ALTUS Job Aid | Creating and Submitting Project
- Resource Requests

Overview

This Job Aid defines the steps to follow when requesting work resources to be allocated to projects in the
platform.

Work resources have defined availability and may have their time scheduled by a line manager. At this point
in the project planning process, the project manager submits a request for resources to support the
approved project. The request is then routed to the appropriate line managers for review and approval.
Depending on your organisational rules, project managers are typically required to have resource
commitments in their projects approved by the line managers before the execution of work.

This process allows your organisation’s line managers and project managers to negotiate and record an
“agreement” to make sure that work resources are being utilised appropriately and effectively.

There are two (2) ways to request resources for an approved project in the platform:

1. Submit a request for generic resources (when the resource roles and the demand for their time for
a specific duration of the project is known).

2. Submit a request for named resources (when it is known which named resources are required to
support the project and the demand for their time for a specific duration is known)

Submit a request for generic resources

2 Project Manager &9 Projects - Resource Plan

1. SET THE RESOURCE DEMAND HORIZON

a. Ensure you are in the Project area and click Projects in the Leadership section.

b. Open the project record then expand the Resource segment and navigate to the Resource Plan tab.
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c. Change the selected date for the first period that you require the generic resources from.
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d. Setthe number of periods you want to be visible on the page.

Important: Proposed hours recorded in all visible periods displayed on the page are submitted by default.
Ensure that you apply the appropriate fixed value for the number of periods that you want to remain visible on
the page before you click the Submit or Submit and Save button later. Otherwise, you have the option to
Submit all periods and Save to include the proposed hours that are not in the visible periods.

e. Set the timescale of the requested period using the Zoom feature.
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f.

options from the View Options menu.

Select the Show Proposed, Show Availability, Show Overall Row Totals and Show Full Column Heading
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g. Enable the Toggle Full Screen Mode option to switch the Resource Plan screen to focus mode.
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CREATE AND SUBMIT A REQUEST FOR GENERIC RESOURCES

a. Click the Add Resource to Plan button to search and select the generic resource roles to add to your project
individually.
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Pro Tip: If you need to request two or more resources of the same generic resource role for your project,
repeat this step until you have created multiple generic rows under the same primary role row. You should use
this method so that the line manager can replace each request for the same generic resource with a named
resource individually.
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b. Once you have added all the generic resource roles required in your project, enter the required effort in hours in
the Proposed columns across the visible periods.

c. Click the Save button to save your changes if you want to modify and submit your resource requests later.
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X
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Important: At this point of the resource request process, the status of your proposed hours is displayed as
Draft.
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d. Attach comments to each resource request for the line managers processing your requests (recommended).
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Tip: You can click the Row Menu button (...) in front of the generic resource role row to view more options
including Submit that allows you to submit each resource request for the visible periods or Remove Resource
to delete the resource request from the list individually.

X
i P | |selectaresource toadd A, October2021 [ Wl 5 D> Zoom B M@ B @ © @ a v 0 /
Overall Total - October 2021 November 2021 December 2021 January 2022 February 2022
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Totals 5700 1500 0.0 1200 0.0 60.0 0.0 90.0 0.0 1500 00
“~ DBA 2200 60.0 0.0 50.0 0.0 20.0 0.0 300 0.0 60.0 0.0
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Generic 20 1600 40 30 20 30 40
. Consultant 1900 50.0 00 400 00 200 00 300 00 500 00
Generis 7R 190.0 50 40 20 30 50
[ Open Resaurce
A, Change Resource
A, Remove Resource

Tip: You can click the Primary Role Menu button (...) in front of the primary resource role name to remove the
primary role and its associated resource requests from the list.

X
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Totals 5700 150.0 0.0 1200 0.0 60.0 00 90.0 00 1500 0.0

“~ DBA 2200 60.0 0.0 500 00 200 00 300 0.0 60.0 00
Generic Z0R 2200 60 50 20 30 60
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Consultant 190.0 500 0.0 40.0 0.0 20.0 00 30.0 0.0 50.0 0.0
A, Remove Role 2R 1900 50 40 20 30 50

e. Once you have created the request for generic resource roles for the project, click the Submit and Save button
to formally submit all your resource requests for the visible periods.
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Tip: At this point of the resource request process, the status of your proposed hours (with attached comments)
is displayed as Submitted and the cells they are contained in are highlighted in denoting that the hours are
not yet committed. The line managers can now review and process your resource requests from the Resource

Demand dashboard in the platform.
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3. MODIFY A SUBMITTED REQUEST FOR GENERIC RESOURCES

a.

hours for the visible period in the Proposed column.

