Plan-It!® USERS GUIDE- V4.9

WELCOME TO THE Plan-I1t!® CAPITAL PLANNING SOFTWARE

For use with Microsoft Access 2003, 2007 or 2010

USER NAME
PASSWORD __plan___
PATH LOCATION OF DATA FILE (fordurference)

Plan-It System Requirements:
= Microsoft Access 2002/XP or later
= Windows screen resolution of 1024 x 768 pixels arem
= A data file backup location on your server

Plan-It Installation (Assumes MS Access is instalteon each users’ PC):

Plan-It has one file that should be placed on y&drive (called ‘Planlt2000.mdb’) and one filatmeeds
to be put in a folder where it can 1) get backedagularly, and 2) be accessed by all users (called
‘Si_dat.mdb").

Step #1install Data File. You may pick whatever servevdryou want to use - one that all users can access.
Create a folder called “Planit”. Place in thisdet the ‘Si_dat.mdb’ file (for example, place itthre location
G:\Planlt for a server of drive “G").

Step #2: Create Graphics Folder. Create a loc&ioyour graphics files (e.g., G:\PlanIit\Graphics)

Step #3. Install Application File. On each authed PC, create a folder called “C:\Planlt”. Colpg t
‘Planlt2000.mdb’ file to this location.

Step #4: Create Desktop Shortcut Icon. Create#ait to run the “C:\Planlt\Planlt2000.mdb” file.

Step #5; Run Plan-It. Double click on your deslk$bprtcut icon. The first time you enter Plark-kill not
know where the data file has been located. Itagk you for the path. Type in the path (e.g.P@nit) and
it will automatically link the application to theath. This must be done on all PCs that are aututo use
Plan-It. At the opening screen, type the User NamiPassword (shown above for reference) and begin

Plan-It Upgrades:
Plan-It is sold on an annual license basis. Yduregeive a call a couple months prior to your iexpon
date to arrange the sending of the upgrade fitesl. instructions will be given at that time.

YOU ARE READY!

To run Plan-It from Windows Explorer, double click on the ‘Planlt2000.mdb’ file name (or your
desktop icon) and it will begin.

HINT : make sure you create a shortcut on your deskiagakes you to Plan-It automatically. For help i
getting this icon on your desktop and renamintalk to Strategic Insights.
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LOGGING IN:
The first screen in the application, B@ening Screenis used to log into the system. There are only a
limited number of fields, as it is only used to @mslog-in security.

= ‘User Name’- Type your user name.

= ‘Password’- Type your password.

= ‘Serial # - This is customized for your site for future taitfal support reference.

= Finger icon— Takes you in to the next screen.

= Door icon— Takes you out of Plan-It.
NOTE: You have the option of either turning off the dder a user name and password, or enacting ‘user-
level’ security. See later in the Users Guideifistructions on doing this.

Welcome to Plan-It

Strateqic Insights. Inc.

, Copyright 1937 - 2008
L]
User Name [

| Capital Improvement Plan Software

LOG-IN FIELDS

-1t
‘Welcome to Plan-It! st £ Virains 4 5

City of Lac Mirage, Minnesota Dt ke X
Seria/ Wamber - [PlanitDemd

= TRIAL YERSION ==

EXIT Plan-It!

Thank you for using Plantl For icense information, contact Stiategic Insights at (352) 848-0181 or supporti@CIPsoftware. com
There ars 88 days remaining in your icense periad

Location of data file: C:\PlanlthSi_dat.mdb

ENTERPIlan-It!

DATA FILE
LOCATION

LICENSE COUNTDOWN

4 start | W8 Thbox - Outlock Ex... | DB CPlanttiv4 SiPla,. | B CiPlantt [ UserscuideWdRS d . [ Plan-I CIP Software [ M~ =@ saem

Plan-It License:

Plan-It is purchased under the agreement thaeadiefee is paid annually. The countdown iscsgbtfrom
“365" to “0” as the end of your license period apgches. Two months prior to your expiration dgoe,
will be notified by Strategic Insights and remindedenew your license. Renewal entitles you tew
version of the application, including any additibfeatures that have been added to the base syatem
upgrade). If your license period expires, usetbnait be able to enter the application beyond@pening
Screen. If this happens, contact Strategic Insifgitlicense renewal and entry into the system.

Plan-It Data File Location:

The Plan-It data file (named “Si_dat.mdb”) shouéddbaced on your server so it gets backed up rdgula
This feature tells you where your data file ist jas a reminder. Upgrades often need to add argehthe
data file, and this will tell you where the upgradaity should look for the data.

YOU ARE NOW READY TO START ENTERING DATA!
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SETTING UP Plan-It:

Click on the ADMINISTRATION tab. This screen isatbto define terms and the data structures that sui

your organization. The screen is divided into tiada entry areas.

1) The top area allows you to enter text that caniéeed by any logged-on user. Entering text here is
optional — ignoring these functions in no way pbitsi the use of other functions. By clicking oe th
tabs, you can add:

Vision/Goals— Document the overall purpose of the Plan and ihéitg your broader vision.

Policies— Document various purchasing, management or gilezies unique to your organization.

Process- Document for future reference the steps takeherPlan process.

Process Calendar Use it as a bulletin board to post key deadlingse Plan process.

Settings— There are two tabs within the Settings tab:

1) User SettingsAllows user to switch to a different Plan-It déite

2) System SettingsAllows users to do three things - activate speaiéts of reports that were
designed for select customers, set default gragimdsdocuments folders or turn on ability to
add ‘General Plan Consistency Score’ text for gaclect in the Data area.

Security— You either turn off log-in security or set up endevel’ security. There is more

information found later in this Users Guide congegrthese security options. Contact Strategic

Insights to know how to access this area!

Import Actual Expenditures -Use this function to import from a pre-set Exqalemdsheet amounts

that have been spent to date on projects.

2) The bottom area contains tabs that open variousri@apt data tables. These are vital to being table
utilize other features of Plan-It.

TOP:
TEXT ENTRY,
ADMINISTRATION VARIOUS SETTINGS
TAB Format  Records  Tools  Window  Help Type 2 quest AND OPTIONAL
@ Data | § Hepcul: ﬂ]\i Admiristration SECURITY
Vo oca ot | Proces| Praces et Setios o]
Capital Plan |Texut here dacumenting visians and goals A AR
HAA v Imparted 1041172007 3:03:14 PHE——————— ||\/| PORT “ACTUAL"
Fio o [0 Pt ndiaed] () EXPENDITURE DATA HERE

= [ Impeit Naw ]

~

Bei?;i:r:;egra:alnce NEW‘—JDE‘EIE — BOTTOM
— —— SET UP THE
J D: General Fund DEFINITIONS
i . THAT APPLY TO
‘XZIEIEF 'Fi_e;iiacemem Fund ;i" Fund YOUR
o — B - ORGANIZATION
= >
ENTER DATA FOR
REVENUE, ENTER ‘OTHER
SOURCES’ AND ,
‘OTHER FUND USES’ FOR EACH
SOURCES'’ FUNDING SOURCE

tame of Departmert:

74 start | & ciplantt | O UsersGuideVdRS.doc oo [ Plan-It CIF Seftware ., ] ME = 314em
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NOTE: To avoid later data reentry or editing, thekeuld be set up as well as possible prior to entag
project information . Significant thought should be put into how yoanivyour data to be structured. The
fields come “pre-loaded” with example data to asgisl. All example data should be modified at tirise

to fit your organization.

