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About this Document

Intended Audience

This document is intended for Planon Software Suite users.

Contacting us

If you have any comments or questions regarding this document, please send them to:
support@planonsoftware.com.

Document Conventions

Bold
Names of menus, options, tabs, fields and buttons are displayed in bold type.

Italic text
Application names are displayed in italics.

CAPITALS
Names of keys are displayed in upper case.

Special symbols

o Text preceded by this symbol references additional information or
a tip.

o Text preceded by this symbol is intended to alert users about
consequences if they carry out a particular action in Planon.
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Web Configuration — Overview

Web Configuration allows you to configure web forms in accordance with your
requirements.

The Web Configuration layout can be made available as a TSI on the Web Configuration
Navigation Panel .

This image shows the Web Configuration layout.
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Using Web Configuration , you can create web definitions for Visitors, Orders, Service
requests, Reservations, Move requests and many more.

Web Configuration enables you to:
* add and configure sites
» add and edit web definitions for a specific usage of the end users
» link web definitions to a site

* import/export site definitions

Web Configuration — Overview



Web Configuration — Overview

add detail and list pages for web definitions
link user groups to pages.

link Navigation Panel groups to pages

add CSS styling to pages

enable search features in list pages
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Web Configuration - Concepts

Sites

A unique site can be created for a specific customer base. A service provider can create
a site per customer.

For example:

* an educational organization may want different sites for staff and
students.

* A company can create two different sites - an internal site for
employees, and an external site for customers.

Multiple sites can be added in a single property set. Sites are property set
dependent. They can be shared within a specific property set, but will not
work when imported into another property set. The web definitions linked to a
site, however, can be shared across property sets.

Web definitions

A web definition defines the content of a set of web pages. The image explains the
structure of a web definition in Web Configuration .

Web definitions



List page

Web definition

Page

Block

Field

A web definition can have one or more pages. A page can have one or more blocks and

a block can have one or more fields or other content like text, chart or file upload options.

Generic information
These generic features are available in all Web Configuration modules.
List page

The Web Configuration List page is a generic page available across all the modules. On
the List page, you can configure page titles, button names and field names. You can also
specify a hint text that provides additional information or instructions to the end user.

Tabs Description

Page properties Allows you to change the page title. Select
the check box of the language(s) for which
you want to provide a customized translation.
Enter the new title and click Save.

Help text Allows you to add additional information to
the user about how to use the page. Enter the
help text in the required language(s). This help

15



Tabs

Actions

Description

text will be displayed on the top of the Web

Configuration page for the end user.

Displays module-related action button(s),

which you can make available to users:

* Add: available in the
Visitors module.

» Search: available in the
Publisher module.

*  Submit: available in the
Orders module.

* Back

* Print all: available
in modules where
pagination is available.
For example, Publisher,
Reservations, Service
requests. This setting
allows the end user
to print all records of
a list page in a Web
Configuration module.
You can configure the
maximum number of
records that can be
printed by the user. The
maximum allowed is
5000 records.

This option can also be enabled
for Publisher charts. If you
select Yes in the Is visible field,
a print button will be displayed
on the selected publisher chart.

* CSV export: This feature
is only available in the
Publisher module.

You can set the CSV
delimiter option to either
full stop (.) or comma (,)

* Cancel

You can configure the following action
properties for the buttons:

* Is visible Yes/No. Select
Yes to make the action

List page



List page

Tabs Description

button available to the
user.

* Label - allows you to
edit/change the label of
the button.

Styling Enables you to override the default styling and
apply your own specific styling.

In the CSS box, specify your CSS for the site
and all its definitions.

nly a valid CSS, compliant with the W3C
tandards is permitted.

CSS class names should all be in lowercase.
The default CSS is defined in pss.css. This is
the default style sheet delivered with PSS.

The following example shows how a Planon default CSS can be modified to develop a
custom CSS.

.pss_field div.pss_field_label{
display: inline-block;
width: 165px;
margin-right: 15px;
text-align: right;
font-size: 14px;

color: #404040;

float: left;
}
Custom CSS Result
Default CSS will be used because the custom
.pss_field_label { color: CSS is lacking “importance”.
red; }

17
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Custom CSS

.pss_field_label { color:

red limportant }

.pss_custom
div.pss_field_label
{ color: red; }

Result

Custom CSS will be used. All fields with
the .pss_field_label class will be styled in red.

Custom CSS will be used, only the field
description will be styled in red.

List block

List fields tab Enter the fields for which results must be returned
to the user. Click the Add fields button and select
fields from the Add fields dialog box.

Fixed filter Click Select a value if you want to create a filter.
Filtering is powerful functionality, for example to
pinpoint the Reservation list definition to:

» A specific visitor

» A specific person

And so on...

For adding fields to the filter list, see Field is missing
from a fixed filter.

Layout Select the layout in which the results will be

Max. number of rows

Display number of
results

displayed: Table or Field set.

For more details, refer to List layout.

Specify the number of results to be displayed in

the list block. If the number of results exceeds the
number specified here, navigation buttons will be
shown so the user can navigate through the results.

Select Yes if you want to display a count of the
results on the web form:

1-10 of 193 |
The count and navigation arrows will be displayed at

the top of the list.

For usability, it is recommended to turn the
navigation count on. However, this may impact the
performance of the system.

List block



Search block

A page that is displayed to enable users to search for specific information, such as co-
workers (personnel), work orders, assets, products etc.

Search fields On the Search fields tab, specify the
search fields you want to display.

qi)r reference fields, you can choose from

o operators: = and In. With = (equal to),
you can filter by one single criterion. With
In, you can filter by multiple criteria at the
same time.

Search immediately If you enable Search immediately,
the search results will immediately be
available to the user when displaying
the form (in this case, the search will
be non-specific).

If you select No, the user must click
on the Search button to show the
results in the list block.

r improved usability, it is recommended

turn on Search immediately. However,
this may impact the performance of the
system.

Field properties

Mandatory If Yes, the search field requires a
value in order to search.

Read only If Yes, the search field is not editable
for end users.

Is visible If No, the field is not visible for end
users *

Split search string Select Yes to enable searching on
multiple search terms in random
order.

Qﬂs selection is only applicable when
ontains is selected in the Operator field.

Allow as HTTP parameter If Yes, it is possible to fill a field via a
parameter added to the URL.

Search block 19
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Pinned by default? Enables you to determine which fields
should be pinned to the search form.

The first field in the configuration is
always displayed to users and hence
the Pinned by default? setting is Yes
(and is invisible). For all other fields,
this setting is configurable.

You can determine the order of fields
by moving hem up or down by using
the respective button.

The first field in the configuration
becomes Pinned by default. If this
field is removed, the subsequent field
becomes Pinned by default.

Note that implicit user settings are
only created if the user manually pins
or unpins a field on the search block.

Until that happens, all changes done
in the Web configuration will be
reflected on the user's form.

List layout

You can configure the layout of a List block to specify how the results are displayed on
the web page.

Knowledge base has a fixed layout. Other modules have two types of list layouts
available:

1. Table

The results are presented in table format. Use this layout if
you want to enable users to find a specific result in a list. For
example, a specific person in a phone book.

avES

2. Field set

List layout



List layout

The results are presented in a set of fields. Fields 1 and 2 are
on the same line and the rest of the fields will be displayed
below each other.

This layout is ideal for creating a compact row layout. For
example, a photo on the left, and text on the right.

If you do not want to display the label of the first field, for
example, Photo, you must clear its translation.

Field properties
Select a field to display the Field properties tab.

The following field properties can be assigned to each field on the List page:

Field property Description
Is visible Select Yes to make the field available on the web form.
Sort on field Select Yes to enable the sorting of list items. The default

sort order of the fields is from top to bottom / left to right.

Sort ascending Select Yes to sort the fields in the ascending order. If No
is selected, the fields are sorted in the descending order.

Deviating sort This is a numeric field which can be used to overrule the
order default sort order.

- Filling in a number, for example '1', will determine the
priority of sorting.

- Filling in an equal deviating sort order, for example '1" in
two fields, will sort these fields first by the filled in number
and then according to the default sort order.

- Leaving some fields empty will sort these fields last, only
after completing the default sort order.

Example:

- Field order in Web configuration: Number, Description,
Reservation unit, Start date & time, End date & time,
Requestor.

- Deviating sort order: Number = 2, Description = 3,
Reservation unit = (empty), Start date & time = 1, End
date & time = 1, Requestor = (empty)

- Sort order on the web form: Start date & time, End date
& time, Number, Description, Reservation unit, Requestor.
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Additional SQL

Additional SQL statements can be used to construct customized SQL queries.

If the fixed filtering feature does not return the required result, you can extend this feature
by constructing your own customized SQL queries in the List block, to display the
required result.

For more information on additional SQL, refer to Appendix — Samples of Additional SQL.

o Using this feature requires in-depth knowledge of SQL statements.

For more information about the data structure of the database, see the Planon data

dictionary (credentials required), an HTML page that contains detailed information of the

Planon database and which is updated each time the data structure is changed.

The additional SQL statements are added to the WHERE clause of the query.
Example

Select

<column name>

From

<table name>

Where

<condition>

<advanced SQL statements>
Order by

<column name>

Additional SQL statements must always start with AND or OR. If you want to filter on
a field of the main table, you must prefix it with "MAIN TABLE.". For example, "AND
MAIN TABLE.NAAM LIKE '%aa%'"

You can also use the following macros:

Macro Description

&DATASECTION Retrieves the current data section.

