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Terms and structure



How does the structure in Plandisc work ?

Rings

The rings form the basis of a plandisc. 
They help you sort and structure your 
plans into different areas.

Each ring can represent different 
departments, processes, work areas, or 
target groups that need specific 
information.

Activities groups

Activity groups should define what 
type of activity it is.

They are used to create a table of 
contents for your plandisc and allows 
you to filter the view by activity type.

Labels

Labels provide extra information 
about an activity.

They can show the status of a 
project or which person/team is 
responsible for an event. 

Discs

The first level of organization of the areas 
you want to plan in Plandisc. 

Different discs can represent different 
departments, one can be for the whole 
organization, and another for your 
personal plans.



User terminology in an Enterprise

User

A person with a Plandisc license.

Users can use the program but canʼt 
access the admin functions.

Enterprise

Refers to all users with a license in 
the Plandisc agreement.

Reader

A users without a plandisc license 
who can view discs, read the 
content, and use the interactive 
functions outside the Plandisc tool. 

Readers canʼt edit plandiscs.

Admin

One or more people responsible for the 
user administration and deciding the 
structure in Plandisc.



For the admin



Access you Enterprise seings
The admin role gives you access to user administration, allowing you to select 
roles for different users. You can also create a coherent Plandisc structure for 

your Enterprise.

Find the 
Enterprise 
settings



Seing up the correct user roles
Why do we create user roles ?

Itʼs a way to control what the users in your Enterprise can do in the tool. To ensure each user has the 
correct permissions, itʼs important to setup the desired standard role before adding users. You can 

adjust the permissions for individual users at any point.

Jane Doe                     Jane.doe@mail.com

Click here to 
manage the user 

roles



How to edit the user roles

The new window will display a list off all the functions you can 
assign the users. 

The Plandisc default is for all of them to be ticked.

Once you access the user role settings, select
 “Uniform user permissionsˮ 

The permissions you select here will apply to both your current users 
and users you add in the future.

See next 
page for 
more info



Our recommendations
Full feature user settings

We recommend keeping the “Full feature userˮ settings ticked.
This ensures that users have access to all functions in Plandisc.

Depending on your organization, it might be worth reconsidering the “file 
uploadˮ if you want to control what kind of files people upload to Plandisc. 

Most of the time, people donʼt upload things to their plandisc, but rather link 
to their own drives, teams folders, etc.

Enterprise manager settings

We recommend ticking off all boxes, since these settings are meant for the 
admin or a selected group of superusers.

Consider keeping the “Share with Enterpriseˮ box ticked, because it gives 
the users a quick and easy option to share read-only plandiscs with 
everyone in your Enterprise.



Set up user groups for sharing

2

Groups  can be created by 
clicking on the “+”.

These groups can be 
department based, team based 
or even bigger scale like sectors 
in municipalities.

When you add users later on it’s 
possible to add them right away 
to the selected group.

User groups makes sharing easier, since youʼre no longer limited to sharing with each user individually. 

To create groups, click on the 
“+ .ˮ

The groups can be based on 
departments, teams, or bigger 
units like municipality sectors.

When you add users later on, 
itʼs possible to add them 
directly to the selected group.

1



Add / edit users

Adding users

Here you register a specific user, who will then get 
a plandisc license.

You can simultaneously add that person to the 
appropriate user groups.

Start by clicking on the users tab in you Enterprise settings.                                                     Then click on “Add user .ˮ1 2



Remove users

When you remove users in your Enterprise, you 
have the option to take over their plandiscs. 

Their plandiscs will then be transferred to your 
account. Later, you can transfer them to new 
owners. 

2

1Jane Doe                     Jane.doe@mail.com



What is the Enterprise theme ?

The rings are where you sort the content 
in your discs. They divide your 
information into different colored areas. 

The rings colors should be based on the 
intended target group for the information.

Activity groups help determine what 
kind of activity it is.