Departments- Break out your organization into the groups thiitbe making funding requests.
These will sort alphabetically and appear alphabdyi later in the program and on the reports.
Categories -Break out types of projects into different categeriuse of this feature is optional).
These sort alphabetically and appear alphabetitztlly in the program. Default is “Unassigned.”
Types -List different types of groups you may want. Laigyu will be able to print based on this
field, so listing “Maintenance” in addition to “Impvement” and “Equipment” would allow the
printing of a Maintenance Plan (to include only Mahance projects). Default is “Unassigned.”
Funding Sources- List different funding sources applicable tomlbjects. These will sort
alphabetically and appear alphabetically latehanfgrogram and on the reports. On the right side o
the table, you may insert the “Beginning Balana@”dach funding source (optional).

NOTE: These dollar amounts will be used for tfieygar balance, regardless of which 5 year period
is chosen for printing. So double-check that yauenthe right dollars for the right' year.

There are also two boxes where you can enter ‘rt@&n‘other funding sources’ and ‘other uses’
for each funding source listed. These amountsheilused in the “Sources and Uses” reports
described later.

Expenditure Items- List different expenditure categories (one iffisient, e.g., ‘Expenditure”).
NOTE: These expenditure items should be entered igiadborder, as you will want them to
appear in the program and in the reports in a ‘faditorder. For instance, the first may be
“Planning and Design”, followed by “Site Developrtierand then “Construction.”

NOTE: It is recommended that these be kept to a minirfmaximum of four?). Rarely do Capital
Plans break out expenditures into extremely fitegaries.

Budget Items- List different budget expenditure categoriese(@nsufficient, e.g.,'Expenditure’).
These will sort alphabetically and appear alphahéyi later in the program and on the reports.
NOTE: It is recommended that these be listed to besdinge as the line items in your Annual
Budget. This way, direct data correlation can laelenbetween the CIP and the Budget.

NOTE: In all of the lists referenced above, you maythes'New’ or ‘Delete’ buttons to add or deleteniie
The lists may be infinitely large. A message wiwdaeill double-check with you before a deletion iade.

Priority Labels— Edit definitions of priorities 1 to 10 to makeamingful for your situation.

Current 5 Years- Choose the®lyear of your 5-year planning window (the otherdcalate
automatically). You do not need to change yeats@igh 5 manually. A major feature of Plan-It,
‘Current Years’ gives the ability to retain histal data and forecast expenditures in the future
(beyond the typical 5-year Capital Plan window)héil the Current Year is changed in the
ADMINISTRATION tab, all reports will move to refléthe chosen 5 years. It can be moved back
and forth to different time periods at any poitrt.addition, the Project Detail Reports will
automatically total expenditures, revenues and buitigpacts for years outside the selected 5 years.
Note that the 5-year period can also be changétkeiRReport area.

Custom Fields- Plan-It allows you to customize up to four fieltistt are useful for your
organization (optional). After clicking this tathe screen allows for the naming of these fields.
Actual values for each project will be added latelPlan-It (Project Detail Screen).

Status— Three ‘statuses’ are defaults and cannot be @whfgctive’, ‘Completed’ and ‘Pending’).
There are two additional ‘status’ types that camger-defined (e.g., ‘Approved’ or ‘Non-Funded’).

Once these tables have been set up, you are readgd project information!

Copyright Strategic Insights, 2012 4
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ADDING PROJECTS/VIEWING PROJECT LISTS:

When the ‘Data’ tab is selected, you are broughiédroject List Screen It is here that a list of all
projects can be viewed for the selected Departm8aotne key screen functions include (in sortable
columns):
= ‘Department’— A pull-down field allowing you to choose the depzent whose projects you want
to see. All projects assigned to that departmélhtippear, along with some data about each
project. For new departments, this list will haweitems listed.
= New Project icon- Click to bring up a blank Project Detail Screemdreate a new project). You
will be prompted for a unique Project Number.
= Binoculars icon— A toggle button between this screen and the Br@jetail Screen (see next
section).
= Preview Report icor View the Project Detail Report preview for théeséed project.
= Print Report icon— Do a direct print of the Project Detail Report.
= Door icon— EXxit to the Opening Screen by clicking here.
= Project Sorting— Projects can be sorted by any of the fields hybbeclicking on the column
header. Double clicking again will change the §amn ascending to descending.

To add a new project, just click the “New” button.
To go to a particular project, just double-click onits name.

PREVIEW or DIRECT
PRINT REPORT

PROJECT n]
LIST SCREEN ADD NEW PROJECT

I
LI Acmiristration | /
M—~; ;’Ci‘ljp“lif‘ljn‘)‘é‘r‘i‘z‘ﬁ Lake. Minnesota et @]
e £ s

TErojecl:N-‘?me o [
T‘Upgrade Accounting System

i TO EDIT A PROJECT, DOUBLE
CLICK ON THE PROJECT NAME
(OR ANYWHERE ON THAT
ROW) TO GET TO THE

PROJECT DETAIL SCREEN; USH

T ype "F‘[iol'i'lyr

|Equipment |3 Impartant

|Equipment |2 Very Important | Ectve

| Purchase Generatar Fire Statiof #2
jWome Locker Foom Addiigh: Fire Station #1

t |1 Critical
§4Lasslmportant | Aclive

g Lat; Fire Statjon #2 ;3 Important | Active

I Y | VA

|Besiecs Eopetic: e lond] [Emied |everditodin | aere BINOCULARS TO RETURN TO
| Fire Wehicle Replacement Program |Equipment | | Active
W’omens I‘.ockeprﬁoom 'dﬂ\t'\'gn:ﬁreéta't'\'on #3 :I'r:propvamant 1 Critical Alive DEPARTM ENT PROJECT LIS
?ﬁemuqe!thi\dren's Roofn: Library ilmérovamant é{h/a AF:liv;
[Hewionng Jranieenes Jom | 0ohe
;aﬁ Acli\i’e F'énl\::ac!s Filter by Status |Active -
Dmpele _rn|E|:Is % SRl
SELECT kb \ YOU MAY VIEW “ACTIVE” ,
DEPARTMENT [t + of 29 “COMPLETED”, “PENDING” , ETC., or
“ALL" PROJECTS; TOTAL # OF
PROJECTS OF EACH TYPE IS SHOV
DOUBLE CLICK ON ANY ENTER TEXT HERE FOR SEARCH,;
COLUMN TITLE TO SORT USE “X” TO CANCEL SEARCH
BY THAT COLUMN

Form View

"V start [ e 1t

| ciiplanttiv. 7 Final B Main [ /7 swteleorne To Jm sin. | DN UsersuidevaR7.d., ] &, M 1orem

YOU ARE NOW READY TO ADD DETAILED PROJECT INFORMATODN!
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ADDING/EDITING PROJECT DATA:

When the binoculars icon is selected from the Ridjest Screen or if you double click on a partaul
project, you enter throject Detail Screen On this screen, all details about a particutgsrovement or
equipment purchase are entered or edited.
Some icons appear as before:

= Binoculars icon— A toggle button between the Project Detail armjdt List Screens.

