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Terms and structure




Calendar Ring

Calendar Ring

Calendar Ring

How does the structure in Plandisc work ?

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.

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.

Report
Meeting

Event

Deadline
Done

Ongoing

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.



User terminology in an Enterprise

Enterprise

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

User
A person with a Plandisc license.

Users can use the program but can't
access the admin functions.

Admin

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

Reader

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

Readers can't edit plandiscs.



For the admin




Access you Enterprise settings

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.
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Setting up the correct user roles

Why do we create user roles ?

It's a way to control what the users in your Enterprise can do in the tool. To ensure each user has the
correct permissions, it's important to setup the desired standard role before adding users. You can
adjust the permissions for individual users at any point.

Design Enterprise theme Users Integrations
Q Search users 3/50 seats in use -+ Add user ‘ @ ‘
2 Al users o T
NAME EMAIL GROUPS LTOY(;IS LAST ACTIVE ROLES
5 2D
Jane Doe Jane.doe@mail.com AzureAD  12-09-2025 09:51 Administrator

Click here to
manage the user
roles



How to edit the user roles

Design Enterprise theme Users Integrations

Q_ search users 3/50 seats in use -+ Add user ‘ @ ‘
2 Allusers —

Once you access the user role settings, select The new window will display a list off all the functions you can
“Uniform user permissions” assign the users.
The permissions you select here will apply to both your current users The Plandisc default is for all of them to be ticked.

and users you add in the future.

. Uniform user permissions X
Settings X
Choose which roles should apply on all users currently on the
license.
User table visible to all users © )
Admin rights
STANDARD ROLES The user has comprenhensive access to license management and all
available features
Select default permissions. These will aply for new users. Full feature user

File upload
Set default roles Add or remove attached files from activities

Edit attendees
Add or remove attendees from activities
UNIFORM USER PERMISSIONS Two-way Outlook synchronization

\ Synchronize rings with Outlook calendar

Set the same roles to all users on the license. —_—
One-way synchronization

/ Synchronize a ring and a calendar
Unified user permissions MS Planner integration

Plan with Microsoft Planner directly from your Plandisc.

Public sharing
Create public view

Invite collaborators (Enterprise only)
Invite users from the enterprise license only

See next
page for
more info

Invite collaborators
Invite any user

ncel Done
Cancel




Uniform user permissions X Our reCOmmendatIOﬂS

Choose which roles should apply on all users currently on the

license.
Admin rights Full feature user settings
The user has comprenhensive access to license management and all
available features
Full feature user We recommend keeping the “Full feature user"” settings ticked.
File upload This ensures that users have access to all functions in Plandisc.

Add or remove attached files from activities

Edit attendees . . . . . a q g
Add or remove attendees from activities Depending on your organization, it might be worth reconsidering the “file

Two-way Outlook synchronization upload” if you want to control what kind of files people upload to Plandisc.
Synchronize rings with Outlook calendar

One-way synchronization

Synchronize a ring and a calendar Most of the time, people don't upload things to their plandisc, but rather link
MS Planner integration to their own drives, teams folders, etc.

Plan with Microsoft Planner directly from your Plandisc.
Public sharing

Create public view
Invite collaborators (Enterprise only)

Invite users from the enterprise license only

il Enterprise manager settings

Invite any user

Enterprise manager

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

Enterprise dashboard
Add or remove plandiscs from the Enterprise dashboard

Enterprise color palette
Crédtea CUstofi color BaletEfor your enterpriss Consider keeping the “Share with Enterprise” box ticked, because it gives
Entarprie tampioe ' the users a quick and easy option to share read-only plandiscs with
reate custom templates for your enterprise . .
everyone in your Enterprise.

Enterprise logo
Upload a logo for your enterprise

Share with enterprise
Share plandiscs with the other enterprise users

Embed token protection
Protect public view with a token that's fetched from the API



Design Enterprise theme Users Integrations

)
~A  Allusers

AD Administration

Fl ' Finance

HR HR

PA) Plandisc all

Set up user groups for sharing

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

To create groups, click on the
M+"

/
)

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

When you add users later on,
it's possible to add them
directly to the selected group.

