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Scheduling, Dependencies, and Resource Management

In this chapter, we will show you how to schedule activities and work packages in the time line,
define milestones and create dependencies in the Gantt editor. You will learn how easy resource
planning can be and how to use standard analyses to check your resource planning and capacity

of the project members.
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Scheduling, Dependencies, and Resource Management Getting started with the Gantt editor

Getting started with the Gantt editor

The Gantt editor helps you to schedule your project clearly. You use the
Gantt editor as follows:

= Weilgut MindPlan

Ele Edit View Create Attachment Analysis Extras Windows Help

B | S| +BE | % | Xdohe =g (& 6|8 B o
we «% | Q00 mvX | RBR| /S| AL LY | & | F

3

& Communication Program New Product Lsunch > “4* Your next steps

Standal’d Resnurces Capacity |Milestones £ Dates Overview Exceeding Target Duration |Cost Devistion | more. ., = N .
il i A collection of important

§ operations for the current
node selection:

‘ ﬁmsfns fl.uz:s,ms

Subject Prio

=3 Create new branch
Create another branch,

=4 Create nodes of other types
Shows you an extended selection —
of bypes for the creation of a
node.

=3 Creste mubigle odes

T e A A

1 Note the »Map« and »Gantt« tabs at the top right of the window. The
Gantt tab must be active. If the »Map« tab is active, click on »Gantt«.
See the tabs at the top left: The »Standard« tab must be active.

2 Then open your project structure on the left by clicking on the plus
symbol.

Overview of the control bars in the Gantt editor

& Weilgut MindPlan

Fie Edit Wiew Attachment Analyss Extras Windows Help
2y = BB =% &%= L 6 3 B ew
*% «» 000 =vX BRE / A & g
&4 Communication Program New Product Launch - 4 Your next steps
Standard Resources Capadty Miestones & Dates Cverview |Excesding Target Duration Cost Deviation more... = I Scale ba r Chart view I A collection of tant
— —_— = — == w e = e e e e W“‘l_:ﬂ
Subject Prio Start  Due date duation |3 L |M IT |W |T |F FS |r |1 ‘y" g current node selection:
= & "% Communication Program New Product Launch 63 + = collection of fitting
£ £% 00 Brainsiorming 1 | o to first/last activit | = data exports for the
- % )01 Project Structure 62 g u y : current node selection:
= % _)Concept & Planning 43 t t dat 1
= & ) Develon progiens g —_— | go to current date | 4 Saa
_)Develop press canfer] ShOW/hlde bar chart 2 I\ ..
& D it progra — 5
Ty - navigate to top/bottom show/hide
_) %, Develop entertainment ideas Q L1} ideb
= o _Jinvitations. 18 sidebar
& ) Design invitations - 2 | navigate to left/right | —
& _)Printinvitations bar chart size I— 9 9 |t Bostinits i
%) Create distibution lis 17] 2 | - | Outiine
i< 2 I¢ B L o
= . wilgut Marksting [Local]

Show/hide right sidebar

The right sidebar remains visible if you opened it previously in the map
editor. Close or open it as required by clicking on the small triangle.

Middle control bar

Using this bar, you can determine the proportions of the table view on the
left and the bar chart on the right. To do this, move the bar to the left or
right or open and close the right window using the small gray triangle in the
middle of the bar.

Right control bar

Use the buttons if required to arrange or scale the bar chart display. Note the
function descriptions for these in the figure above.
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Scheduling, Dependencies, and Resource Management Getting started with the Gantt editor

Arrange the table view

The project structure created earlier in the map editor is displayed in the
Gantt editor in the left table column in a hierarchical list.

Standard Resources Capacity Miestones & Dates Overview Exceeding Target Duration|Cost Deviation | more. ..
Subject Prio Start  Due date ;jl'arggt Resource | Done | %
Lration
= | & )% Communication Program New Product Laut 60 2%
* 00 Brainstorming 1/ Harry Maine v 100%!
= & )01 Project Structure 59 0%
= S& ) Concept & Planning 40 0%
* %3 _)Develop program ] 0%

Use the plus and minus symbols in the bar on the left or the plus and minus
keys on your keyboard to open and close the structure.

The figure above shows you how columns are displayed by default. You can
configure these directly in the open MindPlan or in the default settings as
described below.

Configure table columns directly

Standard |Resources |Capacity Miestones & Dates Overview |Exceeding Target Duration |Cast Deviation| mare. .. ~

j - Target 05.01.0¢
Subject Prio Start| Duedate | | d Resource | Done | %
i ation 55 MIDIMIE
= | & )% Communication Program New Product Laur ] Hide column —
= = )01 Project Structure [ Show standard-columns Node type
T i Subject(root node)
[ £ concept & Planning Column alignment | i
£ %) ) Develop program i
= %) Invitations T optimize calumn width Start(day)
A= e Start (cw)
&) Design imwitations 1) 3 Willy Srmith T
_)Printirwitations Q 1|Print company Sie datelsdi)

1 Right-click in a column you want to hide. Select »Hide column« in the
menu.

2 Add columns in the »Show column« menu.

Set the column display to the system default by selecting »Show
standard-columns«.

4 Use the »Column alignment« menu item to determine whether the
content of individual columns should be left-aligned or right-aligned.

5 By clicking on the »Optimize column width« menu item you distribute the
columns to optimally fit the available width of the window.

Define table configuration as a default in the default settings.

Configure your personal default settings for displaying tables in MindPlans.

Choose File - Settings in the top menu bar.

2 Open the »Layout« menu in the menu bar on the left by clicking on the
small plus symbol.

Then select the »Gantt details« menu item.

4 A list of possible columns for your Gantt table is displayed in the contents
area on the right. Activate or deactivate the individual columns by
selecting or deselecting the check boxes in the »Visible« column.

5 Determine the order of the columns using the »up« and »down« buttons
to move a selected column one step at a time.

6 Confirm with »Apply« to save your settings and stay in this menu.
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Scheduling, Dependencies, and Resource Management

Getting started with the Gantt editor

| 2] Settings

~-General

#-Mode creation
[#-Mode settings
E--Lavout

+Map colors

Activitizs

Clipboard operations
- MindPlan Startup
--Synchronization

Security

~Tooltips
-~ SideBar

-Composite Application

Gantt details

[Display solid bar for deliverables

[¥] Warning of overdus activities

Warning of overdue activities for deliverables:

@ adopt warming state from sub-entry with the latest due date

O adopt from sub-entry with the most critical warning state

Visible columns on new MindPlans:

Column Visible up
Description 0O |~
Node type down

Subiect of root node

Project manager

Type

Pricrity

Start date
Start (calendar week)

Starts at

Due date (weekday)

Due date

Dus date (calendar week)
+

=)

7 Click on »Default« to reset the selected settings to the default settings.

8 Confirm with »OK« to save your settings and exit the menu.
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Scheduling, Dependencies, and Resource Management Scheduling in the Gantt editor

TIP:

B Move your cursor to a partic-
ular cell and press the F2 key

to enter edit mode.