= Print Preview icon— Preview the Project Detail Report for this onejgct.

= Direct Print icon— Print Project Detail Report directly to printeittvno preview.

= Door icon— EXxit to the Opening Screen.

TOGGLE

PROJECT [Main]
DETAIL ADD A NEW PROJECT BETWEEN Tips e questorfer bele TR

SCREEN LISTS

_ R — | REPORT PREVIEV/PRINT
]F? [City of Lake Mirage, Minnesota @

Froject # Pioject Mame Type :.I.mpmvemenl |

[STR-O7001  |[&sh St [Jeffersan to Maple] Friarity [1 Critical

CHANGE PROJECT STATU

Ealg_g_ur___l,: = — ..E.:‘.:'.':]Ea_cf_l_ o - Useful Lite |25 years
|Street Reconstruction w ||Public ‘works Director ~ » T
Description | v stification | jia) D_Eeratlnnlnjpact__j's;! Expenditures || 1'f:l Funding | 1'|:| Bud_getlm_pact_f

ADD or EDIT s izt o ([B]v—_| ASSIGNICHANGE OR
PROJECT [ mpirasfus ot st it @
N OTES hzultant, with construction by City staff \
ADD LINKS TO PROJECT
bescribe the praject in more detai. DOCU M ENTS
Account # [430177 ~| E 1| —
e [% £ DELETE
Recnrd:‘@ 1 l—l @@- = of 4 i PROJEC-

/ MOVE TO DIFFERENT
DEPARTMENT

MOVE FROM (Optional) VIEW

PROJECT | | AUTOMATICALLY MOVE ALL DUPLICATE
COST DATA PROJECT
FORWARD OR
BACKWARD

Form Yiew

14 Start | Cplanit | 1 UsersGuideyars. dac .. B Main ] M~k 345

ADDING PROJECTS

If you are working with the department for the ffitisne, all fields will be blank, waiting for newgject data
to be added. Adding a new project is accomplidghedicking on the “New” button. You will be askéa
assign a Project # that is unique to this projed.( ‘11-PW-003’). Using multiple digits for pegt
numbers will help in keeping them lined up in teparts and give some historical perspective. Some
reference to the Department (PW=Public Works)t fiesr of the project (e.g., 11 for 2011), etc. rabsp be
useful, so be creative with your project numberakkisure you give yourself enough digits for future
additions to the project list. The use of '10'teesd of ‘9’ is encouraged to ensure correct sortifigs is an

important number. In the Plan-It database, most data is tied egtioject number. A blank screen will
appear with fields for you to fill in.

Copyright Strategic Insights, 2012 6
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ENTERING PROJECT DATA
Several fieldshould be completed
= ‘Department’— Choose the department whose projects you waeniter project data for (projects
may be moved to another department using the ictmei lower right corner).
= ‘Project Name'— Enter a short description of the project.
= ‘Type’— Choose the ‘type’ this project is assigned t@fablt is ‘Unassigned’.
= ‘Priority’ — The default choice is ‘n/a’ (which will show apm@ority’0’ on reports). Select from the
pull-down list an appropriate priority for the pegj.
= ‘Category’— Choose the category this project is assigne®efault is ‘Unassigned’.
= ‘Contact’ — Type the name of the person or organization resipte for this project. Job title is
used most often, as it avoids editing if persomheinge. If the response is not listed, just type i
and it will be added to the list and be availabl&¢ chosen in the future.
= ‘Useful Life’ —Describe the expected useful life of this equiphoenmprovement. If the response
is not listed, just type it in and it will be addexdthe list and be available to be chosen in tieré.
= ‘Status’— Designate as either ‘Active’ (the default) or ai¢he others as they were set up.
= ‘Show Graphics Here- Select to have graphics automatically show orstineen for each project.
If this slows down your system too much, you can itioff (but still view each graphic
individually using the ‘camera’ button).
= ‘Move Costs’ (-$+) Move all cost information forward or backwardeoyear at a time. Default is
to move expenditure, funding source and budgettinétion — but you can select only some as well.
Keep in mind that ALL costs will move to their ngwars, so be careful.
= ‘Duplicate Project’— Create an exact copy of a project (will promptrfew Project # and Name).
= ‘Custom Fields’- You can enter a value which applies to this mtoje
Once data for these fields are entered, procetitettabs in the bottom section to complete dateyent

ENTERING PROJECT DESCRIPTIONS
There are three text descriptions incorporated Rtém-It using a tab system:

= ‘Description’ — Enter text which describes the project in mortaitle

= ‘Justification’ — Enter text which justifies the project.

= ‘Operation Impact’— Enter text that describes the effect the projéitthave on annual budgets.
NOTE: When printed, text for these will appear in bowéthin a limited space. Excessive text may result
having the box size grow, making the Project D&Raport a multi-page report.

Plan-It CIP Software - [Main]

i fle Edt Vew Inset Fomet Recods Toos Window Help Type aquestion farfelp o+ &

@Xa Data i Fisport [I]\IAdm ‘‘‘‘‘‘‘‘‘‘‘

[Shiests ¥ [Cily of Lake Mirage. Minnesota

Froject # Project Name

STRO7O0T |[Ash St. leffersonta Maple]

Category Cortact

| [Public Waiks Director

aaaa Inpact | Evpenduures | 2

fart, with constuction by City staf

ore detal

CLICK TAB FOR it =
TYPE OF TEXT YOU et (1) [T (EI00) 1+
WISH TO ADD:

= Description

= Justification

=  Operation Impact

TYPE TEXT
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ENTERING PROJECT COSTS
There are three types of financial data incorparaieo Plan-It using a tab system:
= ‘Expenditures’— Select the expenditure category, enter the costl@utumbers) and select (or
type) the year of each cofMlOTE: The year may be put in as “TBD”, meaning that yaymot
know when you will incur the expenditures. “TBDfgpect will not show on the expenditure
reports, but will be detailed on the “Expenditurec&ptions” Administrative Group report.
= ‘Funding’ — Select the funding source, type the dollar codtselect (or type) the year of each cost.
= ‘Budget Impact'— Select the budget category, type the dollar @odtselect (or type) the year of
each cost.
= ‘Print Options’ — All Project Detail Reports contain boxes thaataosts outside the 5- or 10-year
period (‘Prior Total’ and ‘Future Total’). If yowould like these totals to NOT show on their Detail
Reports, you can remove the checkmark here. Thbstcan be re-applied at any time.
If projects span more than one year or have difteegpenditure categories you must enter each gutibn
on separate rows. Do not use the $ sign. Commeaadated automatically. You can use the Tab keydee
easily from one field to another. You need to idelulata for all three fields (e.g., Expenditure,cmt, and
Year). If one data type is missing, you will bemipted to include it.