From the Resource Plan tab, locate the generic resource role row you want to update and modify the proposed
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Tip: At this point of the resource request process, the status of your proposed hours for the modified
resource request reverts to Draft.

b. Attach comments to the modified resource request for the line managers processing your requests

(recommended).
x
Search L] | select a resource to add 2, <l Ocober2021 @ W 5 ~ [> Zoom B2 B B @ v @ o8 % O 7
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Totals —— enn an 1300 00 60.0 00 90.0 00 150.0 00
Sensei IQ Resource Management Implement... x
~ DBA ST AT S 500 00 200 00 300 00 600 00
o Francis Luzuriaga an
Generic o] e — - § 50 20 30 60
i : . H N
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50 hours due to a change in scope. .
c. Click the Row Menu button (...) in front of the generic resource role row to view more options.
d. Click Submit to send the changes applied to the resource request for the visible periods.
X
search P | |selectaresourcetoadd A, ‘ < October2021 B W0 5 > m 2B B @B o 8 8 = O /2
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[7 Open Resource

v 0 )
- Submit visible periods
Hy Change

A, Remove Resource

Tip: At this point of the resource request process, the status of your proposed hours for the modified
resource request changes to Submitted.
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+ / Consultant 2000 50.0 00 500
Generic LB 200.0 50 50
The visible period for this request is currently Submitted ‘
e. Finally, click the Save button to keep the changes to the resource request.
X
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+ /N Consultant 2000 500 0.0 500 0.0 200 00 300 0.0 500 00
Generic Zas] 2000 50 50 20 30 50
o= -

Submit a request for named resources

°

e Project Manager

é@ Projects - Resource Plan

1.

a.

SET THE RESOURCE DEMAND HORIZON

Ensure you are in the Project area and click Projects in the Leadership section.

b. Open the project record then expand the Resource segment and navigate to the Resource Plan tab.
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C.

Follow the same steps described in the Submit a request for generic resources section above.
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2. CREATE AND SUBMIT A REQUEST FOR NAMED RESOURCES

a. Click the Add Resource to Plan button to search and select the named resources to add to your project
individually.

Search P |“‘-"'?"“"'"‘""-"‘7"' ( A, }o < October2021 [E Wl 5 > Zoom B @ B @ Q @ a8 = O
Sugges! urces &
cer 025 his

October 2021 November 2021 December 2021 January 2022 February 2022

Requests by Primary Rale Proposed Availability Proposed Availability Proposed Availability Proposed Availability Propased Availability

Totals 150.0 3150 1300 3300 60.0 3450 900 3150 1500 3000
8021 B
° | 8025 hrs available over 107 days with capacity in the visible pericd
~ DBA ‘ 500 00 so‘o—‘. 00 200 00 300 00 60.0 00
8025 hrs
. Project Manager e (Conrie Campaign — 1575 1650 1725 1575 1500
Carl Executive e Consultant 157.5 165.0 1725 157.5 1500
Generic
- Business Analyst f“'g Counsell ns 400 1575 300 165.0 200 1725 300 1575 400 150.0
usiness Analyst 8025 his
Generic Dan MacDonald 40 30 20 30 40
Infi ture Developer 8025 hrs
Albert Connell - - - e 1575 165.0 1725 157.5 1500
. Consultant 200.0 50.0 00 50.0 00 200 00 300 00 50.0 00
Generic Ba 200.0 50 50 20 30 50

Tip: Each named resource is assigned a primary role in the platform. The primary role, full name, and total
available hours of the named resources with their capacity in the visible periods are displayed in the live search
results.

b. Once you have added all the named resources required in your project, enter the required effort in hours in the
Proposed columns across the visible periods.

