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Starting Web Client

Logging in

To log in to Planon Web Client

Proc

edure

1. Click the URL of the Planon Web Client.
2. Onthe login screen, enter your user name and password.

3. Cli
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The login page will be displayed in the language of the browser. If this language is not supported,
the login page will default be displayed in English.

If yo

ur password is reset, depending on the password settings, you will be prompted to change your

password at the time of log in. The following change password screen is displayed.
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o Your password has expired. Please enter a
new password

* Inthe Current password field, enter your password.
+ Inthe New password field, enter your new password.
* Inthe Confirm new password field, retype your new password for confirmation.

+  Click OK. You can now log in with your changed password.

Logging out

You can log out of the Planon Web Client in three ways:
* Using the Log out button on your account information.
This is the preferred way, as this frees your license.
+ Closing the browser - the session will expire after a certain time, only then the license will be freed.

« If you do not use the application for a certain period of time, you will be logged out automatically.
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Overview

This topic describes the basic features of Planon nd its various screen elements.
The Planon user interface mainly consists of three sections:

1. Planon ribbon
2. Navigation panel
3. Workspace

Following is the image that explains the Planon structure.

-

1.

Planon ribbon
The ribbon contains the navigation panel toggle button and the Planon logo on the left side and some
generic features which work across the application.

For more information about the options on the ribbon, refer to Planon ribbon.

Navigation panel
The navigation panel allows you to navigate through the different modules of the application. Click a
navigation item to open the module in the workspace. For more information, refer to Navigation.

Workspace

The Workspace is that part of your screen where a user interface module such as the homepage or a TSl is
displayed.

For more information, refer to Homepage.

Fundamentals - 7
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Multi tab browser support

You can open Planon in multiple tabs on your browser.
A single login works for all browser tabs.

Only one module license is used for all tabs.

When you open the application in different tabs, you can view the same or different TSIs from your
navigation panel.

This can be done by copying the URL to a new tab or right-clicking a TSI in the navigation panel and
opening it in a new tab or a window.

Planon ribbon

The Planon ribbon contains the following general screen elements and functions that are applicable across
the application:

| Today & || A || ? ADRIAN j

Parking, A Adrian
Adrian.Parking@planon.co.uk
+44 (0) 2075015004

T™ogl

My account & Logout

The Planon logo.

The reference date button: today is selected by default. The Choose reference date option allows
you to select a specific date from the calendar. The selected reference date is taken into account for all
transactions across the application.

You can make the reference date inactive by selecting the Inactive option. The Or select another date
option enables you to select another date as a reference date.

8 - Fundamentals
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Choose reference date

Inactive
17 Oct 2019 (Last selected date)
Select another date

Qctober 2019

{ 2 3 4 5 §
7 8 9 10 11 12 13
14 15 16 |iiﬂ| 18 19 20
21 22 23 24 25 26 27
28 29 30 31

Clicking the B button will redirect you to the alarms set for you.

2?
Clicking the * button will redirect you to the Help menu.
Click on My account to view/edit personal information.

Click Log out to log out of Planon Web Client. Your license will be released and you will be redirected to
the login screen.

Help menu

Planon features a Help button in the top-right corner that opens a menu providing access to information
about the software and privacy statement of your company (GDPR legislation).

The options listed in the Help menu are:

TSI Help: Enables you to view help information related to the TSI that is active on the screen. The option
is visible only if a document/web page related URL is specified in TSIs > TSI Help URL. If there is no URL
specified, the option will not be visible in the menu.

WebHelp: Enables a user to start and view the Planon WebHelp. The WebHelp is displayed in the
language of the version of the WebHelp specified in System Settings > General > Help URL.

Privacy statement: Enables you to view the privacy statement of your company to be compliant
with GDPR regulation. The privacy statement can be specified in General settings TS| > Privacy
Statement. If there is no privacy statement specified, the option will not be visible in the menu. For
more information about the Privacy Policy statement, refer to Authorization > Privacy statement.

About: Enables you to get information about the version of Planon you are using.

Fundamentals - 9
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+ Keyboard shortcuts: Enables you to view the available keyboard shortcuts in Planon. For more
keyboard shortcuts, refer to Shortcut keys.

My account

Planon features a My account button to allow users to edit their personal information. The button is
available in the Account menu.

Using My account, a user can change his/her password, edit personal data and other settings by clicking the

Edit button.

Planon provides the following basic options in the My account pop-up. The Planon application manager can
add or remove fields to this pop-up by using Web Configuration .

« Account details

The user can view his/her User name, Password expiry date and change password using the Change
password option.

« Personal data

The user can edit his/her personal data such as First name, Surname, Email, Telephone, Property,
Department and Photo. Users can change their photo by dragging and dropping an image or by
browsing for the right file.

* My account settings

The user can change specify settings such as Theme, Use 24 hour notation?, Planon Language,
Displayed unit of length and Autoselect first item in list.

To view the changes, save and re-login to the account

The name displayed in the My Account drop-down is derived from the person or account. The following

table indicates which name is displayed:

Account Person Displayed
User name Description First name Last name

WEASLY Adam Weasly Adam Bilt Adam Bilt
WEASLY Adam Weasly Adam Adam
WEASLY Adam Weasly Bilt Bilt

WEASLY Adam Weasly Adam Weasly
WEASLY Adam Bilt Adam Bilt
WEASLY Adam Adam
WEASLY Bilt Bilt

WEASLY WEASLY

10 - Fundamentals
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The photo displayed on the My Account drop down is determined based on the following table:

Account - Photo Person - Photo Photo displayed in 'My Account’
Y Y Person-Photo
Y N Default image
N Y Person-Photo
N N Default image

When the Person-Photo of the linked person does not have a value, then a default image will be displayed.
This image placeholder will have a colored background with one or two characters. The following example
shows which characters will be displayed in the placeholder:

Account - User Person - First namePerson - Surname Displayed
name

WEASLY Adam Bilt AB

WEASLY Adam A

WEASLY Bilt B

WEASLY w

When Person - First Name and Person - Last Name both do not contain any value, it means

either the fields are empty (none of them are system mandatory) or there is no person linked to the
account.

Navigation panel

The navigation panel displays the available navigation groups. Navigation groups typically include various
functionally related navigation items (TSIs).

Fundamentals - 11
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4 Home ¢

Q, Search

Core TSls -

,.D Access

[f5] Addresses

} {t Agile workplace managem...

A Assets

L BIMimport/ export definit..
&L  BIM source definitions

e, Budgets

&  CAD drawing definitions

3 CADimport definitions

@ Cashflow (no invoices)

Instead of browsing for navigation items, you can search for them using the quick search bar Q Search . The
search will remember your last five searched items and will display them when clicking in the search bar.

There are two modes for the navigation panel:

Expanded and pinned: This is the default mode. In this mode, the navigation panel is always visible on the
same plain as the workspace. It is pinned and all the TSIs are available to be opened in the workspace. You

L4

can collapse the navigation panel by clicking on the button.

@ The panel can be pinned, only if the screen resolution is >1200 pixels.

Collapsed: In this mode, the navigation panel is hidden. You can expand the navigation panel by hovering

>
the cursor on the ’7 button. A floating navigation panel becomes available and allows you to do your
actions on the navigation items, such as, opening a TSI in the workspace. To hide the navigation panel again,

o
move the cursor out of the panel area. You can pin the panel to keep it expanded by clicking on the

12 - Fundamentals
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button. When you minimize your computer screen, the navigation panel is automatically collapsed. It jumps
back to the previous mode when you expand it again.

@ The panel cannot be pinned if the screen is minimized or the screen resolution is <1200 pixels. In
this state, the navigation panel is in the slide mode.

Homepage
After the login, the homepage is shown in the workspace.

——

The following image displays the Homepage with several gadgets. You can see a gadget highlighted.

