ALTUS Job Aid | Reviewing and Approving
— Resource Requests

Overview

This Job Aid defines the steps to follow when processing the resource requests for projects.

Work resources have defined availability and may have their time scheduled by a line manager in your
organisation When a project manager submits a request for resources to support an approved project, the
request is routed to the appropriate line managers for review and approval. If Resource Approval
Notifications Flows are enabled in your organisation’s solution, the appropriate line managers are notified
when requests for their resources are submitted.

Depending on your organisational rules, line managers are typically required to approve the resource
commitments before the execution of any work across approved projects. 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.

Using the Resource Demand page, you can respond to each pending resource request from approved
projects in the following ways:

1. Approve a request for named resources using Autofill.
2. Modify and approve a request for named resources.
3. Fulfill a submitted request for generic resources.

Important: The Resource Demand view has a default filter to allows users to manage the demand for
resources that they are the line manager for. The filter can be modified or removed temporarily or
permanently if your organisation requires you to view all resources.

2 Y Reset to default

[[] | Bookable Resource (8oo. ‘ ‘ Contains data

[] | tine Manager Equals current user

1= Add ~

+ add
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— Resource Requests

Approve a request for named resources

& Resource Manager &9 Resources > Resources > Resource Demand

1. SET THE RESOURCE DEMAND HORIZON

a. Ensure that you are in the Resources area and click Resource Demand in the Resources section.
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b. Change the selected date for the first period that you want to process resource requests from.

= < | Fdshowchat + New [i] Delete | v () Refresh F) Emailalink | v B Fow RunReport ~ @) Exporttoxcel | v  E) importfromExcel | v B Createview [ Show As v
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Set the number of periods you want to be visible on the page.

2 2

< [ show Chart

Resource Demand v
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Important: If you opt to use the Autofill functionality, committed hours recorded in all visible periods displayed
on the page are automatically populated 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 Autofill button later.

Set the timescale of the period that you want to process resource requests from using the Zoom feature.
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Select the Show Proposed, Show Committed, Show Availability, Show Overall Row Totals and Show Full
Column Heading options from the View Options menu.
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Enable the Toggle Full Screen Mode option to switch the Resource Demand screen to focus mode.

& B showchat —+ Mew [ Delete | v (O Refresh [ Email aLink | v B Fow v Run Report
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g. Apply either the Requests by Project or Requests by Resource view using the Grouping menu depending

on your preferred method of processing the requests.
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Overall Total ~ « October 2021 November 2021 December 2021 January 2022 > Project -
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h.
resource row.

Click the Expand All button to display the second level of rows outlining the project/s under each named
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2. REVIEW AND APPROVE A REQUEST FOR NAMED RESOURCES USING AUTOFILL

a. Select a named resource row and review the attached comments on each request from the project manager
individually.

X
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b. Hide the comments and evaluate the remaining availability of the named resource individually in the Availability
column or the tooltip text when you hover the mouse over each visible period.

>
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Totals 5900 100.0 1700 50.0 4225 160.0 50.0 4450 40.0 5175 1400 4725 80.0 450.0
-+ A Albert Connell 1900 1000 600 500 1075 500 500 1150 100 1725 300 1575 400 1500
Sensei IQ Resource M E= 190 1000 600 50 500 50 100 300 400
- CarlExecutive 1300 00 600 1575 600 1650 100 1725 1575 1500
sensei 1Q Resource M... D= 1300 0.0 600 600 100
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Capacity
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Percentage available: 100%
Period Status: Submitted

this case the availability is for the specific resource:

Note: This number does not count any resources assigned o
fulfl this resource’s requests.

Tip: If you want to further understand the allocation of the selected named resource across other projects, you
can click the Primary Role Menu button (...) in front of the primary resource role name and then the Open
Resource button to access the Allocation tab of the named resource in a separate window.
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Tip: If you want to further understand the allocation of the named resources across a particular project, you can
click the Row Menu button (...) in front of the project name and then the Open Project button to access the
Resource Plan tab of the selected project in a separate window.
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Once you have decided to fulfill the demand based on the proposed work without any amendment, click the

Row Menu button (...) in front of the project name and then the Autofill button to automatically fill the
Committed cells with the proposed hours submitted (also referred to as unfulfilled submissions) against the
selected project row for the visible periods only.
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Tip: If you want to automatically fill the Committed cells with the proposed hours submitted (also referred to as
unfulfilled submissions) against all pending requests from all project rows for the visible periods on the
Resource Demand page without any amendment, you can click the Autofill button at the bottom of the page

instead.

-

m m | Cancel ‘

‘ Autofill committed cells for visible periods with unfulfilled submissions for all requests

Important: At this point of the resource request approval process, the approved resource allocation (also
referred to as committed work) is displayed in the Committed column as read-write and the cells the
Proposed hours 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.

Search
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d. Attach comments to each fulfilled resource request to provide contextual information to the respective project
managers (recommended).

e.

Once you have completed the approval process, click the Save button to keep the changes.

Search e

Requests by Resource

x
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All proposed work for Chris in this project have
been approved without any amendment from B
the original request.| =

Tip: Clicking the Cancel button will discard the changes applied to the page.
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Tip: The status of both proposed and committed hours (with attached comments) is displayed as Approved
when you hover the mouse over the approved hours in the Proposed cell or Committed cell respectively.

Requests by Resource

/N Chris Thomas

Sensei 1Q Resource M.

< October2021 [ Wl 5 > oom B @ B @ v IE
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D click the value to copy to committed and + approve this
period (availability permitting).

Proposed  Committed  Availability

8 O 7
February 2022 -
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40

Tip: The adjusted remaining availability for each visible period is displayed in the Availability column and in the
tooltip text when you hover the mouse over the availability hours in the Availability cell.

Search

Requests by Resource
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In this case the availability
Chris Thomas.

Note: This number does not count any resources assigned to
fulfil this resource’s requests.

Submitted

is for the specific resource:
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o
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=
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=
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C
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Approved

Days with capacity:
Percentage available:
Period Status:

In this case the availability is for the specific resource:

Chris Thomas.

Note: This number does not count any resources assigned to
fulfil this resource’s requests.

Proposed  Committed ~ Availability
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110.0 110
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X
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Committed  Availability
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Modify and approve a request for named
resources

& Resource Manager ﬂ Resources > Resources > Resource Demand

1. SET THE RESOURCE DEMAND HORIZON

a. Ensure that you are in the Resources area and click Resource Demand in the Resources section.

= < | BEshowchat + New [l Delete | ~ (O Refresh @ Emailalink | v 2 Flow RunReport ~ @ Exporttobxcel | ~ @ importfromexcel | v B Create view

@y Home
Resource Demand v v
@ Recent v
% Pinned o Search P < October2021 [F W 5 v zoom £} B & v Ev @3 8 0 7
Overall Total  « October 2021 November 2021 December 2021 January 2022 February 2 ~
Rasouroey Reguests by Resource Proposed ~ Committed Proposed ~Committed = Availability = Proposed = Committed Availability | Proposed = Committed Availability = Proposed Committed Availability = Proposed ~ Committec
M Insights
Totals 590.0 100.0 1700 500 4225 160.0 500 4450 400 517.5 1400 4725 800
B Resources
B Enteprise Calendars |~ Albert Connell 1900 1000 600 500 1075 50.0 500 1150 100 1725 300 1575 400
[ _resovcevorana | e o 00 o s e w0 | 10 125 1575
G  Availability Heatmap
' Chris Thomas 2700 00 50.0 1575 50.0 1650 200 1725 1100 1575 400
Knowledge
@ Training

What's New

“ Resources &

b. Follow the same steps described in the Approve a request for named resources section above.

