specify the ident number of the resource group.

To distribute the actual time to all resources of the group working on the task, just enter
the ident number of the group. The distribution ratio will be equivalent to the planned
work of each resource.

With no resource or group specified, the actual time is distributed to all resources as-
signed to the task concerned. The distribution ratio will be equivalent to the planned
work of each resource.

Identification of the resource(s) by specifying the designation

GroupDesignation |ResourceDesignation

Gordon Moore

Team 1

To identify a resource with the help of its designation, the writing of the name must be
exactly the same as in A-Plan. If a resource name exists several times in different groups,
the group designation must be specified as well.

To distribute the actual time to all resources of the group assigned to the task, nothing
else but the designation of the group must be specified. The distribution ratio will be
equivalent to the planned work of each resource.

With no resource or group specified, the actual time is distributed to all resources as-
signed to the task concerned. The distribution ratio will be equivalent to the planned
work of each resource.

Identification of the resource(s) by specifying the database index

Groupindex |Resourcelndex
3 4

Within an A-Plan database, each group and each resource is given an index which can be
found in the Index column. Like ident numbers and designations, these indices can be
used for the identification of tasks. For resources, however, the specification of both in-
dices is required (of group and of resource). This way of identifying resources should be
used in exceptional cases only as the index of a resource may change, for example when
it is moved into another group.

Identification of the resource at a random field in the import file

A B C D

1
2 Gordon Moore
3

Mo Date Timeln TimeQOut
4
3 1 01/19/2009 8:00:00 &AM 4:00:00 PM
] 2 01/28/2009 12:00:00 PM 3:00:00 PM
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If all data of an import file refer to a single resource, the identification of the resource
can be made by specifying the field(s) which hold the designation, the ident number or
the index of the resource.

In this case, the specification of the field(s) consists of two numerals or of a numeral and
a letter separated by a semicolon. For the example above, the entry in the file
»TimeTracking.ini“ would look like that:

No=A
Resource designation=C;2

With this way of specifying, the number column is necessary to make A-Plan start the
reading of data not earlier than in line no. ,,5“ .

Remark

Remark

Text of any length

A text of any length can be entered into this column.

Absence

Absence

Designation of the absence

If an entry exists in this column, the period found in this column will be interpreted as
absence when data are imported. The period will be entered in A-Plan in the row Ab-
sences of the resource and the time bar is given the designation of the absence.

Supposed that a Pattern with the designation of the time bar exists in A-Plan (see the
Online help or the manual of A-Plan, chapter ,,Options”/ , Database settings”/ ,,Bar pat-
terns”), the time bar is displayed with this pattern.

Read
Read

,0k“ or error message (entered by A-Plan)

If this column exists, A-Plan will enter ,,ok” after data has been read successfully. Other-
wise, if errors occur such as data missing, tasks or resources not identified properly, inva-
lid formats, an error message is entered.

When the file is imported a second time (e.g. after detected errors have been corrected),
lines having ,,ok” in the Read column will be jumped over. All other entries in this col-
umn will be ignored when data are imported.
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STARTING THE IMPORT OF ACTUAL TIMES

The import is either carried out regularly according to the interval set in the file
TimeTracking.ini (see the chapter Settings) or is triggered by selecting Read actual times
from the ribbon tab Files / Export, Import ....

LOGFILE

A logfile of the import is created in the import file folder in the file Importist.log:

Examples of entries made in the logfile:

3k 3k 3k 3k 3k 3k 3k >k 3k 3k 3k 3k 3k 3k 3k >k 3k 3k 3k %k 3k 3k 5k %k 3k 3k 5k %k 3k 3k 5k %k 3k 3k 5k %k 3k 3k 3k 3k >k 3k 3k %k 3k 3k 5k >k >k 3k 3k %k 3k 3k 3k 5k %k 3k 3k >k %k 3k 3k >k %k >k 3k >k %k %k >k *k

*

13.01.2010 11:09:14: Import of actual times started!

13.01.2010 11:09:14: Reading the file "\\Server2\A-Plan\Timetracking\Times2.xlsx'
13.01.2010 11:09:27: Line2: invalid date or invalid number!

13.01.2010 11:09:34: 1 file(s) with a total of 23 lines read!

13.01.2010 11:09:35: Import of actual times finished!
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PRESENTATION OF ACTUAL TIMES IN A-PLAN

Actual time periods spent on a task are displayed in A-Plan as actual task bars and their
effects on the further course of the project are calculated (see the chapter Project status
in the manual of A-Plan as well).

\ EXAMPLE

5] Resolution: Week S - | To have actual times displayed, activate ‘Actual’ mode at
] show ‘today the ribbon tab Start. If this button is not visible, please
activate the option Actual vs target values in the ribbon
E “Actual’ mode
tab Tools.
Gantt chart

Display without existing actual times

As no work has been spent, the columns Work actual and Completed% are still empty.
Actual task bars in the Gantt chart are identical to planned task bars (in the background)
and the grey triangles at the begin of the planned task bars likewise indicate that no
work has yet been spent on that task:

Work | Work [Finished | Work End Jan 2010
= AETIR Ty HEETTEES PI'd Act % progn |progn-Pl'd | Tu, 01/1% [We, 0120 Th, 01/21 | Fr, 01/22
(= Repairs (4) | | | 7o0wh] owh| 0%| 70wh| 0 h|
HEC 345 |R02345 |Hall | 20wh|] owh| 0%| 20wn| 0h| = |
ESRE30 |R02345 [Hall | 10wh] owh| 0% 10wn| oh —
| | | T | |
242 [8/8 | 4| | v
Res.Task | Ident-No. Project Work PI'd | Work Act Finished %| Tu, 0119 |We, 01/20| Th, 01/21 | Fr, 01422
E Hall (2) | 30000200 | | | | | I I N e
EC 345 | RD2345 | Repairs | 20 wh| 0 wh| 0 %] i
SR 630 | Ro2346 Repairs | 10 wh| 0 wh| 0 %| —

Display with existing actual times

For task EC 345 (ldent-No R02345) two time periods have been imported. The level of
completion after the second time period amounts to 40%:

A B C D E F G H ‘
1 Mo Date Timeln Duration Completed% TaskldentMo ResourceldentMo Read
2 1 1/19/2010 10:00:00 AM 4h 15% RO2345 30000200 ok
3 2 1/20/2010 12:00:00 PM 6h A0% RO2345 30000200 ok ‘

The total of imported times is shown in the column Work actual. Both the prognosticat-
ed work as well as the prognosticated end are calculated with the help of the current
level of completion (Compl%). The grey color indicates the part of the actual task bar
that has been worked upon. Even the level of completion in % is shown if the respective
setting was made (see Options / Screen Setup / Task bars).
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Work | Work [Finished| Work End Jan 2010
Task |Ident-No. e Pl'd Act % progn | progn-Pl'd | Tu, 0113 |We, 01/20| Th, 01/21 | Fr, 01/22 | Sa
£ Repairs (4) | | | 7owh| 10wh| 13%| 75wh)| Oh
EEC 345 |R02345 |Hall | 20wh| 10wh| 40%| 25wh] 7h | = |
ESR 630 |RO2346 |Hall 10wh| 0wh 0%| 10wh 7h
B T T ] =]
272 [8/8 | 4| | ]
Res.Task | Ident-No. Project Work PI'd |Work Act [Finished % | Tu, 01119 |Wwe, 01720 Th, 01/21 | Fr, 01/22 | Sa
B Hall (2) | 30000200 | | | | OO0 Ol | e
EC 345 | ROZ345 | Repairs | 20wh| 10 wh| 40%| | e |
SR 630 | Ro2348 | Repairs | 10 wh| 0 wh| 0 %|

|

F I 32%

I%I:]

40

i

Completed in percent can be displayed at the planned
task bars even when the Actual Mode is disabled.

The corresponding display option is located on the View tab at Gantt chart - De-

tails:
VIEW DATA TABLE DATA GANTT CHART TOOLS
L% Setsorting  [v] Designation Week numbers | Capacity usage
IFF Resources v Accumulated buffers  |v)| Limits
Date Critical path v % completed
Eorting Gantt cftart - details
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SYNCHRONIZATION MODULE (OPTIONAL)

INTRODUCTION

The optional add-on synchronization module for A-Plan enables the synchronization of
two A-Plan databases, between A-Plan and MS Outlook as well as between A-Plan and
MindManager .

Synchronisation of two A-Plan databases

The synchronization of two A-Plan databases allows you to reconciliate data created,
changed or deleted outside of the usual working environment with a central A-Plan da-
tabase —and vice versa.

Synchronisation with MS Outlook

The synchronization with MS Outlook (version 97 or higher, not MS Outlook Express)
will save you the work of entering data twice, for example, if you use A-Plan to manage
tasks or projects and want them to be visible in MS Outlook as well or if dates entered in
MS Outlook are to appear in A-Plan also. Likewise, absence times can be synchronized
and must be entered only once.

Synchronization with MindManager

The MindManager of the company Mindjet (see http://www.mindjet.com) is very useful
when it comes to developing the project structure in an interactive way at the beginning
of the project.

As an interface exists between A-Plan and MindManager, the created structure with all
its descriptions, dates, appendices etc. can be tranferred easily to an A-Plan database
where the detailed scheduling and the assignment of resources can be done.