Scheduling in the Gantt editor

Assign a start date and due date to your activities either by entering these in
the table column or using the drag & drop function in the bar chart.

Note: The description in this section assumes that you have already created
activities in the map view (see MindPlan user manual part II for details on
how to do this, or create activities as described in the section »Create,
arrange or convert elements in the Gantt editor«).

Schedule activities in the table view

Go to the left table view of your Gantt editor. Close the bar chart if necessary
by clicking on the triangle in the middle bar. Or move this bar so that all the
columns are visible.

B Communication Program Mew Product Launch

Standard |Resources |Capacity Milestones & Dates Overview Exceeding Target Duration Cost Deviation | mare... =

Target

Subject Prio Start | Due date i Resource Done o
urakion
= | &% )%, Communication Program New Product Launch 63 2%
=3} 2400 Brainstorming 1/ Harry Maine | 100%
=] &) 01 Project Structure G2
= &) Concept & Planning 43
) “y ) Develop program g

=] %) Invitations

18
RS

3 @ Design invitations

Milly Smith

2r ) Print invitations 1|Print Company 0%
£3 ) Create distribution list 2| Daisy Hill 0%
2+_J)Create mailings & send out 3 Daisy Hill 0%

1 Open the project structure if this is not already open in order to edit an
activity (see the example in the figure above).

First select the row in which you want to create entries.
Click in the »Start« cell until it is editable.

Type the date, for example »2/12/09«. Alternatively, select a date from
the calendar menu, which you open by clicking on the small magnifying
glass.

5 Confirm your entry using the Tab key in order to move to the next cell.
MindPlan calculates the due date automatically using the previously
entered target duration of 2 days. Overwrite the due date, if required.

Caution: A previously-defined target duration may change as a result of
dates being entered. You can find information on this in the next section of
this manual »Change the target duration«.

1 Confirm with Enter to exit edit mode.

2 Alternatively, use the key combinations M or ¥ to move your cursor up or
down to edit the cells above or below respectively.
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Scheduling, Dependencies, and Resource Management Scheduling in the Gantt editor

B Communication Program Mew Product Launch >
Standard Resources | Capacity |Milestones & Dates Overview Exceeding Target Duration |Cost Deviation | more. .. =
Subject Prio Stark | Due date ;S:g;;n Resource Done Yo
= | 5% )% Communication Program New Product Launch 211209 211309 63 2%
£ 00 Brainstorming 1|Harry aine | 100%
= % )01 Project Structure 21208 20113/09 G2
S ) Concept & Planning 212008 21309 43
%) Develop program 5
=] ) Invitations 21209 21304 18
<5 @ Design invitations 2209 2038 | 3lwily Smith ;
&3 _JPrintinvitations o 1/Print Company 0%
&3 ) Create distribution list (2] 2 Daisy Hill 0%
&) Create mailings & send out o 3 Daisy Hill 0%

Note how MindPlan applies the start date and due date to the work packages
and deliverables above based on what you enter. If you have scheduled all
dates down to the last detail, MindPlan calculates each first start date and
last due date and cumulates the planned duration. This provides you with a
good overview of how long you will need in total for the »Concept &
Planning« deliverable, for example.

Change or delete the start and due dates

You change planned time periods retrospectively by revising the start and
due dates of activities. Delete these dates by deleting the date from a cell.

Schedule activities in the bar chart
As an alternative to the method for entering dates described above, you can

easily schedule periods for activities using the drag & drop function in the
bar chart.

Preparation

& Comrnunication Program Mew Product Launch

Standard Resources |Capaciy [Miestones & Dates Overvisw |Exceeding Targst Duration |Cost Deviation | mors... =

=
Subject Frio  Start | Dusdate Hgﬁtﬁn [ersics [erzzioa &8
P O A 2 A 5
=& _)%, Communication Program New Product Launch 2M12/09 2/13/09 63 =
4 200 Brainstorming 1 =)
= )01 Project Structure 212008 211308 62 — .
= ) Concept & Planning 2nzma 2113009 43 — First actlvlty]
® 4 _)Develop program 5 -
= £ ) Invitations 21208 21 3ma 18 ==
¢+ _)Design invitations o 2n2ma 2113009 2 )
&) Print invitations [1] 1
£ _) Create distribution list (2] 2
() Creale malilings & send out [1] 3

1 Click on the »First activity« button in the control bar on the right of the
bar chart to go to the date on which your schedule begins.

2 Close the right sidebar, if necessary, or move the middle control bar to
the right so that the entire bar chart is displayed.

Please note that this is not possible unless you have scheduled at least one
date.
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Create time bars for activities using your mouse

B Communication Program Mew Product Launch

Standard Resources |(Capacity |Milestones & Dates Cwerview |Exceeding Target Duration Cost Deviation [more.., =

Subject: Prio Start | Due date ;SEEE” rZ,ilSJ'U‘B
R A N o T B

= | & )%, Communication Program New Product Launch 2/12/09 211300 63
£ 00 Brainstorming 1
= )01 Project Structure 212/08 | 21309 62 ==
= &) Concept & Planning 2112008 | 2113009 43 —]
3 % _)Develop program 5
= % ) Invitations 2M209 (2113109 18 ==

_) Design invitations @ 21209 21308 2 —

_)Print invitations Q 1

) Create distribution list [} 2

_) Create mailings & send out [1] 3

1 Place your cursor in the row of the activity for which you want to specify a
date. Place it in the calendar column that shows the date on which the
activity is to begin.

2 Hold down the mouse button and drag your mouse from top left to
bottom right. The red arrow in the calendar bar helps you determine the
exact due date.

,% Communication Program New Product Launch <
Standard Resources |Capacity Milestones & Dates Cwverview |Exceeding Target Duration |Cost Deviation | mare.., ~
Subject Prio Start | Due date Targe:t BL/02
duration | 7 Jw frde J5 |5 Jw Jr Jwlr Jr 5 |
= &% )% Communication Program New Product Launch 2112109 211909 63
= 00 Brainstarming 1
= & )01 Project Structure 21209 2M38m04 52 P e — |
= & ) Coneept & Planning M 2ma 21809 43 [—/——————— ]
F '] _)Develop program
= D) Inwitations azma 2109 18 F |
&) Design invitations @ 21208 213009 2 ==
_)Printinvitations @ 1508 201809 1 —
) Create distribution list [2] 2 I:I
_) Create mailings & send out [1] 3
_)Document responses in patticipants list| &) 10 @
= % _)Location

You can carry out this action for a single day or long periods of time. In the
case of long periods of time, it is best to resize the calendar view first (see
section »Getting started with the Gantt editor« in this manual).