&PERSON Retrieves the logged in person (the account
needs to be linked to a person).

&PERSON.PROPERTY Retrieves the property of the logged in user.

&PERSON.SPACE Retrieves the space of the logged in user.

&PERSON.DEPARTMENT Retrieves the department of the logged in
user.

&PERSON.ADDRESS Retrieves the address of the logged in user.

Additional SQL
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Macro Description

&PERSON.COSTCENTER Retrieves the cost center of the logged in
user.

For example, AND MAIN TABLE.SYSMELDER IN (SELECT SYSCODE FROM PERS
WHERE SYSCODE = [&PERSON])

‘o You must write the macros within brackets. For example: [&RPERSON].

Context fields

In addition to using macros it also possible to use context fields. Context fields can be
used when the field that you want to filter on is not available as a search field.

The syntax of a context field tag is as follows: [&system_name_of_context_field]

O .

The system name is case sensitive.
Currently, only reference fields are supported.

Example
For a Property field, use the following syntax: [&PropertyRef]
For filtering requestors based on a selected property, you can use the following SQL.:

AND ((MAIN TABLE.SYSCODEOBJ = [&PropertyRef]) OR ([&PropertyRef] =
-1))

When the user did not enter a property, the OR statement will ensure that all requestors
are displayed. If you leave out the OR statement, no requestors are displayed.

Additional SQL for Reservation Wizard Planboard -

the Additional SQL for Reservation Wizard Planboard differs slightly from the way queries
are usually constructed.

The planboard queries are on the table RESEENH (reservation units). However, since
there is an underlying complicated query, you cannot use MAIN TABLE, but must use
TABLE 1 which is derived from the ProCenter query.

Example:

and TABLE 1.NAAM LIKE 'Sroomname$s'.

This query would give all reservation units with a name like “roomname”.

Show / hide action buttons

Show / hide action buttons

By default, all actions on a Web Configuration form are visible. You can however hide
actions. This is a generic configuration, available for actions in all modules. For example,
the Status changes action buttons are only necessary for the reception desk and not for

23



24

registering visitors. In such a scenario, you can hide the buttons from the forms that are
available for the non-reception desk workers.

To show/hide actions buttons
1. Open the module on which you want to show/hide the action buttons.
For example, Visitors.
Click on the Details page.

On the data panel, click the Actions tab. The available buttons for the
Details page are displayed.

4. Click an action that you want to show / hide. For example, Arrived.

5. To hide the button, select No in the Is visible field. The Arrived button is
no longer displayed on the Visitors form.

Searching in Self-Service

In Self-Service, end users can search for information in various ways. The configuration
of search actions is done in Web Configuration .

* Auto-suggest: enables users to find and select a value by providing
a list of possible results based on matching characters typed by the
user.

o You cannot search if a mandatory field is left empty.

* Pop-up and auto-suggest: enables users to search either by selecting
an entry from a pop-up or selecting a suggestion from the auto-
suggest directly.

* Drop-down: Users can select the search criteria from a drop-down list.

* Free text field: Users can type search criteria in a free text field.

If the setting Split search string is set to Yes in a Search block, users can enter search
criteria that include multiple search terms in random order. For more information on the
field, see Web Configurations > Search block.

0 Important: click the Search button again to see the search results when you change the
search criteria.

CAD Viewer

In this Web Configuration module, you can configure how a CAD drawing should be
displayed in the modules linked to the CAD viewer, such as Publisher.

End users cannot view CAD viewer independently on a Web Configuration form. It must
always be linked to a Web Configuration module where CAD drawings can be viewed.

CAD Viewer
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CAD Viewer

See Configuring CAD Viewer for more information.
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Configuring generic features

This section describes the configuration of generic Web Configuration features.

Adding a site

The procedure to provide functionality to a specific group of users is listed here.

Procedure

1. Click the Select site box at the top right of your screen.

Today g A ? SUPERVISOR S

2 Accelerator

BP, Accelerator

» PS

, .

4 Add user account list

Report ~

E Report

Click the Edit sites button.
3. Inthe Sites dialog box, click Add on the action panel.

In the data section, complete the relevant fields. This table for a
description of these fields:

Field Description

Code Enter a code to uniquely identify the site.

The value you enter here will be part of the resulting URL.

Description* Enter a description for the site.

Adding a site



Field Description

Redirect This is the default URL for redirecting the users after
URL completing an action. It is possible overrule this URL by
specifying a custom URL on the action of a web definition.

Site URL* Enter the URL where the site is located. By default this is your
root URL of the web server, for example: http://<host:port>/

5. Click Save.

‘o You can now continue to link user groups to the site and add / configure web definitions.

Adding a web definition

Procedure

1. Select the Web Configuration module to which you want to add a web
definition.

In Planon Accelerator, Web Configuration modules can be found on the navigation panel
under the following navigation groups: ProCenter modules > Web configuration, Self-
Service modules and Web client > Web client. The modules are distributed over various
navigation groups depending on their use and purpose in Planon.

2. On the action panel, click Add.
3. Specify a Code and Description in the data section.

4. Fillin any other (mandatory) fields.

For more information about specific web definition fields, see the relevant field
descriptions in the user documentation for that web definition. For example, a Homepage

web definition has a completely different set of fields than a Reservation wizard web
definition.

5. Click Save.

Configuring fields on a web definition

You can add or remove web definition fields or change the order in which they appear on
a web page.

Procedure

1. Select the module and corresponding web page for which you want to
rearrange the web definition fields.

2. Expand the tree structure and select the page or block for which you
want to make the changes.
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3. +

In the data section, click the Add fields (_—_) icon.

4. Select one or more fields that you want to add and click OK. You can
search for a field by its system name, name, or database name.

) 8
Click Save( ).

6. -i-

In the data section, click the Delete fields/bars (=) icon.
7. Select one or more fields that you want to delete and click OK.

Use SHIFT or CTRL keys to select multiple fields in one go.

8. Select the field(s) that you want to move and click the up/down/top/
bottom buttons to change the order of the fields.

‘o The fields are displayed on the web form in the order you selected.

9. In the data section, select one or more fields that you want to copy.

10. E
Click the Copy selected items (L) icon.

11. Go to the block / web definition where you want to copy the selected

fields and click the Paste (__") icon.

o » All field properties will be copied. For example, properties such as mandatory, read-
only, help texts, translations, styling & javascript, dynamic behavior and so on.
» Before pasting, a validation is done to check if the field is available in the target
destination. If any field properties of the fields are already present in the target location,
they will be overwritten.

12. Click Save to apply your changes.

Configuring icons in Self-Service modules

You can select custom icons for the web definitions you add in Self-Service modules.
These icons will be displayed on the homepage, on the headers of gadgets created for
these web definitions.

o For more information on the icons' file location, see Web configuration > Uploading
system images.

Procedure

Go to the Self-Service modules navigation group.

2. Select the module and the web definition for which you want to
configure an icon.

3. Inthe lcon field, select a relevant icon for the Self-Service module.

Configuring icons in Self-Service modules



4. Click Save.

The Self-Service web definition is displayed on the homepage with the
custom icon.

Configuring large text fields

Some text fields such as Comments, Remarks and Question fields can potentially
contain a large amount of text. In order to keep the web page concise, text in these types
of fields can be truncated.

o This feature is available only for the List block, Details block and the Expander block.

Procedure

1. Go to Web definitions, select a web definition, expand its hierarchical
page structure, and then select a List / Details block.

2. In the data section, select the Comments field from the fields list. If the
Comments field is not available, add it using the Add fields... button.

3. On the Field properties tab:

-> for a List block, enter a Max. field length value, for example,
250.

The text in the comments field on the web page is truncated
to the number of characters specified in the Max. field length.

To view complete text, users can either visit the Details page
or open a row expander (only in Publisher).

-> for a Details block, enter a Min. field height value, for
example, 60.

In the Enable expandable text, select Yes, to truncate the text
to the specified height. To read the entire text, a More.. link is
displayed below the truncated text. Click Less to return to a
truncated text view.

Click No, to display the complete text.
4. Click Save to apply your changes.

Using operators in search fields

You can narrow down search criteria, by configuring field operators.

Procedure
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1. Go to Sites > Web definitions.

The following table lists the operators that are available per

field type.
Operator Field type
String / Date- Time
Extended time / fields
string Date
fields
contains X
ends with X
= X X X
> X X X
>= X X X
< X X X
<= X X X
does not contain or is empty X
does not end with or is empty X
<> or empty X X X
does not start with or is X
empty
starts with X
between X*

able to fill the date part of the field for both field types. The system then searches for all

o * For Date-time / Date fields the between operator is a special case. The user will only be
items from 00:00 hours on the first date field until 23:59:59 on the second date field.

Hiding field values

To limit the number of fields on the screen you can hide information that is redundant to
the user. If you are Using macros to auto-populate fields, information about the requestor
is already known to the application. Instead of displaying this information on the Service
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Sorting of lists

request page, you can choose to hide this information from the requestor, by setting the
Is visible field to No.

‘o This feature is available on all pages that allow user input.

Procedure
1. Go to Sites > Web definitions.
Example

On the Add block, the Property field contains a macro as
default value (&Person.Property). This macro renders the
property of the requestor.

This is obvious information that has no added value to the user. You can hide this
information by setting the Is visible field to No. Although the field is not displayed on
the Service request page, the information will be available on the subsequent order in
Planon ProCenter .

Creating sections on a page

You can improve a form's layout, by adding bars to a page and thus creating sections.
Sections help users to identify which fields belong together functionally.

