MUX Staffing — Common Terms

The Staff grid allows allocation of resources and roles to your
projects and to see their total availability. WWhen you consider
staffing a new project, the four key factors you need to consider are:
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Soft-book An allocation status indicating the Resource

(Planned Manager or Project Manager has reserved the

Allocation) resource to work on a project but has not yet
committed the resource to the project.

Hard-book An allocation status indicating the Resource
Manager has committed the resource to work on a
project.

Mixed-book An allocation status indicating when the Planned
Allocation (soft book) and Hard booked do not
match. Clarity PPM controls this setting.




Staffing — General Information

Default Allocation

The User Toolbar is in the top right-hand corner of the screen
« By default, Clarity PPM sets the allocation to either 0% (associated with no
time) or 100% (“full-time” to this project).

» As arule, PMs should adjust the default allocation to reflect the individual’'s
true allocation to the project.

* For resources where the nature of the work is not known, the allocation
should be set to 0% until the allocation percent is known.

» Clarity PPM allows for over-allocation of resources and will alert you when
a resource is overallocated (>100%).

« If there is not a named resource for a project, add a role as a place holder
with a default allocation %.

* The same role can be added more than once to a project.

» Once the named resource is identified, perform a “Replace” to change the
allocation from the role to named resource.

Allocation vs ETC

Allocation is set at the project staff level and is calculated by Clarity PPM as
determined by:

* Allocation of the resource on the project.

» Hours the resource works per day (availability) set on their resources profile
or thru the Resource’s calendar.

* Resource Calendar (non-workdays) — no working days entered on their
calendar.

« Start and End dates the resource is set to work on the project — by default it
is set to the project start and finish dates.

ETC (Estimate to Complete) is set at the task level determined by:

» The resource assigned, the task Start and Finish dates and the allocation
during those task dates.

« ETC’s may be manually entered/adjusted to denote the specific hours the
resource is planning to spend working on the task.




Staffing

Add Resource(s) to Staff

The Oakland County templates may add Roles to Staff.

There are two (2) ways to add Resources/Roles to an investment:
Use Add

1. To add Resource(s)
» Confirm the Staff — Classic View displays
» Click Add (©)
* In the Resource column, start typing the Role or Resource name

Properties Staff | Tasks Risks Issues Changes Project Status  To Dos

W Add Staff

Select All
Group By
e‘ Resource * ¢ Role Resource Manager
\ v
‘Manager Administrator, Clarity
‘ Q smi J

ss Analyst Administrator, Clarity

Smith, Brian ~ SMIB  Project Manager ition Architect Administrator, Clarity

Smith, Stu SMST  Project Manager

Smith, Tom SMIO  Programmer

NOTE: | If you type in a role name, the list will also display any resources aligned to that role.
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Add Resource(s) to Staff cont.

Use Add Staff
2. To add Resource(s) to Staff
+  Confirm the Staff — Classic View displays
+ Click Add Staff and select Resources
» Use Search... and/or Filter to find the Resource(s)
*  Click the checkbox next to each Resource

+ Click Add '
I C Properties | Staff | Tasks Risks Issues Changes
¥ Addstaff
Resources
select Al
Roles.
Teams
Resource * & Role
° Smith, Tom Programmer
Project Manager Project Manager
Business Analyst Business Analyst
Application Architect Application Architect
| View
& W Q, red X Y Standard View v
Select All DeselectAll 2 Items Selected | Add
Group By
Full Name * Resource ID % Primary Role Manager Person Type Resource Type
(] Aldred, Vickie ALDV Project Manager Aldred, Vickie Employee Labor
(] aldred, Vickie ALVI Business Analyst Jennings, Steve Contractor Labor
Greenwalt, Daniel # | CRED Computer Syste... Woods, Jerome Contractor Labor
Laki-eddy, Manjula LAKM Web System Ad... Sager, Ed Contractor Labor
] Netapalli, Venkata Vikash Re ~ REDV Business Analyst Brinker, Janet Contractor Labor
| |Reddy, Akhil REDA Programmer Brinker, Janet Contractor Labor
[] Vasireddy, Siddhartha VASS Programmer Megge, Paul Contractor Labor
[_] zReddy, Niranjan ZREDN Inactive IT Administrator, Clarity Employee Labor

* Once the role/resource is added, update the allocation Start Date,
Finish Date. If no Start/Finish date is defined, the system assumes
it is the same Start/Finish Date as the investment.