Create group

Name

E.g. Marketing department

Color

Description (Optional)

Cancel

Initials

Create



Add / editusers

Q_ search users 3/50 seats in use -+ Add user ‘ 3 ‘
2 Allusers —

Start by clicking on the users tab in you Enterprise settings. Then click on "Add user”.
Add users to license X Adding users
Emall Here you register a specific user, who will then get
name@email.com a plandisc license.

You can simultaneously add that person to the

Group (Optional) .
approprlate user groups.

HR HR
Fl ' Finance
AD Administration

PA  Plandisc all



Remove users

Design Enterprise theme Users Integrations
Q search users 3/50 seats in use -+ Add user ‘ (0:3 ‘
2 Al users
NAME EMAIL GROUPS LTOY?:.:\‘ LAST ACTIVE ROLES
i_l . P
Jane Doe Jane.doe@mail.com AzureAD  12-09-2025 09:51 Administrator

2 Userinfo

(’ Editroles

© Edit groups
When you remove users in your Enterprise, you T Remove user

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.

I\



What is the Enterprise theme ?

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

Calendar Ring Report @ Deadiine
Calendar Ring Meeting Done
: Event Ongoing
Calendar Ring
The rings are where you sort the content Activity groups help determine what Labels provide extra information
in your discs. They divide your kind of activity it is. about an activity.
information into different colored areas. Lo
They help create a table of content They can be used to indicate the
The rings colors should be based on the and provides the ability to filter the status of a project, or which

intended target group for the information. plandisc based on activity type. person/team is responsible for it.



Set up the Enterprise Theme

Design Enterprise theme Users Integrations

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

Create colors, groups and labels for your enterprise to ensure using the same colors and groups across the enterprise . . .
These setting affect all users in your Enterprise.

RING COLORS

The ring colors are the background color in the plandisc. It's

#dcdoff #eeecff ) #caedff #ebf6ff
J ~ often preferable to use a faded color template here.

Ring colors can also aid in visualising the difference between

[ Manage ring colors ]
different department.

ACTIVITY GROUPS

The activity groups are the most important structure you preset.

Arrangement Prosjekter Moter Kurs This is where you determine how the content will be categorized.

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

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

Fullfort @ Frister 1
decided at the top level.

Manage labels



Getting started




Plandisc Dashboard

Get to know
Dashboard your dashboard

£

3

T

RECENTLY VIEWED

3 Kommune

Q Search

(3 utdanning

3 Internt

k!

‘ 3 Add folder

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.



The Template center

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.

Create a new plandisc with Al. Here you'll find templates picked by your A collection of real examples from Start with an empty
Use the Al function to create a Enterprise admin. If the field is empty, it means other users to inspire you. Pick one plandisc and build it
setup for your disc. that there are no specific Enterprise templates. and use it as a starting point. from scratch.
Temp[ate center { + Start from scratch | X
From Scratch Business

Al Generate Plandisc

My Enterprise

All Templates

Business

Plandisc Plandisc Plandisc Plandisc
Club/Association . ) ) L .
Board of Directors Financial Governance Organization Rhythm of Business
Color Palettes
Education
GDPR
Holidays And Important Days
Marketing
Municipality Plandisc Plandisc Plandisc Plandisc
Across departments HR The company Overview of Projects and

Activities



Get Al assistance

Plandisc has an Al function that can help
you generate a base layout to start with.

Don't make it too detailed. See it as an
opportunity to create a custom template, or
a framework, to build on.

The Al 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.

Please enter a details description of your
work and planning requirements.

@ Clear Generate
chat plandisc

How do you want to start?

Use atemplate

My Enterprise

All Templates

Business

Club/Association

Color Palettes

Education

GDPR

Holidays And Important Days

Marketing

Municipality

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:

[ Use pre-filled template

Use empty template

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

Start from scratch

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.

Plandisc ",

A plandisc follows the year.

Built with calendar rings, it lets you
visualize annual plans.

Displays the whole year in a single
image for a quick and easy
overview.

Create recurring activities and
repeat your activities for next year.



Keep this in mind when creating
your plandisc

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

There is a correct order of operations when setting 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.  Setup 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.



Plandisc setup

New plandisc 4 @ Click on this icon to start setting up your plandisc.
Title This is your Plandisc setup.
HR Department disc Start by giving your plandisc a title.

Calendar Settings .
Next, set your time preferences.