As amounts are entered, total cost data is disglayspreadsheet form to help your data entry.

NOTE: You need to click out of the current tab for thambers to be updated.

If you wish to delete a data row click on the réd for that row (works for all the Expenditures, riding
and Budget Impact tabs). It will double check take sure you want to delete that row.

HINT : You may enter them in any order, but it may bipfueto be consistent (e.g., grouped by years).
Once entered, you can sort the data by any ohtlee tcolumns. Just click on the column name (&gar”
HINT : In selecting the year of the expenditure, you selgct it using the pull-down feature (2000 to205
or you may manually type any year (2000 to 2055).

Copyright Strategic Insights, 2012 8
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El Plan-It CIP Software - [Main] g@@
i Fle  Edi Yigw Insert  Format Records Tools Window Help Type aquestion for help = &
CLlCK eport ﬂ]\! Administration | . - ] CLlCK TAB FOR
HEADERTO —— o | (a8 = TYPE OF COST
% | City of Lake Mirage. Minnesota A

SORTBYIT ————— = bls] .v@ DATA YOU WISH

TP |fash 5t Uefersen oM Pro A Cilea v | TOADD:

Caegoy _ Coret S L (25 pears v = Expenditures
B s ek R ¥/ | = Funding
i) Diescription Justification | = Operation [mpact | “é3 Expendiures b Funding 1Ir'_'l Budget Impact | i [ Budget Impact
EwpendtwveX A Expendiures 34,000
ﬂ ;@ﬂr\_uetwonfM alntenance oM ' i Funding 994,000
|Land Acquisition 7 v( —Differance o =
SELECT USING hance _v: Yee: me{.t?e entered as
PULL-DOWN == v i Ration TOTAL EXPENDITURE AND
FUNDING AMOUNTS ARE
ecoun 135777 | & % LISTED, WITH DIFFERENCES
- | INPUTS CALCULATED
Record: E l—l E]@ b o AMOU NT ‘
AND YEARS

TO DELETE A DATA ROW,
CLICK THE RED “X”

Form Wiew

14 start | & Coplantt UsatsGuidevaRSdoc 1o BB Main ] ME > & qooem

GRAPHICS & DOCUMENT LINKS

ASSIGN GRAPHIC: Plan-It allows you to assign a graphic to eadjgmt. It may be a picture, a map, clip

art or any other file that your system setup with&. The steps to add a graphic are:

1) Click on the Description tab (you will then see fraphics buttons).

2) Click the graphics button (camera icon).

3) From the form that pops up, browse to find the yibet want to assign to this project (a default éoldan
be assigned in the Administration tab).

4) When you select it by clicking ‘Open’, the graphiitl have been assigned and a notice of assignment
will appear.

HINT : It is recommended that all graphic files be pudiparticular location (e.g., G:\Planlt\Graphiss)

they are easy to find. Plan-It does not actualbprporate the graphic file, but rather createaslkatb the

graphic file outside of Plan-It. So, if the grapfile is moved, you will need to re-link to it.

CHANGE A GRAPHIC: If a graphic needs to be substituted, simplylgough the steps above to assign

the new graphic to the project.

ELIMINATE A GRAPHIC: If you later choose to not include a project fiiapclick on ‘Remove

Graphic’, and then ‘OK’. This will take away thiak to a graphic. A graphic may be reassignedgittane.

Copyright Strategic Insights, 2012 9
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- =2 ]x]

it Wiew Insert  Format Becords  Tools  indow  Help

help = @

CLICK TO ASSIGN

|| 2004 Pictures 015.jpg
(|£] 2004 Pictures 017.5pg

—— |£] 2004 Pictures 020.ipg
: ] 2004 Pictures 022.jpg

ty Documents

| 2] 2004 Pictures 039.jpg
|] 2004 Pictures 040.ipg
| 2] 2004 Pictures 041.jpg

|] 2004 Pictures 043.jpg

Feport m Adrministration| OR CHANG E A
GRAPHIC FOR THIS
PROJECT
v
[5TR-07001 |} Manage Graphic fiical |
C Create or remove iink to a graphic for this profect ears |
g C:\PlanitPlant Graphics\dsh Street JPG | ME |
4 Deseription | = .a-tuli'npac.ti
o l l Delete P ——
|Rieconstruction of
Iremoval, storm e S g e Ty
|street lights and furnishings to be addressed at a later point, with irpal st b el B
|residents. Sanitary sewer and water main reconstructions as neced . .
|completed by outside consultant, with construction by City staff. UNASSIGN Mo Graphic Assigned
. GRAPHIC [ E) GRAPHICS STATUS IS
' GIVEN:
Lock in: |'__) Planlt Graphics LJ = &F E- aphic Here ~ - ‘No Graphic ASSigned’
; |80y scouts |2] 2004 Pictures 023.pg | 2] 2004 Pictures Od4.jpg | 2] 2004 - ‘Graphic Assigned’
.’J | Mew Folder |£] 2004 Pictures 025.jpg | 2] 2004 Pictures 045.jpa | =] 2004 (Graphic is linked but
[E e
Recent = washington Gity |] 2004 Pictures 026.jpg | ] 2004 Pictures 052.jpg | ] 2004 ) . )
|£] 2004 Pictures 006.jpg | 2] 2004 Pictures 027.jpg | ] 2004 Pictures 053.jpg |2 2004 Show G raphlcs Here' is
[ :v‘] 2004 Pickures 007.ipg g‘] 2004 Pictures (28.jpg | 2] 2004 Fickures 054.jng IQI 2004 turned off)
|2]2004 Pichures 008.jpg | ] 2004 Pictures 029.jpg | 2] 2004 Pictures 055.jpg ] 2004
Desktop | 2004 Pickures 010.jpg | %]2004 Pickures 030.jpg | %] 2004 Pickures 056.jpg 3] 2004
'i] 2004 Pictures 013.jpg g 2004 Pickures 031.jpg A 2004 Pictures 057.jpg @] 2004
|[2] 2004 Pictures D14.jpg  |22] 2004 Pictures 038.jpg  |2] 2004 Pictures 058.jpg ] 2004

| ] 2004 Picteges 059.pg 5] 2004
|] 2004 Pictures 060,77 |

=
g 2004 Pictures 061 .jpg @] 2004

; S
3‘] 2004 Pictures 062.jpg @] 2004

BROWSE FOR THE
GRAPHIC FILE and

i « ”
Bl Campitar CLICK “Open
< | 3|
.-;; File: name: J LJ Opeti
My Metwork Files of type: ] l.| Cancel
Fecss I~ Open as read-only

| o CHPlanit

B Main

| Wk 4itzpm

ASSIGN DOCUMENTS: Plan-It allows you to assign links to documeutsdach project. They may be

spreadsheets, work orders, engineer reports, iegpstatus reports or any other file of interesyaur

system. The steps to add a document are:

1) Click on the documents button (multiple-sheets-abgr icon).

