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1. Introduction
Apps4Pro Planner Gantt is the desktop app, which needs to be installed on your
computer to plan and manage Planner tasks in Gantt chart with ease. This app requires a
valid Apps4Pro license and Office365 enterprise license (login to the app with the 0365
account, so the app will fetch the Plans you are member of) to use.

2. Installation Prerequisites
When you start installing the app, it will run a pre-installation check and install the below
components by itself.

e .net core runtime 3.1
e .net desktop runtime 3.1
e Microsoft edge webview2 runtime (any version)

3. Installing the app

Download the app using the below link.

https://cdn.appsé4.pro/setup/apps4pro-planner-desktop-v1000.exe

(Website URL - https://apps4.pro/office365-planner-addin-gantt-chart/#freetrial)
Steps:

1. Open the app.

2. The app will run the pre-installation check and install the prerequisites.

3. Click Install button to launch Apps4. Pro Planner app to your system

Application Install - Security Warning *
Do you want to install this application? ™
@z
Name:

Apps4.Pro Planner

From (Hover over the string below to see the full domain):
Ch\Users\jijiuser\AppData’Local\ Temp

Publisher:
Jii Technologies Private Limited

Install Don't Install

While applications can be useful, they can potentially harm your computer. If you do not trust the
source, do not install this software, More Information...
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4. Sign-in to the app

Sign in your office 365 work account in the app to start using the app.

BE Microsoft
Sign in

Email or phone

Can't access your account?

Back Next

5. Viewing plans
Once logged in all the plans you are owner / member of is listed in Plan tab. You can also
explore plans via groups tab. Select any one of the plans and its tasks will be shown in the

app.

You can also view multiple plans and make changes in all plans at a time. The multiple
plans are stored as a collection and later you can edit the plans in the collection.

Besides Gantt chart, you can view the overall view of the plan with the help of Dashboard

view.
-
ark 8 Project Plan
k § Project Team
M

ark8 project tracking
Mark 8 Project Team

MP Market Project
Azk HR

Mark 8 Project Team

PL PattiF Logistics
Mark 8 Project Team

PM Project Marketing Plan
Mark 8 Project Team

PT Customer Support
Adele team

PM Reserch and Development

All Company

PL Product Launch Event
ales and Marketing

SA SalesTeam
Sales and Marketing
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At any point of time, you can get the latest data of the plan / collection by clicking the
Get Latest from plan / collection more option.

@

Market Project

PattiF Logist] @) Get Latest

SalesTeam 4+ Publish
-n
Domestic & Settings
il Remove

Product Laur
Logistics

Event Plan

v

IR h B R BRI

Market project Team

(Mark8ProjectTeam)

6. Plan / collection settings
For every plans / collection have its own settings.

Columns — Choose the columns you want to view in Gantt columns
Column filter — Every column has its own filter, and you can filter task by clicking the

filter icon in column header.

General Filters — It's a common filter for the whole Gantt
Reports — Save the current view as a report (including filters and sorting). You can

create n number of reports for a plan / collection.

Group by — Group the tasks based on Status, Bucket, Priority, Label and Assignment.
Zoom — Change the Gantt view to from year, month, date and to hours

_ —

= Gantt gl Dashboard & Columns

Sep 30,2018 1
#. = Title = Start date
s M T w T F s s
~ Market Project 10/02/2018  Mark..
1 StockRepor
2 Youtube Str. 02/06/2019
3 Transport | 03/27/2019
4 Caorrections 10/23/2021
5 Media Outl... 09/20/2021
B YouTube St... 10/02/2018 E‘(ouT_
7 Facebook C. 10/01/2021
8 Search Opti 09%/20/2021
9 Medial outlet 09/20/2021
10 Elevator Pit... 09/20/2021

B Reports %/ Filler % Groupby @ Zoom (S Print

0.0 @ 0-

-
-
-
w
w
-
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Resource planning — By enabling this option you can assign workhours to task
assignees.
Hide completed tasks — It will hide the completed task from the view

Monday weeks start — It will make the week view of Gantt timeline to start from
Monday.

Show Baseline — It will show / hide the baseline indication from the Gantt timeline
Gantt Date Range — It will cut down the Gantt timeline base on given dates

{5 Print

09/29/2021 -
125/ |:| Resource Planning
5 1018
1 [ Monday Week Start _
] W
m@ Show Baseline
| I
StartDate =
L] Hide Completed Task EndDate =

g Apply

7. Task management
Here, it is possible to view and customize every task you need.

1.