This feature is available to multiple types of blocks: Add, Details, Edit.
Procedure
Go to Sites > Web definitions.

Select a web definition and expand its structure in the details panel.
Select the appropriate block and in the data section click Add bar.

Move the position of the bar to the right location.

N

Enter a name for the bar and click Save.

The bar will appear on the web form.

Sorting of lists
You can assign a sorting priority to the fields on a list page. This feature is available on
every list block.
Procedure

1. In Self-Service modules or ProCenter modules > Web configuration,
select a relevant web definition.

2. Go to the List page > List block.

31



3. On the data section, go to the List fields tab and check which fields are
available on this block.

Click the plus symbol and add more fields, as required.

5. Using the arrow buttons to set the sort order, by moving the fields up /
down.

The information on the Web Configuration form will be sorted in the order you
select here.

6. Click Save.

Using macros to auto-populate fields on web forms

You can auto-populate data fields by using macros as default values.

‘o This feature is available on search fields and on all pages that allow user input.

Procedure
1. In ProCenter modules > Web configuration or Self-Service modules,
select a relevant web definition. For example, Service requests.

2. On the Details panel, expand the node structure, for example at Add
page > Add block and select a search field.

3. On the Field properties tab on the right, select the Default value field
and enter a relevant macro.

For example:in the Requestor field on the Add block > Default value field, enetr the
&PERSON macro, to default the requestor with the logged-in person.

4. In the data section, select either of the fields from the following table.

Macro To be used in Displays...

&Person Person field The name of the person linked
to the account (as reference
field).

&Username Any text field The user name of the person

linked to the account.

&UserlD Account The user name of the person
reference field linked to the account.
&Person.Property Property field The property of the person

linked to the account.
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Macro To be used in Displays...
&Person.Space Space field The space of the person linked
to the account.

&Person.WorkSpace Workspace The workspace of the person
field linked to the account.

multiple workspaces are linked to

person, the first workspace of the
person (depending on the occupancy
on the reference date) is displayed.

&Person.CostCenter Cost Center The cost center of the person
field linked to the account.
&Person.Address Address field The address of the person

linked to the account.

&Person.Department Department The department of the person
field linked to the account.

5. Click Save to apply your changes

6. If a user submits a service request, the fields you have configured will
contain auto-populated data.

Use these macros in the appropriate fields, otherwise the web page will display errors.
Service requests are based on standard orders defined in Supporting data . Note that field
values defined in the standard order overrule the macros used as default values in the
service request.

Dynamically updating the end date & time

You can configure a dynamic update of the end date & time on the search blocks of
Orders, Service calls and Reservations, based on the start date & time of the search
block. By default, the offset is set to one hour. If you manually change the end date, the
new delta will be carried through. Example: if the default was

« Start date & time = 1/1/2016 12:00
+ End date & time = 1/1/2016 13:00

and you manually change the end date & time to 14:00, a 2 hours offset will be
maintained for further updates.

You can configure this feature for all End date & time fields in Orders (Add and Edit
blocks), Reservations (Planboard casepart > Search block) and Service requests (Add
and Edit blocks).

Procedure
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6.

Go to Self-Service modules.

Select a web definition from Orders, Reservations or Service calls for
which you want to configure the automatic updating of the end date &
time.

Go to Add block, Edit block and/or Search block.

Select the End date & time field. If the field is not displayed, you must
add it via the Add fields button.

On the Field properties tab, select Yes in the Relative to the start date-
time? field.

Click the Save button.

In the relevant search blocks, the end date & time will be automatically updated when the
start date & time is entered.

Adding help text to a page

You can give end users additional information or instructions on how to use the page.

Procedure

Go to Sites > Web definitions.
In the web definition panel, select a web definition.

The web definition structure appears in the details panel.

Expand the web definition’s node and select a page.

Click the Help text tab and enter the required information in the relevant
language(s).

Page properties Help text Actions styling Javascript

Click Save to apply the changes.

When the web page is reloaded on the browser, the Help text appears
at the top of the page.

Adding help text to a page



= Report an Incident

R S A i i [ sew ]

Information on request

You can apply basic HTML formatting to enhance the text.
To include images in the Help text, apply the following format:
<img src="[reference to image including file extension]"/>

Adding help text to a section

You can give users additional information or instructions about how to use a section.
Procedure

Go to Sites > Web definitions.

Select a web definition and expand its structure.
Select a block and - in the data section - select a bar.
Click the Help text tab and enter a text.

Click Save.

When the web page is reloaded on the browser, the help text appears
below the section heading.

I

Information on request

(@) The coffee is not good. Please service the coffee machine.
\

Customizations via translations

You can enable users to customize the wording on their web definitions. This feature is
available on almost every page definition for:

+ Page titles
¢ Button names
¢ Field names

With this feature, you can override a default translation by specifying your own
translation.

1. In the translation area, select the check box(es) of the language(s) for
which you want to provide a customized translation.
Customizations via translations 35
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Page properties Help text Actions Soyling JavaScript

Page Tite Deutuch Berichien uber sinen Vorfall
Englich B Repor an incident
Engliss LIS Repert on dent
Framghis Signaler un ncident
Negerlandy Meiding ven sen incident

Enter a translation text in the box.

Click Save and reload the web page.

The new translation will be visible for users using this language.

Specifying a hint text

You can provide context-specific help to an end user. This feature is available to fields on
page blocks.

Procedure

1. Go to Sites > Web definitions.
2. Select a web definition and expand its structure.
3. Select a block and in the data panel select a field from the grid.
4. Click the Help text tab and specify a text.
+||H i.' L‘ Field properties Help text Styling JavaScript
Label | System name |
Mumber OrderNumber Chinese (...
Description Description
Property PropertyRef Deutsch
Space SpaceRef
% Start date & time BeginDateTime =
- English
Comment Comment -
T English US  Enter the date that the work is started, this
— may not be the current date.
5. Click Save.

In the browser, an information icon in front of the field
indicates that information about this field is available.

Specifying a hint text



Start date & time

®

If the user clicks this icon, the text is displayed.

Start date & time

®

Start date & time X

Enter the date that the work is started, this may not
be the current date.

Adding a placeholder text

You can give end users context sensitive instructions for completing a form. On the web
form, the placeholder text will be displayed as “grayed out” text.

This feature is available for the following blocks, in all modules:

« Add
« Edit
e Search

This feature is built using the HTML5 placeholder attribute. Some browsers do not support
this attribute (most notably IE9). Therefore, this feature is limited to browsers that natively
support this attribute.

Procedure

Go to Sites > Web definitions.
Select a web definition and expand its structure.

Select the appropriate block and in the data panel click the field for
which you want to include a placeholder text.

Adding a placeholder text
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+ |0 K Field properties Help text Styling JavaScript

] ﬂpera‘rur Contains L
|System name | Database field name ® Split search stri... Yes O no

Label Brazilian... [] Cédigo

Chinese ... [ 53

First name

Space

VOORMAAM

FirstName

Chinese ... [ {58

Surname LastMame MNAAM Deutsch O Code
Department DepartmentRef  SYSCODEAFD English [ Code
Position PersonPositio..  SYSCODEFUNC - English US [ Code

- Frangais [ Code
Property PropertyRef SYSCODEOB) .

MNederla... [ Code

SpaceRef SYSCODERMT Placeholder Brazilian... [

— Chinese ...

Chinese ...

Deutsch

000

English

ny

English U5 (] <personnel numbers>

4. Save your changes. Your placeholder text is now displayed in gray in
the field where the user can enter a value.

L] Telephone directory

Code

|epersonned numbers m

» Show more search options

Uploading documents

You can allow users to attach and upload additional information to a web definition.

Prerequisite

To enable users to upload files, you must first specify the file upload location in
System Settings > File locations > Settings for secure documents > Server upload
location field.

Procedure
1. Go to Self-Service modules.

2. Select a service for which you want to configure the upload option.

Uploading documents



This option is available for Service requests, Orders, Move request, Workflow and
Reservations modules.

3. Select the required web definition.
4. Expand the hierarchical page structure and select the Upload block.

5. In the data panel, complete the relevant fields.

For a description of these fields, refer to Document fields.

An error will be displayed if the file type in the Self-Service Upload block does not match
the file type specified in System Settings > Allowed File types.

6. Click Save.

It is possible to drag and drop multiple files in the Upload block. You can simultaneously
drag and drop a maximum of 50 files.

After uploading document(s), the name of uploaded document(s) is displayed as a
hyperlink on the Confirmation page. Users can either view or download a document.
Only secure documents can be viewed or downloaded.

You can add the Document (secure) field to a List block, Details block and Expander
block, to display the name of the secure document as a hyperlink and allow users to view
or download it.

Making file upload mandatory

To ensure that an important step is not forgotten in the process of submitting a request,
you can now make it mandatory for users to upload a file.

This greatly improves the process efficiency, because it means that users will no longer
forget to upload files causing delays in process handling.

This feature is available for the following Self-Service modules (Add flow only):
* Service request
* Reservation wizard
* Move wizard

*  Orders

Procedure

‘o This procedure applies to all of the above-mentioned modules.

1. Select your Self-Service module and go to Details panel > Add block >
Upload block.

Here, set the Mandatory file upload field to Yes.
3. Click Save.
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It will subsequently be mandatory for users submitting a request to include
a file in order to continue submitting it.

Adding additional SQL statements for filtering

You can add additional SQL statements for filtering content. This SQL statement can be
added to a Fixed filter on a list block.