The interface may also be used to display existing A-Plan projects in MindManager as a
Mindmap or as a work breakdown structure.
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SYNCHRONIZATION WITH ANOTHER A-PLAN DATABASE

STARTING THE SYNCHRONIZATION

To open the dialog box for setting and starting the synchronization either click Synchro-
nize in the tab File or use the key combination SHIFT+F6.

SELECTION OF DATA TO BE SYNCHRONIZED

SELECTION FILE 1

As a general rule, the first file is the A-Plan database which is opened at the current time.
For this reason, no setting is to be made in the first tab when two A-Plan databases are
to be synchronized:

Synchronize ==

| Selection File 1 [A-Plan) | Selection File 2 (A-Plan) | Options
File:
Chilsers\Bernd\DocumentsiA-Plan\Data\Expl_Time_tracking.apl

Help | Synchronize | l Close ]

Normally, the synchronization can be started from the central database only. The file
from which the synchronization is started automatically becomes the central database.
Starting the synchronization from another database is not possible unless you have ad-
ministrator rights. If this is done, another database will become the central database.

Note:
As a general rule, database settings and users will not be synchronized. Instead, the en-
tries existing in the central database will be used.

As the synchronization might change a large amount of data within a rather short time,
no other users should have opened the central file while the synchronization is being
run. Otherwise, a message listing the users concerned will come up before the synchro-
nization is started.
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As long as other users have opened the database to be synchronized, the synchroniza-
tion should be run as an exception only, for example, if rather few data were changed in
the second file only.

SELECTION FILE 2
In the second tab, select the application "A-Plan" from the box in the top left.

Type the name of the second A-Plan database in the entry field File or click on Browse to
select the file from a folder:

Synchronize @

| Selection File 1 {A-Plan) | Selection File 2 (A-Plan) | Options

Application: File:

A-Plan |Z| Chllsers\Documents'A-PlantDatatCurrent_Projects.apl

In the network version of A-Plan, both the current user and the password entered in the
second database must be the same as those entered in the currently opened database.
Furthermore, make sure that no other user has opened this database or will open it
while the synchronization is run.

OPTIONS WHEN SYNCHRONIZING TWO A-PLAN DATABASES

Note:
In the network version, you must have administrator rights to change these options.

Synchronize @

| Selection File 1 [A-Plan) | Selection File 2 (A-Plan) | Options

Disagreement (data were changed in both files)

@ Accept version of File 1
(7 Accept version of File 2

(71 Accept later version

First-time synchronization | Select this option if the two files
have not been synchronized with
each other before!

E synchronize i [ Close

Disagreement

If there is disagreement, i.e. some of the data to be synchronized were changed in both
file 1 and file 2, the decision will be made on the basis of this setting.

First-time synchronization
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If two A-Plan databases are to be synchronized for the first time, this option must be
check-marked. This will have the effect that the selected contents of both files will be
reconciliated.

In the case of a first-time synchronization, make sure that identical data do not exist in
both files. Otherwise, identical data will exist twice after the synchronization has is fin-
ished. If identical entries exist, delete them from the second file prior to running the
synchronization.

BACK-UP COPIES WHEN SYNCHRONIZING TWO A-PLAN DATABASES

Prior to being synchronized, both A-Plan files are automatically saved in a backup copy
(see "Safety" on page 136).

A backup copy of the second A-Plan database can be made only if it has not been
opened by any other users at the time of backup. If no backup can be made, a warning
message is displayed. The synchronization can nevertheless be started if you confirm this
in the warning message but we urgently advice you not to do so..

SYNCHRONIZATION WITH MS OUTLOOK

PARTICULARITIES IN THE SYNCHRONIZATION WITH MS OUTLOOK

SEVERAL TASK BARS IN ONE ROW

If several task bars exist in A-Plan in one row, MS Outlook will create a separate task or a
separate date from each task bar. To distinguish them, in MS Outlook they are given ei-
ther the designation "Name Row|Name Task bar" or — if the task bars have no designa-
tions of their own - "Name Row | consecutive no.".

Notes entered in A-Plan for a task bar are marked in Outlook at their begin with "TB:" to
distinguish them from notes entered in the notes column.

SERIES OF DATES IN MS OUTLOOK

In MS Outlook, series of dates are not organized in the same way as in A-Plan. For this
reason, only the first date of a series can be transferred from MS Outlook to A-Plan and
if the date concerned is changed in A-Plan, the change cannot be transferred to MS Out-
look. Therefore, it is recommended to create series of dates in A-Plan as one entry is
created in MS Outlook for each date when data are synchronized. This way of proceed-
ing ensures that the synchronization is not subject to any restrictions.

SHOWING "FOLDERS", "PROJECTS" AND "TASKS" IN MS OUTLOOK

Two different possibilities are provided enabling you to see the assignment of dates to A-
Plan "Folders", "Projects" and "Tasks" in MS Outlook as well:

Assignment in the subject designation
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Optionally, you may make "Folders" and "Projects" precede the subject designation (see
"Options for synchronization with MS Outlook" on page 240):

Calendar
[ | Subject |Shart 7

Click here to add a new Appoinkment

=) Categaories: Business (28 ikems)

% E-BusinessiIdentify departments Fri 20/0z /2004 0&:00
ﬁ E-BusinessiMilestones|Proj, Start Fri 20022004 0600
ﬁ E-BusinessiDeterming contack persons Wed 25/0212004 06:00
ﬁ E-Business\Identify processes Wed 10/03/2004 06:00

With the options activated, assignments are always visible but designations may become
rather long.

Note:
Changing the "Folder" or "Project" designation in the reference of MS Outlook will not

result in the assignment being changed in A-Plan! As a general rule, assignments can be
changed in A-Plan only.

Assignment in user-defined fields

When data are transferred from A-Plan, MS Outlook will always create the user-defined
fields "Folder", "Project" and "Task" and will transfer the corresponding designations. In
the list view of MS Outlook, e. g. Events in the calendar (menu View / Current View /
Events), you can have these fields displayed:

Calendar
| | T | Subject | Project ISbart s | End
Task, I—
Zlick here ko add a new Appointment b

Field Chooser x| I

5 ategories: Business (28 items) ILlser-u:IeFined Fields in Falder j
E-BusinessIdentify departments E-Eusiness inkeqi W'ed
Ei 1 st 9 [aplanio [ | i
ﬁ E-BusinessiMilestones|Proj. Skart E-Business integl Eold Fri 21
older L
ﬁ E-BusinessiDeterming contack persons  |E-Business inkeg _ Tuel
ﬁ E-BusinessiIdentify processes E-Business integl Mon

If you want the user-defined folder fields to be shown, click on one of the column head-
ings with the right mouse button first. Then, click on Field Chooser in the displayed dia-

log box and finally choose User-defined fields in folder from the field at the top of the
dialog box..

Use the mouse to drag the fields to the requested position at the column headings.

Note:

The field APlanID is also created during the synchronization to enable a distinct assign-
ment of data records in MS Outlook to data records in A-Plan.
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SELECTION OF DATA TO BE SYNCHRONIZED

SELECTION FILE 1 (A-PLAN)

To make additional settings in a dialog box or to start the synchronization, either click
Synchronize in the tab File or use the key combination SHIFT+F6.

File 1 is the currently opened A-Plan database. Select the folders to be synchronized
from the list to have the data of the folders reconciliated with the respective data in MS
Outlook:

Synchronize

| Selection File 1 (A-Plan) | Selection File 2 (Outlook] | Options | Confirmations
File:
ChUsers\Bernd\DocumentsiA-Plan\Data\Expl_Time_tracking.apl

Folders to be synchronized:

[w] Templates Note:
Projects 2011 Please select the Rows to be
Projects 2012 synchronized in the column “Synchr.

with Qutlook as™ of the A-Plan main
window [see "Help'].

Note:
Working hours and resources (= groups) cannot be synchronized with MS Outlook as the
respective data fields do not exist in MS Outlook.

For the selected folders, you can specify the rows to be synchronized and whether they
are to be synchronized as tasks or appointments together with the category to be used.
To make these settings, a new column named Synchr. with Outlook as is provided in the
main window of A-Plan (see Tools / Options in A-Plan). Double-click on a value in this
column to make the respective assignment:

Synchr Outlook Mrz 2011 | Apr 2011

DDEfauItuaIue |

*Mo synchronization
no synchronization -
[] appoirt.; Cevithout category)
] appoirt.; Buziness

] appoirt.; Competition

[] appoirt.; Favarites

[ appoirt . Gitts

m

You are allowed to assign several categories to a task. However, transferring a task to MS
Outlook both as a task and an appointment is not possible. If the synchronization is to
be suppressed, choose the first entry No synchronization from the list.

With Default value selected (top right), A-Plan will use the value selected on the next
higher level.
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As a general rule, project rows serving as summaries (which include one or several tasks)
and folders are not synchronized. As a consequence, the value entered in the column
Synchr. with Outlook as of these rows is of no importance apart from being used as a
default value for the rows on lower levels.

In the network version of A-Plan, these settings are saved separately for each user. This
means that each user entered in the user administration to make his own settings re-
garding the synchronization of data.

SELECTION FILE 2 (OUTLOOK)

In the second tab choose the application "MS Outlook" from the box at the top left . In
the box to the right of it, this will display the active Outlook file in which tasks, ap-
pointments, emails etc. are saved in Outlook (this is not true if MS Outlook is used with
MS Exchange Server).