——

@ Backlog of problems

5

E]

a0
& 2
.
g 1 1 1 1
.. =
o

Day

No. of problem:

———

 S——

Gadgets

A gadget gives you quick and easy access to vital information directly from your homepage. You can

configure the gadgets on your homepage by using the gadget library. The library contains several predefined
gadgets and allow you to customize your homepage with gadgets of your choice.

Fundamentals - 13



Fundamentals

Configuring gadgets on the home page
To configure gadgets on the homepage

Procedure

1. Click the Edit mode® button on the right. The gadget library appears and the existing gadgets on your
homepage are unlocked.

2. The library displays all available gadgets.

Al Service requests || Problem manage.. | | Mo, of requests |

# Home

Backiog of releases | | Number of reque.. | | Weather informat Service calls Backlogof changes | | Traffic information | | Cis not found in €... | | Complainis Emergency chang... | | Hardware Cis wit.
Gadget 02ISMIT 0B | | Gadget03ISMIT.03 | GadgetO4EXTOOD3 | | GadgetQSServicer | | GodgetOF ISMIT.06 | | GadgetOBEXTODO4 | Gadget 10ISMIT_0 | | Gadget111SMIT_11 | Gadget 12ISMIT12 | | Gadge: 13 [SMIT13 | | Gadget 14 All Servic Gadget 15 ISMIT_17 | | Gadget 16 I5M_C

. . . - . . . . . e . . = . . = .

o o o
@ @ e

3. Click on a gadget to add it to the homepage.
4. To move the gadget around on the workspace, hold the gadget (with the four-arrowed cursor) and drag it
to the required position.

5. Toremove the gadget from the homepage, click the cross sign on the top right corner of the gadget. The
gadget disappears from the homepage and moves back to the library.

Click the 0 button, when you have finished configuring the homepage. The library is closed and the
gadgets are locked on the homepage.

The gadgets you selected from the gadget library are now activated.

@ The gadget library will be empty, if all the gadgets are added to the homepage.

14 - Fundamentals
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Tablet users

Planon Web Client offers an interface that runs on all desktops, laptops and tablets. This enables an optimal
use of space available on the screens with different resolution (responsive behavior) and touch support on
tablets. The Planon Web Client is built for three major mobile platforms, Android, iOS and Windows.

Users such as field engineers, managers and Self-Service users can use Web Client on tablets to access and
update information on the go.

The responsive Web Client runs on screens with a screen resolution higher than 960 px by 540 px (QHD
resolution) and a minimum size of 7.9 inches.
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e B3 RERRAL WD BY LR (i wigunl UL
]Jl‘ . n _L:r |l

Getting started

Log in to Planon Web Client on a tablet.
After the login, the homepage of the Web Client is shown full screen.
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Web Client menu

The Web Client menu represented by the = button, integrates the navigation panel and the ribbon into a
single menu. Tap this button to open the navigation panel and the general functions. The Web Client menu
appears as an overlay on the workspace.

— e

Personnel management

@& Products

™ Project management

@ Property detalls management
W Purchase management

= Rentable unit management
[ Reservations

& Service manager

[@ Service scheduler

B Space management

@ SSP Demand & Supply

co 0

Navigation panel on a tablet

The navigation panel is shown, when you open the Web Client menu.

Tap a navigation group and then a navigation item. The corresponding module opens in the workspace and
then the Web Client menu is hidden.

General functions

At the bottom of the Web Client menu, the general functions such as user account details, the alarms button
and other details are displayed.

For more information about the general functions, refer to Ribbon > User account details.

The Show desktop version button enables you to open the desktop version of the Web Client.

Basic navigation on a tablet

16 - Fundamentals
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When you open a Web Client module on a tablet:

the elements list is shown,

the data panel is hidden,

the action panel is shown minimized,

the quick search and filter panels are available.

All these panels can be expanded and collapsed to optimize the available space on the screen. These user
settings are stored for every selection level and step. These settings are retained when you log in next time.

The following image displays a module open on a tablet with just the elements panel expanded. The action
panel is minimized and only the corresponding icons are displayed.

L

= & Personnel management

Components Visitors Keys and key sets

Properties

(11)

00

" |Code

No filter |City

000

| Full name

(O Personnel (165)

-
-

-
<

fc

fc

fc

|V|

000

001

002

003

004

NN/

Count

Mease, A Adrian

Parking, A Adrian

Curtis, A Agnes

Cook, A Alice

Jones, A Alice

Randall A Allan

« ¢« 1 2 3 4 5 6 7

8 9 > »

The following image displays a module with all the three panels (elements panel, data panel and the action
panel) expanded on a tablet.
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= & Personnel management °

Properties Components Visitors Keys and key sets

I= Data view i CAD Integrator
(11

General @ Miscellaneous | Audit info

Actions ~
00

General # Generate QR Code
|C0de * Code 002 Coto .
(O Personnel (165)
Person type @ @ Linked assets
& 000 i
Personal data @ Linked Cis
Q 001 Title 01 M @ §@ Recruitment order
<@ , MIrs.
@ Accessible spaces
Initials A
& Linked spaces
First name Agnes § Accessible spaces
.~
S 002 Prefix @ Workspace
& 004 * Surname Curtis Employee -
g 005 Photo Personnel/F001.jpg @ ah Add ~
Cancel
Contact details

Elements panel on a tablet

The elements panel is displayed, when you open a Web Client module on a tablet.
To view an element’s details:

Tap once to select the element - it allows you to perform an action, such as copy, link or change status.
Tap again on the selected element to open the details in the data panel.

The element list toolbar can also be expanded and collapsed. Tap the = puttonto toggle the tool bar.
For more features of the elements panel, refer to  Elements panel

0 Multiple selection of elements is not supported on tablets.

Data panel on a tablet

18 - Fundamentals
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You can expand  and collapse  the data panel using the buttons on the center-left of the data panel. On
the data panel, you can view/modify data. The keyboard on the tablet becomes available, if you want to add/
change information on the data panel.

When the data panel is expanded:
+ the quick search and the filter panel are minimized,

¢ the elements list is minimized.

The quick search and filter show a color if the filter is active. Click on the panel to access the quick search
and the filter bar. At this moment, the data panel will be collapsed and the elements panel will be expanded.

For more features of the data panel, see Data panel.

Action panel on a tablet

You can expand  'and collapse 'the action panel using the buttons on the top-left of the action panel.
Collapse the action panel for a full view of the data panel. When the action panel is collapsed, only the icons
corresponding to the actions are visible.

For more information on actions, refer to Action panel.
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Standard features

This chapter describes the standard features available across all the TSIs of Planon ProCenter.

Following is an example of a TSI in the Web Client:

Fundamentals

4 Home

Core TSIs

} @ Agile workplace manageme

A Asset management

Filters

Asset details

[No fiter

[ Cove + [ contains v

... [EEEE

BIM source definitions
Budget management
CAD drawing definitions

CAD import definitions.

Closure date overview

Contact management

o EH B L@ e v fo (v (=

Contract administration

I
8

Data aggregation
Document management
Invoices

Knowledge Base

B~z 0

Maintenance planner

Meter Management

Move Management

s,
s
&

Personnel management

BIM import / export definiti...

Cashflow management (no

Cashflow management (wit...