Procedure

Select a web definition.

Expand its hierarchical page structure in the details panel.
Select List block.

Click the Additional SQL tab.

Type the additional SQL statement.

For example, AND MAIN_TABLE.SYSMELDER IN (SELECT
SYSCODE FROM PERS WHERE CODE = '100001")

7. Click Save.

You have added an additional SQL statement to the fixed filter.

2L

Linking web definitions to navigation groups

You can link a web definition to a navigation group, so that the web definition is displayed
on the Planon navigation panel, in the relevant navigation group.

Example: you have a navigation group called Financial Management and want to add the
Capital projects web definition.

—_

Go to Self-Service modules to select the relevant module.

N

Select a web definition.

3. On the action panel, click Link to navigation group.

The Link to navigation group dialog box appears.

Select and move the relevant group(s) to the In use section.
Click OK.

»

The web definition is now displayed in the selected group(s),
under its navigation name.

Linking user groups to a web definition
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You can link user groups to a web definition, in order to only allow authorized users to
view this web definition.

If you do not link any user groups to a web definition, users from all users groups will be

able to access the web definition. By linking at least one user group to the web definition,
you ensure that a user group must always be explicitly linked to gain access. Non-linked

user groups will be denied access.

Procedure

1. Select a web definition in Planon, on a relevant Self-Service action
panel (this applies to any action panel in Planon for PSS web
definitions, like for example ProCenter modules > Web configuration) .

2. On the action panel, click Link user group.
The Link user group dialog box appears.

3. Select and move the relevant user group(s) to the In use section.
4. Click OK.

The web definition is now only available to the selected user
group(s).

Applying javascript

You can provide customization features to the Planon Administrator, who may enable
javascript to change the way the web form is displayed.

This feature is available to fields on page blocks. If you only want to clear a field value
initially (first time you visit the page), it is recommended to configure the javascript on page
level rather than on field level.

Procedure

1. Go to Sites > Web definitions.
2. Select a web definition and expand its structure in the details panel.
3. Select a block and in the data panel select a field from the grid.
4. Click the Javascript tab and enter a script.
Systemn... Name Database ... | Actions || Context fields “ Styling || Javascript |
ProperiyRef Property SYSOBJA... -
Description Descriplion  NAAM Fieid proporties ” fisieext
QQ000000... Question_1 JavaScript
QQ000000... Question_2 5("_pss_field). mouseover(function() { -
Qaoo0000... Question_3 S(this) animate({
position: ‘relative’,
left: "+=50" -

Sample script

$('.pss_field').mouseover(function() {
Applying javascript
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$(this).animate({
position: 'relative’,
left: "+=50"
}, 1000, function() {});
b:;
$('.pss_field').mouseout(function() {
$(this).animate({
position: 'relative’,
left: "-=50"

}, 1000, function() {});

1

5. Save your changes; check the result on the web form.

Broken light

Deacripti-:unl'/} Broken light
Question_1; [ one

[C] Two

The form fields move horizontally on the screen when
hovering your mouse over the field containing the javascript.

Changing the styling of a web form

Web Configuration allows you to apply your own cascading style sheet (CSS) to a web
form. By doing so, you can adjust its appearance to your requirements.

This section assumes that you have your own custom made CSS file, which is already
published on a (web) server. You are also expected to know the exact names of the
classes defined in the CSS file.

1. In Web Configuration , click on the web definition. This will show the
general properties in the data section of the web definition.

Changing the styling of a web form



In the Stylesheet field, enter the URL of the CSS file you want
to use.

‘o If you leave this field blank, the web page will use the default CSS provided by Planon.

Each component in a web definition (such as a block, field,
button, or hyperlink) contains a CSS classes field. Here, you
can enter the names of the classes defined in your CSS file
to apply these classes to the specific component.

2. Click Save.

Editing CSS styling

It is possible to edit the default CSS styling and specify custom styling.

Procedure

1. Click Select sites button on the top right of the application, below the
Header.

2. Select Edit sites.
The Sites dialog box opens.

3. Select the site for which you want to customize the CSS styling.
4. Inthe CSS field, edit the CSS for the site and all its definitions.
5. Click Save. Reload the web page to view the changes.

Only valid CSS, compliant with W3C standards should be applied.
CSS class names should all be lowercase.

Specifying custom styling

The following example describes how you can apply your custom style to the Description
field of a service request.

1. Inthe list, select the site for which you want to customize the CSS
styling.

2. In the data section, in the CSS box, specify your custom CSS for the
site and all its definitions.

CE3

p=s_header {fort-color: white} -
pes_custom div.pss_field_label {color; red limportant
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The following table provides an example of using custom
CSS and its result in the browser.

The default CSS is defined in pss.css, the default style sheet delivered with Web

Configuration .

Default CSS

{

.pss_field div.pss_field label

display: inline-block;

width: 165px;
margin-right: 15px;
text-align: right;
font-size: 1l4px;
color: #404040;

float: left;

Custom CSS

.pss_field label
{
color: red;

}

.pss_field label
{
color: red !
important

}

.pss_custom

div.pss field label

{

color: red;

Result

Default CSS will be used because the custom CSS
is lacking “importance”.

Custom CSS will be used. All fields with
the .pss_field_label class will be styled in red.

Custom CSS will be used, only the field Description
will be styled in red.

3. Go to Web definitions level and select the web definition (in this

example: service request).

4. Expand the node and select the Add page.

5. In the data section, select the Description field.

6. Inthe CSS classes field, type pss_custom.

Specifying custom styling



Propert... Property SYSOE... translation

|Deserip... Descrip... NAAM language & L lwanseton |
English |: Description
Mederlandz E | Omschrijving |
Planon Englizh Q |Descripti0n |

System CSS claszes paz_field paz_fieldtype addfield pes_fieldname_des

253 classes pss_custom

7. Click Save to apply your changes.

8. In the browser, reload the web page. The styling will only be applied to
the specific element.

Light is broken

Property*: Selectvalue

Description: | Lightis broken

The Description field displays in red.

Uploading system images

Prerequisite

To enable users to upload system images, you must first specify the upload location in
System Settings > File locations > System images > .

A system image is a file type that requires storage in a secure file location, because it
may hold a security risk when it is uploaded. For example, SVG images that can contain
JavaScipt (JS). For security reasons, system images must have their own subfolder in the
WebDAV location.

Procedure

Go to the Supporting data > System images TSI.
On the action panel, click Add .
3. Inthe Image field, click on the Select a file & icon to select an image

1

from the server. To upload a new image, click on the Upload === icon.
You can also drag and drop an image from your local machine in the

Upload block or click (% to remove it.

You can only drag and drop one image at a time and only from your local machine.
Only .jpg, .jpeg, .gif, .png and .svg (cannot be dragged and dropped) image formats are
supported.

By default, the uploaded image is saved in the /systemimages/ folder in the System
images path.

Uploading system images
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4. In the User-defined system name field, enter a name for the system
image.

In the Relative URL field, the uploaded image's name is appended to the

predefined URL, for example: /systemimages/image1. This relative URL is

bookmarkable and can be used in the Site CSS.

5. Click Save.

The system image can be used in any customized PSS form, in both help

texts and CSS. It can also be used in the Web Configuration > Web Content

module and in mail merge templates. For more information on applying
system images in CSS, see Using system images in CSS.

Using system images in CSS

It is possible to use system images in the CSS to customize a Self-Service form.

Procedure

1. In Web configuration, click the Select site... button at the top right of
your screen.
Select Edit sites.
Select the site where you want to use the system image.

In the site's CSS field, edit the CSS by using the system image's
Relative URL.

Example: .anyclassname { background-image: url ("/systemimages/imagel") ;

For more information on how to create a relative URL, refer
to Uploading system images.

5. Click Save.
Refresh the web page to view the changes.

Copying a web definition

You can reuse an existing web definition within a site by copying it.

Go to Sites > Web definitions, select a web definition.

Procedure

1. In the Web definitions panel, select the web definition which is to be
copied.
2. On the action panel, click Copy.

}
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A copy of the web definition is created with a unique code
and (Copy) as a suffix to the name of the web definition. You
can change the code and the name of the web definition.

3. Make the necessary modifications in the data section and click Save to

apply the changes.

The copied web definition remains linked to the same site.
You cannot copy a web definition from one site to another.

The following table describes whether or not a Web Configuration web definition can be
copied. It also specifies the special scenarios of copying some web definitions:

Copying a web definition

Web definition

Web client
Homepage
External content
Service desk

Capital project
management

Mobile field services

Space demand form
Mobile start page
Publisher

Service requests

Workflow
Reservations
Visitors

Orders
Knowledge base
Services

Move requests

Description

Yes

Yes

Yes

No

Yes

No, only one PMFS definition allowed per property
set.

Yes

Yes

No

Yes, as long as there is no sub selector for standard
orders (added when the standard order field is used
on the add or edit block).

No

Yes (Reservation list), No (Reservation Wizard)
Yes

Yes

Yes

no

Yes (move list), No (move request)
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Web definition Description

Selectors Yes
Cloud Environment Yes
Cloud Account Yes
Cloud Exo Yes

Exporting a site’s definition(s)

You can reuse a site’s web definition(s) by sharing definitions across sites.

o Exporting web definitions is done using Configuration Transfer. See the Configuration
Transfer documentation for more information.

Importing a site’s definition(s)

You can reuse a site’s web definition(s) by sharing definitions across sites.

o Importing web definitions is done using Configuration Transfer. See the Configuration
Transfer documentation for more information.

