
Welcome to Your New 
Enterprise at



Welcome to Your Enterprise!
You’ve invested in a planning tool to help improve your planning process. In this 

user manual we’ve gathered guides and best practices to help you achieve just that. 
We hope it will help you get started with your Enterprise, improve your usage, and 

boost the way you plan. Come back to it when you run into an issue or want a 
refresher on how things work.

All the best,
The Plandisc team
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Enterprise User Management
In the Enterprise, it’s possible for you as the administrator to manage your users.
Users can be added, deleted, and put into groups for easier sharing and to create an overview.



User Roles
It’s important to determine roles in the Enterprise to avoid confusion.

Most of the time it’s correct to give users the standard roles. 
If you want to limit file sharing in your Enterprise, turn off this feature.

 you can turn this feature off. The “Enterprise manager” roles should only be be available for 
administrators, the project group, and super-users. Unmark 
them for all other users. 

Read the full Enterprise 
administration guide here

https://plandiscsupport.zendesk.com/hc/en-001/articles/360021939380-Enterprise-administration
https://plandiscsupport.zendesk.com/hc/en-001/articles/360021939380-Enterprise-administration


User Groups
Make sharing things in the Enterprise easier by creating user groups. 
Click here for guide - Enterprise groups

To receive access to a plandisc you must be added to the correct user group or groups. 

https://plandiscsupport.zendesk.com/hc/en-001/articles/11438865990044-Enterprise-groups


Synchronization Settings
As the administrator, you can customize the synchronization settings to determine which fields are available 
to your users. Under the Integrations tab, choose which fields you want to include. 

In this example, description, location, and Teams meeting link are included, while attendees and attachments 
are excluded to maintain confidentiality. 

The settings can be locked for all users, to ensure uniform policies. 



Create a custom theme for Plandisc in your organization.

Enterprise Theme

The structure of a plandisc consist of 3 parts:

● Rings 

Pick colors. (E.g., the colors could match the company’s brand manual) 

The ring names should be determined by the user in 
their own plandisc.

● Activities

Activity groups should tell what type of activity it is.

The groups form a content list and makes it possible to 
filter the view according to activity.

● Labels

Labels give an extra level of information about an 
activity. These can be used to show the status of a 
project, or which person/team is responsible for it.



Creating the Theme
As the Enterprise administrator, you will be able to create the 
theme and lock it once it’s done

Define every color in 
the theme by writing in 
HEX color codes, or 
simply click in the color 
picker.



Finalizing the Theme
When the theme is finalized – hit the save button.

Now the structure is decided and your users will 
be able to use Plandisc with the chosen theme.

However, users will be able to add colors for their departments' 
internal use, or for personal use on an individual level.

The Enterprise icon means that the 

element is locked & can’t be changed.



Enterprise Templates
Enterprise templates are a way of pre-designing layouts and setting a ring content structure.

This is a step further than defining an Enterprise Theme. Use it to create more specific templates for a 
department or sector.

Add different time indicators, like dates, week numbers, and quarters.

Choose the unit size for each ring: Day, week, month, or quarter.

Add headers to make it more visually clear.



Create the Enterprise Template
Build a plandisc with the Enterprise theme as the base, then add all the 
additional rings, header rings, colors, and labels you may need.

Click “Share” and then “Add as Enterprise template”.



Use the Enterprise Template
Select a template that matches your specific need and choose the “use empty template” option.

The layout and all the correct colors will be there, and you can continue to build your own plandisc 
accordingly.



Share & Work Together in Plandisc

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

• Create and merge plandiscs between departments 
and teams.

• One ring can be synchronized to multiple discs.

• Interactive read-only plandisc for unlimited viewers 
in MS Teams, Sharepoint, on intranets, and online.

• The viewer can access attached files and links, and 
read all the information available in the plandisc.

• Always updated to the latest version.



Multiple Ways To Share Within Your Enterprise

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

Be selective with what information you share. It’s 
possible to keep it internal in teams.

Each department needs to agree on the ring 
structure. 

Sort information in each ring with the intent of 
collecting some rings in a master one.

The master disc will be owned by one person, 
but can be shared with the entire Enterprise.

Here you pick the relevant group or 
person to give access too. 

It’s completely up to you if you give a read only 
permit, or editing access as well.

It’s possible for the Enterprise admin to create 
groups to make sharing per team easier.

Guide - Invite 
collaborators

Guide - Share With 
Enterprise

Guide - Create Enterprise 
user-groups

Click to see guides:

https://plandiscsupport.zendesk.com/hc/en-001/articles/4410818688146-Invite-collaborators
https://plandiscsupport.zendesk.com/hc/en-001/articles/4410818688146-Invite-collaborators
https://plandiscsupport.zendesk.com/hc/en-001/articles/8095244141212-Share-with-enterprise
https://plandiscsupport.zendesk.com/hc/en-001/articles/8095244141212-Share-with-enterprise
https://plandiscsupport.zendesk.com/hc/en-001/articles/11438865990044-Enterprise-groups
https://plandiscsupport.zendesk.com/hc/en-001/articles/11438865990044-Enterprise-groups


Share outside of the Enterprise

Create an interactive view of a plandisc.

The view can be shared both internally and externally.