NouunRAeW

Add — You can add a task as above, below and the child of another task by clicking
right on the line of tasks and clicking Add.

Edit — You can edit task fields directly in columns or edit windows by clicking right on
the task line and clicking Edit.

Delete — You can delete the task by clicking the task row and clicking Delete.
Parent—child hierarchy-You can drag and drop tasks as parent—child.

Indent — This will make a task as a child to the very next sibling above it.

Outdent — This will make a child come out of its parent.

Copy — Copy a task or task group and make it duplicate by clicking right on the task
line to open more options and click Paste.
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Title

~ Market Project
StockReport AM
Youtube Strategies
Transport Information
Corrections
Media Outlets
YouTube Strategies
Facebook Campaign
Search Optimization
Medial outlet

Elevator Pitch

Social Media Concepts a

Es

8. Milestone
A milestone is any significant moment or event in a plan. With this feature, important
project targets cannot be lost.

= Start date

+# Edit

Add

(fgp\/

 Delete Task
Dependency
Convert >
Indent

Teams Comments

Open In Planner
Print
Copy

Paste >

= Due date

2]

[ro/022008

+
& Above les

= Below
Child

Milestone

Coar25rf |

07/03/20
09/15/20
11/23/20
11/15/20

11/19/20

AgppsA.Pro

Milestones are easy to add by right clicking the task row to open more option then
choose Add and click Milestone.

You can also convert an existing task into a milestone or vice versa by using the
conversion option in the pop-up of the task.

> Mar

st

h (i

T

Yo

Fz

S¢

El

St

# Edit

+ Add >

™ Delete Task

Dependency

Convert >

Indent

Teams Comments
Open In Planner
Print

Copy

Paste >

B g

2 Above ks
= Below

Child

8 o |

1 07/
1 09/
1 117
1 1/
1 117

LK)

i. Create milestone

~ Market Project
StockReport AM
Youtube Strategies
Transport Informati
Corrections
Media Outlets
YouTube Strategies
Facebook Campaig
Search Optimizatiol
Medial outlet
Elevator Pitch

Social Media Conce

& Edit

Add

™ Delete Task
Dependency
Convert

b

Indent

>

Teams Comments

QOpen In Planner
Print
Copy

Paste

208 —
2019 gies [§
/2019

To Milestone

12021

12021

12021

12021

12021

ii. Convert to milestone
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9. Dependencies and Auto scheduling
One of the important needs in project management is connected tasks and connections
are called dependencies. Apps4.Pro allows you to determine the dependencies between

tasks.

1. Simply drag it and connect to the event or action you need.

There are four types of dependencies supported.

e Finish — Start
e Start-—Finish
e Finish — Finish
e Start—Start

2. In other ways, dependencies can be created via dependency window by choosing
Dependency in task more option.

When you create dependencies, the successor task is automatically scheduled based
on the previous task.

Corrections
Media Outh
YouTube 51
Facebo
Searcha
Medial outl
Elevator Pit
Social Med
* Manufactul
Part_2

Part_1

Hardware €

+# Edit
+ A > media outiets  off S
1
M Delete Task
Dependency Facebook Campaign
Convert S Search Optimization
= Indent Medial outlet

Corrections Adele v

Elevator Pitch

Open In Planner Manufacturing 0%

Print C
Copy Part_1 _

Paste > %M Christie Cline,Debra Berger,Diegp Siciliani‘

{n <
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10. Duration and auto scheduling

Each task has duration and the start and due of the task is calculated based on the
duration.

If a task has duration and you set the start of that task, the due date will automatically
set based on duration.

Edit task

Title Media Outlets

StartDate  9/20/2021 i

DueDate  11/3/2021 &
Duration 44 : I

Estimated Hours 0 :

Progress 0 :

BaselLine Start manth/day/year i}

BaseLine End month/day/year i

Bucket Tl v

Priority Medium v

Tags Tags
Label |mm

Open in Planner m

11. Filters

Apps4.Pro supports multiple filters, and this can be stored in reports. It supports
column and general filters.

1. Column filters — Every column has its own filter, and you can filter task by clicking
the filter icon in column header.

