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PlanPlus Online Account Setup

Unit Objectives:

Help & Training Resources

Setup your Auto Login

Complete the Personal Preferences Setup Wizard.
Complete the Calendar/Task Setup Wizard

Create your Mission Statement
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Lesson 1: Help & Training Resources

In addition to your User Manual we have many additional Help & Training Resources
available to help you utilize your PlanPlus account to its fullest capacity.

You can access the Help & Training resources through the link in the Top Right corner of

your screen.

PlanPlus® Online v+

1.

PlanPlus Support /
| 4
Home | Personallnfo | Knowledge & FAQs
s Welcome
m Welcome to your support center. Get support by choosing your a method below
Webinars % ~ Knowledge & FAQs
Attend one of our free webinars. Need help with a feature Check Freqguently Asked Questions for answers to basic
or have a question about using the program? Webinars are guestions or check our technical support F.A.Q.s.
the way to go
% Videos .. Submit a case
234 watch one of our training videos. We've created over 200 [¢ . Ifyou have billing questions or need technical support,
videos to teach you how to use the application. Y1 open acase. Mote: All billing questions should be directed
here
Powered by PlanPlusOnline.

Click on Submit a Ticket.

PlanPlus Online Displays the Issue Resolution Screen

FranklinCovey

PlanPlusSoftware Issue Resolution

*Billing or Support Question?:
*Product: [ v]

Greater Detail:

Screen Capture or Flle;[ Choose File | Mo file chosen ]

ATTENTION: Be sure to add Suppart@FranklinCoveySoftware.com to your email contacts
to recieve @ response regarding this issue, This is critical!!!

Return to the Help Page
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& If you ever run into a problem while using PlanPlus online you can
click on Submit a Ticket to submit a case to our Technical support
team. This will help you keep track of any issues you have submitted
and make sure they get resolved quickly.

& You'll need to make sure you unblock or white-list our email address
support@franklincoveysoftware.com to ensure that you receive our
response.

2. Click On Drop into our live, regularly scheduled Webinars

PlanPlus Online Displays a schedule of upcoming webinars. Select the
webinar you would like to attend.

PlanPlus Online Displays the Webinar Registration page.
New User Set-up (All Editions)

Thursday, March 21, 2013 10:00 AM - 11:00 AM MDT - Show in my Time Zone

Webinar Registration

Register for Our Webinar

* First Name: * Last Hame:
]
* Email Address: * Address:
I
* State/Province:
Choose one.

] \cnumn-ne .

Industry:

] [choose one.
Organization:

* Indicates a required field

By clicking the "Register Now™ button you submit your infermation te the Webinar
organizer, who will use it to communicate with you regarding this event and their
other services.

Register Now | View svstem

3. Click on Video Training
PlanPlus Online Displays the Video Training screen.

PlanPlus Online VVideos

Training by Role Training by Feature Administrator Setup

==Hack to Support Resources Yideo Help

Training organized according to a user's role
& =Indicates User Role
Exand Al | Collapse All Have ah idea? Sugnest a Video
& User (Initial Setup)
& User (Post Setup)
& User (Planning)
£ Manager

£ Administratar

& This will provide you with a self paced training that you can focus on
the features that are most important to you as a user.
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Lesson 2: Setup your Auto Login

PlanPlus Online is designed as your daily planner, all your task and appointments are
available on your home screen. The Auto Login feature allows you to you will want to be
able to easily and quickly log into your PlanPlus Online account.

To setup your Auto Login, use the following steps:
1. Open the PlanPlus Online web site, if necessary, by entering

www.planplusonline.com in the Address bar of your browser and pressing the
Enter key.

PlanPlus Online displays the login page.

www.planplusonline.com

sineAat., [ secure-lytelcom-. () The Disml Scietit.. O 05 (] Cruse & USADM (] Mobine [ FCTechTeom (] Compettors (1 cycing (3 Cor #4 gmel (1 Phome

PlanPlus Online \ FranklinCovey
() Software

Products Fealures  Resources About Us

Watch Demo Video Now

Manage your time, achieve your goals,
live 2 balanced life

Seeitin action

,1'34 ;" !‘ﬁg e )

2. Enter your login information in the Account, User Name, and Password fields and
click on go.

Remember, passwords are case sensitive.

PlanPlus Online displays the Start Page

Weleome Heather Everton &4 o Alerts! Start Poqe | Preferences | Help & Training | Logout

PlanPlus" Online s~ N 30
Home Planning Calendar Task m >

FlanFlus Online can help you focus on whatis mostimportantand accomplish your highest priorities. This page of instruction will help you

getyouraccount s=tup for ultimate productivity.

Getting Started With FlanFlus Online

Q Account

Home Page Introduction

/ Setup Wizard
Personal Preferences, Manage Subscription, Change Possword,

Calendar/ Task Serings

Actiom

Auto Login Vides

Planning Your Life
Weekly Planning. Mission Builder. Goals, Compass. Daily Planning

! Mobile Login
Look forthe “Free PlanPlus Online Shortcut™ app in the Android, Aople and BlackBerry app stores.