Static Revolving PS: You continue using the
In a static plandisc, your chosen start month same plandisc year after
Disc Direction will always be shown at the top of your year. Simply change the
e Rae Enitiondiise plandisc. year setting when the time

comes and to display the

A revolving plandisc rotates as the year new year instead.

Start Year Start Month Months progresses, meaning the current month will

N always be at the top.
2025 . January v 12



Add / editrings

—F— Add ring

(O calendar ring
[Zl Date header ring

Header ring

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 nhumbers & dates.

1. Header rings

These can be placed on top of the calendar
rings. They're used as a header for the ring,
making it easier to see what's in the disc.

[ZI Month names v
Header ring v
Calendar ring v

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.

Calendar ring ~
Active
Name
Color Unit i
v Week v

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.



Work in Plandisc




How to work in Plandisc

Create content You can import Synchronize activities from
directly from Plandisc data from Excel your calendar to Plandisc
See next page for more Click here to see page 27 Click here to see page 31

information for more information for more information




Adding activities in plandisc

Add title

{53 Wed 22 Jan 2025

(@)

Q

)
[a))

N
2

<
b

Repeat activity

Add description

Add labels

Attach file or link

Add location

Invite attendees

Add reminder

Add tasks
Create tasks

' ws Planner Board

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.

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

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



How to use and create activity groups

Add title

Meetings
Projects
Events

Courses

u Activity group 1

Webinar 0

—|—- Add activity Color

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.

/
N\

ZOG ORI

¢ Addlabels

Here you can access the activity groups.

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.

The Enterprise icon means the
item locked and can’t be
changed.

Same principle applies to labels.

Use the Enterprise decided ones, or

Done Gh add your own for personal use.

‘ Deadlines Eh

—+ Add label



Import data from Excel

Importing data from Excel is a great way to The template works like this:

kickstart the content of you plandisc. .
You need to use one Excel template per ring.

Our Excel template ensures that Plandisc reads

You need to add both a start and an end date - if they're the same, simpy write the
your data correctly.

same date in both fields. “Title" will be the activity name that shows up in Plandisc.

Export ‘ ‘ Share ‘ ‘ see ‘
:| I - E , Start time End time Description Color group | Labels
. 2], dmportiromkExce: 1 Start date (optional) End date (optional) Title (optional) (optional) (optional)
HR Department disc 4 2 06/03/2025 06/03/2025 Strategy Meeting
G History 3 20/03/2025 20/03/2025 Budget Planning
4 11/03/2025 11/03/2025 Follow-up
[—D Duplicate plandisc 5 10/03/2025 10/03/2025 Budget Planning
6 27/02/2025 27/02/2025 Team Meeting
7
Tl Transfer .
1] Delete \
ACTIVITIES /
Click on the three dots and select Import .
Meetings If you want to be super effective,
from Excel. 9 g
add the colored activity group and
Projects labels to the template too.
Events They color and labels need to exist
Follow the steps to download our Excel- in thye St (Femelse e e
template. Use it to import data to Plandisc. Courses

can add them to the template.



Sync with the calendar




Connect and integrate with your calendar

There are 2 ways to connect Plandisc to your calendar:

Plandisc —» Calendar
One-way

/

Great for sending reminders.

Often used for activities where an
attendance report isn't required.

Calendar - Plandisc
One-way

/

Perfect to avoid double registrations.

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



From Plandisc to Calendar

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

X & 0O © ¢ X
You can add mailing lists,
contact groups or ’ L. . . L. .
individual email The invited will receive a calendar invitation to the activity and can
addresses. Add title see it in their calendar.
) Wed 12 Mar 2025 Updated invitation : Meeting
Administrator 1 (Plandisc)
) <> Repeat activity o :
oo | i Agenda
® 20
© = Add description Y - o
5 % ¢ Add labels
B O rlandisc
> / = @&  Attach file or link
A Meeting
i ©  Add location Vihen: 20-02-2023 —‘2.5—02'2023 Empe/Cupenjagen
— \ 2 | Invite attendees Add )
o Long list of emails? Paste here Adminstrator
© Addreminder
uc“ckn Orlandisc
[ Addtasks s




Header ring

From Calendar to Plandisc

Calendar ring

see
<

D

e

Copy

Merge into... >

Connect your calendar

Delete

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

Hover your cursor over the ring's and click on the three
dots next to it.