From the two lists you can choose the categories of the tasks and appointments (= cal-
endar in MS Outlook) that are to be synchronized with A-Plan:

(2 s

Synchronize

| Selection File 1 {A-Plan) | Selection File 2 (Outlook} | Options | Confirmations

[=]

Application:
M5-Outlook

Tasks to be synchronized:

Appointments to be synchronized:

[ [without categom] - [ [without categary) - e
[[] Business [[] Business : &
[[] Competition = [[] Competition 3 G

[[] Favarites [] Favorites

[ Gifts [ Gifts Res -

[[] Goals/Objectives [[] Goals/Objectives =

[C] Holiday [ Holiday

[[] Holiday Cards Yhi - [ Holiday Cards -| CLateg Outloo

q 1 3 q I 3

Absences (see "Absences" on page 95) can be synchronized as well. This is done by se-
lecting from the displayed dialog box the resource to which the absences entered in MS
Outlook refer. Absences must be assigned in MS Outlook to the same category or are as-
signed to the same category if they were entered in A-Plan.

Notes:
Tasks and/or appointments assigned to several categories in MS Outlook are synchro-
nized only once.
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OPTIONS FOR SYNCHRONIZATION WITH MS OUTLOOK
Synchronize @

| Selection File 1 (A-Plan] | Selection File 2 (Outlook) | Options | Confirmations

Target for new entries in A-Plan Designations in Outlook
Tasks:

Make folder designation precede
Projects 2011 |+ | Foider

Make project designation precede
Tasks form OutlnnlE Project Mumber of char. 1d[=

Appointments:

Projects 2011 |Z| Folder

App, from Gutlnnkm Project

First-time synchronization | Select this option if the two files
have not been synchronized with
each other before!

Target for new entries in A-Plan

When synchronizing with MS Outlook use the options to determine the folders and/or
projects to which new tasks and/or appointments are to be assigned. This assighment
cannot be made in MS Outlook. When the synchronization is finished, the new entries
can be moved to another position in A-Plan. With this done, the new position will be
preserved when follow-up synchronizations are performed. For this reason it may be
more favorable to make new entries in A-Plan.

Data backup

The A-Plan file is saved in a backup copy automatically before a synchronization is start-
ed.

With the option Backup Outlook data activated, the MS Outlook file is also backed up
prior to being synchronized (no backup copy is made if the MS Exchange Server is used,
see below).

Clicking on the button Restore Outlook data will restore the MS Outlook file in the ver-
sion saved last.

Nevertheless, make sure to include the Outlook file in the backup scheme of your com-
puter or server. The name and folder of the Outlook file can be seen from the tab "Selec-
tion File 2 (Outlook)". The backup copy created by A-Plan is saved in this folder as well. It
can be identified from the extension .bak (instead of .pst).

MS Outlook with MS Exchange Server

As the described backup routine cannot be performed if MS Outlook is used with the MS
Exchange Server, you should make sure that the Exchanger Server database is saved at
regular intervals.
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Designations in Outlook

With these options activated, the designations of folders and projects are shown in the
reference of MS Outlook (for an example see "Showing "Folders", "Projects" and "Tasks"
in MS Outlook" on page 236). To prevent the reference from being too long, the number
of used characters can be limited.

First-time synchronization

If an A-Plan database is synchronized with MS Outlook for the first time, the respective
check box must be activated. In this case, the selected contents of both files are joined.

In the case of first-time synchronization, make sure that data selected for synchroniza-
tion do not exist in both files already. Otherwise, these data will exist twice in both files
afterwards. Therefore, delete identical entries from one of the files prior to starting the
synchronization.

| Selection File 1 (A-Plan) | Selection File 2 (Qutlook] | Options | Confirmations | |
Confirmations File 1 Confirmations File 2
| Delete no data | Delete no data
| Prior to changing data | Prior to changing data
| Priar to creating data | Priar to creating data

Use the last tab to determine those activities which must be confirmed before they are
executed. Apart from that you can prevent data from being deleted in one of the files or
in both files.

Example of an activity requiring confirmation:

A-Plan 2010 (o]

Is the following task in File 2
(Outlook)
to be created?

Folder: Projects 2011

Project: Repairs

Task: EC 345

Task Bar:1

Starting date: 19.01.2010 08:00:00
Date of change: 15.,03.2011 14:33:50

Apply for all others [ Yes ] | Mo | | Cancel |

When doing the first synchronizations, you should have activated all confirmations.
This will enable you to check whether the synchronization is executed the way you
want it to be executed!
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Clicking on use for all follow-up prompts of this type will have the effect that all follow-
up changes of the same type ("Creation of data in File 2 "in the above example) will be
executed without the user being asked to confirm them..

Disagreement

In case of a disagreement (i.e. a task was changed both in file 1 and in file 2) the user will
be prompted to determine what to do if the respective check box has been activated.
Otherwise, the version used depends on the setting you made by clicking on one of the
last three buttons.

STARTING THE SYNCHRONIZATION, LOGFILE

Click on the button Synchronize to trigger the synchronization.

A logfile is displayed in the lower half of the dialog box during synchronization:

Operation Folder/Group Project/Resource Task Begin =l
Mew in file 1: Caonstruction proj. King=s Road Foom Basem. 1 030204 06 :00:00
Mew in file 1; Construction proj. Kings Road Foom Basem. 2 Q0204 05:00:00
Mew in file 1: Construction proj. King=s Road Craors. wind ones QG020 05:00:00

Mew in file 1: Caonstruction proj. King=s Road Electric:al installation 0G/02/04 Q& :00:00
Mew in file 1; Construction proj. Kings Road Flastenmo . 250204 05:00:00
Mew in file 1: Construction proj. King=s Road Fainting 28/02/04 05:00:00
Stop: 15:12:53

Summany:

Mew in File 1: 28 Objects =
Mew in File 2: 40 Objects -

The logfile is saved with the file name synchron.log in the current profile folder of A-Plan
("My Documents\A-Plan\Profiles"):

Synchronization with A-Flan

File 1. D:~Aufg8i-Data~Exp Froject_planning.apl

File 2: D:~dufgi8iData~Exp_Construction_Scheduling. apl

la=t =synchronisation: 30-12-1899 00:00:00

Transfer options from: 2

In case of disagreement: 0

Hew entrie=: &5, 1, &, 1

Folder 1. Ezamples 1. Ezamples 2, Internal staff, Ezxternal staff

Folder 2: Construction proj.. Carpenters. Bricklayers, Electricians, Painters. Vehicles

Start: 28-05-2004 15:11:59

— Hew in file 2: Internal staff - -

— Hew in file 2: Internal staff Schulz -

- Hew in file 2: Internal staff Hiller -

— Hew in file 2: Internal staff Stewvens -

— Hew in file 2: External staff - -

- Hew in file 2: External staff WEA4 Ltd. -

— Hew in file 2: Exzanples 2 - -

- Hew in file 2: Exanple= 1 - -

— Hew in file 2: Exanples 1 E-Business integration - | 20

— Hew in file 2: Exzanples 1 E-Busines= integration Hilestones | 20

- Hew in file 2: Examnple= 1 E-Buszines= integration Proces=ze= | 20

— Hew in file 2: Exanples 1 E-Business integration Identiiv departments | 20
1L 3 £a1 b 20 L. 1 1 L L. 3 3 + + 5 Ti—4 3 + + | aLC
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SYNCHRONIZATION WITH MINDMANAGER

GENERAL NOTES

The MindManager of the company Mindjet (see http://www.mindjet.com) is very useful
when it comes to developing the project structure in an interactive way at the beginning
of the project.

As an interface exists between A-Plan and MindManager, the created structure with all
its descriptions, dates, appendices etc. can be tranferred easily to an A-Plan database
where the detailed scheduling and the assignment of resources can be done.

As soon as the first synchonization was carried out, changes can be updated easily in
both programs with the click of a button.

The interface may also be used to display existing A-Plan projects in MindManager as a
Mindmap or as a work breakdown structure (see "Presentation of A-Plan Projects as
Mindmap or WBS" on page 245). With this done, data can be edited on both sides.

The interface cooperates with all versions of the MindManager which support the for-
mat “xmmap” (this is true since version 5). Creating or reading an xmmap file can be
done without installing the MindManager on your computer.

Synchronizing a MindManager file with A-Plan

Data created with the MindManager can be inserted into an existing A-Plan database or -
if the currently opened A-Plan database is still empty - can be used as the basis for a new
A-Plan database.

The highest level (,,root”) of a MindManager file corresponds to the folder level of A-Plan
while the next lower levels in MindManager will be projects in A-Plan:

. Task 11
Project 1 - ) Lev. Task
Task 12

1 dFolder (2)

= Project 1 (2)
Task 11
Task 12

= Project 2 (2)
Task 21
Task 22

Folder —

. Task 21
Project 2 -
Task 22

LU Lo kL L kD

If a folder in A-Plan has the designation of the MindManager root, the synchronization
will insert the project(s) from the MindManager file into the folder of the A-Plan data-
base that has the same name. Otherwise, a new folder will be created.

After projects have been transferred to A-Plan, the MindManager projects and the cor-
responding A-Plan projects are linked to each other. If changes are made in such projects
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(designations, dates, structure etc.) in one of the two applications, they can be trans-
ferred easily to the other application by synchronizing the projects once again.

