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Overall Ergonomics



PLANZONE

The work environment which 
regroups all projects and users

It always has:

One single owner
Administrator(s)

Deputy administrator(s)
Team members/users

PROJECT 1

Project Managers
Project Team-

Members
Visitors

PROJECT 3

Project Managers
Project Team-

Members
Visitors

PROJECT 2

Project Managers
Project Team-

Members
Visitors

PROJECT 4

Project Managers
Project Team-

Members
Visitors



Zoom on user rights

Planzone Owner Administrators Deputy-Administrators

He administers the 
Planzone, the users,

the invoicing parameters. 
He can create, modify or
delete projects as well as 

project templates

They have the same 
rights as the 

Planzone owner
but do not have access 
to invoicing parameters

They have neither 
rights to administer the 
Planzone nor the users. 

They cannot delete 
projects or project 

templates

A Planzone contains

Team Members

They can only access 
the list of users and 

of projects but 
cannot make any 

changes

 To manage the users of a Planzone, click on « All my Projects », then go to « Users »



Notifications

Current Project
Current Planzone

Chose your Project Discussions

Administrator

Filter Options
Create task lists, tasks, 
events and milestones

Navigation between the main pages

Main Planzone Menu

NAME       

Navigation between the main pages



« Project » View

« All My Projects » View

No multi project documents

Click directly on « All My Projects »

The background 
colour changes, 
based upon the 
menu hierarchy

Navigation between a «Project» and «All My Projects»

NAME     

Position your mouse over the « All My Projects » drop-down 
menu and select the corresponding project

NAME     



Configuration



The different Parameters

This section gives you access to 3 configurations panels :

1. My Parameters (your profile with contact information and picture, your preferences, your password…)

2. Planzone Parameters (confidentiality, security, calendar…)

3. Invoicing Parameters (address, payment information…)

NAME     



Zoom on the Calendar

My Parameters

Be sure to specify your time zone and daily working hours. This 
information has a direct impact on your events, your timesheets 
and your planning.

Parameters of the Planzone

Only visible to the Owner. Define the default values of daily 
working hours which will be applicable to all projects



Creation of a Project



The types of Projects
Position your mouse over "All My Projects“ and then click on 
« Create a new project »

Choose the type of project you want to create:

- Simple (without planning : Gantt, Time Sheets, Resource Management)
- With Planning
- From a template you have already created or which has been proposed by 

the community
- From a MS Project File

NAME    NAME     



The types of Projects
Simple Projects Project with planning

a For a project with planning, you will define its start and end date, thus allowing you to model its planning 
in a Gantt chart.

Project created from a template

aWhen you create a project from a template, you can use an existing project structure, thus saving time 
when creating a new project.

Management of Project and Tasks Template  TEST 1

Project length: 1 year

About this project

This project is used for demonstrations purposes. If you make changes, please 
undo them at the end of the demo (e.g. completion of a task).
Thank you!

Management of Project and Tasks Template

Project length: 122 days

Management of the Marketing Department of Planzone.
10 Members Management of the Marketing Department of Planzone.

10 Members
Project length: 1 year



Project Templates
Creation of a Project Template

Creation of a Standard 
Template.

Reuse it for the creation 
of all similar projects.

Share your templates with 
other Planzone users.

The project template differs in their background colour.

NAME    

NAME    



Project Team



Inviting Team Members

Invite a new team member (who is not yet part of Planzone) by 
entering his email address.

Add a member that is already part of your Planzone but who is 
not yet attached to a project.

Create a virtual team member (e.g. a person who is not yet part 
of your enterprise).

I would like you to join the “Atlantis Dev” Planzone
and be a “Marketing 1” project team member.



Zoom on user rights

Project Manager Team Member Visitor

He has full rights over the project 
and can create, change and delete 

whatever he wants.

He has full visibility on the project, 
he cannot change

or delete the project structure.

He has limited visibility on the 
project, restricted to certain 

information, he cannot create, 
change or delete anything.

In a Project

a There is no hierarchical relationship among the users of a Planzone and of a project. 
A Project Team Member in Planzone can perfectly be a Project Manager of a project.