A4 Base assets

[BR)»> 000234, Electiical passenger lift general
000235, Electrical passenger lift general
[BE> 000240, AHU supply 2.8 - 5.6 m3/s
[B8]> 000243, Emergency lighting decentrally fed
¥
[B8)x 000245, VAV box
[B]> 000246, Main distribution unit 19 - 21 groups

000247, High voltage power distribution board
000248, Fire control panel

[B8> 000249, Storage boiler electrical < 30 |

[B8]> 000250, Storage boiler electrical 80 |

€
B

000251, Main distribution unit 13 - 15 groups
000252, Main distribution unit 22 - 24 groups
000253, Splitting system VAV

000254, Air cooled condensor

000255, Roof fan 0.04 - 0.7 m3/s

[B8> 000257, AHU extract 2.8 -5.6 m3/s

[B8> 000258, AHU supply 1.4 - 2.8 m3/s

000259, AHU extract 1.4 - 2.8 m3/s

000260, Lighting fixtures first floor

000261, Intercom installation general
000262, Fire alam general

[38) 000264, Emergency lightiing decentrally fed
[98)» 000265, Emergency lighting decentrally fed

Count All None “«<123»

Activities / registrations

Activity details

General | Maintenance | Miscellaneous | Remarks
General
0 cose 000204
Description Airco Unit
Translated name
Language Description ~ | Translation
Deutsch Klimaanlage
English Airco Unit
English US Airco Unit
Frangais Unité de climatisation
Nederlands Aircondtioning-unit
Main asset
Location
I Property 14, Columbus Square
Space 0.15, Office
Survey site
Details
Status » BA20, In use
Type M&E Asset
g unie ITEM, ltem

Classifications
Asset classification
Altemative classification
I Classification group
Technical classification

Standard asset

58, Control climate

CO. Installation

01.04, Air conditioning

01.02, Air Conditioning and Ventilation

IZ Data view

Audit info

s &G GG

ECAD Integrator

= Graphical viewer

Actions ~

B Generate QR code

Go 1o ~

@ surveyunits

ME&E Asset o
b Addv

TE Addsub ~

[[) Add Standard asset

[ Add Standard building ..
[ Deep copy

¢ Delete

g Change type

[ Transfer to archive

Links o
% Link standard service p...
9y Link orders

S Link defects lists

T Permits to work

Status transitions -
x Disposed

@ ldle

I§ Show flow diagram

Planon ProCenter supports working with several keyboard shortcut keys to perform certain actions in the

application.

o For more information, refer to Planon ProCenter-Shortcut Keys.

Selection bar

The selection bar displays all the available selection levels of the TSI you have currently selected. On
selecting a selection level, the corresponding selection steps are displayed.

When you hover over a selection level, a drop-down list of selection steps on that level will be displayed. You

can also jump to a selection step by selecting it from this list. The currently active step on that level will be
highlighted in the list.
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Froperties Property details
Property details  Parcels | Property details LEEIAN  History - properties
Parcels
No filter N 1
Communication Iogs - p...

@ The selections steps are displayed only if there are more than one selection steps.

By choosing elements on each selection level, you can make a preselection and have only the required data
displayed.

Elements panel

In Planon Web Client, the elements panel displays elements relevant to the TSI/step you are in. The elements
differ with every TSI you open, and the selection levels you choose subsequently. An element could be, for
example, a property, an asset, a contract or a person.

An element that has been selected in the elements list is called an active element.

@ The column headers of the elements list will remain visible while you scroll through the list. This
functionality is supported in all browsers except in Internet Explorer 11.

When you move from one selection level to the other, the selected element name in the previous level is
displayed below the level name. If the text is too long, the full text is given in a tooltip.

Froperties Components Personnel Visitors
McDonald, A Andrew

(ST Sl [ssued and returned key sets Communication logs — visitors

The functions to influence the element list/tree view as a whole are placed in a toolbar above the element
list. Using these actions, you can refresh the elements list, show archived items and show list/tree view.
when you use the Show archived items button it changes color. Note that, only the relevant functions for
the elements panel you are in are shown. For example, you may find more order related actions in Service
Manager.

o] o=

You can do the following in the elements panel:
* Resize the columns, by dragging the column header handles.

+  Show/hide columns by right-clicking the column header and selecting the relevant options in the sub
menu.
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*  Move viewing area up, down, left, or right by using the horizontal and vertical scroll bars.

* You can view the elements list in a tree or list view.

@ The selected view per TSI will be remembered even after logging out.

Element hierarchy

There are two element types in Planon ProCenter.
*  Hierarchical elements
+  Simple elements

Hierarchical elements are divided into sub elements.
For example, Department.

A simple element cannot be subdivided.
For example, Person.

The hierarchical elements in the elements list can be collapsed or expanded. The * symbol in front of a
hierarchical element’s name indicates the presence of sub-elements.

=¥ Orders
[(®* 131.00, 03 LEEDv4
ﬂ* 130.00, 02 BREEAM INT BM
ﬂ* 129.00, 01 BREEAM INT Al

3 ﬂ* 128.00, Audit (12/07/2016 10:00)

‘D* 126.00, Minar new wark
@* 125.00, Gauge threshold check
W'+ 124.00, Purchase order

W+ 123.00

It is possible that sub elements inherit values from the parent element. The inherited data will overwrite all
data that would be automatically specified as a result of selections made on previous selection levels.

Footer bar

Count All None «<123456»»

The footer bar has the following functions:
+  Count - displays the total number of elements in the list.

« All -selects all the elements in the element list.
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None - deselects the selected elements.

Fundamentals

The footer bar also displays pagination. It enables you to navigate between pages in case the elements
list is divided into pages. Click the arrow buttons << >> to go to the first, previous and last pages or click

the numbers to go to a specific page.

Action on selection

The Action on selection option allows you to perform a certain action or status transition for multiple
elements at the same time. This option becomes available in the data panel when you select multiple
elements in a TSI

You can apply action on selection to elements of various system or user-defined types such as main/sub
work orders, reservations, and so on.

Procedure

1. Select multiple elements to which you want to apply the action or status transition.

=

Propeites Corponents

Service Manager

S e——— |8
Nusmbar Conlping o,
o000®
Orders znoes €. 151617, 503

 BEEENEEIF b AR R A

B VFRUARS SRR R U el LA T W B S A
g 10500 Emergency evacuation dill (1Y) 07822013 13.00
& 1013000 Exemal window ceanirg (3M) 0ADL014 1500
» 1200 Capel doep chaning (1] DV0O42014 1700

» 151100 Rocent eontrol (16) 26072013 14,00

» 199000 Rodend controd (1M} 26072013 14:00

w 180900 Roden controd (1M) 2802013 1400

w 100300 Roden) conlrol (1M} 22062013 14:00

& 1ETE00 Wasse B recycing colliechon (1M} 25A020M3 15
w BTS00 Monmly security report (1MW) 2RO&2013 1200
1E7300 Firo rak massemont (1Y) 02012011 1000
187200 Fire risk assesegment (1Y) 08012012 10:00
167100 Firv rnak masssmont (1) 07012013 10:00
167000 Leabang tap (1MW) 15072013 10:00

165900 Leaking tap (1M} D1O72013 10000

188200 Grass cuting (W) DUOT2013 10:00
163800 Exemnad panting (1) 270002013 10000
165500 Extornal planting (1W) 27013 1000
166300 Grass auting ()  1T/062013 10:00

¥ EE00 Grass cuting (324) 1TM0A2013 10.00

G B B B B

O T s

4 i B ERALE 18 chasie alfes

2. On the data panel, click Action on selection.

3. The Action on selection dialog box appears and displays relevant actions available for the selected
elements.

Wl Oncier ditals

Miultiple wiork orders selected

Ik vaachin: seleaoon

Fation on Seection

&l

Stle st FiaFReeeL

Goto
X Space

Empicise
o A

In the dialog box, the Show all actions option displays all actions/status transitions available for the
selection as shown in the following image:
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Action on selection
|« Show all actions

Orders -

@ Anonymize history

Change type

Create issues for all purchase order lines
Delete

Generate backorder

Generate revenues

Link to major request

Replace tariff group

T PLB AL

Retrieve from archive
3 Transfer to archive

% Unlink from major request

Reservations - Status transitions =

s Cancelled

Mamamlatod

Cancel

If you de-clear the Show all actions check box, only the actions available to all types in the selection will be
displayed as shown in the following image:
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Action on selection
| | Show all actions

Orders -
@ Anonymize history

%, Change type

J& Delete

QQ Retrieve from archive

% Transfer to archive

Cancel

4. Select the action or status transition that you want to apply to the selected elements.
5. A Question dialog box appears.
6. Click OK to continue. The items are processed, as displayed by a progress indicator.
A list of errors and warnings appears. You can save the error log by clicking the Save as button in the top-

right corner of the window. This report is subsequently displayed in a new tab in your browser. Click the
button next to each item in the error list to view more information about the error.