2. MODIFY THEN FULFILL A REQUEST FOR NAMED RESOURCES

a. Select a named resource row and review the attached comments to each request from the project manager
individually.

Sensei |Q Resource Management Implement... e X
Comments for Albert Connell
Search £ ‘ e et cazo WM 5 > Zoom B @ B @ = B g o
dpidil ! . 2 § November 2021 December 2021 January 2022 February 2022
Requests by Resource Proposed Committed Availability | Proposed Committed Availability | Proposed ~Committed Availability = Proposed Committed  Availabilit
Totals 160.0 500 4450 400 20.0 497.5 140.0 1100 3625 800 400 4100
-+ /> Albert Connell 500 165.0 100 1725 300 1575 400 1500
Sensei IQ Resource M. e e o0 e
' Carl Executive 60.0 165.0 100 1725 157.5 150.0
- Chris Thomas 500 500 150 200 200 1525 1100 1100 475 400 400 1100
’ >
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Resource Requests

Hide the comments and evaluate the remaining availability of the named resource individually in the
Availability column or the tooltip text when you hover the mouse over each visible period.

x
Search » 4 Ocober2021 T Wl 5 v b Zom B B EE eviE-0 00 7
Overall Total ¢ October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Resource Proposed  Committed = Proposed Committed ~Availability | Proposed Committed Availability = Proposed Committed Availability =~ Proposed ~Committed Availability ~Proposed Committed  Availability
Totals 590.0 2700 1700 500 4225 1600 500 4450 400 200 4975 1400 1100 3625 800 400 4100
“~ Albert Connell 190.0 00 60.0 o 500 @ 100 300 400
Sensel IQ Resource M w1900 00  Availability (Capacity minus al Semfitted hours on all projects) 100 300 400
=157.5 hours
. ™ Carl Executive 1300 00  The Breakdown 165.0 100 1725 1575 1500
Capacity 157.5 hours
it hour:
./ Chris Thomas 2700 2700  Committed e 1150 200 200 1525 1100 1100 475 400 400 1100
Availability = 157.5 hours
Days with capacity: 21 days
Percentage available: 100%
Period Status: Set by appraver

In this case the availability is for the specific resource:

Albert Connell

Nota: This numbar does not count any resources assigned to
fulfil this resource’s requests.

Once you have decided to fulfill the demand based on the proposed work with amendments, enter the hours
you are committing to the project in the Committed cells against the selected project row for the visible
periods only.

x
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Totals 590.0 3300 170.0 80.0 3925 160.0 80.0 4150 400 200 4975 140.0 1100 3625 80.0 40.0 4100

“~ Albert Connell 190.0 60.0 60.0 300 1275 50.0 300 1350 100 1725 300 1575 400 150.0

Sensei 1Q Resource M... 7= 190.0 60.0 o 500 100 30.0 40.0

- ™ Carl Executive 1300 00 60.0 1575 60.0 165.0 100 1725 1525 150.0
- Chris Thomas 2700 2700 500 50.0 107.5 500 500 1150 200 200 1525 1100 1100 475 400 40.0 1100

Tip: If you want to automatically fill the Committed cell with the proposed hours submitted (also referred to as
unfulfilled submissions) against the pending request for a single visible period only on the Resource
Demand page without any amendment, you can click the value in the Proposed cell to automatically copy
then commit the proposed hours in the Committed cell.

x
search L 4 Ocober2021 [ Wl 5 v B zoom B B = v EVYE G O L
Overall Total  « October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Resource Proposed  Committed Proposed Committed | Availability =~ Proposed = Committed ~Availability | Proposed Committed Availability = Proposed Committed Availability ~Proposed ~Committed Availability
Totals 590.0 3400 170.0 800 3925 160.0 80.0 4150 40.0 300 487.5 1400 1100 3625 800 40.0 4100
/~ Albert Connell 190.0 700 60.0 300 1275 500 300 1350 100 100 162.5 300 157.5 400 1500
Sensei IQ Resource M...  Z[Ha 190.0 700 60.0 30 50.0 30 100 10 300 40.0
. Proposed Hours
- ™ Carl Executive 1300 0.0 60.0 157.5 60.0 oot 157.5 1500
= 10.0 hours
5 iod Status: Approved
" Chris Thomas 2700 2700 500 500 107.5 500 ) 1100 1100 475 400 400 1100
ck the value to copy to committed and ~ approve this
od (availability permitting).

©2023 Altus. Allrightsreserved. | Page 10 of 26
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d.

Job Aid | Reviewing and Approving
Resource Requests

If you have also decided to allocate additional named resources to fulfill the request for the remaining
proposed hours (also referred to as unfulfilled submissions), click the Row Menu button (...) in front of the
project name row to view more options.

Click the Add Resource button and search then Select a resource that you want to commit to the project
based on their total availability for the visible periods as displayed in the live search results.

I Search e

Requests by Resource

Overall

Proposed

Total

™M suggested resources 1300
M Bob Banker
: Network Architect 8025 hrs |270.0
Bob Melvin
Business Analyst 802.5 hrs

Totals 590.0 4600

~ Al Connell 190.0 190.0

1Q Resource M... 23 1900 1200

Row Menu et Vi 70.0

' 1300 00

T -

— TOTTTES l 2700 2700
A~ Albert Connell 1900
Sensei IQ Resource M ] 190.0

4

October 2021

October 2021

1700

60.0

60.0

60.0

50.0

110.0

60.0

50.0

3925

127.5

1575

107.5

E oms ~
November 2021
Committed  Proposed Committed Availability | Proposed Committed Availability = Proposed Committed Availability

160.0

60.0

50.0

>

100.0

50.0

50.0

4150

1350

145.0

165.0

1150

400

10.0

December 2021

300

100

10

200

Zom B @ B @ o i
January 2022

Proposed Committed Availability | Pro
4875 140.0 140.0 3325
162.5 300 300 1275

300 30

{725 1575
1725 1575
152.5 1100 1100 475

=~ @

=]

February 2022
Committed | Availability

posed
800 800
400 400
400 20

20
400 400

O

390.0

1300

1300

150.0

1100

7

x

Important: Once you have added an additional named resource, the remaining proposed hours (also referred
to as unfulfilled submissions) for the project are automatically committed to the added named resource for

the visible period.