2. General Filters — It's the common filter for the entire Gantt (even with multiple
plans).

il oct, 21 Clearall p,22
#. = Title Start date =
5 12 19 26 03 10 17 247 ByDate 2|

O Today O Last7 Days

4 Corrections 10/23/2021 comections ([ O vesterday O Last 30 Days
O overdue O Next Week

5 Media Outlets 09/20/2021 ets ([
[ Due Today [0 Next 2 Weeks

6 YouTube Strategies 10/02/2018 [ Milestone [0 Next Month
O Last Month [0 Next 3 Months

7 Facebook Campaign 10/01/2021 ok Campaign _ -
[J Unschedule

8 Search Optimization 09/20/2021 tion 0%

9 Medial outlet 09/20/2021 itlet 0%
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12. Resource workload and Resource management
Apps4.Pro is also an effective project resource management tool. You can set workload
for any assignee in hours. This will make the manager plan properly and manage the
resources efficiently.

The workload can be found in the Resource Availability section. Here you can see the
overall workload of the assignees. Click on the workload count to see a detailed view.

Here, it is possible to view two types of workloads.

e Tasks per Day
e Hours per Day

~ Market Project 10/02/2018 10/02
1 StockRepor...
2 Youtube Str... 02/06/2019 03/09;
3 Transport ... 03/27/2019 05/27,
4 Corrections 10/23/2021 11/23/lions @
-~
5 Media Outl... 09/20/2021 11,03,
No Filter h Tasks per Day ~ [Ge
1 0 0 0 Adele Vance' 1 1 1 1 Tasks per Day 1 I
o0 0 0 Alex Wilber, Hours per Day
0O 0 0 0 Allan Deyoung
1.1 0 0 Christie Cline
3 1 0 1 Debra Berger | 1 1 1 1 1 1 1 1 1 1
0 1 0 0 Diego Siciliani
O 0 0 0 Grady Archie;
0o 0 0 0 Irvin Sayers
2 0 0 1 Isaiah Langer| 1 1 1 1 1 1 1 1 1 1 1
P Inhanna Larang
Total tasks : 27 dll Summary /3, Resource Availability

13. Planning mode
Every plan will be created based on pre-planned and the project manager doing pre-
planned work roughly either in notes or drawing. Apps4.Pro introduces a new feature
that allows you to roughly plan a project without reflecting changes in Office 365
Planner.

To enable this feature, turn off the Auto publish mode in top bar and make the changes
you want. These changes will not be reflected in Office 365 Planner until the changes
are manually published.
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+~ Market Project Auto publish a m
[ =

= = d
@ £ #. = Title = Start date
' + Market Project 10/02/201
1 StockReport AM
-
2 Youtube Strategies 02/06/201

To publish the changes, simply click the Publish in the top bar, and a popup will show
you all the changes. You can review the changes and publish them.

Publish
Workbook : Market Project -
' Market Project ~ m
No Acw Title = Result
+ Hardware orientation
2 Ll Dependency 3% Campaign
q b Search Optimization — YouTube Strategies (FS)
4 /s Media Qutlets
Due Assignments Others
Previous value 03/11/2021 5:30:00
Current value 15/10/2021 5:30:00 Allan Deyoung Duration

14. Microsoft Teams comments integration
This new feature let users discuss task comments in Microsoft Teams. This allows team
users to respond to task comments directly from the Teams channel.

When you complete a task or assign a member, a comment is automatically posted in
the conversation of that task.
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Steps to enable Teams comments:

1. Go to board settings

" Market Project!| N/ | Auto publish OFF Publish
[
— Missing custom fi @ Get latest revious version
o ol B Remove
O t,  Export/Import

%2 Fix duration

& Board settings

)

1 StockReport AM

2 Youtube Strategies

2. Choose Microsoft Teams Integration

Click Enable button

4. Choose the channel for posting Teams conversation and the teams comments
feature will enable successfully.

w

Board Settings X

Microsoft Teams Teams comment
Integration

1 Enable Microsoft Teams notification for this board from here. Notifications will be posted in the
Custom Fields configured Team channel for task assignment and task completion
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You can view comments of the task posted in Microsoft Teams by choosing Teams

Comments from tasks more option.