They help create a table of content 
and provides the ability to filter the 
plandisc based on activity type.

Labels provide extra information 
about an activity. 

They can be used to indicate the 
status of a project, or which 
person/team is responsible for it. 

The Enterprise theme is where you set up a predefined structure for colors, categories and content. This ensures everyone in the 
Enterprise is working with the same structure.

An Enterprise theme can be set up on 3 different levels:

Ring colors Activity groups Labels



Set up the Enterprise Theme

The ring colors are the background color in the plandisc. Itʼs 
often preferable to use a faded color template here.

Ring colors can also aid in visualising the difference between 
different department.

The activity groups are the most important structure you preset. 
This is where you determine how the content will be categorized. 

Keep the categories relevant for everyone. Choose whether you 
prefer to be able to sort very specifically, or if a simple overview 
fits your organization better. 

Click on “Enterprise themeˮ in the menu.
Here you can set up the structure for usage in Plandisc.

These setting affect all users in your Enterprise.

Labels can be defined in the Enterprise theme. Users often want 
freedom to create their own labels, but general ones should be 
decided at the top level. 

1
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Geing started



Plandisc Dashboard

Create a plandisc.

Your recently 
viewed plandiscs.

Create folders to 
sort your plandiscs. 
You can also filter to 
see plandiscs 
shared with the 
Enterprise, those 
shared by your 
colleagues, or just 
your own.

Your folders and 
plandiscs.

Get to know
 your dashboard
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The Template center

2 Here you'll find templates picked by your 
Enterprise admin. If the field is empty, it means 
that there are no specific Enterprise templates.

A collection of real examples from 
other users to inspire you. Pick one 
and use it as a starting point.

3 4 Start with an empty 
plandisc and build it 
from scratch.

Everything in Plandisc in customizable, no matter how you choose to start building your disc. Layout, time frame and 
content can all be adjusted to fit your needs.

1 Create a new plandisc with AI. 
Use the AI function to create a 
setup for your disc.

1
2

3

4



Choose this option if you 
want a predefined 
structure to continue 
build out from.

If there is a specified 
Enterprise template, 
select that one

If not, pick one from the 
other categories.

When choosing your 
template, you have two 
options:

Select "empty" if you 
want to fill the plandisc 
your own content.

How do you want to start?

Choose this option if you want a clean slate 
to build from.

NB If your Enterprise has a theme with 
predefined colors, these be the default 
colors in your blank plandisc.

Use a template Start from scratchGet AI assistance
Plandisc has an AI function that can help 
you generate a base layout to start with.

Donʼt make it too detailed. See it as an 
opportunity to create a custom template, or 
a framework, to build on. 

The AI is perfect when you want to quickly 
set up a structure so you can move on and 
start adding activities without spending too 
much time on the layout.



Once you’ve selected how to start (AI, template or from scratch), you can 
edit and customize almost everything in your plandisc. 

There is a correct order of operations when seing up a plandisc. Follow 
the steps below to generate the best possible result.

1. Build the structure

This means setting up the skeleton framework with the rings and 
headers you want in your plandisc. It also includes the time settings with 
dates, weeks, etc.

1. Set up your activity groups and labels

This is where you set up a table of contents for your plandisc by 
creating the color coded activity groups you want to use.

Keep this in mind when creating 
your plandisc



Click on this icon to start setting up your plandisc.

This is your Plandisc setup.

Start by giving your plandisc a title.

Next, set your time preferences.

In a static plandisc, your chosen start month 
will always be shown at the top of your 
plandisc.

A revolving plandisc rotates as the year 
progresses, meaning the current month will 
always be at the top.

Plandisc setup

PS You continue using the 
same plandisc year after 
year. Simply change the 
year setting when the time 
comes and to display the 
new year instead.



You can add 3 different rings to a plandisc:

1. Calendar rings

This is where you add your activities.

1. Date header rings

Here you can add time preferences: 
quarters, months, week numbers & dates.