The function described above just allows you to transfer new projects from MindMan-
ager to A-Plan. To transfer new A-Plan projects to MindManager, please use the func-
tion described in "Presentation of A-Plan Projects as Mindmap or WBS " on page 245.

SELECTION OF DATA TO BE SYNCHRONIZED
Selection File 1 (A-Plan)

As a general rule, the first file is the currently opened A-Plan database. Hence you do not
have to make any entries in the first tab when synchronizing with MindManager:

Synchronize @

Selection File 1 [(A-Plan] | Selection File 2 (MindManager) | Confirmations
File:
ChUsers\Bernd\Documents'A-PlanData\Expl_Time_tracking.apl

As a relatively large amount of data is changed during the synchronization, the central
file should not be opened by other users during this process. A window listing the names
of involved users is displayed if the central database is opened by other users.

Under these circumstances a synchronization should be carried out as an exception only,
for example, an exception may be that only a small amount of data was changed in the
MindManager file.

Selection File 2 (MindManager)

In the second tab you have to select "MindManager" as an Application in the field in the
top left corner. Next to it on the right you can specify the MindManager file that will be
used for the synchronization:

Synchronize [~ B | [

| Selection File 1 (A-Plan) | Selection File 2 (MindManager) | Confirmations

Application: File:

MindhManager |E| ChlsersiBernd\Documents\A-Plan\Data\Test.xmmap Browse...

Mote: If you like to create a MM file from A-Plan
data, please select 'Open MM’ at ribbon tab 'Tools',

Important:
The MindManager file must be saved in xmmap format. This can be done with the

MindManager version 5 or later versions!
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CONFIRMATIONS
Synchronize (-7 |3

| Selection File 1 [A-Plan) | Selection File 2 (MindManager) | Confirmations

Confirmations File 1 Confirmations File 2
Prior to deleting data Prior to deleting data
Delete no data Delete no data
Priar to changing data Prior to changing data
Priar to creating data Prior to creating data

Use the third tab to determine those activities which must be confirmed before they are

executed. Apart from that you can prevent data from being deleted in one of the files or
in both files.

Example of a confirmation:

A-Plan 2010 (]

Is the following task in File 1

(CA\Users\Bernd\Documents\A-Plan\Data\Expl_Time_tracking.apl)
to be created?

Folder: Outlook-Dashboard
Date of change: 00:00:00

[ Apply for all others [ Yes ] [ Mo ] [ Cancel ]

Clicking Apply for all others will have the effect that all further changes of this type will
be executed without asking for confirmation.

PRESENTATION OF A-PLAN PROJECTS AS MINDMAP OR WBS

Apart from synchronizing MindManager files with A-Plan, the interface can also be used
as an extension of A-Plan enabling you to present projects or parts of projects existing in
A-Plan as a Mindmap or as a work breakdown structure (WBS).

This is done quite easily by selecting the involved area in A-Plan and clickling the function
Open MM in the tab Tools:

=

S\ NFE &z - A-Plan 2010 - B

m Start Create/Edit Data Wiew Tools Help
g ). n .
= &) Timer ON . M) open MM
O || g A g
'ﬂ‘ Upload W Refriagh MM

Time Reports WebCreator ~
tracking A Change Selection
Time tracking Reports WebWiewer MindManager

When they are opened for the first time, A-Plan and MindManager are displayed side by
side covering the entire screen:
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S d&ET- A-Plan 2010 - Bsp_Produktentwicklung ez |WO-EEHBBAG o-0- @ Mindjet MindManager - [SMM_Temp*] o B %
m Stat  Anlegen/Bearbeiten Daten  Ansicht | Extras Hilfe B2 stil Multifunktionsteiste = & (&) Start | Einfigen Uberprife Ansicht — Edtras  Entwickler  Suchen: e @ o=
5 Bt
ot 1y =5 @ Timerein i () MM offnen PR =T & . G Anmerkung Verdana -0 - | &3 Aufteilen =
Il (7% = D | B & = S e o e
¥ Hochladen (2 Ausw. abernehmen - H | SFVerbindung A A U see [y Auswahlen
Zeiterfassung | Reports WebCreator Attt\‘\::l;t: | Optionen | Benutzerverwaitung (EE 5 Map-Stil | Zweig Unterzwelg ., Umandung - | A - | == | B Eecal % Loschen -
Zeiterfassung = Reports WebViewer MindManager Optionen Zwischenablage stil Einfugen Schriftart . Bearbeiten
Vorgang Status Nz Ressourcen || Jan 2011 | Feb 2011| Mrz2011 | Apr2011 | -
Vorlage
2 @ Vorlage Produktentwicklu = , = = = B O produktentwickiung
o bs - e ~0401:27.12
3 Meilensteine = h [ | | e Vi - EEEAL
4 EPlanungsphase (& = F |
5 Marktanalyse = 2 Resl3 [ Marktanalyse =
i
6 Lebenszyklus sigenes Produkt |37 Resl3; Resl1 || [T tbenszyius eigenes produkt B Konzeptphase B entwurfsphase B avsarbeitungsphase
2 Inovati termfext =" Res2? El} ; =11.03: 1804 =21.04: 1406 = 21.06: 1209
nnovationen (intern/edern) e = 26 Werktag(e) 30 Werktagie) 60 Werkiag(e)
8 Lastenheft erstellen = Resl1 (80) Lastenheft erstellen
9 Kostenziel festlegen [=F 4 Resl1 (80) Kostenziel festlegen
10 Plichtenheft erstellen = Resl1 (50) Prlichtenheft erstellen B Funktionen festiegen B konzept erstellen B zeichnungen G
11 EKonzeptphase (4) = Konzeptphat ~/11.03:28.03 21.04 0205 21,06 11.07 =
: 11 Werkiag(e) 8 Werkiag(e) 15 Werkiag(e) g
12 I Eunkdionen festlegen (31 = JF—\Funktionen festleger R: Res13260% R K1 g
13 Teilfunktion 1 = Res21 OQsitfunktion 1 |
Te|Ifunkti 2
u Teifunktion 2 = Res22 Ergfpunktion ‘ B Teilfunktion 1 B vorentwickiung B stuckiisten E
15 Teilfunktion n = Res23 [{freittunktion n TR s P 2
16 Funktionen bewerten = Resl3 (30) : bewert: 5 Werktagle) 31 Werktagie) 10 Werkisgto) T
17 Funktienstrager ermitteln = Res13 (50) Funktionstrage R: Res21 R K2 -
18 Lasungen bewerten und ausw |2 Res13 (50) Losungen be g
19 SEntwurdsphase @) =) — B reirunktion 2 B £men B zulieterteile =
S = 11.03:18.03 03.05:16.05 nana-e1aT T &
1N 1a | a4 < [Lm v 3122000 (2] € m » « m v e
M 4 01 » bl Di 2062011 08:00 Dau: 80 h Aufwi 500 Ah | Mo, 11.07.20111600 | | @ g | 4 ] Bsp_Produkdentwickiung: 5 | e
3012.2010] 15:45] [100% S—0——® .| hanmetaen= =] =57 | 8- [FE|E] 0% > Ol

The position and the size of the windows can be changed, the changed configuration will
then be used when they are opened again. Closing the MindManager by clicking Open
MM again will restore the original size and position of A-Plan.

As long as the MindManager is opened, changes of data can be synchronized directly in-
to the other application. In the case of changes made in the MindManager, the Mind-
Manager file must be saved prior to the transfer of data to A-Plan.

The synchronization is triggered by clicking Refresh MM:

- | = d & 5 - A-Plg
m Start Create/Edit Drata View Tools Help
. - o [P |
s == &) Timer ON = (M open MM
o | & L
&¥ Upload (B Refreshyam

1
Time Reports WebCreator %
tracking @ Change Selection

Time tracking Reports WebViewer MindManager

Clicking the button with the CTRL key pressed down has the effect that the function re-
mains activated and, as a result, changes will be synchronized immediately (but the
MindManager file must still be saved before it is synchronized).

To have another project or another area of A-Plan displayed in the MindManager, just
select the new area and click the function Change selection.

ADJUSTING THE LAYOUTS OF THE MINDMANAGER

The template used for the presentation of the structure in the MindManager is the file
,Body.xmmap“which is copied to your profile folder (see "Profile folder" on page 141)
when it is started for the first time.

If you prefer a different standard layout you may adjust the file according to your wishes
after you have opened it with the MindManager.

Important:
Do not change the structure existing in this file!

The original file of ,Body.xmmap“ is saved in the program folder of A-Plan (by default,
this is ,c:\Programs\A-Plan2016").
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APPENDIX

A. LIST OF DATA FIELDS

GENERAL DATA FIELDS

PRIORITY

.b-mmml

Prio]| With the respective settings made (see "Sorting orders for viewing" on page 85), the
priority (0 - 99) determines the sequence according to which the projects/tasks are
displayed. Apart from that, the set value influences the color used to visualize the
corresponding bar (except when an individual color was assigned to a bar (see "Bar
patterns" on page 128).

Double-click the current value to either overwrite the priority directly or to change it by
clicking on the arrow buttons.