Finalize Product Imagery for Keynote

Title = Start date = Due date a PSS
Teams Comments GComments (&
Section
+ Product Launch Event testing 05/16/20
# Edit @ MOD Administrator - 5/30/21, 951 AM
A/V Equipment Rental 04/06/2023 Alex Wilbe
+ Add 3 | have assigned a Finalize Product
Day of Event Setup 05/21/2022 Patti Fernande Imagery for Keynote task to Alex Wilber
= Delete Task and Diego Siciliani
Finalize Product Imagery for Keynote 05/16/2022 Lee Gu, Alex W
Dependency L
Furniture Rental for Launch Event 05/16/2022 Megan Bowen @ MOD Administrator - 9/30/21, 9:55 AM
Convert > . IMPORTANT!
Invite list for product launch event 05/26/2022 Megan Bowen®
= Indent Please complete the task as soon as
Choose Venue for Keynote copy 06/05/2022 Megan Bowen possible
= Outdent
Venue Selection 05/16/2022 Megan Bowen
I Teams Comments I @ MOD Administrator - 9/30/21, 9:57 AM
VIP Meet-and-Greet Testing L 06/15/2022 Megan Bowen
Open In Planner Refer to the document before starting
Demo Hardware 06/15/2022 Miriam Grahar the task
Print
Keynote Presentation Planning 04/27/2022 Lee Gu Market Project team xlsx
S

In other way you can also view Teams comments in task edit window.

Title Finalize Product Imagery for

StartDate  7/5/2021 &

DueDate  5/16/2022 i

Duration 315 =

Estimated Hours 0 3

Progress 50 :

Baseline Start  g/17/2021 i

Baseline End 8/21/2021 &
Bucket On track b l}

Priority Medium v

/%, Assignments @ Comments

Comments (&

Q MOD Administrator - 9/30/21, 9-51 AM

| have assigned a Finalize Product Imagery for
Keynote task to Alex Wilber and Diego Siciliani

@ MOD Administrator - 9/30/21, 9-55 AM

IMPORTANT!

,Please complete the task as soon as possible

o MOD Administrator - 9/30/21, 9-57 AM

Refer to the document before starting the task

Market Project team xlsx
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15. Custom fields
Beyond the Tasks field, we can add our own fields as custom fields. You can edit custom
fields in the Gantt columns or in the editing window. Below steps let you create custom
fields in this app.

Steps to add custom fields:

1. Go to board settings

"+ Market Project| /' | Auto publish OF Publish
=)

@) Get latest

Missing custom fi revious version

= i B Remove
@ *,  Export/Import
' ol % Fix duration -
£x Board settings

..
-_

1 StockReport AM

2 Youtube Strategies

2. Choose Custom Fields
3. Click Add Fields button and Enter the Custom Field name and Select the Field type.

Board Settings

Microsoft Teams Click Add Fields button to create a new custom field or Import Fields button to import multiple fields from excel
IimaEET The fields created will be listed in Available Fields by default and you can move it to Selected Fields to make it
9 visible in the task window.

&
1
X

-
Enter field name

Emaild|

Single Line -

e Save Cancel

4. The fields created in the above step will be listed in Available Fields by default, and
it must be moved to Selected Fields to make it visible in the columns and edit task
window.
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Click Add Fields button to create a new custom field or Import Fields button to import multiple fields from excel.
The fields created will be listed in Available Fields by default and you can move it to Selected Fields to make it

visible in the task window.
Add Fields Import Fields

Available Fields Selected Fields
Baseline Start - Duration -
Baseline Due Members
I Emailld I > 9
<
v b

How to view and edit custom fields:

You can view and edit custom fields in the Gantt columns and edit the window.

= = & B
¢ [ Assignments Se
| @‘ Title = Duration = Emailld = Members
O Progress S
[ ] ~ Market Project 0 days — LI Estimated hours —
M Duration
StockR: AllanDi Christie Cline, Allan D -
a0 ockRepor anD@ ristie Cline, Allan Deyoung O Priority
Youtube Str... 31 days Diege@ Diego Siciliani [ Bucket
Transport ... 61 days DebraBg Debra Berger 0 Categories
: [l Tags
Corrections 31 days AlexW Alex Wilber 1
Y @ [] Baseline start
Media Outl... 44 days LidiaH@ Lidia Holloway tlets |:| Baseline end
YouTube St... 325days MeganB@ Megan Bowen M Emailld
M Members -
Facebook C... 274.77 days Lidia Holloway . ' , , ,

i. Custom fields in columns
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BaseLine End month/day/year & 2, Assignments 5 Comments
Bucket To do v + Assign Hrs / Day Total Hrs
Priority Medium - No Assignments

Tags Tags
Label .