All items with warnings are displayed at the bottom of this window. Select the check box in front of each
warning you want to process, or select the Select all check box and then click Process selection.

Modify within selection

The Modify within selection option allows you to change the value of a field for multiple elements at the
same time. This option becomes available in the data panel when you select multiple elements in a selection
level in a TSI. You can change the values of all fields.
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~ |Code | Full name

_ I Personnel (26)

& o7 Adams, H Harry

& o048 Potter, H Henrietta

81 049 Kissinger, H Hyram

& o050 Browning, J Jacky

& Servicedesk, A Administrator

T all, A Andy

& 115 Coleman, C Chris Multiple Personnel selected
& 17 Edwards, D Denise Modify within selection
g 118 Solomon, E Eric

81 118 Heffner, J Jack Action on selection
& 1 Johansen, J Jeff

& 121 Watson, J Joe

& 1z Wicker, J Joe

& 12 Trainer, J John

& 124 Brown, K Karen

& 15 Stark, K Ken

& 1= Baker, K Kevin

o To use Modify within selection, you must select elements of a single type. If a selection
contains elements of different types (for example, a work order and a reservation), Modify
within selection is not possible.

Procedure

Select the elements for which you want to change the field value. For example, the selected personnel
have moved to another department and therefore you have to change the Department and Work address
fields of these persons.

On the data panel, click Modify within selection.
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Modify within selection

Ganeral Miscellameaus

General
* Code
Parson type # .
Personal data
Title [ ]
Initiaks
First namp
Frofix

* Sumama

Photo ofa ||

Contact details

Telephone number
Miobile elaphon

o« JERE

3. Select the check boxes of the field(s) you want to modify.
4. Enter field values in the selected fields.

It is possible to clear a field for multiple-selected elements. If you want to clear a field for multiple-selected
elements, you have to select the relevant check box and leave the field empty.

All fields whose check boxes are selected and in which no values are entered, will be cleared.
5. Click OK to proceed. The items are processed, as displayed by a progress indicator.

A list of errors and warnings appears. You can save the error log by clicking the Save as button in the top-
right corner of the window. This report is subsequently displayed in a new tab in your browser. Click the
button next to each item in the error list to view more information about the error.

All items with warnings are displayed at the bottom of this window. Select the check box in front of each
warning you want to process, or select the Select all check box and then click Process selection.

It is possible to do calculations on number fields like add, subtract, divide or increase with a percentage.

In case of a remainder when the integer is divided, the remainder is ignored and only the value of the
quotient is considered. For example when 5 is divided by 2, the remainder, 1, is ignored.

Data panel

The data panel displays the details of the selected element in the elements list.
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In the following example, you can see property data:

General Regions Characterisrics Benchmarks || Audit info
General
n Code 14
I Description Columbus Square
Status FR30, In management i
Farent leveal L
Address data
Addrass Columbus Square
Building number 8
Paosicodea NG BTR:
City Londan I
District Landan
Country United Kingdam i ™
Image
Image S .
EIM - 3D-moded
BIM - 3D model A, |
Linked parcels
Parcel.Code ~| Parcel.Description | Star...| End... |
L0001 Coalumbus 01 01/m...
LC002 Columbus 02 01/0...

Detailed information about the selected element is grouped by headers in the data panel and the
information is spread over different tabs. For example, General > Address data. This allows you to find the
information you need about the selected element easily.

On the data panel, fields marked with an

icon are mandatory fields. These fields must be filled in, if not, the changes cannot be saved.
The changes you made to the element data in the data panel can be saved or canceled.

Some TSIs can have different data views. You can switch views on the upper right, just below the selection
levels and steps. Example: Data view and CAD Integrator.
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Panel resizing

It is possible to resize the width of the data panel. The size of the data panel is stored for each step.

Panels have a minimum size and are dependent on the screen resolution. If you use a computer with
smaller screen resolution or if the screen is minimized, the data panel size will remain the same but the
elements panel will be resized. The handles shown in the image below, allow you to resize the panel.
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5+D

Uploading a file

On the data panel, fields with the

L

icon indicate that you can upload files into Planon. Upload enables you to add additional related information
in any file format such as pdf, jpg or docx. The procedure to upload a file is similar across Planon.

To upload a file

Procedure

1. Go to the field with the Upload option.

2. Inthe Upload field, you can drag a file directly from your local machine or browse to and select a file by
clicking the Upload
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1

]

icon.

You can drag only one image at a time and only from your local machine.

3. Ifyou click the Upload

y

icon, an Upload file dialog box will appear.
4. Click the Choose file button to browse and select a file from your local drive.
5. Click OK.

The file is now uploaded to the WebDAV location specified in System Settings.
After upload,

+  Forimage type fields, the image is directly displayed in the data panel. You can use the Clear / X option
to remove it. However, it will still reside in the WebDAV location.

+  For document type fields, the View button is displayed. Depending on your browser settings, this
button enables you to download or view the file.

Action panel

The action panel is available on the right and consists of all the actions that can be performed on a selected
element.

Common actions available are Add/Add sub, Copy and Delete. The actions you see on the actions panel
may differ and depend on the TSI and the business object you select.

The following image displays the actions available in Service Manager > Work orders.
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Audit -
Add =

Add sub =

Add standard sub

g @ 58 &

Add communication log

Copy

i

% Transfer to archive

% Show all questions/answe...
% Changetype
& Delete

{"_"1 Add standard

Status transitions ~

GF Show flow diagram
@ Planned

Report -

(S Addform
E repan

Copy

Copying an element is possible, if you have the appropriate authorization. When an element is copied, most
corresponding data is copied, except the data that must be unique like the element code.

Delete

Deleting an element is possible, if you have the appropriate authorization. Planon ProCenter asks you for a
confirmation before an element is actually deleted.

Change element type

You can change the type of some elements, with the right authorization. For example, if you have to change
the property type from a Wing, to a Complex, it can be done by using the Change type action.

View status flow

In Planon Web Client, you can view the complete status flow and the possible status transitions of elements
such as, Reservations, Orders, Visitors, Contracts and so on.

32 - Fundamentals



Fundamentals

The status flow diagram displays the current status and the possible transitions of a selected element. You
can also view the initial status(es) and the status icons. The three buttons on the top right of the panel allow
you to zoom in, zoom out and to perform a zoom-to-fit of the flow diagram.

To view status flow of an element:
+ Select an element in the element list panel.

+  Click Show Status flow on the action panel.

The Status flow diagram appears on the view panel.

Stock

+]-] )

& 3, Discontinued

- )

_"t 0, Preparation r

h.‘o 2, Blocked

Refer to the following table, for a description of the components of the status flow diagram.

Components

Description

v 1, Active

'—
® 0, Preparation

The blue block indicates the current status of the
element.

The black arrow in the status flow indicates the current
status transition. However, the grey arrows indicate
possible status transitions of the selected element.

The Grey lines indicate transitions that are currently
not possible within the status flow.

The bend in the line indicates from where the
transition is coming.

The blue bar in the status flow block displays the status
icon. Here, the star indicates the Preparation status.
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Components Description
° This is the initial status marker. An element can have
multiple initial statuses in a flow. You can start the

element from any of these initial statuses.
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Searching / filtering

In Planon Web Client, searching can be done in various ways:

¥ search: This button is available at the top right of the screen and it provides a quick access for
searching. Note that this feature is available only in some modules.

When you use this search option, it takes priority over an existing filter. Clicking the Refresh button will
display the filter results again.

Use CTRL+space to search for an element.