In the pop up In the new window,
menu, click select the one-way
“connect to ﬂ UO@ synchronization option
your calendar”. - = and follow the steps.

One-way synchronization

Add the ring e-mail as attendee to your calendar
events.

Changes made to synchronized events in your
calendar will update automatically in your Plandisc.

Works with most calendar programs



From Calendar to Plandisc, part 2

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

You have now generated an email address

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

connected to the email address.

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

N W = v Baddameeting v o Wlm— Q ——
Success ]
> Titel Meeting from calendar to plandisc ring
You are ready to synchronize
Send Obligatorisk plandi plandisc.com
Valgfri
— Tue 21/04/2024 08:00 — ({_

RING EMAIL ADDRESS — Tue 21/04/2024 08:30 B

plandisc-ring-dtcxctzz7ofe@syncplandisc.com Copy -

This description will appear in Plandisc aswell as the added files and links.

You can find the ring e-mail address in the ring panel.



From Calendar to Plandisc, recommendations

Set the activity group and labels from your calendar Give the ring’'s email a name in calendar.

iC)  Meeting = Hem Visa Create a contact for your ring.

&g  plandisc-ring-gqwegafkukyi@sync.plandisc.com X & Ny kontakt This makes it much easier for

i people to find the correct ring
® 20240826 B 0800 ‘ . o Ny kontakt ¢ When sending invites from

©

ED

L .
= calendar to Plandisc.
2024-04-26 B 0830
©
5 Plandisc
@ %
o . Internal
= #Color:Meetings#
#Label:Deadlines#
= E-postadress
Write the names of your chosen activity group and labels plandisc-ring-gqwegafkukyi@sync.plandisc.com
from the plandisc your working on.
The code is: 25  Plandiscinternal
#Color:__# <« Add activity group here
#label:___# < Add labels here Bel iandisc internal
@ plandisc-ring-ggwcgafkukyi@sync.plandi... He

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



Sharing and working together



Sharing terminology in Plandisc

{/> Embed / Link

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 can't edit the view.

83) Invite Collaborators

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.

[[l5 Share With Enterprise

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 and work together

Share within 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.

8) Invite Collaborators

[(5 Share With Enterprise

Share outside of the Enterprise

« 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.

{/> Embed / Link



Share within the Enterprise
“Invite Collaborators”

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

Export H Share ‘ ‘ ‘ Collaboration %

2 ADD USERS
</> Embed /Link

Departmen
p o . Enter user email or group Set Permissio... v m
2 Invite Collaborators

Long list of emails? Paste here i i

~

Eh Share With Enterprise ) )
3 COLLABORATOR(S) ADDED Entire plandisc

Calendar ring

& Jane Doe Calendar ring
Calendar ring

Go to “Share" and then "“Invite Collaborators”

The popup window you see on the right will open. &  John Doe Entire plandisc v o
Start by adding the people or groups you want to & James Smith Entire plandisc v W

collaborate with.

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

Advanced ring sharing .
Lastly, click “Add” and then “Save Settings". Cancel




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
Export ‘ ‘ Share ‘ ’ ST ‘ 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

</> Embed / Link Collaborators”.

Department

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

Eh Share With Enterprise Altogether, it's a great way of keeping a open planning
internally in the Enterprise and the organization.



Ways of working together

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

/LN

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.

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

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

It's 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

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

Rings Ring from other plandisc X Here you can see an overview over all
your plandiscs and rings, the ones
+ Addring Q masterdise x shared with the Enterprise, and rings

collaborators have shared with you.

(O calendar ring

¥ J Internal activities 0 Master disc Me SeleCt One Or more rings and insert
_ them into you own plandiscs.
(2] Date header ring
) Externalevents 0 Master disc Me . .
) If you want the ring to remain
Header ring ® Foram ; _ " synchronized with the original, select
"Insert synchronized ring."
@3 Rlng frOm Other p|andiSC J Finance 0 Master disc Me
J HR 0 Master disc Me Calendar ring %
In your Plandisc setup, select
u ] n <) Marketing o Master disc Me
‘Add ring". -
)
D Internal activities 2 Master disc - Template Me &) Internal activities b2

Then select “Ring from other

from another plandisc.



Share outside of the Enterprise

Create an interactive view of a plandisc

Embed / Link X

Creating a view is a great way to share your plandisc with others.
A view is public and all people with the link have access to see the plandisc. However, there are
multiple ways of restricting access to fit your needs.