Help and Training
== Visitoursubpbort baae to watch more videos. search ourknowledae base and much more!
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3. Click on the PlanPlus Online Auto Login link from the start page.

PlanPlus Online Displays the Auto Login Setup page.

Account Start P: 4 Auto Login

To create a desktop shortcut to PlanPhis Online Application, click on the link below and drag
it to vour desktop.

PlanPlus Online Auto Login

To create a shortcut for an iPad: tap & hold the link above and as the page is loading in your browser
tap on the address bar and select to Add to Home Screen. This will add a bookmark with your
credentials to the home screen.

4. Drag and drop the PlanPlus Online Auto Login link to your Desktop.

& This will create an icon on your desktop that will automatically login
to your PlanPlus Online account. You will not be asked to enter your
Account Name, Username or Password to access your account.

& If you change your password you will be required to set up a new
Auto Login.
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Lesson 3: Personal Preferences Setup Wizard

The Account Setup Wizard allows users to configure their default settings for the
application.

To complete the Account Setup Wizard, use the following steps:

1.

Navigate to the Start Page then Select Personal Preferences from the Setup

Wizard

Fersonal Preferences: General f Ul | CalendarTask

Setup Wizard

All / List View

& Personal

nfo

Display Mame: |He:|ther Everton

First Mame: |Heather

MI: Last Mame: |Everton

Email: |I1eutl1er@pIunpluscrm.ccrﬂ

Phone: |435-754-DE7-—1

il User Ti
nterface

GMT-07:00US

me Zone:
Language: | English

Secssic

ctivity Timeout:
Flash Chart:

: @ Enable

Display Log Entries:
Table: = of Lines Per Page:

#ofExtralines: (5 ||W

# Other

/Canada/Mcuntain

A

Mever Timeout | W

Yes-withoutanimation | %

O Dizatle

v @ Dropdown Menu

O Ascending

Fleaze note thatthe links in this section will navigate away from thiz page. Flease submit your changes first.

Reminder & Alert: Delivery Method

Submit

If PlanPlus Online displays an announcement page, click on the Continue
button at the bottom of the page to access the Account Setup Wizard.

To edit any of your personal information, update fields in the Personal Info

section.

To change your Display Name, enter
field.

a new username in the Display Name

To change your password, enter a new password in the New Password and

Retype New Password fields.

Make any necessary changes to the USER INTERFACE.

When you are finished, click on Submit

After you have submitted your changes you can click on the Delivery Method

Link for Reminders and Alerts.
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& This link will Navigate you away from the Preferences Wizard.

8. Select the radio button corresponding with the type of alerts you would like
to receive. You can choose Application Message & Alert, Send to my email
address below, or Both Application message & alert, and Send to my email
address below

Reminder & Alert: Delivery Method

@Application Message & Alert
Delivery Method: (O Send to my email address below

QO Both Application Message & Alert, and Send to my email address below

Delivery Email: |keith@planplusonline.c om

Submit

9. Enter your email address if you selected email Alerts.

10. Click Submit- Plan Plus will save your changes and return to the Preferences
Wizard.
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Lesson 4: Calendar Task Setup Wizard

1. Navigate to the Calendar Task Link.

PlanPlus Online displays the My Profile page of the Account Setup Wizard.

Personal Prefere Ul | calendar Task

@ Pleaze configure garding to Calendar entities.

#% Calendar

Time Zone GMT -07:00 US/Canada/Mountain v
N o0 [pa] - [18:00 [t (2] Scralltoumant our
Default Day/Week/Month View: 5 Day View |w

Selectthe bag oy of your S and 7 day
N O sewrday @ sunday O Monday

calendar

12/24 Hour Display Mode: @ 1zHourDisplay O 24 HourDisplay

Display Reference Snapshotin Edit Mode Oves @ no

Daily Agenda

PlanPlus Onli il or text notification of all your scheduled appointments. Please select the time of day and methed you would like to receive the Daily Agenda.
& ee Do Not Send [ p Test Settings
1 Mobile Phone

7] Task N .

@ By default all tasks with en A prierity will be sent to you each morning. If you merkthe notify check boxin the Task Detail, those tasks will alsc be included in your Daily Notification.

£-Mail: Send every moring inyeurtimezens | Do Not Send | | p TestSeuings

[ mebile Phone : [

When assign Taskts Othars: @) SendEmail Notification () Do NotSend Email
When showing tasks for an entity: ® showaliTasks O Show Opan Tasks Only
Delegated Tasks ® show O Hide
Submit

& This is the page where you will configure your calendar defaults and your
daily agenda and task notification preferences. These settings affect your
account only - other users in your organization are not affected by the
changes you make here.

2. Configure your default calendar settings by choosing your Time Zone, Hour Range,
Default Calendar View, Default View, and 12/24 Hour Display Mode.

