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INSTALLATION

GENERAL HINTS

SYSTEM REQUIREMENTS

To install and run #lan, your computer must meet the following requirements:

1 MS WindowsXP, Vista (&64 bit) or Win 7 (32/64 bit)Win 8/8.1 (32/64 bit) and Win
10 (32/64 bit)

approx.120MB free hard disk space

administrator rights (required for installation only)

Microsoft SQL server (SQL version #flan onlysee"SQLVersiont on pagel92)
A-Plancan also be installedithout any restrictionn a terminal server

=4 =42 =4 =2

SINGLEJSER INSTALLIW®ON

INSTALLATION

1. Unzip the downloaded installation file (see
hitp://www.braintool.com/en/download-pm-software-trial/ ) and doubleclick
file Setup_APlan2016.exe
or
Insert the installation CD (if the starting screen does not appear automatically
double<click start.exe irthe 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 A2lan you may change the default target folder. If
possible, do nbinstall A-Plan2016in a directory which contains a previous ver-
sion of APlan.

dick onContinueand the installation will be completed automatically.

Note: If there are problemsluring installationplease click otthe inst@llation program
with the right mouse buttorand selecRun as Administratar

LICENSING

After you have started #lan for the first time, it will prompt you to ent&tame 1(and
Name 2,if applicablg as well as youidensekey:.
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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 ofRlan, 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 buit@mse

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

days. To start #°lan in the test mode, click the buttdvaluate Of course, you may
continue using the files you created when testing the progter 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 futkian.

New licenses (additional modules)

If you purchased a supplementary license for the synchronization module or the time
tracking module, just open the licensendbw by clicking File / Help / Licensing of A
Planand enter the new licese key.

INSTALLATION IN A NEORK

We urgently recommend you to instaltian on each client and not on a ser{except,
it is a Terminal Serverhn the long run, this will result in a minimum of problems
(caused, for exampl by programibrary versions being different on clients and on the
server, by wrong or missing references etc.). WiRI&n installed on each client, ali-u
ers can nevertheless access a common datalasedd on a server!

INSTALLATION

INSTALLATION OHH APPLICATION

The network version of Rlan is identical to the singlgser version and is installed in the
same way (seeSingleuser installatiofi on page9). The networking functions areoh
activated until the respective licensing data have beetersd.

The CD directory gikPlarR016includes the msi file for the Microsoft Installer enabling
you to easily perform the installation in a network by using a software distribution pr
gram.
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1. Usirg 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 APla2016(with all of its subdirectories) to a server and
start theinstallation of the program at the clients by doukdicking 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 Alanfor the first time. To install the program in this way, pro-
ceed as fows:

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

4. In the client directory "My Documenita-Plan” you will find the file aplé&®16lic.
Copy this file to the installation directory \APlar2016 program file$SA-
PlarR016' on the server (please be careful not to copy it by mistake to the highest
server directory which is named similarlyVAPlar2016' ¢ but has no lgphen!).

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.

NBEWN LICENSING (ADDINEL LICENSES, ADDNAL MODULES)

If you increased the number of granted licenses by purchasing additional licenses or if
you purchased licenses for thergronization or the time tracking module afterwards,
justchooseFile / Help/ Licensing of APlanto enter the new license key. If several cl
ents are involved, copy the updated licensing dipgan2016lic which you find in the d
rectory "My dowments A-Plan" to the corresponding folder of the clients concetne

ADJUSTMENT OF PREYSMATABASE VERSIONS

AUTOMATED TAKEOVHREXISTING DATABABED SETINGS

When started for the first time, #lan2016will check whether a previous version of A
Plan exists. If a previous version é&xiyou are offered to have therevious databases
and settingscopied to the corresponding folders ofiAan2016

If you refuse to do so, you should manually copy the files and settings which you still
need to the corresponding subdirectories cPAan2016 (by default, these are "My doc-
uments A-PlanData" and "My Documenté-Plan Profiles" respectively).

If the corresponding structure was already available with earlier versiondPthEee
"Folder structure of profiléson pagel43), no further changes are necessary teare
the newly introduced synchronization as well as access from any computer.

Existing profiles of former versions are taken over. As an option, you may everhee
formerly used structure.
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ADJUSTMENT OF PRENY® MDATABASE VERSIONS

Previous databases are automatically adjusted when they are openeePitgn2016

You should make a copy of your curreAPkan database(s) before the automati-a
justment is made.

Important information:
After a database was opened withFAan2016it can no longer be opened with an ea
lier version of APlan

UNINSTALLING A FORMZERSION OFPAAN

Having successfully installed?an2016 you may uninstall an existing former version of
A-Plan Gtart / Control Panel / Add or Remove Prograjms

Important note:

Uninstalling will not delete any files you created. Nevertheless, make suredhafqr-
mer data and profiles have been copied to the newRlan folders (by default, these ar¢
"My document$A-Plan Data" and "My Documenté-Plan Profiles") before you start
uninstalling.

14

INFO ABOUT-RLAN (ICENSES, RELEASE RER)

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

[ ] i L
‘EEm. (&) braintool  ©
.-.. F'review -
"mw Release 14.00.035
L T 1 L ._;h::..:zﬂi :; :5;*:'.5_
Dez | Jan | Feb

2016 2017 2017

A-Plan 2016
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INSTALLATION OFPAAN ON A NEW COMPUTER

Due to the fact that the licensing ofPlan 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 existiRtpA versia on your old
computer. This will also be prevented by the fact that with muter licenses the -

ber of users entered in the central database cannot exceed the number of licenses. In
analogy, with singleiser versions a database can be opened by ore osly.

REPAIRING AN EXISFINSTALLATION OPBAN2016

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

SelectStart / Control Panel / Add or Remove Program&/Plan2016and start the m-
stallation program by clicking the buttoxdd / Remove Then select the commariee-
pair.
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INTRODUCTION INTOHPAROGRAM

HELP SYSTEMS

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

— half a second, an exghation on the fue-
51["““' tion of the button comes up.

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

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

STATUS LINE

Depending on the position of the mouse pointer (e.g. when a task bar is selected), a
message is displayed in the status line at the bottom-8langiving 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 HLP

To open the online help file of-Rlan, choosé&ile / Help

CONTEXBENSITIVE HE

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

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

k7 Ribbon style = i Locch\\s?

B admin’ lock

g

Direct help
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[ A-Plan 2010

0] il & -

Ausblenden Vorheriges  Machstes Zurick

Inhalt | Index | Suchen |

@ Installation
@ Essential new features of A-Flan2010
@ Introduction into the program
= []2| Entering and editing of data
@ General notes
= QZ] Entering rows {tasks)
[£] Selection of rows
[£] Enter a new row
@ Summary rows
@ Show totals
@ Lecking of raws
@ Entering and editing data
@ Task bars (Gantt chart)
@ Sending of emails
@ Find and Replace
@ Move and copy folders, projects a
@ Deleting of data
[£] cumency conversion

[F=5{Ecl =53

Dken Optionen

Locking of rows

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

Milestones Cut

Processes (3

ooy o

@ Topics. content Copy
B Internal implerm Delete
Performance & Lock

'b.dmil%l-:uck

Place Web de

Trctall hatling

j-m]

*Admin’ lock

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

@ Defining the data to be displayed/print

@ 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 hotline |I:Iﬂ

@ File functions

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

Attention:
While the contextsensitive help is activated, no other function can be started.

THE USER INTERFAEERPLAN

THE RIBBON BAR

The Ribbon Bar gives you quick access to all functions$tdrA 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 auhad
istrative,file functionsand help
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DATA TABLE DATA GANTT CHART TOOLS

FILE START VIEW

Info
Database
Last used
Create new SO database I=_|I Secure database in backup
E= Create a compressed backup copy of the database

Open 50L database
Save SOL database as G'E'H Open backup
== Choose and open backup copy

Delete 501 database
M5 Access database Repair/compress

J Eliminate database error and release the mermory which is ne longer required
Print

© Archive

Database administration B Archive and optionally delete tasks before a given date

Export, Import, Synchronization

Clozse
Help / About

Options

RIBBON TAB START

This group includes all frequently used functions.

FILE START VIEW DATA TABLE DATA GANTT CHART TOOLS

°Z Profile: | Default | - O] 2> £ o=

2% B2 - % DSpIi‘t display [+ Reselution: | Menth -
°% Save settings == [l a £ & s - EShmrsourca [Ed Show 'today’
= = etup
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 VIEW DATA TABLE DATA GANTT CHART TOOLS

‘__[} Set filters L% Set sorting Designation [ | Week numbers Capacity usage Workload of completed tasks
E‘i’ Folder filter OM/OFF [] Resources Accumulated buffers Limits
"] Date [] Critical path % completed
Filter, sorting Gantt chart - details

RIBBON TAB DATA TABL

Click this tab to find all functionseeded to create and change the structure of projects
in the table area of Alan.

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 E Currency conv,
Clipboard Insert raws Structure Properties Reminders Objects Others Fit
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RIBBON TAB DATA GANTHART

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

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

Time bar Preselection Links Adjustment Tools Woarl

RIBBON TAB TOOLS

Secial 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
= . . i

; 1, Upload - [ Actual vs target values  |vw| Quantity planning 28 Users
Time Reports WebCreator — Options
tracking (o
Time tracking | Reports WebViewer MindManager Activated features Options | User administration

CONTEXBENSITIVE M)

& Identifs denartments @ Miller 33) 33| Rightclicking a row in the main table «

ADeter) & | Cut Jf  SchulzStevens 1001 A_Plan will open the contd-sensitive

Hldenti 5y Copy Stevens (15) 15 It adiust t ticall d wi

EDeter %  pojete menu. It adjusts automatically and wi
& Topics. present only those functions which ar
& Internal | J Mew row - on next higher level

available for the given row.

[ External| 4@ Upagrade row same level

BDataprc ¥ pachow

107458
| 1043 |,

on next lower level

Completed on level 1 [Folder)

/Task §  Critical on level 2 [Project)

wternal staf ? Mot dear
Stevens (| wp  yotice arrow

Abzences

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

R ENE D -

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 j  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:

Create/Edit Data View Tools Help

H FO FD
igher @ Hpgrade aLE rward rw., distance 0
.

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-Rlan 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 fundibg clicking any function with the right
mouse key and adding it to the list by selecting the respective command

B |l - fl- A-Plan 2010 - §
LS
Start Create/Edit Data View Tools Help
23 ile:  Default - S - 7
Ed Profie =] =] (P = g-dz2=7 . ﬂ li
23» Save settings [E
) ; D _ £ cin X g= gf | [F- 0= O= Satin
13-% Delete current profile ) Add to Quick Access Toolbar
Profiles u E % .
CustomiZe Quick Access Toolbar..,
Task ‘S Show Quick Access Toolbar Below the Ribbon
1 B Organization (1) | Minimize the Ribbon

CONFIGURATION OF RIBBON BAR

Fle~zQ & F[{ Clicking the scroll down

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

] Profile: Defauit right-clicking any button

Redo

23 Save settings | will bring up the dialog

v
% Delete current profile v box for adjusting the mul
Profiles V' | View page function bar.
v | Print with default settings

Open database

Task

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

Minimize the Ribbon
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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: Key assignments:

Insert Ctr+V
Insert time bar
Copy

Cut

Delete

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

i

Press new shortcut key:

Insert folder -

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 function:
just as you like.

The second tab serves tga
sign key combinations to fun
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 APlan, please
make sure to activate them
tion Show Screen Tipsn
toolbars in order to havexe
planations for the buttons g
played.

20 1 Introductioninto the program

A-Plan 2016



THE MAIN WINDOW OFFAAN

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

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

= e l_’f @ @ f = A-Plan 2010 - Expl_Project_planning o B
Start Create/Edit Data View Tools Help k2 Ribbon style ™ Q ey
2] Profile: Default M= "= (%2 m- @z E=, . % split display &l Resolution: Week s -
[} Save settings m ! w F7? Z j_ j_ fd show resources | [ show today
2% Delete current profile ¥ raf &g o &= = Céfut;%s + Refresh =) Actual’ mode
Profiles Selection of status Open/Close Table Gantt chart
Task Status  Resources CapUsg| | Apr20i1 | Mai2011 | Jun2011 | Jul2011 | Aug 2011 |
FI'd|
3 B Examples (2) | | | | [ T L p8
4 OE-Business integration (6) o g ET e TiegraTio i ——
5 Milestones ¥ i | | | | Wopics, HW fixed il
6 = Processes (4 gt MFrocesses Em | |E |
7 Identify departments Eg"  Miller 33) EEL | | | | i
8 Determine contact persons |34 Schulg; Stevens 100 %ans |
9 Identify processes = Stevens (15) 15 % |
10 [ Determine new processes (2] |3 Determine n:ew processes
11 = Topics, contents (4 = Miller W
12 Define topics 1 =] Miller (40) 40 % 2 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, | |
13 Data processing (3 = Fﬁta:m]: o
22 | 33 1449 4| m | v |moz20n (w3 < [ v
0/0/0/0 4 b M Th 03022011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011] 13:52 | 100% O——0——@)

RESOURCE VIEW

With resoure planning activated (see the talmolg, available resources can besdi
played in the lower half of the window together with their calenders, absencss , a
signed tasks and their capacity usage:

7 Identify departments [mg*  Miller (33) | | | |
| | | | | -
22| 33 1449 o« | W | b
Res./Task | Cap. Parent Task || Apr2011 | Mai2011 | Jun2011 | Jul 2011 | Aug 2011 | Sep 2011 |
44 & Miller (14 p[wiluRi[s]-[ 1" [ [ImNsisia]si=]=I=]=[=]=l=]==]=]=]=]0
47 Absences | |
48 Baseload <200 % Easeload [20%] - i
50 Basic design <100,0 % Processes > Determine new -Basic desi'gn | | ==
51 Detailed design =50,0 % Processes > Determine new _'Detailed de%ign (50%) |
52 Define topics <400 % Topics, contents | Defin:e topics [409'?]
53 Structuring <30,0 % Topics, contents | DStrLid:urir‘lg 809':6]
| | | e
22 | am | 3834 |4 [om v 3003.2011 [ « ] '
0/0/0/0 M 4 » Bl Tho302.2011 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 buthrow resouceshas been activated:

@

" = @ @ = A-Plan 12 - Expl_Construction_Scheduling
Start View Data Table Data Gantt chart Tools Help
2] Profile: Default i =Y - = | = = @- gz 52 - @ [~ split display
Eé}aSa\re settings = =3 :i}; f E'#' @Show resources
: H- = O= Setup .
=% Delete current profile “miralh 4 « 2! B=EETES Columns | = Refr
Profiles F Date Traffic lights Status Open/Close Table

SPLIT PROJECT VIEW

The lower part of the main table can also be used to split the display of the project view
in order to have different projects displayed simultaneously. Splitting is triggered either
by using the functiorsplitdisplayin the tabStart (see abovedr 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)
2] Profile: Default Ml (=] =] [¥2 E- @2 8=[, [ split display [ Resolution: Week s -
. E- E= &= M
$Save settings ] ! -p f ? EShow resources mShow ‘today”
) - em  E- EE=E= Setup )
§§< Delete current profile & R [,—,-ﬁ E H# B=EE S Columns | = Refresh E'Actual' mode
Profiles F Selection of status Open/Close Table Gantt chart
Task Status  Resources | Apr2oi1 | Mai2011 | Jun 2011 | Jul 2011 | Aug 2011 | Sep 2011 |
—
—
3 B Examples (2) | | | | | | | =
4 B E-Business integration (6) g T'E-Business integration
5 Milestones ¥ i | | | Wiopics, HW fixe Fr, 30000011 g
6 O Processes(4) mgt Mot ey ——— | E|
7 i Identify departments g Miller 33) | | | | |
g + Determine contact persons I:If Schulz; Stevens Determine:contact per:sons |
9 t Identify processes =] Stewvens (15) |
10 Determine new processes (2] |3 ﬁbetermine riew processes
11 = Topics, contents (4 = Miller £ Topics, contents
12 1 Define topics =l Miller (40) = W Define topics
13 H Structuring =] Miller (30) Structuring
14 t Detailed structure =] Miller (30) Detailed structure
15 | Product selection =] Miller (20) : Pr:oduct seledtion
16 B Internal implementation (7 =] -rl Tnternal imp emenfaf:ﬁ-
17 External implementation (5) |3 WBA Ltd. | |
18 Data processing (3 = fData processing———— ~
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 functi®plit displayonce again or by pulling the
splitting line to the upper or lower edge of tmeain 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

DA SE LINR

OARSa

0SGGSNI NBFERAY3I X

ElexwzEdE f-

A-Plan 2010 - Expl_Project_planning

= B OER

k7 Ribbon style ™ @ (1)

k7 Ribbon style ~ i@} ()

Start Create/Edit Data View Tools Help
[ Profile: Default ' E- B2 B=[; @ Split display [ Resolution: Week S -
E- E= B= M
@Save settings EShow resources mShow ‘today'
H- E= &= Setup
23 Delete current profile 2= Columns | & Refresh [ ‘Acual' mode
Profiles F Selection of status Open/Close Table Gantt chart
Task Status  Rescurces Caplisg PId Nt Dur[| 4pr20m1 | mei2ont | mn2nt | mi2n | Awg2m | Sep2omt |
—
3 @ Examples (2) Ba80d| | | =
4 o EBusi B Gon (61 [Saf 419.0 d | "E-2usinas intagration
5 Wilestonas ¥ & aodl | W lopics, HYW ficed Tiectoes
& Epmcemm L=y 504 |TFrememr | (=]
7 Idantify dapartmants EE e 3% @ 2804 | b
a Disterming contact parsons I—lf Schulz Stavens 100% 2804 Datarming contact parsons
= Idantfy procamses i Stawanz {151 15% 2004
10 [ Daterming ngw procgssss ) | L 3404 TTArMING Naw proc
11 E Izgpics contents @ - Willar 304 Tegics contants————— 4|
12 Defina tapias O e 2% 100 Difina tapics
13 Structuring = Millar (20 0% 404 Stragturing
1= Diatziled structura i Millar (30) 0% a04d Diatailad stractura
15 Product selaction i Millar 20) 20% 1304 g :"\%auctﬂan'cn
1z = Intgrnal implamentation 7] i 30304 r.'|l="|a Imip =|'r='natc1__
17 Parformanca spacification = Millar (30) 0% 2304 Performa
18 Placz Web design crdar = Millar {15) 15% 7.04d Place
13 Install hetling =] Schulz 20) 0% 1504 _:'!ﬂ;i hotling |
-1} Szarch enging registration = Schulz 20) 20% 204 Sgarch anging :'ag'sl'at
F Staff traiming = Stowenz @0FSch 0% - 20% 0004 |
2 Azt brachurss 0 Maller ) 0% moe | |
i | | i
22 33 2149 4| 1 ¢ 130032011 E]El 4 A b
0/0/0/0 M4 [ 2 ]| Th, 03.02.2011 Dur.: 28,0 d Th, 17.03.2011
05.03.2011 | 15:04] | 0% O—0+—®

Start Create/Edit Data View Tools Help
[ profile: Default = B- gz 82 - @ [ split 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 ¥ Pk £ §F B E=BE= Columns | = Refresh = ‘Adual’ mode
Profiles = 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 Eamples (2) 248.0d| | | | | n
4 @ EBusiness integration (6] =T a19.0d|FEEo e i e = =
5 Milastonas ¥ i 004 | | W Togics, HW ficed Wi trototype
g = Procgges 6 =1y 850d '1? | 1 |¥|
7 Identy departmants O F | Witk 33 =% @ 04| | | B
a Determing contast parzmnz | C0F  Sohulz: Srevens 100% 204 Dotormine szntast parzsns
3 Iantfy proceses = Seensgs 15% 04
10 E Datarming nes procemssdl | 3404 starmansa naw proc
1 = Tagics contents = wiliar ELE Topas cenan
12 Disfins tagics = Wilkar £20) 0% 1004 Dafine topics
13 Structuring =] Willer (20} 0% 204 Structuring
12 Datailed structura i Willar (30} 0% a0d Diatailed structura
ic Praduct sslection = Wiilkar 20} 0% 1804 G Brzduct selsstion
16 H Intern sl implomen tatinn 7] = 0204 Tntarna T::m__
17 Performanca specification | =1 Millar (30) 0% 2304 Parforma
12 Piaca Wak design crdar = Millar {15) 5% 704 Piaza
19 Izl hsting 1 sthuzay 0% 1504 B il hotine | |
2 Search enginregistration | =) Schulz @20) 0% 204 Ssarch engine pegistrat
n Sexff trining 1 Stevens @0k Sch 10% - 0% 22004 |
F At Erochures = Millar (30) 0% 17,04 | |
1 | | -
22 | 33 | 2ame 4| m v 3003.2011 [ ¢ I ¢
0,/0/0/0 M4 [ 3 | Th, 03.02.2011 Dwur.: 25,0 d Th, 17.03,2011
05.03.2011| 15:04 | 0% O—0—+—@
. A x T = 5 & w
X gKAtS avylrtt 122Y FFIOuU2NAR 3IADBS e2dz |
FBlewzZd& f- A-Plan 2010 - Expl_Project_planning o @ I8
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STRUCTURING (FOLODER®JECTS, TASKS)

An APlan database allows you to create an almost unlimited number of projects which
for structuring reasonsmay be saved in up to 32,000 different folders. For example,
you might create one folder for all "develoynt projects”, one folder holding all "p¥
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 canlimeken down
to as many as 99 levelBolderscan be recognized

3 1| & Examples (2) . . . .
4 2| OE-Business integration (6] from their blue color whilgrojectsare shown in
A(E Milestones bold type andasksin standard type.
6 3 = Processes (4 . . . . .
7 4 Identify departments The numbers given in brackets behind designatio
8 4 Determine contact persons | jndicate the number of items to be found on the ni
9 4 Identify processes lower level

Note:
With filters being applied (sed-ilters' on pager8), it may happen that less lowdgvel
items will be displayed inxpanded state than indicated in brackets.

This structiring 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 organiz
tional unit (see Organization of dataon page35).

EXPANDING AND COLSEMG OF SUMMARIES

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

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

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

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

E- @2[85(7 . . Split display ﬁ Resolution: Week 3 Furthermore, a Iarg_er
E- E= &= , , area or all summaries
J} [ﬁShﬂw resources EShnw today
B- &= g2 _ : can be expanded or to
. ) : h 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 $adrt 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 ayols is as shown below:
Project view (symbols in upper row) Resource view (symbols in lower row)

i- Completely collapse all levels Completely collapse groups/resources
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(||

= Completely expand all levels Completely expand groups/resources
3= Expand to the sdevel Expand groups only
2 ~ Level to which view will be expanded-

If the CTRKkey is pressedhen openingolocks not onlyall the tasksbut also there-
sourcegowswill be opened

B Planungsphase {6) B g

Marktanalyse - £ Fes13 (10)

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

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

~=l - Resl3(50) a 2 Res13 (50)

=l - Resll (50} B g ResLl {50)
Innovationen {intern/ extern) Resd

=l - Res?? Res22

To closdhe resources rowglease first fully close ditvels(symiol button on the lef).

COLUMNS

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

0 column headlines

o the sequence of columns

o the display of hours/minutes (if appéble)

can be selected individually.

Profiles 5-‘:|-‘:|" p— Thewidth of a columncan be adjusted
Task: 179 F'|:<EI5| . e . .
Task Status  Rest by first positioning the mouse pointer
— on the right border line of the column
Bl Examples (2) (in the headline area). After the form «
E-Business integration (6) g the mouse pointer has changed as
Proj. 1 (7] ‘&

shown in the above exang (see "Dration"), drag the line to the desired position while
keeping the left mouse liton 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 widthatifdisplayed columns exceeds
the size of the visible table area. To learn how columns are shown and hidden, see the
chapter 'Cdumns/Rows on pagell9.

TRAFFIC LIGHT, STARRND REM. TIME

The columndraffic Light Statusand Rem.Timeshould enable you to identify at a
glance those projects / tasks which need to be worked on or which will pose or entail
problems or equire special attention
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Furthermore, the columibtatusprovides 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

1 TheTraffic Lightsymbols summarize critical cdiions allowing you to quickly identify
those projects and tasks which require special attention.

1 The columns$tatusandRem. Timeprovide more details.

t} = 36d Froce====The meaning of a symbol is displayed whe
LA 2 Mil Identify depathe mouse pointer hovers over it.
: Status "Green’ !

Project/task is fully according to plan.

(@ Press F1 to have the help text displayed.

STATUS FILTER

Seleting the Statusfilter in the tabStartallows you to determine which projects / tasks
will be displayed:

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

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

1 Date, Traffic Light an&tatusare linked byAND Hence, if 'Red' is activated as the
Traffic Lightand the question mark as thetatus only those tasks will be displayed
which feature both the red traffic light symbahdthe question mark.
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SYMBOLS OF THE STAOUOLUMN
Completed (seeCompleted on page251)
M S5SHFREAYS 41 a 20SNNYzy o6FyR GlFail st
i 3 One of the limits was overrus€e"Limits' on page63)
il Passive project / passive tasle€"Passive and cancelled Projeots page40)
H

Cancelled project / cancelldgdsk cee 'Passive and cancelled Projéats
page40)

! Reshow date was reached or overrun (sBeShow datéon pageb4)

An alarm has been set (sealarnt' on pagesb)

o 4 Marked with "Notice Arrow"*
? Marked with "Question mark"*
4 Marked as "Critical™
piiy For the folder / project change permissi@xists only (user is not allowed to

insert or delete) (seeAssign access permissioms pagel87)

For the folder / project read permission exists only (se&s'Sign access per-
mission$ on pagel87)

A

Row locked (seel bckingof rows' on page4l)
L) Row locked by administrator (sekdckingof rows' on page4l)

G Deadline for planned end will probably be overrun (sBeoject statusglan-
ning, current state, prognosispn pagells)

N Planned cost will probably be exceeded (sBeoject statusgflanning, current
state, prognosis)on pagellb)

3 Planned capacity insufficient by at least 10% (Fegtdmatic Adjustmentson
pagel02)
Planned capacity is in excess by at least 10% @&atorhatic Adjustmentson
pagel02)

Y5 Do not apply setilters to this row**

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

** The function can be switched ON and OFF in the tab Data or by selection itife
contextsensive menu after having rigbticked 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 filter§ on page78).
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SYMBOLS OF THE DETH.UMN

The columate shows how much time is left until the first pending time bar in the cu
rent row starts or ends (depending on your presettiage"Show remaining time don
pagel28). Dates which were overrun are displayed as "negative remaining time" in red
color.

The remaining time is calculateddepending on the setting maderfduration ¢ either
in real timeor in consideration o#vorking hours(see"Show remaining time 4d%n page
128). Weekends and public hdays are taken into account in the same way ah e
calculation of the duration.

208 h B Planned (starting date lies ahead)

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

B -16 h End date was overrun
v Campleted
Il Passivedee 'Passive and cancelled Projeats page40)
] Cancelledgee 'Passive and cancelled Projéabé page40)

Explanations:

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

1 Depending on the setting made in Optiose¢"Show remaining time don 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 theduration till the end is shown.

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

1 Values in the columB®ate cannot be changed as they are calculated khylah fram
the position of the first pending time bar in the row concerned.

SYMBOLS OF THE TRBREFGHT COLUMN

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

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

Yellow
1 Critical éee"Symbols of the Status coluthon page27)
1 Question mark gee"Symbols of the Status colurhan page27)
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1 Capacity in excess of more than 10s#e('Work / automated calculatiorison page
101

1 Capcity insufficient by more than 10 % and by less than 3@ (Vork / automated
calculations on pagel01)

1 End date will probably be overruege"Prognosis of the furthetourse of the project

on pagel15)
1 Cost will probably be exceedeskg"Prognosis of the furthecourse of the project

on pagel115)

Red
1 End date was overrun
1 Limit was overrundee"Limits' on page63)

1 Capacity insufficient by more then 30%e¢"Work / automated calculatioson page
101

No traffic light symbol

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

1 Completed
1 Passivegee 'Passive and cancelled Projeats page40)
1 Cancelledgee 'Passive and cancelled Projéabé page40)

THE GANTT CHART

ELEMENTS AND SYMBLIHED IN A GANTT CHAR

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

1 il E%%ljr"t Patrick's Diay Ap
L-2T | 2B T3 (14,220, | A1L-20 | 2830 | 4010, (114
3 ¥ hd
9
L 1
5 10| F 1
G ; F
8 1:50%1
7 E

The following elements are used in a Gantt chart:
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0 The sequence of tasks in the execution of a project is shown over time in the form of
task bars The duration of a given tagR) is represented by the length of the respec-
tive task bar. Bar areas with colored patterns are used to mark tienegs spent on
a task while light grey areas indicate raorking time periods such as, for expla,
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 summa(s=e 'Summary ows' on page38) are displayed
in half height and with blackiangles at each eng).