Export H Share H soe ‘

<I> Embed / Link
Department Format

2 Invite Collaborators

Title Display
Select which rings you
. . . : . S /
Eh Share With Enterprise Department disc () Enfe plsiinies N want to share.
@ No protection Default Viewing Mode )
Go to "Share"” and select "Embed / link". Microsoft 365 login protected © Disc AN Sele(?t Whl(.:h SR they
see first: Disc, List, or
API Token protected f Calendar.

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

Protect with password

Enable navigation i » Z Enable if you want users to
S be able to rotate the disc.
Give your view a title, choose which rings you ustom display-range »
V\{ant Fo display, and if you want to protect the \ Enable if you want o
View In any way. S determine the displayed time
frame, e.g. 3 or 6 months.

See next slide for the next step.



Share outside of the Enterprise

Next step

Once you've made your choices,
click "Create” to set up your view.

~)

/
Embed / Link X

Creating a view is a great way to share your plandisc with others. :
A view is public and all people with the link have access to see the plandisc. However, there are Department disc @ @ ~

multiple ways of restricting access to fit your needs.

Format G Link This URL can be sent to others and the
Title Display https://create.plandisc.com/6rAFunM [D 7 recipients will be able to see the
Department disc © Entire plandisc . AN plandisc, click around in it, and read
~ <>Embed i the content.
@ No protection Default Viewing Mode
Nilbrosoft 385 lngin préfecied © bise B <div style="max-width:1000px;width:100%;border-radius: 16px"><div style="positi
P — on: relative;padding-bottom: 117%;padding-top: 35px;height: O;overflow: hidden;"> Often used for external sharing’ since
ProteEtwith password <iframe src="https://create.plandisc.com/wheel/embed/6rAFunM" scrolling="no" fr it can be sent in a chat or email

ameborder="0" title="Department disc" style="position:absolute;top:0;left:0;width:
100%;height:100%;" ></iframe></div></div>

Custom display-range

Creale
N
D

Enable navigation i »
>

0 See an example link below:

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



Share outside of the Enterprise

Share a plandisc in Teams

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

/ @ Plandisc About X

Chat e (O (s il General Posts Files Plandisc - Company Plandisc Plandisc (1) Plandisc (2) Plandisc (3] @ ~—

unread Chats | Meeting chats I added a tab at the top of this channel. Check it out!

. o Use another account
® © runa Select plandisc

Teams and channels
" 2
Plandisc Teams App

neral o
General & Reply {
2

Eva ®

Search for the "Plandisc” in-tool app and click on it. You'll need to log in.

Plandisc]

Post to the channel about this tab Back m

Plandisc

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



Share outside of the Enterprise (Extra)

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.

Embed / Link X

-+ Public view

Views
N ]
Department disc (<] <> v r 4
" N\
Internal plandisc (<o) <> v ~ *

You can generate multiple views in the settings.

This allows you to customize what information should

be combined and shared, both internally and externally.

<« Settings for "Department disc” W o~

Title

Department disc
Display
Rings v
@ Entire plandisc
Calendar ring v
Calendar ring v

Calendar ring

« Settings for "Internal plandisc™

Title

Internal plandisc

Display

(© Entire plandisc

Default Viewing Mode

© Disc

Language

English

Protection

@ No protection
Organization only (Azure AD) #
API Token protected ¢

Protect with password

Enable Navigation

RS

Custom display-range

Sharing
Add to enterprise dashboard )
o~
Protection

@ No protection

Organization only (Azure AD) *
API Token protected

Protect with password

Enable Navigation i )
Custom display-range
Calendar Settings i

Static Revolving

Disc Direction

Clockwise Counter Clockwise

Months

6

Sharing
Add to enterprise dashboard (J)

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.



Tips




Zoom in from 12 months to 1 month

This function lets you zoom in to a 1 month disc view.