Requests by Resource

o

Totals

A~

Albert Connell
Sensei IQ Resource M. 4

© Bill Collett

T+ Bob Melvin

' Carl Executive

++ Y Chris Thomas

Overall Total  «
Proposed  Committed  Proposed  Committed Availability = Proposed Committed Availability | Proposed | Committed Availability | Proposed ~Committed Availability =~ Proposed |~ Committed Availability

590.0

1900

190.0

©

1300

2700

460.0

1900

1200

00

2700

q

October 2021

October 2021

1700

1100

500

3925

1275

157.5

107.5

B oms v

>

November 2021

1600

500

500 =¥

1000

500

30

‘[

500

4150

1350

1450

1650

165.0

1150

400

100

100

100

200

December 2021

300

100

10

200

BB B mE eI

January 2022

Zoom

g o
February 2022

e

4875 1400 140.0 3325 80.0 80.0 3900

162.5 300 300 1275 400 400 1300
300 30 400 o 20

1725 15 ™~ 1300

1725 1575 1500

1725 1575 150.0

1525 1100 1100 475 400 400 1100

©2023 Altus. All rights reserved. |
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Job Aid | Reviewing and Approving
Resource Requests

If you commit additional named resources to the project, you need to adjust the allocation of committed work
proportionally in the Committed cell for each visible period where required.

Requests by Resource

Totals

-/ Albert Connell

Sensei 1Q Resource M

T Bill Collett

T Bob Melvin

' Carl Executive

~* Chris Thomas

Search jel

< October2021 [ W 5 > Zoom G @ B @
Overall Total < October 2021 November 2021 December 2021 January 2022
Proposed  Committed Proposed Committed Availability  Proposed | Committed Availability Proposed Committed | Availability | Proposed Committed ~Availability
590.0 4500 1700 1100 3925 160.0 100.0 415.0 400 300 4875 140.0 1400 3325
190.0 1900 60.0 60.0 1275 500 500 1350 100 10.0 1625 300 300 1275
EO 190.0 1200 600 =% 30 500 = 30 100 10 300 30
Co 450 Y 20 137.5 Y 10 155.0 1725 15
CO 250 10 147.5 10 155.0 1725 157.5
[ The visible pericd for this request is currently Approved, some of which has been overwritien by an approver
300 LAY BUY TS7: BUU TE5.0 U 1725 1575
2700 2700 500 50.0 107.5 500 50.0 1150 200 20.0 1525 1100 1100 475

X
= B ao s
February 2022
Proposed | Committed Availability
80.0 80.0 3900
400 400 1300
400 =2 20

\ 15 1350
5 145.0
1500
400 400 1100

Important: At this point of the resource request approval process, the approved resource allocation (also
referred to as committed work) is displayed in the Committed column as read-write and the cells the
Proposed hours are contained in are highlighted in [@Jelelgl denoting the committed hours fulfilled by the line
manager is equal 1o 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.

Requests by Resource

Totals

+ > Albert Connell

L Bill Collett

L Bob Melvin

* Carl Executive

“ Chris Thomas

Sensei 1Q Resource M...

Overall Total

Proposed  Committed ~Propesed ~Committed Availability = Proposed Committed Availability ~Proposed ~Committed Availability = Proposed ~Committed Availability | Proposed ~Committed ~Availability

590.0

190.0

190.0

1300

2700

450.0

180.0

110.0

-

1700

60.0

<

October 2021

1100

60.0

500

October 2021

@ oms~ b

November 2021

3925 160.0 100.0

1275 500 50.0
-

1375 10

147.5 10

1575 60.0

1075 500 50.0

December 2021

4150 40.0

1350 100

‘_

1550
155.0
165.0 10.0
1150 200

oom B B B &

January 2022

300 4875 1400 1300 3425
100 1625 300 200 1375
-]
1725 1575
1725 1575
1725 1575
200 1525 1100 1100 475

X

= g8 0 7

February 2022

80.0 80.0 390.0

40.0 400 1300
SE

15 135.0

5 145.0

150.0

40.0 400 1100

f.  Attach comments to each fulfilled resource request to provide contextual information to the respective
project managers (recommended).

g. Once you have completed the approval process, click the Save button to keep the changes.

©2023 Altus. All rights reserved. |
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ALTUS

Sensei IQ Resource Management Implement... % %
Comments for Albert Connell
Search L Q - cam Wl s v D Zoom B @ aviEv @ 8 O
ppreved 30 hours {0 November 2021 December 2021 January 2022 February 2022
Requests by Resource Proposed Committed Availability ~Proposed Committed Availability | Proposed Committed Availability = Proposed Committed Availabilit,
o Francis Luzuriaga octz0
Totals esting = 160.0 100.0 4150 400 300 4875 140.0 1300 3425 80.0 80.0 3900
“~ Albert Connell 50.0 500 1350 100 100 1625 300 200 1375 400 400 1300
Sensei 1Q Resource M @ 50.0 30 100 10 300 20 400 20
T Bill Collett | 10 1550 1725 157.5 15 1350
& Bob Melvin a 10 1550 1725 157.5 5 145.0
' Carl Executive 60.0 165.0 100 1725 157.5 150.0
/' Chris Thomas 50.0 50.0 115.0 200 200 1525 1100 1100 415 400 400 1100
I have approved the proposed work with
necessary amendments and backfilling the B
demand with additional resources. \

Tip: The status of both proposed and committed hours (with attached comments) is displayed as either Set by
Approver (if the hours were manually adjusted) or Approved (if no amendments were made) when you hover
the mouse over the approved hours in the Proposed cell or Committed cell respectively.

X

Search » <4 October2021 [ W 5 >3 Zoom B H = @ v = a o s
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022

Requests by Resource Proposed  Committed Proposed Committed Awvailability Proposed Committed Availability Proposed Committed Availability = Proposed Committed Availability Proposed Committed Availability

Period Status:

Totals 590.0 4500 1700 110.0 3925 160.0 100.0 4150 400 300 4875 1400 1300 3425 80.0 80.0 3900
+ “ Albert Connell 190.0 180.0 60.0 1275 500 50.0 1350 100 10.0 162.5 300 200 1375 400 400 1300
Sensei IQ Resource M. = 190.0 | Proposed Hours Committed Heurs Committed Hours 300 20 400 20
. = 60.0 hours = 50.0 hours = 10.0 hours
L gl o 157 3
Bill Collett (] R . 1375 The Breakdawn 57.5 15 1350
T Capacity . Capacity 1650 hours | Capacity 1725 hours )
2 elvir 1475 L 5
Sob Melvin = Committed (elsewhere) Committed (elsewhere) ~ + 200 hours | Committed ) B g R
Committed (here) Committed (here) 5 Availability
+ ™ Carl Executive 1300 Net proposed (here) 1575 availability 1575 1500
Proposed availability = 127.5 hours Days with capacity: 23 days
- Chris Thomas 2700 1075 Days with capacity: 22 day Percentage available: 24% 1100 1100 475 400 400 1100
Days with capacity: Percentage available: 82% | Period Status:
Percentage available: Period Status:

page.

MODIFY AN EXISTING FULFILLED REQUEST FOR NAMED RESOURCES

©2023 Altus. All rights reserved. |

Apply the Requests by Project view from the Grouping menu on the page (recommended).

