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NEXT Planning

Web browser

Next Planning is developed with the latest technology and tested for the latest browsers; Google
Chrome, Microsoft Edge, Safari, Firefox, etc. In addition to these, Next Planning works with most
other browsers.

For areally fast user experience, we recommend Google Chrome or Microsoft Edge.

Google Chrome Microsoft Edge Firefox Safari

Log in to Next Planning
Open your web browser and go to the address https://planning.next-tech.com/app/login
Enter your email address and password. Click onlog in.

To save your username and password for the next time you log in to the same computer, you can
click on "Remember”.
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Basics

Create anew schedule

To create anew schedule, click on New project in the main menu.
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Change project name

To change the project name, open the project and then click on the pen symbol to the right of the
project name. Then you enter a new project name and press ENTER or click the save-symbol to the
right of the project name.
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Duplicate existing schedule

To duplicate an existing schedule, go to My projects and click More and choose Duplicate. A copy
of your project will be created.

TIPS: Many users choose to create template projects by naming theme.qg * 7emplate-Road

contractor, " and thenduplicate the template project to save time when they are setting up new

projects.
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Merge

To merge several projects into a larger schedule, go to My Projects and then click on New
overview project. Then you can choose up to 5 projects that will be combined into one large

project.
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Delete a schedule

To delete a schedule, go to My projects and then click the button [ More | and select Delete
project. Note that you cannot recreate a deleted project.
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Main-activity & sub-activity

A main activity can have one or more sub-activities and acts as a project within the project. Then
the length of the main activity automatically adapts to the underlying activities. You can move all
activities simultaneously by moving the main activity.
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Create new activities

Tocreate anew activity, click on + Create new activity, enter the activity name, and

pressENTER.
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Create subactivity

To create a sub-activity, click on the blue plus-sign to the right of the activity name and
then enter the name of the sub-activity and press ENTER.
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Move and change the length of an activity

Click and drag the ends of an activity to adjust the duration. You can also double-click an activity to
select the date and duration.
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Click and drag the ends of an activity to make it shorter or longer.

Click and drag in the middle of the activity to move it forward or backward in time.
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Editanactivity

To edit an activity, double-click it to open the settings window, here you can:

e Rename
e Change times
e (Choose colour, background colour and pattern
e Delete the activity
e [nsertmemory notes
e Uploadfiles
Task Files MNaotes Task Files MNotes
Description
(== ]
Time period
13 v | March w2023 v -1 5 | +| Days
Color Background color  Pattern

Cancel Delete Save Cancel

Task Files Motes

Add note Lise [Shiftj+[Enter) for a new row

c;'l ce'
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Enter free periods

Toenter free periods, click on the tool Holiday. Select the period and drag the ends to make the
period longer or shorter. You can also move the period as you like by clicking and dragging the
period. You can have as many free periods as you wish, and you create several periods by clicking
on Free. You delete a free period by clicking on it and then clicking on Delete.
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Progressline

You can create areconciliation line by clicking the tool Progress line. You can move the entire
baseline by clicking and dragging the date flag, and you can adjust the line for each activity row.

To delete areconciliation line, click on the flag, and then a button appears to the right of the flag
with the text Delete. Click on this and confirm.
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View the progress of an activity

You can view an activity's progress by hovering over an activity and then clicking and dragging the
triangular button to the left of the activity. Drag it to the right to increase the length of the red bar,
which shows how far the activity has progressed.
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Connection arrows

Show connections between activities with connection arrows. A connection arrow shows that the
later activity can not be started until the previous one is finished.

e Hover over an activity and circles will appear on each side of the activity
e Clickanddraginthe circle to draw the connection arrow and drop the connection arrow in
the circle on the activity you want.

NOTE: Make sure that the setting Connection arrows/Links is enabled under Settings which you
can find in the upper right corner.
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Select columns to display

To turn off or on columns (the blue marked in the picture below) you can use the settings for
columns. Press settings in the upper right corner - you will find the Select columns that appear-
section (the one marked in red in the picture). Here you can enable/disable columns.

TIPS: Use these settings to make your workspace less movable.
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Collaboration and sharing

With Next Planning, you can collaborate on schedules with your colleagues quickly and easily.

Invite colleagues

Click Add Collaborators and enter the email address of one or more colleagues, write a message
and click on Send invitation. Your colleague will then receive an email with a collaboration link to

the schedule.

O ¢ Q@ Q v ¢« «»Spit @Clone M ProgressLine [» Deadiine @& Holiday [ PDF| &+ Add Collaborators

NEXT Planning
(ﬁ "\ Ellinor Petersson
\ EP  Logout
— Task
+ New project (=) Multifamily home
[=] siteworks
B My Projects v Clear lot

Multifamily home #

b, 2023
Start Work days 11 v12 vi3
16 17 18 1920 21 2223 24 252627 28293031 1 2 3
20230313 2
2023-0313 5 Bee——=m=—-——0————Sou Stewor
2023-0313 5 Bl  Ceerio

Invite your team

Send an invite through mail to one or more collaborators

Email

m working on this project in Planning and would like to share it with you
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Manage collaborations

The invited colleagues will be shown to the right of the toolbar, and if you click on a colleague’s
initials, you will see the full name and status of the invitation. Here you can also choose to send the
invitation again or choose to cancel the collaboration.
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You can share alink to an updated version of the schedule even to external parties who do not use
Next Planning. Click Settings and activate Share the schedule online. Then copy the link and give
it to those you want to have access to the schedule.

NOTE: This online link provides read-only rights. To share the schedule with a colleague, use
instead the collaboration function
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Save to PDF

To save your timetable to the computer, click on the tool PDF, which opens a side menu with a
range of settings. Read more below.
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Ellinor Petersson

() Time Period

_ Revised
Print the entire schedule v

Indicates the last revision date. Filled in automatically but can be changed

) Created
2023-03-06 Activities
O Revised Choose which activities you want to include in
2023-03-07 your printout.
Add an explanation
& Save PDF
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Write a short description for each colour to
make it clear when printing what the colour represents.
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NEXT Planning

Support

Free support

All'our users have free access to our support. We try to answer all questions within 24 hours on
weekdays. You can reach us by filling out our contact form at https://next-tech.com/en/contact/

Instructional videos

We have produced quick and informative instructional videos for all of Next Planning features
tools. You can find these at next-tech.com/en/planning/ and then click on Tips & Manuals.
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