Level of the row concerned (Folder = 1, Project = 2,

Tasks =3 ... 99)

LEVEL

Lev. Task
| 2 1| d Examples (3)
3| 2| cE-Business integration (6)
4] 3| Milestones
el 3| Bl Processes (4]
I |dentify departments

DESIGNATIONS OF TASKS

Task

B

B Examples (3)
= E-Business integration (6]
Milestones

E Processes (4
I Identify departments

The length of a designation may not exceed 100 characters.

Clicking on the square in front of the designation will expand a
collapsed folder or project or collapse it if was expanded (see
"Structuring (Folders, Projects, Tasks)" on page 24).

The number of projects included in a folder (and of tasks in-
cluded in a project) is given in brackets behind the designa-
tions of folders and projects.

A locked row can be recognized from its designation being enclosed in curly braces (see
"Locking of rows" on page 41).
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TRAFFIC LIGHT, STATUS, REM. TIME

Traffic Status Rem.Time The columns Traffic Light, Status and Rem. Time enable you to

Light see at a glance what the status of a project or task is. For a de-
tailed description of the functions see "Traffic Light, Status and
@ 3 24684 €M Time" on page 25.
] 84,8 d E2
- 3 608d
@ = mm 1424
@® 7?7 = 95d
128d 2
328d 0
¥ 328d E3
IDENT-NO.

dent.No.| The ident number can be used to mark each record (=row) by assigning a
specific number or string of characters to it.

435.45 | Anident number must be assigned to resources as this number is required by
454.685 | the database to make the internal connection of resources to tasks.

For this reason, the ident number is created automatically for resources but may be
overwritten if you want to use your own ident numbers. However, ident numbers must
be unique within a database!

CLIENT/RESPONSIBLE

Responsible es

Miller
Smmith

The name of a client or a responsible person may not exceed 30 char-
acters in length.

Double-click the existing value to change it either by overwriting it or
by clicking on the down arrow and selecting an existing name from the
pop-up list.

New names will be taken over to the list automatically after you en-
tered them. However, please note that changing a name in the list by
editing it will create a new entry in the list.

A separate dialog box is provided for editing or deleting existing names. It will appear if
you choose Tools / Client or Tools / Responsible respectively:

Responsible

Name
Clark
Miller
Smith

2 ==
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Edit name

Double-click the name concerned, overwrite it and press ENTER.

Enter new name(s)

Click on the button New, enter the name in the new line and press ENTER.
Delete name(s)

Select the name(s) to be deleted from the list and click on Delete.

Note:
If you delete the name of a person responsible or of a client which is still assigned to one
or several tasks, A-Plan will display a message saying that the name cannot be deleted.

NOTE
Nt Resources  CapUsgl Double-clicking in the note column will open a dialog box in
_ which you can edit an existing note or memo or enter a new
T [Here you can enter a m
T one.
Mew line: press Enter
Mote =]
Edit
Here you can enter a memo (unlimited size)! *
Mew line: press Enter
Tabs: Ctrl+Tah|
Row 5of 5 | Help | | QK | | Cancel |

Use the Windows clipboard to paste texts from other applications or to move or copy
texts within the notes window. To force a new line, press ENTER. Line breaks shown on
screen due to the limited length of the memo window do not exist in the printout!

Tabulators can be set by pressing CTRL+TAB.

You may enlarge or reduce the memo window as you like. Both the size and the last lo-

cation of the window (in relation to the main window) will be saved in the current pro-
file.

To delete the note either delete all of the text or click on the symbol and press the DEL
key.

ENTRY DATE

EntryDate| 1De entry date is automatically set to the current date at the moment a new

row is entered. If required, you may change it afterwards.
| 04/1 272006

| 04/12/2006
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RESHOW DATE

Reshow | \With the respective option activated (see "Reshow date" on page 54), tasks
Date will not be displayed any more until the set reshow date has been reached
or overrun.

| 2Bi0512004
| 05/06/2004] In the Gantt chart, the reshow date is indicated by means of an exclamation
mark (see "The Gantt chart" on page 29).

BEGIN (PLANNED/ACTUAL), END (PLANNED/ACTUAL)

The dates displayed for the begin (planned and actual) and end
(planned and actual) always refer to the first pending task bar in
the row concerned.

Begin End

| 25/05/2004 | 0170652004
| 29/05/2004 | 04/06/2004
| omoeizo04] 175062004 If all task bars are completed in a row, all displayed dates refer to

the first task bar.

The begin and end of task bars are changed most easily by making the changes directly in
the Gantt chart (see "Using the mouse to determine the begin, end or position of a task
bar" on page 45).

After you have switched to the ‘Actual’ mode (click on the button [ ‘Actual' mode at rib-
bon bar Start) you can change actual task bars in just the same way as you change
planned task bars.

You may perform the changes in the column area of the table as well. In this area, how-
ever, the begin and end of the first pending task bar are displayed only (see above) so
that the values of this task bar can be changed only.

DURATION (PLANNED/ACTUAL)

Dur. PId ‘Du,_ act. | This column shows the total duration (planned /actual) of all task
bars in a row. The first number of the displayed value stands for days,
the second number for hours and the third number for minutes.

| 405:20/ 101:00

| 002:00) 00200

| 003:00] 00200[ As ageneral rule, the duration is calculated from the times entered in

| 302:15] 005:40] the default calendar (see "Calculation of the duration of tasks, default
calendar" on page 44)!

700d  28wd | | Double-clicking or right-clicking a value in
Dur. [#3]| this column will open an auxiliary window
which allows you to change the duration
(see "Dialog box "Duration" / "Work"" on

Milestane [duration = 0) e E page 49).
-5/ — =
I:I Close

Curation 700d=

[«
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If several task bars exist in a row, the value displayed in the auxiliary window always re-
fers to the first pending task bar of the current row while the total duration of all task
bars is shown in the column Duration.

To change the duration of other task bars in a row, select the task bar to be changed by
clicking on it first. The auxiliary window will remain opened unless you click on the but-
ton Close.

DURATION ACTUAL - PLANNED, DURATION %

‘ Dufﬂt-, ‘D“f‘ﬂﬁﬂ“ The column entitled Durat. Act. — PI'd displays the absolute diver-
Act.-Pra | gence of the actual total duration of all task bars in a row from the
planned total duration of all task bars in the row.

| 304:20) 242 %
| 000:00/100,0 %
| -001:00] B67 %| The first number of the displayed value stands for days, the second
| -208:15] 201 %| nyumber for hours and the third number for minutes.

The column Duration % is used to indicate the percentage of the current total duration
of all task bars in a row in relation to the planned total duration of these task bars:
Duration % = (Duration Actual / Duration Planned) * 100

These values cannot be changed manually as they are calculated by A-Plan!

BUFFER, BUFFER ACCUMULATED, BUFFER ACTUAL, BUFFER ACTUAL ACCUMU-
LATED

Buffer ‘Euﬁer ‘ Buffer ‘Euﬁerhct Buffer available in the row concerned.
Act cum cum

oh| | | | Details see "Buffers" on page 60.

4h|  4n| & hl & hl

2h|  2n| 2h| 2h|
FINISHED %
‘Fimshed .f,[ Current percentage of completion of a task. This value is used by the prog-

nosis feature (see "Project status (planning, current state, prognosis)" on

| ( O] (p g ate, prognosis)
| 25 9%| page 115) for calculating the forecast date of completion of a task.
| 18 %)
COMPLETED
Status After all task bars of a row have been finished, the status of the row is set to

| "completed" and the date of completion of the last task bar is entered in the
| v column Completed.

With this done, a checkmark is displayed in the column Status.

Projects used to summarize tasks on lower levels (see "Structuring (Folders, Projects,
Tasks)" on page 24) are completed after all tasks contained in it have been completed.

There are several other ways of activating the status "completed" (or deactivating it if it
was activated):

e Click on the column Status while holding down the SHIFT key or

A-Plan 2016 Appendix e 251



e choose Completed from the pop-up menu after you clicked on the designation with
the right mouse button or

e choose Completed from the ribbon tab Data.

Attention:

If there are several task bars in a row, all of them will be marked as "complet-
ed"/"pending". For this reason, a message is displayed prior to the execution of the
command.

The date of completion can be changed at a later time.

OBJECT

Object One external file of any type can either be linked to or embedded in each

= row .
% Co\Users\Be

i C\APlan1l| For details see "Linking/embedding an object" on page 69
& C\APlanll

EMAIL

EMail to Email addresses to which an email can be sent in the context of

the execution of the task concerned (see "Sending of emails" on
I senice@oraintool.com |[ page 71). With resources allocated to the task concerned, A-Plan
I 4 will, by default, use the email addresses saved together with the
details of the resource

USER-DEFINED TEXT COLUMNS (TEXT1 - TEXT10)

Ho.  state | 10 columns are provided for entering any information up to a length of
100 characters (e. g. processing numbers, remarks, notes etc.).

2| compl.

5|pending | As the user-defined columns can be considered by the sorting function as

7| well (see "Sorting orders for viewing" on page 85), they can be used to de-
termine a sorting sequence which cannot be achieved using the default set-
tings.

USER-DEFINED NUMBER COLUMNS (NUMBER1 - NUMBER10)

Parts Add. costs| 10 columns are provided for entering any numbers.

35) 9,114.00 € You may adjust the format of the number columns to your require-

10| 5,434.00€ Mments (see "Tasks" on page 119) by setting a prefix (leading string of

25| 3.680.00€ characters), a suffix (appended string of characters) and the number of
3| 43500€ digits after the decimal point (e. g. "0.00 €" for amounts in € with 2 dig-
7| 3,245.00€| jts after the decimal point).