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

o By default, holidaysan be identified from their dark grey backgrouf&] (see 'Gantt
chart/Colors' on pagel23), weekendsfrom lightgrey(7) and thepresent dayfrom a
light red background8).

o0 By default, thecolor of a task bar in the Gantt chart depends on the priority of the
row concerned (for example, prityil = red, 2 = yellow, 3 = green, et€pmpleted
tasksare shown either as gray ba®) or struck through (horizontal line). Individual
colors and patterns are also possilgee Bar patterns on pagel28).

o0 Links(10)are used to establish and show dependencies between task(begs'

0 Linking of tak bar§ on page56).

0 Resource task barél1)are marked by 2 horizontal dotted lines and indicate the time
spent on a task by the resources assigned to it (¥¥kdt does resource planning in
A-Plan look like? on page38).
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Properties of task bars
The following additional information can be addedtask bars

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

Designation(1) (see Task barson pagel26)

Beginandend as numerical value) (see Task barson pagel26)

Alarm (3) (see ‘Alarm" on pages5)

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

Planned cours€5)

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

115

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

o Earliest begin8) (see"Limits' on page63)

o0 Latest begin(9) (see"Limits' on page63)

0 Latest end(10)(see"Limits' on page63)

Links

Links are shown as lines ending with an arrowhead with buffers being displayett as do
ted lines (Details seaBuffers' on page60):

O O O © O O

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

Display of workng times /capacities

Optionally, task bars can be displayed with an interrupted filling pattern to indigate u
assigned or nonworking time peiods. In addition, available capacity can be seen from
the height of the filling pattern (seeCapaciy usage of resources / Teahwn paged7):

| | —m mm
| || [ ———
] |— s |

without indication of working timeswith indication of working times
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Series

Task bars belonging tosgries(see ‘Series (periodically recurring datésn pagetb)

are marked by a colored dot at the beginning of the task bar. Task bars modifiagalnan
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 givelow):

A m Ep Bm B

SETTING THE WIDTHT®E GANTT CHART

5

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

| 79 Gantt chart: 550 Pixels
ik zgéi]r"t Patrick
; ..:-2?. 28.6. | 7.3, (1420, |42

If the width of the Gantt chart is reduced to less than tex-p
I'd c_irb els, it isno longer dsplayedat all. It will come up again if you

- move the right borderline of the headline towards thetlef
:"—; - hand side.

INFORMATION BOXE3.B®VY 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 = WEA Ltd, (207 | b ol
1 m b 21092011 [w}3 < m R
Th, 29.09,2011 M4 o1 »M Fr, 1410.2011 Dur.: 33,0 d Work: 6,6 wd Mao, 05.12.2011
Note:
The "work" box appears only if resources have been allocatssl"®Besource planning
on pages?).

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

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

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

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) | L] 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

-

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

Clicking the buttor [ show 'taday in ribbon tabStartwill adjust the visible time griod of
the Gantt chart so that theurrent day is displayed.

SCROLLING OF TASRBA

b 11022011 (w3 Click the inner arrow buttonsdtow the scroll ba
M4 16 M Mo, 28022011 on the left side to scroll through the task bars
L

the currently selected row

select/show next task
bar

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

This function is paicularly 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 THENGACHART

i resotion: AN [-|  The resolutiorof the Gantt chart can be set in steps usi
Year the list to the right above the Gantt chart in ribbon tab
Quarter Start. With the coarsest resolution selected, erpd of
Maonth several years can be seen while the finest resolution s
; Week S a period of a few hours only.
Week M
I Week L
: Day S

WEK NUMBERS

Choosing the optioVeek Numberdrom ribbon tabView displays the week rmabers in
the headline of the Gantt chart (both on the screen and on the printed chart).
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APPLICATION EXAMPLES

REMARKS REGARDING& ARPICATION EXAMPLES

Starting APlan for the first time will automatically load the example database
Expl_Project_planningpl.

Further examples are available in the data folder @tlan (by default this is "[2a-
ments\A-PlanData"). The names of all examplatabases start withExpl " enabling
you to distinguish them easily from other databases.

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

you to open some of the examples first to get an idea of the potential range of applic
tions covered by Alan.

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

1 Notes regarding help:Help systemson pagel4.

1 Description of the user interfaceThe user interface of-Rlar’ on pagelb.

1 Creating a database and entering dat&ntering and editing of dataon page35.

USING EXAMPLES AMPEATES FOR YOUR ONAYPLICATIONS

You may use the examples as a basis for your own applications.

To learn how to create and use your own template datsyasee the chapteTemplate
databasé on page36.
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ENTERING AND EDITIBEDATA

GENERAL NOTES

This sectiordescribes all functions provided byPan for entering, editing or deleting
data.

For a detailed description of all data fields see the chapteLlIst of data fieldson page
247.

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

ORGANIZATION OF DATA

Contrary to many other programs;Ban is not based on conventional files butdata-
bases One of the main advantages of using databases is that a large number of projects
can be saved ia central databasesnabling you to easily penfm 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 sepate archive databas(see next chapter for details).

If possible, the database should be saved on a network semveparticular, if several
users access the database simultaneoudlywever, if acessed by a single user only, it
may be saved on a local computer as weji default, in "My Doements A-Plan Data").

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

Note:

In a databaseqll entries are saved immediatelgs this is the only way to ensure that
several users can access it sitaneously without any trouble. For this reason, there ig
no need to save your entries manually
For this reason, you should think about making comprehensive changes in a copy of the
databaseC A f S« ) dndl d@dying-therx to the current database afterds (see
"Save ason pagel7l).

A-Plan 2016 Entering and editing of dat§ 35


http://www.braintool.com/praesentation.0.html?&L=2

TEMPLATE DATABASRCAMIVE DATABASE

TEMPLATE DATABASE

One of the outstanding advantages of many PC @nogris that the data you created
once may be used again and again afterwards. This applie®tanfas 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 basig#ew planning work.

For this reason, it will certainly be useful to createemplate databaseafter you did
some planning with A2lan and to save typical applications in your template database.

This is done most easily by starting?han a second timena 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 anothdpPlan dasbasé' 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 maiee ind
vidually for each task but is done quite easily by using the fun@admlate / Postpone
dates(see 'Postponing all dates of a folder, projeattask by a given period of timi@n
page76).

ARCHIVE DATABASE

The procedure used for creating a template database is likesuigable to transfer fi-
ished projects to amarchive datbase(see 'Archive databaseon page36). Just cut the
finished projects instead of copying them and insert them in any other database

CREATING A NEW DA RSIE

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

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

UNDO/REDO

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

HewZE & f- To use one of these functions, chodsedoor Re-
E ot Creste/Edit do from the Quick Access ToolbaSometimes, yot
- will find these buttons at the bottom of diadpbax-
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 vgafpaexample in your Wi

dows Explorer, i.e. press the keys CTRL, SHIFT or CTRL+SHIFT while clicking additional
rows.

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

5 Milestones | 1&'

6 Bl Processes (3 g

7 Identify departments |1 % 2% Miller

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

ENTER A NEW ROW

To insert a new row, either eghe respective command from the ribbon t&lata Table

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

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

A new row is either inserted in relation to the currently selected ove. on the same
or on a lower or a higher levelor absolutely by the user choosing the desired level.
However, only those levels will be at yatlroice which makes sense in a givenatian:

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

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

Pl a2 New row ' , - )
Structuring =2 MNew row on next higher level

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

=l Internal imple
33 3647 A f Critical
.

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

on level 2 [Project)

B R AR ) ) o

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

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

INDIVIDUAL COLORS FOR THE ROWS
Oneor severalines at a timecan be fitted wih anindividualcolor:

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

Alternatively, thetime barmay beprovided withthe selectedcolor alsasimultaneously

The correspondindialog boxcan be used bothy right clickon a designation of a task
as well asn the menuDataGantt chart

SUMMARY RWS

Folder rows(= highest level in the structure, seBtfucturing (Folders, Projects, Tasks)
on page24) always serve to summarize all projects or tasks contained in erféd a
consequence, the task bar in this row extends fromllegin of the firsttask bar in the
folder up to theend of the lasttask 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) EE“" —
= Prﬂi.] ()] — 'lllll‘

All other rows, i.e. on the second or on lower levels, atieegishown asummary 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 iadendent row again as soon as all of the subtasks have
been ckleted.

Parent rows are distinguished from independent rows by theulerlined designations
Thetaskbarsof summary rows fature a black triangle both at the begin and at the end
and are disfayed 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 o |m|N
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 TABKRS

Optionally, task bars in summary rows can be removed from digglajicking on the
designation of the row with the right mouse button and activating the optlmnsun-
mery time bar.

UPGRADING AND DOWNSERNG

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

m Start View Data Table Data Gantt chart Tools Help

4 Cut |=| Higher : 4@ Upgrade W' Compl, mp Motice arrow J Do not filter
23 Copy | |2 Same ™8 | = Downgrage 7 Mot clear Fassive & Lock
Insert N Certain =
7 Delete | | = Lower |aya|= E‘, Page bre f Critical K canceled Ei ‘Master’ lock
Clipboard Insert rows Structure Properties
Task ‘Resaurc Downgrade | Jan
Downgrade row with all subtasks to the next
14 Structuring |f'-.-'1i||er 30 Jowerlevel |
15 Detailed structure | Miller 30) |
16 o Product selection | Miller (20)| @ Press F1 to have the help text displayed. |77
17 B Internal implementation (7] | | | | ||_
Task Resources CapUsg P|'d‘ | Mov 2013 | Dez 2013 | Jan
14 Structuring | Miller 30 00 % | | |
15 B Detailed structure (1) | Miller | | |
16 9 Product selection | Miller (20) 20,0 %| | | ]
17 = Internal implementation (7 | | | | ||7F
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PASSIVE AND CANCELBPROJECTS

START VIEW DATA TABLE DATA GANTT CHART TOOLS
< Profile: | Default v - O] = £ o= % B2 - @“ [~ 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‘
3 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

Projectsare passivelf, 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 ad costs. Contrary teancelled projectghey are shownn resource

view.

Cancelled projectare those projects which were not executbdt 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 setfgassiveor can becancelled

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

Optionally, a row Isowing the totals of all folders of a database can be insertegd an
where in the table:

Task Work PI'd  LabCost PI'd

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

To activate this function, use the dialog boptions(see 'Cdumns/Rows on pagell9).

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 ofiits nu
ber fields and you cannot create any projects within this "folder".

LOCKIN®F ROWS

If a single row is to be protected against accidental changes, for example, because it co
tains a fixed date of delivery, you may lock it against any changes by clicking orsthe de
ignation of the row with the right mousesly and choosingock row

Milestones

Processes (3
H Topics, content

B Internal impler
Performance Lock

PlaceWebde o ., %

Tnetall bmtlimd
Wal 30SND £ 207
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 permissioh®n pagel84). This lock cannot be deactivated-u
less you have master rights.

Cut
Copy
Delete

il T

Task Status Locked rows are indicated in the status column t

means of a yellow lock (standard lock) or a red I

Place Web design order |I:If_?| ) L,) al E)GIK)S ND
Install hotline ||:|E|
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ENTERING AND EDITID&STA

EDITING DATA

Note:
Alist of all existing APlan data fields is attached in the appendiA(List of data fields
on page247).

Task Status Resources  CapUsgPI'd LabRate| Depending on thei
FI'd|  contents, cells in
= Internal |rr1r:||err1er1taf‘.|f:ur1 l{?] =] . ~50,00 5/h the main table of A

Performance specification Miller 100 % 50,00 &/h .
Place Web design crder & Miller (15) 15% 50,00 5/h Pl_ant _are d||slayed
Install hotline I Schulz (20) % soposm| With different back
Search engine registration |3 Schulz (20) 0% 50005k groundcolors.
Staff training =] Stevens (207 Sc 10 %6 - 20 % 100,00 5/h
Adjust brochures = Miller (30) 30 % 50,00 5/h

1 Cells arevhite if their contents can be changed.
1 Cells argreyif their contents cannot be changed.

1 Cells ardight blueif their contents were taken over by the resource assigned to the
respective cell. The cell is displayed in wicibdor if deviating values were entered.

1 Selected cells argellow.

Having selected a cell by clicking it with the mouse or by navigating atartow 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 radibking 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 SELECTIONBM ENTERING VALUMERO FIELDS

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

TIME INCREMENT

Entering and changing of points in time is done tme incrementwhich is setentrally
for the entire databasgsee Time/Week numberson pagel30). The increment spéc
fies the distance between followp points in time as they are used for entry and display
of time.

By default, the increment is set to 15 minutes. If required, a longarement should be
set, i.e. choose an interval which is close to the shortest time interval used in your pla
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 haut day respectively.
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Larger time increments result in faster internal calculations and allow you to m#ke se
tings more easily as unwanted intermediate values cannot be set and will nosbe di
played. The latter is particularly useful when points in time set in the Gantt chart

with the help of the mouse.

ENTERING POINTS IME

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

Values ae changed along the séine increment(see Time/Week numberson page
130):

09.03.2010 1441 [»}-2| Scrolling will count up or dowtte next higher timeunit as well. For
i example, if theset time incrementfor the database 145 minutes the
__| time value "14:00" will be fdlowed by "14:15".
09.03.2010 1448 (]2,

To use th&keyboardfor changing a value, just doubtdick the value to be changed (e.qg.
the day) and overwrite it with the new value. To enter a completely different paint i
time, select the entire field and enter the date and time. Do natee delimiters such as

Sor ™", Again, values will not be accepted if they are not in line with theiset in-
crement

o Clicking on the current value in the table with the right mobsé&on or cliking the
down arrow will open amuxiliary windowfor the input of date and time:

210120101500 (¢} 2100h  100wh| (0

Januar 2010 Hour Mlin Mow
MDODMDFSS oo Jligluratinn
53 1 2 3 00 06 12 18 05 fix,

145678910 [01071319], 15— Adj Cap
211121314151617 (020814 20| 25| Vsaoe
2181920212223 24 |03 0915 21|, 35

40
5252627 28293031 (041016 22| je| ST
: 05 11 17 23| 55 Cancel |

ENTERING DURATIONBY¥ER AND WORK

The duration as well as beff 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 displayedworkdays(1 digit after the decimal point):
1d3h30m = 1.3wc

2w 2d 12.0 wc

2.5 weeks 12.5 wc

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

13:30 11.5 wt

A-Plan 2016 Entering and editing of dat§ 43



150 min = 25wl

HenceA G A& 2F y2 AYLRNIFYOS ¢KS{KSNJoregedz Sy (1 SN
not at all if you enter itagether with hours:minutes.

TASK BARS (GANTT GRIA

CALCULATION OF THERATION OF TASKSFBHLT CALENDAR

Note:
With the time increment set td day(see Time/Week numberson pagel30), youdo
not have to care about working time!

DATAGANTTCHART | TooLs The working time used for calcuiiag
i adst B Coendor ElTaskbs | B9 the duration of tasks is defined in the
Adjust begin Dur. Epostponement - .
Adjust capacity usage =] Color Working default calendarwhich can be reayp-
Adjustment Tools _'.'-:urr'in-hme nIZEd from a SﬂCIal SymbOI |n the Sta_

tus column. It is dplayed after you
have clicked the buttofWVorking time
in the tabData

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

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

If necessary, working hours can be changgdahifting the begin or end of the time bar
while keeping the left mouse button pressed down.

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

Note:

All work days of the default calendar must have #agne duration For examp, 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.
Forwork and cost calculationsadditional calendars can be used in which you camispe
fy different workirg hours.

For more details seeDetermine working hours (Resource calentiar) page39.
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ENTERING A NEW TASKRB

Position the mouse pointer in the Gantt chart at the point where the new taskstar
start. Doubleclick with the left mouse button to insert a new task bar. The length of the
task bar is determined by the set default value (sBettings on pagel37):

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 Garttchart the begin, duration, work (if resources are assigned to the task
bar) and end of the task aregpiayed in separate boxes:

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

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

0 You mg 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 #ggrbor end

(«=1) or the center of the task bar P"I" ), click the left mouse button and hold it

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

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

o The position field of the mouse pointer displays the current values of the begin, end
and duration of the tak bar. If resources were assigned, work spent on the task is
shown as well and, with planned work entered (s€efuired Workon pagel01),
the divergence from planned work is shown as asdibte value and as a psentage:

[
&

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 movi®ianother row. To avoid
this, you are required to hold down th&LT keyadditionally to move a task bar t;ma
other row.

A-Plan 2016 Entering and editingfadata 45



FINE ADJUSTMENT

Apart from using the numpad arrow keys (to left/right) for fine adjustment, you ntay a
tivate and deactivatdéine adjugment 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 arrowhead<&&* 1) respectively. This allows you to make precide se
tings even if the resolutionfdhe Gantt chart is quite coarse.

USING THE MOUSE TORY 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.

MILESONE

If the length of a task bar is "0", it is displayed asil@stone (¥).

You can creata milestonedirectly by double clicking othe desired positionn the
Gantt chartif the correspondingre-selectionhas beerset 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

Milestonesthat have been marketbr displayin the higher level$oo, sothat they are
visibleeven in closegrojectsor blocks

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

Theidentification ofsuchmilestonestaking place in registddataGantt Chart

Processes (4 |

FILE START VIEW DATA TABLE DATA GAMNTT 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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Anumber>0 indicates thdevels toviewthe milestone from top to bottom A"2"
therefore means thathe milestoneshould be displayetb the 2nd leve]ieinlevels 1

and 2

A number<0 indicates thdevels toview themilestone from bottom to top. A"-2" in
this case meanthat the milestore to be displayed omhe next2 levels aboveSo ifthe
milestoneis on the4th level it should be displayedn the levels3 and2.

A"0" indicatesnot to displaythe milestone ona higher level

ENTERING MORE PRORER OF TASK BARS

Rightclicking a task bar opens up a dialog window in which all properties of the selected

task bar are displayed and can be changed directly:

[ [ [ [ Jscninscpanmens L] [
Identify departments (planned) @ Identify departments (planned) @
Delete task bar (click here) - 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 Ii Duration or work? Work
= Buffer 0.oh E = 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 i
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
collapsede.g. the group "Dwation/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 curremntly s
lected task bar). Alternatively, the box is closed automatically after yga haade 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-t#itk it at the dividing spot while holding
the CTRL key pressed down.

By : | | L_| Alternativel, you may select the dividing e
Identify departments (planned) b} . .
AT rr— =l mand in the property box and then click the ta
Lock tas: bar no o bar at the spot where you want it to bewided.
Divide task bar Click the separating point
Designation ldentify departy | sts
Same designation as row

DIALOG BOX "CALENDAR

All dates ("Entry date", "Reshow date"e@n", "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 registerData Gantt chart

Begin (]
Januar 2010 Hour Min Mow
MDMDF S S 00
52282930311 2 3 (00061218 05

10 e
145678910 01071319, 15 | Close

2111213141516 17 |02 08 14 20| 0 25 [7] Duration fix,
2181920212223 24 (030915 21|, 35

425262728293031 (04 10 16 22 :g as|| ™ 201_[1.(:1010.2010
1234567 [0511172 55557507 5010
By 14:00

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

To close the calendar, click the butt|ZE calendar again or click th€losebutton 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
tons shown at the bottom of the calendar. You may have the meaning of the b
tons displayed as Tooltips.

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

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

Click the desired hour and minute. Minutes in between appear if the mouse pc
remains for a short time on the nexti@r five-minute or tenminute 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 30 25( [7] Duration fis
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 ofyably but-
ton. Alternatively, double click on one of the number fields to trigger this actior

Colors

The followingcolorsare used in the calendar:

1 Enrtry Date: blue

1 Reshow Date: purple
1 Begin: green

T End: orange

1 Area between Begin and End:  yellow

1 Completion Date: dark-gray

Select curretitime ("Now")
Click the buttorNow.

Fixed duration / Fixed work:

With the optionDurationfixed or (if resources are allocate®york fixed being selected,

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

DIALOG BOX "DURATIONWORK"

A separate dialog box is available for changingplla@nedor the actual duraion (see
"Project statusgflanning, current state, prognosis)n pagell5) or thework of a ®-

lected task bar. Click on the butt(E[pur. | in ribbon tabData Gantt charto open the
dialog box:

Work (] To change thactual duration,click the
button E first.

Waork 10,0 wh =
Mi B o Like the calendar, this dialog box can
ilestone (work = 0) - ]
=V [ sooy | \_-| remain opened permanently and can
Close placed anywhere on the screen.

[

A-Plan 2016 Entering and editing of dat§ 49



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

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

Clicking the button[E) provides further options:

Work E%]| The length of the selected task bar can Ive ¢
Work Th tered either agduration or ¢ with resources
r;”mm N - assigned; aswork (see lzlow).
A =V @ In addition, you may determine whether the
change 0 begin or the end of the selected task bar is tc
) uraus Ty @ Work "ii remain unchanged when theudation of the
Change of bar is changed.
@ end - ) begin 4
Enter duration as
T ] @

The duration can be entered either esal time which means that you enter the sheer
difference between the begin and the end ornasrking time based on the working
hours of the default calendar (se€alculation of the duration of tasks, default calerdar
on paged4).

TASK BAR LIST

OPENING THE TASK BAR

] Calendar [T Task bars | Click the buttoriTask barsn the ribbon tabData Gantt
=] pur. = PUS&UnEmEnt chart.

ZICnlor ESEries

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 |..

4 m b |_

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

FUNCTIONS OF THERK B3R LIST

Buttons

o0 Applycloses open entry fields and refreshes the list

o Series opens a dialog box for creating a series of recurring dates
o Sortallows you sort the list according to the set sequenc

o0 Newcreates a new task bar

o Deletewill delete aselected 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 cal@nfor entering the date.

Instead of double clicking on a field you may also click on the column concerned with the
right mouse button to open the catelar. The quickest way of closing the calendar is {o

double click on the day you want to selectrfrtdhe calendar.

- Duration, Pattern, Alarm and Note

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

o "Dialog box "Duration" / "Work"on page49
o "Bar patterns on pagel28

o "Alarm' on pages5

o "Note" on pageb6

- Labour costs planned / Labour costs actual

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

- Series

15 Serie | 16 Nz | |f task bars belong to a series (s&eties (periodically recurring
+11 dates) on page65), the column "Series" shows the number of the
1 series. A preceding "+" indicates that either the begin, end or the

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

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 entitle8eriesenabling you to create a new task bar series which
uses the task bar of the curremdw as a starting point.

Creating newtask bars

To insert an additional task bar, just click on the buthéew. 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 taskar precedeghe 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 precedethe new entry:

0 Begin = start of workf the current day

o Duration is taken from the default setting (se®éttings on pagel37)

DESIGNATION OF A KAFAR

After doubleclicking on a task bar or by cliogiit with the right mouse button and
choosingenter Designationan 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 taskdidr or
there is not enough spacgatfter the task bar. If the designations of the task bars are to
be hidden temporarily, unselect the optiddesignationat the registeView.

If you want to use the designation of the project or task for the related task bar as well,
just click the task bar ith the right mouse button and choogeopy 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 ctomer or the start of production. I&-Plan, dates of this
kind can be entered dscked task barsTo lock a task bar, click on it with the right
mouse button and choose the commahdck Task Bar

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

by those users only who havemadh 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 verticalroers lines is given a black background instead
of a white backgroua:
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e | e
| | |
totr ot
| | |
| | |

The chapter Buffers' on page60 describes how the execution of tasks can be shifted if
task bars are locked.

COMPLETED TASK BARS

If a task has been completediick 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 eoempl
tion.

By default, completed task bars are shown in kghay. Optionally, they can be "struck
through" by means ba horizontal line (seeBar patterns on pagel29).

PATTERNS
Pattern Clicking on the buttm@ opens a dialog box whic
Pattern _ Designation - allows you to assign differenblor paterns to task
E (depends on prio. prio-=2) bars. Depending on the selection you made, the
I process color pattern is assigned t® shgle task barone
topics |
%‘ data proc. task bar selected), tall task bars of a rowone row
I internal implem. selected) or taseveral rows or blockgéextended
EEEEEEA external implem. lecti
I (urtitled 06) selection).
E ontitied 08) The first entry irthe list dways shows the default
— [UHEE:ES ?3] i pattern for the selected task bar based on the pr
MR (untitied 10) ity assigned to it (seeBar patterns on pagel29).
| Close |[_ épply ]

Below the task table you can prinfegendof patterns and pattern designations (see
"Task bars/Notes/Legefidn pagel52).
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RESHOW DATE

Thereshow datefunction enables you to limit the display to due tasks and tusthtasks
which you want to be reminded of. Contrary to thlrm function(see ‘Alarni' on page

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

To set a reshow date, just doubddick the requested point in time in the Gantt chart
while keeping the SHIFT key pressed down. An exclamation mark is used dteiricic
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 @ m? m -124d 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 ttatus selectiononly those
tasks will be displayed which have theshow datebefore or on the present day (imnd
cated by the light reaolor):

ﬂ Start View Data Table Data Gantt chart Tools Help

2 Profile: Default i | =R o m» | £ g o= == 5 .
. . E- E= E= M
E_-} Save settings E O g f ;

i e -~ [l 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 | - E 3 36d | FPE_: CEs5esh
)
L]

El

5 Identify processes ‘ - = 11d Stevens (50) ‘ v

The reshow da in higherlevel rows is the same as tlearliest reshow daten the low-
er-level tasks.

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

To delete a reshow dat select theeshow datein the context-sensitive menubby right
clicking the designation of the row) and cli@klete Alternatively, select the exclaan
tion mark and press the DEL key.
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ALARM

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

I I =D | | Clicking on a task bar with the right mous

=

Determine contact persons (planined) = =lll  button enables you to set globalor aper-
+ BeginiEnd “|ff sonalalarmin the property box The alam
+| Durationiwork . . .

competed time is taken from the default $ng used

Link for this option (see Settings on pagel37).

Buffer 0.0h

Note Choosingedit Alarmopens a dialog boxre

Color/pattern pProcess c . .

eahou date il abling you to set the alarm time as you

global alarm [ need |t

perzonal alarm | Alarm @

Series [® Enabled Please note that an alarm W|” nOt begfi
[ Clase the window automaticaly g | Daulsl  HrsMin gered unless you have clicked the check

Apply DEIDN 0 Enabled
(®:Before Begin:

| | () After Begin
I I I Cancel

T——me=ting A black triangle is displayed at thedin of
the task bar concerned if an alarm has b
set.

Note: The alarm symbol is not shown when task baesg@inted or displayed in thesr
source table!

An acoustic signal sounds when the alarm date is reached and the following wipdow a
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: | Fr, 18.03.2011 18:00

Alarm:
Day(s) Hrs:Min

@ Postpone Alarm by: 0 = 00:05 = T
Delete Alarm

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

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

NOTE

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

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

choose the commandlote or click the symdel 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 BK 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 agmng seven tasks are autonnel-

ly shifted by two weeks as well.

Links are shown as lines ending with an arrow. A task bar to which an arrow poirts ("su
cessor") depends on the task bar from which the arrow originates ("predecessor"). This
means that thadistance 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 followup tasks will be pdponed by the same amount of time:

Bl Topics, contents (43 |

|
Define topics [miter |
Structuring |Schulz |
Dretailed structure |h.fIiIIer |
Product selection |Mi|ler |
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It seems as if théengthsof some task bars changed as a result of the shifting. In fact,
the postponement was made in codsration of working times so that the lengths of
the task bars has remained unchangederms of workng 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 extentbuffers can be inserted between task bars (s&uffers' on page60).