Group By

Resource * ¢ Role Resource Manager Staff OBS Unit Start Finish Default Allocation Booking Stat
7] smith, Tom Programmer Brinker, Janet Mar 1, 2024 Jul1, 2024 50% | Soft P
[] Project Manager Project Manager Administrator, Clarity IT Resource ... Resources 75% | Soft 5
[} Lakireddy, Manjula Web System Administrator Sager, Ed May 31, 20... 25% | Soft g
[ Greenwalt, Daniel Computer Systems Operatio... Woods, Jerome Feb 1, 2024 30% | Soft %
("] [Business Analyst Business Analyst Administrator, Clarity IT Resource ... Resources 60% | Soft g
[ Application Architect Application Architect Administrator, Clarity IT Resource ... Services 4 40%  Soft
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Add Role(s) to Staff cont.

Use Add Staff

2. To add Resource(s) to Staff
+  Confirm the Staff — Classic View displays
+ Click Add Staff and select Roles
» Use Search... and/or Filter to find the Resource(s)
*  Click the checkbox next to each Resource
* Click Add

Properties Staff Tasks Risks Issues q < W Q, search...
W Add Staff Select All Deselect All 2 Items Selected| Add
P Resources Group By
Roles
Teams Full Name T Resource ID * Resource Type
() Application Architect AA Labor
BR"“““E Lt Role ] Architect csk.architect Labor
[] Business Analyst BA Labor
[_] Business Analyst csk.businessAnalyst Labor
| Business Group Project Man BM Labor
[} Chief-IT CH Labor
[C] Chief Executive Officer CEO Labor
[J cLemis cL Labor
Computer System Analyst CA Labor
|_J Computer Systems Operatio  OP Labor
[[] Contingency CNT Labor
[[J Courts/Finance CF Labor
[} Data Modeler DM Labor
[) Data Technician DT Labor
[ Database Administrator DB Labor
| DBA # | cskdba Labor
|_J Deployment Services Techni DS Labor
* Once the role is added, update the allocation Start Date, Finish
Date. If no Start/Finish date is defined, the system assumes it is the
same Start/Finish Date as the investment.
Group By
Resource * 4 Role Resource Manager staff OBS Unit Start Finish Default Allocation Booking Stat
9:\ Smith, Tom Programmer Brinker, Janet Mar 1, 2024 Jul 1, 2024 50% | Soft P
[} Project Manager Project Manager Administrator, Clarity IT Resource ... Resources 75% | Soft 5
[} Lakireddy, Manjula Web System Administrator Sager, Ed May 31, 20... 25% | Soft S
() Greenwalt, Daniel Computer Systems Operatio...  Woods, Jerome Feb 1, 2024 30% | Soft %
() | Business Analyst Business Analyst Administrator, Clarity IT Resource ... Resources 60% | Soft g
| Application Architect Application Architect Administrator, Clarity IT Resource ... Services 40%  Soft
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Update Allocations

There are multiple ways to add Resources/Roles to an investment, however

we will use Default Allocation % and the Details flyout:

Use Default Allocation %

1. Allocation is a Flat percentage

Double-click the Default Allocation % for the

resource
« Type number (the number formats as
percentage)

= Group By
ﬂk eeeeeee * L Role Resource Manager ish Default Allocation Booking Status % op... Allocation
(] smith, Tom Programmer Brinker, Janet ul 1, 2024 50 | Soft v 2
[ Project Manager Project Manager Administrator, Clarity 75%  Soft v 1, _g
s
() Lakireddy, Manjula Web System Administrator Sager, Ed w31, 20... 25%  Soft v bl
(C] Greenwalt, Daniel Computer Systems Operatio... Woods, Jerome 30%  Soft v Lé‘
[} Business Analyst Business Analyst Administrator, Clarity 60%  Soft v 8
[] Application Architect Application Architect Administrator, Clarity 40%  Soft v 6
. . )
« Click in the Resource’s row
. .
«  Click Details
» Update fields
* Click Close
=] o J§%
Details Conversations
. Status * Op... Baseline ... Allocation
&' Configure
v «
Resource * Role £
- v 185
Smith, Tom - Programmer v s
v
Resource Manager Staff OBS Unit v %
Brinker, Janet v v a
v 6
Start Finish
Mar 1, 2024 Jul 1, 2024
Default Allocation Booking Status *
45 Soft v

The percentage translates to either Days,
Hours, % Availability or FTE depending on

the Unit of Measure selected in Settings

Open for Time Entry

Baseline Usage

Allocation ETC
170.00 0.00
Actuals Total Usage
0.00 0.00