If required, the values in the number columns can be added up as well (see "Tasks" on
page 119 on how to activate this), i.e. e. project rows will show the total of the task val-
ues of a project and folder rows the total of the project rows contained in the folder.
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Note:
You cannot enter date or time values in these columns. If these are required, you might
use the column Entry date instead which is often not needed in its original sense.

INDEX

| Index Use this column to have the internal numbering of records displayed. The
following formats are used:

005

005.001 Folder 00

|005.001.001 | project 00.PP

|EIEI5.EIEI1 002
Task 00.PP.VV
"O", "P" and "V" are each equivalent to one numeral.

Note:

The amount of numerals depends on the number of existing records. For example, if
more than 99 tasks exist in the database, the number of numerals is increased to 3 — not
only for tasks but for folder and project numbering as well.

SYNCHRONIZATION WITH MS OUTLOOK

Synchr. with Outiook ‘ Text1 P MS Outlook category to be used when synchronizing the
= i current row with MS Outlook (see "Selection of data to be
| synchronized" on page 238).

|“N|:| synchranization |53
Task: Business | =45
D Appaint . Time & Expenses :I
O 2ppoint - wIF

O Task: (without category)

Tazk: Business
[ Task: Competitic}

DATA FIELDS FOR RESOURCE PLANNING/COST CALCULATION

RESOURCES
RESOUICES Designations and — if other than 100% - capacity usage of re-
sources assigned to a task.
| Stevens (20); Schulz (30)
| Miller {40) For details see "Particular cases (flexible assignment of re-

sources)" on page 108

RESOURCES REQUIRED

Ress. |Mai 2004 Number of resources required to perform a task.
Reg. [.-16. [17.-23.
|30 e p—
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FACTOR

page 111.

Iiz[ tions.
|
|
|

R Y

Factor || Multiplication factor used for all values of a resource in the context of calcula-

Details see "Factor (assignment of several identical resources, baseload)" on

WORK REQUIRED, PLANNED, PLANNED - REQUIRED, PLANNED / REQUIRED

|Wurk Rexq. ‘Wurk Pl'd

Work | Work Plhd. |

Prd. - Req.
| 70wd] E0wd -10wd [ -14%]|
| 40wd 40wd 00wd | 0%

30wd|  20wd| -10wd 33 %
| | | N |

Work required: The work required to execute a
task.

Work planned: The amount of work scheduled
for the execution of a task.

Work planned - required: Difference between
required and planned work.

Work planned / required: Deviation of planned work from required work given as a per-

centage

For details see "Definition of work" on page 101

WORK ACTUAL, ACTUAL - PLANNED, %

ork Act.

‘WDrk Prd Pllurk Act. PP

‘ Work Y

| EDwd| 55wd] -D5wd| 917 %

| 40wd| 40wd|  00wd| 1000 %
| 20wd| 15wd| D5wd| 750%

Work actual: The amount of work actually spent
on the execution of a task.

Work actual - planned: Difference between work
actually spent and work planned.

Work %: Deviation of work actually spent on a
task from planned work given as a percentage.

For details see "Project status (planning, current state, prognosis)" on page 115

OVERTIME WORK (PLANNED/ACTUAL)

Prd

FIXED COST (PLANNED/ACTUAL)

Ouvt.Work | Planned or actual work done within overtime periods.

" 15wd| Fordetails see "Special times/Costs" on page 112

‘Fix. Cost | Fix. Cost Fixed costs (or lump sums) planned or actually incurred in the exe-

Prd Act.

2.495€| 1.985 00|

cution of a task.

150€| «150,00€| uses planned values. In this case, a preceding "<" is displayed to

|
| | | 1fnovalue is entered for actual fixed costs, A-Plan automatically
|
|

2.345€) 1.83500€] indicate that planned values are being used.
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If resources have been assigned, the fixed costs specified for the resources concerned
are used. Otherwise, enter fixed costs manually.

For details see "Fixed costs, Labour rate of resources" on page 110.

LABOUR RATE (PLANNED/ACTUAL)

|LElh. Rate PI'd |Lah. Rate Act. | Lah. Cost p'll.ll'll |
36 | 38 €[21 [ Default value

| | [ asplanned
I I SRAE[EEl |

These fields show planned and actual labour rates respectively. The rates can be entered
separately either as standard value, special value or overtime value.

For details see "Fixed costs, Labour rate of resources" on page 110.

Note:

If no resource is assigned to a task, the labour rate can be entered directly in the task
row as well. This was preserved to keep later versions compatible to A-Plan 2000. For
reasons of clarity, however, we recommend you not to use this way of entering labour
rates when creating new projects.

LABOUR COST (PLANNED/ACTUAL)

‘ Labh. Cost ‘ Lab.Cost | Planned and actual costs respectively which result from the dura-

Prd Act. . .
" oaooe|  Bome tion of tasks and from the assignment of resources to tasks.

| 3.504€)  3.504€| For reasons of clarity, no value is displayed as long as the cost of la-
| 59B4€|  4.728€| pouris "0"I

For details see "Fixed costs, Labour rate of resources" on page 110.

OVERTIME COST (PLANNED/ACTUAL)

Ovt. Cost Owt.Cost |  Planned and actual costs respectively which result from the duration

Pl Act. of tasks and from the assignment of resources working overtime.
| BABE| 432€]

| | | Forreasons of clarity, no value is displayed as long as the cost of la-
| B4B€]  432€] pouris "0"!

For details see "Special times/Costs" on page 112.
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TOTAL COST PLANNED, ACTUAL, ACTUAL - PLANNED, %

‘ Tot. Cost ‘ Tot.Cost | Tot.Cost | . ... | Total Cost Planned/Actual: Planned and actual
| 1Tgage| g':;'m%' nmé'géga 4 total respectively of fixed cost and labour cost
| 3'5|:|:1€| 3'5|:|4€| ' o€ | 1E|E|IE| D£ incurred for the execution of tasks.

|
|

BA14€| 29626 -3152€) 484 %| Total Cost Actual - Planned: Difference between
2345€)  1835€) 5106 783 %

total costs actually incurred and total costs
planned.

Total Cost %: Deviation of total cost incurred
from total cost planned given as a percentage.

For details see "Fixed costs, Labour rate of resources" on page 110.

QUANTITY/TIME PLANNED/ACTUAL

utg..[r}rlrilme !:.!t'_.r;ﬁtrr‘le Output values of resources used to calculate the work required for
I C . . .
roducing a given quantity.
| 50/h | 45| P gdEg q Y
| 50/h| 45| Details see "Output values (production planning)" on page 110.

QUANTITY PLANNED/ACTUAL

Qty. PI'd | Qty.Act | Values showing the quantity to be produced (planned) and the
quantity that has been produced already (actual). In combination
with the output value of the used resource, the work and the dura-
tion required to produce the planned quantity can be calculated.

400| 300|
500 | 100|

Details see "Output values (production planning)" on page 110.

TIME UNIT OF COST

Time Unit of | Time Unitof | .., Time unit to which the labour rate (see "Fixed
Lost Work costs, Labour rate of resources" on page 110) re-

Hours (h) = | [ Defaultvalue I fers to
Minutes (min) | "Days (d] '
Hours (h] *Days (d)| This value can be selected separately for each re-
Days (d) *Days (d)| source. If no value has been selected, the value set
WWeeks (w) "Days (d)| in the dialog box Opti b q e
Manths (m) “Days (d) in the dialog box Options will be used (see "Costs /
Years (y) Aawe (ol Abbreviations / Timetracking" on page 132).

TIME UNIT OF WORK

Time Unitof | .. . ‘ Textz |0 Time unit to which the work (see "Fixed costs,
Work n
Labour rate of resources" on page 110) refers
Days (d) ll [v Defaultvalue I to
binutes (min) N

[Hours (h

I

| This value can be selected separately for each
I task / resource. If no value has been selected,
|

l

YWeeks (w
Manths ':.;ri;. the value set in the dialog box Options will be
Years () used (see "Costs / Abbreviations / Timetrack-

ing" on page 132).
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COST CALCULATION METHOD

Cost Calc. | Time Unit of ‘ Time Unit of | Method used by A-Plan for the calculation of
Meth. Cost Work

labour costs.

exactly LI [v Defaultvalue

z [ tDays (d)] This value can be selected separately for each

r | *Days (d)] resource. If no value has been selected, the val-

round up ()| *Days {d)] ue set in the dialog box Options will be used
(see "Costs / Abbreviations / Timetracking" on
page 132).

CALENDAR

Calendar | T Standard calendar to be used for a resource .

Tool ;I

[(no calendar
‘Default

During any time periods, the standard calendar can be replaced or
supplemented by another calendar such as, for example, an over-

Overtime time calendar (see "Individual colors for Resources
Tool
Realtime Resources can be provided with colors. The task bars of the tasks to
which the resources have been allocated, are then displayed in the
respective colors:
Funktionen bewerten Resll (30} | I Funktionen hewe
Funktionstriger ermitteln Resl2 {51 Funktion
Lasungen bewerten und auswihlen
/1| 11/58 |[4
Morgang
EEntw 1 (3}
HRes12 {2}
FResl13 {3
The corresponding dialog box can be opened by right clicking on a
resource name.
Determine working hours (Resource calendar)" on page 89).
CAPACITY USAGE
| Cap. Capacity spent by a resource on the task shown in the current row, given as
50%| 3 percentage.
| 500 %
| 1000 %| These values are identical to the values specified when assigning resources

to tasks (see "Capacity usage of resources / Teams" on page 97).