However, itis also possibleo defineall of the linksas atemporarybuffer, sothat they
can bepushed togetheto a distance of "0(see "Distances temporarily as buffer" on
page62).

ESTABLISHING A LBEKTWEEN TASK BARS

The simplest way of establishing a link is to selecstiecessofirst and to click the
predecessonext while holding down the AT key.

If the begin of the successor is to depend on ieginof the predecessqrclick the pe-
decessor on the left from the oer:

Iﬂ | .-"5"x|t+I:I||l:k P

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

q% n Alt + Click E%I—L.

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

D‘—L% Alt + Cllck D’W

Clicking a link with the left mouse button wsklect it (the link turns red). Taelete the
selected link, just press the DEL key.

ESTABLISHING SEVHRNKS SIMULTANEOUYSDISTANCE = "0"

% Forward | 'E3 Forw,, distance 0 The tabData Gantt charprovides several functions fc
S Backward | E3 Backw,, distance 0 simultaneously linking all task bars of a selectechare
a‘li Delate E Link dialng EItheI’ forward Or baCkward

Links

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

Clicking the buttorDeletewill delete all links within the seleced area.

The columriinkshows 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 BOXINKS"

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

cessor with the right mouse button and chodsekor press thebutton H

The gray bar in the dialog b¢k) represents the selected bar in the Gantt chahich 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

1 - Basic design 1 |E| @ Begin End
Begin End @ 21

Distance

Distance 2d=

Calculation of distance in
7] Default ==
L | dep | [ Cose [ appy |

The predecessor can be selected from the ddopvn lists(2). The last dropdown list
contains all task bars that exist in the selected row (=task andfgept).

If the predecessor is included in another tagkgject 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@ttask bars. The numbers enable you to link task bars
which have no designation.

In addition, use this dialog box:

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

o to sethow the distance will be calculated

o to disconnect linked bars.
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For details on entering and calculation of the distance see the explanations ontthe se
ting of the "duration” (Time/Week numberson pagel30).

FLEXIBLE DISTANCES

Sometimes, a followp task is to be postponed only after a givemimum distancehas
been reached. This requirement can be met by including additiouni®érs (see
"Buffers' on page60).

FIXED END (REVERSKING)

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 todsthe 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 pesdovant

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 1CAPSED" SUMMARIES

Linking lines endingtaask bars which are included in "collapsed" summaries ae di
played as dotted lines in this area:

i

2

J

U

NOte:fTLfr\ L1 |+

Links cannot be selected and deleted if one of the task bars involved is included4n p co
lapsed summary!

LINKING IN CIRCLES

The linking of several task bars may result in a circle of links with every bar in fact being
its own preaecessor.
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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 inghe ex
cution of a task does not affect the successor tasks as long aethg does not exceed

the existing buffer.

Buffers are indicated by

. s ——TT dotted lines as shown on
| 27| 3T|ﬂ ________________ the left.

[ 7] 17 ®

| | oT|

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

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

1 If you take into account the effects on the entire chain, theal-buffer of the second
task can be added to the@ay-buffer of the first task which will result intatal
(=accumulated) buffenf 3 dayq5). This means that the first task can be shifted to
the right by 2 days without affecting theext taskand by 3days without affecting the
last taskin the series.

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

x:_prz 1. Initial situation

2. First task is dlayed by2
days

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

3. First task is dlayed by a
total of 3 days
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Result:The second task is shifted by oi@y; this uses up its remaining buffer; as a-co
sequence, an accumulated buffer for the first task no longer exists.

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

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

ENTERING BUFFERS

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

| TT L0 no buffer exists, press the SHIFT KEY al twevoid a

change in the end of the task bar.

Another way of entering buffer is to riglalick the task bar concerned. This will enable
you to enter or change the value in the property window (sEatéring more properties
of task bars on page47) of the task bar.

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

1 As a general rule, buffer lengths (incl. accumulated buffers) are calculatedsnd di
played from he default calendar(see 'Individual colorgor Resources

Resources can @ovided withcolors Thetask bas of the tasks to whichthe resources
have been allocatedare then displayedh the respective colors

I Funktionen bewerten |
Funktionstrager -;ermitteln
Ldsungen I:uia.-\rerten
10. - 17,

1-

Funktionen bewerten ResLl {30} |"

Funktionstriger ermitteln
Lasungen bewerten und auswihlen

'L 1158 4

Morgang Ampel
BlEntw 1 (3}

Resl2 (2}
Resl13 {4}

C]
-0
iy
iy

The corresponding dialog baan be opened byight clickingon a resourcename
1 Determine working hours (Resource calentiar) page39).

1 InActual Mode(see Project statusflanning, current state, prognosis)n pagells)
buffers cannot be created or changed.
1 If the limits of a buffer are overrun,regative bufferwill be displayed. This wilha-

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

Shifting several tasks without changing buffers can be done with the help of the dialog

box "Postpone date" (see Ribbon tab "Data Gantt ch@diPostponement”).

MULTIPLE LINKS

A task may haveeveral successoiw several predecessors

I I i- i With a task having several predecessors, buffers sh
m - | beinserted so that the task will not be shifted until o
| TN of the predecessors will overrun the minimutistance.

Note:

With several predecessors, you can no longer change the linking points at the succ
(begin or end) by clicking it with the ALT key pressed down. In this case you have t

the dialog box to do the change.

eSsSsor
D use

DISTANCES TEMPORARILY AS BUFFER

It can be switched t®uffer Modein which all thedistances betweemtask basare
treated astemporarybuffer. Shifts areherefore madein thismode is alwaysip to the

beginningof the subsequentask basbefore it isalso moved

DATA GANTT CHART TOOLS

= -—+ Buffer Mode

=

v | Adjust end ! Adju
Adjust begin

Linkdialn:-g Adjust capacity usage
Links Adjustment
pus =it L | Dez 2015 Christm lNew Year
lights B.| 30.-6. | 7.-13. 14.-20. 21.-27. | 28.-3. | &.-1I
O] e e m—
@  Miller (20) || |
@  Stevens (40) | ‘| |
@  Stevens(s0) | || Wz
O] | |
fus i T | Dez 2015 Christm lNew Year
lights B.| 30.-6. | 7.-13. [14.-20. 2147, | £8.-3. | 4.- 10
O] | e
@  Miler2o) | || ] |
)] Stevens (40) | _ | _| _____
@  Stevens (50) | | |
O] | |
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CRITICAL HA

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

the project.

puffer PUffer | Feb 2008 | uri  This is true with the
kum [-17. 18.-24, 252, 3-8, 10-16. | ypper path in the &-

I I EII amplec for this rea-

| o7l son it is marked red.

| o The lower path isiot

| | | critical as there is a

| | 2T buffer of 2 days for

I , TI EII | | | the last task.

Mark critical pathis anoption whichcanbe 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 overrvara gi
limit. Limits are takemito 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 th®#é Gantt
chart.

ﬂ Start View Data Table Data Gantt chart Tools Help
[ Default 4 C Earliest begin ELEForward ':[.‘—;'IFGHN., distance 0 |:| Adjust end i Adjust ECaIend
7 Milestone | OE Latest begin i‘liBackward ':,_‘—'='|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) | l:!

If a change has the effect that an existing limit is overrun, a message appears and the
corresponding symbols come up in the colunimaffic lightand Status:
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Task

Identify departments
Determine contact persons
Identify processes

B Determine new processes (2]

Basic design
Detailed design
B Topics, contents (4]
Define topics

Structuring
Detailed structure
Product selection

& Internal implermentation (7]

Performance specification
Place Web design order

Install hotline

Traffic Status End late Resources Jul 2013 | Aug 2013
Light
Vv Miller (20) |
@ 7?3 21.08201308:00 Stevens (40) | 4 3 3
A-Plan12 52 B

.:e]
= overrun!

7

latest end

Fows
Lirnit:
Crwerrun: 6 d

Do you want to undo the change?

At least one of the existing limits was

The user administration allows you to specify which users may change limits and which
usersare not allowed to do scsge"Assign access permissidms pagel87). The limia-

tion refers to the change of the limits themselves. If change permission existapitee |i

may be oerrun but as a result an indicator comes up in the status column.

LIMITS IN HEADLINESYJMMARIES)

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 begiend of the block are not

displayed in the headline:

Task

B Processes (4
Identify departments

0 =] & kN

Identify processes

Determine contact persons

Traffic Status End late Jul 2013 | Aug 2013 | 5
Light

- r

¢ m= 1

@ 7 21.08201308:00 4 [:%:

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

awSR& ¢2dz R

oS

aaA3ySR (2

GKS SyddaNB

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

date.

us

of 201

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

a[ AYAU&Ga

I FGSNI 6KS Ay@2f SR

f AYAQ angitkea

rior row can be shifted beyond the corresponding limit of the summary row.
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‘ SERIES (PERIODICAREZURRING DATES)

Many meetings, appointments and events recur periodically. To facilitate thg ent
such dates, Alan 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
Maonday | Friday eachfevery| 1 Week(s)
Tuesday Saturday
Wednesday sunday

Thursday
Exclude:

J|Holidays  If exluded,

@ omit dates conc,

. postp. dates conc.
link created dates

Prior to creating a new series: End by / Mumber of dates:
current series: End by 08.04.2011 13:42 t|§|
@) delete entire current series

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

| e |

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

Important:
The dialog boxannot be opened unless you entered and selected the first task bar of

the intended seriepefore. The slected task bar determines not only the begin of the
series but alseéhe 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 dugation
of the serial bars only.

A-Plan provides four different recurrence patterns enabling yoareate as many var

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 dateddiitian, existing

single dates or series can be deleted before the new s&sieseated.

RECURRENCE PATTEHRCH/EVERY"

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

0 minutes,
o hours,
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o days or
0 weeks

If youchoose "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
|:|Wednesda].r |:|Sur‘u:|ay' Exclude:
[¥] Thursday '

If exluded
@ omit dates conc

vostp, dates conc
|:|Iir1k. created dates I I :

cludf-" In addition, you are allowed to exclude publicikol
Haolid If exluded . " "
cneays T mleed days (and wekends if you choose "days").
[C] saturdays @ omit dates conc.
[ sundays ) postp, dates conc,

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

RECURRENCE PATTHMN(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 egammry Mm-

day and every Wednesday at an interval of two weeks:

Recurrence pattern:

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

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

DTuesday DSaturday

|:|Wednesda3.r DSunda}'

Thursday

Exclude:

If exluded,
@ omit dates conc.
| postp. dates conc.

|:|Iir1k. created dates

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

Either choose a day by enteriaghumerical value
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Recurrence pattern:

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

@ On 20=.day eachfevery | 1| Month(s]

-

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

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

71 On |20, day each/every | 1| Months)

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

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

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

Either specify a calendar day

Recurrence pattern:

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

[=] On 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:
) each/every () day(s) of the week () day of the month @ day of the year

20N | 1| [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 @raleyears.

CREATING RECURRIMGES

Having selected the desired recurrence pattern, either specify a time range orethe fr
guency of occurrences. Clicking the but©reate seriesvill create a series of task bars
startingfrom the task bar you selected at the beginning:

End by / Mumber of dates:
@ End by 05.07.2011 00:00 Bil

) Mo, of dates 5= [create new)

| e |

Dates of a series are marked by a colored dot at the beginning enabling you e disti
guish them from dates which younered manually. Recurring dates are not different
from manually entered dates, i.eoy may delete or shift them as well. If task bars of a

A-Plan 2016 Entering and editing of dat§ 67



series are modified after you created them, this is indicated by means of a tiny white
cross inside of the colored dot at thedin (for an example, see the third task bar from
the left in the screenstt shown below:

a8 agapaaAa a A

SEVERAL SERIES I GOW

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 craeatew 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 0 0 0

DELETING EXISTING E&

Prior to creating a new series:

Prior to creating a neweries you can delete exiisg
current series: single dates or existing series (for example, if you w
t

@/ delete entire current series D recreate a series using modifiedtsegs)
delete to the right of selection g g ’

further series/single dates:

Jlidelete all existing series;

delete all existing single dates

LINKING OF RECURRINMOES

Activating the optiorLink created datesvill enable you at later time to shift the entire
series by a given period of time. kimg 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 tak bars on pageb6):
Ot g

CONSTRAINTS

If the selected starting task bar is linked to other task bars, thenititked taskbarswill
not be multiplied when a series iseated!

For reasons of speed the program doed checkwhetherthe new task bars overlap
with existing task bars. This is even true if the corresponding option was activated (see
"Messages / Aids / EMaibn pagel38).

A series can no longer be createdrfr tasks withassigned resourceas soon aghe time
spent by of one of theasourceswvas changed or if a series was created already. If this is
needed, the series must be created first and time spent on tasks must be assigned a
terwards.
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GENERAL

Object Any exernal file can bdinked to a row or can bembeddedin it.

w causersipe]  With a file linked or embedded, the minimized icon of the related apy
i ch\APlanll|  cation as well as the name of therotected file is displayed (seews 1
fC\aPlanll|  and 2 on the left).

Furthermore, the following sybols can be displayed:

@, Embedded file (the name of the original {source file} $pldiyed in curled braces ¢
¢ if a new file was createdthe file type is diplayed, 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)
e

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

@ Internet address (URL): doubkdticking on the adddress will startettstandard -
ternet browser with the respective visite

LINKING/EMBEDDING AMBJECT

LINKING BY DRAG ANBOP

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

To do so with Alan running, start the Windows Explorer, click on the file to be linked
and drag it to the desired row in theRlan main table while holding down the left
mouse button. After a few s®nds the minimized icon of the related applicatiqgpaars
in the columnObjecttogether with the name of the linked file (depending on the appl
cation used for creating the linked file and on the power of the computer this process
may take somewhat longg

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

LINKING BY USING FADOG BOX

Object Dur. Wer|  You cannot make entries directly in this column. Clicki
Y '?"; on the column with the right mouse button opens a pop
,1 c:::,e ¥ New object menu enabling you to insert new objects and to open ¢
4 C\ (38 Open object delete existing bjects.

_ M Delete object

Clicking on a row with the right mouse button and choosing the comniNawd Object

or doubleclicking on the desired location inghmain table opens the dialog box shown
below:
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Insert chject [T | [ESm]

File: L ok |
ChAPlanll\Datenreport.xls Cancel |
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. B DS
piny Help |

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

LINKING FOLDERS ASECTS

Apart from files, folders may aldbe embedded in th®©bjectcolumn. Doubleclicking on
the folder name will start the Windows Explorer and will display the directory inxhe E
plorer.

Only drag and drop can be used to link a folder to a row. For this reason, the Windows
Explorer is starté if a link is to be made. To establish the link, just click on the folder and
drag it to the target location in the-Rlan table holding the left mouse button pressed
down.
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SENDING OF EMAILS

Emails can be sent directly fromPan.To enable this, there is a coluni@) 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 statisa task, just rightlick the

email address of the recipient. This will opemassage windowvhich already includes
essential details of the task concerned. Data which have been changed since the prev
ous email are marked by an "*". Of course, you 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 antomated sending fui-

tion for emailsas there is a high risk of sending emails although you would have pr
ferred to send them later or not at all (fexample 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 A2lan from increasing the existing flood of mails of which many
might remain unnoticed for reasons gjuantity.

The column®kem. time, Reshow datBuffer actual accumulate@ndLast changeare
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

1 TheRemaining timeshows tasks whichave not yet been finished although they have
overrun their date of conpletion (including buffer).

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

completion of the entire chain of tasks.

1 Use the columrLastchangeto identify tasks which have been changed recently.

As all of the abowenentioned columns can be combined in a filggthe settings of
which can be saved in a profd& does not take more than a mouse click to have all

tasks displayed which mighause problems or need to be revised.

FIND AND REPLACE

FIND

Clicking the commanBindin the ribbon tabData Tableopens a dialog box which will
help you to find any string of characters you wish to find in the task t&ikert by typing
the string you are looking for and click the buttBimd nexton the right of the dialog
box. The pogram will look through the table for the first instance of what you typed in
and will indcate the row in which the string was found.thre lower part of the dialog

box, the found string of characters is shown within its context:

Install hotline

Staff training
Adjust brochures
Marketing measures

Search engine registration

= BExternal implementation (3]

Create prototype
Adjust prototype
Create web pages
Run trial version

Data processing (3]

H Proj. 1 (7)

Approval and release

Find
Find what: proto

Search options
Selected col. only
Include task bars

Include notes

Task:

Create mype

Direction: All
Compare:

Match case only

Part of field

L7 =S

Find next

LClose |

EIEIRET

|
| Hep |
|

<< Reduce |

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

Note:

The functionwill look through all the rows which currently exist in the table irresdpe-

ly of whether they are displayed or hidden in collapsed folders or projects. Howeaef

ta not contained in the table will not be included in the search, for example, if a filte
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 whicls iopened by choosing the commaReplacefrom the riobon 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 youngered in the fieldReplace withor you may replace all
instances by pressing the respective button on the right. Especially whenRspigce

all, the replacement process is performed considerably faster if you choatst® 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| =
. ompare: art of fie ——
[ Topics, contents (4 Include task bars amp Replace all
B Internal implementatien (71 Include notes Match case only (T
Performance specification
. Task:
Place Web design order
Basic'-'ﬂ

Install hotline
Search engine registration
Staff training

Bolivied bhemeleyieme

Contrary to theFindfunction, opening the dialog bd®eplacedeactivates the main war
dow of APlan. This means that nateons can be carried out in the main window as long
as the dialog boReplacds open.

Note:

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

TheReplacgunction will not be applied on data if you do not hasdTficient access
rightsfor the folders concerned.

You can undo all changes resudfifrom using thdReplaceunction by choosingedit /
Undoonce after the dialog box has been closed. When undone, they can immediately be
restored by choeng Edit / Redo
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MOVE AND COPY FOLBERROJECTS AND TASK

SHIFTING OF ROWS JI@WANGE THE SEQUEREROWS)

__ 4]  Milestones | To change the order of rows, select tl
B = dently depadments | Schutz row or rows to be shifted and use the
6| BProcesses |r-p1|IIer .
7| B Determine contact persons mouse to pull them to the new lation.
8 ElDetermine new processe Pulling rows to a new location with th

CTRL key helibwn will insert a copy ¢
the selected row(s) at the new locatic
Copying is indicated by an additional
"+" displayed next to the mouse pdain
er.

Note:

Please be aware that rows cannot be moved to another location if the checkrsoxt-
ed has not beeractivated before in the dialog box "Sorting" (s&»fting orders for
viewing' on pageg5)!

COPY, CUT AND PASTE

Select the row(s) or the task bar you woukelto copy or cut and either chooSopyor
Cutfrom the ribbon tabData Table.

Copying a selected folder or project will not only copy the respective "row" butdhe
plete folderwith all projects, tasks and task bars or tw@mplete projectwith all taks
and task bars.

A box at bottom left of Alan indicates the number of copied or cutdol
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 Clpboard.

PASTING ALL TASK BABF A BW

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 titoar in the ribbon tab

E Start Creat

20 | % cut 2 Data Table The command will just insert those time bars of .
= | = project or task row into the selected row which are in the@<Cl
5% Copy = 5a
Insert — board.
- 75 Delete | |[&|Lo
B Insert Ctrl=v
uﬂ Insert time bar

TRANSFERRING TASKS RESOURCES TO ANER APLAN DAA-
BASE

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

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

When being transferred, tasks and resources are separated from each other. They are
relinked automécally 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
avaliable) is displayed insteaddether with the resource ID number in parentheses:

Task

B Frocesses (4]

Cetermine contact persons
[dentify departments

Resources

| mv. (FO00D0300Y
| mv. (700002003 (10

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

Task

B FProcesses (4)

Determine contact persons
[dentify departments

Resources

|Stevens
| Miller (10

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

Postpone Dates % |[==s]| If you want to postpone not only a task
Project: but.a Iarggr area of a dabqse by a give
E-Business integration period of time, APlan provides a specit

_ _ function to perform such a postp@a
Shift by: Actual times: ment
Years: (V]== @ unchanged _ . _
Delete First, select the tasks, projects or folde
Maonths: 0= - .
o = to be noved and click the button
Weeks: 2= Important: ra Pnstpnnement] in ribbon barData Gantt
< Choosing 'Delete’ will . . :
Days: 0= B B ey chart. This will open aidlog box where
= entered in the time n i h i which th
Hours: 05 tracking module! youca §pec fy thegiod by ch the
selected items are to be pgsoned.
Minutes: 0=
Then, choose the values to be moved.
Reference date: B New date: - you may activate or destivate any of the
18.02.2011 06:00 t|§| 04.03.2011 06:00 t|i| displayed values, you might, for examg
—— move all eminder dates only.
Help | E OK i | Cancel |
Important:

Postponing a folder will also moad projects included in the folder! Likewise, postpo
ing a project will also postporadl tasks included in the project!

If you made noalection prior to opening this dialog box, the postponement will apply to
the entire databasé

The postponement function takes into account existing dependencies between linked
task bars: The distance between task bars and the length of task bars wailhrem

changed even if these values were calculated from working hours. Task bars located ou
side of the moved folder or project will also be moved if they are linked to one of the
moved task bars.

Instead of specifying a period of time you may enter ats&tad a target time for the
postponement. This means that arigting 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 FOLDER®JHTTS, TASKS @GBKR BARS

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

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

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

ATTENTION:
Deleting a folder will deletall projects included in the folder as well. Likewise, deleting
a project will also deletall tasks included in the pregt!
The setting oDptions(see 'Messages / Aids / EMaibn pagel38) allows you to request
that a delete command will not be exe®d unless you confirm it a second time.

DELETING SEVERABK 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 commabélete several taskarsfrom the menu.
This will display the fldwing options:

o all in current row

o all without selected

o all to the left of selected

o all to the right of selected

CURRENCY CONVERSION

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

Conversion of user-defined fields Rate: 13700 h ) h
- - to any other currency wit
Numberl MNumbers [Conversion by division!) y . y
Number2 Number? \ o . conversion rates of all cu
Number3 Numbers EH currEn Gy Symhat rencies of the European
Number4 Numberd Monetary Union being -
Numbers Number10 vided by the program.
| Help | | Cancel |

To start the currency conversion function, click the ribbonRattaand choose the
commandCurrency conv.

Furthermore, you mya use this window to specify a new currency syndal to select
the userdefined number fields you want to be eerted as well.
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DEFINING THE DATABODISPLAYED/ PR

=)

FILTERS

FILTER

Apart from using the&Status glection (see Traffic Light, Status and rem. Titmen page
25) you may limit the number of displayed/printedtd with the help offilters.

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

This has the advantage that the database can hold a large amount of data witlout i
pairing the oerview.

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

With filters being set, only those records are retrieved from the database whitiplgo
with all specified dteria.

A prerequisite for the filters being effective is that you enable them either by clicking the
button [ éFnlder filter DNIDFF]or[ gGeneralfilter DNIDFF]in ribbon tabView.

Below the task table there are three boxes which indicate how many of the folders, pr
jects and tasks contained in tdtim the databasevere retrieved

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

U?.03.2011| 1?:43| Number of TAS;KS on
| entire screen / in
database

FOLDER FILTER

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

With the button[ [, Folder fitter DNIDFF] activated, the folders selected from the lists are the
only folders visible in the tablef the main window, i.e. the task folder "Examples" and
all resource folders in the example showeldow:
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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 selectioffiles in the Windows Explorer:

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

selected before

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

Do not show comleted projects

With the check boXo not show completed projectactivated, completed projects are
not displayed as a general rule (this also applies to resources).
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GENERAL FILTEREX

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 seariing the database, texts found note fieldsor infree
text fields (see kelow) will be included in the search.

Compareallows you to specify whether

1 the entire contents of the filedor

1 apart of the contents of the fields to be compared or whether
1 asearch pattern

is to be used.

The wildcards*" and "?' may be sed in searching for text strings. Enterifga™ will
find all strings starting with "Fra" as for exampkaaklin®, "Fraser" and "Frazer". k-
tering "Ho??er" will find all strings starting with "Ho", havex@actlytwo characters in
between and endingvith "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 fidRksponsibleand selecting the option
Searchpattern will find all rows in which the name of the responsible person starts with
"Mai" or with "Mei".

Important:
All fields of theGen. Filtersare linked by AND. With several conditions being specifie

this means that only those records (rows) w#l found which meeall of the specified
condtions.

L

Show all subtasks

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

Note:

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

ﬂ Start View Drata Table Data Gantt chart Toals Help

~ —
2] Profile: Default - |:| v ™) LA RE ] @-gze7 - F Split display Bl Resolution: W
3} Save settings =1 ::}’ f 1{'1' 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 §/ Eele'tfltGEﬂerﬁl
ilters
15 G Miller 06) %5000
18 Aheences A50 00 84

Show projects with all tasks

If this optionis not enabledwith aresource filtereg.only thetasksof a projectare ds-
played whichare directly assoated withthe resource
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With the option Show projects with all taskenabled all the tasksf the projectsare
displayed even ifthe resourceeg. isassociated with only on@askof each project.

Delete General Filters

Clicking on the buttoibelete Geneal Filterswill reset allgeneral filters This does not
affect the optionShow all subtaskéseeabove) as it is not effective with no filters being
set.

GENERAL FILTHPATE

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

-

4

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 [~
Befaore |E|
14.08.2013 E]il

A4#  August 2013 Wb Maw
MDODMDFSS
ES| 1 2 3 4

25 6[7]8 91011
2211213141516 17 18
2219 20 2492 23 24 25

= 26 27 28 2930 31 K

ok |
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 followingpossibilitiesexist for specifying a time period:
before

on

after

between

Time range
current week
currentweek + 1
currentweek + 2
currentweek + 4
currentmonth
current month + 1
currentmonth + 2
currentmonth + 4

=4 =4 4 4 45 4 4 4 4 45 45 2 2

Time rangeallows 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 planmktime) 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 FILTEBSERDEF. FIELDS

Filter

% =] he fourth tab enables

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

Textl |
Textd
Text3
Textd
Text5
Teuth
Text?
Textd
Textd

Texutl0

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

(7 search pattern (%, 7, etc)

Show all subtasks

() Text

() Mumber

Delete General
Filters

rou to enter filters for
he userdefined fields.

bwitch between text

)
i
When doing so you mi
and number fields.
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SORTING ORDERS FGRYWNG
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 setthe sorting order used for viewing data, click the but % 5et serting 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 bespliayed and printed:

P'Surting @

Sorting

Folders / Groups

| unsorted

Projects / Resources

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

2 Entry Date
3 Prio
Index
Ident-Mo. o

unsorted

Tasks

Cancel
resort immediately after changes have bee lLI

Unsorted (fixed) sequence of rows

To activate this mode for either folders/groups, projects/resources or tasks, cliclethe r
spective check bowunsortedin the Sotting dialog box whenever it applies.

Use this setting if the sequence of rows is to remain as you edtégrem. New rows will
always be insertetéeneaththe selected row. The sequence of rows can be changed by
“cutting" and "pasting" or by "dragging" and "dropping"” one or several rows (see
"Shifting of rows (to change the sequeraferows)' on page74).

Sorted sequence of rows

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

of each other. The element located at the topeach list in the dialog bdXortingis
considered first in the sorting proces$sor example, if "Priority” (Pr.) is at the top of the
sorting list related to projects and "Begin" is second, this will have the effect tlat pr
jects having the highest priby 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 e
ement first and move it up or down using the arrow laurts arranged on the right side
of each box.

Please note that only thérst three elementsof 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 byheir ident number. Hence, the internal sorting function of the atat
base would end up in a sorting based on ident numbers).

AUTOSORTING

Clicking on the check b&esort Immediatelyhas the effect that the order of the rec-
ords isrecalculated and adjusted whenever data have beeterd 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-Planrun more slowly with this option being activated since the complete display
must be refreshed whenever a modification is made which might influencerier of

the rows.

Remark:

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

REFRESH DISPLAY

If changes are made or new data are entered with the sorting set to "sorted sequence of
rows" (see Sorting orders for viewingiewing" on page5), the sequence will bepdat-

ed automatically if you activated thepbon Resort immediately(see 'AutoSorting on
page86).