X
Search R ‘ ‘ Selectaresouncetoadd A 4 October2021 [T Wl 5 > Zoom B B B @ e @O O 7
Overall Total « October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Primary Role Proposed Proposed Availability Proposed Availability Proposed Availability Proposed Availability Proposed Availabllity
Totals 1,1600 3100 4725 250.0 4950 100.0 517.5 250.0 4725 2500 450.0
- DBA 2200 60.0 00 500 00 200 00 300 00 60.0 0.0
- /% Project Manager 1700 600 1575 60.0 1650 100 1725 200 1575 200 150.0
Carl Executive 7B 1700 60 157.5 60 1650 10 1725 20 157.5 20 150.0
- [~ Procurement Specialist 2600 50.0 1575 40.0 165.0 200 1725 1100 1575 40.0 150.0
Chris Thomas ZB8 260.0 50 o 165.0 20 1725 110 157.5 40 150.0
-~ Business Analyst 3100 90.0 Proposed Hours .0 300 1725 60.0 1575 80.0 150.0
40.0 hours
Generic = 160.0 40 The B 20 30 40
R . Capacity 0 . . .
Albert Connell ZB8 150.0 50 Committed (elsewhere) 10 1725 30 157.5 40 150.0
Committed (here)
-/~ Consultant 2000 50.0 Net proposed (here) 200 0.0 300 00 500 0.0
-~ Proposed availability
Generic ] 2000 50 I — 20 30 50
Days with capacity: 22 days
Percentage available: 76%
Period Status: Draft

Tip: At this point of the resource request process, the page will display Requests by Primary Role, total
capacity for each visible period in the Availability column, and The Breakdown of their capacity, committed
hours (in the same project and other projects, if any), net proposed hours being requested in the project
including the amount of days with capacity and percentage available for the visible period as a tooltip text
when you hover the mouse over the Proposed column or Availability column.
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Search jel

Select a resource to add

Requests by Primary Role
Totals
~ DBA

“*  Project Manager

C.

Carl Executive 4o
7~ Procurement Specialist

Chris Thomas /B
<~ Business Analyst

Generic (om b}

Albert Connell ZR
“* Consultant

Generic Fe

X
A < October2021 [ Wl 5 v D om ] @ B @ v @ 8% 0O S
Overall Total A October 2021 November 2021 December 2021 January 2022 February 2022 -
Proposed Proposed Availability Propased Availability Proposed Availability Proposed Availability Propased Availability

1,1600 3100 4725 2500 4950 1000 5175 2500 4725 2500 4500
2200 60.0 0.0 50.0 00 200 0.0 300 0.0 60.0 00
1700 60.0 157.5 60.0 165.0 100 1725 200 157.5 200 1500
1700 60 157.5 60 165.0 10 1725 20 157.5 20 1500
260.0 50.0 157.5 400 165.0 200 1725 1100 157.5 400 1500
260.0 50 1575 40 [E] 20 1725 110 157.5 0% 150.0
- o 3| Avetabity (€apaciy minus all Commited hours on all projects) || = . - p—

= 165.0 hours
160.0 40 The Breakdown 30 40

Capacity 165.0 hours
150.0 50 1| Committed (elsewhere) - 0.0 haurs 1725 0 157.5 40 150.0

Committed (here) 00 hours
2000 500 Avsilabity EREETES 00 300 00 500 00
2000 50 Days with capacity: 22 days 0 50

Percentage available: 100%

Period Status Draft

D click the value to copy to Proposed.

Click the Save button to save your changes if you want to modify

and submit your resource requests later.

Search

P

Select a resource to add

Requests by Primary Role
Totals
~ DBA
“\ Project Manager
Carl Executive
“~ Procurement Specialist
Chris Thomas

 Business Analyst
Generic

Albert Connell

“~ Consultant

Generic

[45)

[}
/B

B
L]

x
A 4 October2021 [ Wi s v [ Zom B} B B @ ey B B wv O S
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022 -
Proposed Proposed Availability Proposed Availability Froposed Availability Proposed Availability Proposed Availability
1,1600 3100 4725 2500 495.0 100.0 5175 2500 4725 2500 4500
2200 600 00 500 00 200 00 300 00 600 00
170.0 60.0 1575 60.0 165.0 100 1725 200 1575 200 150.0
1700 60 157.5 60 165.0 10 1725 20 157.5 20 150.0
2600 500 1575 400 1650 200 1725 1100 1575 400 1500
260.0 50 157.5 40 165.0 20 1725 10 157.5 40 1500
3100 900 1575 500 1650 300 1725 600 1575 800 1500
160.0 40 30 20 30 40
150.0 50 157.5 20 165.0 10 1725 30 157.5 40 150.0
2000 500 00 500 00 200 00 300 00 500 00
2000 50 50 20 30 50