& PlanPlus Online can notify you of your scheduled appointments each day by
delivering an application message, an email, or a text message to your mobile
phone.

3. To configure the Daily Agenda notification settings, click on the Send every
morning in your timezone drop-down menu and click on the time of day you
would like to receive the notification.

& If you do not want to receive a notification, leave the setting as Do Not Send.

4. Select the check box for the method(s) you would like to use to receive the
notification.
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5. rt..,\.. malactad Paaall mmdbmnvciimiiin mvmnail A ddmnn Tn b £141

FlanPlus Online allows you to receive an email ortext notification of all your scheduled appeintments. Please selectthe time of dayand
method you would like to receive the Daily Agenda.

Email : Send every morning inyourtimezone |8 AM ¥ | b Test Settings
Mobile Phone: 8013300343 @viext.com

6. If you selected Mobile Phone, click on the Search button for the Mobile Phone
field.

PlanPlus Online displays the Notify Me on my Mobile Phone page.
{ US Customers Cnly } Notify Me on my Mobile Phone

Makile Carrier. | ¥erizon et

10-Digit Phone Mumber: [801 -[330 -[0343 {exarmple: 510-555-1234)

Email: |8EI1 330034 3@ntext.com

(0] 4 Cancel

7. Click on the Mobile Carrier drop-down menu and choose your mobile provider
from the list.

8. Enter your mobile number in the 10-Digit Phone Number field.
9. Enter your email address in the Email field.

10. When you are finished, click on the OK button.

PlanPlus Online returns you to the My Profile page of the Account Setup Wizard.

& PlanPlus Online can also notify you of all tasks with an A priority each day.
You can also select the Notify check box in any Task Detail to include that
task in your daily notification.

11. Repeat steps 7-14 to specify the time and delivery method for the task
notification, if necessary.

& In addition to the notification settings, you can also set several other default
task settings.

12. By default, PlanPlus Online sends an email to another user when you assign him or
her a task. If you do not want to send this email, click on the Do Not Send Email
option for the When assign Task to others field.

13. By default, PlanPlus Online shows delegated tasks in your Daily Tasks list. If you do
not want to show delegated tasks, select the Hide option for the Delegated Tasks
field.

Page 10
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Lesson 5: Create a Mission Statement

You have a purpose in life. You know in your heart what’s most important to you. In fact,
your mission and values are expressed every day by how you live- you just may not
realize it. We’re here to help you find the right words to put that mission down on paper.
Our Mission Builder exercise can help to add focus, direction, and a sense of purpose to

your daily decisions. The wizard will take you step-by-step through the process of
creating a unique, personalized Mission Statement to guide your life

Personal Mission Statement

This introspective path to creating your mission statement asks thought-provoking
questions that help you uncover your core values and highest Goals

Family Mission Statement

This process will help unite your family around a common sense of purpose and mission.
You’ll strengthen your children and family members in a turbulent world.

Team Mission Statement
Follow this guide to create a mission statement for your team. A clear mission statement

can build unity, purpose commitment, and clarity of vision- all of which are vital to your
team’s success.

Discover your Values

We have provided a quick exercise to help you discover your values and principles. You'll
type the first response that comes to mind and create a list of what your values are.

Page 11
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To Create your Mission Statement use the following steps:
1. Navigate to the Planning Tab.
2. Select Mission From the sub menu
PlanPlus Online displays the Mission Builder page.

PlanPlus Online m_— N

LIVE WITH
PURPOSE.

3. Click on Build yours now and select Personal, Family, Team or Your values.

PlanPlus Online displays the Mission Builder page.

Mission Statement Builder

Progress 1 2 3 5 6 7 E 9 0 Your Mission Live Your Mission

STEP1

PERFORMANCE

1) 1 AM AT MY BEST WHEN._ ..

2) 1| AM AT MY WORST WHEN...

O snop for journals, posters, and more personalized with your mission. Click here — —

4. Answering the questions to build your Mission Statement. When you have
completed each question click Next to move to the next question.

i Once you have completed all of the questions in the mission builder you
will have the beginnings of a mission statement.

Page 12
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5. Click on Edit to continue to revise your mission statement until you feel it reflects
what you live for.

PlanPlus Online displays the Your Mission.

Mission Statement Builder
A— MISSION STATEMENT STORE

Progress 1 2 3 4 5 6 7 8 9 10 Your Mission Live Your Mission

YOU'VE DISCOVERED
YOUR MISSSION

NOW LET IT GUIDE YOU

You now have the beginning of a mission statement built on a foundation of your values. You have more clarity into you wan’ be and to
doin your life. You can also start to detect the values and principles upon which your life is based.
You can continue to write and revise your mission statement until you feel it reflects whart you live for. You could also try going thr
Freewrite section of this site to help you refine your mission and values, or you could visit the Get Inspired section for more ideas.

[ Edit]

| am at my best when__

| will try to prevent times when._

| will enjoy my work by finding employment where | can ...

| will find enjoyment in my personal life through ...

| will find opportunities to use my natural talents and gifts such as...
| can do anything | set my mind to_ | will .