Click the Expand All button to display all named resource rows under each project name displayed on the

Page 13 of 26
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Totals 590.0 4500 1700 1100 6775 160.0 1000 7250 400 300 8325 1400
- “ Sensei |Q Resource Management |... 5900 4500 1700 1100 677.5 160.0 1000 7250 400 300 8325 1400
Albert Connel = 1900 1100 60.0 30 1275 50.0 30 1350 100 10 162.5 300
T il Collett (. 45.0 20 1375 10 155.0 172.5
T Bob Melvin (] 250 10 147.5 10 155.0 172.5
Carl Executive (@ 1300 0.0 60.0 1575 60.0 165.0 100 1725
Chris Thomas o 2700 2700 500 50 1075 50.0 50 1150 200 20 1525 1100

Overall Total < October 2021 November 2021 December 2021 January 2022

Requests by Project Proposed  Committed Proposed Committed Availability | Proposed Committed Availability —Proposed Committed Availability | Proposed ~Committed Availability flity

1300

1300

20

+ Project

X
E:) < October2021 [ W 5 ~ D wom B3 @ B o a .

Resource

657.5 800 80.0 670.0
657.5 800 80.0 670.0
137.5 400 20 1300
157 15 135.0
157 5 145.0
1575 150.0

4715 400 40 1100

Tip: The approved resource allocation (with attached comments) is displayed in the Committed column as

read-only and the cells the Proposed hours 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.

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

d. Modify the existing committed hours for the visible periods where relevant using the Committed column.

X
Clris P ‘ 0 <4 October2021 [ Ml 5 v~ D om B EH B @ v i@ @ O
Overall Total ~ + October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Project Proposed  Committed | Proposed Committed = Availabilty ~Proposed | Committed Availability = Proposed Committed Availability =~ Proposed | Committed Availability =~ Proposed ~Committed | Availability
Totals 590.0 4500 170.0 1100 6775 160.0 100.0 7250 400 300 8325 1400 1300 6575 80.0 80.0 6700
~ Sensei IQ Resource Managementl.. 5300  450.0 1700 1100 6775 1600 1000 7250 400 300 8325 1400 1300 6575 800 800 6700
Chris Thomas i 2700 2700 50.0 s0 | 1075 500 s0 | 1150 200 0 1525 1100 110 475 400 0 1100
. Sensei IQ Resource Management I.. 5900 4300 1700 1100 6775 1600 800 7450 400 300 8325 1400 1300 6575 800 800 6700
Chris Thomas s 2700 2500 50.0 50 1075 50.0 | s o 200 20 1525 1100 110 475 400 40 1100

Tip: At this point of the resource request process, the status of the modified committed hours in the visible

period remains Set by approver.

©2023 Altus. Allrightsreserved. | Page 14 of 26
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Requests by Project
Totals

+ /™ Sensei |Q Resource Management I...

Chris Thomas

o

Overall Total  « October 2021 November 2021
Proposed  Committed = Proposed Committed Availability =~ Proposed ~Committed  Availability | Prog

590.0 4300 1700 1100 6775 160.0 80.0 7450

590.0 4300 1700 1100 677.5 160.0 80.0 7450

270.0 2500 50.0 50 1075 50.0 308 1350
Committed Hours
=30.0 hours
The Breakdown
Capacity 165.0 hours
Committed (elsewhere) - 0.0 hours
Committed (here) - 30.0 hours
Availability = 1350 hours
Days with capacity: 22 days
Percentage available: 82%

e. Attach comments to the modified committed work to provide contextual information to the project manager

Sensei |Q Resource Management Implement... X X
Comments for Chris Thomas
Chris £ o Francis Luzuriags oct m s > Zoom B B B @B & = g o A2
1 S f . = ] ‘.‘ e November 2021 December 2021 January 2022 February 2022
Requests by Project ] work on th ject Proposed Committed Availability Proposed Committed Availability —Proposed Committed Availability = Proposed = Committed Availability
Franeis Luzuriaga Oct
Totals : ; 160.0 80.0 7450 40.0 300 8325 1400 1300 657.5 80.0 80.0 670.0
Thomas for November from 40 hours to *
- 7% Sensei |Q Resource Management 160.0 80.0 745.0 400 300 8325 1400 1300 657.5 80.0 80.0 670.0
Chris Thomas o Francis Luzuriaga e 500 30 135.0 200 20 1525 1100 10 415 400 40 110.0
All propos ark for ¢ n thi 1av
been approved without any amendment from the
I have reduced the committed work of Chris in
November from 50 to 30 hours as he will be B

away on leave for 3 days as per conversation

f. If you also need to replace any existing named resource that was originally allocated to the project as a backfill
to a portion of the requested time that could not be entirely allocated to the requested named resource, click
the Row Menu button (...) in front of the named resource row that you want to replace to view more options.

©2023 Altus. All rights reserved. |
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g. Select the Change Resource option and Select a resource to search then replace the named resource for
the visible periods.

X
search £ < October2021 [ W 5 v [ Zoom B B B ® eviEyd @ o S
Overall Total ~ + October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Project Proposed  Committed | Proposed Committed Availability | Proposed Committed | Availability  Proposed Committed Availability | Proposed | Committed Availability Proposed ~Commitied Availabilly
Totals 5900 4300 1700 1100 6775 1600 800 7450 400 300 8325 1400 1300 6575 800 800 6700
+ /™ Sensei IQ Resource Management L. 5900 4300 1700 1100 6775 1600 800 7450 400 300 8325 1400 1300 6575 800 800 6700
. Algert Connell ] 1900 1100 60.0 30 1275 500 30 | 1350 100 10 1625 300 0 1375 400 20 1300
@ collett ] 450 20 131 10 | 1550 1725 1575 15 1350
[7] Open Resource ] 250 10 7S 10 | 1550 1725 1575 5 1450
£ Change Resource e D= 1300 00 60.0 1575 60.0 1650 100 1725 1575 1500
£, Remove Resource l e 2700 2500 500 50 1075 500 30 | 1350 200 20 1525 | 1100 110 475 400 0 1100
T Bill Collett (]
Bil R,
1300
Suggested resources
Bill Speker A
DBA 802.5 hrs.
Bill Tibbetts
nfrastructure Developer 8025 hrs

h. Attach comments to the modified resource allocation to provide contextual information to the project
manager (recommended).

Sensei IQ Resource Management Implement...

Searct o) g P! X - [l o = Y

— - Comments for Bill Collett ms b wom B @ B @ ~vEvyE 3OS
November 2021 December 2021 January 2022 February 2022

Requests by Project Proposed Committed Availability ~Proposed Committed Availability —Proposed Committed Awvailability | Proposed Committed —Availability

Totals 160.0 800 755.0 400 300 8325 1400 1300 657.5 800 80.0 685.0

« “™ Sensei IQ Resource Management 160.0 800 755.0 400 300 8325 1400 1300 6575 800 80.0 685.0
Albert Connell = 50.0 30 135.0 10.0 10 162.5 30.0 20 1375 40.0 20 130.0

T+ Bill Tibbetts @o 10 165.0 1725 157.5 15 150.0

T Bob Melvin (o | 10 155.0 1725 1575 5 1450

Carl Executive o] 60.0 165.0 10.0 1725 1575 150.0

Chris Thomas s 50.0 30 135.0 200 20 1525 1100 110 475 400 40 1100

Bill Collett is no langer required in your project
5o 1 have replaced him with an equally-skilled B
resource, Bill Tibbetts from the same team.