2) From the form that pops up, click ‘Browse’ to godithe file you want to assign to this project.

3) When you hit ‘Open’ on the browse screen, the grapfil have been assigned and added to the list.

4) The documents button changes slightly when a dootilimk is present to alert you to the fact thadrth
is something to look at (adds a yellow ‘star’ te thon).

HINT : Plan-It does not actually incorporate the docurfiéa but rather creates a link to the documéet f
outside of Plan-It. So, if document file is movgdu will need to re-link to it.

HINT : A default document path may be set up in the Aidlstiation tab.

CHANGE A DOCUMENT: If a document needs to be substituted, simplihgaugh the steps above to
assign the new graphic to the project.

ELIMINATE A DOCUMENT LINK:  If you later choose to not list a project docuinetick on the
document name, then click ‘Delete’. This will tadkeay the link to a document. This document lirdyrbe
reassigned at any time.
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BB

[olx]

Eﬁj\{a Edit ey Insert  Format  Records  Tools  Window  Help Type a question for help = @

@ Data Report ﬂ]\i Adrministration |
|Streets ~ i-l:il_v of Lake Mirage. Minnesota |

Project # Project Mame Type |Improvement |
[STR-07-001  [[sh St. Jeffersan to Maple) | Pricrity [T Critical v]
»

E_‘_ﬁf_g_l?l}'  Contact B Iseful Lite |25 years
|Street Reconstruction w | |Public'Warks Director s | Status [Active |

tF Description | E= Ash St. (Jefferson to Maple)

|Reconstruction of A

|remaval, storm sewe Project Documents
|street lights and furif

|residents. Sanitary 3 Create finks to dacuments far this prafect e "?EI
|eompleted by outsidd ™0 B orce to Add Documents CLICK TO Vl EWa
CPlanitPlant Graphics\2004 Fictures 027 jog ADD OR DELETE

ETe—— _é?\ﬁi_aﬁlﬁ\'r’:i._éfﬂ_.l-éﬁk-ISFo-jgc_i_[Etail.xls - \ DOCUMENTS OF
iC'\PIanH\Val SilicenseAgrecmgyt doc Rrapriciiere |NTEREST FOR
Acount L
] j THIS PROJECT
Record: (4] 4 ]
ADD DELETE LINK TO DOCUMENT
B(RIEUMENT VIEW (Select, then hit ‘Delete’)
DOCUMENT
Farm Wigw

o Start | & CoiplanI: Lisel g T B Main : () ¥ BV ER

CHECKING DATA ACCURACY

It is recommended that you check the accuracy of wrk by doing a print of the Detail Project repo

This is easily done from the Project Detail Scrbgmproducing @&roject Detail Report Preview,

1. Click the magnifying glass icon from screens in ff&a area.

2.  When the report appears, resize or scroll the tiagumage to view your project’s data.

3. The type of report you view is set in the Reporeaggo to Reports tab, Project Detail Group, higtl
your default report type, hit the “Set As Data Tafault Report” button). This selected report then
will show from the Data Tab preview and print buko

NOTE: Things to look for may include:

= Do the totals for expenditures equal the totalgéoenue sources for the right years?
= Are the dollars in the right year?

= Has my text exceeded the allowed space, makimpyt tp a 2-page report?

4. Click on “Close” (on tool bar) and you will retuta the Project Detail Screen.
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STANDARD PRINT AND RESIZING
OPTIONS

CLICK TO CLOSE PREVIEW

Plan-It C'P Software - [Plan-It *roject Detail for ALL Projects]
< o

il Ede Took  WindowWHelp Type a questin for help =

i - 4|0 [0)3 @ o = gose | seton | 8 |3 3- @
Capital Tmprovement Plan 2009 ¢im, 2013 T ——
City of Lake Mirage, Minnesota Depariment  Stieets
Projeté  STR-07-001 Toes; Lrpovsmnent
. UeBilLie 25y
ProjectName Ash St (Jeffer san to Maple) Pl —
Aceount# 430177 Peiority 1 Crifial

Total Pruject Cost $294000

PROJECT DETAIL
REPORT PREVIEW rern—

F Ash Street from Jeffezson o Maple hve. To inc lude coraple & base reroval,
lights tobe acchessed ata later point, with i
Tessasaty. Desigh o be congleted by outsids sonsuliant with sonstrustion

by Citystaff

rrepeir, cutb and guter, sidevalks and
by loval residents. Sardtary sewerad

Tustification

AT growing from 1,000 i 2000 o over

Steetis
13,500 in 2020, Significent growth on East s, with Incustrial Park develo paoen detaands raore stable mad base and inclusion of utiliiesto the
jarea.

SO = =
7 start | copiant: (5.d0c 11 % Plan-It roject Detail

MOVING FROM PROJECT TO PROJECT

There are three easy ways to move from projectdfept:

« On the Project List Screen, simply double clicktloa project name. The Project Detail Screen for the
selected project will appear. To return to thej@rolList Screen and select a different projedtkobn

the binoculars.

« Using the binoculars, return to the Project Liseso. Scroll to where you can select the projeat y
want to jump to. Click on the box in the left coin m) — it will turn dark gray. Click the binoculars

to return to the Project Detail Screen for the cele project.

« Use the arrow buttons at the bottom of the Prdpettil Screen to quickly move forward or backward
to the next or previous project. You may also jumpnother Department at any time from either

screen.

Prior Expenditures 2009 2010 2011 12 2013 Total Future
PlarringDa w0 o
Toml  Lendacoistion g 40 Toral
480,000 100,000 100,000 690,000
Total 000 30,000 490,000 200,000 100,000 784,000

Prior  Funding Sources 2009 2010 2011 M2 03 Total Future

] B2 % e e
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d Took My e

e J. IR TR ALY l=F=R1C | R USE THE LlST
. SCREEN TO

SELECT PROJECT
FOR EDITING

Record (1) « [T 0BT+ of s

USE THE
BINOCULARS TO
TOGGLE BETWEEN
THE LIST AND THE
PROJECT DETAIL
SCREENS

DELETE
PROJECT
USING “X”

USE ARROWS TO MOVE
TO PREVIOUS OR NEXT
PROJEC

DELETING A PROJECT

From the Project Detail Screen, simply click on Beject Delete button (the big red “X” at the bott
right). You will return to the Detail Screen, witdlata from the next project appearing. If you tiglghe last
project on your department’s list, you will seelartk screen.
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PRINTING REPORTS (current list of available reports):