1. Header rings

These can be placed on top of the calendar 
rings. Theyʼre used as a header for the ring, 
making it easier to see whatʼs in the disc.

Each ring will be represented by a box.

The boxes can be moved into your preferred 
order, simply drag and drop them into place.

Higher up in the list = further out in the disc.

To edit a ring, click on the corresponding box 
and it will fold out into a menu. Here you can 
edit the various aspects of the ring.

In the menu, you can give the ring a name 
and change aspects such as height, ring 
color, and font size.

BONUS

Select a time unit for each calendar ring to 
decide what layout you want it to display. We 
offer days, weeks, months and quarters. This 
affects the view, not the time of the content.

Add / edit rings



Work in Plandisc



How to work in Plandisc

You can import
 data from Excel

Click here to see page 27
for more information

Synchronize activities from 
your calendar to Plandisc

Click here to see page 31
for more information

Create content 
directly from Plandisc

See next page for more 
information



Click in the ring where you want to add an activity.

A menu will open, here you can specify the time 
frame of your activity. It's possible to plan down to 
1-hour meetings and projects spanning over months.

You can also repeat an activity on any day or date.

Here you can add all the details people need to know.

Files: Add documents, PDFs, PowerPoints, images, etc.

Links: Shortcuts to Teams folders, Sharepoint, or other online 
sources.

Invite attendees:

Invite anyone, yourself included, and receive a calendar invite.

If you add a reminder, you can also get an email reminder for the event.

Connect to Microsoft Planner or use Plandisc tasks in-tool

This is our one-way sync with calendar and you can invite attendees without a Plandisc license.

Adding activities in plandisc



Your admin might have created 
some predefined colors and labels 
for the Enterprise.

They are marked with an Enterprise 
icon, and exist to align the overall 
use, making sure everyone in the 
Enterprise uses colors and labels in 
a coherent manner.

How to use and create activity groups
Here you can access the activity groups.1

2

You can add additional color groups.

Pick a unique color and give it a group 
name. This will only be viable in the 
specific plandisc you are currently in.

Same principle applies to labels.

Use the Enterprise decided ones, or 
add your own for personal use.

The Enterprise icon means the 
item locked and canʼt be 
changed.

3



Import data from Excel

Click on the three dots and select Import 
from Excel.

Follow the steps to download our Excel- 
template. Use it to import data to Plandisc.

Importing data from Excel is a great way to 
kickstart the content of you plandisc. 

Our Excel template ensures that Plandisc reads 
your data correctly.

The template works like this:

You need to use one Excel template per ring.

You need to add both a start and an end date – if theyʼre the same, simpy write the 
same date in both fields. “Titleˮ will be the activity name that shows up in Plandisc.

1

2

If you want to be super effective, 
add the colored activity group and 
labels to the template too. 

They color and labels need to exist 
in the specific plandisc before you 
can add them to the template.

2

1



Sync with the calendar



Perfect to avoid double registrations.

Select the events from you calendar that 
you want to show in your plandisc.

Plandisc → Calendar
One-way

Calendar → Plandisc
One-way

Great for sending reminders.

Often used for activities where an 
attendance report isnʼt required.

There are 2 ways to connect Plandisc to your calendar:

Connect and integrate with your calendar



When you click on an activity in a plandisc, you 
have the option to "Invite attendees" to it.

From Plandisc to Calendar

The invited will receive a calendar invitation to the activity and can 
see it in their calendar.

You can add mailing lists, 
contact groups or 
individual email 
addresses.

“Clickˮ



From Calendar to Plandisc

Go to your Plandisc setup and find the ring you want to 
set up a synchronization with. 

Hover your cursor over the ringʼs and click on the three 
dots next to it.

1

2 3 In the new window, 
select the one-way 
synchronization option 
and follow the steps.

In the pop up 
menu, click 
“connect to 
your calendar .ˮ



You have now generated an email address 
connected to the ring you selected.