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

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

CONCEPT

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

WHAT CAN RESOURCENNING OF RLAN DAG-OR YOU?

Use it to deal witlproblemssuch as:

o

How does the duration of a task chanifiéghe number of assigned resources is
changed?

How many resources need to be assigned if a task is to be finished at a given time?
What are the effects if certain resources are not available at a given time?

Which resources can be assigned to a given éaaskey are not assigned to full capa
ity?

Which resources are over allocated?

What are the costs resulting from the use of different resources?

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

WHATINFORMATION IS SUHHD BY THE RESOURCANNING OFA
PLAN?

From a single viewyou can see the followingformation:

0]
0]

O O o ©o O

What is the sequence of tasks?

Which are the resources assigned to the various tasks, when do resources work on the
tasks and what is theapacity 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 availaldewhat time?

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

HOW IS RESOURCE RIWNG OF AALAN HANHD?

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

o
o

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

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

WHAT DOES RESOURCANNING IN #/LAN LOK LIKE?

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

Work | Lah.Cost [Jan2004 | Feb 2004

Task ‘ Resources

Prd Prd 2682930031 (1. 2|3 4|5, |6 | 7. 890 1001,
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 emsly filled with color instead of indicating the times when
tasks are worked on, you have to change the setting of the respective optionTask "
bars' on pagel26).

At the same time, the Mer pane displays theesourcesogether with used calendars
(4), labour rateq5), working times and capacity usaff8), absence time$7) and as-
signed task$8). What thecolors indicate in case of different capacity usage ratexis e
plained in the chamr "Capaciy usage of resources / Teatran page97.

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

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

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

INDIVIDUAL COLORS FOR RESOURCES

Resources can @ovided withcolors Thetask bas of the tasks to whicltthe resources
have been allocatedre then displayedh 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 baan be opened bgight clickingon a resourcename
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DETERMINE WORKINGURS (RESOURCE CAIARND

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

2,2 Click on the button Working time in the ribbon t&lata GanttChartto have

%"@' resource calendars gplayed:

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 SColor &L&Replace
L Mew Setup Close working
: 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 E 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

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

As soon as you create a new database or adapt an existing databdefauét calendar
is automadically 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 L08:00 16:00)
Wednesday o 8,00 h [02:00 16:00]
Thursday = 8,00 h [DE:00 156:00]
Friday o 8,00h Lo8:00 16:00]
Saturday o
Sunday i

Thedefault calendaris marked by an "*" behind desighans and is of particular im-
portance as it is useq among other thingg to calculate theduration of tasks (see
"Calculation of the duration of tasks, default caleddam page44). Futhermore, the
default calendar applies to all resources to which no specific resource calendar is a
signed.

If allworking daysin your database are of theame length you may use thdefault cd-
endaras the resource cahelar as well.

If working days are oflifferent length, you have to create at least one additional cale
dar which is to be assigned to the resources concerned @&hkacation of working
hours, absence times and Iddys on paged4):

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

Calendar | Holidays Work Duration |ID 04:00 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 QAIATION OF DURATION

In the calendarisown 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 |

EWorking time {5) ‘

B Default {7)* w/ work 3730
Monday* | | o730
Tuesday* | | o7z
Wednesday® | | o730
Thursday® | | o730
Friday* | | o7z
Saturday® | | |
Sunday™® | | |

| INRI] 1200 1300 1630
| N 12.00) Liz:00 16:30)
L0800 12-00] | EER | 16:30]
o800 12:00] =00 16:30]
[T&00 1200] [(=00 1630]

If the duration is to be calculated in real time, the working hours specified in the default

calendar magt cover the week completely. In this case, the duration of the example
above (begin: Monday 8:00 a.m., end: Wednesday 2:00 p.m.) wouldlbgs26 hours
(16h+24h+14h = 54h = 2 x 24h + 6h):

Calendar | Work Duration | 02:00 04:00 0600 0800 4000 1200 1400 1600 1500 20:00 200
EIReal time (7) | w/ work | 168:00|
Monday | | 2400|0000 ] 00.00]
Tuesday | | 24:00[0om0 oo.00]
Wednesday | | 24:00[0000 ] o000
Thurs day | | 2400|0000 0000
Friday | | 240000 IR |
Saturday | | 2400|0000 o0
Sunday | | 24:00|0000 o000

COLOR OF CALENDARS

Calendar color

m

| Cloze

Apply |

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

dar and choose Pattern or click on the butl_%‘.
Doubleclicking on the color you kkor selecting i

and clicking on Apply will assign this color to al
time bars of the current calear.

In the resource rows (se&how / Create resourcésn pagedd) the calendars will be

displayed in the color you selected both in the row showing working times as well as in

calendar rows:

ResourceTask | calendar |z |67 |89 [10[11[12[13[14[15[18[17[15[19]20]21
B Stevens (5) | Defautt | Dooo@ ooooo  [Oo
Special timesiCosts | | [morming shit ] Evening shit__|
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HOLIDAYS

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

To change the settingoliday freeor Holiday workin the resource calendar, just de
ble-click on the existing setting.

CALCULATION OF WRK 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 twodays). Therefore, it is reasonable to use a special resoafeadar for
equipment in which you entew/o work in the columnwork.

In the calculation of coststhese resources will be accounted for although no workuwzalc
lation is made!

To change theetting in the columWork, just doubleclick the existing setting.

IRREGULAR WORKINGURS, OVERTIME ETC.

To learn how to proceed if irregular working hours, overtime etc. are used, see chapter
"Special times/Costn pagell2

CREATING RESOURCES

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

Resource/Task |Calendar  Lab.Rate Prd|  26.-1. 2.8, 9.-15. 16.-22,
B Bricklayers (3) I6005/h . | ... T
Miller (3) Default 008 | L] (] [ W
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 | | (o [
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| DN A
Lorry 2 (2) Tools 85.008/h| | NN Bl

A-Plan 2016 Resource planning 93



SHOW / CREATE RESOHER

START ViEW  DATATAELE  YOU cannot enter resources unless the button
Show resource the ribbon tabStartis actvat-
ed with the effectthat the table is split horizo-

tally. Next, select the lower part of the table by
clicking it with the mouse in order to activate t
part of the table (see the yellowtke bar below).

M oCut - Group = Page bre
[E Copy ‘2 Resource
X Delete

Clipboard Insert rows Structure

To create groups and resources, just use the
functions Groupand Resourcein the Ribbon tab
Data Table

ALLOCATION OF WORGINOURS, ABSENCEHSWND HADAYS

WORKING HOURS

When a new resource is created, tefault calendaris automatically allocated to it in
the columnCalendar(see 'Calculation of the duration of tasks, default calerdan
page44). This means that the working hours listed in treadilt calendar are applied to
the new resource dfirst:

Resource/Task |Calendar
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 timedbarsnpty.

If you want to allocate another resource calendar to the resource (e.qg. if the resource is
to work in another shift or has wkdays of different lengths), just doubtdick on the
current calendar and select another calendar from the displdigtaf available cale

dars (seeIhdividual colorgor Resources

Resources can h@ovided withcolors Thetask bas of the tasks to whiclthe resources
have been allocatedre then displayedh the respective colors

Funktionen bawerten |
i
Funktionstrager ermittaln
;
1
Ldsungen bawerten
- |

Funktionen bewerten Resll (30} |"
Funktionstriger ermitteln
Lasungen bewerten und auswihlen

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

Resl2? (2}
Res13 (4}

The corresponding dialog baan be opened byight clickingon a resourcename

Determine working hours (Resource calentiar) page39):
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| ResourceTask | calendar | ldent-Mo. |-20. |  21.27.
ETeam 1 (1) | |80000000 | |
= Smith Default ll OO0 Ooooo
SFIEEiE” times/Costs no calendar] |
Owertime Default |
Absences Overtime |
Vehicles
[176 [ 1712 [0/13 | {Morning Shift v[17.06.2004 <[5
To:)‘ls . - N | H"

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

For an explanation of the row8pecial times/Costand Overtime see the paragiph
"Special times/Coston pagell2

ABSENCES

Use the rowAbsencedo enter those periods during which a resource is not atégla

(e.g. when it is on holiday). Absences are entered as time bars by ddidkimg in the
Gantt chart. In the area covered by the time bars the working hours of the resounee co
cerned are disabled.

If a resource is absent with no task allocated tohits 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,-35, 26.-1,
67 E Internal staff (3) ~50,00 %/d
68 ES5tevens (11) AS0,00 $/h
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 calendatermineswhether public holidays are wk¥
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 theSpecial times/Costso
make this setting (s&="Special times/Costn pagell?).

ASSIGNING RESOURTEBJI ASKS
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Resources | Dez201s I Doubleclick on the columiResourceso

EW

.| 30.-6. | 7.-13. [14.-20. [21.-21. | 28.-3. | ¢ -
ST — | assign resources tasks
(browse resources) The resource selectionfefrs a first block
B[ = ALLOCATED == of up to ten of the resources used last ir
e Miller/ Internal staff (A: 20% / R: 80%) order to save you from searching throug
|T:| ..... D.._!. == FAVORITES == th t | t f I b é N
- : Stevens / Internal staff (R: 60%) een Ire_ IStIT a large number oet
_____ []%* Externals sources &ist.

El ..... []%¢ Internal staff
....... = Miller (A: 20% / R 80%)
....... 2 Schulz (R: 100 %)
[ & Stevens (R: 60%)

The second block displays the currently
allocated resources.

Inthe resource selectionthe average remainingapacity("R:xx%6")will be displayed
with all resourcedn the periodof the selected taskn additionthe alreadyallocated e-
sourcedautilizationby the current task (A: xx%0")is indicated.

When you entea textin the search bownthe resource selectionthe firstresource is
selected whicltontains the enteredext.
Here, for examplgthe first resourcevhose name ends withl2.6":

*12.6
+--[]%® == FAVORITEN ==
[#]%¢ == ZUGEQRDMET ==
% Team L
[J%E Team 10
[J%¢ Team LL
-] Team 12
[]% FRes 12.1(R: 100 %)
% Res 12.2 (R: 100 %)
a : Res 12,3 (R: 100 <)
(]S FRes 12.4(R: 100 %)
: Res 12,5 (R: 100 %)
s
[0S Res 1.7 (R: 100 %)
¥ D-‘!‘;ﬁ Tearn L3

Note:wS & 2 dzZNOS&a Ol yy2ad 6S Fff20FG4SR dzyf S
the resource groupgoncerned!

pun Ly
Q)¢

In the resource view (lower pane offan) 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 difésrent r
sources asily.

After the assignment has been made (press the ENTER key)

1. the resource is assigned

2. if applicable, thecourse of the project is adjusted

3. the task concerned comes up with the resoumcehe lower part of APlanand
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4. the period concerned isnarkedas reservedaccording 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 % é 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 aMessageshould come up whenever a resourc@iserburdeneddue to the assig-
ment of a task or the shifting of a task, this can be set as an option kéessages / Aids
/ EMail' on pagel38).

B nternal implementation (71 | Miller Resources can be assignedatblower-level rows
Performance specification | Miller of a summary rowin one stroke If one resource
Place Web design order | Miller will be in charge of an entire block, it takes just
Install hotline |I"u'1|IIer . . .

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

CAPACN USAGE OF RESOURCEBMS

A resource may be assigned to a task with a usage rate of more or less than 100 %. Wher
the allocation is made, the capacity usage setting iseractording to the default value
entered in optionsgee"Setting$ on pagel37). The capacity usage can afterwards be
changed in the columh I LJ! & drospdcify R usage rate othénan 100 %, click on

the percentage given in parentheses behind the resource and enter the wanted percen
age vidue:

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 parentleeses b
hind the resource designation (but without the 9grsto save space). In the resouree t
ble (lower pane), the time bar filling pattern reflects the usage rate during the tienie p
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 any time:

Res./Task |Status Cap.|6-6 7-13 14-20 21-27 283
2 Internal staff (3) N s S O e e
[ Stevens (5) | B B B B | |
@ Schulz (4) | B ] O | Bl |
@ Miller (17) | - e ] [ S
Legend:
Time bar pattern Color Meaning
N - Capacity usage rate is 0%
= green Capacity usage rate is from 0 to 50%
N yellow Capacity usage rate is from 51% to 80%
B red Capacity usage rate is from 81% to 100%
B dark red Capaciy usage rate is more than 100%
” light yellow with  Resource assigned but not available duelte
pattern sence
7127 8.3 410 Hovering the mouse pointer over the cajpa
ty usage rate time bar of a resource wiksdi
_!- — play you the precise usage rate percentag
.—H:g il ]t moUSE pointer info box.
i s R e o A ——
- 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, assigg a usage rate of 120 % to a resource for a given time
period will result in more work and higher ¢edeing calculated for the period ©o
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 di
played for this task (sed”foject statusglanning, current state, prognosisj)n page

115).

A special ini file enables you toartge thresholds/limits and cals (see C. Special set-
tings' on page260).

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 capacityheitjht bar = 100% remaining capa

ity). Hovering the mouse pointer over the bar chart displays the precise amouet of r
maining capacity available at a given time in the mouse pointer info box.
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Vorgang Projekt 7.|8.|9. (10.[11.12.[13.14./15./16.(17.(18./]19.|20.(21.|22.|23.[24.(25.|26.|27./28.|29.|30.| 1. [ 2. | 3. | 4
43 BEntw103) i | " .
44 Resl1 (4) [l o o [ttty
a5 Res12 (1) I:_ Di, 16.04,2013 08:0d [15% | [ |
46 @ Resl3 (6) m |

Negative remaining capacities of the teams are displayed abaexd To clearly distt
guish them from positive values, they are displayed in vertical direction from toptto bo
tom:

28|29)30(31(1.(2(3.|4|5. |6 |7. |8

Di, 2901.2013 120X

WORKLOAD THROUGEBIMPLETED PROCESSES

Normally,tasks that have beemarked as completedo longertaken into account in
the workloadof resources

Occasionallyit isdesirable toseein retrospectthat workloadswere preseniat the re-
sourcesFor this purposet is possibldo optionallytake into account thevorkload of
completedtasks:

Ressource/Vorgang [Status |77, 28.-3. Excludinghe workload of can-
|

El Sailer (11 | L pleted operatiors
Operating L
Ressource/Vorgang [Status |27, 22.-3, Includingthe workload of can-
B Sailer (11 __BN pleted operations
Operating L :
You can enable and disalitee workload bycompletedtasksin the View tab:
VIEW DATA TABLE DATA GANTT CHART TOOLS
% Setsorting || Designation Week numbers ¥| Capacity usage V%kalcuad of completed tasks
IFF Resources ¥| Accumnulated buffers  |v) Limits
Date Critical path ¥| % completed
sorting Gantt chart - details

DEFAULT VALUES OB®BRCES

After resources have been assigned to tasks, the calculafiogsulting 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

]__..']_ 6,‘3 4 T i. .--t r 3
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 bewnten:

Task

Sawing
Turning

11 | 6/8 | A

Resource Lab. Rate PI'd Qty/Time

FI'd

|EDC 312 (50) 250,00 5/h 100/h

|RDC 316 (80) 200,00 5/h 50/h
I t

Fiz. Cost
PI'd
100,00 §
150,00 §

3

Values entered manualljl) are displayed with a white background instead of a blue
RA&AGAY3IdzZAi aK GKSY FNRY

backgroundcolorii 2

aNB&az2dz2NDS
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WORK / AUTOMATED GAULATIONS

DEFINITION OF WORK

Wikipedi&provides the following definition of wér

dWork or Work Packagen project management is the amount of effort applied to{r
RdzOS || RStAOGSNIroftS 2NJ G2 | OO2YLIX A&AK | Ol
Avariety of names and unitss used to specify thevork (or "effort” or "expenditure")
requiredto perform a task, for example, "man days", "work days", "machine hours" or
just a time unit such as "days" or "hours™Pdan allows you to set this unit as you like

(see 'Costd Abbreviationd Timetracking on pagel32). The documentation of-Rlan

useswd = "workdays" as the unit for work.

With A-Plan there is the general rule that work is tiieration of a task multiplied by
the number of assigned resourceblence, with two persons working for 5 daysaon
task, the duration is 5 days whereas therk 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), determinesdhration of the task. Hence,
A-Plan allows you to take the following properties of resources into account:

1 Number or factor

1 Working hours

1 Capacity usage

1 Performance (quantity per time unit)

1 Availability (presence or absence)

Project planning is usualbased on rough estimates of tlveork requiredto perform

the various tasks. These estimates may result fearlier experience®r may just be
anticipated values In production, the required work can be calculated if the number of

units and the productiomluration per unit are known (see€utput values (production
planning) on pagelll).
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AUTOMATIC ADJUSTMENT

You may request-Rlan to calculate the effects of entries resulting changes of the
course of the project. Please have a look at the examples below:

1. Assigning a resource

Calculate the end (= duration ) of a tagka resource is assigned witld0% of its capacity
to a work of 100 hours (wh).

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

Task Status Resources CapUsg Workreq Dur.|Mar2011 |
Pl'd 21-27 283 410
= Folder 1 (1) 100.0 wh A40hL| [
B Project 1 (1) |08 100.0wh 40h| J——
Taskl |3§ 1000wh 40h| T
ﬁ Res1 (100.0%) (7 Adjust begin

(71 Adjust capacity usage
(7) Mo adjustment

H Folder 1 (1) 1000 wh 100 h| [ — |
DProject1 (1) [0  Res1 100.0wh 100h| [F : |
Taskl | Resl 100% 1000 wh [100 k| || |

2. Reducing the capacity usage

Calculate the end (= duration ) of the taskthe resource will spen80% of its capacityn-
ly.
Result:Duration = 125h

Task Status Resources CapUsg Workreg Dur.|Mar 2011 | Apr 2
Pi'd -7 283 4-10
B Folder 1 (1) 100.0wh 100h| [P — ||
BProject 1(1) |3 Res1 1000 wh 100h| [F : x
Taskl |3 Resl 802 J000wh 100 h| | |

@ Adjust end
(7 Adjust begin

¥ ¥

Task Status Resources CapUsg Workreq Dur.|Mar2011 | Apr
Pl'd 21-27 283 410
= Folder 1 (1) 100.0wh 125h ﬁ
BProject1(1) [0 Res1 100.0wh 125h| [F : N

Taskl |3 Res1(30) 1000 wh| 125 h| || ]
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3. Assigning more resouree

Calculate the end (= duration ) of the taska second resource spending also 80% of is ¢
pacity is added.

Result:Duration = 63h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 | Apr 4
PI'd 21-27 283 410
H Folder 1 (1) 100.0 wh 125 h| [ s s s —
EProject1(1)[CJ  Res1 100.0 wh 125h| |F ' - |
Taskl |3 Res1(80) 80% 1000wh 125h| | I
=[] % Greup 1 @ Adjust end
-y ) Adjust begin
..... [v] @ Res2(80.0%) () Adjust capacity usage
e O .F Res 2 ) Mo adjustment
¥ ¥
E Folder 1 (1) 100.0 wh 63 h| [ee——
B Project 1 (1) | Res1; Res 100.0 wh 63h| [F .|
Task1 =] Res1 (80); 0% 1000wh | 63 h
-Res2 (B0)| Res 2 (80) 80% 500wh | 63 h
- Res1 (B0} Res 1 (80) 0% 500wh | B3h

4. Setting the capacity usage of ALL resources to a given value
Calculate the end (= duration ) of the taskiboth resources spend 50% of their cagiy

only.

Result:Duration = 100h

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr 2
PI'd 21-77 283 410
= Folder 1 (1) 100.0 wh 63 h| [e———
B Project1 (1) | Res 1: Res 100.0wh 63h F ‘
Taskl |3 Res1 (80); 5012000 wh 63|
- Res 2 (07| Res 2 ([B0) @ Adjust end
-Res1 (80)| Res1(80) | Adjust begin
Adjust capacity usage
) Mo adjustment
¥ ¥
H Folder 1 (1) 1000 wh 100h| [rr s — ||
[ Project1(1)|C0  Res1;Res 100.0 wh 100h| [F ' > |
Taskl |3 Res1 (50 50% 1000 wh [ 100 h
-Res2 (50)| 3 Fes 2 (50) 50% 50,0 wh | 100 h
- Res1 (50)| Fes1 (50) 50% 50,0 wh | 100 h
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5. Changing the duration of the task

With the duration of the task reducedo 80h,calculate the new capacity usage of the-r
sources

Result:Capacity usage of both resources3%6

Task Status Resources CapUsg Workreq Dur.|Mar 2011 Apr2
Fl'd 21-27 253 410
E Folder 1 (1) 100.0 wh 100 h|
B Project1 (1) |3 Res 1; Res 100.0 wh 100 h| F ‘
Task1 = Res1 (50); 50 % 100.0 w &0 |
- Res 2 (50)| =3 Res 2 (50) 50%  500wh @ adjust end
- Res1 (50)| 3 Res1 (50) 50 % 50,0 wh ) Adjust begin
[V]i&djust capacity usage
¥ ¥
= Folder 1 (1) 100.0 wh 80 h|
B Project1 (1) | 3 Res 1; Res 100.0 wh 80 h| F |
Taskl |3  Res1(63) 63 %| 1000wh 80 h|
- Res 2 (63)| 3 Res 2 (53) 63 %| 5S00wh 80 h|
- Resl (63)| 3 Rez1 (53] 63%| 500wh 80h|

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

With the capacity usage of the first resource increased to 80%, calculate the capasity
age of the second resouraéthe duration is to remain unchanged.

Result:Capacityusage 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 th
the duration will remain unchanged.

Result:Capacity usage of resource 1 = 96%, of resourcB®% (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 cape
usage adjusted accordingly

Result:Capacity usage of seurce 1 = 74%, of resource 2 = 41 % (the capacity usage rat
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 Datau
Gantt chartin the blockAdjustment With the button Adjust being activated, (¢
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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 providedParto enable you
to react quickly and with a high flexityito 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 fiaA.

If no automtic adjustment is carried guor example becausAdjustwas deadtvated in

the tabData Ganttchar2 NJ 6 SOl dzaS G KS 2LJiA2y ab2n-| R2dza i
tering a value, the course of the project is no longer in line with actual requirements. In

other words, the currently planed 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 vadue b
cause you prefer to spegitater how the adjustments should be made.

Example
4 Cut _éh‘ Higher ‘P-;L Certain level 4@ Upgrade ™,q Forward ':[.‘—": [0 adjust end j
23 Copy _E, Same =) Downgrade | ™ Backward | T2, | [] Adjust begin El =
7 Delete j ower '_;:F‘age break %Delete E Adjust capacity usage Zl
Clipboard Insert rows Structure Links Adjustment Too
Task Status Resources Work Dur. Work PI'd Work Mar204l o .
req Pl'd/req| 7-13 14-20

Identify departrents |-] Miller (57 4.0 wd 7.0d 4.0 wd | 0.0 % ;

Identify processes |3 Stevens BOwd 60d 60wd | 00%] M e

# 1
Task Status Resources Work Dur. Work PI'd Work Mar 2011 e
req Pl'd/req| 7-13 14-20
Identify departrnents |-] Miller (57) 4.0 wd 7.0d 4.0 wd | 0.0 % | o]
Identify processes  |C3f  Stevens 60wd  40d  40wd B -333 %] B
4 2 3 2

Explanations

A task bai(1) is shortened by means ¢f LJdzf it withyadtdbnatic adjustment beinged
activated. With this done, the duration of the task is 4.0 days instead of the previous 6.0
days, ie. the planned work is reduced from 6 (&) to 4 wd. As a result, there is a lack

of capacity(3) amounting to 33%s indicated in the column Staus by the corresponding
symbol(4).

As the required work is not changed byPhan you can see easily whethbetcurrent
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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'FUNCTIONW@h | t ol 5W} { ¢a9b¢{d

As the menu with the options for the adjustments of the course of the projeckas e
plained in ‘Automatic Adjustmentson pagel02cannot be displayed faall types of a-
tions, you have the alternative of controlling the adjustment in the Destia 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 dunmiich resources are not avai
ble (see Absence'Son pageds).

The displayed block of commands allows you to determine whether an adjustment is to
be made automatically (click the buttgkdjustment with the CTRL key pressed down)

and, if yes, how the adjustment is to be made. With the button being activated,dhe a
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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PARTIOLAR CASES (FLEXIB2EIGNMENT OF REROES)

' TIME TO BE SPENT ANASK IS SHORTERNHHE DURATION OF
\ THE TASK

With resource rows being expanded, you may assign a resource time shorter than the
task duration: First, determine @me framein the task row. Next, go to the resource
row(s) concerned and specify thiene periods to be spent on the taskl'he time periods
you specify may be different from the time frame but must be within the time frame.
However,when expanded for the first time, the time frame and the time to be spent on
a task are identical:

Task Resources CapUsg | Mar 2011
Fl'd 1-27

Identify processes | Miller; Stevens 100 %%
- Miller | Miller 100 %| I
- Stevens | Stevens 100 ‘?ri:.|

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

Task Resources CapUsqg | Mar 2011
Prd 21-27
Identify processes | Miller; Stevens 100 %%

- Miller |Mi|ler 100 %
- Stevens |Ste~.rer15. 100 ‘f‘rf:-|

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

Note:

A series cano longerbe created (seeSeries (periodically recurring datésn pagetb)
after the time period to be spent by a resource was changed. If a series is requéed,| cr
ate it first and determine the times to be spent on tasks aftards.

ASIGN DIFFERENT CAHAQUSAGE RATES TGKRATEPS

Doubleclicking 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: L

The capacity usage enteredth a time bar is of higher priority than the capacity usag
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existing or entered in the resource column (s€apaciy usage of resources / Teams
on page9’).

COSTS AND SPECIALRKDIG HORIS

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 timesssigned to each of the various tasks

o Numberof assigned resoues

0 Resource capacitysed for a task

o Working hoursof resources

o Labour ratesof 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 laboes (at for
overtime etc., seeSpecial times/Coston pagell?) are taken into account in the ka
culation.

The costs resulting from the planning are shown in the task table. In detail, #nese
fixed costq1), total labour cost$2), incurred labour costs due to overting@) and ove-
all total costs (= fixed costs and labour costs added4ip)

rosmrces | V| | Sy O o To ot
Total 8 171wd| €3.900 €113.688) €1,944]€117.588
E Construction proj. (2){7) 124 wd| €3.750 €79,.992| €1,296) €83.742
E Kings Road (7) (6) 77wd| €3,600 €46,296 €648| €19.896
B Dernalition (2) | | Bwd| £150| €9.468|  £648) £9,618
Bazement @ |L|:|rr"5f 1; Barnes; Hawkins | 4 wd| | €3,5E|4| | £3,504
Ground floor | Larry 2; Miller (500 | 2wd| €150] e5964] =648 £6,114
Blnternal walls (23 | | B | £11.652] | £11,652
Room Bazem. 1 |L|:|rr"5f 1; Barnes; Hawkins | ] wd| | €5,255| | £5 256
Room Basern. 3 | Lorry 2; Miller | 3w | €6,396) | £6,396

In the project summary ro6), the listed costs of subtaskS) are added up. The folder
row (7) shows the costs of all projects contained in the folder while the row "T¢&al"
see Tasks on pagell9) finally adds up the costs of all folders included in tlatabase.

From the resourc¢able you can see which amounts of the costs result from the assig
ment of resources. Fixed cogts) and labour cost$2) are added up to total cosi@). In
addition, the resource costs resulting from overtime can be seen from arapcolumn

(3):
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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 1(2) €130 70 €h
Basement | =130 | &1,680 | £1,810.00
Room Basem. 1 | €130] | &2520| | €2,50.00

Note:
In the example shown above, calendar and absence rows are hidderDse®t'
show.../Never show.".on pagel21).