You can also schedule periods for multiple activities in this way by dragging
your mouse over several rows and changing the length of the bars as
required afterwards (see description below).

Caution: You can only use this function for activities or milestones as long
as no start date and due date has been created.

Move time bar in the bar chart

4~——————. You can change the start date and due date of an activity by moving the
sE———""1® time bar for the relevant activity.

1 To do this, move your cursor to the bar.

2 Click in the center of the bar and move the bar left or right while holding
down the left mouse button.

— You can also use this function for project elements of the »Milestone« node
e type.
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Lengthen or shorten time bar in the bar chart

~—————_ You can change the start date and due date of an activity by lengthening or
s ® shortening the time bar for the relevant activity.

1 Move your cursor to the bar you want to lengthen or shorten.
2 Click at the end of the colored bar.

Caution: Do not use the small blue square in the blue frame that is

! displayed. You use this to create dependencies (see corresponding
description in this manual).

3 Drag the bar to the required due date. Use the small red triangle in the
top calendar bar again to help you.

4 Shorten the bar in the same way. Note that you must move the bar if you
want the start date to be earlier and then shorten the bar to the due
date.

' Caution: The value in the target duration column may change. See the

description in the next section.
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Change the target duration

The target duration entered previously does not change as long as the
selected period for completing the task is the same or longer. If a shorter
period is selected, then MindPlan automatically calculates the shorter period
and changes the value in the »Target duration« column.

Example: An activity can usually be completed within a longer period of
time irrespective of the work involved and specified by the target duration: If
a maximum of two days were estimated for the activity »Design VIP gala
layout«, the activity can still be completed within a period of a week.

& Communication Program Mew Product Launch

Standard |Resources |Capacity |Milestones & Dates Owerview |Exceeding Target Duration |Cost Deviation | more, ., =

Subject Prio Start Due date éﬂ:g;ton " . . .
= | & )% Communication Program New Product Laur 2112109 |2/19/09 62 —
£ 00 Brainstorming 1
= 2 )01 Project Structure 2M2/09 | 218109 &1 [————
= 5 ) Concept & Planning 211209 | 21909 42 [————
+ ) ) Develop program &
= %) )lnwitations 212009 | 21909 17 p———
) Diesign invitations @ 2109 2n3na 2 I
JPrintinvitations @ 21508 | 2119/09 1
) Create distribution list ®© o9 znzoe 2 ===
) Create mailings & send out © 1208 213009 2 I —m—

Example 1:

1 In the »Create mailings & send out« row, a period of 3 days has been
entered in the »Target duration« column. Use the drag & drop function to
specify the period 2/12/09 - 2/13/09 for this activity.

2 MindPlan automatically enters the start date and due date in the
corresponding table columns without changing the value in the »Target
duration« column.

The red color of the bar corresponds to the red priority 1 of the activity.

Example 2:

1 Enter 2/16/09 in the »Start« column of the »Print invitations« row.

2 Use the Tab key to go to the »Due date« field and enter the latest
completion date, for example 2/20/09.

3 Confirm by pressing Enter. The target duration of 1 day entered
previously does not change as long as the selected period for completing
the task is the same or longer.
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Example 3:

Subject Frio Skart Due date Lz:gﬁtnn

ERE: _J % Communication Program New Product Lauy 212/09 |3/5/100 62
£1 00 Brainstorming 1
= = 201 Project Structure 2M2/09 355004 E1
=] S ) Concept & Planning 2112108 | 35409 42
%9 ) Develop program
= ) Invitations 212109 | 3809 17

&r ) Design invitations 0 2112/09 | 2113509

& Printinvitations @ 21508 21808 1

&) Create distribution list 9 212109 |2112/049 2

o Imvitations are printed and sent out

&) Create mailings & send out 0 2112/09 | 2113509 2

£z @ Document responses W . il

You have entered a target duration of 10 days for the »Document responses
in participants« activity. This is the maximum amount of work the task
manager wants to invest. However, the list is actually maintained over a
longer period of time from February until mid-May.

1 Enter the date 2/24/09 in the »Start« column and press the Tab key.
MindPlan calculates the due date 3/5/09 from the target duration value.

B Communication Program Mew Product Launch 3

Standard |Resources Capacity | Milestones & Dates Overview Exceeding Target Duration | Cost Deviation | mare. ., »

Subject Prio Start Due date E:g;ton

= | &% )%, Communication Program New Product Laur 212109 5M15/09 62
2300 Brainstorming 1
= = )01 Project Structure 212009 |5M15/04 61
= = _JCaoncept & Planning 212009 |55y 42
“3 ) Develop program
= ) Invitations 21209 515049 17

i) Design invitations o 2112009 |213/049

&r ) Printirwvitations o 21809 |2M8m4 1

v _) Create distribution list 9 212009 2012109 2

o Inwitations are printed and sent out

1) Create mailings & send out o 20209 |2M1309

£ _)Document responses in particips @) | 2/24i09 |50 509 10

2 Overwrite this date with 5/15/09: The value of 10 days entered in the
target duration column does not change.
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o Communication Program Mew Product Launch >

Standard |Resources |Capacity |Milestones & Dates Overview |Exceeding Target Duration | Cosk Deviakion  more. ., *

Subject Prio Start Due date EEEEH

= | )% Communication Program New Product Laur 212109 3309 60
2 00 Brainstorming 1
= = )01 Project Structure 2209 313508 a4
=] & _JConcept & Planning 21208 373509 40
"4 _)Develop program
= %3 ) Invitations 2112109 | 3308 15

@) Design invitations @ 21209 21309

&) Printinvitations o 21509 |2r19/09 1

&3 ) Create distribution list 9 213209 |212/09 2

o Invitations are printed and sent out

&) Create mailings & send out @ 21208 21309

o _)Document responses in particips e 224109 2309

3 If you overwrite this date with a date earlier than 3/5/09, the target
duration shortens automatically to the reduced value of 8 days. Correct
this value to 10 days, if required. The bar length does not change as a
result.

Create milestones in the table view

Let us assume that you require a milestone in a work package. You do not
have to switch to the map editor to create a milestone. Create the milestone
directly using the right sidebar or using the keyboard:

Create milestone using the right sidebar

In the example below, we assign a milestone to a work package to define a
result to be achieved. Create this milestone below the work package
concerned using the right sidebar.