My life's journey is...

| will be a person who...

My most important future contribution to others will be ...

6. When you are finished click Save then click Next

PlanPlus Online displays the Live Your Mission page
7. Click on Finish to Save your Mission Statement

Mission Statement Builder
MISSION STATEMENTS MISSION STATEMENT STORE

Progress 1 2 3 4 5 6 7 8 9 10 Your Mission Live Your Mission

LIFE IS AN
ONGOING PROCESS.

SO IS YOUR MISSION STATEMENT.

Over the years, your circumstances will change. Your priorities will Enrich your mission
change. Your goals and dreams will change. That's okay - because

change means growth. As you grow, transform, and broaden your u View Saved Mission Statements
horizons, allow yourself the freedom to expand and refine your [ Create New Mission Statement

mission statement.

D Finish

For now, congratulate yourself on a job well done. Tell your friends
about your newly stated purpose in life. Have us print
statement on a poster and refer back to it often_

your missicn

The next step is learning how to live your mission. Maybe it's easy, but
maybe it takes some guidance. We're here to help.

Life is & journey. And your mission statement is your map.
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PlanPlus Online
Core Actions: Make it a Habit

Unit Objectives:

o Weekly Planning
e Schedule Calendar Appointments
e Create Tasks

The PlanPlus Online Core Actions are the fundamental navigation basics for any user to
start using their PlanPlus Online account. Once you have mastered these Core Actions
using PlanPlus Online will be simple.

Page 14
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Lesson 1: Weekly Planning

The Key to the ability to change is a changeless sense of who you are, what you are about
and what you value. — Stephen R Covey

Over the years, your circumstances will change. Your priorities will change. Your goals
and dreams will change. That's okay - because change means growth. As you grow,
transform, and broaden your horizons, allow yourself the freedom to expand and refine

your mission statement.
You will want to review your mission statement on weekly basis as part of your Weekly
Planning. Life is a journey. And your mission statement is your map.

Review Your Mission Statement

To Review your Mission Statement use the following steps:
1. Navigate to the Planning Tab.
2. Select Weekly Planning From the sub menu

PlanPlus Online displays the Review Missions page.

Bl BN

Mission Compass  Goals  Daily Planming  Reperts
# Weekly Planning Review Mission Schedule Compass Schedule Goals Schedule Tasks ;@
Sackioi
Mission Mission / Value Detail

“The key to the ability to change is a changeless sense of who you are, what you are about and
what you value.” - Stephen R. Covey

Live Your Parsonal Statement

3. Click on the mission you would like to review

PlanPlus Online displays Your Mission Detail page.

Mission / Value Detail

PERSONAL MISSION fEM

am at my best when.

will try to prevent times when,

will enjoy my werk by finding employment where | can..

will find enjoyment In my personal life through...

will find epportunities to use my natural talents and gifts such as.
can do anything | set my mind to. | will
My life's journey is

will be & person who...

My most important future contribution to others will be...

will stop procrastinating and start working on:

will strive to incorporate the following attributes into my life:

will constantly renew myself by focusing on the four dimensions of my Iife:
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4. Click on Edit to revise your Mission Statement.

PlanPlus Online Displays a Pop-up window Mission Statement Editor

Mission: PERSONAL MISSION

Description: |[PERSONAL MISSION

am atmy bestwhen... -
will try to preventtimes when...
will enjoy my work by finding employment where I can...

will find enjoymentin my personal life through...

Detail: will find opportunities to use my natural talents and gifts such as...
can do anything | set my mind to. Lwill...

My life's journeyis...

will be & person who...

My mostimportant future contribution to others will be...

Display Sequence: |0 [ pelete

Save] | Save & Close Window|[[d | Cloze Window |[J

5. Make any changes needed then click Save & Close Window.

Schedule Your Compass

When you have finished reviewing your Mission Statements You can Schedule your
Compass.

The Compass is an important part of your weekly planning, it is a place you can outline
you're significant roles in life, and the most important thing we plan to accomplish within
those roles each week.

1. Click on the Schedule Compass Link.

PlanPlus Online Displays the Compass Page

# Weekly Planning Review Mission Schedule Compass Schedule Goals Schedule Tasks - @

[ciickee ada new rele 4 Weekofoa/14-04/20 P

Sun1a Mon1s Tue1s Wed 17 Thu1g Frits Satzo

# Role: Sharpen the Saw @

2. Fillin the “Sharpen The Saw” section at the top. Record an activity for Physical,
Social, Mental, and Spiritual to help you

3. Identify your important roles in life and list each as a separate role in your
Compass

4. Ask yourself “What is the most important thing | can do this week in this Role?”
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5. List your answer as your Big Rocks for each of your roles.

6. Once you have defined your roles and Big Rocks you need to create appointments
and tasks on your weekly calendar for each Big Rock.

Drag & Drop your big rocks to your calendar to create an appointment or to your
Daily task list to create a task.