Click here to see the 
details of user rights by 

type of user.

https://www.planzone.com/sites/doc/droits_utilisateurs_pz.pdf


Project Phasing



Creation of Lists and Sub-lists

Click on the « List » tab, determine its 
start and end date and store them in 
your Project.

This action is to be repeated for all lists 
and sub-lists that you want to create.

The Lists will allow you to sequence your Project into phases and to organize your Tasks. The 
depth of the lists is limited.

In your Project, go to the menu « Tasks » or « Planning » based upon the type of project you have 
created.
In both cases click on the button « New ».



Create Lists and Sub-lists

Focus on Planning

Move your Lists and Sub-lists with a simple drag 
and drop.

Create new lists in your Planning by using the 
menu which is located next to each label.

Reduce or extend the depth of your lists for 
improved visibility.

And a lot of more options to be discovered !!



Create Tasks – level 1

 Simply specify a label, the assigned team members and target date and then save. Click here to add more 
information.

To start



Create Tasks – level 1

Next steps

a Move your mouse to the right side of an already created task and click on the « + » icon.
This way, you can quickly create a new task which, by default, will have the same criteria as the selected one.
Move your tasks with a simple « drag and drop ».

Looking for new marketing automation software

Send email White Paper GP + SBN - LB1 tag filter

Prepare promo campaign for the last 15 days of June

Prepare promo campaign for the last 15 days of September

Prepare promo campaign for the last 15 days of December Me

Me

Me

Me

Me



Create Tasks – level 2

Specify a label, the assigned team 
members and a target date, but 
also :

Allocate time/hours

Set a start date

Store the task in a (sub)-list

Add a tag and description

Stephanie

Web site & SEO

to



Create Milestones

Newsletter

Specify at least a label and a forecast 
date.

The previous steps as explained  above 
for Tasks apply also for the Milestones.

Select just the right icon in the 
dropdown menu.

Prepare promo campaign for the last 15 days of June



Planning & Resources



Chose the type of Display

Planning / Gantt Chart

Today’s date

Constraints : Y 
cannot start as long 
as X is not finished

Drag the mouse to 
change the date

Filters and Sorting

Tasks completed

Tasks delayed or 
overdue

Adjust the depth 
of the lists



Workload

Type of display

Filters and Sorting

Overall user 
workload

Still available

Close to overload

On overload

List or Sub-list
The workload is calculated based upon the number of hours worked 
per day versus the number of tasks (with allocated time/hours) during 
a specific period.

Task

Modify workload 
by simply « drag 
and drop »



Timesheet

Click on a cell containing a 
task to add additional hours

Filters and Sorting

Type of display

Summary of time 
spent, remaining 
time and % of 
achievement of 
objectives



Timesheet

Filters and Sorting

Type of display

Summary of time 
spent, remaining 
time and % of 
achievement of 
objectives

Daily validation of 
timesheets and 
weekly integration

Click on a cell containing a 
task to add additional hours



Calendar Management



Creation of Events

The creation of an event in 
Planzone is akin to all known 
calendar apps (Google, Outlook) …

Create your event, set its 
frequency, invite participants and 
store them in a project.

Weekly Marketing Meeting



Calendar Display Management

The Planzone calendar is 
multi-project. You can see all 
or part or the information 
depending on the filter of 
your choice and for one or 
several projects

The creation and management of unavailability is done only here.

Your Planzone calendar 
can be synchronized with 
Google calendar. 
Make sure to enable this 
option in « Configurator > 
My Settings > External 
Applications »



Documents & Discussions



Creation of a Notes Page (Wiki)

Available under 
« Documents > New > 
Create a note ».

Use the visual editor or text 
mode

Multi-purpose: document 
best practices, create a 
database of links, share 
your knowledge, …

Add comments

Versioning



Create a document

All your documents can be organized in folders and subfolders, which you can 
make public or visible only to specific users.

Download a document from your 
Computer

Import a document from your 
Google Drive (this has to be 
enabled under « My Settings »)

Create a notes page

Add a tag to make the document 
easier to be found



Document Management

By clicking on the document 
label, several options are 
made available

Download the document

Create a new version

Retrieve and older version

Change the document’s 
name and folder

Add a comment

Add a tag



Start a discussion

a The discussions in Planzone reduce the number of emails sent regarding an action to be carried 
out in a project. Each new discussion triggers a notification in this interface which may also be 
sent by email for more skeptical users. 