Submit and Save |

©2023 Altus. All rights reserved. |

Important: At this point of the resource request process, the status of your proposed hours is displayed as
Draft.
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A Procurement Specialist 2600 500 1575 400 1650
Chris Thomas r 2600 50 1575 40 165.0
& S 1650

Capacity 1
Committed (elsewhere)
Committed (here)
Availability

Days with capacity:

d. Attach comments to each resource request for the line managers processing your requests (recommended).

X
seart P | | selecta resource to add A 4 October2021 [ MW 5 ~ D Zoom B2 @ & e 3 8 % O 7
Overall Total « October 2021 November 2021 December 2021 January 2022 February 2022 -

Requests by Primary Role Proposed Proposed Availability Proposed Availability Proposed Availability Proposed Availability Proposed Availability
Totals 1,160.0 3100 4725 2500 495.0 100.0 517.5 2500 4725 2500 4500
- DBA 2200 60.0 00 500 0.0 200 00 300 0.0 60.0 0.0
-+ /™ Business Analyst 3100 90.0 157.5 500 165.0 300 1725 60.0 157.5 80.0 150.0

Generic Oa 160.0 40 30 20 30 40
Albert Connell am 1500 sn 1578 20 165.0 10 1725 30 157.5 20 150.0

Sensei 1Q Resource Management Implement... X
- A Consuhtant Comments for Chrs Thomas 500 00 200 00 300 00 500 00
Francis Luzuriaga now
Generic o | . . § 50 20 30 50
a r f r
..~ Project Manager ca| s proje 600 1650 100 1725 200 1575 200 150.0
Carl Executive (| 60 165.0 10 1725 20 157.5 20 150.0
“~ Procurement Specialist 400 165.0 200 1725 1100 157.5 400 150.0
Chris Thomas 40 165.0 20 1725 110 157.5 40 150.0
‘ D :
. »

Submit and Save | v Cancel

Tip: You can click the Row Menu button (...) in front of the named resource role row to view more options such
as Change Resource that allows you to replace the named resource in the request for the visible periods;
Open Resource that allows you to view more information about the named resource; or Remove Resource to
delete the resource request from the list individually.
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X
O | | select a resource 1o & R . — N
search P |selectaresounetoadd A, 4 octoerz21 B WIS v b om B BB e @ Owr O
Overall Total L October 2021 November 2021 December 2021 January 2022 February 2022 -
Requests by Primary Role Propased Proposed Availability Proposed Availability Propased Availability Proposed Availability Proposed Availability
Totals 1,1600 3100 4725 2500 4950 100.0 5175 2500 4725 2500 4500
- ' DBA 2200 600 00 500 0.0 20.0 00 300 00 600 00
- Business Analyst 3100 90.0 157.5 500 1650 300 1725 600 1575 800 1500
Generic = 160.0 40 30 20 30 40
Albert Connell BE 1500 50 157.5 20 1650 10 1725 30 1575 40 150.0
“* Consultant 2000 500 00 500 0.0 20.0 00 300 00 500 0.0
Generic e 200.0 50 50 20 30 50
- /™ Project Manager 1700 60.0 157.5 60.0 165.0 100 1725 200 1575 200 1500
Carl Executive [omF] 1700 60 157.5 60 165.0 10 1725 20 157.5 20 1500
“~ Procurement Specialist 260.0 50.0 157.5 400 165.0 20.0 1725 1100 1575 400 1500
O Chris Thomas =R 260.0 50 157.5 40 163.0 20 1725 110 157.5 40 1500

[l Open Resource
=& Submit
A, Change Resource

A, Remove Resource

Tip: You can click the Primary Role Menu button (...) in front of the primary resource role name to remove
the primary role and its associated resource requests from the list.