PROJECT DETAIL REPORTS:
Project Detail
Project Detail (10yr)
Project Detail - Small Graphic #1
Project Detail - Small Graphic #1 (10yr)
Project Detail - Small Graphic #2
Project Detail - Small Graphic #3
Project Detail - Medium Graphic #1
Project Detail - Medium Graphic #2
Project Detail - Large Graphic (2 pg.)
Project Detail - Listing
Project Detail - Condensed
EXPENDITURE REPORTS:
Projects by Year
Projects by Year and Priority
Department Summary
Department Summary (10yr)
Projects by Department
Projects by Department (6yr)
Projects by Department (10yr)
Projects by Category and Dept
Projects and Sources by Dept #1
Projects and Sources by Dept #1 (10yr)
Projects and Sources by Dept #2
Sources and Departments Summary
Category Summary
Category Summary (10yr)
Category Summary by Department
Projects by Category
Projects by Category (10yr)
Expenditure Type Summary
Expenditure Type Summary by Department
Projects by Department and Expenditure Type
Project Descriptions
Project Listing
Pending Projects
FUNDING SOURCE REPORTS:
Funding Source Summary
Funding Source Summary (10yr)
Funding Sources by Department
Projects by Funding Source
Projects by Funding Source (10yr)
Revenue Sources Summary
Sources and Uses of Funds — Summary
Sources and Uses of Funds — Detail
Sources and Uses of Funds — Detail (10yr)
BUDGET REPORTS:
Budget Item Summary
Budget Item Summary (10yr)
Projects by Budget Item
Projects by Budget Item (10yr)
Projects and Budget Items by Department
Budget vs Actual: One Year (YTD)
Budget vs Actual: All Years (LTD)
EXPORTS:
Projects by Department
Funding Sources
General Plan Consistency Score
ADMINISTRATION:
Project Notes
Project Graphics
Project Documents
Expenditure-to-Funding Exceptions
Administration Tab Text Summary
Administration Tab Setup Listing
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TR TR I eI T TR B | 5) CLICK THE MAGNIFYING
G B o il - m/ GLASS TO SEE THE REPORT
il PREVIEW OR DIRECT PRIN"
1) SELECT .
REPORT e
GROUF ~ 4) SET OTHER
REPORT OPTIONS
2) SELECT
REPORT
I

St as Data Tab Default Report

v

SET TYPE OF PROJECT
DETAIL REPORT THAT WILL
BE PRINTED FROM DATA
TAB

Inbox-Outl.. | B Ciplantiva

[} Userscuey. .

B Main

3) SELECT ALL THE
CRITERIA YOU WISH TO USE
TO LIMIT THE DATA
INCLUDED

Click REPORT to see the Report Screen. Click gport group for your report, then click the repait
wish to print. Specify all criteria (see below foriteria Tabs #1, #2 and #3), and Page Optioick the

magnifying glass icon in the upper right hand corne

NOTE: You may direct print using the printer button
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PRINTING USING “CRITERIA #1”, “CRITERIA #2" and * CRITERIA #3” TABS

There are several ways you can limit the data dediuon any of the reports. They include:
CRITERIA #1 TAB
= ‘Department’— Select the department or departments you wisitictade. Default = All.
= ‘Category”— Select the category or categories you wish tludec Default = All.
= ‘Priority” — Select the priority of the projects you want irgd. Default = All.
= ‘Source’— Available for Funding Source reports, you camipior one or many. Default = All.
CRITERIA #2 TAB
= ‘Status’ —Select the status(s) for projects you wish to pribéfault = Active.
= ‘Type’ — Select the ‘Type’ designation(s) you wish to tilmy. For example, this is useful in
separating Equipment purchases from Improvemenpeqgio Default = All.
= ‘Contact’ — Select the ‘Contact’ you wish to limit by. Healppin printing reports for one person.
= ‘All Current 5 Years’ vs. ‘Selected Years'For the Project Detail Reports and Project by Year
reports only, you can limit the reports to onlyghgrojects with financial data in the current arye
period (set in Administration tab) or projects wiitiancial data in a particular year (or yearshisT
is useful in printing reports that have data fgagticular year or set of years. Default = All Gt
5 Years.
CRITERIA #3 TAB
= ‘Custom Fields'— Select the field(s) you wish to limit by and stlde value(s). Default = None.
Fields may be set up in the Administration tabafaptions show.

NOTE: Black means it is selected. Clicking will whitthe selections (to deselect).

NOTE: When the “Sources and Uses” reports are priryteal will see a warning window. This is to remind
you to ensure that the “Year 1 Beginning Balaneebants entered in the Administration area (“Funtling
tab) are the correct ones for the 5 year periodayeiprinting.

NOTE OF CAUTION : With many printing options available, be cardfutheck all the criteria and de-
select any that do not apply to your next printl ciiteria options reset to the defaults each tiPhen-It is
accessed. A list of all the criteria options chioga all the defaults) can be printed at the enelaah report.
This allows you to know exactly what projects areluded on each report.

HELPFUL HINT : Use the “Reset All Criteria to Default” buttam reset every value to its original default.

[ Plan-1t CIP Software - [Main] =18(x|
sert F Type aquestion farhelp v @

®| ADJUST YOUR 5-YEAR
SETTING DIRECTLY FROM
HERE; SAVES TIME IN
GOING BACK TO
ADMINISTRATION TAB

LIMIT THE DATA
REPORTED USING
MANY REPORT

OPTIONS \ ‘
— RESETS ALL
o CRITERIA BACK TO
- [ THEIR DEFAULTS
SELECT AS MANY
CRITERIA AS YOU ADD/REMOVE
WANT (#1,#2 & #3) CHOSEN REPORT
#s - Black is ‘Included’ | Sjuecudevi [T 2 sk se. | [EA0 @] TO/FROM
- Set multiple criteria I1\|/|;(_I_FAVORITES
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‘MY FAVORITES' LIST
Users can assemble a list of commonly used rep&etect a report, click the “My Favorites” button the
right. To take off the list, select, then cliclkethutton.

PRINTING USING “PAGE OPTIONS” TAB

After clicking on the “Page Options” tab, there aexeral ways you can change the look of whatdlsided

on any of the reports. They include:

= ‘Date’ in footer - Turn on or off depending on your needs. Defaulin:

‘Budget Schedule* There are two formats for each Project Detail Rep@ne will include space for the

Budget Impact Schedule, the other will not (makimgye space for all the other project informatioH).

you are not tracking budget information or have &xy in the Operation Impact field, turn off this

function. It eliminates a lot of white space at Hwtom and makes the font in the text boxes larger

= ‘Include Total Project Cost- Turn off the printing of ‘Total Project Cost’ dProject Detail Reports.

= ‘Report Criteria’ - If you want to print the criteria you selecte$td at the end of each report) click this
on. Default = Off

= ‘Custom Fields’- If you do not want to show your custom field dadahow on Project Detail reports,
turn this off. Default = On.

» ‘Include Prior/Future Dollars’ - You can turn off the ‘Prior Total' and ‘Future fB boxes on Project
Detail reports.