Making forms dynamic

The purpose of this feature is to:
» dynamically build forms based on embedded javascript
* make forms lean and efficient
» prevent asking redundant questions
The dynamic behavior on fields is brought about by using javascript for:
* Boolean fields (Yes/No)
» Single select question fields
*  Multi-select question fields

Prerequisites

* A questionnaire must be linked and available on the Questionnaire
tab.

Procedure

Making forms dynamic



1. Go to the web definition where you want to use the dynamic forms. For
example, Service request.

2. At the bottom panel, click Add page > Add block.
The Add page details are displayed in the data section.

3. Select the first question and click the Dynamic behavior tab.
4. Enter the following code:

If (Yes) then show (pss_fieldname gq00000001, pss fieldname gq00000002) ;
If (No,) then hide (pss_fieldname gq00000001, pss_fieldname_ qq00000002) ;

Systemname  Name L | Field properties || Help text || Styling || Dynamic behavior | Javascript
;roperryner ;mpe'?[t o |Dynamic behavior

“C”M_"k o If (¥es) then show (pss_fiekdname_Q000000002, pss_flekdname_QOODD0OO0E); A&
QQap0oveon Do you drink coffee’ If {Na,) then hide (pss_fiekname_0Q00000DZ, pss_fekinams_QQU000D00S)

LeLelulul i Talo] vrd Do you take sugar in you coffee?

Qapono0o0E Do you take milk in your coffes?

5. If ([value1], [value2],....)then [show | hide | clear | hideandclear]
([fieldname1], [fieldname2], ....);
If answer1, answer2, answerN is selected, then show/hide/clear/hide
and clear fieldname1, fieldname2, fieldnameN.

This syntax is interpreted as:

“If the answer is 'NO' or if no answer is given, hide QQ00000002 and
QQO00000008.” Per function, you can indicate multiple elements. In the
above example, the comma (,) after the answer No represents an empty
answer. Alternatively, you could add a separate line per answer:

If (Yes) then show (pss_fieldname_qq00000001,
pss_fieldname_qgq00000002);

If (No) then hide (pss_fieldname_qq00000001,
pss_fieldname_qgq00000002);

If () then hide (pss_fieldname_qgq00000001,
pss_fieldname_qgq00000002);

For questionnaires, the unique field names should be used. For Boolean fields, either use
T (true) or F (false). The syntax is case-sensitive. The reference to the unique field names
can be found on the Styling tab. The field name is prefixed by: pss_fieldname_

Behavior: If the question is answered with Yes, both
subsequent questions will be displayed. If the question
is answered with No, Q2 and Q3 will remain hidden. If
the question is answered with No, Q2 and Q3 will remain
hidden.

6. Save your changes. The form has now been configured for dynamic
behavior.

Making forms dynamic
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In your website, open the Catering request. Initially, the form will only display
Q1 (since no answers are provided yet):

Do you drink coffee? & Yes

) Mo

If you click Yes, Q2 and Q3 will appear.

Do you drink coffee? i@ Yes

& Mo

Do you take sugarin your

coffes?:

) Yes

@ Mo

Cra you lake milk in your coffee? @ Yes

= Mo

If you click No, Q2 and Q3 will remain hidden.

Do yau drink coffee?: ) Yes

@ Mo

Adding comments in the script

You can add comments in the script by using //. Adding comments will make
the script understandable. You can also disable a statement by using // in
the beginning of the statement. In the following code snippet, first line is a
comment. It provides a summary to the code snippet:

/I if red, show X and hide Y and Z if (red) then show (pss_field_x); if (red) then hide (pss_field_y,
pss_field_z);

In the following code snippet, the statement is disabled:
/['if () then hide (pss_field_x, pss_field vy, pss_field_z);
The following functions are supported:

° show: Shows the element(s).

Making forms dynamic



° hide: Hides the element (but does not clear the value of a field).

° hideandclear: Hides the element(s) from the form and clears the value of given
field(s).

° clear: Clears the values for the given field(s).

° optional: Makes an element on the form optional. Click Making elements
optional or mandatory for the procedure.

° mandatory: Makes an element on the form mandatory. Click Making elements
optional or mandatory for the procedure.

Making elements optional or mandatory

Dynamic behavior for multiselect fields

Making elements optional or mandatory

By using dynamic behavior properties you can determine whether to show or hide
specific fields.

If required, you can make fields optional or mandatory.

Optional / Mandatory

By including the function optional or mandatory, you ensure that the element becomes
optional/mandatory on the form.

Please note that optional or mandatory functions:

« can only be applied to the questionnaire's Question fields;

« can only be applied to simple field types such as String, Integer, Boolean, Big decimal
etc,;

» cannot be applied to Reference fields and File upload fields, due to technical
limitations.

Example:

Making elements optional or mandatory
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Add fields

Fisld properte: Help text g Dynamic behawior pvasenpt

In the last row, it says that if you click any of the listed items except Other, an optional
Comment field will be shown (QQ00000044):

What has been spilled?
[:] Warer

D Qil f Fars

[ Fue

[_] Paint

D Caoffee

Soft drinks

D Orher

Comment

However, if the user would click Other, a mandatory Comment field will be shown:

what has been spilled?

[:I Warer

3 oil /Fats
O Fuel

O Paine

O coffee

(O soft arinks
Orther

® Comment

<this is now a mandatory field>

Making forms dynamic

Dynamic behavior for multiselect fields

It is possible to specify multiple answer options for multi-select fields. The user can select
one or all options. The user may even revert an answer on the form. Bear in mind the
way javascript works:

Dynamic behavior for multiselect fields



For contrasting answers, the Show function overrules the Hide function:

If (Option1) then hide (pss_fieldname_qq00000002); If (Option2) then show
(pss_fieldname_qq00000002);

When a user changes answer options, the script runs its logic again from top to bottom:

If () then hide (pss_fieldname_qq00000002, pss_fieldname_qg00000003);
If (Green) then hide (pss_fieldname_gq00000002);
If (Blue) then show (pss_fieldname_qq00000002);
If (Blue) then hide (pss_fieldname_qq00000003);

If (Green) then show (pss_fieldname_qq00000003);

If the user first selects Green and then Blue also:
* Field gqg00000002 is hidden and field qq00000003 is shown.
» Then field qq00000002 is shown and field gqq00000003 is hidden.

Subsequently, after deselecting Green, field gqq00000002 is shown and field qq00000003
is hidden (nothing appears to change).

o For more information, refer to Making forms dynamic .

Questions remaining visible

A pitfall with dynamic behavior is that initially hidden questions are shown when clicking
a check box and may remain visible when the check box is cleared again.
For example, a form with a multi-select question:

Question Specify cleaning area

Answer options Room
Kitchen
Toilets
Mail room
Other room

When "Room" is selected, another question "Specify room details" becomes visible:
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Question Specify cleaning area

Answer options Room
Kitchen
Toilets
Mail room
Other room

Question Specify room details
Answer options A

B
Cc

Additionally, selecting "Kitchen" for the first question also makes a third question "Specify
kitchen details" visible:

Question Specify cleaning area

Answer options Room
Kitchen
Toilets
Mail room
Other room

Question Specify room details
Answer options A

B

C
Question Specify kitchen details
Answer options A

B
C

Then when "Kitchen" is cleared, the question "Specify kitchen details" is expected to
disappear but remains visible:

Question Specify cleaning area

Answer options Room
Kitchen
Toilets
Mail room
Other room

Question Specify room details

Dynamic behavior for multiselect fields



Question Specify cleaning area

Answer options A
B
C

Question Specify kitchen details

Answer options A
B
C

Although this looks like an error, this is specified behavior. This pitfall is common, but it
can be prevented by applying a simple rule when creating the dynamic behavior script.

The first line of the dynamic behavior script should hide all the other questions that are
influenced (show or hidden) by the question at hand - If (?) then hide (...)

The question mark ? represents an empty or any answer option, and the ellipsis (...)
should be replaced by all questions that are affected. This way, only one simple 'If '
statement is required to hide the questions. It can also handle future added answer
options.

This line performs a 'reset'. It means: if nothing or anything is selected, then hide the
affected questions. After those lines questions can be made visible again by calling the
Show function. This solution prevents issues as described in this section.

Making forms dynamic

Dynamic behavior for multiselect fields
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Configuring web definitions

This section describes the configuration of web definitions in Web Configuration .

Web Client

The Web Client module represents an instance of the Web Client instance. The Web
Client web definition specifies the URL for the Web Client and defines which homepage
is shown.

Creating a Web Client

Procedure

On the navigation panel, go to Web client > Web client
On the action panel, click Add.
In the data section, complete the relevant fields.

For a description of these fields, refer to Web client fields.
4. Click Save.

The Web Client definition is now created and appears on the
web definitions panel.

Removing Web Client buttons from the ribbon

Precondition: this feature is only available in Service Prov
mode.

For more information on the Service Providers solution mode, see the user
documentation: System Settings > General settings fields.

If required for your customer portal, you can remove the Reference date, Alarms and /or
Help button(s) from the ribbon.

Procedure

On the navigation panel, go to Web client > Web client.
Select the web client definition from which you want to remove buttons.

In the Remove reference date button, Remove alarms button and /
or Remove help button fields, select Yes to remove the button(s) from
the ribbon.
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4. Click Save.

The button(s) are removed from the ribbon.

Making My account settings for end users

You can enable end users to manage parts of their own user account information. End
users can access the My account information by selecting the name of the logged-in
user at the top right of their screen.