x
Search el ‘ Select a resource to add R, 4 Ocober2021 [ Wl 5 ~ [ Zoom B m o g = O 7
Overall Total - October 2021 November 2021 December 2021 January 2022 February 2022 -
Requests by Primary Role Proposed Proposed Availability Proposed Availability Proposed Availability Proposed Avalability Proposed Availability
Totals 1,160.0 3100 4725 2500 495.0 100.0 5175 2500 4725 250.0 450.0
~ DBA 2200 60.0 00 500 0.0 200 00 300 0.0 60.0 00
- ™ Business Analyst 3100 90.0 1575 500 165.0 300 1725 60.0 157.5 80.0 150.0
Generic Oa 1600 40 30 20 30 40
Albert Connell [mu]x} 1500 50 1575 20 165.0 10 172.5 30 152.5 40 150.0
-/~ Consultant 2000 500 00 500 0.0 200 0.0 300 0.0 500 0.0
Generic (] 2000 50 50 20 30 50
- Project Manager 1700 60.0 1575 60.0 165.0 100 1725 200 157.5 200 150.0
Carl Executive o= 1700 60 157.5 60 165.0 10 1725 20 157.5 20 150.0
O “~ Procurement Specialist 2600 50.0 1575 400 165.0 200 1725 1100 157.5 400 150.0
A, Remove Role =R 2600 50 157.5 40 165.0 20 1725 110 157.5 40 1500

Important: Proposed hours recorded in all visible periods displayed on the page are submitted by default. If you
want to control the period to be included in your resource requests (e.g., from 5 months to only 3 months), apply
the appropriate fixed value for the number of periods you want to remain visible on the page before you click
Submit and Save.
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x
Search S| | select a resource to add R, 4 october2021 M ) v Zoom 5 B B & e~ @ O = OV
Overall Total - v 3 November 2021 December 2021 -
Requests by Primary Role Proposed ¥y Froposed Availability Proposed Availability
5
Totals 1,160.0 . 25 2500 4950 100.0 5175
- v DBA 2200 10 00 50.0 0.0 200 00
=/~ Business Analyst 3100 12 575 50.0 165.0 300 1725
= B 15
Generic H= 160.0 30 20
20 . -
Albert Connell OR 1500 575 20 1650 10 1725
25
-/~ Consultant 2000 00 50.0 00 200 00
Ell
Generic Ha 2000 50 50 20

e. Once you have created the request for named resources for the project, click the Submit and Save button to
formally submit all resource requests for the visible periods.

X
Searct O | | select ares 0 add R aq o . .
‘ Search -~ ‘ Select a resource to add a3 ‘ q October2021 [T WM 5 ~ b Zoom £ B B Ia BH O = O A
Overall Total « October 2021 November 2021 December 2021 January 2022 February 2022 -
Requests by Primary Role Proposed Propased Availability Proposed Availability Proposed Availability Proposed oailability Proposed Availability
Totals 1,160.0 3100 4725 2500 495.0 100.0 517.5 2500 4725 2500 4500
- ™ DBA 2200 60.0 00 50.0 0.0 200 0.0 300 00 60.0 00
-\ Project Manager 170.0 60.0 1575 60.0 165.0 10.0 1725 200 1575 200 150.0
Carl Executive Z=B 170.0 60 157.5 60 165.0 10 172.5 20 157.5 20 150.0
-+ 7\ Procurement Specialist 260.0 500 1575 400 165.0 200 1725 1100 1575 400 1500
Chris Thomas 2B 260.0 50 157.5 40 165.0 20 1725 110 157.5 40 150.0
- 7 Business Analyst 3100 900 157.5 50.0 165.0 30.0 1725 60.0 1575 80.0 1500
Generic Da 160.0 40 30 20 30 40
Albert Connell 2B 150.0 50 157.5 20 165.0 10 1725 30 157.5 40 1500
-\ Consultant 2000 500 00 500 00 200 0.0 300 00 500 00
Generic Em 2000 50 50 20 30 50
. »
O ==—mrs --

Tip: At this point of the resource request process, the status of your proposed hours (with attached comments) is
displayed as Submitted and the cells they are contained in are highlighted in denoting that the hours are not yet
committed. The line managers can now review and process your resource requests from the Resource Demand
dashboard in the platform.

- Procurement Specialist 260.0 500 1575 400

Chris Thomas = 260.0 50 1575 40
The visible period for this request is currently Submitted
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3. MODIFY A SUBMITTED REQUEST FOR NAMED RESOURCES

a.

b. Modify the proposed hours for the visible period in the Proposed column.