This email works the same as a meeting room or a 
person. Each ring in Plandisc will have a unique 
email address.

From Calendar to Plandisc, part 2

Open your calendar and invite the ring's email address to 
your activities. 

The activities you invite will be shown in the plandisc ring 
connected to the email address. 



Set the activity group and labels from your calendar Give the ringʼs email a name in calendar.

#Color:XXXXX#
#Label:XXXXX#

Eks:
#Color:Board Meetings#
#Label:Deadlines#

Create a contact for your ring.

This makes it much easier for 
people to find the correct ring 
when sending invites from 
calendar to Plandisc.

From Calendar to Plandisc, recommendations

Write the names of your chosen activity group and labels 
from the plandisc your working on.

The code is:
#Color:_____# ← Add activity group here
#Label:_____# ← Add labels here

This will ensure the activity you sync from calendar to 
plandisc appear with the correct color and labels added.

#Color:XXXXX#
#Label:XXXXX#

Exempel:
#Color:Board Meetings#
#Label:Deadlines#

#Color:Meetings#
#Label:Deadlines#

Meeting

Plandisc

Internal

Plandisc internal

Plandisc internal



Sharing and working together



Sharing terminology in Plandisc

Create a view outside 
of Plandisc

This is where you generate a 
tailored, interactive view.

This view can be integrated in 
Teams, Sharepoint, and in 
intranets or on websites.

It can also be sent as a link for 
online viewing.

Recipients canʼt edit the view.

Collaborate with colleagues 
in-tool

Collaborate with people who 
have a Plandisc license.

You can give access to 
individual people or user 
groups created in Plandisc.

Decide if they should have 
permission to read or edit, 
and adjust permissions for 
each person, group, and ring.

Give everyone in the 
Enterprise read access

Give everyone in your 
Enterprise a read only 
access to your plandisc 
in-tool.

This allows everyone in the 
Enterprise to view the disc, 
click around and read.

Use it to break down silos 
and share information.



Share within the Enterprise Share outside of the Enterprise
• Work and plan together in Plandisc.

• Create and merge Plandisc across departments and 
between teams.

• One ring can be synchronized into multiple plandiscs.

• Display an interactive read-only plandisc in Teams, 
Sharepoint, on your website, or online via a link.

• The recipient can access files and links, and read 
all the information provided in the plandisc.

• Always updated with the latest information.

Share and work together



You can collaborate with colleagues directly inside the tool.
Provide access to entire plandiscs or specific rings.

Share within the Enterprise

Go to “Shareˮ and then “Invite Collaboratorsˮ

The popup window you see on the right will open.

Start by adding the people or groups you want to 
collaborate with. 

Next, decide whether you want to provide a read-only 
access, or allow the collaborators to edit, each ring.

Lastly, click “Addˮ and then “Save Settings .ˮ

3

4

2

1

“Invite Collaborators”

Jane Doe

John Doe

James Smith

1

2 3 4



Share within the Enterprise
“Share With Enterprise”

Give everyone in your Plandisc Enterprise read-only access to 
your plandisc, allowing them to see it on their dashboard.

This is a great way to keep the plandiscs created in 
the Enterprise visible to everyone. 

Other users will never be able to edit your plandiscs 
unless you give them access to do so during “Invite 
Collaborators .ˮ

They can read its content and insert rings from shared 
plandiscs and into their own.

Altogether, itʼs a great way of keeping a open planning 
internally in the Enterprise and the organization.



Create a Master disc based on the most
important information from each department

Share rings between users
But be selective with the information you share 

The departments need to agree on the structure and 
what they want to visualize in the plandisc.

The information in the rings should concern the 
entire organization, not just individual departments.

One user compiles the master plandisc and shares it 
with the other users. Each individual user can get 
permission to either read or edit the content.

Choose the group or person you want to share rings 
with. Itʼs possible to keep it internal in your team.

Itʼs completely up to you if grant other users a read 
only permit, or if they get editing access as well.