= Weilgut MindPlan

Ele Edit View Create Attachment Analysis Extras Windows Help
BBy | S | EBE % Ebowme | =megtp & & 3 B Ok
e % 900 wvi | DR 2A | LY | 8 | &
& Communication Program New Product Lsunch > 4" ¥our next steps *
Standard |Resources | Capacity |Milestones & Dakes Overview |Exceeding Target Duration |Cost Devistion | mare.., = . 4 collection of important operations for &l
Target 1 [the current node selection:
Subject Pria Start | Due date L Flic]
uration @ | | =8 Create new branch
= | & )% Communication Program New Product Launch 1715109  6/17/09 63 |+ & Create another branch.
00 Brainstorming 11608 21309 1=  Create new milestone
4 Milestone below deliverables or work packages
E: = A PRI & 2309612008 5211y assign an expected termination date ta this part of
= ,ﬁ, _) Concept & Planning 21303 A/14i09 43 [ the project.
& “4_)Develop prograrm 2/308  2117i08 5| [ £ Create new activity
: i 910G |61 4100 Activities, as subnodes below deliverables or work
g ons 2/12i08 | 5/14/09 5
: ; S ISR’ e AT packages, are used to assign planning dates to
) Design invitations o 2112/08 | 213i08 2] actual kasks,
ALTERNATIVELY: £ Frint imitatians Q@ 1m09 2009 1| =5 coeste nodes of other types
&3 _) Create distribution list e 2412108 211308 2 Shaws you an extended selection of bypes for the
B Press the Insert key to create ) Greate mailings & send oul @ 208 w1408 3|, ereation of 2 nade.
"y 2
y 3 _)Document responses in participants list e 2/23/09 | 5/14i08 10 *i:if:‘ir:ﬂilar::ie;m o o~

an entry below the work
package or in any table row 1 Select the »Invitations« work package.
at all.

® Note that MindPlan places the
entry in a logical position (for
example at the end of a list),
which you can change by
choosing File - Settings.

2 Click on »Create new milestone« in the »Your next steps« menu in the
right sidebar.
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1= ) Invitations 212109 511409 13
&3 _)Design irwitations @ nzo9  2rang 2
& _JPrintinvitations @ oneing 22008 1
&3 _)Create distribution list @ 21209 21309 i
v ) Create mailings & send out @ [z212/09 21149 3

& _JDocument responses in participants list e 202309 51 4/09 10

Ianﬂaﬂnns are printed and sent ouﬂ lwm

3 Enter the milestone name provided that the »New milestone« default text
is highlighted: for example »Invitations are printed and sent out«.

Arrange milestone

Let us assume you want to list the milestone directly after the activity
»Create mailings & send out«. Proceed as follows:

e 9 ) Develop program 213109 2117103 5
=l ) Invitations 21208 |5r14/08 13
i) Design invitations o 2M12/09 213104 2
¢ ) Printinvitations o 2MB/09 | 2020/09 1
&) Create distribution list 9 21208 | 2i13/049 2
1) Create mailings & send out @ |zz08 211409 3

& _)Document responses in paricipants list 6 2123/09  Ai14/m049

E £ |rvitations are printed and sent out uwww

) £ _JLacation 219/08 | 2i21/04
=] 50 ) Advertising 219/08 |2i22/04 14

1 Click on the double lines in the gray bar to the left of the milestone.

2 Hold down the left mouse button and move this table row to the required
position. A black line indicates to where the table row will be moved.

Note: You can use this function with all node types. For example, if you want
to move a node that has sub-nodes, these will be set to the new position
together.

Create milestones in a certain row

If you wish to create the milestone directly below a certain row and on the
same level in the table structure, proceed as follows:

=1 & ) Invitations 212/08 | 5/14/08 18
iy ) Design invitations @ nzioa | 213mg 2
o) Printinvitations @ neming | 220m9 1
i1 ) Create distribution list @ 212098 21308 2
end out a0 Tonzmg |1ama | 3
o) _JDocument responses in paricipants list e 2023/09  5/14/09 10
1 Select the row below which you want to create the milestone.
2 Press the Enter key.
1= ] Jlrwitations 21209 514509 1

20 ) Design invitations

o3 ) Printinvitations

22 ) Create distribution list

23 ) Create mailings & send out

anﬂaﬁons ate printed and zent out

i) Documentresponses in participants list

21209 21309
211609 | 2i20/09
2012009 21309
21209 214109

2123109 5114509 10

L e o B = = )

o e0ee
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Scheduling, Dependencies, and Resource Management Scheduling in the Gantt editor

3 Enter the milestone description and confirm with Enter. A new row is
inserted below as required.

Using this function, you automatically copy the »Activity« type of the
»Create mailings & send out« row, which you simply convert to a milestone
using the right sidebar:

2 Communication Program New Product Launch > 4 Your next steps P
Standard |Resources |Caparity |Milestones & Dates Overview |Exceeding Target Duration |Cost Deviation |mare. .. = _ & collection of important operatians for &
Target - & |the current node selection:
Subject Prio Start | Due date L=
duration | | g | =3 Craste new branch
= £ )% Communication Program New Product Launch 11509 |617/09 63 [+ & Srete atotherbrancy
@] 00 Brainstorming 11509 |213008 1| =-+Creste nodes of other types
= = 4 Shows you an extended selection of types for the
= &) 01 Project Structure 24309 81208 82 I creation of a node,
= &) Concept & Planning 23109 51409 43 |1 =3 Create multiple nodes
+ 9 _)Develop program 213/09 2117109 5| |8 Qu\cwy create more than one node at the same
= ) Invitations 211200 |5014i08 18 s
&) Design invitations @ 21208 211308 2 &3 More types to change to
= Shiows you &N exteng=destastionaf bonas e gy
&3 _)Printinvitations o 24169 | 3/20008 1 H B} change the nods ta, =2 Branch B
&) Create distribution list @ 21308 213008 2 )
) Create mailings & send out @ onane 349 3| &Snclffrgﬁ? ::df;“ By ik i
Q. Irvitations are printed and sent out mmmm S ca i ot 0 MindPlan link K |
3 _)Document responses in participants list e 20239 | 5/1409 10 % Find bd

1 Provided the row is highlighted in blue, click on »More types to change
to« in the »Your next steps« menu in the right sidebar. From the various
options displayed, select the »Milestone« type.

= | £ ) Invitations 21208 |[AM 409 18
& _)Design invitations 2208 23509 2

o) Printinvitations 2ME08 22009 1

2

3

e0ee

&) Create distribution list 212108 21309
i) Create mailings & send out 2112108 214009

Invitatio 2 printed and sent out wwmw

_JDocument responses in participants list 9 212309 814509

2 The activity has now been converted to a milestone, as you can see from
the milestone icon at the beginning of the row.

Assign a date to the milestone

You can assign a date to the milestone as described in sections »Schedule
activities in the table view« and »Schedule activities in the bar chart«.