A Weekof 0a/15-04/21 B

‘Cl\:k(cuddnew Role ~
Mon 15 Tuets Wed 17 Satzo Sun 21
/Rule: Sharpen the Saw & - 12p- 18
Clickto add new Big Rock Onboard
F'hy;iculaF‘yEicu\:EH\pUcﬂ\Trﬂmmg 1 P L
min Marketing
Social@Sacisl: Call sisters. 2pm
Mental @Mental: Read CRM articlel
Spiritual| o Spiritual: sttand Church SETO=EEED
B ices apm untitled event
Ve Professional Services
_Role: LA
Manager apm
2 |Froserve Monthly @Eport
Clickto add newBig Reck | o Spm
# note. Trainer
B |complate User Training Mei| spm
Clickto add new Big Rock
V4 Role: Product Development 7pm
& [Froduct Research
Clickto add new Big Rock 8pm
,,Rle: Wife
2 |on= on Onetime with Husbe 20
Clickto add new Big Rock
/ Role: Mother 1@pm
B |Floy with the kids
Clickto add new Big RNk o
V4 Role: Boxing trainee
B |Heovy bag worksur
Clickto add new Big Rock ABC Subject ABC Subject ABC Subject ABC ABC Subject ABC Subject
# Holo: 1/2 marathon runner pq PosEYOUTUBS g PostBlogariclats
= videctcFB FB
8 [Distance Training Run oy SendPousruser
Clickto add new Big Rock g invite
7l
<
-
=
®
7]
[l n IRE

1. To edit or remove a Role or a Big Rock you can click on the edit
Pencil icon next to the role.

|CI':I-< tc add new Rele ~

/ ole: Sharpen the Saw ®

Click toc add new Big Rock
Pnysicall uPysical:Elliptical Trainin
8min
Sociall@Social: Call sisters
Mental|@Mantal: Rzad CRM artich
Spiritunl| o Spiritual: attend Church
Services

/ _ Professional Service:
_Role:

Manager

e

ProServe Manthly Report

Click to add new Big Rock

, Role: Trainer

e

Complete User Training Ma

Click to add new Big Rock

/Role: Product Developmen

e

Preduct Research
Click to add new Big Rock
/_Role: wife

=]

COne on One time with Hustt
Click to add new Big Rock
/ Role: Mother

B [Play Witn the kios

Click to add new Big Rock
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PlanPlus Online displays the Edit Roles page.

. To edit a Role you can change the text in the text box next to
role.

. To edit a Big Rock you can change the text in the text box
next to Big Rocks.

; ; Edit a Role
Edit your Big Rocks
ROLES &EBIG ROCKS ®
What is the mostimpaortant thingN can do this wesk in this Role?
Role: fessicnal Services Manager ¥ Remove
Big Recks: |ProServe Monthly Report x

Display Sequence: [1 [ pelete

Delete a Big Rock

Delete an entire Role

Click the X next to the big rock you would like to remove

Check the Delete box to delete an entire role

3 Remember that deleting a Role will delete all of the Big Rocks
associated with that role.
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Schedule Your Goals
When you have finished scheduling your Compass you can schedule your Goals.

1. Click on the Schedule Goals Link.
PlanPlus Online Displays the Goals Page

2. Identify your goals that align with your Mission Statements and Compass.
3. Define the steps you will need to take to accomplish your goals.

4. Assign deadline for each goal step to make sure you stay on track to accomplish
your goal.

5. Once you have defined your Steps for your Goals you need to create
appointments and tasks on your weekly calendar for the steps you need to
accomplish this week..

Drag & Drop your Goal Steps to your calendar to create an appointment or to
your Daily task list to create a task.

Subject  MEditGoolz Deodline < weekofoa/15-0s/21 b

-
wGool oS Tue 15) Wea 17 TRIE T Seteo Sun e

& Goal:|Get Parsonal Training| .
P h -
Research Accredited .. [2912.APH

> 2a- 108

o
Tues Onbearging

GetinSnysical snap.. [2012.MA

o|
g
5|
orGnline ESERON
Burchase Sway Guige . 2012 MAT el
o|

g

Complete Personal Tr... [2012.JU

Toke 2013.0u

2:30p - 3:30p
3pm untitled svent

ABC Subjsct  ABC Subjsct  ABC Subject  ABC Subject AsC Subject ABC Subject ABC Subject
it Youtub, PostSlog Article &
ay PostYouTBE oy FostBleganiciet
videota FB Fa
Send Fower U
g, SendFowarUsar
invite

Daily Tasks
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&’_p Access

the Home page
and point out
Monthly
calendar, Task
Pane &
Appointment

14
"’ Create an

Appointment
named Weekly
Sales Meeting .
With the
following
Information:

Date: Thursday of
this week.

Start Time: 2:00
End Time: 3:00

Recurrence:
Weekly for 12
weeks

Lesson 2: Utilizing the Calendar Appointment

PlanPlus Online is designed as your daily planner. Your home page displays all of your
tasks and appointments. By utilizing the calendar and planning your day you will become
more effective and save yourself a lot of time.