Job Aid | Creating and Submitting Project

Resource Requests

From the Resource Plan tab, locate the named resource row you want to update using the Search field.

x
chris L @U«‘«”w'ﬂ ad A < October2021 [D W 3 v B> wm B B B @ v @3 0wy O A
Overall Total « October 2021 November 2021 December 2021
Requests by Primary Role Proposed Proposed Availability Proposed Availability Proposed Availability
Totals 1,170.0 3100 4725 260.0 495.0 100.0 5175
- “™ Procurement Specialist 270.0 50.0 157.5 500 165.0 200 1725
Chris Thomas ;."C‘jH 2700 50 157.5 GMGO 20 1725
Propesed Hours
= 50.0 hours
The Breakdown
Capacity 165.0 hours
Committed (elsewhere) - 0.0 hours
Committed (here) - 0.0 hours
Net proposed (here) - 50.0 hours
Proposed availability = 115.0 hours
Days with capacity: 22
Percentage available:
Tip: At this point of the resource request process, the status of your proposed hours for the modified
resource request reverts to Draft.
c. Attach comments to the modified resource request for the line managers processing your requests
Sensei IQ Resource Management Implement... ., X
Comments for Chris Thomas
[ s £ [selectaresounceooss A ] @ o a5 | b wm B 0D E @ v @D RO S
‘_ = R o ober 2021 November 2021 December 2021
Requests by Primary Role capacity to work on this project Availability Proposed Availability Proposed Availability
Totals ) 4725 260.0 4950 1000 517.5
- 7 Procurement Specialist ) 1575 50.0 165.0 200 1725
Chris Thomas o ) 157.5 50 165.0 20 1725
| have increased the requested effort for Chris
Thomas for November fram 40 hours to 50 B
hours due 1o a change in scope, =

d. Click the Row Menu button (...) in front of the named resource row to vi

ew more options.

e. Click Submit to send the changes applied to the resource request for the visible periods.
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Job Aid | Creating and Submitting Project
Resource Requests

X
Chris L || Select a resource to adc A, d  October2021 [ Wl 3 b Zoom B B = 5 @ O & O S
Overall Total - October 2021 November 2021 December 2021 -
Requests by Primary Role Propased Proposed Availability Proposed Availability Propased Availability
Totals 11700 3100 4725 260.0 495.0 100.0 5175
. D urement Specialist 2700 50.0 157.5 50.0 165.0 200 1725
° hris Thomas ZBR 2700 50 157.5 50 165.0 20 1725
7] Open Resource
& submit

2 Change g 240mit visile perods

R, Remove Resource

Tip: At this point of the resource request process, the status of your proposed hours for the modified resource
request changes to Submitted.

-+~ Procurement Specialist

2700 50.0 157.5 500

s0-= 2700 50 157.5 50
The visible period for this request is currently Submitted

Finally, click the Save button to keep the changes to the resource request.

Chris jel

Select a resource to add

Requests by Primary Role
Totals

- Procurement Specialist

Chris Thomas

X
A < October2021 [ 1M 3 > Zoom B @ B @m@ I H B o [N
Overall Total - October 2021 November 2021 December 2021
Propased Proposed Awailability Proposed Availability Praposed Availability
1,1700 3100 4125 2600 4950 1000 5175
2700 500 1575 50.0 1650 200 1725
sy 2700 50 157.5 50 165.0 20 1725

e

4. MODIFY AN EXISTING COMMITTED WORK FOR NAMED RESOURCES

a.

Expand the Resources segment then click the Resource Plan tab and add Show Committed from the View

Options menu.
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- Resource Requests

Power Apps Sensei IQ

< B sae @ save&Close - New [0 Delete () Refresh @ CheckAccess # Share [F) Emailalink & Flow ~  GE Word Templates ~  [d] Run Report ™