Caution: You can assign just one specific date to a milestone, not a period
as you can for an activity.
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Create, arrange or convert elements in the Gantt editor

Create elements in the table

You can create any element in the Gantt editor that you can create in the
map editor. Use the customary functions from the map editor to do this:

m Sidebar: if you wish to create branches or certain node types one level
below the selected row

m Keyboard entries: Enter (same type, same level), Insert (neutral
branch, level below)

The right sidebar helps you with project management functions in particular.
In the »Your next steps« menu, the possible options for creating elements
are always context-sensitive.

1 Select a table row in the Gantt editor.
2 Select an option in the right sidebar below »Your next steps«.

The new branch (that possibly also has a certain node type) always appears
at the bottom of the table rows listed below the selected branch.

Arrange elements in the table hierarchically

The table contains different elements (activities, milestones, meetings, etc.).
You can clearly arrange the hierarchical order directly in the table view:

& Communication Program Mew Product Launch

Standard |Resources | Capacity |Milestones & Dates Overview Exceeding Target Duration |Cost Deviation | maore. .. -

Subject Prio Skart; Due date ;3:23::“

=RE-! _) % Communication Program New Product Laur 212109 2/119/00 62.
= <t 00 Brainstorming 1
= = )01 Project Structure 212009 21909 61
= ) Concept & Planning 212508 211909 42
(£ o] _JDewelop prograrm a
= ) Invitations 2M12ma 21909 17
cr ) Desigh invitations o 212009 21309 2

v _J)Printinvitations o 21509 | 219/09 1

&i ) Create distribution list € 108 201209 2

&) Create mailings & send out 6 212009 21309 2

£ Invitations are printed and sent out uwww

tb & Documentresponses in paricips e 10

1 Click on the gray bars to the left of the table row.

2 Hold down the left mouse button and move this table row to the required
position. A black line indicates to where the table row will be moved.

Note: You can use this function with all elements. For example, if you want
to move a node that has sub-nodes, these will be set to the new position
together.

Caution: Using this function, you can move branches one or several levels
upwards, but not one level downwards. To do this, switch to the map editor
and define the hierarchy.
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Convert node types in the table view

Convert node types directly in the Gantt editor using the right sidebar and
the »Your next steps« menu:

Select a table row.

2 In the »Your next steps« menu in the right sidebar, select the option
»More types to change to«. Select the required type from the options
offered.

Note: Depending on which node type you select and where, the right sidebar
offers certain node types in the »Your next steps« menu according to the
context.

MindPlan thus ensures that calculations and analyses across several levels
work reliably from a project management perspective. Therefore it is not
possible to have an activity under an activity (see also MindPlan user manual
part II »Developing a Project Structure using Work Packages, Activities and
Resources«).

Examples

& Communication Program New Product Launch > “4* Yfour next steps e

Standard Resources Capacity | Milestones & Dates Overview Exceeding Target Duration Cost Deviation ; 2] Tl N " .
Es elER A collection of important operations

-4/ F |for the current node selection:
Subject Prio Skark Due date o L
i =3 Create new branch
=l | & )% Communication Program New Product Lau 2112109 313109 N Create anather branch,
£ 00 Brainstorming : “‘424!‘3—;55& nodes of ?thadr; els o of types
oI WS YO an extended selection of Dypes ror
B & )01 Project Structure 212/08 3308 5 W & St S e
= = ) Cancept & Planning 2112009 | 3/309 1 =2 Craate multiple nodes
i ¥] ) Develop prograrm [ Quickly create more than one node at the same
=] % ) Invitations M09 |09 time,
o) Design invitations & z1z08 209 Q?:r;etwesto#h?m%
& _)Print invitations @ [21509 |21ans e
Create distributian list 0g It}
09 g 3 O Milestone M
& Invitations are printed and sent out ?Dr“;'ﬁ:gcé:i':eftf' 8 ik i
£ Create mailings & send out o 1208 21309 [ Send lnks to nod ) MindPlan link K
. o end links to node;
&+ Document responges in particips 9 2/24/08 |3/3/08 Sends links ko the currently selected nodes as

m Below a work package you can change a branch to the node types
Branch, Milestone, Link and MindPlan link.

o Communication Program Mew Product Launch > Roupeststone s
Shows you an extended selection of bypes ]
Standard Resources |Capacity |Milestones & Dates Overview Exceeding Target Duration |Cost Deviation |{ « ¢ far the creation of a node,
[dlZ  Convert node to milestone
Subject Prio Start Due date | | ¢ ‘;" Convert this nods to a milestane, to define a
1 S termination date For this part of the project,
(=] icati * =
= | ) Q,.CIJI’I‘.ImuI’IICa.‘tIIJI’I Program New Product Laur 211209 |3/3/09 * ) Convert node ta activ
0 00 Brainstorming ‘. Convert this nods ko an activity, in order to
=) 2 )01 Praject Structure 21208 |3/309 v assign actual planning dates to the node.
E £ ) Concept & Planning 2012109 | 3309 1 % Convert node (o work packene
= - \Devel e To form a group of associated task, convert
H Bi_)Develop program this node ko & work package,
= e )
3 Invitations 21209 3/3/09 & Convert node to delfiverable
&) Design invitations o 21209 2013109 To Further structure your project into smaller
& ) Printinvitations o 21508 | 21509 parts, convert this node to a deliverable,
&) Create distribution list @ azma 21309 () tore types ko change to.
rwitati inted and tout Shows you an extgedad e
7 InvItations are printed and Sent oun 4 ¥ you can change tH L
1) Create mailings & send out o 2M12/08 | 2113049 ) MindPlan nk K
i 4 collection of f
&2 _)Document responses in particing 2/24/08 | 3/3/08 =] i
. e L-D/catiun i particio: @ for the current | ca Delverable 5
® 4
= : ,I*Ad - $ More exports %9 Work package W
] H_JADvErISInG Lets you select ol &3 activity A
q For the selected ni
" R ortheselectedn oy
< & ﬁ Meeting T f
& ) Project closure L5 Image library = Agenda G
=] ) Project management =2 Map-fragments — = "

m Below a deliverable you can change a branch to the node types Link,
MindPlan link, Deliverable, Work package, Activity, Milestone, Meeting
or Agenda.
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% Invitations
_)Design invitations
_JPrint invitations
_JCreate distribution list
_JCreate mailings & send out

Define dependencies using predecessors

If activities in a project depend on another activity having finished first, then
we call these dependencies. In project management software you create
dependencies between activities by defining »Predecessors« for an activity.

Advantage: If you shift an activity date during the project, this automatically
affects the date of the dependent activity. In complex project plans, this
makes rescheduling easier for you. In MindPlan, a warning always provides
you with a list of dependent activities that are affected by the date shift. You
can check these before agreeing to the automatic rescheduling of your
overall plan.