. 28
Hold the cursor over the month you want to see, then click on o 1
“Show Agenda". a
ab
On the right side you will see a list view of the planned activities, % ot
. . . . &
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February 2025 >

Zoom In Month

Quarterly Innovative Seminars
09:00 - 12:00

Bi-Monthly Project Reviews
09:00 - 09:00

Monthly Skill Workshops
14:00 - 16:00



Work in different views

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

© Disc [ List [ Calendar (3] Plan Again
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© Disc | (3 List | calendar

Board and Leadership

Week s

Week 7

February

15 | Bi-Monthly Project Reviews

Weeks

Weeks

© Disc [ List | (5 calendar

Mon Tue Wed Thu
3 a s
1 n 2

‘Quartery Innovative Seminars
2 s E

Moty Skil Workshops

« » Jan 2025 - Dec 2025

Internal Development

Quarterly Innovative Seminars

Monthiy Skill Workshops.

Today <> February2025 | Month

Bi-Monthiy Project Reviews.



Bonus view

The horizontal list view

© Disc [ﬁ Calendar

February

»  Jan 2025 - Dec 2025 ‘ & -

Board and Leadership Internal Development
4
o
i
;
o
B
10 Quarterly Innovative Seminars
B
.
i
“
16 BEMonthly ProjectReviews o
%
"
'»a
.
i Manthy Sl Workshops

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

Board and Leadership.

Projects.

Direction
venical

Rebranding

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 New plandisc ¢
unit size you need to get the best possible overview.

-5 | 612 13 In some cases it makes sense to
G 20 focus on a daily view, other cases
2 2 work better with longer time :
2> iods lik th t Calendar ring
& o periods like moths or quarters.
1 2 3 . X Active
3 ¥ o You can set different unit
4 % sizes for each ring.
&) \% Name
s 2
Jal‘lu S v"u;
oy <z§,{,\ > Color Unit i
Meet;,, R °
3 9 & & 7{3 v Week
emj A
fmna,_ &, S @lx*
S, % % " o Height i Day
e’), Sx. e}
2 27 Week
P
(@] 2 Month
Afe 07 ‘Ae O‘) Font Size
Sy, A o Quarter
Y % % 2 10 AR |
@(}o Su 2
© z ©
) % $% A (71 BN o
EAEaEn > 2 % ©
X s 3 -
25 =
o ]

v

Click on Plandisc setup.

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

Open the ring and you'll see all
the ring’s settings.

Click to open the drop-down
menu in the "Unit” field.

Select the unit size for the ring.

NB:

The time and date you set for
your activity won't change.
This is a visual setting for the
ring as a whole.

See next page for more
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Change the time layout for even
better overview

Click on

New plandisc ¢ ©3
Plandisc setup

Calendar Settings i . .
Find your calendar settings.

Static Revolving

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

Disc Direction

Counter Clockwise

Clockwise
Start Year Start Month Months Your plandisc can display 1-24 months.
2025 : January v 12 :

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



Working in a scaled up plandisc, showing 12 months
or more, will give you a better overview over yearly

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. processes and long-term projects.
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Use separate rings for one process

Project details

Project period

Asenigas

Lo

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.

o
February




Tips for exporting data

You can export data from Plandisc in This exports the current view in your pladisc as a PNG
: file. It's a large scale image, making it suitable for
several different ways. Various uses.

T, Export o Share You can export different types of PDF files. The most

popular is the detailed PDF, which is often used in

reports.

] Save as image @
Consider changing the time frame in your plandisc to

@ Save as PDF 6 or 3 months if you want a more close up picture.

E] Export to PowerPoint
The PowerPoint export is a great way of presenting

every month, including the planned activities, in a
Export to Excel slide each.

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



Mass editing

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

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

Bupuei®

@
g
8
a
3
2
o
o
3
| 14
gl

5

Board meeting - 4

April 50, 25

Click on this box, 4 “ ¥

@ | & then select multiple

@ | n s
activities to mass

edit them.

P — 100% -|-‘

[
©

U

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

] © 0 X
Here you can change the activity group

Here you can select or remove labels

Here you can delete the activities



MS365 integration & support



Integrate with Microsoft 365

There are multiple ways to connect Plandisc to Microsoft.

o= =g

Synchronize with Outlook Integrate a view in Sharepoint

It's interactive and can be used by everyone.

[ ]

Export/Import with Excel Upload a plandisc to a channel Connect a Planner plan or bucket

Manage tasks under an activity in Plandisc.


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

E-Learning & Support

Online help
e Plandisc FAQ

° Click for Online Guides
° 15 min video intro to Plandisc

Mail
e info@plandisc.com

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

Phone
° +45 42 4214 42


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

