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8 How to Allocate Project Participants to a Project

1 Access level: Project Manager, Director, System Administrator

Learn: How to associate project participants with a project and how to give them
a personal budget.

When allocating project participants to a single project:

Figure 1: Main Menu -> Project Administration -> Search Project -> Edit Project

There are three possibilities:
1. The tab ALLOCATED HOURS ©.
2. The tab PROJECT TASKS — the link [Edit] ©.

Figure 1: Main Menu -> Project Administration -> Search Project -> Edit Project

EDIT PROJECT _~ ASC [Search (F2) | Personal Profile | Help (F1) | Log Out]

Main Menu -> Project Administration =» Search Project -> Edit Project

INFORMATION  PROJECT TASKS ~ ALLOCATED HOURS FINANCE GANTT CHART MILESTONES STATUS REPORTS

From the ALLOCATED HOURS tab it is possible to view and allocate project partici-

3. Clicking on the Task’s name ©.

pants to any task, and with the link [Edit] you work with one task at a time. Inde-

et - Outlook integration Actions
Customer: Netsters Status: Active New Project
Contact: Henry White Start Date: 23/07/2007 Copy Project
New Customer
Project Name: Net - Outiock integration Project Type: 20. Development Office integration =
Projectno.: NET.07.0002 Project Category:
GANTT Chart
[> Organisation Peter White Page
[> Comment
< Budget
Hours EUR
Type Budget Aloc.  Actual Biled  Type Contract Budget Alloc. Cost Actual Siled
Work 247 264 0 0 Work 30,000 47,700 290,550 0 0 0
Expenses 0 - - - 0 0
Travel Expenses 0 - - - 0 0
Sum 247 264 0 0 sum 30,000 47,700 290,550 0 0 0
Project Tasks

100-9080-N3-€0D

Actions: [ Modify Tmetable... | Move Tasks... 1

Iﬁ T e [ E i o “
no.

pendent of the chosen interface the allocating process is the same:

Figure 2: Main Menu -> Project Administration -> Search Project -> Edit Project ->

MNew Project task Location
Edit Task E a7 8] [som707 ) 0 {savefsave & alocate]
T TO0Z  Preliminary Analysis 2307/2007 |[®] |30/07/2007 |[=] O 3,000 30 37 00 [Edit | Delete]
— Selectan emp|oyee from the drop down menu 6 2 0004 Desion of Datbase 23/07/2007 |[®] |03jos/z007 [ O 3,000 2 “ 003 [edit] Delete ]
3 0005 Development in Net 230712007 |[®] [06/0s/2007 |[®] O 7,500 75 %2 03] [Edit| Delete]
- On the tab ALLOCATED HOURS the task list is updated. Only tasks where the [ e | o | ) 0 [ e 2 I (=1 o)
. . . =S 0006 Delivery 06/08/2007 13/08/2007 3,000 25 o 00 [Edit]
employee has not yet been allocated time will be shown. Select which tasks 51 0005 mplementation vaioraon7 [a] [1oe/z007 8] O s = 0 0B [t Oekte)
the employee Sh0u|d be a||0cated to 6 0007  Evaluation 13j082007 |[®] |1s/082007 |[®] O 5,000 50 59 00 [Edit| Delete]
* Total 47,700 247 264 03
- Enter the number of Hours © that should be allocated to the employee.
_ Select an Hourly Rate 6' @ Tip: When entering a date, just use the format 0101 or 010105,
The hourly rate is the customer’s cost price while the internal cost price (not - conmukant of theFucure TIME!

shown) can be found in the employee’s key information that is found in Sys-
tem Administration (F10) -> Employees.

- Click on Update @.

Figure 2: Main Menu -> Project Administration -> Search Project-> Edit Project -> Edit Task

. . S . [ [Empioyee
Besides allocating employees one at a time, it is also possible to allocate groups & Rew Resource Allocation
of employees on one task, or to allocate one employee on several tasks at once: v 0' - g . .-
- Click on the link [To multiple employees...] ®, if you want to allocate several S Er e = A s
em p|oyees to one task' PEG (Peter Godwin) 17 o 0 0 [ Delete ]
Total 37 1] 0 o
- Click on the link [To multiple tasks...] @, if you want to allocate many em- 0»:]u.,date
ployees to one task.
JPlease note: On fixed price tasks the hourly rate is automatically calculated.
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