If you do not define any dependencies, you can reschedule successive
activities individually. The bar chart helps you by providing a clear display.

Create dependencies in the bar chart

Example of a dependency: An invitation can only be printed once its
design has been completed. The invitation can only be sent once the
distribution list has been created, the invitation printed and the letter
formulated.

You can create dependencies like these very easily in MindPlan using your
mouse:

Create dependencies between activities

2112008 | 3/309 —
@ 2208 211309 I:I:II\
@ znsing | 21909 ] n
@ 21209 211309 [ m—| Q
@ |21z 21308 [

1 Point your cursor at the blue square on the right of the blue frame next to
the »Design invitations« activity until the square turns red.

2 Click on it and hold down the left mouse button.

Drag a connection to the start of the red bar of the »Print invitations«
activity until the square on the left of the blue frame there turns red.

4 Release the mouse button. You can see the dependency between two
tasks from the arrow connection.

Note: It does not matter where the activities are in the project plan. You can
also create dependencies to activities or milestones in other work packages,
for example.
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Dependencies between activities and milestone

%) Invitations
) Design invitations Q
) Print invitations Q
) Create distribution list (7]
) Create mailings & send out 9
o Invitations are printed and sent out
_)Document responses in paricips e
“3_JLocation

1
3
4
%) Invitations
) Design invitations Q@
) Printinvitations Q@
) Create distribution list (2]
) Create mailings & send out Q
o Invitations are printed and sent out
_)Docurnent respanses in particips e
5
6

212009 | 3i3/09 [r— : 1
212009 213/09 I:I:I—I_L‘

2118/09 | 2119509 1m.
2012009 213109 I

2112009 21309 ]

2/23/08 on
224/09 |31308 ==

Point your cursor at the blue square on the right of the blue frame next to
the »Print invitations« activity until the square turns red.

Click on it and hold down the left mouse button.

Keep the mouse button pressed down and drag a connection to the
»Invitations are printed and sent out« milestone until the left square on
the blue frame turns red.

Release the mouse button.

212109 |3i3/09 [F— [ | [ —
2M12i09  2113/09 I:I:I—I_L‘

211509 | 2119/09

2M12/09  213/09 |

211209 | 2113109 o —

2123009

2124i09 | 373109 =

The dependency between the activity and milestone has been created.
You can see this from the arrow connection.

Create any number of additional dependencies between the milestone and
other activities.

Remove dependencies

You can remove dependencies in the properties window of the activity or
milestone on the »Predecessor« tab. See the next section »Define
dependencies using the »Predecessor« tab« for details on how to do this.

Problems when creating dependencies

If you are unable to create dependencies as shown above, then check
whether you are still in the »Standard« view. The »Standard« tab at the top
left must be active. If the »Resources« tab is active, you cannot create any
dependencies.
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Define dependencies using predecessors

Define dependencies using the »Predecessor« tab

Double-click on the »Create mailings & send out« activity. A dialog window
opens on which you select the »Predecessor« tab at the top.

Properties of ‘Create mailings & send out’

General | Node visualisation | Acti

vity| Predecessar |Fi|e attachments | Versions | Doc.Info | Export nodes

Predecessor

Predecessor Type Buffer (in days) | Add predecessar |
%) Frint invitatic End-Start 0.0

DOQPrrt s oS
2 @@ Create distribution list End-Start 0.0

By creating a dependency from two tasks to the »Create mailings & send
out« task (see description in previous section), these activities are defined

as predecessors.

Add predecessor in

the tab

s

5 (W Concept & Planning

EFP erties o ons are printed and sent out

nvitatio

(9 ° Develop program
9 (Blrwitations
¢ Design invitations
@) Printinvitations

() Create mailings &
& [nvitat Bp
% _) Document respan:
% (JLocation
% (Badvertising
S ) Implementation
& ) Project closure
& 02 Project Schedule
2 03 Project Coardination

£l

@) Create distributionf |

| General 1‘ Node visualisation | M\\esbjne! Predecessor | File attachments | Versions g' Doc.Info || Export nodes|

Predecessor

Selection of node

Predecessor H predecessor |
MindPlan database - P |
‘Wei\gut Marketing (Local) | S o I

ve predecessor | |
Available nodes
[El-% w‘a Communication Program New Product L
i+ 00 Brainstorming T
-4 01 Project Structure
=5 Concept & Planning
(% Develop program
=@ Invitations
i 01 o Q) Design invitations
| Print invitations |
Create distribution list
_“r Invitations are printe
. @& D Document responses in par ¥
< I >

Double-click on the milestone. The properties window of this node opens.

Go to the »Predecessor« tab and click on »Add predecessor« at the top

MindPlan opens a window in which you can open your entire project tree.

Click on the plus or minus symbols to open and close the tree.

2
right.
3
4 Select the branch

Confirm with »Select« and then OK. The new predecessor appears in the

list.

that is a predecessor of this milestone.

Remove predecessor/dependency

1 Select the predecessor you wish to remove.

2 Confirm with »Remove predecessor«.
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FIXED APPOINTMENT:

B Double-click on the milestone
in the map view to open the
properties window.

® On the »Milestone« tab,
check whether the milestone
was defined as a fixed ap-
pointment.

m If this is the case, deactivate
this function.

Schedule buffer time

Define dependencies using predecessors

If you prefer to include buffer time when scheduling activities, you can enter

this for a predecessor.

= f’\jlnvitaliuns 12.0208 |22.05.04

o Design invitations o 12.0208 [12.02.09

<) Print invitations © 230209 |2402.09

< 4 Create distribution list e 17.02.08 [18.02.09

<‘_.00reate mailings & send out o 2502098 [27.02.09

«» Invitations are printed and sent out 02.03.08

£ )Document responses inparticip; € |03.03.09 |22.05.09
f_g(’Location 19.02.08 |21.02.049

1 Double-click on the milestone and go to the »Predecessor« tab.

2 Enter 4.0 for each of the predecessors in the »Buffer (in days)« column.

3 Confirm with OK.

=] fj\jlnvilatinns 12.02.09 [22.05.09
2 Design Invitations @ 120209 120209
) Printinvitations @ 230209 240208
2@ Create distribution list € 170208 180208
<‘_.(ereate mailings & send out o 260208 |27.02.09
o Invitations are printed and sent out 04.03.09
& _)Dotument responses in paticips e 03.03.09 |22.06.09

%3 (JLocation 18.02.09 | 21.02.09

4 By entering a buffer of two days, the milestone date has been shifted by

2 days.

