Welcome to TimeCamp Help!

Planner

In this article:

You can use Planner to verify your users' availability and manage your team capacity.

Add assignment

You can add a new assignment by clicking the green button Add assignment or by selecting a specific time
period directly in Planner calendar:

+ Add assignment
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Upon adding a new assignment, a pop-up window will appear:

Planner 2+ Invite people L @ e

%
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Project / task

Search tasks.

Status

® Normal

Start date End date
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Cancel

You can assign People from a drop-down list:

New assignment
People
Q search people.
2 Chrystal
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Then, you can select an assignment from your Projects/Tasks list:
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You can select a Start date and End date as well as how many hours it should take.
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You can leave an additional note with some details or related link. You can also select torepeat this assignment
weekly and notify responsible person by email.
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Filters

You can filter your Planner view, selectingPeople, Projects and specific Status.




2, People

Filters

5 Projects

© Status

View

You can edit your Planner view by clicking on the View icon in the upper right corner, next to settings. You can
Compare the assignment with tracked time, show/hide free hours or also select Projects rows:
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Settings

To change settings, you need to click the gear icon next to the Add assignment button. There are five options to
choose from:



% General

O Permissions

O Notifications

© Statuses

€8 Time entries

General: the general settings allow you to configure Planner's timeline horizon and number format. You can
limit how far users can navigate through the timeline and choose how decimal numbers are displayed in CSV
exports and notification emails.

% General
O Permissions
O Notifications
© Statuses

£8 Time entries

General

Timeline horizon and number format for this TimeCamp account.

Timeline horizon

Limits how far the planner scrolls or jumps. The forward limit is required;
the backward one is optional

No limit

Number format 8.5 (dot)

How decimals are written in CSV exports and
notification emails. Pick the comma when your
spreadsheet reads 8.5 as a date; exports then
separate columns with semicolons.

Permissions: the permissions settings let you control who can view and manage schedules in Planner. You can
allow all users to see everyone's schedules and enable regular users to create, edit, and delete their own

assignment.
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Permissions

Who can view and plan schedules in this TimeCamp account.

Everyone can view all schedules

When off, administrators and supervisors see everyone, while
regular users see only themselves.

People can plan their own work

Regular users can add, edit and delete assignments for
themselves. They still cannot plan for anyone else; administrators
and supervisors keep managing everyone.

Notifications: the notifications settings allow you to manage email notifications for new or updated

assignments. You can choose who receives these notifications when assignments are created or modified.

% General
O Permissions
2 Notifications
 Statuses

8 Time entries

Notifications

Who gets an email when an assignment is added or changed in this TimeCamp
account.

Who gets assignment emails

Emails go out when someone adds or changes an assignment with “Notify
person by email” on. The assigned person always gets one; the person
who made the change never gets a teammate email.

Only the assigned person

Nobody else gets an email.

Statuses: the statuses settings allow you to customize assignment statuses in Planner. You can create up to
three additional statuses alongside the default Normal status. You can customize their appearance on the
timeline, and decide whether they count toward workload calculations.



Statuses

Assignment statuses for this TimeCamp account, with their timeline patterns
General and workload rules.

Permissions
Assignment statuses

Notifications Normal is always available. Name up to three more statuses; each gets its

own pattern on the timeline. Clearing a name hides that status, and its

Statuses assignments show as Normal until it is named again.

Time entries '

Ongoing @ counts toward workload
@® Unused Counts toward workload

O  Unused Counts toward workload

Time entries: the time entries settings allow you to copy planned assignments into TimeCamp Timesheet as
time entries. You can configure how assignments are transferred and check the requirements for enabling
manual or automatic time entry creation.

Copy planner assignments to TimeCamp timesheets as time entries.

Send assignments as time entries
o
% General N
Each workday of an assignment becomes one entry, from 9:00 one

after another, tagged Planner > Added by planner. Only Normal and

Permissions
o statuses that count toward workload are sent.

O Notificati
A Notifications off

© Statuses
Assignments stay in the planner. Entries the planner already added stay

£8 Time entries in TimeCamp.

Before you turn this on
The copy button needs the first two. Automatic needs all three.

© You are an account administrator
You can change settings of the whole TimeCamp account.

Tags are on in TimeCamp
Every entry gets the tag Planner > Added by planner.

“Someone changed my time entry” email is off
Off for all 6 active people, so nobody gets an email when the
planner adds their time.

Export

You can either Export your assignments or Export change logs.

To export your data, click the download icon in the upper right corner.
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Email notifications

When a new assignment is added to your schedule, you receive an email notification with its details, including
the project/task name, scheduled dates, hours per day, total hours, and assignment status.
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You have a new assignment

Hi Chrystal,

A new assignment was added to your schedule by Emily Admin.

Project / task Asana

Dates Nov 11, 2026 — Nov 13, 2026
Hours / day 8h

Total hours 24h

Status Ongoing
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The email will also show who created the assignment and will include a View assignment button that can
take you directly to your Planner in TimeCamp.