i.  Finally, if you need to remove an allocated resource to the project, click the Row Menu button (...) in front of
the named resource row that you want to remove from the project (e.g., if the resource has already left the
organisation)
to view more options.

j.  Select Remove Resource from the menu to remove the allocation of the resource against the project row
displayed on the page.
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ALTUS

X
search ~ <l October2021 [EH Wi 5 B Zoom 8 BH B B 9 E-v a o s
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022

Requests by Project Proposed  Committed Proposed Committed Availability | Proposed ~Committed | Availabilty | Proposed Committed Availability | Proposed Committed Availability | Proposed Committed Availabilit
Totals 5800 4300 1700 1100 6975 160.0 80.0 7550 400 300 8325 1400 1300 6575 80.0 80.0 685.0
-/ Sensei IQ Resource Management |... 590.0 4300 1700 1100 697.5 160.0 80.0 755.0 400 300 8325 1400 1300 657.5 80.0 80.0 685.0
Albert Connel =3 190.0 1100 60.0 30 1275 500 30 1350 100 10 1625 300 20 1375 400 20 1300

Bill Tibbetts i 450 20 1575 10 165.0 1725 1575 15 150.0

Bob Melvin = 250 10 1475 10 155.0 1725 57.5 5 145.0

7l Open Resource e 1300 00 60.0 157.5 60.0 165.0 100 1725 57.5 150.0
R Change Resource i 2700 2500 500 50 1075 50.0 30 1350 200 20 1525 1100 10 475 400 40 1100

R, Remove Resource 0

Important: Removing allocated resources from existing commitments in a project may result in partially
unfulfilled submissions. In this case, the cells the Proposed hours are contained in will remain
highlighted in denoting that the committed hours fulfilled by the line manager are now less than
the originally fulfilled hours for the period requested until the line manager re-allocates the remaining
hours (partially unfulfilled submissions) to replacement resource/s backfilling the committed work that
was removed.

X
Search - <l Ocober2021 [@ Wl 5 v [P zoom B H B @ RV H 0 O 7
Overall Total « October 2021 November 2021 December 2021 January 2022 February 2022

Requests by Project Proposed ~ Committed | Proposed Committed Availability | Proposed ~Committed Availability | Proposed | Committed Availability ~Proposed Committed Availability = Proposed Committed  Availability
Totals 5900 4300 1700 1100 6975 160.0 800 7550 400 300 8325 1400 1300 6575 800 800 6850
+ /™ Sensei IQ Resource Management |.. 5900 4300 1700 1100 697.5 160.0 800 7550 400 300 8325 140.0 1300 657.5 80.0 800 685.0
Albert Connell E 190.0 1100 600 30 1275 500 30 1350 100 10 1625 300 20 1375 400 20 1300
T Bill Tibbetts s 450 20 1575 10 1650 1725 157.5 15 1500
s Bob Melvin (] 250 10 147.5 10 155.0 1725 1575 5 145.0
Albert Connell .,__l- 1390.0 1100 60.0 30 275 50.0 30 1350 10.0 10 1625 300 20 1375 400 20 1300

s Bill Tibbetts s 450 20 1575 10 165.0 1725 1575 15 150.0

k. Once you have completed the updates to the existing committed work, click the Save button to keep the
changes.

search < Ocober2021 [T M s D & @ B v

January 2022

Zoom E3 B8 0 7

Overall Total  « October 2021 November 2021 December 2021 February 2022

Requests by Project Proposed  Committed = Proposed Committed = Availabilty = Proposed | Committed Availabilty = Proposed Committed Availability = Proposed ~Committed Availability | Proposed | Committed  Availability

Totals 590.0 4050 170.0 100.0 550.0 160.0 700 600.0 400 300 660.0 140.0 1300 500.0 80.0 750 540.0

/~ Sensei IQ Resource Management |... 590.0 4050 1700 100.0 550.0 160.0 700 600.0 400 300 660.0 140.0 1300 500.0 800 750 540.0
Albert Connell = 190.0 1100 60.0 30 127.5 500 30 135.0 10.0 10 162.5 300 20 137.5 40.0 20 1300
L gill Tibbetts 2 450 20 1575 10 165.0 1725 157.5 15 1500
Carl Executive D@ 1300 0.0 60.0 1575 60.0 165.0 100 1725 157.5 150.0
Chris Thomas 218 270.0 250.0 50.0 50 107.5 50.0 30 135.0 20.0 20 152.5 110.0 110 47.5 40.0 40 110.0

zaEnfQ

Tip: Clicking the Cancel button will discard the changes applied to the page.
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Fulfill a submitted request for generic resources

& Resource Manager &9 Resources > Resources > Resource Demand

1. SET THE RESOURCE DEMAND HORIZON

a. Ensure that you are in the Resources area and click Resource Demand in the Resources section.

= & | B showChart -+ New [i] Delete | ~ () Refresh [ Emailalink | ~ 2 Flow RunReport ~ @ Exportto beel | v @ Importfrom Bxcel | B Create view
@ Home
Resource Demand ~ v
@ Recent v
% Pinned search P < October2021 [ W 5 > Zoom B H v lEv @ @ O 7
Overall Total October 2021 November 2021 December 2021 January 2022 February 2(
Resources Requests by Resource Proposed ~ Committed Proposed ~Committed Availability Propased ~Committed Availbility | Propased = Committed Availability = Proposed Committed Availability ~Proposed  Committe:
A Insights
Totals 590.0 100.0 1700 500 4225 160.0 500 4450 400 5175 1400 4725 800
Bt Resources
~ Albert Connell 190.0 100.0 600 500 107.5 500 500 1150 100 1725 300 1575 400

[E Enterprise Calendars

% Availability Heatmap
-= ' Chris Thomas 2700 0.0 500 157.5 500 165.0 200 1725 1100 1575 400

Knowledge

@ Training

& What's New

“ Resources &

b. Follow the same steps described in the Approve a request for named resources section above.

2. HARVEST THE REQUESTS FOR GENERIC RESOURCES

Important: The Resource Demand view has a system default filter to allows users to manage the demand for
named resources that they are the line manager for only. Generic resources do not typically have fixed line
managers. Unless the default system view is customised in your organisation’s solution, a personal view can be
created with custom filters by the users to also include all resource requests for generic resources by default

(recommended).

i Advanced ﬁ“ers %

= K % W Resetto default

[ | Bookable Resource (Boo. Contains data
0 ‘ Line Manager 2 || Equals current user
} Add
+ Add

a. From the ribbon, click the Create View button to display the Advanced Find dialog box.
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= ¢ [dshowChat — New [i] Delete | ~ (D Refresh [ Emailalink | ~  # Fow ~ [l RunReport ~  6F Excel Templates ~ @8 Bxporttobxcel | ~ @ Import from Excel | v | B Create view 6
@
Resource Demand - v
(E]
| |sear Pl 4 oOcober2021 [ Ml 5 v [ Zoom B @ B eviE=Ev@ @O 0O
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022
& Requests by Resource Proposed Committed Proposed  Committed  Availability | Proposed  Committed  Availability Proposed  Committed  Availability Proposed ~ Committed  Availability Proposed  Committed  Availability
B
5 Totals 5900 4500 1700 100 3925 160.0 1000 4150 400 300 4875 1400 1300 3425 800 80  3%00
|8 - ™ Albert Connel 1900 180.0 600 600 1275 500 500 1350 100 100 1625 300 200 1375 400 400 1300
B v Corl Executive 1300 00 600 157.5 600 1650 100 1725 157.5 1500
@
' Chris Thomas 2700 2700 500 500 107.5 500 500 1150 200 200 1525 1100 1100 415 400 400 1100
=
b. Inthe dialog box, select Resource Demand from the Use Saved View drop-down list.
— :
- | Dynamics 365 Fraics Liainaga ©
ADVANGED FIND Sensei IQ - Leaning &
' Hsaveas {= Group AND
el k=) £
o {4 edit Columns [£= Group OR
Query Saved Results  New  Save lear Download Fetch
Views £} Edit Properties = Denails XML
Show View ry Debug
Look for: Resource Requests 0 Use Saved View: | [new] v