& Home Sensei IQ Resource Management Implementation Francis Luzuriaga ~ Active -
® Recent .  Project - Resaurces Project Manager Staus | Portiolio | Program
7 Pinned NVl  Maijor Proj
Active for 13 days Planning (13 D) Execution Closing
Leadership
Details Key Dates Tasks Financials DTo Override Sell Rates  [JInformation  [Tracking  [Strategy
4 Insights _— —_—
a Select a resource g, - . e
| B8 Projects Search }J‘ ‘,.,Lkrk.mdama to add N 4 October2021 [ Wi 5 v b om B @ B v @ O %v O S
B key Dates Overall Total October 2021 November 2021 December 2021 SR, ¢ proposed ary 20~
Requests by Primary Role Proposed  Committed  Proposed | Committed | Availsbilty | Proposed Committed Availabilty = Proposed Committed Availability Proposed Cop amittec
® Deliverables ~ Show Committed
Totals 11700 00 3100 4725 2600 495.0 100.0 5175 2500 -
o +/ Show Availability
orl
e . A DBA 2200 00 600 00 500 00 200 00 300 - Show Overall Row Totals
asks
@ - Generic = 2200 60 50 20 30 Hide Total Columns
ssues
@ Risks -/ Business Analyst 3100 00 900 1575 500 165.0 300 1725 600 ~ Show Full Column Heading

Tip: The approved resource allocation (with attached comments) is displayed in the Committed column as
read-only and the cells they are contained in are highlighted in denoting the committed hours fulfilled by
the line manager is equal to the proposed hours for the period requested. Otherwise, the cells they are
contained in would be highlighted denoting that the committed hours fulfilled by the line manager is either
less or more than the proposed hours for the period requested.

Sensei 1Q Resource Management Implement... x
Comments for Albert Connell

‘Mher' L “o P——

ftober2021 [ MH S

November 2021

Requests by Primary Role Proposed Committed Availability
Totals 290.0 50.0 4450
=+ Business Analyst 80.0 50.0 1150

Albert Connell @

The Breakdawn
Capacity

Committed (elsewhers)
Committed (here)
Availability

[ | Davs with capacity 22 days
Percentage available: 70%

Period Status: Submitted

b. Locate the named resource row with committed work that you want to update using the Search field.

c. Modify the proposed hours for the visible periods using the Proposed column.

x
[ Acert A Q resurcetoadd A 4 Ocober2021 [ WM 5 v D Zom B B B @ g =y O A~
Overall Total « October 2021 November 2021 December 2021 January 2022 February 2022

Requests by Primary Role Proposed ~ Committed | Proposed = Committed Availability | Proposed ~Committed Availability ~Proposed Committed Availabilty = Proposed ~Committed  Availability | Proposed  Committed  Availability

Totals 1,1700 1000 3100 500 4225 260.0 500 4450 100.0 5175 2500 4725 2500 450.0

“~ Business Analyst 3100 1000 90.0 500 107.5 500 500 150 300 1725 600 157.5 800 150.0

Albert Connell ZHER 150.0 100.0 50 500 1075 20 50.0 1150 10 1725 30 1575 40 150.0

+ /™ Business Analyst 3200 100.0 100.0 500 1075 500 50.0 1150 300 1725

Albert Connell ZEE 1600 o 50.0 107.5 20 50.0 115.0 10 172.5
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Tip: At this point of the resource request process, the status of your modified proposed hours in the visible
period for the previously approved resource request reverts to Draft.

Overall Total  « October 2021 November 2021
Requests by Primary Role Proposed  Committed = Proposed ~Committed Availability ~ Proposed Committed Availability
Totals 1,180.0 100.0 3200 50.0 4225 260.0 50.0 4450
- 7N Business Analyst 3200 100.0 100.0 50.0 1075 50.0 50.0 1150
Albert Connell R 1600 100.0 60 50.0 107.5 20 50.0 115.0

Committed Hours

= 50.0 hours

The Breakdown

Capacity 157.5 hours
Committed (elsewhere) - 0.0 hours
Committed (here) - 50.0 hours
Availability = 107.5 hours
Days with capacity: 21 days
Percentage available: 68%

P St

d. Attach comments to the modified resource request for the line managers processing your requests
(recommended).