HXED COSTS, LABOUWRROF RESOURCES

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

MATERIALOTHER 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 ¢érelated sum in the columRl'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. feel gtu better create a
resource (withoutcalendarandLab. ratg which you may select each time you need it:
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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 Documentation 430.00 €| | 430.00€
& Define topics YHIE: | 300000€ 3000006
@ Structuring |5|:hulz | | 1,enn.nn€| 1,800.00 €
[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 (PR@DWDWN PLANNING)

When APlan is used in production planning,uwmay enter the quantities to be pr
duced(1)and the output values ofesourceq2) ¢ e. g. in units/hour. The required work
(3) and the resulting duratioi@) (see 'Automatic Adjustmentson pagel02) will be c&
culated automatically:

Qty. | QtyTime | Work

PI'd ®Pl'd eq. Dur. Mo, 07/06 [ Tu, 07/07 [We, 07/08[ Th, 07/08 [ Fr, 07H0
E Sawing |EDC 312 @wnul 100/h 15wh@15h|

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

FACTOR (ASSIGNMENTSEVERAL IDENTIBESOURCES, BAS
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.

Task ‘ Resource

ASSIGNMET OF SEVERAL IDEML 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 indavicksource.

In the example below, there are 3 presses argti@ding machines availab(@) which
will be used simultaneously for the execution of the order. The factor increases the ou
put value(2) and reduces the respective duration accordin@y

Qty. | QtyTime | Work

Task Resource F%Dr Pi'd Pli'd Req. Dur. ‘ KMo, 07106 | Tu, O7/07 |We, OF/08| Th, 0F/09 | |
M Sawing |EDC 312 | 2| 1,5|:|u|® 200/h| 15.th®.‘r‘_ h Sawing
E Turning |RDC 316 | 3| 1,500)  150m| 30.0wh[10.0 n| Turning

You cannot change the factor of the used resource in the task tatilleerwise 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 ther capacity usagé€l). Of course, this will increase the duration accordir{@ly
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Cap. Qty. |QtyTime | Work
Task D sage o5 Pl'd Pl'd Req. Ll Mo, O07/06 | Tu, 07/07 |We, 07/08| TH
@ Sawing | EDC 3*12@jl 50 %| 2| 1,500/ 200 15.0 w@ﬁ_ﬂ h Sawing
ETurning |RDC 316| 80 %| 3| 1,500/  150/m| 30.0 wh|12.5 h| Turning

Important:

When you create a resource with a factor, you may enteraimunts for one resource
only with regard to costs etc! For example, if a resource representsrbiaal resources
with each of them incurring costs of 5iZh, you may not enter a labour rate of 2%0h
but of 500/h only as APlan will do the multiplication!

BASELOAD

Taking a baseload of resources into account (for routine work etc.) is another application
which lends itself to theise ofafactor. If a resource cannapend more than 80% of its
capacity on project work, just provide the capacity with the factor 0.8.

Another way of representing a baseload is to create aratherfbhgd { o6 NJeg/ | YSR
f 2 | \Rith this done, assign all resaes to this task bar with a capacity usage eguiv
lent to their baseload.

Task ‘ Resources Caplsqg Pl'd‘ ! I . v ! I . v

2009 (20009 (2009 (2009 | 2010|2010 | 2010 | 2010
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 ronwSpecial times/Costso assign other resource caleais to a resource for a
given period of time. Any sequence and combination of resource calendars may be a
signed in this row.

Resource/Task |PPd Lab. Rate | Calendar  |15.19.20.[21.22.[23.[24 [25 [26.[27 |25 [29. 30,
E Stevens (2) | 35.00 €| Default | toooan 00000
Specialtirmes/Costs | 40,006 | | |[morming sttt [Evering zhitt_]

Resource calendars are created like normal time bars by dazlickang at the wanted
position. With this done, you can choodeetrequested calendar from a drajown list
after you have doublelicked 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]
Default v Default value | Default value

Tool=
‘morning =hift
evening shift

| v &z planned

oooodg  |ooo

|
|
Overtirme | ~35.004H] |
Ahzence | | |

| |

Schulz (8) A50.00 €h | Default

Resources having irregular working hours
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If a resource has occasional or very irregular working hours, you should better assign a
calendarwithout working hoursin the columnCalendarand enter the working times in

the row Special times/Costas they occur. This is done best if you use atiesd calen-

dar as a resource calendar to have the full range of working hours coveredJsesilg
resource calenda"' on pagedl).

Note:
Choosingno calendar)rom the selection list when assigning a calendar is reasonable
only for equipment and materials as no work is calculated with thssgmmment made
(see 'Calculation of work (w/ or w/o work)on page93).

Assigning different labour rates to a resource

By default, theresource calendargntered in the rowSpecial times/Coguse the &-
bour rate entered in the columRI'd Lab. Ratelf different labour rates are to be used
(e.g. because the resource works abroad or in different shifts), decllale the calendar
time bar concerned to enter a labour rate other than the defasalue which will apply
to this alendar 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 impare
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 &pa&cial times/
Costsyou mayassign additionabvertime to each resource in the respective row.

An overtime calendar lists all the working hours which are not within the normal working
hours and which are charged with an increased labour rate. An example of an overtime
calendar is shown below:

Calendar 0200 04:00 0800 0800 10:00 1200 1400 1500 1800 20:00
E Overtime (7) |
hdorid ey | 000
Tuesday | 000
Wednesday | 0800
Thursday | 0800
Friday | 000 T6.00__20.00
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 ddidiieg
at the requested position. With this done, you carooke it from a drogdown list after
you have daoble-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 ro8pecial times/Costsadding a calendar in the row
Overtimewill not disable the working hours specified in the calendars of the elveye

but will add additional working hours to them. If this has ttifeet that working hours of
calendars overlap, the overtime calendar is given a higher priority and will determine the
labour rate used for overlapping hours (for example, if workingre®f thedefault cd-
endarend at 6:00 p.m. on a weekday while working hours specified ioveetime cd-
endarfor this day start at 5:00 p.m. already).

As a general rule, entries made in the row "Overtime" are applied to holidays as well. For
this rea®n, these entries must be inteupted at weekends if no work is to be done at
weekends!

Another general rule is that entries made in lower rows are assigned a higher priority
than entries made in rows above them:

0 Resource calendars assigned in the @pecial times/ Costwill replace the ch
endar specified in the colum@alendarover the entire the area covered by
them.

o Working hours assigned in the r@wertime are addedto the working hours
specified in the calendars of the rows abovpd8al times/@stsand theDe-
fault calendar in the example below). The labour rate entered for@vertime
calendar is also for working hours covered by several calendars.

o Absencewill cancelall working hours in time periods covered by absence bars:

ResourceTask | Lab.Rate | Calendar | = | 10 | 11 [ 12 | 13 | 13 | 15
E Stevens (2} | 35.00€h|Defautt | 1 [0 [T 1

Special timesiCosts | 40.00 €| | [morring shift |

Overtime | s0.00&m| | [Gwertime |

Absence | | | B :bzence
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PROJECT STATBBANNING, CURRENAHH,

PROGNOSIS)

INTRODUCTION

Based on current data, the prognostic capability enables you make statements on the
project status. It allows you to fecast the further course of the project, whether the
project will meet the deadlines ahcost targets and, if not, to whaixent deadlines and
cost targets will be missed.

All'in all, you can make detailed statements on the project status, identify problems and,
if necessary, take measures for solving the problems.

PROGNOSIS OF THEFREERCOURSE OF THE PROJE

' EXAMPLE

[ SiQa daS F aAYLX S SEFYLXS (2 aKz2é Kz2¢

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 | Resources ‘ PI'd Progn | % PI'd Act Progn 29-5"|EPE13W|E1;19 [20-26 | 272 |

= 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 theiew in the ribbon talStartby choosingActual mode

CapUsg |CapUsg Finish. Work | Work | Work | | |iicpensencl$2709 |
Pl'd | Progn | % PId Act | Progn [ 255 | &12 | 1319 [20-26 | 272 |

= Proi. 1 (3)] | | | 0% 155wd 0.0wd| 15.5wd| -y : : |
ETask1 | Miller | 100%|100.0%| 0% S0wd| 0.0wdl 2.0wd| ; | | | |
ETask2 | Stevens (50)| 509%| 50.0%| 0%| 35wd| 00wd 35wd| | . : [T

HTask3 | Stevens (50)| 50%| 50.0%| 0% 40wd| 0owd 4o0wd | || | [ — |

Task Resources

3. "Task 1" 50% completed as planned
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CapUsg |CapUsg [Finish.| Work | Work | Work | | jiconsenct 2109
Task | Resources |~ % pr'f)gng % | Prd | Act | Progn .lzawl'_édi s 2025 | zrzl
2 Proi. 1 (3)| | | 6.5 15.5wd| 4.0wd| 155wd| | o : - |
@ Task 1 | Miller | 100%)|1000%] 50%)) s.0wd| 40wd sO0wd||fie | | | 1 |
M Task 2 | Stevens (50)| 50 %| 50.0%[—0%| 35wd| 00wd 35wd||| || N : | ]
M Task 3 | Stevens (50)| 50%)| 50.0%| 0%| 40wd| 00owdl 40wd||| || | [ — |

4. "Taskl1l" completed, 40% of "Task 2" completed

| 26 SOSNE Hdn g2N]JRIFE@& 06RO gl a aLlSya G2 02\
nosticated work will be 5.0 withstead of 3.5 wd as planned. With a planned capaaty u

F3S 2F nm:r 2F NBaA2dzNDOS a{ GS@Syaé¢s GKS LINE 3y
7 days as planned. As a consequence, the begin of "Task 3" will be delayed by 3 days:

CapUsqg CaplUsq Finish. | Work | Work Work | Independen _E?{IDE |
Task | Resources | "oy ™ I 'brogn | % | Prd | Act | Progn [ 285 | 642 | 1349 [ 2026 | 272
= Proi. 1 (3)| | | | 59%| 155wd| 10.0wd| 17.0wd| ¢ : . —

ETask1 | Miller | 100 %] 100.0 %[ 100 % 8.0 wd|
ETask2 | Stevens (50)| 50%| 500% 40%| 35wd| 20wd| 50wd] }
ETask3 | Stevens (50)| 50%| 50.0% 0% & : Twd

5. Capacity increastor "Task 3"

To keep to the planned schedule, the capacity to be spent by "Stevens" on2"Tiask

be increased from 50% to 75% andon"Task FNRB Y pE: (2 cmr: az GKI
completed as planned ainally:

CaplUsg CapUsq (Finish. | Work | Work | Work
Pl'd Progn % PlI'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| |
G '

_ —1

| Independench 2009 |

Task Resources 29—': 6—12 13—19 2IJ 2'5 27- 2

ETask2 | Stevens (505  50%( 75.0 %N 40%| 35wd| 20wd| 5.0wd| | 'mﬁ |
[ Task 3 | Stevens (504 50 %W 60.0%/ 0%| 40wd| 00wd| 42wd| | | |

6. Project completed

CapUsg |CapUsg Finish.| Work | Work | Work | | |psepengenc 2109
Task [ Resources |~ Pri::-gng % | Prd | Act | Progn .lzwl'_;& 11533919 (2025 | zrzl
= Proi. 1 (3)| | | | 100 %| 15.5wd| 174 wd| 17.4 wd| | T |
@ Task 1 | Miller | 100%|100.0%]| 100%| 8.0wd| s0wd| 8.0wd| gmrer | | | 1 |
M Task2 | Stevens (505  50%| 75.0%) 100%| 35wd| 52wd| 52wd| | F 1qu [TTTTH
M Task3 | Stevens (504  50%| 60.0%) 100%| 4.0wd| 42wd 42wd| | n'T (i |

Themeasure described under point & just one out of many measures that might be
taken to prevent the deadline from being missed. Alternatively, an additional resource
might be used, overtime hours might be worked or a partial delivery might be agreed
upon withthe contractor.
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\BUFFERS

51920 21 [22 23|24 25 (26 [z7 1281 [ 2. |3.| If there is no need of making a tight schedule
| || without reserve times, you should allow for
IS || buffers (see Buffers' on page60) which have
| o | the effect that a delay of task will not imre-
' " diately affect the final date of completion of tl
project.

‘ INFORMATION ON PRQJESTATUS

A-Plan provides a variety of information on tharrent project status This information
can be displayednd/or printed according to your requirements.

Important information on the project status:

End progALJt QR  Prognosticated period by which deadline will be missed

Remtime Time left to finish the task in due time oote of completion e-
spectively
Fnished % Finished work in %

Work prognLJt Q R Prognosticated work in excess of planned work
¢ 20 ®/ 2ad t Planned total cost

Tot.Cost Act. Total actual cost incurred until now

Tot.Cost progn Prognosticated total cost

Tot.Cost progi,Jt Q Prognosttated total cost in excess of planned total cost (ab:
lute)

¢ 20 ®d/ 2ad | Prognosticated total cost (in %)

You can find a list of all available columnsData fields for resource @hning/cost cal-
culation’ on page253,

‘NOTES,HANDUNG

1 After you have switched into actual mode (chodssual Modeat the ribbon tab
Start, actual and prognosis task bars can be changdueisame way as planning

task bars
| ]

T T T T
o | || ]
‘ ‘ Wwiork Act: 4.5 wd

Completed: 75.00%
L L1 |

1 As soon as work has started a task, the task wilio longerbe shifted due to exts
ing links. If the level of completion of a task is > 0, linking lines are displayed in grey

1
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color instead of black color:

However, you may still shift such a bar with the help of the mouse ohagging its
begin or end in the table.

1 Thelocking of planning task bars has no effemt the related actual/prognosis task
bars.

1 Making the appropriate setting in the user administration (sAecess permissiohs
on pagel84) allows you t@preventthose users from changimganning datawhich
have access to actual data only.

1 As long as no actual time has been specified (actual worktkeDactual task bar is
shifted together with the asso@ated planning task bari.e. in this case its position is
always identical to the begin of the planning task bar.

1 You cannot entean actual task bar with a planning task bar NOT existiig enter

actual times which had not been included in the origplahning, you must create a
planning task bar first, for example with its length being "0".

Note:

The level of completion cannot assume all possible vajubs is particularly true for
short task bars as the begin and end of a task bar always mustam the set timen-
crement (see Time/Week numberson pagel30).
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OPTIONS

VIEWING OF OPTIONS

Click the buttorOptionsin the tabToolsto open the dialog box for the settingf op-

tions.

Note:L y

GdKS

h¥FFAOS

HAOnNT

LINE A NJ Yaz
in the bottom right corner in the takile Of course, you may start them from there as
well when working with Alan.

aiA ONR &

SCREEN SETUP

CQA.UMNS/ROWS

TASKS

The option tabColumns/Rowsprovides a list of all the columns that may be displayed in

the main table of APlan:

Options =
Screen setup i ~ - - L
B Orig. desig. Curr. desig. visib. Format Align. Add o 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 e A
Resources Resources left Global col
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, i 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:
Doubleclicking or right clicking the title of the main tablill 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 i the co
umn Curr. desigto edit it.

Show column (visib.)

Activating a check box will have the effect that the column concerned becomes visible in
the main window.

Format of displayed values (Format)

Theformat settings you can make depend on the type of column concerned:
Text columns: no settings can be made

Date columns: Show time (yes/no)

Cost columns: Click on a value to specify the number of digits after the decime
point. Entering a negative number has the effect that values in-
column concerned are rounded (e."g3 digits": 346,456.03 will be

346,000).
User defined nm- Click the field to choose your own format of the form "x 0,00 x"
ber columns: x standing for any string of characters and the number of zeros

the decimal point indicating the requestddINBS OA & A 2 Y ®
are made, the comma (",") isveays used to group sets of thousa

Example: 23532.34 with format "$0,000" results in $23,532.34C

Alignment (Align.)

Clicking on a field enables you to choose eitheft"|éright" or "center" for the align-
ment.

Addition (Add.)

Clicking on a checkbox in the coluidd. will have the effect that usedefined number
columns are added up (seblSerdefined number columns (NumberINumber10) on
page252)

Change sequence

To change the sequence of the listed rows, select the row to be moved by clicking on it
in the column "Orig. deg.". Then, click on the arrow buttor@@hange sequenc® move
the selected row to the position you want.
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Fixed columns

One or several columns can be fixed on the left side of the main window. If fixed, they

are always within viewsecause they are not moved if the main window is scrolled by

means of the scroll bar. In the table of the dialog Hoeed columnsare 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 o left 3=
Resources Resources J left ! i

Cap. usage PI'd Caplsg PI'd o 0 digits right 3 All

Work req. Work req W 1 digit right

Crur, PI'd Crur, W 1 digit right

Note:
Thewidth of a columncan be changed in the headline of the main table by dragging
border line while holding down the left mouse key. To do sojtmysthe mouse pointer

on the border line first until it looks like theﬂ‘,ﬂf .

the

Show total (in separate row)

With this option activated, a row comes up in which the total is displayed for edeh co

umn supposed that numerical values are contained in it:

Task Work PI'd  LabCost PI'd
Total 7256 wd 435.330,00 $
[ Organization (1) 5246wd 314.730,00 §
@ Examples (2) 2010 wd 120.600,00 $
Note:

Totals of usedefined columns are not shown unless the optidadition has been aat
vated (see above).

GLOBAL COLUMN DEAGNNS

The multiuser license of &lan offers the function of creating sets of column deaign
tions which can be provided to all other users. This enables thesus switch between
designations within any profile, for example from German to English:

Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns

Task Vorgang ] left | =

Traffic Light Ampel v left = z

Status Status W left an

MNote Nt. Y left Global column
Resources Ressource W left designations:

Cap. usage PI'd Auslastung o 1 digit right Garman |E|
Work req. Aufw. erf. v 1 digit right

Eegin PI'd Beginn gepl. | [ Time right Save designation
End PI'd Ende geplant | [ Time right : :
End late Ende spit J| [V Time  right Delete designation |
Dwr. PI'd Dauer v 2 digits right
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Global column designations can be created and changed with master rightsealy (
"Entering users (in administrator mode orilpn pagel84). To do so, enter the name of
the set into the select box on the right, then cli8ave designatiomnd inally edit the
designations in the colum@urr. desig

Global column designations are displayed atddetters to make evident immediately
that global designations are used.

RESOURCES

With resources being displayed in the lower pane of tHel&n main window, a second
tab becomes available for setting thesource columns:

Options [
Screen setup - . . . L
Orig. desig. Curr. desig. visib. Format Align. Add - Fixed columns
Columns/rows - tasks Res./Task Res./Task left 1 =
| Columns/Rows - Resources Traffic Light Traff Light left = 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 leach ot

er.

Complete disphy (with none of the check boxes activated):

Res./Task

Chertime
Ahzences
Bazeload

|

[ Miller (18) |
Special times,/Costs |
|

|

|

Cap. Parent |

20.0 %

Do not show calendar rows and absence rows

Res./Task |5tatus
(1 Miller (18) |
Baszeload | |

Cap. Parent

20,0 %5
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Do not show task rows

Task rows can be hidden entireNdver show task rowspr partly ©o not show task

rows having no visible task barsyith the second optiomactivated, task rows are sh

played only if they feature task bars in the visible area of the Gantt chart. The lines co
cerned are removed from display as soon as the task bar(s) is/are no longer visible due
to the Gantt chart being scrolled:

Res./Task |Status Cap. Parent | 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 % :

[~
==l 1000 % Internal im :—:-

Search engine registra

GANTT CHARJOLORS

Options =
Screen setup i - ] ]
— Show 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

Colors [colors and contrast apply to all profiles!
Gantt chart/calars [ pply P )

Task bars/Motes/Legend 3 [click to change) 3 % Contrast {0-5)
Tirme range Table backaround 3= Visibility of planning bars if actual
Fonts/Line spacing g ~ || bars are displayed [0-3)
. Week- Today Haliday
Header/Footer end Changes of colour and contrast
r - Default will no be effective until you
Logo/Text field Folder row T have restarted A-Plan!
Printer settings/Margins [ 1 [ 1
e i 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
Hanlidawe

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 gfublic holidays (see Public holidayson pagel34) can likewise be
shown on screen or hidden:

Jan 2005 | Feh 2005 Show designations @il public holidays
Epiphany
{illk
Epipharn /8N 2 Show only designations of public holid
3-8, 10186,

if width exceeds Jixels

Jan 2 All designation$idden
3.-8. [10.-16.

Visible time window

Use thevisible time windowto set the time of the day by which a day is to start and to
end in the Gantt chart. When setting the visible time window, bai@ithat the mouse
cannot be used for setting the times of activities which are outside of the visible time
window.

Note:
If a task bar isutside of the visible time window(e. g. from 8:00 to 10:00 p.m. with th¢
visible time window set from 6:00 a.m. €000p.m.), it is shown as a narrow dottedcre
tangle at the borderline to the next day:

13%

VUt wisible”

Colors

Clicking on one of the elements will open a dialog box to choose a color flicking on

OKwill assign the color to the selected element. To assign the default colors again, click

on the respetive button.

Note:
Changes in the setting will not become effective utPlan has been restarted!

You may set the background color ari@bose from 5 levels of contrast between fields
and separating lines to adjust the display to different screens or to meet your personal
preferences:

Cotrast=1 | 11.02.2009| 75 €
| 20.02.2009| 75 &hh

|
|
| 11.02.2008]| | 775 €
Schulz (80) | 23.02.2009/80% | 75€m
Sailer (50) | 11.02.2009/60% | 65€m
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Catrast = 3 | 11.02.2008| |75 €m
| 20.02.2009] | +75 €m
| 11.02.2009] | +75 €m

Schulz (80) | 23.02.2000/80% | 75€m
Sailer (60) | 11.022009|60% | 65€h

Caitrast=5 11.02.2008 | *75€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 vigipitif planning task bars ifctu-
al/prognosidbars are on display (from 0 = invisible to 3 = full visibility):

Visibility = 0 r—}—hﬁ—
IR ey

Visibility = 1 r———|—|—
T

Visibility = 2 r-——|-|-
L "

Critical path / Accumulated buffer

Critical path

Task bar frameand linking lines representing the critical path are marked with the help
of red color.

Accumulated buffer
Accumulated buffer is marked with the help of black/green dotted lines.
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TASK BARS

Options [
-

Screen setup Task Bar:

Columns/Rows Show task bar designations [ dTent
| Gantt chart/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/Motes/Legend Format:* [ M/d/yyyy hh:mm
Time range Example  3/12/2011 15:42
Fonts/Line spacing

| Place inside if task bar is long enough

m

*y = year, m = month; ww = week; d = day; h = hour; m = minute; AMPM = 12h-format
(for details see 'Help')

Header/Footer
Logo,/Text field

Printer settings/Margins

Datal ings V| show working times and capacities in task bars of tasks ™1 |

Bar patterns - individual

Bar patterns - depending 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 optionShow task bar designation® have the task bar designationssdi
played and printed (if applicable).

The next optiorPlace inside..allows you tospecify whether designations are placed on
the left or right or in thecenter of the taskbar. If a task bar is too short with this option
activated, the designation will be displayed/printed behind the task bar.

Show date/time of begin and end

02105 Room Basem. 1 | The start and end date of a task bar can be shown ¢
0210 Room Bazsem. 3 . . . .
=n7 NUMerical value in various formats in front of the tas
bar and behind itespectively.

The start and end date of milestones being #zeme, only one date is displayed for enil
stones.
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The most important characters to determine how date and /or time will be displayed/
printed are as follows:

d day h hour

ww week m minute

m month AMPM 12-hour-format
y year

Examples (pointintimeso ®nn®unnp> moYnp 2Q0ft2010Y
"d.m." 3.4.

"dd.mm.yy" 03.04.98

"hh:mm" 13:45

"mm/dd/yyyy h.mm AMPM"  04/03/1998 1:45 PM

For a complete list of all available formats see the appenéix§sedefined date/time
formats' on page261l).

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 patterdisplayed 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 agiven number of resources must be assignas a general rule (e.g. for maching-o
eration, standby personnel etc.), it can be entered in the coluRess. Redrhis entry

will then determine the number of resources required to have the pattern displayed at
full height:

Ress. |Aug 2004 |
Req. |22 [ 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 hemght o
ly throughout the entire task bar.

Task Resources

The unit used to enter the numberf required resources in the table (rs = resources is
used here as an example) can be set in the dialogdyiionsby clicking the tab®ata-
base settings / Costs/Work / Resource

Inrows without resourceghe filling of the pattern is controlled by theosking hours of
the default calendar (seeCalculation of the duration of tasks, default caleridan page
44).
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‘Elaaic design | | 3r5| L-:—:-'| ‘

Actual work as %

Anzeige der IsZeitbalken mit dem Erledigungsumfang in %.

Feb 2009
9. 110.[11.|12.[13.|14.15.[16.|17.[18.| 19.|20.|21.

e T ——
| — l
| | —

DATABASE SETTINGS

Database settingsre mainly settings which refer to the resultsat will be obtained
when the duration, costs and work are calculated. For this reason, these settings may be
changed with administrative rights only ifiAan is used in a meork:

Options =
Columns/Rows -~
Gantt chart/colors Orig. desig. Curr. desig. . Format Align. Add - IEixed columns
Task Task left =
Task bars/MNotes/L d 1
ask bars/iNotes/Legen Status Status left | =
Time range Resources Resources left T Ean
Fonts/Line spacing Cap.usage PI'd  CapUsg Fi'd 0 digits  right
Header/Footer Work req. Work reg 1 digit right
Logo/Text field Dur., PI'd Dur. 0 digits right
- . . ’ . J P .
Printer settings/Margins Wor.k Rl Id Wor.k Rl .d L d'_glt r!ght
Begin PI'd Begin PI'd = Time  right
Database settings Buffer Buffer [T odigits right
o Buffer cum. Buffer cum |:| 0 digits right
Bar patterns - individual Client Client [ left
Bar patterns - depending on Completed Completed = Time  right
pricrity EMail EMail to ] left
Time/Week numbers 3 End PlI'd End PI'd [ Time right
Work/Abbreviations Entry Date Entry Date ] Time  right
Holidave Factor Factor [] odigits right Sort
- Finished % Finished % [ 1digit right
Safety Ident-No. Ident-No. a left Change
General program settings Index Index (] left o - | Sequernce
Settings Dghow total (in separate row)
Notes/aids/email | MNote: Printout see ‘Page setup’, units see 'database settings'! |
Profile folder i
user-defined settings for the current database _ A .
Qﬂe'p |[Profi|e: ‘Default] ok Apply Eancel

BAR PATTERNS

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

Individual patterns

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

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars/Motes/Legend
Timerange

Fonts/Line spacing
Header/Footer

Logo,/ Text field

Printer settings/Margins

4 Database settings

Bar patterns - individual

Bar patterns - depending on
pricrity

Determination of patterns

Pattern

Background [hd

M Automatic Color

®
O
O
O
O
O
O

More Colors... [l |

milestone R L}

[ 5trike through completed task bars and preserve pattern

Having clicked on the respective option field, select the entry to be changed from the
drop-down list on the lower left. If you are willing &ssignndividual patterns,you may
replace the designations in the li@imited to 50 patterns) by renaming them as you like.
These names will be used in the dialog box "Pattern” (Bee patterns on pagel28) as
well as when the legend is printed (seBa’sk bars/Notes/Legefidn pagel52).

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

Priority dependent patterns

If you did not assign an individual pattern to a task bar, it is shown with a pattern based
on the priority of the task bar concerned (se&€neral data fieldson page247). For &-
ample, if a red color was assigned to priority 2, all bateriming to a project or task of
priority 2 are shown in a red color.

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

Opticns
Time range Pattern
Fonts/Line spacing _© [ Background |-
I
Header/Footer 0
[
Logo/Text field o [_Foreground |~
[NNRNNRNNEE
Printer settings/Margins
0 NN
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 struokuthph by checking the
option at bottom Strike throughX 0 @

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 o N
4 Database settings ) ] Adjusting 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
. @ Monda week is also considered in the . .
Time/Week numbers Y calculation of week numbers (see O Eriday / Saturday
Costs / Abbreviations / 'Help")! (®) Saturday / Sunday

Tirnetracking
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, theemaining timeleft till completion can either be shown or printed as the
sheer distance &ween two points in time (= real time) or may be calculated from the
working hours based on the default calendar (s€altulation of the duration of tasks,
default calendal on paged4).

Calculation of distane (links)

Thedistancebetween 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, eithdonday or Sundaycan be spe-
ified as the first day of the week.