Notification of a 
new comment in 
the discussions you 
participate in.



Linking to other project elements
To tasks, lists and milestones

Click on the label of a task or a list, then 
on « Attach a document » or 
« Comments ».

You can easily identify these two additions 
by their icons in this interface.



Linking to other project elements
To events

Sur les événements

Comme précédemment, cliquez sur le 
libellé de l’événement, puis sur « Attacher 
un document » ou « Commentaires »

As before, click on the label of the event, 
then on « Attach a document » or 
« Comments »



Dashboard



Project Summary

Shortcut

Your upcoming 
tasks or those 

of all users

Your late tasks 
or those of all 

users

Project 
progress and 
forecasting

Progress made 
in tasks, 
milestones and 
time sheets

Click here to see your status in this project. 
Number of tasks completed or late, weekly 
calendar, upcoming tasks



Overview of « All My Projects »

Shortcut

Your upcoming 
tasks for all 

your projects

Your late tasks 
for all your 

projects

Same 
information 
as under 
« Show my 
Status » in 
the project 
overview, but 
this time for 
all your 
projects



List of « All My Projects »
Simplified View

Filters and Sorting

Project status and 
estimate



List of « All My Projects »
Statistical View

Filters and Sorting

Project status, progress and forecast

Progress of 
tasks and 
milestones



Tips & Tricks



Project Reports

See bottom left on your Planzone screen

Download reports in PDF or Excel format

The project reports are Excel and PDF files which can be generated from any available screen view in Planzone : lists, 
project planning, allocation of resources…
The available filters and sorting options in each screen view allows you to export a very specific set of data, thus 
responding to precise analysis needs.

Objectives : to analyse the performance indicators of projects 
according to your own criteria (individual or collective workload, 
project delays…)



Sorting, Filter, Show
This menu is available in all 
Planzone screen views. It allows 
you to only show the information 
you need at a specific moment.

Sort lists and tasks by deadline, completion date, starting date…
Sort users in alphabetical order
Sort documents by date or not
Sort discussions by recency, creation date, number of comments…

a The milestones are only visible by applying the filter « All users », they are never linked to a particular user

Filter by user (one person, several persons, a group)

Filter by key words/tags

Single or cumulative criteria : tasks, lists, milestones, events, 
work done, unavailability, unallocated resources…

a Select/check « Work completed » in the filter « Show » in order to see the tasks, events and milestones which already completed

a Click on « Clear all filters » to reset all filters with their default values



Shortcuts

This button is available practically all screen views of Planzone. No matter where you are, you can create a task, 
a list, an event or a milestone with just one click

Drag-and-Drop
Only possible when sorting « by default » In the « Tasks » or « Planning » views, select in the 
filter « Show » the items you want to see in order move them (selecting « Lists » is mandatory)

CTR + SHIFT + left click Create a Planning constraint

SHIFT + left click
In a discussion, position your mouse over the « + » button on the left side of the labels to unfold 
all comments at once

Located at the top right of your Planzone, this icon indicates all your new notifications (updates of events, 
invitation of a member…)

All new discussions which relate to you and which are still unread

Located at the bottom left of your Planzone, this button allows you to access with just one click the list of all 
your tasks, in a given project or for all your projects



Finally….



Services and Support

« FEEDBACK » BUTTON « HELPDESK » BUTTON « TRAINING » BUTTON

Use the « Feedback » button 
at the bottom right of your 
Planzone to quickly get in 

contact with our support team

FAQs, tutorials and other tips and 
tricks are available In our help 
center. Also accessible at the 

bottom right of your Planzone.

Get trained by our experts to 
optimize your time and return 
on investment. Performance 

guaranteed !

Helpdesk > More infos >Feedback

http://kc6.planzone.com/hc/fr
https://www.planzone.com/sites/doc/plaquette_formation_2016.pdf
http://kc6.planzone.com/hc/fr


Thank you
for your at tention !