Select

[new]

System Views

Active Resource Requests
Inactive Resource Requests

Resource Demand

s s | Resource Demand

c. Create two (2) additional filters to the selected view using the next blank rows.

e Resource Type - Equals - Generic

e Line Manager - Does Not Contain Data

Tip: The default filter Line Manager - Equals Current User is automatically displayed on the screen.

h ADVANCED FIND
i lEr I e

2% Microsoft | Dynamics 365

(= Group AND

B saveas

[ Edit Columns

)
[£= Group or

Francis Luzuriaga @
Sensei IQ - Learning &y

Select

Query Saved Results New Save Clear Download Fetch
Views £33 Edit Properties (51 Details XML
Show View Query Debug
Look for:  Resource Reguests v Use Saved View: ' Resource Demand ~

v Bookable Resource

Contains Data

v Line Manager

Equals Current User
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Select

d. Press and hold the control key (Ctrl) on your keyboard and select the newly added filters in the view.

©2023 Altus. Allrightsreserved. | Page 19 of 26



ALTUS

e.
keyboard.

Job Aid | Reviewing and Approving
Resource Requests

Click the Group AND button from the Advanced Find ribbon then release the control key (Ctrl) on your

h ADVANCED FIND

= Microsoft i
5 Mic | Dynamics 365 Francis Luzuriaga o

Sensei IQ - Learning &y

9 Haw g Q
@ Ea b j [ Edit Columns [£= Group Or
Query Saved Results New Save Clear Download Fetch
Views 52 Edit Properties [ Details XML
Show View Query Debug
Loek for: Resource Requests ~ Use Saved View: Res‘&\me Demand v
Select

Select

v Bookable Resource

Contains Data Contains Data

v Line Manager

‘ v Bookable Resource

Equals Current User

v Line Manager Equals Current User

“ﬂ

v Resource Type Equals Generic v Resource Type Equals Generic
. . AND
v | Line Manager Does Not Contain Data 2 v Line Manager Does Not Contain Data
Select

f.

Press and hold the control key (Ctrl) on your keyboard again and select the default filter and the AND query line

in the view this time.

g. Click the Group OR button from the Advanced Find ribbon then release the control key (Ctrl) on your

keyboard.

h ADVANCED FIND

il =

5% Microsoft | Dymamics 365

8

Francis Luzuriaga L]
Sensei IQ - Learning &

B save as

[& Edit Columns

= Group AND

Clear

Select

Query Saved Results New Save
iews £33 Edit Properties [ Details
Show View Query Debug
Look for:  Resource Requests v Use Saved View: | Rq Select A

Contains Data

‘ v Bookable Resource

| v Bookable Resource

Contains Data v Line Manager Equals Current User

o

v Line Manager Equals Current User wOR v | Resource Type ~ | Equals Generic
w AND
pe v Eguals Generic v Line Manager Does Not Contain Data
« AND
Line ager Does Not Contain Data Select

h.
ribbon.

Once you have set the custom filters and their grouping, click the Save As button from the Advanced Find

©2023 Altus. Allrightsreserved. | Page 20 of 26



ALTUS Job Aid | Reviewing and Approving
— Resource Requests

In the Save as new View dialog box, provide
a unigue name for your custom personal view
and a description (recommended).

j. Click the Save button and close the dialog
box.

Save as new View

The view is stored in the list of saved views.

Name *
Resource Demand (My Resources & All Generic Resaurcel |

Description
[This view displays all requests for named resources that | am the line manager for and
lall requests for generic resources on the page.|

Cancel

k. Apply the newly added custom personal view from the My Views list on the main Resource Demand page and
select Set current view as my default from the menu options.

= & [dshowcChat - New [i Delete | v () Refresh [ EmailaLink | ~ 2 Flow RunReport - B Excel Templates v~ @) ExporttoBxcel | v @3 Import from Excel | v [ Create view
@ .
Resource Demand (My Resources & All Generic Resource@ Resource Demand (My Resources & All Generic Resource) - v
@ My Views My Views
» 4 oaobers [ ™ s @ EE cvEvyddos
Resource Demand Resources & All Generic Resource) 3
My ) Total « October 2021 Resource Demand (My Resources & All Generic Resource) _ Octoberfnuary 2022 | February 2022
d System Views Committed  Proposed Committed Avd System Views Proy c Committed  Availability = Proposed  Committed  Availability
B Resource Demand Default
o 4500 3200 1100 Resource Demand l 3200 1 1300 3425 2300 800 3900
Active Resource Requests Active Resource Requests
e - l 1800 600 600 | | 00 & 200 1375 400 400 1300
Inactive Resource Requests Inactive Resource Requests
2 ;
++1 Resource Requests With Committed Hours L 00 -+ Resource Requests With Committed Hours | 400 %00
@ 5
l & set current view as my default P © Reset default view | &5 1575 1500
o R
=+ Chris Thomas 2700 2700 500 500 107.5 500 500 1150 200 200 1525 1100 1100 475 400 400 1100
- ¥ Consultant 2000 00 500 500 ‘ 200 300 500
« v DBA 2200 00 600 500 ‘ 200 300 600

Important: Once the custom personal view is configured using the above steps, the Resource Demand page
will always display all requests for named resources that the user is the line manager for including those for all
generic resources that do not typically have fixed line managers by default.
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= ¢ [AshowcChart -+ New [0 Delete | v () Refresh [F Emailalink | v % Flow ~ [l RunReport ~ O BxcelTemplates [ ExporttoExcel | ~ O Importfrom Excel | ~ B Create view
o | Resource Demand (My Resources & All Generic Resource) - v
©
P Searcn < October2021 [T mWH 5 v b zom B H B @ v = g O/
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022 N
i Requests by Resource Proposed  Committed | Proposed Committed | Availability | Proposed  Committed Availability = Proposed ~Committed Availabiity ~ Proposed  Committed Availability | Proposed  Committed | Availability
B
P Totals 11700 4500 3200 1100 3925 2900 100.0 4150 100.0 300 4875 2300 1300 3425 2300 80.0 3900
" R #~ Albert Connell 190.0 180.0 60.0 60.0 1275 50.0 50.0 1350 100 100 1625 300 200 1375 400 400 1300
@ Sensei 1Q Resource M. =, 190.0 1100 600 30 50.0 30 100 10 300 20 400 20
@ s Bill Collett (¥ 45.0 20 1375 10 155.0 1725 1575 15 1350
- 1] T Bob Melvin 3. 25.0 10 1475 10 155.0 1725 1575 5 145.0
“~ Business Analyst 160.0 0.0 400 300 200 300 400
sensei 1Q Resource M, A= 160.0 40.0 300 200 30.0 400
#~ Carl Executive 1300 0.0 60.0 1575 60.0 165.0 100 1725 1575 150.0
Sensel IQ Resource M. D 1300 00 60.0 60.0 100
#~ Chris Thomas 270.0 2700 50.0 50.0 1075 50.0 50.0 1150 200 200 1525 1100 1100 415 400 400 110.0
Sensei 1Q Resource M. = 2700 2700 50.0 50 50.0 50 200 20 110.0 110 400 40
#~ Consultant 200.0 0.0 500 500 200 300 50.0
Sensei 1Q Resource M AlFa 2000 500 50.0 200 300 50.0
~~ DBA 2200 0.0 60.0 500 200 300 60.0