* Filter and search bar

v it

[city v = v

The filter and search bars are available above the element list. You can define a search query using the
search bar and then display data that is only relevant to you. The available search possibilities depend on
the element you are currently working with.

You can use one specific field to search on. If required, you can also select a different search field, select an
operator and specify a value. The following table describes the search operators in detail:

Search operators

Operator Description

<, % =2,> Logical operators that compare the search field with

<>, <> or empty the search value.

%searchkey% Operator that enables you to search for entries
containing (parts of) the specific word (search key). You
can use multiple search keys to fine-tune your result.

Contains Operators that search for the presence of the search

Does not contain value in the search field.

Contains a value Operators that search for the presence of any value in

Does not contain a value the search field.

Starts with Operators that search for the presence of the search
Does not start with value at the beginning of the search field.

Does not start with or is empty
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Operator

Description

Ends with
Does not end with
Does not end with or is empty

In
Notin
Not in or empty

Between

Operators that search for the presence of the search
value at the end of the search field.

Operators that search for the presence of a set of
search values in the search field.

Operators that search for a range of values in the
search field. It includes both the start and end values.

For orders, using the search operator
Between is not possible for alphanumeric
fields containing only digits because it throws
off sorting. To work around this issue, do not
filter on Number, but add No. (SysOrderID) to
the layout to filter on the (main) order.

Filter types

The following filters are used in Planon ProCenter:

+  Personal filters: Personal filters for personal use can be added, managed and activated by the end

user.

+  Temporary filter: As the name suggests, a temporary filter is created for a current search and
disappears when you click on any other filter. If you give a name to a temporary filter and save it, it

becomes a personal filter.

|
| Temporary filter

+ Permanent filter: A filter created with search criteria for a quick data selection in the elements list.

Using search operators

The following is an example for using the In operator in the Personnel TSI. Go to Personnel.

Procedure

1. Inthe search bar select Department.

2. Inthe next column, select the In operator.

| Department ¥ n A
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Click the ' button to open the following dialog box:

In

lﬂodc ¥ | Cortans v ] L [+ ) o
Available In use
Code group - |Depanmem Coude= proups » |Deparemers
0.0 Corparale Social Responsmn 00 Ceniral 5128
0.0 Corporale Operational Audi
.02 TreEsury
o1.03 Fiscal Adtars
01.04 Risk hanagement
7] FUNE RESOUICES £
o3 Rescarch & Dovelopment
mm Innevaticn
03.02 Mamufaciming
s e
all Mone
Kol 2xm Al Mone

cove

Select the departments you want to include in your selection, move them to the In use section and click
OK.

All persons belonging to the Central staff and Finance department are now displayed.

0 Contrary to filters (refer to Using filters) it is not possible to save search queries that you
perform via the search bar.
In addition, when performing a search request via the search bar, you can only select from
a limited number of search fields. With filters, you can search on almost any field of an
element.

Using filters

A filter contains one or more selection criteria on the basis of which the user can select the data quickly and
easily. You can save the filters in Planon Web Client, and use them without having to specify the selection
criteria again.

You can activate a filter by selecting it from the filters pick list. Different filters are available at every selection
level. On the filter bar, you can view, add, delete, edit and copy a filter by clicking the Filter option button.
You can switch between filters or select No filter, if you do not want to use any filters.

Y |ICT v )
Mo filter
Facility management
ICT
9 2 Maintenance management
Status = Active
~ | Status = Not active
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Using the date-time filter criteria

You can filter on date and time using the date-time filter criteria. The date-time filter allows you to set a
filter on dates as well as the required time if necessary. When you select a date-time field in the Select filter
criteria dialog box and click the calendar button, you will see that the current time is displayed (as the ‘=’
operator is selected by default.)

For the time values set for each operator available in the date-time filters across the application, refer to the
table below.

Click the Today button to set the current day, date and time in the date-time field in the Select
filter criteria dialog box.

Date-time operators

Operator Time value

= Current time

<= 23:59

>= 00:00

> 00:00

< 23:59

Between 00:00(FROM) - 23:59(TO)
<> Current time

Toggle a filter on/off

The Filter on/off button allows you to toggle the filter on/off. You can also save the filter that you created
earlier for future use.

The Filter button allows you to switch on or switch off the current applied filter while keeping it selected in
the filter bar.

When you create a new filter, it is switched on by default.

Adding an AND/OR filter
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Planon ProCenter allows you to create filters and group them with AND/OR relations so that you can do an
advanced filtering of data.

The filtering is available at every selection level and step in Planon ProCenter.

Procedure
1. Select an element for which you want to specify a filter and click on the Add filter button on the filter bar.
For example, in Personnel Management > Personnel, click Add filter on the filter bar.

The Select filter criteria dialog box appears.

Select filter criteria

Filter name:

AMND Ll | Code v | Contains A | +

Two types of filtering methods are available:

- AND filter: This type of filter allows you to add multiple filtering criteria for your search. AND is selected
by default.

On clicking the AND button, it switches to OR.
- OR filter: This type of filter allows you to set two different filter criteria for your search.
The filter criteria bar contains:

- A check box for grouping the filter criteria. Select the checkbox and click the Group AND/Group OR
button.

- A list of fields available on the selected business object.
- The operator you want to use for filtering.
- Specific data available on the field that you selected for filtering.

- A plus button for adding additional filter criteria.
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- A cross button for deleting the existing filter criteria.

Using the AND/OR filter

Procedure

1.

When you want to use more than one filter criteria, use the AND button.
To create an OR filter, click the OR button.

Enter a name for the filter in the Filter name field.
If you do not give a name to the filter, it will be treated as a temporary

filter and is deleted when you deactivate it.

Select the field for which you want to set a filter. For example, Person.
Select an operator, for example, '=.'

Fill in the person's name you want to filter on.
If you want to add additional filter criteria, click the plus button and enter the filter options.

Click OK. An AND/OR filter is created.

Grouping filters

You can group the AND/OR filters. The filter criteria are grouped by selecting two or more criteria.

Procedure

1.

Add multiple filter criteria by clicking the plus icon.
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Select filter criteria

Filter name:

Group AND Group OR

AND | ¥ | Country v = v L) (+)(x
|« | Code ¥ | Contains v +><
Il | Code ¥ | Contains v -ﬁ'-i-ﬁ--i->-<-ﬁ-

2. Select the check boxes of the filter criteria that you want to group.
Click Group OR. The selected criteria are grouped into a subset.
4. To ungroup, click the Ungroup button.

w

You can group the filter criteria (only) up to three levels.

5. Click OK. The filter is now active.

You can also add a filter on system fields such as System code, Update count, and so on.

Relative filters using macros

In some cases it may be convenient to define filters that enable you to filter out variable field data instead of
fixed field data. This is called making relative filter selections. Relative filter selections are made by applying
macros in filter definitions. Examples of variable field data are the current date-time and the current user.

Using macros in filter definitions on variable data saves you the trouble of having to adapt your filter
definition every time you apply the filter.

A relative filter selection may consist of two parts:
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« Aprimary argument that defines the current date, current time, current user, current person or current
property set,

+ Asecondary argument that defines the period of the relative filter (only applicable in date-time related
filters).

Relative date-time filters

In the Service Manager TSI, you may want to know, on a regular basis, which orders have to be carried out
on a particular day.

Or in the Personnel Management TS| you may want to retrieve the visitors for the current week or day.
For this purpose you can use a selection by date field.

It would be convenient if you were able to save a recurring selection such as this one, but if you enter the
date the 'usual' way, you will need to change it each time you want to apply the selection.

You can define a relative filter from the current date-time in the date-time field. Here, relative means with
respect to the current date and time. The system date is used for determining the current date and time.

A relative selection on date-time may consist of a primary argument that defines the current date and time
and a secondary argument that defines the period of the relative filter.