1. Click on the Calendar where you would schedule your Appt.

PlanPlus displays an entry form to quickly enter the name of your appointment.

- o -
1l s n 31 ADD NEW + =
Sun 3 Mon 1 Tue & Thu a4 Fris Sate
sam
7am
Sam | | %
EditDetailz] Soveld

Sam

2. Ifyour entry is complete and you don’t wish to add details you can click Save. If
you would like to add details to your appointment click Edit Details.

PlanPlus Online displays the Appointment Detail Page

Weekly Sales Meeting Private [] Delete []
Owner

Status A mportance -

Category -

Type h

Start Time* 2013.APR.O4 & [zam [w] [co[+] O anpay @

End Time zoa.aPR.oa | [EW [eam |v| |oo|w

Reminder O m & Nene

04/03/1314:19pm Created By: Jason HIl
04/03/1314:18pm Last Updated By: Jason HIl

3. Select a Status of the appointment from the drop down list

Status -

_ Cancelled
Categon .
gery Confirmed

Finished

Start Time* e n |w| [oo|w
Scheduled : :
Tentative

End Time | n (M| oo |[m
Manage AppointmentStatus

Reminder O m

Page 20
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4. Select the Manage Appointment Status from the drop down list to customize the

options here
PlanPlus Online displays the Setup Option Values Page for Status

Setup Oprion Values

*Key
[conFRMED |
[canceLien |
forEn ]
SCHEDULED

7
—
—
—

*Display Name

Finished
[Corfirmea |
[Cancelea |
[Tentative |
[open ]
Scheduled
[—
[—
[—
[—
[—

Closed Status

Q]

O

OoQooooo:o

Inactive

O

OooCooooooD

update

5. Enter the name of the Status you would like to add in the Key Field and the Display
Name.

6. To inactivate or delete a Status check the box for the corresponding Status level in
the Inactive column

If this status is a Closed Status check the box for the corresponding Status level in
the Closed Status column

7. Select the Importance of the appointment from the drop down list

”TFJDI"IaVTCB
Critical
Typ= mportant
Low
I:‘ All Day @ Medium

Manage Importance

8. Select the Manage Importance from the drop down list to customize the options
here

PlanPlus Online displays the Setup Option Values Page for Importance.

Setup Option Values
You are viewing/updating the possible selection values for Appointment Importance (Calendar).

*Key *Display Name Description Inactive

O

[crimical [eritical

[imeomTANT [impartant

[Low [Low

\
\
\
[meDium [Mediom [
\
\
\
\
\

O 00@DoooE

Submit
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9. Enter the name of the Importance level you would like to add in the Key Field and
the Display Name.

10. To inactivate or delete an Importance level check the box for the corresponding
Importance level in the Inactive column
11. Select the Category of the appointment from the drop down list
Status -

Category Professicnal =

Start Time™* 2 r| oo M
Mental A |
Personal

End Time : Professional L] [ oo [+
Social - 5
Spiritual

Reminder ——

Manage AppointmentCategory

& This will change the display color of the appointment on your calendar
12. Select the Manage Appointment Category from the drop down list to customize
the options here.

PlanPlus Online displays the Setup Option Values Page for Appointment Category

Setup Option Values
You are viewing/updating the possible selection values for Appointment Category (Calendar).

*Key *Display Name Description Inactive Color | Default

2= [ [ o ¥ o
[mentel [Menal [ ] Dv‘* o
[FersonaL [Ferss [ o 0% o
\ [ o BlE e
I [ o B#E| o
[spirizuo [ o BE o
[ [ m| H| o
[ [ m| 9| o
[ [ a | o
[ [ m| | o
[ [ m| H| o

Submit

13. Enter the name of the Category you would like to add in the Key Field and the
Display Name.

14. Select a Color to assign to your category.
15. Select a default category using the radio button on the Right side.

16. To inactivate or delete a category check the box for the corresponding Category in
the Inactive column
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17. Select the Type of the appointment from the drop down list

mportance v

Type -
Dinner

| all Day @

Lunch
Meeting
Phene Call
Web Meeting

G Manage AppointmentType

18. Select the Manage Appointment Type from the drop down list to customize the
options here

PlanPlus Online displays the Setup Option Values Page for Appointment Type.