3. REVIEW AND FULFILL A REQUEST WITH NAMED RESOURCES

a. Apply the Requests by Project view from the Grouping menu on the page (recommended).

b. Click the Expand All button to display all named resource rows under each project name displayed on the page.

Resource Demand (My Resources & All Generic Resource)
Search R < Octoberz021 [ W 5 ~ [ zoom 8 BH B @ o
Overall Total ~ « October 2021 Navember 2021 December 2021 January 2022 7
Proposed ~ Committed = Proposed Committed Availability = Proposed Committed Availability | Proposed ~Committed ~Availability = Proposed Committed Availability = Prof v
Resource
Totals 11700 4500 3200 1100 6775 2900 1000 7250 1000 300 8325 2300 1300 6575 2300 800 6700
#\ Sensei IQ Resource Management Im... ~ 1,1700 4500 3200 1100 6715 2900 1000 7250 1000 300 8325 2300 1300 6575 2300 800 670.0
Business Analyst A= 1600 400 300 200 300 400
Consultant A= 2000 500 50.0 200 300 500
DBA A= 2200 60.0 50.0 200 300 60.0
Albert Connell :_‘. ; 190.0 1100 60.0 30 1275 50.0 30 1350 100 10 162.5 300 20 137.5 400 20 1300
T Bill Collett = 450 20 1375 10 1550 1725 1575 15 1350
T Bob Melvin v 250 10 147.5 10 1550 1725 157.5 5 145.0
Carl Executive (P} 1300 00 60.0 1575 60.0 1650 100 1725 157.5 1500
Chris Thomas o 2700 2700 50.0 50 1075 50.0 50 1150 200 20 1525 1100 110 475 400 40 1100
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c. Locate the generic resource row with proposed work that requires allocation and review the attached
comments to the request from the project manager individually.

X
b o) Sensei 1Q Resource Management Implement... ) N o o
seard © Comments for consatant < oms e op Zom B B B eviEv @ 8 0 L
o Francis Luzuriaga o November 2021 December 2021 January 2022 February 2022
Requests by Project . Proposed Committed | Availability = Proposed ~Committed Availabilty | Proposed Committed Availability | Proposed ~Committed Availability
Totals 2800 100.0 7250 1000 300 8325 2300 1300 657.5 2300 800 6700
o Francis Luzuriaga st 7
-/~ Sensei IQ Resource Management 290.0 100.0 7250 1000 300 8325 2300 1300 6575 2300 80.0 6700
Business Analyst 300 200 300 400
Consultant 50.0 20.0 300 50.0
DBA 50.0 200 300 60.0
Albert Connell = 500 20 5.0 100 10 162.5 300 20 137.5 400 20 1300
T Bill Collett = 10 155.0 1725 157 15 13
+ Bob Melvin = | 10 172 157.5 5 145.0
Carl Executive = 60.0 165.0 10.0 1725 157.5 1500
Chris Thomas = ‘ B 50.0 50 1150 20.0 20 152.5 1100 10 475 400 40 1100

d. Hide the comments and click the Row Menu button (...) in front of the generic resource name and then the Add
Resource button to search and allocate the named resource/s against the selected project row based on their

primary roles and total availability for the visible periods only as displayed in the live search results.

Search

Requests by Project

Overall Total

October 2021

October 2021

m oms

>

November 2021

December 2021

Zoom

B 05 m

January 2022

Q)

= @ 8

February 2022

O

Proposed  Committed | Proposed Committed Availability = Proposed Committed = Availability = Proposed ~Committed | Availability | Proposed ~Committed Availability | Proposed  Committed  Availability

Totals

11700 4500

3200

1100

6775

2900

1000

725.0

1000

300

8325

2300 1300 6575 2300 800 6700
/. Sensei IQ Resource Managementl...  1,170.0 4500 3200 1100 677.5 290.0 1000 7250 100.0 300 8325 2300 1300 6575 2300 800 670.0
D ness Analyst Am 160.0 400 300 20.0 300 400
onsultant AL Em @it i AFEa 2000 50.0 200 300 500
{7 Open Resource AT= W 2200 50.0 200 30,0 60.0
A, Add Resource —_— 0op7s 50.0 30 135.0 100 10 162 300 20 1375 0.0 20 130.0
i re:
. L. Bill Collett 7 725 575 1350
Bill Collet (] Brice Canter 10 1 15 0
T Bob Melvin = @i Ll 75 10 15! 1725 575 5 1450
@ Eddie Mason
Carl Executive ) Consultant sozshes | ggp75 60.0 165.0 100 1725 1575 150.0
Emma Admin
Chris Thomas = ot 025t oop?s 50.0 50 115, 200 20 152 110.0 10 475 400 40 1100

Francis Luzuriaga

Consultant 802.5 hrs
Jason Huebner

Consultant 802.5 hrs

Nancy Portfolio

Consultant 802.5 hrs

@ Walt Micke!
Consultant 802.5 hrs

Pro Tip: Type the generic resource role in the Select a resource field to filter the search results to only display

the list of named resources that have the generic resource as their primary roles including their total availability
for the visible periods on the page.

Important: Once a named resource is allocated, the proposed hours (also referred to as unfulfilled
submissions) for the project are automatically committed to the added named resource for the visible periods.
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X
Searct P <l October2021 [ WM s > Zoom B B B @ o = @ a 7
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Project Proposed = Committed | Proposed Committed Availability = Proposed = Committed Availability —Proposed Committed ~Availability | Proposed Committed Availability —Proposed Committed Awailability
Totals 11700 650.0 3200 160.0 785.0 2900 150.0 840.0 100.0 500 985.0 2300 160.0 785.0 2300 1300 7700
-/~ Sensei IQ Resource Management I..  1,170.0 650.0 3200 160.0 785.0 2900 150.0 840.0 100.0 500 985.0 2300 160.0 7850 2300 1300 7700
Business Analyst Aa 160.0 40.0 300 20.0 300 40.0
Consultant /C_‘l 200.0 50.0 \ 50.0 \ 20.0 \ 30.0 \ 50.0 \
& Brice Center O 2000 50 07.5 50 115.0 20 15 30 127 50 100.0
DBA Aa 2200 60.0 500 200 300 60.0
Albert Connell CLI. 190.0 1100 60.0 30 127.! 0.0 30 135.0 10.0 10 162.5 30.0 20 137 40.0 20 1300
- Bill Collett (] 45.0 20 37.5 10 155.0 172.5 157.5 15 135.0
“ Bob Melvin (v 25.0 10 47.5 10 155.0 17 157 5 145.0
Carl Executive Ha 130.0 0.0 60.0 157.5 60.0 165.0 10.0 172 157 1500
Chris Thomas = 270.0 270.0 50.0 50 107.! 50.0 50 115.0 20.0 20 15. 1100 110 47 40.0 40 110.0

If you need to distribute the allocation across multiple named resources against the project, repeat the above
process until the requested time for generic resources against the project are fulfilled.