Secondary arguments are entered after the primary argument. The two arguments are separated by a
space. The secondary argument is followed by a number that indicates the number of times the specified
period should be applied (e.g. &D5, &D#5). Both positive and negative numbers can be used. Note that a
positive number is not indicated by a + sign.

Primary and secondary arguments are available in Planon ProCenter for date-time filter macros, check
Primary and secondary arguments.

Primary and secondary arguments

Primary argument Description

&DATETIME Relative filter on the current (system) date-time. Can be used in date-
time fields and in date fields.

Rounding of time: You can round the start and end time using the
following secondary macros:
&R15, &R30, &R60.

&R15 - rounds to the nearest 15, 30, 45, 00 hours.
&R30 - rounds to the nearest 30 and 00 hours
&R60 - rounds to the nearest 00 hours.

Example: If the current time is 11:36 hrs, see how the time is rounded
off using the macro(s):
&datetime &h1 &R15 - the time is rounded to 12:45.

&datetime &h1 &R30 - the time is rounded off to 13:00.
&datetime &h1 &R30 - the time is rounded off to 13:00.

&TIME Relative filter on the current (system) time. Can be used on time fields.
For example, Visitor's arrival/departure time.
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Primary argument Description

You can round the start and end time using the following secondary

mMacros:

&Time &R15 : rounds to the nearest 15, 30, 45, 00 hours.
&Time &R30 - rounds to the nearest 30 and 00 hours
&Time &R60 - rounds to the nearest 00 hours.

Example: If the current time is 11:58 hrs, see how the time is rounded

off using the macro(s):

&Time &R15 - rounds off to 12:00 hrs.
&Time &R30 - rounds off to 12:00 hrs.
&Time &R60 - rounds off to 12:00 hrs.

&STARTOFDAY Relative filter on the current (system) date (assumes time = 00:00). Can
be used in date-time fields and in date fields.

&ENDOFDAY Relative filter on the current (system) date (assumes time = 23:59). Can
be used in date-time fields and in time fields.

&REFERENCEDATE Relative filter on the current reference date.

Secondary argument Description

&Y (or: &YEAR) Relative filter for defining a period in years.

&M (or: &Month) Relative filter for defining a period in months.

&W (or: &WEEK) Relative filter for defining a period in weeks.

&D (or: &DAY) Relative filter for defining a period in days.

&H (or: &Hour) Relative filter for defining a period in hours.

&N (or: &Minute) Relative filter for defining a period in minutes.

&Monday Relative filter for defining a period in days following Monday in the week

of the primary argument (= Monday before the primary argument.)

&FirstOfMonth The first day of the month of the primary argument. This relative filter
can be used, for example, to filter out the orders of the current month.

&FirstOfQuarter The first day of the quarter of the primary argument. A filter on the
first day/date of the current quarter of the current year preceded with

&datetime primary argument.

&FirstOfYear A filter on the first day/date of the current year. This filter returns 1-1-
THISYEAR when preceded with &datetime primary argument.

0 Secondary arguments must be preceded by a primary argument.

Examples of relative filters

+ Visiting date = &Startofday: shows today's visitors
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Visiting date between &Startofday and &Startofday &D1: shows the visitors of today and tomorrow

&Startofday &Monday3 (or &Startofday &Monday &D3) means Thursday (00:00 h) of the week in
which the current day falls.

Note that a week starts on Monday, so if today is Sunday, this macro means last Thursday. If today is
Monday, the macro means this Thursday.

&Startofday &FirstOfMonth-1 (or &Startofday &FirstOfMonth &D-1) means the last day of the
previous month.

&Startofday &FirstOfMonth9 (or &Startofday &FirstOfMonth &D9) means the 10th day of the
current month.

Below is an example of a relative filter set on the Visiting Date field of a visitor.
&datetime &Firstofquarter : shows October 1, 2018 when executed in Q4 2018.
&datetime &Firstofyear: shows January 1, 2018 when executed in Q4 2018.

Select filter criteria

Filter name: Show today’s visitor

AND L | Name visitor ¥ | Starts with A +:< )
(] | visiting date v = v | &startofday @ (%)
Ll | Name visitor ¥ | Starts with A +:< |

0 Macros cannot be used in combination with fixed dates! So, a relative filter that includes an
actual date will result in an error.
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Special relative filters

There is a number of special primary arguments that enable you to define relative filters for specific
purposes. For a description of these filters, see the table below.

Primary argument Description

&USERNAME Can be used to define a relative filter on the current user.

&USERID Can be used to define a relative filter on the user ID code of the current
user.

&PERSON Can be used to define a relative filter on the person included in the
Personnel Management TSI who is linked to the logged-on user.

&Person.Property Use this macro to display or filter on the property of the user linked to
the account that is used. This macro only works for a property reference
field.

&Person.Space Use this macro to display or filter on the space of the user linked to the

account that is used. This macro only works for a space reference field.

&Person.Address Use this macro to display or filter on the address of the user linked
to the account that is used. This macro only works for an address
reference field.

&Person.Department Use this macro to display or filter on the department of the user linked
to the account that is used. This macro only works for a department
reference field.

&Person.CostCenter Use this macro to display or filter on the cost center of the user linked
to the account that is used. This macro only works for a cost center
reference field.

Editing a filter

Procedure

1. On the filter bar, select a filter you want to edit from the drop down list.

2. Click on the Edit filter button.
The Select filter criteria window appears.

3. Edit the filter name or filter settings in this window.
4. Save the changes by clicking the OK button.

Copying a filter

Procedure

1. Select the filter you want to copy from the list in the filter bar.
2. Click Copy filter.
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The filter is copied and the name of the original filter appears with a number enclosed in parenthesis
appended to it.

@ The copy filter button allows you to copy both your own user-defined (personal) filters and any

predefined TSI user filters. Once you copy a predefined TSI user filter, the copy effectively becomes
a personal filter.

Previewing changes in the existing filter

When you modify an existing filter by changing the filter criteria or adding more filter criteria, you can view
the changes by clicking the Preview button in the Select filter criteria dialog box.

If the search results are satisfactory, save the changes on the filter and make it a new regular filter renaming
it. You can also choose to save the changes on the same existing filter.

o You cannot copy a temporary filter.

Deleting a filter

Procedure

1. Select the filter you want to delete from the pick list in the filter bar.
2. Click on the Delete filter button.

Planon ProCenter asks you to confirm before the filter is actually deleted.
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Communication logs

Communication logs are records of communication regarding an item that is added to Essentials Edition .
These records are added manually in the respective TSIs and they can include all types of communication
such as emails, faxes, reports, transcriptions of phone calls etc.

You can upload documents as reference or even include a link to a URL, which will always open in a separate
browser window.

Communication logs can be added for many types of elements in Essentials Edition , for example orders (all
order types), properties, visitors, budgets, invoices and so on.

You can create an action definition in Alerts to automatically delete communication logs based on a
schedule.

Communication logs - reference date

Using a reference date with communication logs allows you to only view communication logs that are valid
on that date. The reference date is set via Reference date button in the Planon ribbon and it is the current
date by default. Clicking Reference date causes a date picker to appear from which you can select another
date that is in the past or in the future.

You can deactivate the reference date by clicking Deactivate reference date in the Planon ribbon.
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Reporting

The Reports tool is available on all the TSI selection levels and steps. It allows you to create reports for the
selected data.

There are ready-made user report definitions available in the Reports dialog box > User reports tab. You
can create three types of user reports: Report, Data only, Mail merge.

On some selection levels and steps, there are also system reports available on the System reports tab.
System reports are the report definitions programmed by Planon. These definitions cannot be modified. You
can, however, modify the report settings, if required.

Prior to creating a report, you must first select the TSI > selection level > selection step corresponding to the
subject of the report. Data corresponding to these elements will be included in the report. For a description
of the report field settings, refer to Report settings.

For example, if you want to generate a report on available workspaces, go to Spaces & Workspaces >
Workspaces and click Report.