The week lines in the Gantt chart will be adjusted to your setting both on screen and on
the printout. Furthermorethe calcuktion of calendar weekshanges accordingly:

Day 1 of the week is Week 1 of the year is
Sunday the week that contains$lJanuary (e. g. USA)

Monday the week that contains at least 4 days of the new year (e. g: C
tral Europe)
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Important:
Please note that the different calculations of week 1 will result wrang calculation of
calendar weeksas well if youdo not select the first day of the year correctly

Time increment

The time increment set in this field is to spechg intervals in which points in time can
be entered and displayed and in which calculations are made. You may choose from the
following vdues:

o 1,5, 10, 15 or 30 minute(s),

o 1,2,3,4o0r6 hour(s) or

o 1 day.

When making this setting, be careful to ctsaoan interval which is close to the shortest
time interval used in your phaing. For example, if your planning is done mainly in hours
or days, you should set the time incrementldiouror 1 day.

The coarser the time increment you set, the faster intd calculations will be made (for
example, choosing hour instead ofl minutewill result in a 30% increase in speed).
Furthermore, settings can be made faster and more easily because unwanted infermed
ate values can neither be set nor displayed. Thiedas particularly useful when points

in time are set in the Gantt chart using the mouse.

Notes:

Changing the time incremendf an existing database will have the effect that those
points in time will be shifted which are not in line with the new timerement. For &-
ample, if you choosé& houras 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 [tile/Save a¥first if you are not absolutely sure whethyou agree with the
adjustments. For calculation @asons, a day will always start at 6:00 and end at 18:00 |if
you choosel dayas the time incement.
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COSTSABBREVIATIOMI IMETRACKING

Note:
For a currency conversion se€urrency conversidron pager7.

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 . p values were entered in the table of the main Houg: h Month: m

ar patterns - depending on window Day: d Year: r
priorty
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 unjtlabour rate)

The values entered here are useddefault valuesif no specific value is entered for a
resourcein the main table (seeCosts and special working hstion pagel09).

Choose from théollowing time units when specifying the labour rate:
0 minute
o hour
o day
0 week
0 month
0 year

The time unit you selected will be displayed in short form as specified in theAiane
breviations which you can see in the same dialog box on the right.

Work (Time unit)

Togetherwith the short form entered in the related field in the pangbbreviations,the
unit selected here will be used as the defautirk unit as long as no specific unit is-a
signed to aaskin the main table (seeTime Unit & Work' on page256).
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Method of cost calculation

By default the option you select here is used for calculating resource costs. Other
methods of cost calculation can be assignedesources by entering the method to be
used in the column entitled "Resources".

Activate the optionUse precise working timé you want all calculations to be based on
the exact time spent on tasks. Use the settidgund to entireunits (up or off)if calcuh-
tions are to be based on rounded units as specified in the Tigtte unitof the panela-
bour rate. The same applies Round to entireunits (up) with values being rounded up
to entire units only.

Accuracy of calculation (internally)

The value specified heenotes the number of digits used after the decimal poirmf i
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 $3,456,843.8
Accuracy = 0 $3,456,844
Accuracy = -3 $3,457,000

You are allowed to enter numbers of decimal digits ranging fromc@9to

In normal applications, we recommend you to use the value specified as format in cost
columns (seeTasks on pagell9for the accuracy of internal calculatioas well When
specifying different values, please be aware that internal dhog of results may have

the effect that displayed values seem to be wrokgample:

Calculation (accuracy = 543 + 4.30 = 9.73
Calculation (accuracy = @+ 4 = 10(!)

Timeracking

Actual times may be entered wit@imetrackingonly: It canbe prevented fromentering
actual timeddirectlyin the main windowof A-Plan if usag theTime trackingnodule

Don't overtake planed times of completed tasks when no actual times were entered
By defaultthe planned timeas usedwvhen setting a task to finished and there isawbu-
al time entered with thelimedracking If the setting i€nabled, "0" will be used astaal
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 dnyation. 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 (séeéesolution of the Gantt chdrbn page
33), public holidays will no longer be displayed as they would be too close to each ¢

Use the table provided in the tabolidaysto enter, edit or change public holidays and
other interruptions:

ther.

Options [
Columns/Rows -
Gantt chart/colors Designation Begin End i Mew date
Task bars/Notes/Legend Mew Year's Day 0101/ 00:00 02/01/ 00:00
I *-EY St. Patrick's Day (M. Irelanc 1703/ 00:00 18/03/ 00:00 Delete
Time range Christmas Day 25712/ 00:00 26/12/ 00:00 | _ _
Fonts/Line spacing Boxing Day 26/12/ 00:00 2712/ 00:00 |~ Besort
Header/Footer Good Friday 15/04/2003 00:00 19,/04,/2003 00:00
Logo/Text field Easter Day 20/04/2003 00:00 21,04/2003 00:00
- - P - Easter Monday 21,/04,/2003 00:00 22/04,/2003 00:00
Printer settings/Margins -
May Day Bank Holiday 050572003 00:00 06,/05/2003 00:00
Database settings Spring Bank Holiday 26,/05/2003 00:00 27/05/2003 00:00
. Battle of the Boyne (M. Ire 14/07,/2003 00:00 15/07/2003 00:00
Bar patterns - individual Late Summer Holiday ~ 25/08/2003 00:00 26,08,2003 00:00
Bar patterns - depending on Good Friday 09/04/2004 00:00 10,04/2004 00:00
pricrity Easter Day 11,/04,/2004 00:00 12/04,/2004 00:00
Time/Week numbers = Easter Monday 12/04/2004 00:00 13/04,/2004 00:00
Costs/Abbreviations May Day Bank Holiday 03/05/2004 00:00 04,/05/2004 00:00 -~
[ Holidays Repeat annually
Safety Public holiday file
General program settings ChUsers\Bernd\Documents\A-Plan\Data\uk.hol [ Save as... I
Settings |:|Eublic haliday file in database folder E — i [ Create new File I
Motes/aids/email
Profile folder I8
global settings for the current database
(Settings apply to all users and profiles) I Ok J I pply J I Eaneel J

New date

Clicking on the buttoiNew dé&e will insert a new row into the table and will open an-e
try field for entering the desigation of the new holiday.

To enter the date of the new holiday, doubtéck on the existing value in the column
Begin Of course, you can use the calendar andicfoc entering the begin by cking 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 Bepeat annually Dates
recurring annually can be regoized from the missing year.
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Click on the buttorResortto have the list sorted anew with dates recurring annuaby b
ing listed at the top and onrégme dates at the end of the list.

Change date
To change a date, doubltdick on the respective item and edit it as described above.

If the duration of the public holiday is to remain unchanged, activate the checkikes
duration. With this done, you have to change one of the two values only.

Delete date
Select the row concerd by clicking on it and click on the buttDelete.

Public holiday file

All entries in the list are saved in a separate file which can be used by ofPlanAlah-
bases as well.

On the other hand, you may use various pubbdday files in an #lan database. To
change to another file, click on the butt@rowseand 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 thatbn 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 asind 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 | Save @s... |

Public holiday file in global profile folder | LCreate new File... |

Note:

A-Plan is shipped witRublic holiday filedor USAand United Kingdomwith public hoi-
days listed until the year 2007. Public holiday files are saved in the data foldd?lahA
(by default, "My Document#\-PlanData").
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SAFETY

Options =]
Columns/Rows -
Gantt chart/colors

Task bars/MNotes/Legend

Backup copies
Folder for backup copies:

Ti Number of backup 3 DocumentsiA-Plan'Data
ime range
Fonts/Line spacing .

) pacing Backup every 60 = minutes -+ [. Documents &
Header/Footer [~ || Adobe Captivate Cached Pro
Logo/Text field B | AlbumGeneratorOutput
Printer settings/Margins G- Altova e

= ) A-Plan 7
Database settings YY)
S E Daten

B tterns - individual

ar patterns - indi |cQa 5. |, Profile

Bar patterns - depending on - Profiles

priorty e . Templates

Time/Week numbers 3| R (N SN SN SRS S S | AutoHotKey

[l
)

Costs/Abbreviations %% Axialis Librarian

Helidays [ (| i | Bluetooth-Exchange-Ordner
Saf [#- || Book Collector
| el | | 1 | N N N R | Braz

General program settings B~ |, ByteScout Samples i
Settings d U C
Motes/aids/email
Profile folder Encrypt database

global settings for the current database
I&/ {Settings apply to all users and profiles) oK ; | apply | | Cancel

Backup copies

A compressed backup copy of the current database is made automatically at regular i
tervals as setin I O1 dzLJ Sm@itedNtFou EntelvaAnumber > 0 INumber 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 wél be d
layed until a change is madThis is to prevent several identical backup copies frem b

ing made.

The number you enter in the fieldumber of backup copiewill determinehow many

backup copies of a database will be kept alive before the oldest copy will be deleted. The
backup cops are given the file extensions *.bcl, *.bc2, etc. with thénégy number

being the latest copy of the database.

When the set number of backup copies is reached, the file with the extension *.bcl is
deleted(or * .bsl in the SQL version oP¥an)and dl of the other backup files are each
reduced to the next lower number (i.e. *.bcl is deleted and the former *.bc2 becomes
*.bcl and so on).

For creatingandopening backup copies manuallgee 'Database administratidnon
pagel72

IMPORTANT:
Creating backup copieannot replace your regular data backup scheme for datatsec
rity. Their main purpose is to haverfoer versions of your data available!

Encrypt database
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Activating this option will have the effect that the database can be opened by no other
program but APlan. Using Miasoft Accesso open the database will request entry of a
password known to no one else but braintooftsvare. If anoher 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 che&mrypt daa-
base

GENERAL PROGRAM JEGH

Options =]
TITTEET .'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 entevatask row.

Task bar length

Doubleclicking 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 optionAdjusted to resolutionactivated, the length of the new task is dete
mined by the increment used to move the mouse pointer over the Gantt chart.»~or e
ample, a new bar will have a length of 1 workday (see below) if the resolutyaais
With the resolution beinghort day,the task bar length will be 2 hours while a resol
tion of 10 minuteswill result in a length of 1 minute.

If you activate the optiord workday, the begin and end of a new task bar will be dete
mined by the correspondingmes specified in the default calendar (segdlculation of
the duration of tasks, default calendaon page44).

Click on the optiorrixed durationif you prefer to specify a standard lengthterms 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 dgesign
tion of the row, i.e. othe 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 nserted. The length of the task bar is cited by the option activated undérask
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 choosifgarm ON

SQL Mode

With the SQL and the test version ofPAan you have the possiblility of actiweg and
deactivating the SQL mode. When startinglan, the dialog box for opening an SQ@t d
tabase does not come up unless you activated the SQL mode before.

For a detailed description of the SQL version see thed@p/ SQL versioifavailable
with the SQL version and the test version ePkan only).

MESSAGES / AIDS / EM
Options n

Tirme range

Safety / Messages Visual guides
S [~] Request confirmation prior to deleting data [ Vertical guideline
Header/Footer

[~] Show general hints [] Position of mouse pointer

Logo,/Text field

- ¢
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 téeoteof
the wlected 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 scitodl task bars (seeScrolling of task
bars' on page33) since this willeveal bars which were hidden behind other bars.

Display a message if task bars are shifted to past

A message pops upaftask 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 akaource or changed dates have the effect that a
resource is over allocatecebause 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 sickness or holidays).

Visual guides
N

A vertical line is displayed at the front end of the mous
pointer to facilitate the positioning of task bars.

|
Do, 08.05.2008
|

If you are not comfortable with these lines, just remove
them from display.
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Likewise, the field indating 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 ofAlan (see Sending of emaifson page71) you must

make the settings requested here. haally you can find them in your email program,
for example with MSutlook underExtras / Account Sings. If you are not sue about
the settings to be made or if problems occur, pleasetact 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 me@ase the display area. However, you will have to
do without the hints assisting you on the handling ePlan

Reload last file automatically

If you start APlan with this option being activated, the program will augtically load
the database that had been opened last befor®lan was closed. If this file is not
found, a new, empty database is created.

Deactivate this option if the loading offAan takes a long time in a network enviro
ment (e.g. because the whoteetwork is browsed in search of the database).

When starting show current day in the Gantt chart

If this optionis enabledthe currentdayin the visible range of the Gantt Chaviil be
shown When the option is disabledhe left boundaryof the Gantt dhartisset to the
value of thelast savedsettings
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PROFILE FOLDER

Options [

Columns/rows - tasks Global profile folder
Columns/Rows - Resources
Gantt chart/colors

Waerver2\o\A-Plan'\Profile

Task bars/Motes/Legend Eh ¢ (WServer2) (5) o
. - o]
Time ra-ngr: . I_——_l ;\_;:;e
Fonts/Line spacing L Backup
Header/Footer - || Daten
Logo/Text field B
Printer settings/Margins | || | | ! ¢ & 7 admin
b Alice
Database settings i} Bernd
P | I A R R S S Edgar
Bar patterns - individual g
R R I R R Hans
Ba.r patterns - depending on ‘e || Heike
pricrity = | i ke Karen -

Time/Week numbers

Costs/Abbreviations
o . fAnarEviEton ) Local profile folder
Holidays

@ Global profile folder (superiar falder for all users)
Safety

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 versiotthe profiles are, as a default, savad the folder"Doau-
ments A-Plan Profiles". If necessary, you may choose anathader for saving the -
files.

With the multi-user versionthe profiles are saved and synchronized both on the local
computer and on a server.

For more details regarding profiles and profile folders seaving options in profilé®n
pagel4l

Note:

If you do not have good reason for acting differently, do not change the descrised g
fault structure used by #lan in order to make sure thatPan will always find the
saved profilesettings, even if it is used on several computers or if there is no accesg to
the server. For more details se§dving options in profilé®n pagel40.

SAVING OPTIONS INGHRLES

To save you the work of entering a combination of settings again each time you need it,
you may savep to 99different combinations aprofiles. Apart from the settings of the
main window and of the options, the prinetup is saved in a profile as well (sé&aye

Setup (Tools/Options/Page t8p)" on pagel4?).
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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 (Sefile foldef on page
141). As a prefix, the profiles @agiven the name of the database, their extension is
".pnn" with nn being a consecutive number such as e.g. "test.p01".

With a database of the muttiser version of A°lan being used by several users, eagh u
er must use his/her own profile folder to previethe users from mutually overwriting
their settings. For more details seEdlder structure of profiléson pageFehler!
Textmarke nicht definiert.

WORKING WITH PRORLE

ﬂ start | Create/Edit Profiles existig for a database are displayed in the tat
3 profile: | ST .E; fl':ilr(t.and can be selected there with the help of a mot

Profiles used last
Default
+Global2

Global profiles
+Globall
+Global2

=500

Personal profiles 51
Customer XY il
Default s 2
Filter =1

Start | Create/Edit Changes of the settings are taken over to the curreit
2 Profile: | Defoult _ | file by clicking the functioSave settings
23s Save settings To have all changes taken over automaticahe button
BN DE|Et[§cu"Eﬂtpmﬂ,E can be locked (= activated permanently) by clicking tt
Profiles function with the CTRL key pressed down.

To create a new profile as a variant of the current profile, just type the new name in the
list field and press the ENTER key.

GLOBAL PROFILES

Apart from their personal profiles, users can also access global profiles which are created
only once as they are independent of databases and of users. Global profilesrate sta

ard profiles which are available to all users. To prevent the global préfilesbeing

changed by mistake or inadvertently, master or administrator rights are needee+o cr

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 tBNTER key. To distinguish them from-pe
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 anptbéle is seleted

or if APlan 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 STRUCTURPRGBFILES

Note: You may skip this chapter if you use a single user versiorPtd

By default, profiles are organized in such a way that both personal and global profiles are
available at all times oseveral computergven ifserver access is not availablThis is
achieved bysynchronizingpersonal 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 aPlan will find the corrgponding profiles on the
server with the help of the user name.

If the recommended standard structuréor profile folders is used, this just requires that
a superior profile folder is created on the server first. Next, the centf@lahh datbase
must beopened on one of the clients and the created new folder must be set as the
global profile folder(see"Global Profileson pagel4?). Doing this requires master
rights 6ee"Entering users (in administrator mode orilph pagel84).

When the central database is opened afterwards by another user on one ofiéméscl
the necessary folders will be created automatigaupposed that they do not yet exist.

Note:
If the central database is created with the help of thesistentyou will be prompted to
make the necessary settings there.

DETAILS

You do not need the information provided in this chapter unless you intergkt a be-
ter understanding of how profiles are organized or if you think about using a different
structure.

By default, the~older structure on the clientight 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 "DocushA-Plan Profile" and
the personal profiles are saved in the folder "Documé&atBlan Profild Manfred".

If necessary, another folder on the client can be chosen as the personal profile folder.
However, the folder designation should always be identical to the userenas othe-

wise the synchronization with the server will (no longer) be carried out.

The correspondinglobal profile folderon the server might, for example, look like that:

Global profile folder

WaenverdhoA-Plan'Profile

B} cMServer?) -
Foe , _Queue

- | A-Plan

= iy
S8l

~ Ji(tantred) ]

(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 respectyistry.
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BT — s S — s

Datei Bearbeiten Ansicht Favoriten 7

4. braintool
4. A-Planl2
----- , Files

vvvvv .. Layout
-1, Layout-Bar0
..... . Layout-Controls
..... , Layout-DockBar0
..... .. Layout-DockBarl
Layout-DockBar2
, Layout-DockBar3
- |, Layout-Options
..... .. Layout-Summary
Mail
, Main
, NewVersion
..... .. Options
Recent File List
. Userdaten
..... , UserName
- |, A-Plan2006
5. 1| A-Plan2009
>}, A-Plan2010

m

Name
ab| (Standard)
We|ConnType

Typ
REG_SZ

“hJaten

{(Wert nicht festgelegt)

REG_DWORD  0x00000002 (2)

ab| Data_Path REG_SZ

ab|Data_Path_Default ~ REG_SZ

ab| Error_File REG_SZ

ab|File REG_SZ

ab|ImportFile REG_SZ

ab] Last_Filel REG_SZ

ab] Last_File10 REG_SZ

ab| Last_Filell REG_SZ

ab| Last_Filel2 REG_SZ

ab) Last_Filel3 REG_SZ

ab)Last_Fileld REG_SZ

b Last_Filel5 REG_SZ

ab]Last_Filel6 REG_SZ

ab] | ast_File2 REG_SZ

ab] Last_File3 REG_SZ

ab]Last_Filed REG_SZ

ab| L ast_File5 REG_SZ

ab] Last_File6 REG_SZ

ab| Last_File7 REG_SZ

ab) L ast_File8 REG_SZ

ab]Last_Filed REG_SZ

ab]Last_Profile_Sync REG_SZ 17.04.2013 14:51:50
ab)oad last File REG SZ 1

,i!;JProfile Path_global REG_SZ \\Server2\A-Plan\Profile
abfp | REGSZ C:\Users\Manfred\Documents\A-Plan\Profile\Manfred

SETTINGS NOT SAVEIPROFILES

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 ddtase. These arall the settings related to the database,

i.e. the settings you can find when you click on the Rattabase settingen the dialog

box Options.

General settings

All settings which do not refer to a specific database are saveedich user in his ind
vidual registration database of Wdows! Such settings are, for example,

o

O O O O O

User name
Last file loaded
Default folders

Size and position of dialog boxes
Last values entered when using "Find" and/or "Replace”
Option settings made ithe tab General program settings
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PRINTING, REPORTS

GENERAL HINTS ONNPRING

LAYOUT OF PRINTOUT

Data is printed as a table with integrated Gantt chart and looks quite similar to what you
can see on screen. Howeyasome different settings are used for printing as tkee r
guirements for editing data in the computer and for viewing them on a printout dre di
ferent, especially when it comes to giving presentations or creating documentation. For
this reason, most of theettings used for printing are made in a separate tab entitled
Page setupf the dialog boxOptionsand have no influence on what you can see on

your screen.

One exception from this rule is that the settings maddfitiars andsorting 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 profilé®n pagel4?).

Important:
Collapsed folders and/or projects (se®tfucturing (Folders, Projects, Tasks) page

24) remain collapsed on the printout as well. If you want thienbbe expanded, choose
Expand Alfrom the ribbon tabStart. To restore the former view when printing iai
ished, just deactivate this fution.

SIZE OF THE PRINTANREA

A-Plan is capable of making full use of almost all formappetted by Windows printers

or plotters (theoretically, the maximum size is 2500 x 2500 mm with Win NT, 2000 or XP
and 1400x 1400 mm with Win 98/ME). If your printer does not support this size, you can
obtain a wider printing area if you split the printtsun horizontal direction into several
pages:

—]

Overla
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The necessary assembly of the pages is facilitated by optional cutting gdm@sver,

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. Forxample, 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°lan allows you to display the complete number of sheets i hor
zontal drection (see Print Preview on pagel63) enabling you to preview the result of
the printout on screen.

In the printout, all dimensions of the table are adjusted to the uked size(see
"Fonts/Line spaciffigon pagel57). This is to ensure that the visuaipression of the d-

ble and of the Gantt chart will match mostly with what you see on screen even if very
smdl or very large fonts are used.

INSERT A PAGE BREAMNUALLY

If a given row is to appear at the top of a new page in th
printout, insert a page break manually above this row. \
thisdone, a dashed line indicates the page break in the
screen diplay:

To activate this option, click on the row concerned with f
right mouse button first. Then, choose the commandert
Page Brealtrom the popup menu.

FProduct selection
Bl Internal implementation (7)
Ferformance specificatian

Flace Web design order

PAGE SETUP (TOOLSIOMNS/PAGE $8P)

A variety of options are available to adjust the printed output to your requirements.
All settings are made in the dialog bOptionsin the tabPage Setup

Clicking on the button paggetupon the upper left in the print previewvill take you to
the respective dialog box enabling you to preview the effects resulting from the changes

you made to the settings (se®fint PrevieWw on pagel63).
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COLUMNS/ROWS

TASKS

The tabColumns/Rowgwhich is available in a similar form for the Screen Setup) di
plays a table listing all existing columns that can be printed. A row in the table sfeown b
low caresponds 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 3 Buffer Act cum ] 3
Columns/Rows - Resources Buffer cum ] g
Gantt chart/colors CapUsg PI'd 0 10
" " CapUsg progn |:| 10
Task bars/MNotes/Legend Client W 12
Time range Completed ] R
Fonts/Line spacing Cost Calc, Meth, ] 10
Header/Footer Dur. = 3
Logo, Text field Dur. Act 0 &
Printer settings/Margins Dur. Adt-Pl'd O 8
' Dur. Act/Pl'd ] 8
Database settings Dur. pragn ] 8
Dur. progn-Pl'd = 3 sort
Bar patterns - individual Dur. progn/Pl'd = 3
Bar patterns - depending on EMail to ] 20 .| Change
priority End Act O - > - | SEqQuUEnce
Time \Weel niimhers S
Help [UF‘er:er:i?::f'IS:Eaingt]mgs for the current database Apply e

TheDesignationof the columns is equivalent to the desajions specified in the coer
sponding Screen Setup tab (sé@&sks on pagell9).

In the columndPrintand Time of,click on the respective checlok in the row concerned
if you want the corresponding column and/or the time to appear on the printout. If a
check box isdivated, clicking on it will deactivate it.

Thewidth of the columnscan be changed by clicking on the current value in the row
coneerned. However, the width of a column can be changed only if it cannot belaialc
ed automatically from the values displayed in the column. The values listed inlthe co
umn "Width" indcate the approximate width of a column in terms of characters.

Tochangethe 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 ths 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 (s&dructuring (Folders, Projects, Tasks) page
24) will not be printed.

RESOURCES

Options

Screen setup

- tacks
Columns/Rows - Resources
Gantt chart/colors

Task bars

Columns,/rows

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

=

Print Time Width -
v 3
v 0(E
v 10
v 10
v 16

v

v -
8
8
8
8
16
12

v -
10
8
8
8
8
8
8
8
20 -

Print resources only

| Do not print empty folders/groups

Da not print resources without tasks

Do not print empty* sp. times/overtime
| Never 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’}

Resources are printed below the task table just as shown on screen:

Task

Jan 2004

Resources

27

28 29 30

31 01 |02 03 04 05

Construction proj.

Kings Road W
Demalitian W Demmiﬁnn

Ground floor

Larry 2; Miller (50)

] 1
— p— 07 fl000

Internal walls

L

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 Hte top of a new page, select the first resource row in the
main table, click on it with the right mouse button and chodssert Page

The dialog box for selecting the resources to be printed provides a number of options

shown on the right enabling yow reduce the amount of printed data for the sake of

clearness:
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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 rows3pecial times/Costs, Overtimewil not be printed unless task bars exist
in the time range to be printed

Never print calendar rows
Calendar rows3pecial times/Costs, Overtimewill not be printed

Do not print empty absence rows

Absence rows will not be printed unless task bars exitin the time range to be priA
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 nobe printed

GANTT CHART/COLORS

Options B
Screen setu o
P [7] Print Gantt chart

Columnns/rows - tasks Designations of holidays Lines / Reshow date symbal

Columns/Fows - Resources Print [7] Print intermediate lines

Gantt chart/colors . _ width

@ [ = | Dgtted line at current time
Task bars DAl is mare - mm =

515 Max, line thickness [1-8)
Page setup Colors

3= Thickness of linking lines [0-6)

Columns/rows - tasks [click to change)

m

Columns/Rows - Resources Link 51| Size of reshow date symbol 1
| Gantt chart/colors | “;:Edk_ [y S— (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 checRuoux
Gantt chartto activate it.

Designations of holidays

The settings you make in this pane have the same function as those made in the Screen
Setup (seeGantt chartColors' on pagel23).

Contraryto 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 assiign a ¢
or to the element concerned. Click @Kto apply the color to the element.

Lines/Reshow date symbol

Intermediate lines

Additional intermediate lines are inserted if the resolutignin the range of hours or if
the date of each day cannot besdlayed 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 tlaathe 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 viakie 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 (sEkethents and symbol used in a Gantt
chart' on page29) a range from O to 10 is provided with "5" being approximately euiv
lent to the fontsize set in the table. Specifying "0" will have the effect that g#show
date symbol will not be displayed.

Critical path / Accumulated buffer

Critical path

Frames of task bars and linking neepresenting the critical path are marked by red
color.

Accumulated buffer

Accumulated buffer is marked by black/green dotted lines.

TASK BARS/NOTES/LEGE

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
f : £ bars in a row)
Gantt chart/colors o )
Tack bars [ starting/ending date or time [For the date range of printed task
o 1307. [ 2807 bars see ‘Time range’)

Page setup Eormat:* | M/d/yyyy

Motes/Legend

Columns/rows - tasks Example 3/12/2011

m

Columns/Rows - Resources Print Notes
. *d =day y=year AMPM =12h _
Gantt chart/colors ww = week h = hour () Below table
| Task bars/MNotes/Legend m = maonth  m = minute (for details see @ On separate page
Time range Mo, of note columns: 1=
Fonts/Line spacin Showyorking times and capacity .
i pacing usage in tasks bars of tasks [¥] Print Legend
Header/Footer :
Logo,/Text field
Printer settings/Margins ["] Display completed as 3
Database settings

Bar patterns - individual

Bar patterns - depending on

priority
TimeWeelk niimhers kT4
user-defined settings for the current database w n
(Prafile: 'Default) - £pply e
Task bars

The settings made in this window pane have the same function as those made irrthe co
responding pane of the screen setup dialog box (eesK barson pagel26).
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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 ovegdping 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 itasiebar list(see Task bar liston
page50). As an additioneadvantage, the columns to be shown can be composed at will.

Depending on the setting made in the t&8antt chart,you can have the Gantt chart
shownor omitted in the printout. Furthermore, you can specify the time range of the
printed task bars in théab Time range as, for example, "Stadf-print date:

01.01.2002" and "Endf-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 ativated, choose from the additional options to determine
whether notes will be printed on each pabelow the tableor on aseparate paget

the end of the table. Especially if several pages are printed one below the otherat is re
sonable to have the nas printed on a separate page.