= ‘Include Status’— Have the project’s ‘Status’ show on Project DeRaiports; default is ‘no show’

= ‘Date Style Option™- Select the way you want the years to show onrte§2009, FY '09, FY09 or
‘08/'09). Default = Calendar Year (e.g., 2009).

= ‘Report Title’ - Change as desired. Default = “Capital Improventdan”.

= ‘Report Footer'- Change as desired. The text will show up orldfteside of each page footer. Default
= “Produced using the Plan-It Capital Planning ®afe”.

NOTE: All changes made in this area remain until cleahat a later time (THIS IS DIFFERENT THAN
THE IN THE OPTIONS #1 and OPTIONS #2 TABS). If tiplle people are using Plan-It, changes one
person make will impact others, so caution shoeldalxen.

SET AS MANY PAGE
OPTIONS AS YOU WANT

- Will remain set until changed
- Page number returns to “1”
after each print

SET SORTING ORDER FOR
WHEN PRINTING PROJECT
DETAIL SHEETS

Feem v
7 stant

(VA wbor-oul. | e Copaniive. | Usersuicey. .

PAGE NUMBERING

For each report, you may choose to begin at a datsd page number. Just click on “Begin with paaysl
type in the appropriate number. Page numbers isaybe turned off completely using the other option

SORT PROJECT DETAIL REPORTS
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Select if you want project sheets to print in ordeDepartment/Project # or just in Project # order

PREVIEW REPORTS:

After completing the previous report printing stepkan-It reports will appear on the screen autaraby
within a few seconds (depending on the reportatheunt of data and your computer’s processor speed)

At this point, you can do several things using dsad Microsoft operations:

1) Resize the reports using the toolbar menu

2) Place more than one report page on the screetinag¢ aising the toolbar menu
3) Move from page to page using the “Page” icons abibttom of the screen

4) Zoom in to the report using the magnifying glasmic

PRINTING

To obtain a hard copy report for all pages:

* Click on the toolbar printer icon or select thenskard Microsoft File/Print options.

To obtain a hard copy report for a specific page:

« Determine the pages to be printed. Then use &melatd Microsoft File/Print menus to print only the
pages you are interested in.

Exit by clicking on the ‘Close’ button on the toalb

HINT: Many users are using .pdf writer software to epdf files of reports. These are useful in ssmnd

the report to someone (fax or email), compilinglR Book or uploading reports to websites.

Plan-It Capital Planning Software - [Plan-it Project Detail for ALL Projects]

i Fle Edt View Tools Window Help Type & question forhelp = &

Hv = anen ] e v doso | setp | B -1 21 3+ @
A S
Capital Enprovemers Plan 2007 L
City of Midas Lake, Mimesota o
‘- :u ‘

* ach e Teorson co Mgles

STANDARD PRINT " N
gﬁl%gﬁzlzwe e = — ‘ \ CLICK TO EXIT
(CLOSE) REPORT
[ == " [ o]
=2 PREVIEW
MOVE FROM |

PAGE TO PAGE

Tistart | A mboc- cuokexpress | D Userscumeysnt doe . | BS an | Fom
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DATA IMPORTING and ‘BUDGET vs ACTUAL' REPORTS:

Plan-It has the ability to import data from a pe¢-&xcel spreadsheet and print reports that sureeari
payments made on that project (“Actuals”) compdceghat is listed in the CIP (“Budgeted”).

EXPORT FROM FINANCIAL SYSTEM TO EXCEL

Steps to set up financial data for importing tonAtanclude:

1) Obtain a copy of the “Expendituresimport.xls” sptglaeet from Strategic Insights, Inc. Save itto a
place that is convenient. A good location wouldrbthe same folder as your Plan-It data file (yoll
see this path on the Plan-It Login Screen).

2) Develop a utility that will accurately download ttata to this spreadsheet from your financial sgste
All financial systems are different, so we relyymur resources to develop this method. Ideallygaitild
be a routine that can be developed and storedtgrefdownloads are easy.

IMPORT TO PLAN-IT

Once the data is exported from your financial syste the saved Excel spreadsheet:

1) Start Plan-It and go to the Administration tab.

2) Inthe upper right, type in the path to the “Expémesimport.xIs” file (or browse to it using thex).
This location will be saved for future reference.

3) Click “Import Now”. Note that:

a. this routine imports data for only one year anaetito allow for saving of older expenditure
information. You will be asked for which year yaant to import data (the default will be the
current calendar year that you are in, based onR@s clock).

b. this routine deletes all data for the year youehselected, then repopulates the database with
data from the spreadsheet. So, keep in mind thatspreadsheet must contain all data, for all
projects in the chosen year.

4) Click “OK” to complete. Your file path and @abf last import will be saved and displayed.

@- TS NI TR Eﬁr@]
! Fle Edt View Insert Format  Records  Tools  Window  Help Type aquestion for help = &
H ™ B W e L | AL R e a7 | e R=RANCN |
% Data ﬁ Report ﬂ]\lAdmmlslvatmn
e
Mision/Goals | Palicies | Process | Process Calendar | Security &
Impart Achual Expendiures
\Siitglflﬂjﬂsua\s Text here documenting visions and goals ~ piorted 11/19/2008 1101084
¥ File Path |C:APlaniti/4. 300 _*\
| t N
i 8 ot o ——_| 1) BROWSE TO (OR
Depariments | Categories | Types | Funding | Expenditures | Budgel ltems | Priority Labels | Curent 5ears | Custom Fields| 4 TYPE) LOCATION
_ _ _ _ = T - R T - o " ”
ListD Hew | Dekie] OF “ACTUALS
, SPREADSHEET
e Import Year
Library
Parks and Recreat
T Sl
— impart? Carcel
= 2) SELECT WHICH
- YEAR'S DATA YOU
F ———————— | WANT TO IMPORT;
REPEAT PROCESS
FOR MULTIPLE
YEARS

Form View

TIStart. | Avaeorn.. | &8 dbox oo | B Mioosof.. | TN Userstuid.. | B Cplnk ¥ Flanit ver. .
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PRINT BUDGET vs ACTUAL REPORTS

There are two reports that will analyze the impde&penditure data against the amount budgetethmIP

The reports, located in the “Budget Reports Graoghe Reports tab are:

1) “Budget vs Actual: One Year (YTD). This reporttéigrojects that have an expenditure amount as$igne
to the chosen year, shows that expenditure amaouhthe amount spent on the project so far in teat.y
Some particular items apply to this report:

a. Select the year to print by altering the “CurreaYs” — ‘Year 1’ will be the year that is printed.
This can be done either from the Report screeheAtministration screen.

b. Select particular “Status” values to vary whichjpots are seen on the report (e.g., “Active”
projects, or “All Projects”).

c. If a project has budgeted amounts for the yeanbuActual” amounts, it will show on the
report.

