
MUX Staffing – Common Terms

The Staff grid allows allocation of resources and roles to your 
projects and to see their total availability. When you consider 
staffing a new project, the four key factors you need to consider are:

DefinitionTerm

An allocation status indicating the Resource 
Manager or Project Manager has reserved the 
resource to work on a project but has not yet 
committed the resource to the project.

Soft-book
(Planned 
Allocation)

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

Hard-book

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

Mixed-book



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 a rule, 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 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.

Allocation vs ETC

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



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 

If you type in a role name, the list will also display any resources aligned to that role. NOTE:



Staffing

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

• 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. 



Staffing

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

• 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. 



Staffing

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)
• The percentage translates to either Days, 

Hours, % Availability or FTE depending on 
the Unit of Measure selected in Settings

2. Update Resource via Details fly-out
• Click in the Resource’s row
• Click Details
• Update fields
• Click Close