You may specify amumber of note columngo make the best use possible of the space
below the table.
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Jan 2004 |

No. | Task Resources 77 2 29 0 [31 01]02 03 04 05 0607 0809
I I I 1 I 1 I I I I 1 I 1
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
06 Internal walls ',W
07 Doors. windows Fraser | | | ]—)-:::-
- 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 theassignment of rows to notescolumn numbersNo.) are printed bgeth-
er with the related notes. If a rie exists in a row, the number of the row concerned is
marked by an sterisk and is printed again in front of the note.

Notes of task barare marked by the number of the row and by a consecutive number,
as, for example, 04 = first task bar note in thiurth 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 oftdi#e. 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| Haswking — | - =
20" | Basement Kings Road - Bas ement | | | |
- brick layers - windowus, doors I:l electrics - summary
[ usage 0%-50% [ Jusagestusos B sagees-1oos [ vsaoe 2 00w et assignedtabsent
03 Motes for demalition 13 Motes fior grovnd floor
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 wanGett
chartto be printed or not (seeGantt chart/Colorson pagel50).
GANTT CHRAT IS NOT TO BE PHEN

If the Gantt chartis not to be printedyou have to specify th8tart-of-print date and &-
ther the Time rangeor the End-of-print date only:
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Options

Screen setup

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars

»

Page setup

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

m

Database settings

Bar patterns - individual
Bar patterns - depending en
pricrity

TimeMNeel numhers

-

Start-of-print date
210372011 08:00

() Time range as 2. value

=3

.j:

() automatically

() Today

() First day of week

@ End-of-print date as 2. value

19/11/2036 16:00

=]

[Profile: ‘Default’}

user-defined settings for the current database

QK

J {

J |

Apply Cancel l

These settings are required only if you activated the opBoimt each task bar in a ge
arate rowin the tabTask bargsee Task bars/Notes/Legefidn pagel52).

GANTT CHART IS TOPBENTED

If you want theGantt chartto be printed, you have to enter a total 8fvaluesto deter-
mine the time range to be used in the printout:

Options

Screen setup

»

Columns/rows - tasks
Columns/Rows - Resources
Gantt chart/colors

Task bars

Page setup

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

Database settings

m

Bar patterns - individual
Bar patterns - depending en
pricrity

TimeMNeel numhers

-

Start-of-print date
210372011 08:00

B

) Time range as 2. value

@ End-of-print date as 2. value

19/11/2036 16:00

=]

Widgang

1825

26401

() automatically

@ Set manually

() Today

() First day of week

Fengled
Produktie:
Mmeslzeng i

w O
Hardwnts
Hardwata
Provider o

() Width of day as 2. value
() Width of day as 3. value

mm*

@ Mumber of pages as 3. value

*if font size is 8 pt.

[Profile: ‘Default’}

user-defined settings for the current database

QK

) |

Apply Cancel

J |
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Setting the first value (Starbf-print date)

Choose from one of the following options to set the stafprint date:

o Set manually
Enter thestart-of-print date in the entry box.

o Today
With this option activated, the program will use the current date asdtast-of-
print date whenever you print.

o First day of week
Activating this option will have the fefct that the first day of the current week is
set as thestart-of-print date whenever you print.

Setting the second value

As required, either théime range the end-of-print date or the width of day may be
used to ettermine the end of the printed time rage:
o Time ranggprints the specified period as, for example 2 weeks or three
months)
o Endof-print date (prints all tasks bars up to the specified date)
o Width of day(creates the Gantt chart resolution you specify)

If the Gantt chart is to be printed wittihe same resolution as shown on screen, you may
choose the corresponding default value from the diagpwn list. To specify a width of
day in mm, choose (uselefined) from the dropdown list and enter the value you want.

Setting the third value

Depending a the settings made before, you may either set thenber of pageor the
width of dayas the 3. value:
o Width of day
0 Use this setting if you want to obtain a specific resolution of the Gantt cliart a
ter you specified either ame rangeor anend-of-print date to be used as the 2.
value. APlan will then calculate theumber of pages
o Number of pages
o0 Specify this value if you want to limit tmeimber of pagegrinted in horizontal
direction. With thetime rangeor the end-of-print date set as 2. value,-Rlan
will calculate the width of day whereasphan will calculate thend-of-print
date if the width of daywas set as 2. value.
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FONTS/LINE SPACING

Options =

-
Screen setup Font of Table

Columns/rows - tasks Arial IZ| 8 IZI

Columns/Rows - Resources
e Font example
Gantt chart/colors

Taczk bars
Page setup Font of Header/Footer Line spacing: 09/~ mm
i 8
Columns/rows - tasks = Arial E E [T Correct line offset

Font example
Columns/Rows - Resources p

Gantt chart/colors

Task bars/Motes/Legend Font of Nates

Time range
n - i 8
Fonts/Line spacing Times New Roman IZ| IEI

Header/Footer Font example

Logo/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending en
pricrity

-

Tirne/ANeelk numhbers

user-defined settings for the current database
(Profile: ‘Default’) ok |1 sepy | cancel

Fonts

Choose thdonts you like from the dropdownlists. You may use different fonts for the
table, header/footer andnotes. Thefont sizeof the header and footer is used as e-d
fault value if no other value is specified when entering the respective texts (see
"Header/Footet on pagel59).

Line spacing
You may set any value from O mm to 20 mm for the line spacing.

Correct line offset

Depending on the printer driver used and/or the printer setup it may otlcat the
words are not printed exactly in the center of the line but shifted upwardsgpyax. 1
mm.

Activate the check bo&orrect line offseto prevent this from happening any longer.

Remark:
This problem is not a bug offAan but is caused by theipter driver used and alsoce
curs in many other graphicsqgrams which use graphics routines for printing texts.
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HEADER/FOOTER

Options [

Screen setup - Header

Columns/rows - tasks £5125FSU/Current Planning/ /Page: P of 5G/

Columns/Rows - Resources Page: 1 o0f 9

Ganit chart/colors Current Planning
Task bars

Page setup Height: 10 =~| mm

Columns/rows - tasks

m

Footer

Columns/Rows - Resources
JSN/ /5D, 5T/

Gantt chart/colors
Task bars/MNotes/Legend

Time range
Fonts/Line spacing C\Users\Bernd\Documents\A-Plan\Data\WManual. apl 1210372011, 21:54
Header/Footer Height| 10 - mm
Logo,/Text field

Printer settings/Margins Format Strings: Font size = $5n Text (/.../): Page [x of y} = 5P of 5G

. bold = 5F Date = 5D

Database settings top = 50 Time = 5T

o bottom = SU Filename with Path = SN
Bar patterns - individual new line = 52 Filename without Path =
Sn

Bar patterns - depending on
priority

. . -
Tirne/Weel nuimhbers

user-defined settings for the current database
|—/ﬂe'p [Profile: ‘Default) E 2 [ 2oy J[ conce |

Both header and footer are each split in three areas with different paragraph formats:
the left area is leftaligned, the nddle area is centealigned and the right area is right
aligned.

Use the fields shown above the exemplary header and footer to make your entries. As a
general rule, théegin and end of text must be indicated by slashi@s Since only the

last slash is interpreted as "end of text" in an area, slashes can also be used within e
tered texts.

To enter formatting and other information such as page numbering, current date etc,
use theFormat Stringexplained in the dialog box belothe exemplary footer. Please
note that format strings always have to start with the character "$".

Thefont and the default font size are set in the t&bnts/Line spacingFont sizes diffe
ing from this setting can still be assigned to individual eletseftext using the format
string "$3" (e.g. "$S14" for a font size of 14 points).

In addition, you may specify theeightfor each of the three areas of the header and
footer. However, this has no influence on the current font size but refers to text el
ments placed at the upper edge using "$O" or at the lower edge using "$U".

+ Fage: T ofd
Header {(formated by using "$U") |

Height| 10{2] mm
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LOGO/TEXT FIELD

Options =
-

e Print Logo/Text Field
Columns/rows - tasks Scale: 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 E Corr. on left: 0~ mm
Columns/Rows - Resources - =
Gantt chart/celors Location: at bottom right IZI
Task bars/Motes/Legend .

. a
Time range D bra|ntDD| [ Reload
Fonts/Line spacing
; Logo or text field file
Header/Footer B—
- i . [OWSE. ..
| Logo/Text field File name; = ) Internal file (embedded)
Printer settings/Margins C\Tempi\braintool_logo_400.bmp @ External file (linked}

Database settings
Bar patterns - individual
Bar patterns - depending en
pricrity
TirmeANeslk numhers i

user-defined settings for the current database
(Profile: ‘Default’) oe J[ seey || Gonea |

Alogoor text field can be printed at any location on the printout. You may use graphics
or photos asvell asobjectssuch as a MS WinWord or MS Excel file.

Logo or text field file

The logo or text field file may either be embedded in the curreffl@n databasdrfter-
nal file) or linked to the APlan databaseekternal file):

Logo or text field file

; . Browse...
Eile name: | Browse.. | ) Internal file (embedded)

ChTempibraintool_logo_400.bmp @ External file (linkead]

You may either enter thpath and name of the logo or text field file in the fid¢ide
nameor click onBrowseto select it from the respective folder. Withternal file act-
vated, the entered file is saved as a graphics in tilah databasewith external file
activated, thename of the file is saved in the current profile (s&aving options in pro-
files' on pagel4l).

As onlyoneinternal file may be saved in an-Rlan database, an existing embedded file
will be replaced by the new file if a second file is embedded. This meanaltipaofiles

in which theinternal file is used as a logo or text field will be affected by suakra r
placement.

Note:

In the network versionof A-Plan, the internal logo/text fiel@ile 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 f- Graphics must be embedded again
(embedded) ished graphics isicluded in | (button Reload after it was changed

the APlan atabase Volume of APlan databasésin-
Graphics islways avdiable, | creased
even if the APlan database i

) Only one file can be embedded in
copied to another computer

each APlan database

external file Graphics isipdated prior to | Printing may beslower as the
(linked) being printed (even, forxe | graphics must beeloaded first

ample, the date field in a If objectsare used (e. g. MS WinWo
WinWord daument) document), the relatechpplication

A different file can be used | program is startedwvhen you print in
for each profile A-Plan

Volume of APlandatabase is
not increased

File formats

The following file formats may be &g 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 programsnay be used as well supposed that thepsu
port OLEand are capable of creating the formaimf. If you are not sure, just create a

simple graphics with the program you want to usaye the file and select it in the dialog

box shown above (click all files (*.*) first). Please be aware that it may take quite a
long time until the graphics is displayed because the related application program m
be started first!

If the applicatbn program is not suitable, a symbol will be displayed only together wi
the file name.

ust

th

Note:

We do not assume any liabilityor any program being not suitable of creating a logo (¢
text field. If this cannot be done (or not the way you want it), it is\within the respm-
sibility of APlan as the graphics created with other programs are taken overRiami

Dr

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|

Reload

Whenever you do not want the logo/text field to be
printed, just click on the respective check boxdeaci-
vate this option.

The size of the logo/text field may be specified asia p
centage in terms of scale or by entering theightand
width you want.

Thelocation of the logo/text field is set by choosing on
of the corners of the printed page or onetbie centers
of the four sides from the droplown list. Use the add
tional fieldsCorrect at topand Correct on leftto adjust
the sdting.

For example, adjustment of the setting may be required if you use a table created in MS
WinWord as the graphics caged from it is usually bigger than the table.

Clicking orReloadwill create the graphics again from the specified file or will embed it
again into the current A°lan daébase if you activated the optianternal file.

PRINTER SETTINGS/NEARS

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

m

Costs/Abbreviations
Holidays
Safety

General program settings

Settings
Messages/aids/email

Profile folder

-

Margins [mm)

Cutting Guides
[ print Cutting Guides

Distance (mm} | 35

) Portrait

Top Margin
102 4.0) @ Landscape
(5.0) | 10}= T 10~ (5.0
e
Left Margin 3 Right Margin

10| @.0)

Eottom

- L, Setup
=

[minimum permitted by printer) < printer

[Profile: "Default’}

user-defined settings for the current database

OK i [ Apply I [ Cancel

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 sraathan 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, thedistance (mm)of cutting guides from the edge of the printed arean
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@emte | This will take you to the Windows printer setup dialog box.

The printer settings you made (printer name, portraitlandscape, 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 s&aving options
in profiles' on pagel4?2).

PRINTING

START THE PRINTINGOEESS

Print immediately

ChoosePrint/ Quickorint from ribbon tabFileto have your datgrinted immediately
with the current print sétings.

Print pages

To specify the number of printed pages or copies or to choose another printer prior to
printing, choosePrint/ Print from the ribbon tabFileto start the process of printing:

Print @
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 ihorizontal 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 1.5

Fage 25

Fagei 1 | Page 32 | Page33 | Page3d | FPaged s

FPage 4
(Motes)

Suppose you want to havething else but your notes printed on a separate page (see
"Task bars/Notes/Legefidn pagel52). To achieve this, you would have to engom:
4To:4 on the left for thevertical directionwhile the setting made for the horizontal-d
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, choBs@t/ View page
from the ribbon tabFile

% A-Plan 2016 - Manual Verkn - O %
& = I:‘ JEE] ® S T |Page M4 104 p M Clase Help

Page: 1of 4
Current Planning

No. | Task Resources e Dig I 2017
| | | [Toec [ den TFeb [ wer [ Aor T ey [on [ uu [ewo [ Seo [ Oo [ Mow[Dec [ don [Feof iar [on
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 | Promsses F‘%:mm |
05 | Tonics conkents Miller .

08 nterna implement.

05 o F A Topks, conteris

08 | it el mp B en o0

07 | Exterrslimpement | W84 Ut \ | | FEreramoE e
B

o8 Dats processing

[10_| RuningPro;
Cap.usage [ 2ms 018 I 2017
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‘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:
2 Page Setup

This will take you to the printing optiorfsee Page Setup (Tools/Options/Page
Sdup)" on pagel4?) allowing you to see the effects of the changes you nyaikie
the dialog box remaining openedust click olpplyin the dialog box to see the
effects.

Print

Will print your data but opens a dialog box first where you can enter tlgepéo
be printed and make further settings (setart the printing proceson page
162).

Full screen view

fn

If not in full screen mode, this button will change the view to full screen mode
vice versa.

[[] Show printed area

Displays the border lines beyond which printing is not paes
[@ Copy preview to clipboard

This function will copy the contents of the preview into the Windowsbdard.
&7 Copy view to graphics file

Will copy the previewo a graphics file.
#,  Enlarge view
=, Reduce view
™ Adjust view
[~ Set Zoom Factor

Use this function to set the zoom factor used to display thevigw

Apart from choosing the values from the list, you may type aty
ues in between (from 5% to 400%).

4 4« 1vwn2 p p| Page up/Page down

Allows you to scroll in vertical direction within the pages to be
printed

CREATING GRAPHIQESI

Current planning data can be copied to any graphics files which may, for exampte, be a
tached to emas 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 flex
bility as the graphics files are created with the current print settings. Use the pent pr
view of APlan to check ho the page will look like.

The dialog box for creating graphics files can either be opened from the page view by
clicking the buttornGraphics fileor by choosindPrint/ Printinto graficsfile 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
pad Scale: 150 = %
From| 1/ To: 1=
Eram 1= -
Create file

To: 4=
Help | | Cancel |

Output file

A variety of file formss is provided for creating graphics files. B andpngwill pro-
duce graphics of very good quality wihg providing a higher compssion andpg re-
quiring less time for creating the graphics file.

Most of the existing graphics pragns can be used to open and print the created files.

EMF format

Theemfformat is somewhat different from the other formats as no finished graphics is
created in the respective file. Instead, the components of the graphics (texts,ding
are saved ashgects 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 shaudtluse a graphics program to open these

files as it takes very long to convéinem to a pixel graphics and will also use up a lot of
memory (up to several hundreds of MB!). Instead, use MS Excel which is idealfor vie

ing and printingemf files or ACDSee (see http://www.acdsystems.com) which is very

good as well. When it comes pointing, MS Excel is superior to ACDSee becausest is ¢
pable of printing the graphics on several pages if it is enlarged. To haarafdite dis-

played in Ecel, select the cell where you want the graphics to appear and chosset

/ Picture / From Fig .
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Note:
The print preview can also be inserted directly into another program such as MS Excel by
using theWindows clipboard To do so, copy the print preview to the Windowg-<li
board by clicking on the butto and choose the commanidsertwhen you aredn the
target program.

Print pages

The pages to be copied are selected in the same way as in printingSteeethe print-
ing processon pagel6?) in both the vertical and harontal direction. A separate file is
created for each page with consecutive numbers assigned to the Nasé¢ 001xyz
Name 002xyz ...)

Scale

You may set any scale to be used in creating the graphics file. The higher the scale the
better the quality yai get. However, the time it takes to create the graphics as well as
the size of the graqics file will increase as well.

This setting is not available if you specify #mef format. With this format, you can set
the size at will while you are weng thegraphics.

REPORTS

Reports can be generated for charging spent times and incurred costs over anyetime p
riod you specify. ChoodReportsfrom the ribbon tabToolsto specify the time period

and the type of report and click on the butt@enerate reportsto output them to an

MS Ecel file:
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Reports @

From: 01.03.2011 Elil To: 31032011 Elil Egenerate reports i

Current maonth |Z| | Close |

Report selection | Help |

| 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
Browse... .
Report file: with M5 Excel [see the

comment in the first line
Ch\Users\Bernd\Documents\A-Plan\Daten\report.xls of the template file).

Browse...

Filter settings are taken into account when reports are generated. This enables you to
confine the database search on parts of the database only in order to create specific r
ports. For example, with cosenter numbers entered in one of the useefined cd-
umnsyou might have the work and the costs of a specific cost center output to atrepo
by setting the correspondingter.

TASK REPORT

The file created by clicking ddenerate reportds opened in Excel automatically. The
first worksheet in this file will show th€ask 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 summamgs showing the totals of
rows on the next lower level. Clicking on the down arrow\ag=Level) and selecting
Custom AutoFiltewill enable you to compress thtask reportto the level you want:

Task Report (incl. fixed costs)

Custom AutoFilter |
Time o .
o rows where:
Date ¢ L
F Iis less than or equal ko j |2| j
g
Lv. »| - Tas Qun WC costs actual
+ 0 Tot | ] | =1 B3.00 €
+ 1 Urd Lse ¥ ko represent any single characker iBE-DD 'E
+ 2 R'EF Use * to represent any series of characters 22100€
3 - EC 02680
3 -SF ok | cancel | 0.00 €
3 - EC—Tm T T T T [AFRE R F18.60 €

RESOURCE REPORT

The second worksheet displays tResouce Report

Resource Report (incl. fixed costs)
3| Time period 01/A01/2004 - 3170172004
3| Date of report JW0X2004, 22:48

G!’OHPS

Resources
Lv. v| - Tasks folder |project parent task  cap. usage  work planned work actual costs planned Costs actua

0 Total 7.9% 97.0wh 38.1wh 4.,284.00€ 1.683.00 €
1 Team 1 8.8% 70.0wh 27.1wh 3,150.00€ 1,221.00¢
2 Hall 7.2% 30.0 wh 11.2 wh 1,350.00 € 502.50 €
3 -EC 345 Orders  |Repairs 20.0 wh 11.2 wh 900.00 £ 502.50 ¢
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 -EC 356 Crders  |Repairs 15.0 wh 16.0 wh B75.00 £ 718.50 ¢
3 -EC3ER Orders  |Repairs 25.0 wh 0.0 wh 112500 € 0.00:
1 Team 2 71% 27.0wh 11.0wh 1,134.00 € 462.00 €
2 Willis 7.1% 27.0 wh 11.0 wh 1,134.00 £ 462.00
3 -RFE64 Orders  |Maintenance 12.0wh 11.0 wh 504.00 £ 4200 «
3 -RF745 Orders  |Maintenance 15.0 wh 0.0 wh B30.00 € 0.00 —

Hint: Capacity usagm the Resourc®eportmay differ from theusagein the A-Plan
resource viewsincethere completedtasks areby defaultexcluded from theusage The
latter, however, care changedptional (see"Workload throughcompleted processé's
on page99).

CAPACITY OVER TIME

The report on the capacity over time will create a separate worksheet in the Excel file for
each resource grougEach 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 themaximum available capacity (in consideration of working
hours, dsence tines etc.), theplanned capacity, thectual capacity and theemaining
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

800 wh

700 wh ——max
/\v ——plan.

B0.0 wh - ————,

—act.

50.0 wh \ \ /
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

——remain.

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 EXOBIOPUT FILE

The reporting function uses the Excel fiReportOxIsxX' as a template. The template file
is copiedo the data folder of APlan ("My Documeni&-Plan Data") when is beingnt
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
1 -
M 4 » M Task report / Resource report / Capacity Teaml / |« | ﬂj_‘

If the current database is stored in another folder you have to copy the abowe me
tioned template file to the other folder as well.

A-Plan 2016 Printing, Reportsf 169



To a large extent, the layout of thertglate file and of the created report respectively
can beadjustedto your requirements. To do so, you melyangethe following elements
and properties:

(0]

o O O O O

Font type and font size,

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,

lines, frames

You are not allowedo change

(0]

the positions of columns and rows (new rows or columns may not be added amd exis
ing rows and columns may not be deleted),

the sequene of worksheets,

the text "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

To open a database, just click the butt®penin the Quick
Access Toolbar

, or clickOpenin the tabFile

Furthermore, APlan can be started with a file nharappend-
ed as a parameterThis will not only start A2lan but will alst
Last used open the file (seeB. Starting APlan with parameterson
page263).

Info

Mew

Open

3

Note:
In fact, APlan does not allow you to have two files open at the same time. If thi<is ne
essary, just start &lan for a second time to open a second file.

If A-Plan is used in metwork you are prompted to enter a user name and a password.
For further notes on this see the chaptekccess permissiohsn pagel84.

SAVE AS

ChoosingFile / Save asnd 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 makaramngediatelysaved in APlan.For
this reason, the comman8avehas no functiorin A-Plan. Another corejuence is that
you will not be asked whether you want to save your data when you close tduyggm
or a database. There is also no need to save your work at intervals during séssion

FILE EXTENSION

Although APlan is based on files of "Microsoft Access" format it does not use tie co
mon file extensiorf.mdb but the extension*.apl. This extension provides the advantage
that A-.Plan can b started by clicking on anRan file.

If necessary, the original extension “.mdb" can still be used; however, dolibkeng 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 bbtfile extensions for Rlan databases within one env
ronment since this would result in the frequent confusion of files.

DATABASE ADMINISTRAN

CREATE/UPDATE BACKIgH®PY

A-Plan automatically creates backup copies (seaféty on pagel36). 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 conivasd
baseadministration / Securedatabase in backufrom the ribbon tabFile

If the set number of backup copies already exists (Szd€ty on pagel36), the oldest
copy is deleted, the numbers of all other backup filess @ach reduced to the next lower
number and the new copy is given the highest number

OPEN BACKUP COPY

Choose the commanDatabaseadministration / Open backugdrom the ribbon tabFile

to open a backup copy created byPAan (see Safety on pagel36). Please note that

the backup copy versions are numbered with the latest version having the highast nu
ber (*.bc3 is a later version than *.bc2).

You may rename the file prior to loadiitgo prevent the original backup copy froneb
ing ovewritten.

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 d

rectly (by renaminghem first)!

REPAIR AND COMPRBAJABASE

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 commabDdtabaseadministration / Repair/compress

If you try twice to start APlan together with a defective database, the program will a
tomatically propose you to have this faion executed.

The repair function will compress the database even if you dicstast this function
manually. Whenever the size of the database has increased considerably, compressing is
carried out automatically by-Rlan after the last user has closed the database.
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ARCHIVE DATABASE

In the course ofime 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 iarghive database

This is done n&t easily by using the comman@sitand Paste(see 'Copy, Cut and

Pasté on page74).

In certain cases, however, it is not possible to cut a block from the database for archiving
it. For example, you cannot use the commar@utif you want to remove only a few task

bars from rows containing many task bars. Instea#|@n provides a function enabling

you to save a copy of the current database in an archive folder first and to delete all
those cata from the current dtabase which arevithin 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" @ "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 profie based on default settings was created due to the changed designation.

Archive/Clean up Database =
Archive:
| Archive Database as:
ChUsers\Bernd\Documents\A-Plan'\Data\ArchiviProject_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 boxXClean up Databasactivated, archiving will have the effect that all
task bars within the selected database area or within the entire database are deleted
from the current database if they meet the conditions you specify with regard to their
starting or ending date. The following conditions are at your choice: Delete all task bars
which either started or ended
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0 before the specified datebgfore),

0 a specified numbeof days agoggo),
0 after the specified dateafter) or

0 between specified datebétween).

If activated, the optiorDelete Empty Rowsvill subsequently delete all rows which are
empty due to the deletion of task bars. Likewise, projects with all thekstagleted 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 elgawas
started!

Note:

If a database is being archived, it may be opebgdne user only Otherwise, a ms-
sage is displayed and the archiving/clagmprocess will not be performed. In contrast| a
clearrup without archiving (see the tip below) can be performed even if thmbase
has been opened by several users.

Tip:
You mg also use this function to deletelage number of task bardHowever, deaat
vate the check boxeArchive Database aagndDelete Empty Rowbefore you use the

function in that way.

EXPORTING DATA

ACCESSING DATA USMNGROSOFT ACCESS

Apart from creating export files as described below, you can also operPdanAdaa-

base withMicrosoft Access 2000 or a higher versitlmdirectly access the data ne

tained inthe database. When doing so, you can creadéitional objects(tables, e-

ports, modules) as well but you should make a backup copy of the database first. The
structure of existing tablegannot be changeas this might have the effect that thead
tabase canot be opened correctly by-Rlan any longer!

For a detailedlescription of the structure of an Alan databasesee the file'struc-
ture.rtf" in the program folder of A°lan (almost all word procsisg programs can be
used to opente file).

Thefile format used by APlan is Access 2003. However, convertifigjak databases in
Access to a higher version is no problem as converted databases can be openeld and e
ited in APlan as well.
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CREATING AN EXPOREF

Choosing the comman@xpot from the ribbon tabFilewill open a dialog box where you
can make all the settingequired:

Export 7 ==
Export file:
ChUsers\Bernd\Documents\A-Plan\Data\Export.xls
Format Export: Task fields:
Tasks | B Do not export: Expart:
MS Excel (o) E asks | E50Urces | .
Motes - Outline_Level -
/| Eolders Object Index 3
7| Projects Created Priarity =
Task Reshow_Date L Task_Mame
1833 Req_Effort =/l | unigue_ID
Task Bars Effort Contact
Textl Responsible
Options: Entire database Text2 Resource_MNames
) ) o Text3 Capacity_usage
W ?_:no#r:;nr;:l;mgnatmns @ Displayed data Tewutd Start_Date
Text5 i Actual_Start N
| Notes without carriage Tt Fimists Mumts
returns and tabs ﬁdd—«’
Export
E—— o
Help Close
Export file

The export file is the file that will receive the data to be exported.

If an expot 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 ove
written or whether the new data are to be appended to existing data.

Format

Choose from the following file formats:
0 Text(.txt)
0 MS Exce(.xls)
o MS Project(.xIs)

Separator

With the text format selected, you may enter the separator to be inserted to saefgar
the cantents of the record fields.

Notes on the MS Project format

Using theMS Projectformat will create an MS Excel file as well but in a form which can
be opened directly by MS Projed his 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 calendargbsence timesind actual datawill not be
transferred
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o only thefirst (pending)task barof a row is transferred
o Costsare recalculated by MS Project

o0 in MS Project a new calculation is performed automatically which, however, can
be deactivated in MS Project by choosgtions / Calculatgthen, summaries
will not be updated)

To open the created Excel table usM& Project a suitable import format must be er
ated once in MS Project. This import format is identical to the export format required for
A-Plan and is described in the paragraf@réating an export fileon pagel75.

Options

Use the first check box to determine whether you warhtesdlineto appear in the first
row of the output file with degnations of columns displayed in the headline.

Activate the second check box to have the texhofes exportedwithout carriage e-
turns and tabs This is to avoid carriage returns within a data record.

With the formatMS Projectselected, these options are not available as the requirdd se
tings willbe made automatically.