Problems when entering buffer time

If a milestone is defined as a »Fixed appointmentx,

MindPlan prevents this

milestone from being shifted as a result of buffer times that are entered. The

following is displayed:

Unsuccesful changes @

Changes:

Subject Start date = Due date

& |4 Invitations are printed...[04.03.08 | |
|0z.03.09 [ |

o

Starting operation: Chage of a dependency. %

s Operation: Change of an activity

The start date of activity "Invitations are printed and sent out” has to be

exactly at "02.03.09™. _
— b 4

[[] Canfirm changes automatically

This dialog is displayed, if the performed operation is about to change
multiple activities.
Here you can examine these changes and confirm or reject them.

| Cancel

Click on »Cancel« to return to the map.

This situation only occurs if there are no work days
and the milestone. In this case, you should shorten

between the predecessor
the scheduled period of

the predecessor. If a period from 2/16 to 2/20 has been scheduled, you

should shorten this in our example to 2/16 to 2/18.
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Define dependency types

You can easily change the dependency type in the properties window of an
activity or milestone:

B Properties of ‘Create mailings & send out’

General | Node visualisation Activity| Predecessor iFiIe attachments | Versions | Doc.Info || Export nodes

Predecessor
Predecessar Type Buffer (in days) ’ Add predecessor ]
4 a Start-Start 0.0
d N ’ Remaove predecessar ]

{;’r‘e Create distribution list = 3 0.0

Start-End

End-Start

End-End

End-Start dependency type

As a rule, dependencies are created from the end date of a task to the start
date of another task. This means that an activity must finish before the next
one can start.

£ (% Irwitations 12.02.09 |22.05.09 —_— ; : '
i Design invitations o 120209 12.02.09 =
20 ) Print invitations o 230209 240209 | —
g Create distribution list © 170208 18.02.09 [ =
(P Create mailings & send aut @ 250208 27.02.08 H‘\‘-.-_:Er_
«» Invitations are printed and sent out 02.03.09

Example: An invitation can only be sent once the distribution list has been
created, the invitation printed and the letter formulated.

Start-Start dependency type

If various tasks must start at the same time, you can select the Start-Start
dependency type.

“3 ) Develop program 03.02049 0502049 e ——
%)%, Develop entertainment ideas @ 020200 050209 '
i) Develop event prograrm o 030209 050209 |
&3¢ _)Develop press conference program e 03.02.09 050209
&% _)Release program € 050208 050209 B

Example: To ensure that a program is well-coordinated, the press
conference program, event program and entertainment ideas must be
developed synchronously.
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End-End dependency type

Various tasks must finish at the same time. This is useful if you want a
shorter activity to end at the same time as a longer one.

) ) Develop program 03.02.09 05.02.09 e —
)%, Develop entertainment ideas o 030208 050209
) Develop event prograrm o 03.02.09 045.02.09
) Develop press conference program e 03.02.09 045.02.09
) Release program € 050208 050208

Example: The program approval takes place at the end of the development
phase.

Start-End dependency type

This type is rarely used. It shows that the predecessor activity cannot be
completed until the successor has started. This occurs in situations where
responsibilities for project deliverables are to be transferred.

%) _)Develap program 03.02.09 05.02.09 & e
)%, Develop entertainment ideas o 030208 |05.02.0%9 0[Funny Entertainment Lid.
) Develop event program @ (030209 |05.02.08 3| Daisy Hill
_)Develop press conference program e 03.02.08 |05.02.09 2 George Snyder
_JRelease program e 05.02.08 0502.09 1
‘;OInvitatiDns 120209 |22.06.049 17
Design invitations @ 120209 120209 1| Milly Smith %
_)Printinvitations o 23.02.08 |24.02.09 1 Print Company

Example: Once the program has been approved, responsibility is transferred
from Daisy Hill to Milly Smith.

Display dependencies in the map editor

You can also show or hide dependencies you created in the Gantt editor in
the map editor.

. deas @
0 ) Develop entertainment ideas £

J) Develop erent program 0—;
) Devslop press wnfemnD
@) Releae program 0—)

+ (PDesian invitations D
D
DR rint imitations
,——————

MBI Create distibution list

D Sirvdtations ) L
R — "
(M reate mailings & s=nd out
k. 4 hvitations are printed and sent out D

If you have created dependencies in the Gantt editor, they are also displayed
in the map (see figure above). This can sometimes be useful, but sometimes
irritating too. You can define the display yourself in the default settings or for
the specific MindPlan:

% _)Develop program L

) 4 SCansept s Pianning >3
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Activate/deactivate the dependencies display in the map using the
default settings

1 Choose File - Settings in the top menu bar.

B Settings X

~-General
[-MNode creation
[-Mode settings

Map details

Display node-type symbal

=-Layout
~-Map colors
~Map lines Display symbol if node document contains text
EI I_ details
! i-Additional infos Display priority symbal for activity

eMindPlan links
-Gantt colors Display status symbal for activity or milestone
-Gantt details
L. Icons Display status symbol for deliverable/project
~-Ackivities
[#-Clipboard operations Display percentage completed symbal for activity
~MindPlan Startup
----- Synchronization Display percentage completed symbal for deliverable/project
----- Security
#-Tooltips Display symbol for file attachments
----- SideBar
~-Composite Application Display dependencies in map view:

[ Default H Apply l

Open »Layout« in the tree on the left and click on »Map Details«.

Activate or deactivate the check box of the bottom item in the list
»Display dependencies in map viewx.

4 Confirm with OK.

Note: Changes to this setting will affect all MindPlans that you open in the
future.
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Activate/deactivate the dependencies display in the map in the open
MindPlan

1 Switch from the Gantt editor to the map editor if necessary by clicking on
the »Map« tab at the top right.

2 Right-click anywhere on the background of the map and select »MindPlan
options«.

Options for MindPlan ‘Communication Program New Product Launch ... g|

i Map display EF'r-:nject Access rights
Map display

|Details v|

Additional infos below the nodes
(® Standard O for this MindPlan

Display activity dependency arrows
(O Standard @) for this MindPlan

) Hide dependencies

e

I OK ” Cancel ” Apply ]

Select »Details« on the drop-down menu on the »Map display« tab.

Activate the »for this MindPlan« option in »Display activity dependency
arrows«. By doing this, you specify that the change only affects the open
MindPlan and that dependencies in other MindPlans are to be displayed as
standard.

Choose between »Display dependencies« and »Hide dependencies«.

Confirm by clicking on Apply. If you click on Standard, you reset all the
settings made in this menu to the system standard.
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4% Communication Program New Product Launch

Standard Resources |Capacity Milestones & Dates Overview Exceeding Target Duration |Cost Deviation | mare.., =

Resource planning

Resource planning

A project plan soon becomes quite extensive. The next thing you are
interested in as a project team is

m whether the scheduled activities can be accomplished by the resources
deployed in the time scheduled.

m who is to carry out what tasks in what period and what dependencies
exist between other colleagues.