Procedure

1. Go to Web client > Web client.

2. Select an existing web client definition or click Add on the action panel
to add a new web client definition.

3. If you add a new definition, enter a Code and Description and click
Save.

A Personnel sub-web definition including a Details page and an Edit page is
automatically added.

The user groups for which the Personnel Web Configuration form is created, must be
linked to persons. If not, the data from Personnel will not be displayed on the form.

On the Details page, you can configure:
° An Account block: the account details of the linked user account.

° A Personnel block: the details of the linked person in Personnel. Click Add
fields, to add more fields to the block.

o An Account settings block: the user account settings of the linked person. Click
Add fields to add more fields to the block.

° A Change password block: the actions for the Change password dialog box.
Cancel and Change password and log off are available by default.

4. On the Account settings edit block, configure the fields for the user
account settings. Click Add fields, to add more fields to the block.
5. Click Save.

You have configured a Web Configuration form that end users can open to
view their user account data, edit their Personnel details and change their
password.

Whether the data in this form is visible or not depends on the authorization settings of two
business objects: Personnel and Users. If you want to authorize this form, you must take

the fields from these two business objects into account. They may affect the accessibility

of the data.

For more information on the authorization of business objects, refer to Authorization >
Specifying business object permissions.

Making My account settings for end users
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Allowing users to add a new email address

To a certain extent and in compliance with regulation, users are in control of maintaining
personal information that is stored in the application.

You can enable end users to add a new email address to their My account details.

1. Click the User accounts sub web definition that is linked to your Web
client definition, to expand its details.

2. Inthe lower panel, on the Edit page, select the Account settings block.
3. On the Edit fields tab, make sure to add an email field.

For Account settings, the feature works for all email fields (and only there).
4. Click Save to confirm your changes.

Make a note of the selector that is automatically created for your User account definition.
Its name is displayed on the Field properties tab.

5. Go to Selectors and find and select the corresponding selector.
6. Set the Allow add action? and Allow edit action? fields to Yes.

7. Save your changes and log off/log on.

When going to My Account, users will now see a plus symbol after the Email field that they
can click to add a new Email and Description. These addresses will be stored in the Emails
TSI (System info).

L] Add avalue

Email *

Description

Allowing users to choose a theme

You can enable users to choose a theme for their environment from Planon provided
themes.

Procedure

Go to Web configuration > Web client.

N

Click on the My account sub web definition that is linked to your Web
client definition, to expand its details.

In the lower panel, on the Edit page, select the Account settings block.
Click on the Add fields icon.

In the Add fields dialog box, select the Theme field and click OK.
Save your changes.

o ok w
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Log off and log in again to see the Theme field. The Theme field will be available to users
when they edit their My account details.

My account settings

® Use 24-hour notation

O ves

No

® Contact's email address

® Planon ProCenter Language
English US
® Displayed unit of length

meters

feet

® Autoselect first item in list
Yes

O o

® Theme

1, Planon Light

1, Planon Light
2, Planon Dark

5, High contrast

Homepage

Homepage is a Web Configuration module that enables you to create a homepage and
configure it to display information from multiple sources, such as Web Configuration >
Web Client or any external website on a single page. This page can be used “stand-
alone” or as the homepage of the Web Client.

You can customize homepages to match user roles in an organization. For example, you
can create dedicated homepages for managers and for service desk employees.

The information on the homepage is displayed in gadgets. Gadgets not only enable
users to view information, but also to interact with it. Users can add, remove or rearrange
gadgets as required.

Creating a homepage

You can create a homepage to display (multiple) gadgets, either as a stand-alone page
or as the Web Client homepage.

Creating a homepage
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Procedure

1. On the navigation panel, go to ProCenter modules > Web configuration
> Homepage.

On the action panel, click Add.
3. Inthe data section, complete the relevant fields.

For a description of these fields, refer to Homepage fields.
4. Click Save.

The homepage definition is now created and appears on the
web definitions panel.

Adding gadgets to the homepage

Go to ProCenter modules > Web Configuration > Homepage
Select a Homepage definition to which you want to add gadgets.

Click Gadgets and Add gadget on the Page properties tab.

Fill out the fields. See Gadget - configuration, for a
description of these fields.

Click Save.

5. The Homepage is now configured with gadgets.

Assigning gadgets a fixed position on the homepage

You can fix the order and position of gadgets on the homepage. This will prevent end
users from accidentally adding or removing any gadgets on that homepage.

Procedure

Go to ProCenter modules > Web configuration > Homepage.

2. Select the Homepage for which you want to restrict the end user's
access to gadgets.

3. Set the field Configurable by end user to No to impose the restriction.
Click Save.

The homepage will display the gadgets in a fixed position. End users
cannot add or remove any gadgets.

Adding a generic filter for gadgets on the homepage

Adding a generic filter for gadgets on the homepage



By applying a generic filter, you can filter all gadgets on the homepage in one go by your
own selected criteria.

You can configure generic filters that can be applied by end users to the gadgets on
their homepage. There are two types: Date-time and Selector. The latter allows you to
filter by an aspect of a business object, such as Property.

Procedure

Go to ProCenter modules > Web Configuration > Homepage.

2. Select a homepage definition on whose gadgets you want to apply a
generic filter.

3. Go to the Gadget filters tab.
In the Filter type field, select Selector or Date-time.

5. Complete the data fields. See Homepage fields for detailed information
on these gadget filter fields.

When choosing the Selector option, it is important to enter the correct selector code in
the Selector field based on the filter criteria (field that you want to filter on) on the gadget.
For example, if you want to filter the gadgets on the Property field, go to the Publisher
module, select the gadget definition, in the Search block, copy the Selector value of the
Property field and paste it in the homepage Selector field. This selector value must be
same for all the gadgets that you want to filter on making it the common criteria.

6. Click Save.

After refreshing the homepage, you will see a bar with a filter icon. When you
click on the filter icon, you can choose specific criteria for the gadgets to be
filtered on. Activate the filter by clicking OK. An active filter is marked on the
homepage by an orange border. It is possible to activate multiple filters with
different criteria. When hovering over the 'filter' icon on a selected gadget, a
tool tip displays per gadget which filters apply.

This feature of showing an active filter on a gadget, does not apply to gadgets containing a
Publisher chart for which the following Appearance settings are made on the Chart block:
Fullscreen = Yes and Show title when fullscreen = No. The reason is that the 'active filter'
functionality is part of the gadget title. So if the gadget title is not shown, the active filter
icon is not shown either.

Replacing the Planon logo with a custom logo

You can replace the Planon logo with a custom logo, for example your own logo. If you
create dedicated web clients for your customers, you can also display their logo. You can
select an existing logo from the available files or upload one.

Procedure
1. Go to the Web Client TSI.

2. On the navigation panel, go to Web client > Web client.
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3. Select the web client in which you want to replace the logo.
On the General tab, go to the Logo field and select an icon from the list
with existing image files.

5. If you want to upload a new logo, click the Upload icon.

6. Click Save.

The Planon logo is replaced by the selected logo. An additional logo,
'Powered by Planon', will appear at the bottom of the navigation panel.

To remove an existing logo or to quit your replacement action, click the Clear icon. The
Web Client will now display the default Planon logo.

Self-Service modules

Self-Service modules enable you to configure web definitions that can be published as
web forms on a homepage / portal. Using these web forms, end users can search for
business information and submit reservations and requests. Self-Service web definitions
can also be added to the gadget library of the home pages of relevant user groups.

In Planon Accelerator, these modules are available on the system administrator's
navigation panel at Self-Service modules.

Account

Account is a Web Configuration module that enables end users or account managers to
create web definitions that are related to user accounts. You can add two types of web
definitions here:

* The User account list web definition can be used to create an editable
user account list on the navigation panel of application managers or
people performing basic user account management.

* A User account web definition that is added as a sub to a User
account list, to include a list of user accounts with personnel data.

Configuring basic account management for application
managers

You can set up and customize a User account list definition to enable application
managers to do some basic user account management.

Preconditions:

* In Planon ProCenter > TSls, the PersonnelListLayout has been added to the Self-
Service modules > Account > User account step.

» the Add sub user account action and Link navigation group link are added to the
PersonnelAddEditDetails layout.

Procedure
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Go to Self-Service modules > Account.

On the action panel, click Add user account list.
Enter a Code and Description for the web definition.
Click Save.

A User account list definition is created.

This is only a 'container' web definition. In order to configure
a User account list, you must add a Sub user account web
definition.

‘o You can use various sub user definitions to represent user groups / departments.

5.
6.

o
o

o

On the action panel, click Add sub user account.

From the pop-up, select a personnel-related business object for which
you want to have the data to be displayed on the form.

Click OK.
Enter a Code and Description for the sub web definition.
Click Save.

An Add page, Details page and an Edit page are added to the sub account
definition.

On the Add page, specify the title, help text, and translations
to be displayed on the web form. Also configure:

the Account block: the account details of the linked user account.

the Personnel block: the details of the linked person in Personnel.

the Account settings block: the user account settings of the linked person.
On the Details page, configure:

the Account block: the account details of the linked user account.

the Personnel block: the details of the linked person in Personnel.

the Account settings block: the user account settings of the linked person.

the Change password block: the actions for the Change password dialog box.

Cancel and Change password and log off are available by default.

On the Edit page, you can configure the fields for the user
account settings. Also configure:

the Account block: the account details of the linked user account.
the Personnel block: the details of the linked person in Personnel.

the Account settings block: the user account settings of the linked person.