2) “Budget vs Actual: All Years (LTD). This reporsts all projects, shows the total budgeted experatit
and the amount spent, in all years, over that ptgjéLife-To-Date” so far. Again, you can select
particular “Status” values to vary which projecte aeen on the report.
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SECURITY SETTINGS

Plan-It has a sophisticated security capabilitythodo the base product. import data from a geeExcel
spreadsheet and print reports that summarize pagm@ade on that project (“Actuals”) compared to tka
listed in the CIP (“Budgeted”).

TURN OFF SYSTEM-WIDE SECURITY

If there is only one user at a location or for atlyer reason it seems reasonable to turn off the

username/password requirement, this may be domeps $ disable the entire security system include:

1) Log on to Plan-It using the username and passwgglied by Strategic Insights (this is differerarfr
the “1” and “Plan” used by you currently. A sepgarasername and password are supplied only upon
request so Strategic Insights Inc. has some cooted who can alter or dismantle your security apu).

2) Go to the Administration tab; click on the “Secyftitab.

3) Click on the “General Security Settings” box

4) Change the “Enable Systemwide Security” optionNo™, then exit Plan-It.

The next time you enter Plan-It, there will be rsername and password boxes — just click the firoger

and you are in!

Plan-It CIP Software - [Main] g@
ifle Edt wew st Fomst Records Toos  Window  Help Type & question for help = 8
g
Import Actual Expenditures
Imported 10/11/2007 3:03:14 PM
File Path | T \Planit\E xpendituresh| D
E
>
E N TE R P LAN |T Departments | Categories | Types | Funding | Expenditures | Budget ltems || Priority Labels | Current 5Years | Custom Fields o
List Departments Hew | Delsts |

USING THE sanvenain
ADMINISTRATOR'S ;
USER NAME AND
PASSWORD
SUPPLIED BY 3
STRATEGIC
INSIGHTS;

THEN CLICK HERE
TO DISABLE
SECURITY

Streets
Hiities Department

Farm Visw

i start | @ Citplent [ O UsersGuidevaRS.doc ... BB Main

ENABLE USER-LEVEL SECURITY

If there are multiple users at a site and theeedencern about the ability of one person or depamt’s
ability to either change data in the Administrattab or alter data from another department, it by
desirable to set up user-level security. With ghiabled, people can be assigned unique usernauthes a
passwords of your choice and given rights to vied edit various areas of Plan-It or types of d&thanges
to these security settings may be altered at amy kiy the administrator of your Plan-It system.
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To enable and edit user-level security:

1) Log on to Plan-It using the username and passwgglied by Strategic Insights (this is differerarfr
the “1” and “Plan” used by you currently. A sefdarasername and password are supplied only upon
request so Strategic Insights Inc. has some cooted who can alter or dismantle your security apu).

2) Go to the Administration tab; click on the “Secyftitab.

3) Click on the “Security Groups” box. The defaultts®y was to have two groups — one for the
administrator and one for users (the administrgtoup cannot be changed for technical support
reasons).

4) Create or delete groups as necessary using the lboxie left side. This may be used to grantlaimi
rights to a logical group (e.g., all people in RabVorks).

Pfle Edt Yen Inset Fomat

| ASSIGN RIGHTS TO
THE CHOSEN GROUP

Delete Selected Group

CREATE OR DELETE
A GROUP

“J start [ & colplantt

5) By clicking on the “Rights” tab, the selecgmbup may be allowed to either view or edit or éstricted
from viewing or editing three areas — the Admirdtitn tab, the Data tab or the area where security
options are set up.

Ppe Edt Vew Insert Fomat

| General 1| Rights |

Selecta securable area of Plan-li, then grant rights to the chosen group | Change Rights
[ Securable o e

CHOOSE TO
RESTRICT A
GROUP’S VIEWING
AND/OR EDITING
RIGHTS TO KEY
PLAN-IT AREAS OR
CAPABILIIES

Delste Selected Group

pr——
74 start, | &8 ciplant
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6) By clicking on the “Change Rights” tab, thegp is either allowed to view or allowed to editalin the
chosen area (e.qg., restricting users from being tabthange project data in the Data tab).

L [=]x]

aquestion forhelp = &

Security Group Management

Choose a Group | General | Rights |

Database Administration
Users Select a securable area of Flan-It then grant rights ta the chasen group Change Rights

e e foed e | CLICK TOGET TO
te o ‘CHANGE RIGHTS’

POPUP WINDOW

EE Edit Security Rights 3

[Contrale wha van wark wiih ine funclions shown an the Data tab.“

Create a New Group

Delete Selected Group

Allowviewing (B8 | All Yes
Alowediing [Yes v
All No

Is this action authorized? FLTR

‘J start [ copiant:

7) By clicking on the “Users and Passwords” tab, yaymefine the various user names and passwords
that are to be used to enter Plan-It. Anythingiftdohn S” to “HungryMan3” may be set up. You will
notice that the Administrator’'s default may notdsdeted. This is to ensure that we may alwaysrente
Plan-It and the security area for technical suppdrt appropriate security group should then béyassl
to each new user.

[ Plan-It CIP Software - [User Names and Passwaords] [BEE

ifle Edt Uen Iwet Fomet Records Took indow Help Type aquestion for help % &)

-~
User Names and Passwords New
User name Password Security group
1 [ |Users >
FINANCE = |Database Administration -
BILLL [ |users v
[ |Users >

ENTER USER NAMES
AND PASSWORDS
FOR GROUPS OR
INDIVIDUALS

Recos (FOC 7+ ()0 of 4
L

Iser name, &5 defined by user. Separats from any name thak appears in the Contack manager

“4 start [ colplantt
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8) By clicking on the “Departmental Level Securitybta/ou may restrict each user from viewing and/or
editing data from particular departments. Fordnsg, you may want user “John S” to only be able to
view, not edit, data from the Fire and Police dapant.

Lﬂ,‘,--‘_r;; D Scifhware — Menartme ntal | sl Sactrity] ) E‘E@

i fie Edt Yew [nsert Fomat Records Took  Window el Tupe aquestion for help = 8

Departmental Level Security

RESTRICT VIEWING OR
EDITING RIGHTS ON A
DEPARTMENTAL

BASIS

Utilities Department

Allowrviewing [Yes v All Yes
v

— Hilow editing [

Is this action authorized? FLTR
—_—

74 start | Colplante | T UsersGuidsv4rs doc .. | B Main

PLEASE GIVE US A CALL IF YOU NEED TO KNOW THE
ADMINISTRATOR'S USER NAME AND PASSWORD, OR IF YOU
HAVE ANY QUESTIONS!
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THANK YOU
FOR CHOOSING Plan-It!®

Strategic Insights Inc.
5900 Wooddale Ave.

Minneapolis, MN 55424
(952) 994-1744

bleskee@ClPsoftware.com

© Plan-It is a copyright of Strategic Insights Canp. Any duplication or unauthorized use of thftveare is prohibited.

Important:

You must accept the License Agreement supplieatobefore you can use this product. The produatéssed as a single product for
installation at one site. It may not be duplicaimduse outside the intended site. If you doammept the terms of the License
Agreement, you should promptly return the prodoctf refund.
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