Export

Tasksandresourcescan be exported independently of each other. In addition, you may
select folders, projects, tasks and task bars separdételiasksand, analogous to it,
groups, esources, tasks and task bars separatetyrésources:

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 enablingy the fi
ter you want to use and exporting thiisplayed data(second option). If you are going to
export certain data records frequently, you may save a geprofile which will enable
you to reload theseecords whenever you need them.

When exportingselected rows onlyselectedfolders will be exported with allisiblepro-
jects and selected projects with aikibletasks.

Note:
The optionSelected rows aly 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 toxpere
ed are shown in the list on the right. To determine thedds to be exported, select the
field desigmtions and click on eithehdd or Remove

The fieldindexshown in one of the lists includes 4 digits (folder no., project no., task no.
and task bar no.) used for theternal numbering of dataecords.

With the formatMS Projectselected, the lists are not visible as the required fields are
determined automatically.

IMPORTING

‘GENERAL

Data of otherapplicationgs imported either irMS Excel formaobr in xml formatif aMS
project fileis to be readgee"xml Format (MS Projectpn pagel82).

‘ MS EXCEL FORMAT

GENERAL

o The MS Excel file must consi$ttwo worksheets namedask TablelndRe-
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 créatetomatically by MS
Project when they are saved in Excel format.

o For an example see the file "ImpodsX' in the main folder of A°lan.
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WORKSHEET "TASK TABL
Designation Type Value range | Contents Desig. in
A-Plan
1D* 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_Levet 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)
Textlg Textl0 Text max. 100 Any text Text1 —
characters Text10
Numberlc Num- Number Any number Number1 —
ber10 Number10
Time_Unit._ Work [Number |1 -6 (see Time unit of work Time unit of
explanations Work
below)

If resources were assigned (colufResource} the following values witiot be taken
into account because the values entered for the resources are udbdsinase (see
"Worksheet "Resource_Tableldn pagel8l):

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 - 6 (see ex- | Time unit of costs Time unit of
planations be- Cost
low)
Calc_Method_Cq Number | O - 2 (see ex- Calculation method for labour costs Cost Calc.
st planations be- Meth..
low)

Explanations

Priority

Designations in "MS Project”

Plan

correspond to these values in A-

"Do not reconciliate"

0

"Highest"

"Very high"

"Higher"

"High"

"Medium"

"Low

o |01 | W [N |-
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"Lower" 7

"Very low"

"Lowest"

Resources

Designation®f assigned resources and their capacity usage (in square brackets) if the
usage is not 100%. Several resources must be separated by a semicolon(;). Thee design
tions of resources must exist in the column "Name" of the worksheet "Resource tablel"
(see Worksheet "Resource_Tablelon pagel8l).

Example:
"Miller;Johnson[80%];Lorry 1" or
"Miller;Johnson|[0,8];Lorry 1"

Successor

The values are composed of one or several number(s) of theessor(s) (as entered in
the cdumn No.) and of the type of link:

Format n[VA]X][;n[VA]IX]I[;n[VA]IX]] ...

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 (ifadded by MS Project) is ignored byPhan
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 Bgin/End link

Time units of osts 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
"0" precisely
"1" round up/off
"2" round up
(empty) Default valuas used
WORKSHEET "RESOURGBLE1"
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 |dent-number Ident-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!)
2milliard
characters)
Textlq Textl0 Text max. 100 Any text Text1 — Text10
characters
Numberlc¢ 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 PROJE

Data can be exchangedxml format between APlan and MS Project in both directions.
With this format all those data is transferred which is supported by both programs such
as e.g. dependencies, @msces with their allocations and capacity usage, calendars,
notes, links etc.

The data listed below cannot be transferred as it is handled differently in baigrams:

1 Buffers

1 Interruptions

1 Coloss of time bars

1 Actual times

LOADING THE IMPORIE-IN APLAN
To start the import function in &lan choosémport from the ribbon tabFile If a file has
been opened in Alan, it is closed first.

Next, in thelmport file box enter the name of the MS Excel file containing theadatbe
imported:

mport 5 ==
Import file:
ChUsers\Bernd\Documents'A-Plan\Data\import.xls
E Erowse... i
Help | | 4 || Cancel |

Clicking orOKwill read the data from the Excel file and will display them in the mein t
ble of APlan.

As the file is still unnamed inAan, you should finally choo&@e/ Save ado save it by
name.

Note:

If you want the datad be inserted into an existingRlan database, copy (or cut) them
to the APlan clipboard first. Then, startilan a second time with the database you
want and paste the data from the clipboard.
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USER ADMINISTRATION

GENERAL HINTS ON MAETHUSER VER3NO

With the multiruser version of A°lan several users can access a database simultaneously
(see"Organization of dataon page35) ard changes made in the database are add
to all users a short time after they have been made.

Usersare savedn the database together with their permissiondf necessary, several
databases can be created and different users and permissions can éreeim each d-
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 ok&8onds. If another project is
opened, the update if necessaryis 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 lefore a report is created.

To pevent 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 wpl pop
indicating that the record or area has been locked and that the operation candoeitex

ed later.

For each foldeof a database individuaccess permissionsan be assigned to eacls-u
er.

The database can be installed either on a server or on a é#€ntonnected to the ser
er. In slow or often overloaded networks we would recommend you to store tha-dat
base on the PC which will access the database most frequently.

Important:
A prerequisite for operating-Rlan in a network is that you purchasedetwork license

and that every user has a license. This also appliePidwas installed or is to be-i
stalled on a central server (semstallation T on pagelO)!

If licensed for single ess, APlan will always open filescclusivelywith no multiple a-
cess leing possible.
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ACCESS PERMISSIONS

ENTERING USERS (IWMNISTRATOR MODE IOfN

Note: As compared to the usedainistration in MS Access databases described in this
chapter some differences t8QL dadbasesexist with regard to users. €Be diffeences
are described in the paragra@QL Versiofsee"File functions of A1lan2016SQL on
pagel94).

L [ When a new database is opened fol
the first time, the user name willla

ways be "User 1" wit no pasword

Mo password required for file: assigned_
‘ChaPlanl2yData\Expl_Project_planning.apl’

Password: Change passwnrd]

You should enter a password immel
_ o ately (click orChange pasword) to
[You may add new users in the tab Tools™ / 'Users’ after .
you have opened the database.) prevent unauthorized users from

opening the dtabase.
ok e ]

Please click "OK'!

"User 1" is given administrator rights as a default to enable him to create more users
and/or to delete exgting users. Only those users are allowedtoess a database who
are entered in the user administration of the database concerned.

To enter and edit user data, choosksersfrom ribbon tabTools

User administration (]
] Users | Permissions |
Mame Password logged Std. Master Admin read Web- Release .
on User only  Viewer
EE__IZIIZIIZIIZIIZIIZI-
Henry
Sort
James |:| |:| . =0
Mary |:| D D
User1 [l 12.00.020
webadmin
A-Plan: 4 of 200
- WebViewer 4 of 20
[ User-Liste Active Directory und SQL-Server ] [ OK ][ Close ]

ClickNewto create a new user. Use the columArsPlanto enable the new user for the
current database.

The number of entered users cannot exceed the number of purchased licenses-The u
ers "admin" and "webadmin" (see below) are not taken into account when timetew
of users is compared with the number afdnses.

A user name cannot be deleted (use the butielete) as long as he or she is logged on.
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If a userforgot his/her password the administrator can reset the password by deleting
the three asterisks. This will enable the involved user to enter apessword the next
time he opens the database.

Name, Password

Next you may enter theser name You may also entergasswordwhich can be
changed by the involved user at any time (ribbon Taiwls/ Password. If no password
is entered, the user concernadnopen the database without entering a password
However, he/she should enter a password as soon as possible.

Logged on

The columrogged onshows the users who are currently logged on to the database. If
the logon status of a user was not set to "nairshg a system crash it can be reset by
clicking "yes".

Std. User

Std. users can usePan in compliance with the set permissiosed"Assign access
permissions on pagel87). Usersnvho just use the WebViewesée"WebViewer (op-
tional)' on page200) must not be activated in this column as they should notiotud-
ed in the counting of licenses.

Master-User, Admin

All users can be assignatasteror administrator rightsby additionally clicking theer
spective field

Master rightsare required for the following functions:

1 Setting of user permissions

1 Changing of database settingeé"Database settingson pagel29)

1 Entering and deleting master lockseé"Lockingof rows' on page4l)

1 Entering data of any resources in timadking ¢ee"Time trackin on page217)
Administrator rightsallow you to make all of the abovwaentiond master user féngs.
In addition, administrators are allowed to

1 create databses on a SQL server

9 create or delete users

1 reset password

1 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 t@ad only.Independent of tle settings made in the taBerms-
sionssuch users cannot make any changes.

Note:
Even users havingaster or administrator rightscan be set taead only. It is true that
these users may reset this limitation but the intention of doing this is to pretreoge
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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 thb-We
Viewer 6ee"WebViewer (optional)on page200) are activated in this column.

Release

The columrReleasdlisplays the Alan release the user is currently working wilbd
"Info about APlan (licenses, release numbeon pagel?).

USER "ADMIN" AND "VHADMIN"

InallAt £y RFEGIFOoFasSa GKSNB INBE by2N¥YIf dzaSNHG
namely the users "admin" and "webadmin". The user "atdnsian be used foadminis-

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.

CtKS @dSOSNIRXAY A Aa VWBVjedsrdisHan whiciNg desecribed in the

chapter 'WebViewer (optional)on page200.
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ASSIGN ACCESS PEBMINS

Each user enterenh the user administration can be assigned different access germi
sions for the folders and (additionally) for the projects (level 2) of the curratatoése:

User administration n
Users | Permissions
Folder George Henry Rebecca User 1 () standard
Examples Default Default Default Default O Create
- E-Business integration Default Default Default Default @
ghanaé
- Project 2 ange Default Default Default '
maore examples: File/Open... Default Default Default Default O Read
Calendars Default Default Default Default O Mo
Externals Default Drefault Default Default D Planning locked (-P)
Internal staff Default Default Default Default -

[ 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
O ging y by 9 [+ show prajects
[] User may not see the workloads / absences of resources for which they have only read permission

Help User list Active Directory and SOL Server (014 Close

As long as no specific setting is made for a usergéfault settingmade on the lower
right will automatically be applied to him.

Note: When anew folder/project is created the user creating it is by default given the
highest permission (= "€ate").

Permission  Create / Delete Change data Read data? Indicator3

data !
"Create" yes yes yes -
"Change" no yes yes E/'l
"Read" no no yes rF
"None" no no no -

1 Create /Delete data refers to projects, tasks and task bars

2 In the main window, folders for which no read permissaxists are not visible to th
user concerned. In the task list, an empty tab pane is displayed.

3 The corresponding indicator is displayed in the column Status Ggaljols of the
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Status columhon page27) of the main window or the property window.

In addition, settings can be made for each folder and each user to determine whether
the alarmsset in a folder will be displayed when the set date and time is reached.

With a folder anda 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 aupop
menu displayed (see screenshot).

Clicking on a folder, project or user name will allow you tece=ntire rows or columns
as well. You may also select a square area by keeping the left mouse button pressed
down.

With the optionShow totalactivated(see Tasks on pagell9), the "folde™ Total will

be displayed in the list as well. However, the permissions "Read" or "No" will Ha-avai
ble for this "folder" only because the contents of this row are calculatedraatically by
A-Plan

Preventing planning data from being changed

You may pevent 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 chamg limits éee"Limits' on page63).

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

Optionaly absencegan be enteredr modified only byuserswith MasterRights
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User may not see the orkloads / absences of resources for which they have only
read permission

It can be setvhetherusersare allowed to se¢he workloadof resources for whiclthey
have onlyread permissionTheown workloadcanstill be viewed

no limitation:
Ressource/Vorgang Status  KstSatzgpl| 3.-0. _10.-16. 17.-23 24.-30.
=l Interne (3) 85.006/hBmen BW .. . el
= Achim (8) #8500 €/h| ] m —
Prozesse identifizieren | mm & 85,00 £/h | 24 :
Test | 85,00 €/h | |
Provider auswihlen [ 85,00 £/h :r
Grobdesign - 85,00 £/h % ]
@ Steffen (8) 90,00 €/h| B[] | B e |
Manu (14) ~85,00 €/h| OO00 1] T
Externe (1) 90,00 €/h [ [ Wl
Pool (1) ~so00 ¢/h N N DN e
only workload of the loggeduser.
Ressource/Vorgang Status  KstSatz gpl| 3.0, 10.-16. 17.-23. 24.-30.
El Interne (3) =N 85,00 €/h
& Achim (8) = 85,00 ¢/h || m i —
Prozesse identifizieren | mm %" 85,00 €/h| 4
Test | 85,00 €/h
Provider auswihlen || 85,00 £/h
Grobdesign .- 45,00 €/h
Steffen (8) R 90,00 €/h
Manu (14) e ~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 ora folder, projector a resource groumvith the right mouse buttonin the
main tableof A-Plana list of allusersand their permissionwill also be displayedn this
listthe permissiong€an bechange 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

Thepermissionganbe setfor multiple foldersor projectsand multiple users
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[ E-Business integration (6] . . .
Permissions - Multiple choice
B Project 2 {4)
. Name Defaul Create Chg. Read No Plan Limits Costs Costs
Milestones t lock lock lock hide
B Task 13
Tesk 1 ) George CHNCERCEECENCENCRRECENCREC
Sl Heny 00000000 | H [ M| &M EH E E R N N
# Task 12 Rebeca.___________________| B N ¥ E N § N N N
Bl Task 13 (2) User 1
+ Task 131
+ Task 132
B Task 2 (3
+ Task 21 Help Select all Deselect all Invert selection Close
4] Task 22

Hint: Do nultiple selectionin the main tableonly afteropening thepermission listsince
it will be resettedwhen you open thdist.

CHANGE PASSWORD

Change password |2 |[=%l| The password (any characters, not more than 20 otva
[User: Gearge | ters) can be changed for the administrator as well as
all other users. To do so, click on the buttBhange
passwordwhen you log iror by chooselools/ Passworc
afterwards. You have to type the password a second
ok | | cne || toconfirmit.

Mew password: ek

Password confirmation: ***|

No password will be required to open the database if you leave the entry boxes empty.

Please note that the entry of the password&sesensitive The password you entes i
valid for the current databasenty!

Note:
If you forgot your password, it can be reset in administrator mode (Be¢eting users
(in administrator mode only)on pagel84).

LOGIN WHEN OPENIN@ATABASE

A-Plan 2010 - Enter user name L% =] Working with a network vesion of A
User name: Gearge Plan will always prompt you to entet
Password: ] your user name and your psword if

you try to open a dtabase.

Please enter for this database
'DocumentsiA-Plan\Data\Expl_Project_planning.apl’
a valid user name and the password assigned to the user name,

[ Ok ][ Cancel ]

If there is no risk of other persons using your PC, you might belungntib enter the $-
er name and password each time you open a database. In this case, you may append the
name and password asparameter to the starting command of-Rlan(e. g. ".\A-
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Plark016 A-PlarR016exe /u:Millerr:secret”, seeB. Starting Alan with parameterson
page263). However, if you use several databases, this will work only if you use the same
name and password for each @agase!

PROFILES

Normally, the individual settings (= profiles, sedving options in profiléon pageldl)
of each user are saved in the folder "My DocuméeaiBlan profiles”. The profile folder
can be stored on a netwrk server as well. However, if this is done, each user should
havehis or her own profile foldemwhich can be specified either in the dialog ko
tions (see 'Profile foldel on pagel41l) orby appending it as a paraster when APlan is
started (see B. Starting Alan with parameterson page263).

Moreover, users have the possibility of using certain profiles together"Gésbal Pro-
files' on pagel4?), supposed that auperior profile folderexists in which each user has
hisown profile folder holding his personal $&ngs.

PERFORMANCE

The Performance of-Rlan will be influenced by the following points:

1 Standard or SQL versioh A-Plan(from about 5 concurrent users, the SQL version of
A-Plan should be used, see next chapter)

1 Bandwidth of the network connection between client and server (at least S0
Mbit/ s)

Number of foldershown(selection of foldeto showsee '"Folder filtet' on page78).
Display ofworkload see Task barson pagel26)

Resolutions of Gantthart(choose"quarter" or "year" onlyif actually needeyl
Resource Viewhownor hide

Jze of the database (delete or outsource unneeded prgeste Transferring tasks
and resources to another-Rlan daabasée' on page75)

=2 =4 4 4 A
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SQLVERSION

WHAT IS AALAN2016SQL?

A-Plan2016SQLis an additional variant of-Rlan2016which provides detter perfor-
manceand ahigher data securitythan the standard version of-Rlan by saving the data
alternatively on aMicrosoft SQL Server

With several users working simultaneously, the SQL versiorPtdiAis significantly fas
er thanthe standard version of -Ran.

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 ePln and® change over to

the SQL version later. No financial disadvantage will result as the price difference b
tween the two versions will be charged only.

SYSTEM

USE OF A MICROSOBL SERVER

When used with a MS SQL serverPAan2016SQLrequires the additioal installation
of one of the following software packages on the network server you use:

1 Microsoft SQL Servdwersion2008or higher) or

1 Microsoft SQL Server Express Edit{@arsion 2008r higher)

TheMicrosoft SQL Server Express Editisravailable free of charge. This free version
has a lower performance compared to the offidibicrosoft SQL Serveavhich is avad-
ble for purchasing. For use wifkikPlan2016SQLthe free version is sufficient under
normal crcumstanes.

If aMicrosoft SQL Servas not yet available to you, it is the best solution to install the
Microsoft SQL Server 2012 Express Editidrichyou can find in the internet on the M
crosoft pagesHitp://www.microsoft.com/en-us/download/details.aspx?id=2906as of
10/2013).

For the administration of the Express Edition we recommend you to install the variant
with the Microsoft SQL Server Management Studio Express

Important note:

By default, no access from other computers to the SQL server is established when the
Express Editiors installed. For an instruction regarding the remote access see:
http://blogs.msdn.com/b/sqglexpress/archive/2005/05/05/415084.aspx
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The best solution is if-Rlan has a SQL server of its own but this is not a prerequisite.
However, it must be pointed out in this context that?dan users are created as regular

users @ the SQL server but they have permission only for tHélak database in which
they were entered as users. Users who have administrator rights-RiaA are audmat-

AOlLfte 3IAQSY
Databasé on pagel94).

a{ &4l RYAYd

We hope you understand that weannot provide any support for thévlicrosoft SQL

NA 3 K { Geate yew S@LS

server. For detailed information regarding the installation and administration@if S
servers please refer to the documentation provided by Microsoft and to books available

on the market.

USEOF 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\AHR MODE

If you intend to use the SQL variant 6PRan2016you have to activate the SQL server

mode first inOptionsin General program settings / Settings

Options

Colurnns/Rows - Resources
Gantt chart/celors

Task bars/Motes/Legend
Time range

Fonts/Line spacing
Header/Footer

Lege/Text field

Printer settings/Margins

Database settings

Bar patterns - individual

Bar patterns - depending on
pricrity

Time/Week numbers
Costs/Abbreviations
Holidays

Safety

General program settings

| Settings
Messages/aids/email
Profile folders

m

Default values for new entries

Priority: | 2 =

-

Task bar length:
@ Adjusted to resolution
) 1 workday

(0) Fixed duration:| 0 - Day(s)|01:00 -

Designation of task bar = Designation of row

|:| Create task bar automatically in new row

Capacity Usage 100 = %

Hrs.:Min.

Default values for alarm
Day(s) Hrs.:Min.
0 = 00:10 =

-

@) Before begin () After begin

SQL Server

[Activate S2L Server mode ]
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FILE FUNCTIONS OPLAAN2016SQL

CREATE NEW SQL DATBBA

A new SQL database cannot be created unlesS®E modédias been activatedsge

"Enabling the SQL Server Mdam pagel93).

1. Choose function
/| K224a8$§
@ | =4 & -

Start View Data Table

j Create new 5L database

|

N

-
T 7 Open S0L database

2. Save database

’SQL server login @
Server

@ Microsoft QL Server ) My5QL Server

Server name: | Server2\sglserver

| Connect

Log in

Windows

@ 50 Server Authentication - nuthentication

User name: 58

Password: e

Cancel |
Help |

Change password

Permitted A-Plan databases
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.

Data base name: NewDatabase

(i K SCreatg new BQLKatabbade FNR Y FileK® (I 0 «

First, type the name «
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 th
NB |j dzA NB & - ¢
permission).

If a new MS SQL ser
er was installed, the
correspnding user
YIEYS A& ai

CA Yy I t fCénnedxt
to log in to the SQL
server.
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If the connecion 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 baPlahA
Next, stat the user administration from the ribbon tabools

. @ RSTFldzA G GKS LINRPINIY ONBFiGSa GKS dzaSN
the same passwords as the user who created the database.

To add more users, just cliblew.

In contrast to the &andard version of Alan, these are global users in the SQL version
and can therefore exist only once on the server concerned. As a consequence, this
means that

9 all users who have access to at least oAel&n database must be created as users on
the SQlserver (="login"),

1 a user cannot have different passwords for differerPlan databases (if necessary,
passwords can be changed or reset directly on the SQL server),

1 A-Plan users without administrator rights can access only theBéaA databases for
which they have permissionhence they have no other permissions (and are rst a
signed to a server role)

1 Users with administrator rights for at least oneéPfan database have extended rights
on the SQL server (server roles "dbcreator" and "sysadmin®).

1 Note:
The name of the Alan administrator admin ¢ is very often in use already on a SQL
server. For this reason, his/her name@an_adminwithin the SQL server. Nevegh
less, the login to A°lan can still be made as before with the naaaknin as thisdes-
ignation is automatically extended byptan to aplan_adminbefore it ispassed on to
the SQL server.

1 Users can also be taken over directly from fative Directoryinto an APlan
database.

1 From the list of users of the Active Directory it can elerseen which of the users

already exist on the SQL server, whether they have permissionfaAdatabases
already and, if yes, for which databases they do have this permission:
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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 ]

|

g * ®

0 x

0 x

0 x

0 x

K] ¥

gl i

[ X

[ X

[ X

0]

[ X

0]

0]

] x -
| [
| Without indiviclual users whao alreacly 2xist in the current database, |
[ Take selected items over to current database! ]

TheDomainNameis entered automatically when the dialog box opens upe#d be,
the name can be changed. In addition, you may specify whether tousaigsonly,
groupsonly or both of them.

To prevent the complete Active Directory from being read, we recommend to enter the
organizational unitas well (subunits are separatdy backslashs).

Next, clickCreate listto read available users and/or groups. If a large number of users is
to be taken over, it is suitable to cluster them in a group onAlRdirst so that the a-
tire group can then be allocated.

Selecting users ithe first column and clickingakeselected itemsoverto current data-
basewill take over all the selected users into the open database.

Users who already exist in the current database are not displayed, whgreagsare
displayed. This is due to the fablat you may read groups frequently in order to include
new group members into the-Rlandatabase or to delete existing users if they are no
longer members of the group.

196 1 SQLVersion A-Plan 2016



If necessary, users or groups Glso be created as logins on the SQL server frsd
can then be taken over into anPlan 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:

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 e [¥] I Tl ]

webadmin P
A-Plan: 5 of 200
WebViewer: 4 of 25%

TDema maoce
’ Lser list Active Directory and 5QL Server ] Lol ] ’ Clase ]

If users werdaken over from the AD, their password cannot be changed or deleted in A
Plan. Instead of showing three asterisks, the colitassword Active Directoryshows
the name of the AD andif existingc the group separated by a backslash.

Note : For safety rasons it is not possible withinAlan to grant the admin right for the
A-Plan database to a user who is a member of a group. On the SQL server thisexvol
quire 'sysadmin' rights which would automatically be granted to all group members.
means thathose users who are to be granted admin rights must be allocated asdnd
ual users and not as members of a group. If the group was already granted 'sysadn
right on the SQL server, individual users of this group may be given admin rights fo
A-Plandatabase.

ild r
This
ivi
nin'

I the
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OPENSQL DATABASE

START Choose the comman@penSQL databaséom

VIEW

the tabFile
Info
Last used
Create new 501 database
Open S0L database *
Save SOL database as
Delete SOL databasze
5QL server login @ If your user name was
c not entered from the
erver . . .
_ _ Active Directory into
@ Microsoft SQL Server 0 MySQL Server the APlan database,
Server name: | server2isqlexpress jUSt ClleSQL Server
Connection haz been madel AUthentlcatlon’ type
your user name and
password andihally
clickConnect
Lag in With the Windows Au-
@ 50L Server Authentication () Windows thentication you need
o - Authentication not make any entries ¢
c
User name: Henny it will use the current
Password: Windows user.
[Jzer logged in ta the server The list at the bottom
Change password ] . .
of the window displays

the A-Plan databases

Permitted A-Plan datab :
ST an catanases for which the current

Mame Size | last change - ;
. 944 MB 06.08.2013 0855 | U.SGI“ does have perH
A7 ME 23062131306 — sion.
331 MB
d0EME 01.07 20131200 i
4,81 ME 0902232136 Doubleclickthe name
of a database to open
it.

Data base name: | MewDatabase

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 bo
tom field and will be connected as soon as yall have clickeddK
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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 comman8ave SQL database.d3f course, this also applies to afPhan
database ifMS Access formatHowever, he current user must have administrator

rights ('sysadmin’) on the SQL server to carry out the function.

Thecopy of theSQL databaswiill also include all users with their permissions

Copying aMS Access databage the SQL server will include allbobe 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 atldeers with SQL server authe
tication. Likewise, users of an AD group on the SQL server will be added.

In case of a large number of users it may be helpfaliuster them in a group on the AD
and to create the group as a login on the SQL server pricopging the Access dat
base.

Optionally, even the usemsho do not yet exist on the SQL serveray be taken over
They are created witbQL server authentication and a password is assigned to them
which is displayed when the copy is made (for safety reaslo@ password is not nme
tioned here in the documentation).

‘ DELETEQL DATABASE

A-Plan databases saved on a SQL server can be deleted-RItnAf the current user
has administrator rights.

\ MS ACCESS DATABASE

The menu item®New, Openand Copyprovided n the submenuMS-Access database
enable youo work with MSAccess databases in the same way as you do in the standard
version of APlan.

The commandopyallows you tomake a copy of an MS Access database as well as of a
SQL database. In both cases theyt format will be MSAccess. Like the commasave
SQL database dhis requires administrator rights as well.

Users will be transferred completely with their permissions. Due to the fact that-pas
words of users of the Active Directory cannot be takeer, 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 theddser a
ministration.

A-Plan 2016 SQkVersion | 199



WEBVIEWER (OPTIONAL)

OVERVIEW

CURENT PLANNING AVARLA AT ANY TIME ARDACE

The optionally availabla-Plan WebViewerllows 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 additionainstallation is required on the involved device, all required data are
available even on smartphones, as for exmple on the iphone, or on tablet computers:

3 =B

Aktuelle Vorginge Tom

10 T R 2010 I
B 5 iz w _m_wm Y

Due to the fact that any type of operating system can be used, tRé&aA WebViewer is
able todisplay the data even on Linux or Apple computers etc.

Data are updated by thA-Plan WebCreatoon standard webpages at regular intervals
as set by the operator. This enables you to provide all the information needed for the
smooth execution of the pregt 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 fhe di
played period for each user. As a riésaach 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 vey good either as all views can be made available as PDF files which
can be downloaded and printed.

Compared to a completely webbased project management software, this soluten pr
vides the following advantages and benefits:

1 You can create and manage yalata in your familiar Windows environment (with all
the functions you are used to, such as permanent operation with the mouse etc.).

1 No loss of performance during the planning stage due to slow Internet connections
1 Original data remain on your internal prate server.
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1 Data backup is still carried out in your corporate network.
1 Only authorized data is provided to WebViewer users.

1 No installations are required on external devices.

1 All types of devices and operating systems are supported.

HOW DOES THE WEBWIEER WORK?

Thedesign of the APlan WebViewer is as simple as possible and refrains from using
any functions (such as for exampkash Player etc.) which are subject to the risk of not
being supported by some of the used devices or operating systems.

TheWebViewer 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:
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