On the on the Add page and Edit page > Account block > User account groups field , you
can make settings to either include or exclude user groups from being offered for selection
to the end user when adding / editing user data. This enables you to 'authorize' which user

Configuring basic account management for application managers
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groups can be linked to a user, without having to create authorization filters. There are two
fields involved in making these settings:

° User group filter behavior field, select whether you want a filter based on
inclusion or exclusion of user groups / users

° In the fields User groups to be included / excluded, select the user groups that
must either be included in or excluded from selection on the Add / Edit forms.

10. Go back to the User account list web definition and select a default
reference to a sub account in the Default account reference field.

11. Go to the User account list and select the List block, to make the
necessary filter settings that determine which user groups / users will be
displayed on the user account list.

12. Select the User and user group filter behavior field and enter the filter
method you want to use:

° Exclude (is the default setting; selected user groups / users are not displayed)
° Include (selected user groups / users will be displayed)

13. In the fields User groups to be included / excluded and Users to be
included / excluded, select the relevant user groups / users.

User groups and users will either be displayed or not displayed on the User account
web form in Planon ProCenter , according to the selected filter behavior. Example: you
select the Exclude filter behavior and you select "ADMIN' user groups and specific users,
to prevent these from being viewed / added / edited by people who are only allowed to
perform basic user account management. The settings work on the basis of the 'OR’
principle: if persons are excluded as 'user' while none of their user groups are excluded,
these persons are still hidden from display and cannot be selected.

14. Click Save.

You have configured a Self-Service user account list that can be opened by an
account manager to view, add and edit personnel and user account data.

To 'launch' the web definition, you have to link it to a relevant
navigation group. For more information, see Linking web
definitions to navigation groups.

If an account manager creates new user accounts via this user account list, the new users
are automatically notified about this fact if you configure the following:

create a mail merge template for the email notification and select it in the Reset password
report field in System settings > Security.

»  For generic information on (re)setting passwords via the Planon Web Client
Authorization TSI, see Authorization

» For generic information on configuring mail merge templates, see the Reports user
documentation.

Working with a User account list
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Precondition: A User account list web definition has been configured and added to a
relevant navigation group. In Planon Accelerator, a user account list with the title Users is
published in the Accounts navigation group. For more information, see Configuring basic
account management for application managers.

The User account list functionality enables application managers to do some basic
user account management in a single place. Administrators who require more extensive
authorization functionalities should use the other navigation items in the Accounts
navigation group, which may also require more extensive rights.

For more information on working with authorization in Planon ProCenter, see the
Authorization user documentation.

Procedure
1.

On the navigation panel, select the navigation group and navigation
item where the user account list is published.

In Planon Accelerator, you go to Accounts > Users.

3.

A list of user accounts is displayed.

Use the search bar to find a person by User name, Person, Department
and User account group.

Click the Add button on the top left to add a new person.

The fields displayed can be configured in the Details page and Edit page of the sub
account created. For more information, see Configuring basic account management for
application managers.

Working with a User account list

4.

© ® N o

Click the Show inactive accounts button to view and edit the inactive
users.

For every person, you have a set of actions that you can perform on
that person. You can access these in the Show actions shortcut menu.
The actions are given below:

Anonymize - You can anonymize the user.
Reset password - You can reset the user's password

Reset 'forgotten password' attempts - You can reset the number of forgotten
password attempts. This option is only displayed if the reset forgotten password
function is active in Authorization. For more information, see Authorization >
Clearing forgotten password attempts.

Select a person. The details are displayed in the right pane.
Click Edit to change the person's details.

Make any necessary changes on the edit form.

Click Submit.
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CAD Viewer

With the CAD Viewer module you enable end users to view floor / space drawings in a
Web Configuration form. It is not possible to use CAD Viewer independently in a [ph:
PSS2] form. It must always be linked to a [ph: PSS2] module, such as Publisher, in which
CAD drawings can be viewed.

Also see Publisher CAD Viewer.

Configuring CAD Viewer

You can configure the CAD Viewer's components and their appearance for Web
Configuration modules, such as Publisher.

In CAD Viewer, end users automatically get the option to download and print CAD Viewer
drawings as PDF file. Space mapping in the floor drawings is supported. The PDF will
have landscape orientation and a 'fit to page' size.

Adding a CAD viewer web definition:

1. Go to Self-Service modules > CAD Viewer.
2. On the action panel, click Add.
3. Enter a Code and Description for the CAD Viewer.

Configuring only one CAD viewer is supported per self-service form. Configuring more
CAD viewers on one page will interfere with each other.

A CAD Viewer definition is added.

Add translations for the navigation name.

5. On the various CAD Viewer text and tooltip blocks, set the Print field
labels field to Yes, if you want to display the field labels in CAD Viewer.
This field is only visible if fields are present on the block.

6. Fill in the other fields on the CAD Viewer blocks.

o CAD Viewer layout: modify the default values according to your specifications.
For field information, refer to CAD viewer fields. On the Actions > Action
properties tab, specify if you want to display the Show constructional data
toggle button on the drawing. If you want to show the constructional data by
default, just set the Default value field to Yes.

° Space tooltip: configure a tooltip for spaces in the CAD drawing. If users hover
their mouse over a drawing, the selected settings of space, space usage, person
and inventory fields are displayed as a tooltip.

° Space text: add the fields you want to show in the Space text block. For
example, the Space number.

° Inventory tooltip: add fields (inventory) that you want to show in the inventory
tooltip. For example, Asset.
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° Workspace text: add the fields you want to show in the Workspace text block.

For example, the Workspace number.

° Workspace tooltip: add fields (workspaces) that you want to show in the

workspace tooltip. For example, Number and Name.

Your CAD Viewer definition is complete.

Knowledge base

Knowledge Base is a Web Configuration module that enables you to share knowledge

base information via a web form. A knowledge base is a repository of frequently
encountered issues, symptoms and their possible solutions.

A Knowledge base web form makes your existing knowledge base available to Web

Configuration users. It contains three separate blocks:

+ The Search block, defining the part of the page users use for
searching through the knowledge base.

+ Users can search by entering keywords or can browse through the
knowledge base category structure.

+ Knowledge Base will search by using the first ten keywords entered. It
will ignore all keywords in the list of excluded keywords.

» The List block, defining the part of the page on which the list of
knowledge base items is presented.

* The Details block, defining the page that is used for showing the
information about a single knowledge base item.

Knowledge base definition

The definition of a web page that allows end users to search for knowledge

base items and read the items’ details.

It is recommended to place Knowledge Base - Category above the Search keywords field,
because if you type keywords in the Search keywords field, searching is done within the
selected category.

For more information on knowledge base categories, see the Knowledge Base user
documentation.

Adding a Knowledge base definition

You can display knowledge base information via a browser.

Procedure

Go to Self-Service modules > Knowledge base.
On the action panel, click Add.

In the data section, complete the relevant fields. For a description of
these fields, refer to Knowledge base definition.

4. Click Save.

Adding a Knowledge base definition
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A URL is created and your Knowledge base definition can
now be further configured. For a description of the fields,
refer to Configuration knowledge base definition.

5. Click Save.
Including HTML in Knowledge Base items

You can enable users to include a link to a web page or to use HTML formatting in their
knowledge base items.

This feature is available only for the Symptoms, Solution, and Problem fields on the List
block and Details block.

Procedure

Go to Self-Service modules > Knowledge base.
Select a web definition, followed by selecting a list block or details block

To enable using HTML features in your knowledge base items, select
the relevant field(-s): Symptoms, Solution and/or Problem.

4. Specify the required HTML settings.

For a description of the fields, refer to Knowledge Base -
HTML fields.

5. Click Save to apply your changes.

Move requests

In the Move requests module, you can add and edit the web definitions of the Move
request wizard and Move request list. The Move request wizard and Move request

list enable end users to add relocation requests for personnel and assets, via a web
browser. They can also include specific items in the move request that are not registered
in the Planon database.

Move request list

A Move request list displays the move requests submitted by a user according to specific
filtering criteria. End users can view, modify or cancel their submitted move requests. If
you want to allow the editing of requests in the list via the wizard, you must link the Move
request list to the Move request wizard.

Adding a Move request list

You can add a web definition that enables end users to search and view information of a
move request in a browser.

Procedure

1. Go to Web definitions > Move Requests.

2. On the action panel, click Add Move request list.
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3. In the data section, complete the relevant fields. For a description of
these fields, refer to Move request list fields.

4. Click Save.

The Move request list definition is now created and appears on the Web
definitions panel.

Continue to specify the web definition’s details. For
a description of the fields, refer to Move request list -
configuration.

5. Click Save.

The Move request list definition is now ready for use.

Move request wizard

In principle, this web definition works 'out-of-the-box' and enables end users to add and
edit a move request via Web Configuration . Once the wizard is added, you can further
configure the various steps as required. See Adding a Move request wizard and Move
request wizard - configuration.

\d

Although it is possible in the wizard to add a maximum of 100 move lines to a move
request, this is not recommended for performance reasons. The Move request wizard is
designed for relatively small moves with approximately 20 move lines. Extensive move
operations are best prepared, planned and executed in Planon ProCenter > Moves.

Move request wizard

The various steps on the wizard’s tabs will guide users through the process of adding a
move request. The wizard includes steps for adding personnel, assets and / or special
items move lines. Special items are items that are not registered in the Planon database,
such as personal belongings or items for which no registration is required. Users can
include them in the move, by adding them on the Move special items tab.
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In edit mode, end users can select and edit existing move lines. Various buttons enable
easy navigation through the editable move lines.