FOLDER, PROJECT, PARENT TASK

Folder, project and parent task of a task.

| Folder | Project | Parent Task

Construction proj. |Kings Road | Demolition
Construction proj. |Kings Road |Internal walls
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LAST CHANGE

Date and time when a row was changed last as well as the name

| Last change
of the user who made the change

30.05.04 18:50, admin |
30.05.04 18:50, admin | |f the changes you make have effects on several rows, the date

|28.05.04 15:12, admin | and time of the last change are entered in all of the rows con-
cerned.

PROGNOSIS DATA

For an explanation of prognosis see "Project status (planning, current state, prognosis)"
on page 115.

USAGE PROGNOSTICATED

CapUsg ‘ CapUsg [ Capacity usage of a resource serving as the basis for the further exe-
Pl L cution (= prognosticated period) of a task. By default, the planned

|10 %) 8 %| .
 10%| %] usage is taken.

| 5%|  =5%)

END PROGNOSTICATED, END PROGNOSTICATED - PLANNED

End progn End Prognosticated date of completion and failure of meeting the
progn-Pl'd .
planned date of completion.
| 14.02.2007| 60 h|
| 21.02.2007| 0h|

DURATION PROGNOSTICATED, PROGNOSTICATED - PLANNED, PROGNOSTICAT-
ED/PLANNED

Dur. ‘ D"fbl g’ ‘ D“:bl g’ Prognosticated duration and failure of meeting the planned
rogn |progn-PI rogn/Pl* .
progs prod prod duration expressed as an absolute value and as a percent-
=L | 36h| _952%| age (100% = planned value).
48| 0h| 100,0 %)

WORK PROGNOSTICATED, PROGNOSTICATED - PLANNED, PROGNOSTICAT-
ED/PLANNED

Work ‘ Won;l | ‘ W0$| g Prognosticated work and failure of meeting the planned
rogn |progn-PI'd progn/Pl
progn _iprog e work expressed as an absolute value and as a percentage
275wh| -25wh| 91.5%)| (100% = planned value)
3 wh [ SIwh[DE50%| 6 = planned value).

TOTAL COST PROGNOSTICATED, PROGNOSTICATED - PLANNED, PROGNOSTICAT-
ED/PLANNED

Tot. Cost ‘ Tot. C?}?L ‘ Tot. Cﬁ:‘ Prognosticated total cost and failure of meeting the
progs | proon progn planned total cost expressed as an absolute value and
1499405  -36.05 99,8 %| tage (100% = pl d value)
384,0 5| 9605 s00v| 2@ Percentage 6 = planned value).
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B. STARTING A-PLAN WITH PARAMETERS

STANDARD OR BASIC-VERSION OF A-PLAN

A-Plan can be started with the following parameters appended

File name The specified file will be opened automatically when A-Plan is start-
ed.

/excl The file loaded with A-Plan is opened "exclusively.

/read The file loaded with A-Plan is opened "read only".

/noSync No synchronization of the settings stored on the server profiles to

the local computer (see "Folder structure of profiles" on page 143).

/u:user:password  All files are opened with the user name "user" and the password
"password". If no password was assigned, the second colon must
nevertheless be entered (e.g. "/u:Miller:")

/p:folder name The specified folder is used as profile folder.
To enter the parameters, proceed as follows:

Click on the A-Plan icon with the right mouse button. Then click on "Properties" and on
"Link" afterwards. In the field "Target", enter the parameters you want behind "...A-
Plan2016.exe".

Example:
...A-Plan2016.exe d:\daten\test.apl /p:c:\profiles

(Starting A-Plan will automatically load the database "d:\daten\test.apl" and the profile
folder used will be "c:\profiles").
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SQL VERSION OF A-PLAN

A SQL database can be started with the following parameters:

Servername:Database:MSSQL A-Plan is opened with the specified database of a MS SQL
server.

/u:user:password All files are opened with the user name "user"” and the
password "password". If no password was assigned, the
second colon must still be typed (e.g. "/u:Smith:")

Ju:Swinauth Connection to the MS SQL serveris made with Windows
authentication.

/p:Foldername The specified folder is used as profile folder.

Servername:Database:MSSQL A-Plan is opened with the specified database of a MS SQL
server.

To enter the parameters, please proceed in this way:

Click the A-Plan icon with the right mouse key. Then click "Properties" and finally "Link".
Type the requested parameters in the field "Target" behind "...A-Plan2016.exe".

Example:
...A-Plan2016.exe 123.456.78.90:Test:MSSQL /u:Userl:PW /p:f:\profile\Userl

(A-Plan is opened with the database "Test" of the Microsoft SQL server ,123.456.78.90°,
the user name is ,,Userl”, the password is ,,PW* and the profile folder to be used is the
folder "f:\profile\User1").

C. SPECIAL SETTINGS

In the folder "My Documents\A-Plan" there is a file named "options.ini". Use this file to
make special settings which will overwrite the default values of A-Plan.

A documentation of the possible settings is included in the file.

As soon as this file has been copied to the global profile folder (see "Global Profiles" on
page 142) the special settings will be available to all those users who have saved their
personal profile folder below the global profile folder.
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D. QUESTIONS, PROBLEMS, ERRORS

A collection of answers to typical questions and assistance for problems, errors etc. can
be found at the following link:

http://www.braintool.com/en/pm-software-questions-answers/

Patches are located at:

http://www.braintool.com/en/patch-a-plan-2016-en/

E. USER-DEFINED DATE/TIME FORMATS

The characters listed below serve to determine the format used for displaying and print-
ing the begin and end of task bars (see "Tasks" on page 119).

Charac- |Description

ter
Time separator: The time separator is used to separate hours from minutes
when entering a point in time. The time separator actually used in the for-
matted output depends on system settings.

/ Date separator: The date separator is used to separate days from months and
months from years when entering a date. The date separator actually used in
the formatted output depends on system settings

d Displays the day as a number without a preceding zero.

dd Displays the day as a number with a preceding zero.

ddd Displays the day of the week in an abbreviated form (Mon-Sun).

dddd Displays the day of the week in full length (Monday-Sunday).

ddddd Displays the complete date (including the day, month and year) in the short
date format as set in the system settings. The presetting for the short date
format is dd.mm.yyyy.

dddddd |Displays the complete date (including the day, month and year) in the long
date format as set in the system settings. The presetting for the long date
format is d.mmmm yyyy.

w Displays the day of the week as a number (1 for Sunday to 7 for Saturday).

ww Displays the week number as a number.

m Displays the month as a number without a preceding zero. If h or hh is imme-
diately followed by m, it does not display the month but the minute.

mm Displays the month as a number with a preceding zero. If h or hh is immedi-
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ately followed by mm, it does not display the month but the minute.

mmm Displays the month in an abbreviated form (Jan - Dec).

mmmm | Displays the month in full length (January - December).

q Displays the quarter of the year as a number.

y Displays the day of the calendar as a number.

vy Displays the year as a two-digit number.

yyyy Displays the year as a four-digit number.

h Displays the hour as a number without a preceding zero.

hh Displays the hour as a number with a preceding zero.

n Displays the minute as a number without a preceding zero.

nn Displays the minute as a number with a preceding zero.

ttttt Displays complete date and time (including hours, minutes and seconds) for-
matted with the separator as set for the time format in the system setting. A
preceding zero is displayed if the respective option is activated and the dis-
played time is earlier than 10:00. The presetting for the time format is
hh:mm:ss.

AM/PM |12 hour format displaying AM (in capital letters) before twelve o’clock in the
daytime and PM (in capital letters) after twelve o’clock in the daytime and
before 12 o’clock in the nighttime.

am/pm |12 hour format displaying am (in small letters) before twelve o’clock in the
daytime and pm (in small letters) after twelve o’clock in the daytime and be-
fore 12 o’clock in the nighttime.

A/P 12 hour format displaying A (in capital letters) before twelve o’clock in the
daytime and P (in capital letters) after twelve o’clock in the daytime and be-
fore 12 o’clock in the nighttime.

a/p 12 hour format displaying a (in small letters) before twelve o’clock in the day-
time and p (in small letters) after twelve o’clock in the daytime and before 12
o’clock in the nighttime.

AMPM 12 hour format displaying the AM or PM string of characters as specified by

your system. Before twelve o’clock in the daytime the AM string is displayed,
after twelve o’clock in the daytime and before 12 o’clock in the nighttime the
PM string of characters is displayed. AMPM can be written in either small or
capital letters; the writing actually used depends on your system settings. The
presetting is AM/PM.
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F. A-PLAN FILES

FILES IN THE A-PLAN FOLDER ("MY DOCUMENTS\A-PLAN")
aplan2016.lic Licensing file

FILES IN THE DATA FOLDER ("MY DOCUMENTS\A-PLAN\DATA")

Import.xlsx Exemplary import file in MS Excel format

*.apl A-Plan database

* SSS temporary backup copy

*.hol Public holiday file

*.bcn Backup copy (if an MS-Access database is used)
*.bsn Backup copy (if an SQL server is used)

Remark:

Files with the extension *.Idb are created for the database management and need not be
copied or saved.