It will be a read only view, but fully interactive.
This means people receiving the plandisc can click, filter, 
and download files from it.

Create a view of the Plandisc:
Click here for guide - Publish a disc online

How people will use the shared disc:
Click here for guide - View a plandisc online

Share it using Microsoft 365.

The view can be shared in Microsoft programs.

Publish it in a channel, team, or chat.
Click here for guide - Share in Teams

Integrate into a Sharepoint site.
Click here for guide - Publish in Sharepoint

Extra:

Export and share in PowerPoint.
Click here for guide - Export to PowerPoint

Print and export to PDF.
Click here for guide - Export in other formats

https://plandiscsupport.zendesk.com/hc/en-001/articles/360010549420-Publish-a-disc-online
https://plandiscsupport.zendesk.com/hc/en-001/articles/6654288771740-View-a-plandisc-online
https://plandiscsupport.zendesk.com/hc/en-001/articles/360010825420-Integrating-Plandisc-with-Microsoft-Teams
https://plandiscsupport.zendesk.com/hc/en-001/articles/360017031620-How-do-I-integrate-Sharepoint-with-Plandisc
https://plandiscsupport.zendesk.com/hc/en-001/articles/5769710424220-Export-to-PowerPoint
https://plandiscsupport.zendesk.com/hc/en-001/articles/4404693378322-Print-your-plandisc


Connect & Integrate with Your Calendar

- Calendar acts as the master
- 100% updated from you calendar
- Anyone with a license can add activities 

from their calendar to the same ring

Plandisc → Calendar
One way

Calendar → Plandisc
One way

- Plandisc acts as the master
- 100% updated from plandisc
- Anyone can be invited, including those 

without a license

There are 2 ways to connect to your calendar:



From Plandisc to Calendar

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

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

Everyone invited will receive a calendar invitation to the activity, and can view it 
in their calendar.



From Calendar to Plandisc
You create a unique email address for each ring you want to send 
activities to.

This email will work as a meeting room / person:
If you invite the ring-email to your calendar activities, they will appear in 
Plandisc.

The creator of the specific ring has to set up the synchronization, but 
everyone in the enterprise can send their calendar activities to that ring.

In your calendar, just make sure you invite the correct ring 
and the event will appear in your plandisc ring.

The event will always be updated with the latest changes.

Click here for guide - One way sync

https://plandiscsupport.zendesk.com/hc/en-001/articles/360020617079-One-way-synchronization-of-Plandisc-and-another-program


Determine the activity groups & labels from calendar Give the unique ring-email a name in calendar.

#Color:XXXXX#
#Label:XXXXX#

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

Write the chosen colors and labels in the 
specific plandisc your working on.

This will make the activity you sync from 
calendar to plandisc appear in correct color 
group & label.

Create a contact for your ring.

This can be done in any calendar system.

By doing this it’s way easier for people to use 
the correct ring when they are sending invites 
from calendar to plandisc.

From Calendar to Plandisc (Extra)

#Color:XXXXX#
#Label:XXXXX#

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

Set activity groups and labels from your calendar Give the ring’s unique email address a name

Ex:
#Color:Board Meetings#
#Label:Deadlines#

Write the name of the activity group you want to use 
under Color, and any labels under Label. Choose from the 
options available in the plandisc you’re working on.

This will make the activity you synchronize from calendar 
to plandisc appear in the plandisc with the correct activity 
group and label.

Create a contact for your ring.

This can be done in all calendar programs.

When the ring is set up as a contact, it’s much 
easier for you and your users to send invites 
to the correct ring when synchronizing from 
calendar to Plandisc.



Integrate with Microsoft 365

There are multiple ways to connect and integrate Plandisc to Microsoft.

Outlook can be connected with one-way sync ( See page 19 ) and two-way sync. We recommend the one-way synchronization to keep the 
information from your calendar up to date. The two-way synchronization creates a new Outlook calendar for the ring in question.
Click for guide - Two-way sync

Excel have both an export and an import function with Plandisc.
Click for guide - Import from Excel - Use our Excel template to import data from Excel and insert it into rings in your plandisc.
Click for guide - Export to Excel - Choose a time frame and filter which specific data you want to export from plandisc into an Excel document.

We have created a Teams in-app for Plandisc users. You can also integrate a plandisc view in your channels, teams, and chats. 
Click for guide - Download the full Teams app
Click for guide - Integrate a view in Teams

Integrate an interactive view in Sharepoint.
This view can’t be edited from Sharepoint but it’s fully updated to the latest version.
Click for guide - Sharepoint integration

Connect a Planner plan (to-do in Teams) to an activity in Plandisc.
This means you can create tasks from Plandisc in a Planner plan and set deadlines for everyone in your Microsoft tenant.
Click for guide - Planner integration

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


FAQ
● https://plandisc.com/en/faq/

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

Phone
● +45 42 42 14 42

Other Support
● Read about your service package

Online E-Learning

11 minute video introduction to Plandisc
Click here for Online Guides

Mail
● info@plandisc.com

E-Learning & Support

https://plandisc.com/en/faq/
https://plandisc.com/en/
http://plandisc.com/en/support-en/
https://www.youtube.com/watch?v=VbPSsVRzwSE
https://plandiscsupport.zendesk.com/hc/en-001
mailto:info@plandisc.com