MindPlan provides the »Resources« standard display for this, which we will
describe in the following.

View project plan by resources

The »Resources« tab view provides a good overview of who has to do what
and when. It is a dynamic analysis of the current project plan, in other
words, it is updated as soon as data is changed.

Stbject

(™ Daisy Hill
Funny Entertainment Ltd.
_) George Snyder
_) Harry Maine
_) James Kline
= (% Milly Smith
< Design invitations
(W Advertising carpalgn newspapers
)wehsite
") Catering & Services
(PMewsletter
W Invitations are printed and sent out
_) Distribute photos to VIP
(W Displays
JInformation boards

(WPosters

® ) Print Company

R =R =R

Pric

0000 oooCe

Target

Start | Due date Resource | Done
duration

03.02.09 22.05.09 23
03.02.09 05.02.09 0
03.02.09 23.05.09 3
15.01.09 17.06.09 16
220509 23.05.09 2
12.02.09 23.05.09 18
120209 120208 1 Milly Smith L
19.02.09 [21.02.09 3 Milly Srith
19.02.09 21.02.08 2 Milly Smith
19.02.09 [21.02.09 1 Milly Srith
19.02.09 (220208 2 Milly Smith
02.03.09 Milly Smmith
220509 23.05.09 2 Milly Smith

3 Milly Srith

1 Milly Smmith

3 Milly Srith
23.02.09 24.02.09 1

J0%

0%
6%
0%
27%
100%
30%

10%
50%

30%
10%
30%

0%

4

12

16,02.09 (23.02.00 203! 25
MbFlslsmbiMbFlslsMbMbIFlls bl g
[——1 [ %
‘
3
; 1
~
= — T
=
o ]
—
—
—
&

—

1 Click on the »Resources« tab at the top to display your project plan by

resources.

2 Open and close the individual items using the plus and minus symbols.

Arrange the table view/resources

You configure the table in the Resources view as described in the section
»Getting started with the Gantt editor« in this part of the manual in
»Arrange the table view«.
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Schedule activities per resource

In this view, you can change the scheduling of activities/resources: either in
the left table view or by moving/changing the bar in the bar chart. The
extent to which you can do this, however, is determined by the dependencies
previously defined.

For a description on this, see the section »Scheduling in the Gantt editor«.

Caution: You cannot create any dependencies or new activities/milestones
in this analysis view. To do this, return to the »Standard« view. You can,
however, revise the information in the cells in the »Resources« view.

Check gaps when assigning persons responsible

Every activity or every milestone should be assigned to a task manager. To
check that your scheduling is complete, MindPlan displays a »(no category)«

table row.
fa. Communication Program New Product Launch =
Standard |Resources Capacity Milestones & Dates Cverview |Exceeding Target Duration | Cost Deviation | more.,. =
Subject Prio Start | Due date ;j:g;;n Resource | Done | %
Z:(WDisplays (2] 3 30%
& (% Daisy Hill 03.02.09 22.05.09 23 30%
Funny Entertainment Ltd. 03.02.09 05.02.09 0
_) George Smyder 03.02.09 23.05.09 3 0%
_) Harry Maine 15.01.09 17.06.09 16 6%
_J James Kling 22.05.09 23.05.09 2 0%
= |( % Milty Smith 12.02.09 23.05.09 15 27%
< Design invitations o 12.02.09 (12.02.09 1/ Milly Smith v 100%
:‘_.(_,Ad\renising campaign newspapers e 19.02.09 |21.02.09 3 Milly Smith 0%
5 )Wehsite e 19.02.08 21.02.09 2/ Milly Smith 0%

Open the list below by clicking on the plus symbol.

2 Double-click on the activity or milestone. The properties window of this
node opens.

3 Enter a name in the »Resource« field on the »Activity« or »Milestone«
tab.

4 Confirm with OK. The activity or milestone now appears below the name
of the respective resource.

The dynamic analysis adjusts the display immediately to the changes made.
Once all task managers have been named, the »(no category)« table row no
longer appears.
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Check capacity of project members in the plan

Check capacity

Click on the »Capacity« tab at the top to display an analysis of your plan that
shows the capacity level of each resource.

A simple and clear color scheme indicates the phases in which a resource
reaches critical capacity.

ﬂ% Communication Program New Product Launch =

Standard |Resources|Capacity Milestones & Dates Overview Exceeding Target Duration |Cost Deviation more... ~

®

®

%

+

®

+
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Subject Start

(§ Daisy Hill 03.02.09

Funny Entertainment Ltd.  |17.02.09

(J) George Snyder 03.02.09
_) Harry Maine 15.01.09
_) James Kline 22.05.09

(™ Milly Smith 12.02.09

_) Print Company

= | (% Milly Smith

+ () Design invitations

Due dats

Target

duration

14.05.09

17.02.09

23.05.09

17.06.09

23.05.09

23.05.09

Example: In the capacity view it is clear that Milly Smith has been
scheduled for more than 100 % of her capacity in CW 8.

23

1]

3

%

43%

67%

%

0%

27%

0%
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Feh
100%

Tar

100% 4

S0k

uueg‘ dew

S0t

1004

100%

so%

s0%

100%

1003

3 =] |aln

s08

S0t

1004

100t

S0%

S04

1004

1004

so%

S0

100%

1003

LT3

S04

100%

100%

so%

s0%

19.02.09 (CW 8

Check capacity causes in detail

Click on the small plus symbol in front of a name to open a detailed

list:

12.02.09

12.02.09

(W) Advertising campaign newspapers  18.02.09

@ website

1)@ Catering & Semices

(P Mewsletter

) Distribute photos to VIP

19.02.09

19.02.09

10.02.00

22.05.09

23.05.09

12.02.09

21.02.09

21.02.09

21.02.09

22.02.00

23.05.09

2

2%

100%

30%

0% b

10%

50%

0%

1on%

activity

100w

s0%

s0%

In this overview, you can see that one day's work has been planned in two
activities on the same day for the resource Milly Smith. You can now shift the

date of the activities or assign them to a colleague.

Double-click in the »Subject« column to open the activity.

2 In the properties window that opens, assign another resource on the
»Activity« tab.

3 Confirm with OK.

Follow the same procedure to reduce the amount of work for the resource

Milly Smith to 50 %, for example.
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Shift dates in the capacity display

You can also change activity dates in this view using the properties window
of the node. However, if dependencies have been defined, conflicts may
occur when dates are shifted.

It is therefore advisable to have a complete view of the plan. To reschedule
dates, use the »Standard« tab at the top left and »Gantt« at the top right.
You can switch between the views at any time.
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