The Enterprise admin can create groups to facilitate 
sharing between teams and/or departments.

Ways of working together



Thereʼs a smart way of working together in Plandisc, where rings can be 
mixed together across people, departments and organizations.

Ways of working together

In your Plandisc setup, select 
“Add ring .ˮ

Then select “Ring from other 
plandisc .ˮ

1

2

Here you can see an overview over all 
your plandiscs and rings, the ones 
shared with the Enterprise, and rings 
collaborators have shared with you.

Select one or more rings and insert 
them into you own plandiscs.

If you want the ring to remain 
synchronized with the original, select 
"Insert synchronized ring." 

This icon means the ring is originally 
from another plandisc.



Go to “Shareˮ and select “Embed / link .ˮ

The window to the right is where you create a 
view that you can share internally or externally.

Give your view a title, choose which rings you 
want to display, and if you want to protect the 
view in any way.

See next slide for the next step.

Share outside of the Enterprise
Create an interactive view of a plandisc

Select which rings you 
want to share.

Select which view they 
see first: Disc, List, or 
Calendar.

Enable if you want users to 
be able to rotate the disc.

Enable if you want to 
determine the displayed time 
frame, e.g. 3 or 6 months.



Share outside of the Enterprise
Next step

Once youʼve made your choices, 
click “Createˮ to set up your view.

This URL can be sent to others and the 
recipients will be able to see the 
plandisc, click around in it, and read 
the content.

Often used for external sharing, since 
it can be sent in a chat or email.

See an example link below:

Use this embed link when you want to share a plandisc 
on intranets, webpages, in Sharepoint, etc.

https://create.plandisc.com/whe
el/showPublic/6TUfqtp



Share outside of the Enterprise
Share a plandisc in Teams

Click the “+ˮ in your selected channel or team.

Search for the “Plandiscˮ in-tool app and click on it. Youʼll need to log in.

Select the plandisc you want to publish, and it 
will appear interactively in Teams. Repeat the 
steps to publish another plandisc.



Create multiple public views for a plandisc

This is useful when different rings contains 
different information that needs to be sorted and 
shared in different places.

You can generate multiple views in the settings.

This allows you to customize what information should 
be combined and shared, both internally and externally.

For each view, 
select rings that 
contain the right 
information for 
the recipients. 
You can also set 
a time frame for 
the period you 
want to display.

Share outside of the Enterprise (Extra)



Tips



Zoom in from 12 months to 1 month
This function lets you zoom in to a 1 month disc view.

Hold the cursor over the month you want to see, then click on 
“Show Agenda .ˮ

On the right side you will see a list view of the planned activities, 
and then you can zoom in by clicking “Zoom in month .ˮ



Work in dierent views
You can change the view and work in, or read, your 
plandisc in differently views.



Bonus view
The horizontal list view

The list view can be seen in two formats. The vertical list 
view is recommended for a more linear overview.

The horizontal list view is very effective to create an overview 
over long-term activities like projects and processes. 



Using the rings and unit sizes smartly

Each ring in Plandisc can be customized to show the 
unit size you need to get the best possible overview.

In some cases it makes sense to 
focus on a daily view, other cases 
work better with longer time 
periods like moths or quarters.

You can set different unit 
sizes for each ring.

Click on Plandisc setup.

Scroll down to your list 
of rings and select one 
of them.

Open the ring and youʼll see all 
the ringʼs settings.

Click to open the drop-down 
menu in the “Unitˮ field.

Select the unit size for the ring.

NB
The time and date you set for 
your activity wonʼt change. 
This is a visual setting for the 
ring as a whole.

See next page for more



Change the time layout for even 
beer overview

Click on 
Plandisc setup

Find your calendar settings.

Change the number of months for a more 
detailed, or a more long-term, plandisc.

Your plandisc can display 124 months.

Using the daily unit size is not recommended in a 
plandisc showing more than 5 months.