Setup Option Values
“You are viewing/updating the possible selection values for Appointment Type (Calendar),

*Key *Display Name Description Inactive

[eacc [Fhone Call [

O

[oimmeR

[cuncs

[Meeting

[web Meeting

O O0O0no

[inrERVIEW

5]

5]

Ooooio|o

19. Enter the name of the Appointment Type you would like to add in the Key Field
and the Display Name.

20. To inactivate or delete an Appointment Type check the box for the corresponding
Appointment Type in the Inactive column

21. Select the Start Time and End Time for the appointments
Start Time* 2013.APR.04 i | 2AM v oo v [ allDay @

End Time zo13.APR.0a | [ saM |v| [oo|w

& You can also set the appointment to be an All Day appointment

22. You can set a specific reminder date and time
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Reminder ® 2 AM [l] ‘m[l] O None

| 7 wnunw nlannhicnnlina ucinzl MVNataPic

oy
oy | www.planplusonline.us/ozL OVDateFicker.jsp?day=

4 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec »

L 4  Apriizoiz * May 2013 June 2013

SUMTuWTh F Sa SuM Tu W Th F Sa Su M Tu W Th F Sa
1 2|E|4 5 6 12 3 4 1

7 8 9 0m1213 5 6 7 B D10OMN||2 3 456 7 8

14 15 16 17 18 19 20| 12 13 14 15 16 17 12|/ 8 10 1 12 13 14 15|

21 22 23 24 25 p6 27| 19 20 21 22 23 24 25|16 17 18 19 20 21 22

28 20 30 26 27 28 29 30 31 23 24 25 26 27 28 29

30

canenl

(=]
< ] 1l I m

23. In the Key Info tab you can keep notes about the appointment or document an
agenda or the outcome of the appointment.

Agenda: 4 Quteome:

Mote: &

24. In the Notes tab you can add individual notes and attach files to the appointment.

[ kevinio 1 mote ] recurrance |
‘Subject |Canrenr |Artac}:menr |Fife Type |By 3773V Read/Reply Quick Note
Title: |
Detail: ‘

&

Add

25. In the Recurrence tab you can set up the appointment to reoccur daily, weekly or
monthly for a set # of times.

Select the desired Recurrence information and click on Submit

Keyinfo | note |

) Daily ® mecur every |1 week(s) on

Weekl

g ey ] Sunday Monday ] Tuesday ] Wednesday
Monthly

O Yearly ] Thursday L Friday ] Saturday

Range of Recurrence

Start: zo13.APR.2s | W
nd After: |10 Dccurrences. (1-365)
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26. Once you have added all of the details that are needed click on Save & Close

LY HSpN PR

Weekly Sales Meeting Private [ Delete [J

Owner

Status Confirmed - mportance Important -
Category Gadget Sales 4 Type Mesating v
Start Time* z013.APR.0a | [H[¥]  zPM [i] 0o [i] O allpay @

End Time zo13.AFPR.04 @ 3FPM [L] oo [:]

Reminder Ol zona.APR.04 2AM [L] oo[i] None

04,/03/1314:19pm Created By: Jason HIl
04,/03/1314:46pm Last Updated By: Jason HII

[_Keyinfo ] CustomField [ Note ] _Auendecs |

Agenda: “ Qutcome:

Note:
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'QQCreate

the following
tasks:

Follow Up Call to
John Doe - Al
Priority

Do Weekly
Planning- A2
Priority

Review Training

Docs. - B1
Priority

Create Project
For New Site . -
C1 Priority

Recurrence:
Weekly for 12
weeks

Lesson 3: Creating a Task

Creating a Task

Knowing what Tasks are most important will increase your productivity. Spend less time
sorting through long lists of TO-DOs or paper checklists and more time accomplishing
important objectives. PlanPlus Online makes it easy to keep track of all your Tasks and
prioritize them using the A,B,C,1,2,3 system. The Quick Prioritize Wizard provides a useful
interface for drag & drop Task Management based on day and importance.

Delegated Tasks are delivered via email to the recipient and all updates are tracked in
your PlanPlus Online account. No account is required for a recipient of a delegated Task.

Follow the steps below to create & prioritize your tasks.

1. Click on the add new daily task+ and type in your task name

' ! .I:: Daily Master m t‘f
]
Follow up call to John Doe ol

2. Click Save if your task is complete or click Edit to add details to your task.

o
Process steps trigger for Jeff Padgetts private CINatify [ Il
P
Owner
Priority i
Type e
Status - % Complete |o (0 -100)
Start Date 4]
Due Date @ |z1aAPREm ] ) Master (no dus date)
Reminder (@] ] (& None
Created:04/28/2013 (1 Days Ago) by: Heather Everton
Last UpdatedDd/20/2013 (1 Day= Ago) by: Heatner Everton
Quick Note
4
+ Mark as Complete B save B Save & Close X Delete [ne]

When you have added the details needed click Save & Close.
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3. You can mark tasks as Normal, Completed, Forward, Deleted, Delegated, or In
Progress from the Task Pane on your Home page.

41 D X | Master EIF
odd new daily task+ [ﬂ

MNarmal pcallte John Doe

& Completed

* Forward

X Deleted

O Delegated

4 InProgress

4. You can set the priority of tasks using the ABC123 method from the Task Pane on
your Home page.

1d P e EOED O
add new daily task+ [ﬂ

Al lowupcallte John Doe
Az

A
AS

B1

Bz
B3
B4
BS

1

|esaxn
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5.

6.