To enable end users to select a space directly from a floor plan when they are editing, you
can make settings on the list blocks of the relevant CAD Viewer space selector(s). For
more information, see Configuring space selection via CAD viewer.

By using the OK and copy To space button, you can copy the To space and To
property values of a person move line to all the other person move lines created in that
move request. The search options to the destination workspace is filtered by considering
the context of the To property and / or To space fields.

A move request created in the wizard is based on a standard move request. For more
information on creating standard move requests, see Standard orders.

Adding a Move request wizard

You can enable end users to create move requests via a web-based wizard.

Procedure
Go to Web definitions > Move Requests.

On the action panel, click Add Move request wizard.

In the data section, complete the relevant fields. For a description of
these fields, refer to Move request wizard - fields.

4. Click Save.
The Move request wizard definition is now added.
5. Continue to specify the web definition’s details .

For a description of the fields, see Move request wizard -
configuration.

In the Space selectors linked to in your Move Requests wizard configuration, you can
specify whether inactive spaces must be displayed or not.

Configuring a Draft status for move requests

By default, move requests created in the Move request wizard are directly visible to back-
office staff in Planon ProCenter . Theoretically, this could cause problems if back-office
staff send these move requests for approval, while the requestor is still busy editing
the move request. In existing Planon configurations, you can prevent these problems
by configuring a Draft status for move requests. By introducing this status, you will
make clear to the back-office that they should refrain from action until a request is in
the Requested status. In Planon Accelerator, the Draft status will be pre-configured and readily
available.

The newly configured Draft status and corresponding status transitions will be available
both in Self-Service forms (Move request wizard) and in Planon ProCenter (back-office).

Configuring a Draft status for move requests


https://webhelp.planoncloud.com/en/#page/Supporting%20Data/c_Standard_orders.html

For this task, basic knowledge of configuration in Planon ProCenter is assumed. The
below steps are just a rough outline of the configuration steps. For detailed information on
configuration processes in Field Definer, Layouts , Web Configuration and Supporting data
> Standard orders, please refer to the respective user documentation.

Procedure
1. Go to Field definer and set the Orders business object under
construction.
At Business objects, select the system business object Move requests.
3. At Details > Statuses, add a new user-defined Draft status.

Return to Business objects and select the user-defined business object
Move request.

5. At Details > Status transitions, add two status transitions: from 'empty’
to Draft and from Draft to Requested.

6. At Business objects, select the user-defined business object Move
request.

7. In the data section, select the new Draft status in the Default status field
and click Save.

Set the Orders business object to Completed.
Go to Business processes > Standard orders.

10. In the elements list, select the standard move request that is used in the
Move request wizard.

11. In the Status field, select the Draft status as the initial status of the
standard move request and click Save.

12. Go to Layouts .

13. Select the Move request business object that is used in the Move
request wizard and go to the Layouts level.

14. Set the appropriate layout under construction by clicking the padlock
button.

15. On the Status transitions panel, click the pencil button to edit.

16. Select the status transition from Draft to Requested and drag it to the
Status transitions panel.

17. Click Save and set the layout to Completed by clicking the padlock
button.

The Draft status has been configured. The next steps are about displaying
action buttons on the wizard's Overview tab.

18. Go to Self-Service modules > Move requests.

19. At PSS definitions, select the Move request wizard.
20. At the lower section, select the Overview block.

21. In the data section, select the Actions tab.
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22. Select the Submit request button.

23. In the Reference to user status field, select a target status for the draft:
for example Requested.

24. Set the Is visible field to Yes.

25. In the Label fields, add relevant labels for the Submit request status
transition button.

26. Click Save.
The Draft status configuration is completed.

In addition to the Submit request button, the following action
buttons can also be displayed on the Overview tab of the
Move request wizard. To display these buttons, set their Is
visible field to Yes.

° The Save as draft button saves the request as a draft version. It can be clicked
by requestors as long as they are editing the move request. This button is
commonly used in combination with the Submit request button.

° The Submit request button finalizes the request and - provided you have
configured a Draft status - set the status to Requested, to inform the back-office
that they can proceed.

The Submit request button will not be visible if the status of the move request and the
configured status of the button in the Move request wizard are same.

° The OK, close wizard button allows you to configure a workflow without a draft
status. It will add a move request in the initial status of the standard order.

° The Cancel this request button deletes the end user's request form. None of the
data entered will be retained.

° The Print all action button enables end users to print their move request.

‘o The labels of these buttons are translatable and can be modified to suit your requirements.

Orders

Orders is a Web Configuration module that enables end users to add various orders
(work orders, catering orders) and display them in a list.

Web Configuration Orders is split into two web definitions:
*  Order list
* Orders

Order definition

With an Add work order web definition end users are enabled to add, edit or view an
order.

Order definition



* An Order definition must be based on a standard order.

* End users can enter an amount/quantity of what they want to order on
the order lines that are configured on the standard order.

Adding an Order definition
Use the following procedure to enable end users to add or edit orders in a browser.
Procedure

Go to Self-Service modules > Orders.
On the action panel, click Add work orders.

3. Inthe data section, complete the relevant fields. For a description of
these fields, refer to Orders - fields.

4. Click Save.

The Order definition is created and displayed on the Web
definitions panel.

Continue to specify the web definition’s details. For a
description of the fields, refer to Orders - configuration.

5. Click Save.

The Order definition is now ready for use.

Order list definition

The Add order list definition can be used to configure a list of orders that users can use
to view and edit their personal orders (e.g. My orders).

Adding an Order list definition
Use the following procedure to enable end users to search and view orders in a browser.
Procedure

Go to Self-Service modules > Orders.
On the action panel, click Add Order list.

In the data section, complete the relevant fields. For a description of
these fields, refer to Order list fields.

4. Click Save.

The Order list definition is created and displayed on the Web
definitions panel. You can now specify the web definition’s
details. For more information about the fields, refer to Order
list - configuration.

5. Click Save.

The Order list definition is now ready for use.
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Product store

Product store is a Web Configuration module similar to an e-commerce site and enables
users to:

+ Get a complete overview of their product requisitions.
* View, search and add products from a catalog.

* Add and edit product requisitions.
Adding a product store definition

Procedure

Go to Self-Service modules > Product store.

On the action panel, click Add Product store.
Enter a Code and Description.

Select an Icon and an Image for the product store.
Select a Standard product requisition from the list.
Click Save.

2B S

A Product store web definition with a Products list page, Product details page,
and Add, Edit and Details pages is added.

The following setting is available on the Product store web definition:

Requisition policy

tab

Cancel / change This setting allows users to cancel or change
requisition allowed in requisitions with a specific status. You can specify
status(es) here for which statuses you want to permit

cancellation or editing. If you do not enter statuses,
users are not allowed to change or cancel a
requisition at all.

Configuring a Product details page

On the Product details > Details block, you can configure which product details and stock
details are displayed.

From this page, end users can directly add products to their shopping cart and check
them out to the Requisition add page.

Procedure

1. Click and open the Products details page tree view.

2. On the Details block, click Add fields to add the fields you want to
display on the Product details page. For example, Product size.

Adding a product store definition



3. On the Stock items block, click Add fields to add more fields as
required.

4. Click Save.
The Product details page is configured.

Action settings specific to the Product details page > Actions tab:

Action Description
Shopping cart

This action displays the icon on the
Product details page. The shopping cart also shows
the number of added items and the total price of the
added products.

If you selected Yes in the Show price including
tax / VAT field on the Products list page, the total
price displayed will include tax. If you select No, tax
is excluded.

Check out This action becomes available on the Products
details page if at least one stock item is added to
the shopping cart. On clicking Check out button,
users are directed to the Add page where they can
submit their requisition.

Back to store Redirects users to the Products list page.

Configuring a Products list page

On the Products list page, you can configure a Category search block, Search block and List
block.

The following illustration explains the structure of the Products list page as it is displayed
to end users.

Products list page

I Category search block I

Search block List block

Procedure

1. Click and open the Products list page tree view.
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‘o For information about the Action tab settings, refer to Products list page-Action tab
settings.

2. On the Category search block > Main product categories field, select
and add categories from the list.

You can add a maximum of seven main categories to the Products list page and a
maximum of 3 levels for the product category structure. If you have added the main
product categories, you cannot add the Product group search field in the Search block.

3. In the Fixed filter field, add a filter for the product categories, if required.

Searching on a Product list page Searching on Products List page.

‘o For more information about how end users can search the Product list page, refer to

4. On the Search block, add the fields based on which the user can search
for products in the list. For example, Code, Description.

5. On the List block, click Add fields and add the required fields that must
be displayed.

On the List fields tab, edit or add fields.
Click Save.

A Products list page is created.
Configuring the Add / Edit page

The Add and Edit pages of the Product store web definition have a similar structure. On
the Add / Edit page, end users see the products that they added. This page displays the
products from the shopping cart as requisition lines.

Procedure

Click and expand the Add page or Edit page tree view.

2. On the Requisition lines block, click Add fields to add the fields you
want to display on the requisition lines.

3. On the Stock items block, click Add fields and add more fields, as
required.

4. On the Add block, configure the general requisition information, such as
Requestor, Start date & time and End date & time.

5. Click Add fields / bars to add more fields or bars.
6. Click Save.

The Add page is configured.
Action settings specific to the Requisition lines block Actions tab:

Action Description

Add products Make this button available on the Add / Edit
requisition lines page. On clicking this button, users
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Action Des