+ The report settings you configure are stored per report and per individual user. Next time you
log in your personal settings are loaded again.

*  When using the Web Client for creating reports, check your browser's pop-up blocker settings.
The Planon site needs to be a part of the allowed sites of your browser's pop-up blocker otherwise
reporting functionality, such as previewing a report, will not work properly.

Saving reports

This topic describes how you can save reports in Essentials Edition . Reports can be saved in several formats,
such as CSV, PDF, HTML and XLS.

Procedure

1.
2.

Select the report you want to generate.
On the action menu, click Save as.

The Save as dialog box appears.

Refer to Save options for reports and select the appropriate options in the dialog box.
Click OK.

Save options for reports

Complete the following fields when saving a report:
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Field Description
Output Specify the path where the report must be saved.
Save as From the list, select the format in which you want to save the report. The available
formats depend on the type of report you select.
The following file formats are available for user reports:
« CSV
« HTML
+ PDF
« XLS: Data only
+  XLSX: Data only
The following file formats are available for system reports:
« CSV
« HTML
+ PDF
« XLS: Data only
« XLS: Formatted Single Sheet
« XLS: Formatted Multiple Sheet
+  XLSX: Data only
«  XLSX: Formatted Single Sheet
«  XLSX: Formatted Multiple Sheet
Delimiter Select a special character to separate the fields in the saved report. Semicolon (; ) and

Output line break
characters as

Include header

Comma (, ) are available as delimiters.

Allows you to give line break characters such as, Space, LF (Line Feed), CR (Carriage
Return), CR\LF, <BR>.

CR and LF are used to mark a line break in a text file. Windows uses CR/LF, Unix uses only
LF and the MacOS (pre-OSX Macintosh) uses only CR.

Select Yes to include a header.

The Delimiter and Output line break characters as options are available only for CSV types. The
Include header option is available for XLS, XLSX and CSV types.

Exporting data to XLS / XLSX

When exporting data from Planon to Excel®, the data is exported mapping the Planon format to Excel®. This
enables users to perform calculations in Excel® without having to first reapply formatting.

Fundamentals - 49



Fundamentals

The mapping between Planon and Excel® is as follows:

Planon field type Excel® cell format Remark

Numbers General Not taking into account the Planon mask

Dates/date-time/time Custom Taking into account the Planon mask

* Thereis a difference in the way times are treated in Planon and Excel®. Times are stored in numbers in
Planon and the '0' is defined differently. This may cause unexpected results when comparing times in
Planon and in Excel®.

«  Expressions, if the result is a number, date, date-time or time, will be formatted as specified above.
+ Totals and group totals will be formatted as specified above.
*  Group headers will not be formatted.

+  Expressions, if the result is a number, date, date-time or time, without a Planon mask will be exported
with the Planon java mask. This could differ from the Excel® mask.

+  Separators (date, decimal, thousand) are derived from the Excel ®user locale.

Previewing & printing reports

For user reports, when selecting the Preview & Print option, a dialog box indicating a step by step progress
of report generation is displayed. The generation process also displays the number of elements being
retrieved and filled. You can cancel the preview of a report while it is in progress by clicking Cancel or by just
closing the dialog box.

Preview & print

Retrieving selection
Retrigving main report elements
Filling report

Creating output

142 of 356 elements filled

Cancel
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0 When a report contains more than 500 records, generating it may take a long time. When
this happens, a warning message will be displayed notifying the user about this possible

performance issue.

Report settings

The following table lists the fields available for report settings.

Field

Description

Print only selected element(s)

Print user name

Name

Print drill down route

Print titles and drill-down route on each page

Subtitle

Preview all documents as one file

Using this option, you can narrow down the number of
elements to be printed. Only elements that have been
specifically selected from the list will be printed in the
report.

This option enables you to have your login name
printed in the footer of the report.

This option enables you to enter a name for the report.

If you enable this option, the drill-down route displayed
at the top of the elements list on your screen will also
be printed in the header of your report.

By enabling this option, you have the report title and
drill-down route printed on each page of the report.

If you would like to add a subtitle to your report, you
can specify one in this field. The subtitle will be placed
immediately below the report's main title.

The preview will be shown in one file for Word mail
merge reports.
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Archiving element(s)

In Planon Web Client, it is possible to transfer some elements, such as orders or visitors, using the Transfer
to archive button. If you archive elements, the elements are no longer shown on the elements panel.

Once archived, the data of these elements cannot be modified.

If you need to modify an archived element, you must first retrieve it from the archive.

If you want to archive multiple elements at the same time, use the Action on selection option.

To display the archived elements in the elements panel, click the toggle button or the Show archived
items button.
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Planon ProCenter supports different field types. For an overview of field types refer to the table below:

Field type

Description

Text field
Comment field

Reference / pick list field

Numerical field

Date field

Time field

Enter free text. The length of the text field is limited.
A comment field is used to enter comments of any length.

Select an option from a predefined pick list. Instead of selecting a value
from a pick list directly, you can select a value from a pick list through auto
suggestions. The auto-complete feature allows you to enter partial text and
displays matching results. You can then select the correct value from the
suggested list. A maximum of (first) 10 items are displayed. Select one of the
options from the results displayed. If you want to hide the list, press the ESC
key on your keyboard, the cursor moves back to the end of the entered text.

Each element in a pick list is linked to a code and description.

In pick lists containing codes, however, you must enter a code. Do not use a
description in these fields.

It is possible to use search options in pick lists. You can search by the code
and/or the element’s description.

When performing a search request, it is necessary to select one of the
available operators. For more information on the available operators refer
to Search operators.

In some pick lists, it is possible to use predefined filters. Use the radio
buttons to select the appropriate filter option.

In a multiple pick list, multiple options can be selected at the same time. An
example of a multiple pick list is the Person type list. A person can have
several roles (= person types) in Planon ProCenter, so it is possible to select
more than one person type.

Enter numerical data.

Enter a date from a date picker.

The following date formats are supported:

For English users:

mmddyyyy / mmddyy / mmdd

For non-English users:

ddmmyyyy / ddmmyy / ddmm

If you do not enter the year, the current year is added to the date.
You can also enter the date in numeric format in the Date-time field.
The date is converted to the appropriate format automatically based on the
regional settings of the user.

You can also press CTRL+D to insert the current date.

Allows you to enter the time using the built-in date picker.
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Field type

Description

Date-time field

Period field

Link field

File upload field

Life cycle aware fields

Document (secure)
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Time can be specified in hours, minutes and seconds.

Allows you to use the built-in picker to select a date and time.

You can also enter the date and time in numeric format. For example,
10182012 14:40.

For more details on entering a date in numeric format, see Date field.

If you enter only the date, and not the time, and then tab out of the field,
the time is displayed as 00:00.

However, if you specify a default time, the time is calculated automatically
and added.

You can also press CTRL+D to insert the current date and time.

A period can be specified in minutes, hours, days, weeks, months or years.
A period field is often used in conjunction with date fields.

By means of a link field, a file that has not been created in Planon ProCenter
may be linked, for example an AutoCADdrawing or a Microsoft Excel

document. You can view this file by clicking the ) button.

In Web Client, when WebDAV is used, the WebDAV location will not be
displayed, only the folder excluding the folder specified in file location and
file name will be displayed.

Using a file upload field, a file can first be retrieved from a source location
and then sent to a target location (specified in System Settings > File
|locations).

Only the file path relative to the WebDAV location is displayed and not the
full WebDAV location.

See also Uploading a file.

The fields which can have multiple life cycles are called life cycle aware
fields. For example, Contract, Contract line and Rentable unit. The value
displayed in the field depends on the reference date.

When the reference date is turned off, the icons are highlighted in red color
and a tooltip is displayed to warn the user.

In the Document (secure) field authorized users can view a document that
is stored at a secure file location, without accessing the actual secure file
location itself.