You can transfer overdue tasks to today by clicking the transfer icon

| Duil!_.-' | Master ADD NEW + Ef

|Transfer Overdue Tasks to Tndaﬂ ~

Follow up call to Jehn Do

You can Open up the Quick Prioritize window by clicking the Quick Prioritize Icon

Y !ﬁ/ Daily [REEET ADD NEW + &)
Quick Prioritize - tasks A

Follow up call to John Doe

PlanPlus Online displays the Quick Prioritize page.

Task: Quick Prioritize

- April 2013 May 2013 June 2013 >

SuM TuWTh F Sal| Su M TuW Th F Sa| Su M Tu W Th F Sa

2|34 5 6 12 3 4 1

7 8 9 10MN 2 13 5 6 7 &8 9 10N 2 3 4 5 6 7 8

<+ 15 16 17 18 19 20 12 13 14 15 16 17 18 S 10 1 12 13 14 15

21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22

28 29 30 26 27 28 29 30 31 23 24 25 28 27 28 20

30
A-Priority Tasks B-Priority Tasks C-Priority Tasks
(Vi?lﬁlj (Impo?’tﬁnt) (Op‘t\tznﬁl) rznles

Click hereto add a new Daily Task Click hereto add & new Daily Task Click here to add a new Daily Task Click here to add a new Daily Task

- ~ -~ Frollowupeallta..  |[®

[ [l [l [l

Create Task | |Close Window

From this page you can drag and drop tasks into their Priority “buckets” or to the
calendar above to assign them to another date. When you are finished click Close
Window.
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Lesson 4: Creating Notes

PlanPlus Online allows you to create Daily Notes right on your home screen to help you
stay more organized.

Follow the steps below to create & prioritize your tasks.

1. To add a note Click on the Click Here to add a new note link

f Daily Notes Center ADD NEW El‘

Click heretc add a new note

/'

2. PlanPlus will open a new window with a text box to enter your daily note in.

Daily Notes

Daily Notes

Content:

4 | HTML Edit

Add ||Cancel

3. If you would like to add bullet points fonts or Pictures to your note click on the
HTML Edit Link.

4. Plan Plus opens the HTML Editor to allow you to create your HTML note.

HTML Editor

£ El Souce B |1 [& B BR® S Y: (e & B 7BV & B o E
B I U sx|x 2SS [EENRWESEE=E=EIQ G0 = &as
|2 suie ~| Fomat - | Font - | Size - dw-iE M E)

Save ] [ Save And Ciose ] [Close ]

5. To open the Notes center in a new page click on the Pop Out icon

i Daily Notes Center ADDNEW + [4

Click here te add a new note /
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6. To edit a daily note click on the note its self.

.
b

Click here to add &8 new note

M:177am

/

Daily Notes Center

Daily Motes can be managed Here

7. PlanPlus will open the Note Editor. From here you can edit the notes content

Daily Notes

@ archive O open

<% Daily Notes

Content:

Tags: Add New Tags:

[ oelete this message

Update | |Close

Daily Notes can be managed Here

2 | HTML Edit

Mote Center

8. When you have finished editing your note click on Update.

9. If you want to view your Notes Center click on the Note Center link in the Note

Editor page.

10. The Note Center allows you to see multiple notes at a time.

Fleaze click here te entertext...

Calendar View

\305/01/2013 {Today)
N:2gam Edit Delste

‘fou can view Multiple notes in thisscreen

S Daily Note Centers
Tags
Add Mew Tags:
Use comma to separate multiple tags

@ archive O open
Add Note

Cpen Search
1-6ofz
‘305»’01,"2013 {Today)

N:17am Edit Delete

Daily Motes can be managed Here

ADD NEW

Close Window|[J
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11. You can select Calendar View to notes from a specific day.

<% Daily Note Centers

Tags
Fleaseclick hereto entertext... AddMew Tags:

Use commata separate multiple tags

@ archive 'O open

Add Note
P
otes View Open Search

- May, 2013 » 1-6ofz
S MTWTF S S ossor/zma( Today) Bos/oi/zo13 (Today)

1 M:2oam Edit Delete n:7am Edit Delete

1

- view Multi stesinthiz s ily Notes

= s 7 = o 10 N You can view Multiple notes in this screen. Daily Motes can be managed Here

12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30 31

‘Today|

Cloze Window|[[d

12. In the Open tab you will see only your Open notes none of your archived notes.

43 Daily Note Centers

Tags
lease click hereto entartaxt Add New Tags:
Use comma te separate multiple tags

@ archive O open

Add Note

Notes View CalendarView Search
1-80f1

B os/omyzora(Todey)

M:3zem Edit Delete

fyou have any Open notes they will show up here

Close Window[[J

13. In the Search tab you can search your notes for a specific word or phrase.

& Daily Note Centers

Tags

Please click heretoc entertext... Add New Tags:

Use commato separate multipletags

@ Archive O Cpen
Add Note

Notes View Calendar View Open

Search

Close Window|[J
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