The names of the activities will be displayed differently 
depending on the number of activities in each unit and 
what unit size you have selected for the ring.

See next page for more



Monthly plandiscs are useful for focusing on details and 
short-term planning. It can be a content plan, the social 
activities of a department, or detailed weekly plans. 

Working in a scaled up plandisc, showing 12 months 
or more, will give you a better overview over yearly 
processes and long-term projects.

This plandisc 
shows 1 month

This plandisc 
shows 24 months



Use separate rings for one process
Don't be afraid to think outside the box when using Plandisc.

If you work with long term projects or processes, but also need to see the 
underlying tasks connected to these periods, multiple rings might will often 
do the trick.

Create a ring with months or quarters as its unit size. Here you place the 
long-term periods.

Add a second ring, where you put in week-by-week tasks, events and 
activities connected to these projects.

The two rights, and their activities, will be connected by the colors (activity 
groups) you set up. If you need to isolate and focus on one project, you can 
easily filter out the other colors.



Tips for exporting data

1

2

3

4

You can export data from Plandisc in 
several different ways.

1 This exports the current view in your pladisc as a PNG 
file. Itʼs a large scale image, making it suitable for 
various uses.

You can export different types of PDF files. The most 
popular is the detailed PDF, which is often used in 
reports. 

Consider changing the time frame in your plandisc to 
6 or 3 months if you want a more close up picture.

The PowerPoint export is a great way of presenting 
every month, including the planned activities, in a 
slide each. 

The Excel export will gather all the data in your 
plandisc and compile it in spreadsheet.

2

3
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Mass editing

Click on this box, 
then select multiple 
activities to mass 
edit them.

Start by clicking on the first activity 
you want to edit.

If you want to edit activities in Plandisc in a way more eective way, 
mass editing is the solution.

Once you have selected your 
activities, there are three editing 
options you can use:

Here you can change the activity group

Here you can select or remove labels

Here you can delete the activities

1

2

3



MS365 integration & support



Integrate with Microsoft 365
There are multiple ways to connect Plandisc to Microsoft.

Synchronize with Outlook

One-way sync ( See page 28 )
Click for guide - Two-way sync

Export/Import with Excel
Click for guide - Import from Excel
Click for guide - Export to Excel  

Connect a Planner plan or bucket
Manage tasks under an activity in Plandisc. 
Click for guide - Planner integration

Upload a plandisc to a channel
Click for guide - Download the full Teams app
Click for guide - Integrate a view in Teams

Integrate a view in Sharepoint
Itʼs interactive and can be used by everyone. 
Click for guide - Sharepoint integration 

https://plandiscsupport.zendesk.com/hc/en-001/articles/360015899940-Two-way-synchronization-of-Plandisc-and-your-Outlook-calendar
https://plandiscsupport.zendesk.com/hc/en-001/articles/4412574968466-Excel-import
https://plandiscsupport.zendesk.com/hc/en-001/articles/6873884615196-Export-to-Excel
https://plandiscsupport.zendesk.com/hc/en-001/articles/360020077540-Microsoft-Planner-Plandisc-integration
https://plandiscsupport.zendesk.com/hc/en-001/articles/4544066003996-Plandisc-Microsoft-Teams-app
https://plandiscsupport.zendesk.com/hc/en-001/articles/360010825420-Integrating-Plandisc-with-Microsoft-Teams
https://plandiscsupport.zendesk.com/hc/en-001/articles/360017031620-How-do-I-integrate-Sharepoint-with-Plandisc


Online help
● Plandisc FAQ
● Click for Online Guides
● 15 min video intro to Plandisc

Live-chat
● In-tool and on Plandisc.com

Phone
● 45 42 42 14 42

Mail
● info@plandisc.com

E-Learning & Support

https://plandisc.com/en/faq/
https://plandiscsupport.zendesk.com/hc/en-001
https://www.youtube.com/watch?v=zttowk9KeNs
https://plandisc.com/en/