FILES IN THE PROFILE FOLDER ("MY DOCUMENTS\A-PLAN\PROFILES")

error.log Logfile which is created automatically when an internal program er-
ror occurs

Name.p00 Basic profile file of the database name

Name.pnn Profile file no. nn of the database name

Calendar_Profile  Current settings for view "Resource Calendar"
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.apl 171 colors 49
.bc* 136, 172 holidays 93
.mdb171 resource 90
abbreviations calendar rows
setting 132 do not show 122
absence rows calendar weeks
do not show 122 calculate 130
absences 95 capacity
access permissions 184, 187 teams 98
actual task bar, actual duration (work] as % 128 capacity over time 168
Adjustments 107 capacity usage 108
Administratormodus 184 change the sequence of rows 74
adminstrator mode 184 client 248
alarm 31 clipboard 249
default value 138 colours
delete 56 choose 124
edit 55 table 124
postpone 56 column
setting 55 add up values 120
ALT Keys 17 alignment 120
Ampel 25 designation 120
Ampel-Spalte designations 148
Symbole 28 format 120
Anlegen von Ressourcen 94 resources 122
A-Plan 2004 12 sequence 120
APlanID 237 show 120
appointments 239 width 121
archive database 36 column area 21
archive/clean up database 173 columns
backup copies fixing 121
interval 136 show on/off 119
number of 136 completed 251
bar patterns context-sensitive help 14
setting 128 copy 74
baseload 112 Copyright 1
begin costs
actual 250 calculation 133
edit 48 fixed costs 110
planned 250 labour costs 110
Benutzer labour rate 110, 132
anlegen 184 materials 110
buffer 60, 251 settings 132
show cumulated buffer 125 special 112
calculation of work 93 total 41
calendar critical path 63
color 92 printing 152
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show 125 sending 71
cumulated buffer settings 140
printing 152 embedding of files 252
currency symbol 77 EMF-format 165
current date 30 encrypt
cut 74 database 136
data end
deleting 77 actual 250
edit 35, 42 edit 48
enter 35, 42 planned 250
database Enter a new row 37
Adjustment (N entry date 249
description of data fields 35 Euro 77
encrypt 136 evaluate
importing 177 A-Plan 10
new 36 Excelsee MS Excel
opening automatically 259 Expanding and collapsing of summaries 24
reload automatically 140 exporting data 174
save 171 Export file 175
save as... 171 format 175
structur 174 settings 175
database settings 128 factor 254
date/time formats 261 Farbe
date/time of begin and end of task bars 126 Zeilen 38
Datenbank Farben
automatisch 6ffnen 260 Ressourcen 61, 89, 94, 257
Netzwerk 183 file
dates linking by drag and drop 69
edit 48 file extension 171
day of week filter
first 130 date 82
Default calendar a4 folder 78
default values for new entries 137 text 80
delete task bars 174 Filter
deleting Zeitraum 83
request confirmation 139 filters 78
designation 247 find 72
show 126 finished 251
task bar 138 folder 38, 85
downgrade Row 39 selection 79
Drag & Drop 45 Folder
duration Number in database 78
actual 250 folder filter 78
divergence 251 folders 141
edit 49 font size 147
enter 43 format
Examples of the calculation 91 duration 43
format 43 work 43
planned 250 gantt chart
duration of tasks actual task bar, actual duration (work) as % 128
Calculation 44 settings 123
e-mail Gantt chart 21
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colours
printing
resolution
scroll bar

show date/time of begin and end

visible time period
width
Gestrichene Projekte
Globale Spaltenbezeichnungen
Graphics files
create
help 14
context-sensitive help
status line
ToolTips
holiday
holidays
ident-no.
Importieren
Dateiformat
importing
start loading
Index253
installation
folder
network
Repair
single-user
Uninstalling a former version
Installation
Neuer Rechner
jpg-format
Kursumstellung
labour costs planned/actual
labour rate
default value
legend
printing
level 39, 247
levels
licenses
modules
number
licensing
Limits
line thickness
linking lines
linking
linking in circles
linking of files
links
reverse linking

124
191
33
32
126
32
32
40
121

164

14
14
14
95
30
248

177
177
182

10
13

12
13
165
77
51
132
154

24

11
10

63
152
70
59

252

a9

setting
type
Locking of rows
login 190
logo
printing
main table
columns
main window
main windows
columns
Master-User
milestone
milestones
Mindmap
MS Excel
exporting data
MS Outlook
MS Project
exporting data
MS-Windows
Multifunktionsleiste
MySQL Server
Netzwerkeinsatz
new page
note 249
delete
edit
notes
printing
number columns
numbering of records
object
object/file
linking by drag and drop
OLE 252
options
database settings
general
saving
Options
otions
database
overallocated resource
display a message
overtime
page break
page setup
parameters
starting A-Plan
Passive Projekte
password

o6
58
41

159

119
21

25
184
46
30
245
169
175
233

175

15
192
183
147

249
a6

153
252
253
252

69

145
145
141
119

128

139
113
147
147

259
40
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edit 190 profile folder 141, 259
paste 74 profiles
into another A-Plan database 75 network 191
task bars 74 saving 141
pattern 53 using 142
designation 129 Profilverzeichnis 260
periodically recurring dates 65 prognosis 115
points in time Project see MS Project
enter 43 Number in database 78
predecessor 57 project status 117
print preview 163 projects
printing 146 do not show completed projects 79
actual task bars 152 public holidays 134
colors 151 file 135
correct line offset 157 show 124
critical path 152 working days yes/no 95
cumulated buffer 192 Quick Access Toolbar 18
cutting guides 162 record no. 177
Designations of holidays 151 recource column 253
designations of task bars 152 recurrence pattern "day of the month" 66
dotted intermediate lines 151 recurrence pattern "day of the year" 67
each task bar in separate row 183 recurrence pattern "day(s) of the week" 66
fonts 157 recurrence pattern "each/every" 65
Gantt chart 151 recurring dates
header/footer 158 creating 67
legend 154 deleting 68
line thickness 191,182 linking 68
logo, text field 159 several series in one row 68
margins 161 Redo36
notes 153 refresh display 86
number of pages 136 Release-Nummer 12
page break 147 remaining time
portrait/landscape 161 show 130
print immediately 162 repairing A-Plan 13
reshow date symbol 152 replace 73
resources 149 reports 166
specify pages 162 reshow date 54, 250
starting/ending date of task bars 152 resource calendar 90
start-of-print date= first day of current week 156 color g2
start-of-print date=today 156 resource calendars
time range 154 creating 91
trim marks 147 resource planning 87
printing area 146 concept 87
printout resource time
layout 146 shorter than task time 108
priority 30, 247 resources
default value 137 simultaneously assigning 111
production planning resources
quantity 111 absences 95
Profile assigning 95
global 143 capacity 97
iibergeordnet 143 create 94
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paste into another A-Plan database

75

Status-Spalte

public holidays Symbole 27
working days yes/no 95 structuring 24
show 94 successor 57
usage rate more or less than 100 % 97 summary 30, 38
working hours 94 begin 38
resources end38
groups 111 show task bar 39
resources synchronization
printing 149 series of dates 236
resources system requirements 9
importing 180 task bar
responsible 248 calculation of distance (links)] 130
Ressourcen completed 53
Anlegen 94 copy 46
Anzeigen 94 create automatically 138
Farben 61, 89, 94, 257 designation 52, 138
Ressourcen anlegen 94 locking 52
Ressources number of 33
Default values ag overlapping 139
Restzeit 248 pattern 53, 128
reverse linking 59 properties 47
rows search 33
do not show 122 show 33
Rows show designation 128
selection 37 Task bar
Samples 34 default value (duration, length) 137
screen setup 119 Task bar list 50
Selection of rows 37 task bars 30
sequence calors 30
columns 120 delete a large number of task bars 174
sorted 85 deleting several task bars 77
unsorted 85 Drag & Drop 45
sequence of rows 85 fine adjustment 48
changing 74 paste into another row 74
series 51 properties 31
Series 65 task rows
Shortcuts 19 do not show 192
sorting tasks 239
autosorting 86 teams
Sorting 85 capacity 98
sorting sequence 252 template database 36
Spaltenbezeichnungen templates 35
global 121 Termin-Spalte 25
SQL Server 192 Symbole 28
SQL-Server Express Edition 192 text
SQL-Version 192 find 70
starting A-Plan with parameters 259 replace 73
status 117, 251 text columns 252
Status 25 time formats 261
status line 14, 140 time increment 131
Time increment 42
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time range
printing
Time tracking
Interface
today
Tooltips
activate
ToolTips
total 41
show
Trademarks
Undo36
uninstalling
units/time
upgrade Row
user
creating
user-defined date/time formats
user-defined number columns
user-defined text columns
visible time window

154
218
222

30

20
14

121

12
111
39

184
261
252
252
124

Wahrungsumstellung
WBS 245
week numbers
work
calculation w/ or w/o work
edit
settings
Work
Adjustments
planned
working hours
holidays
irregular
overtime
working times
creating
Zeilen
Farbe
Zeitbalken
automatisch anlegen
Zoom

77

33

93
49
132
101
102
106
90, 94
93
112
113

91

38

138
23
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