Searct o 4 October2021 [H W0 5 ~ [ zoom B2 @ B @ o = g8 O 72
Overall Total October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Project Proposed  Committed | Proposed Committed Availabilty = Proposed Committed Availability | Proposed Committed Availability Proposed Committed Availability | Proposed Committed  Availability
Totals 11700 6450 3200 1600 1,000 2900 1500 11700 1000 500 13300 2300 1550 1,050 2300 1300 10700
. A SenseiIQResource ManagementL..  1,1700 6450 3200 1600 11000 2900 1500 11700 1000 500 13300 2300 1550 1,050 2300 1300 10700
DBA AQ=| 2200 600 500 200 300 600
Business Analyst Al 160.0 400 300 200 300 400
| Consultant = 2000 500 500 200 300 500
T Brice Center s 05.0 A 30| te1s Y 0 350 A 162.5 ~ 15 | 1423 ~ 20| 1308
o L. Jason Huebner jou] 400 0| 1473 10 550 1725 0 | 1473 10| 140
T walt Nickel (o} 50. 10 147.5 10 55.0 10 162.5 0 157.5 20 130.0
Albert Connel c 190.0 1100 60.0 30 1275 50.0 30 35.0 100 10 162.5 30.0 20 1375 400 20 130.0
T gill Collett 2 45 20 1375 10 550 172 1575 15 135.0
. Bob Melvin o] 250 0 147 10 50 1725 1575 5 | 1450
Carl Executive Da 1300 00 600 1575 600 50 100 1725 1575 1500
Chris Thomas = 2700 2700 500 s0 1075 500 50 1150 200 0 1525 | 1100 110 75 400 a0

X

Important: If you commit additional named resources, you need to adjust the allocation of committed work
proportionally in the Committed cell for each visible period where required. At this point of the resource request
approval process, the approved resource allocation against the primary role (also referred to as committed
work) is displayed in the Committed column as read-write and the cells the Proposed hours are contained in
are highlighted in [¢]elelyl 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.

Attach comments either to the generic resource request or each named resource allocation to provide
contextual information to the respective project managers (recommended).
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search < October2021 [T W s > zZoom B @ B I v a8 o 72
Sensei IQ Resource Management Implement... November 2021 December 2021 January 2022 February 2022
Comments for Consultant
Requests by Project Proposed  Committed ~Availability | Proposed Committed Availability = Proposed Committed Availability =~ Proposed Committed  Availability
o Francis Luzuriaga oct7
Totals v ke to 5 il 2900 Totals Sensei IQ Resource Management Implement... % 2900 |070.0
wh Comments for Jason Huebner
-/~ Sensei IQ Resource Management 2900 - /N Sensei IQ Resource Management 2900 |070.0
Francis Luzuriaga o7
DBA 50.0 DBA A 50.0
ur
Business Analyst 300 Business Analyst A 300
Consultant 50.0 eneaIant = 500
T Brice Center . Brice Center (i | 1300
T+ Jason Huebner T, Jason Huebner @o 1400
T Walt Nickel T Walt Nickel [ 1900
Albert Connell = 50.0 Albert Connell = 500 1300
T Bill Collett ] . Y 1350
0 rave committed Brice Centre 25 requested but . el =
T, 3 t—| only partially. | have also allocated Jason H and -
(els(aim = Walt N to fulfil the request for a Consultant, *+ Bob Melvin = =R
Carl Executive T 1500 iy Sy TS7S 60.0 Carl Executive u 600 | 1500
| have also allocated Jason H and Walt N to fulfil
Chris Thomas = 2700 2700 500 50 1075 50.0 Chris Thomas ¢ | the request for a Consultant. 500 | 1100
g. Once you have completed the approval process, click the Save button to keep the changes.
=
Search < October2021 [ WM s ~ [ Zoom B @ & v Ev@d B8 O A
Overall Total « ‘October 2021 November 2021 December 2021 January 2022 February 2022
Requests by Project Proposed ~ Committed Proposed ~Committed | Availability = Proposed ~Committed | Availabilty Proposed ~Committed Availability | Proposed ~Committed Availability ~Proposed ~Committed Availability
Totals 11700 645.0 3200 160.0 1,100.0 2900 1500 1,170.0 100.0 500 1,3300 2300 155.0 1,105.0 2300 130.0 1,070.0
7~ Sensei IQ Resource Management ... 1,170.0 645.0 3200 160.0 1,000 290.0 150.0 1,170.0 100.0 50.0 1,3300 2300 155.0 1,105.0 2300 1300 1,070.0
DBA AT 2200 60.0 50.0 200 30.0 60.0
Business Analyst A= 1600 400 300 20.0 30.0 40.0
Consultant = 2000 50.0 50.0 20.0 30.0 50.0
Ts Brice Center o} 105.0 30 Proposed Hours o 135.0 10> 162.5 15 142.5 20
- = 500 hours
05 = o) 550 . 7
Jason Huebnet | 40.0 10 Pewds‘aws:[) 155.0 | Committed Hours 10 147.5 10
Ts Walt Nickel ] 500 10 1475 10 55,0 | =100 hours 0 1575 20
The
Albert Connell = 190.0 1100 600 30 1275 50.0 30 1350  Capacity 1725 hours 300 20 1375 400 20
Committed (elsewhere) - 0.0 hours
T Bill Collett ] 45.0 20 1375 10 155.0  Committed (here) - 100 hours 157.5 15 1350
Availability = 1625 hours
T Bob Melvin o | 250 10 1475 10 155.0 1575 5 1450
Days with capacity: 23 days
Carl Executive D 1300 00 60.0 1575 60.0 1650 percentage available: s 157.5 150.0
Period Status:
Chris Thomas 270.0 2700 500 50 107.5 50.0 50 115.0 1100 110 475 200 40 1100
=

Tip: The status of both proposed and committed hours (with attached comments) in the above scenario is
displayed as Set by approver when you hover the mouse over the approved hours in the Proposed cell or
Committed cell respectively. The adjusted remaining availability of the allocated named resources for each
visible period is displayed in the Availability column and in the tooltip text when you hover the mouse over the
availability hours in the Availability cell. The Availability and Committed columns for generic resources are

blank by

default.
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h. If you need to modify an existing fulfilled request for named resources (i.e.,, Change Resource, Remove
Resource), follow the same steps described in the Modify an existing fulfilled request for named resources
section above.

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