Emailld  |idiaH@
Members  Lidia Holloway Unassigned Hours : 0
ii. Custom fields in edit window
16. Reports

You can store you customized settings as a report. You can create reports for a plans/
collection. This report saves the settings such as Columns, filters, group by, zoom and

other settings.

<@ Columns paris W

& Reports Clear filter

E Customer Support
Sales Team

e Todo Tasks

Event Plan
Scheduling Meeting
m Manufacturing

Social Media Concepts

Transport Information .

Stock Report
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17. Export / Import
This will export the plan / collection data as excel file. Later, you can use this template
to import or a backup file.

Export / Import x
@ Export O Import

Select workbook
Market project Team ¥

Select boards to export

Mark 8 Project Plan X  Mark8 project tracking X Market Project X
Enter file name

Market Project team xlsx

i. Export

Export / Import
O Export @ Import

Import Type

@ Workbook O Planner customfields @

Choose your excel file

Ghoose File | Market Project team.xlsx

Select boards to import

Mark 8 Project Plan X  Market Project X  Mark8 project tracking X

Select workbook

Market Project he Create workbook ‘ Add ‘

ii. Import
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18. Pdf export

You can use PDF to share your projects with customers and colleagues and customize
the Gantt chart before export.

PDF Settings

Market Project ¥  Market Project -

MNone >  09/29/2021 A
Start End

Range : 10/2/2018 8 9/15/2022 B

Paper Size . Letter St

Sort By Naone St

Columns : # Title Start
Due Assignments (J Bucket
O Progress O Priority ) Baseline Start
O Baseline End

Display = Task Dependency Tasks Assignments
Task Title in Timeline Completed Tasks
Baseline Start-End

19. Migrate fields from previous version (Browser extension)
To migrate the task fields (Dependency, Ordering, Parent-child relationship, estimated
hours and assigned hours) from the previous version (Planner Gantt extension), you
need to import those custom fields by selecting the Import data from previous version
option, and this will list the plans you have.

MOD Administrator =
admin@

2 Account Info

F | oy Import data from previous version

[E] User Manual
() Error Log
@ Support

() Logout
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Install the Apps4. Planner Help App to work with it. Before installing the app, the app
will run the pre-check before installation and it will automatically install the
pre-requisites and complete the installation.

ASP.NET core runtime 5.0.0
.NET runtime 5.0.0

.net desktop runtime 5.0.0
node-v12.18.3

HAppsd.Pro Planner Helper Setup X

Welcome to the Prerequisites
Setup Wizard

The setup has determined that some of the prerequisites
needed to run Apps4.Pro Planner Helper are missing. This
wizard will assist you in getting and installing those
prerequisites. Click ™ext” to continue or "Cancel” to exit the
Setup Wizard.

After installed the helper application, just choose the plans and click publish.

A Apps4.Pro Planner Helper — *

Hi, MOD Administrator
admin@M365x054466.onmicrosoft.com

Select the plans from below list you wish to switch to modern view and click Publish.

Plan name - [ Group name ) W Select All

Plans Migration Testing - (All Company) ~
test - (Ask HR)

testing2 - (Ask HR)

Product Launch Event testing - (Sales and Marketing)

SalesTeaml - (Sales and Marketing)

Message - (Mark 8 Project Team)

Mark 8 Project Plan - (Mark 8 Project Team)

PattiF Logistics - (Mark 8 Project Team)

Mark8 project tracking - (Mark 8 Project Team)

Event Plan - {(Mark & Project Team)

Plan migration test - (Mark 8 Project Team)

Event Plan - {Contosa Team)

Logistics - (Contoso Team)

Plan task - {Adele team)

testing plan - (testing plan)

commet - (commet)

Mailbox Testing Plan 1- (New group for mailbox with Plan Testing)
Mailbox Testing plan 2 - (New group for mailbox with Plan Testing)
Mailbox Testing plan 3 - (New group for mailbox with Plan Testing)
Mailbox testing plan 4 - (Mailbox testing Plan 3)

Mailbox testing Plan 3 - (Mailbox testing Plan 3)

notificationt est - (notificationt est)

Tasks - (Technical Marketing)

alexalan - {alexalan)

Dynamic - (Dynamic) v
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