Sensei IQ Resource Management Implement...

x X
_ Comments for Albert Connell
Albert P |se Q@ o am ftober2021 [ WIS v D Zom B B B @ Oev @ 0wy O S
e D i s pr e (e November 2021 December 2021 January 2022 February 2022 -
Requests by Primary Role Proposed  Committed  Availability | Proposed Committed Availability | Proposed ~Committed | Availability = Proposed Committed  Availabilit
Totals 2600 500 4450 1000 5175 2500 4725 2500 450.0
“~ Business Analyst 500 50.0 1150 300 1725 60.0 1575 80.0 150.0

Albert Connell o 20 50.0 150 10 1725 30 1575 40 150.0

Requesting an increase in the committed work
of Albert from 40 to 60 hours due to the B
increase in scope. | -

e. Click the Row Menu button (...) in front of the named resource role row that you updated to view more
options.

f.  Click Submit to send the changes applied to the resource request for the visible periods.
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Resource Requests

[7 Open Resource

A, Remove Resource

X
Albert L | |selectaresourcetoadd R, 4 Ocober2021 [F W 5 ~ D Zoom B2 = v @ 8wy O S
Overall Total ~ « October 2021 November 2021 December 2021 January 2022 February 2022 o
Requests by Primary Role Proposed  Committed ~Proposed Committed Availability = Proposed Committed Availability | Proposed ~Committed Availability | Proposed ~Committed ~Awailability | Proposed ~Committed Availability
Totals 12100 100.0 3200 50.0 4225 2900 500 4450 100.0 5175 250.0 4725 2500 4500
- ™ Business Analyst 3500 1000 1000 500 1075 800 500 1150 300 1725 60.0 1575 800 1500
‘ =3 Connell SR | 1900 1000 60 500 1075 50 500 1150 10 1725 30 157.5 0 150.0

Tip: At this point of the resource request process, the status of the proposed hours for the modified resource

request changes to Submitted.

“~  Business Analyst

350.0 100.0 100.0 50.0

Albert Connell 190.0 100.0 60% 50.0

Proposed Hours - Pending Approval

= 60.0 hours

The Breakdown

Capacity 157.5 hours
Committed (elsewhere) - 0.0 hours
Committed (here) - 50.0 hours
Net proposed (here) -10.0 hours
Proposed availability = 97.5 hours
Days with capacity: 21 days
Percentage available: 62%
Period Status:

Finally, click the Save button to keep the changes to the resource request.

x
‘ Albert pel Select a resource to add A/, <] October2021 [ W 5 ~ [ Zoom B2 BH B [N 8 = O /2
Overall Total & October 2021 November 2021 December 2021 January 2022 February 2022 -~
Requests by Primary Role Proposed  Committed  Proposed Committed Availability =~ Proposed ~Committed Availability ~Proposed Committed Availability | Proposed Committed |~ Availability =~ Proposed ~Committed Availability
Totals 1,2100 1000 3200 500 4225 290.0 500 4450 100.0 5175 2500 4725 2500 450.0
#“ Business Analyst 3500 100.0 100.0 500 1075 80.0 500 1150 300 1725 60.0 1575 80.0 1500
Albert Connell /E_l"ﬁ 190.0 100.0 60 50.0 107.5 50 50.0 115.0 10 1725 30 157.5 40 150.0

T
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Resource Requests

Important: There are four (4) methods to submit your requests for generic and/or named resources
depending on the set fixed number of periods visible on the page.

#

Click the Row Menu button (...) in front of the resource
row to view the Submit option to submit proposed
hours for each resource request across all visible
periods displayed on the page individually.

Requests by Primary Role

Totals
- /N Procurement Specialist
Chris Thomas

7l Open Resource

| <& Submit > |

# Change Submit visible periods

Q, Remove Resource

#3

Click the Submit and Save button at the bottom of the
form to submit proposed hours for resource requests
across all visible periods displayed on the page in bulk.

Submit and Save | v Save

I
Submit visible periods and Save

#2

Click the chevron arrow next to the Submit button to
view the Submit all periods option to submit proposed
hours for each resource request across all periods that
contain proposed hours for that single row whether
visible or not displayed on the page individually.

[l Open Resource
=& Submit ubmit all periods

£, Change Resource

A, Remove Resource

#4

Click the chevron arrow next to the Submit and Save
button and select Submit all periods and Save at the
bottom of the form to submit proposed hours for
resource requests across all periods that contain
proposed hours whether visible or not displayed on
the page in bulk.

Submit and Save v m |

Submit all periods and Save

2021 10:12 AM A~

Note: If Resource Approval Notifications Flows are enabled in your organisation’s the platform solution, both
the line manager and project manager are notified when resource requests are created, fulfilled and/or

modified later.
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