Users with Read/Write rights for this field can even upload documents
to this secure location. The maximum file size is 20 MB. With Read rights

users can view the document by clicking the - button. With Read/Write
rights users can view the document and edit it in a temporary directory on
their local machine. The edited document can then be uploaded back to the
secure location via the folder button.

Only the file path relative to the WebDAV location is displayed and not the
full WebDAV location.

Application behavior:
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Field type Description
*  When you upload a document with the same name (again), it will
overwrite the existing document and will prompt a warning message
asking to confirm the action.
*  When you upload a new document (with a different name), it will
overwrite the existing document on disk.
*  When you delete a document, it will not only be deleted from the record,
but also from disk.
*  When you copy a record containing a secure document, also the
document on disk will be copied.
Money field Allows you to enter monetary amounts. Planon Web Client automatically

Internet address field

Image

adds the currency symbol and the required commas or decimal points.

oMoney fields accept and display values as per the defined number of
decimal places.

Allows you to enter an Internet address in this field.

This is a link field that allows you to link a file that has not been created in
Planon ProCenter, for example a drawing or photograph of a property.
You can clear, upload or select an image file using the

d, i
buttons respectively. Planon supports the image types .jpg, .jpeg, .png, .
gif, .tiff, .svg, .bomp, and .ico.

For the extensions .jpg, .jpeg, .png and .gif, the uploaded image is displayed
as a thumbnail and if you click on the image, it is displayed in its full size.
When you click another image file type, the file is downloaded for security
reasons.

d A
-..|;_/_
Indicates that no image is selected.

Indicates that the uploaded image is a document.

Indicates that the selected image no longer exists.
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Self-Service - an Introduction

Planon Self-Service (PSS) allows users to complete simple tasks more easily. These tasks can be started from
the gadgets on their homepage. PSS can also be integrated into your intranet as a stand-alone product.

PSS is a collection of several web definitions that are linked to a site. A web definition is a web form through
which functionality is made available for users.

The forms displayed on your site depend on how your company chooses to configure them for you. You can
use the PSS features through the Planon Web Client interface.

For more information about the Web Client interface, refer to Planon Web Client - an Overview.

What you see on your Self-Service screen is configured for you.
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Planon ProCenter supports keyboard shortcut keys to perform certain actions in the application.

o Shortcut keys are not supported on tablets or mobile phones.

The following lists display the most important keyboard shortcut keys that can be used in the Planon

ProCenter user interface.

General

Press key(s)...

To...

CTRL+F4
ALT+F4
TAB
SHIFT+TAB
CTLR+F5
ALT+F1

? (SHIFT+/)
ALT+L
ALT+S

Quit the current browser tab

Quit the browser

Navigate to the next screen element
Navigate to the previous screen element
Refresh your browser

Open the configured Planon WebHelp.
Note: An error is displayed if no webhelp is configured.

Display a list of keyboard shortcuts in Planon
Open/close navigation panel

Activate searching in the navigation panel

Zoom in/out

Press key(s)...

To...

CTRL+
CTRL-
CTRLO
CTRL+scroll

Zoom in (maximum font size 24 pt)
Zoom out (minimum font size 6 pt)
Reset font size

Zoom in or out

0 In Windows 10, the default zoom for the Google Chrome browser is set to 125%. Hence,
elements in Planon may look larger in Chrome when compared to other browsers.

Data panel
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Press key(s)...

To...

CTRL+D

CTRL+C
CTRL+V
CTRL+X
DELETE
CTRL+Z
HOME
END
CTRL+A

CTRL+HOME
CTRL+END

Holding SHIFT+cursor movement
(ARROW, HOME or END keys)

Holding SHIFT+CTRL+cursor
movement

CTRL+LEFT/RIGHT ARROW
LEFT/RIGHT ARROW
UP/DOWN ARROW

TAB

SHIFT+TAB
CTRL+TAB
ENTER

HOME
END

Arrow keys
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Enter the current date-time in date-time fields (and also the user name in
memo fields)

Enter the current date (date fields only)

Enter the current time (time fields only)

Copy selected text

Paste selected text

Cut selected text

Delete selected text

Undo (only changes in the active field)

Go to the beginning of the line

Go to the end of the line

Select the field value (text) if cursor is placed in it.

Select entire text in the page when cursor is not placed in a field
Move the cursor to the beginning of the field (memo fields only)
Move cursor to the end of the field (memo fields only)

Select or extend the selection of text

Select or extend the selection of text by word or text block

Move cursor to the beginning of the previous or next word
Move cursor within a field (only when field has focus)
Move up and down through editable fields

Move forward through fields and field buttons.
Focus on info or pop-up buttons.

Set a tab in a memo field
Move backward between fields and field buttons
Go to the next browser tab

Enter a new line in a memo field.
Select the focused element.

Jump to the beginning of a row
Jump to the end of a row

Navigate through the element list / tree
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Press key(s)...

To...

Any alphabet key

Jump to the first element in the list / tree starting with that key
(alphanumerical). Pressing the key multiple times loops through all the
elements starting with that key.

On a non-paginated list / tree, it goes through all the opened nodes.

On a paginated list / tree it only goes through the opened nodes of the
current page.

SHIFT+HOME Select the root node of a list or tree (grid and proxy panel)
F5 Refresh the elements list
Actions

Press key(s)...

To...

ESC
CTRL+S
CTRL+space

RIGHT ARROW
UP/DOWN ARROW

Cancel changes
Save changes

Find an element by its number or code.

oThe shortcut will only work if there is a Find icon (ﬂ) at the top right
corner of the header.

The shortcut is included in the following TSIs:
*  Work Orders

+ Technical assets

* Personnel

« Contracts

Open the action drop-down list if there is more than one action

Navigate through action items
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Index

A

Action on selection 23

Action on selection: warning message 23
Action panel on a tablet 19

Active element 21

Archived items: hide 52

Archived items: show 52

Basic navigation on a tablet 16, 18

C

change password 10
Classic 10

Comment field 53
Communication logs 47
Configuring gadgets 14

Dark 10

Data panel on a tablet 18
Data section 27

Date field 53

Date-time field 53
drag-and-drop 30

Elements 21

Elements: archive 52
Elements: hierarchy 22
Elements:change type 32
Elements:copy 32
Elements:delete 32

Field types 53
File location
secure 53
File upload field 53
Filter and search bar 35
Filter macros 41
Filter: types 36
Filter:add 38
Filter.copy 45
Filter:delete 46
Filter:edit 45
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gadget library 14
Gadgets 13
GDPR 9, 10
Grouping filters 40

H

Header 7
Help 9
Homepage 7, 13

Image field 53
initial status 32
Internet address field 53

K
Keyboard shortcuts 9
L
Light 10
Link field 53
Logon5
Logging in 5
Logging out 6
M
macros

primary arguments 42
secondary arguments 42
Modify within Selection 25
Money field 53
Multiple time zone
field type 53
My account 10

N

Navigation panel 11
Navigation Panel 7
Numerical field 53

P

Panel resizing 29
Period field 53
pinning navigation panel 11
Planon Self-Service 56
Previewing & printing reports 50
primary arguments

macros 45
Privacy statement 9
Property file field 53
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R

Reference date 8

Reference field / pick list field
description or code 53
filter options 53
search options 53

Relative filter 42

Relative selections 41

Report:generate 48

Ribbon 8

Saving reports 48
Search operators 36
Secure document 53
Secure document field 53
Selection bar 20
Selection level 20
Selection step 20
Selections: via filters 37
Selections: via search bar 35
Shortcut keys

Actions 57

Data panel 57

General 57

Zoom in/out 57
Start 5

T

Text field 53
Time field 53
TSI help 9

U

uploading a file 30
user account details 8
Using AND OR filter 40

V

view status flow of an element 32

Web Client for tablet users 15
Android 15
i0S 15
Web Client menu 16
WebHelp 9
Workspace 7
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