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Introduction

What is it?

An interactive workspace that provides insights to help you more effectively plan, allocate, and optimize resources.

What can | do with it?
Top-down planning and forecasting by job title or teams to create better predictions and optimize resources across projects

0
0  Forecast and manage resources all within Clarizen, using real-time data
o Formalize the planning and approval process between Project and Resource Managers
o0  Try out different scenarios before committing
o Communicate changes and updates with discussions and notifications

Who is it for?

o0 Capacity Planning helps managers understand the capacity of their teams and roles for future periods, compare it with the demand
over time, and then make effective and smart decisions around resource assignment and utilization

0  The Project Manager can:
V  Request resources by job title, team or named resources
V  Manage all requests in one workspace
V  Receive notifications for approved requests and assigned resources
0  The Resource/Portfolio Manager can:
V  View capacity vs demand by teams, job titles and named resources
Append and approve requests per resource, per time period, per project
Assign resources directly on projects based on current availability and assignments
Plan and forecast utilization of resources for future periods
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. Prepare for Capacity Planning
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Prepare
Enable Capacity Planning

Enable Resource Planning and Capacity Planning in Clarizen settings

g - Resource Management
Options Value Derault
&1 Asgsign from organization pool (] On
Assign
3.2 People can assign themselves to work items | Assign resource an ¥ | ;S;:Lﬁ
work
2.3  Resources can add work items | Allow T | Allow
&4  Time & Expense users can add reportable tasks | All v | All
8.5 Display parent work item in the Resource Load grid O Off
8.6 Display variance in Resource Load grid [l Off
Enable resource planning On
Enable Capacity Planning ’ Off
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Prepare

Add Capacity Planning to Profiles

Select profiles to which you want to add the Capacity Planning module in the
navigation panel.

& Master (an profiles)
& Basic Admin

& Client Portal

& Execs

& External

,@ Full Admin (Defautt)

GENERAL
Properties
Navigation
Members

ITEM TYPES

Work ltem

Approval

Cases

Global Settings

System Settings Configure Applications

Available

0 0 000 o oo o oo

Search

Name

() Approvals
¥  Approvals
of% Discussion Groups
<> Milestones
»

8% Products

B4 Programs &«
%) Requirements

X settings

& Templates

# Topics

InterAct Extensions

Your Selections

[l MName
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Prepare

Enable Resourcing Groups

Decide which user groups will participate in the Capacity Planning process. Then
define these groups as Resourcing Groups.

Only these groups will participate in the Capacity Planning process.

User Groups - List View -

£~ 8User Groups Y Filter by € ~

Add Related  Utiities

Add User Group Add Sub Group Join Delete

e
O Resourcing Group | Mame

' [ pg8 ~ Iain Ops
= 245, - AD Sync Group
M - Devops Group 2

W 2 ~ Developers Group
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Prepare

Define Resourcing Groups for Users
(Select Primary groups for users)

A resource can belong to many groups, however only one of those groups can be used for

resource utilization in Capacity Planning.

Therefore a user should be defined as a Primary user in one of the Resourcing Groups.

© ~ |3 Group Members | Y Filter by ~
Add Related  Utiities
Add Group Members
. [[] Name Primary
@ - Arthur Green v
$§ - Sandra Jones
9§ - Harry Potter v

[

Use the Group Members grid
to select Primary users

Resources
¥ All Groups
» Control Unit

AD Sync Group
22

* Finance

¥ Legal
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Prepare

Assign the Resource Manager

What is it? A new role in Clarizen: Resource Manager
The role: Approves requests and assigns resources
The preparation: Assign one or more Resource Managers to user groups

User Groups

v

= v

v

List View -

© ~ 3 User Groups

Add User Group ~ Add Sub Group = Join

Utiities

Y Filter by € ~

[]  Resourcing group IResource Managers

Delete Copy Paste

I Name
Dawid Cairngorm = M - Main Ops
Larry Bear . | |48 - Finance
David Cairn. ..
| M, - Legal

Share «

Good to know
A A group can have multiple Resource
Managers

A°A groupodés Direct
the Resource Manager of the group
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Prepare
Sub-Groups as Primary Groups

To preserve the hierarchy with the parent
group, the sub-group must be defined as the
primary group in the parent group (in addition
to being a Resourcing Group).

A Ensures the Resource Manager of the
parent group keeps control of the
resources in the sub-group

A Capacity for the parent group includes the
sub-group(s).

Enable Capacity
Planning and add
to Profiles

Vv

Join Send vCard Apply on Members = | Delete Share -
Direct Manager:
Description:
Profile: Default Profile
Discussions [m] 2 Group Members
£¥~ 2 Sub Groups Y Filter by ~
Add Related  Utilities

Add Sub Groups Join

O Primary Mame

User Group Details - Overview -

v 228, - NU1 sub 1

18- NU1 Sub 2
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Prepare
Add and Update Job Titles

5&5 Job Titles

If y 0o u going to use job titles for resource assignments, verify all
resources have been assigned a job title.

11
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. OptimizeResources ApproveResources Assign
Resource

. Review demand vsapacity (optional) Resources to Projects
Edit and optimize the plan Approverequests. Resources Assign named resourcés
- are reservedhours are Projects

Manager subtracted from availability

: Request resources from user Work ol
groups,by job titles,and ork plan
named resources

Manager

. Request Resources Create
Project




. Requesting Resources

Easyasl1li 271 3

Manager

clarizen R e - somo - M S Ay
Request resour c e|g=fsppr=fprihes- Pr oj ect 0s

Resource Planning view, from [l Free Road Enclave

the new Staffing Request panel

© ~ Work Plan Y Filter by ~ Search

Resourcing  Add Related  Custom Actions  Utilities

Add - Mark As »  Email » Delete Link Copy  Paste Share « More « Zoom — (8 Fit | Legend ~ |

1. Request resources by User
Groups, Job Titles and/or

B ® v | Name Werk Resources SHuaty 2018 arEh 2018

2118 ‘ 02/19/18 ‘ 02/26/18 | 03/05/18 ‘ 03/12/18 ‘ 03M19/13

= @ » GI[il]- Free Road Enclave 312h ——
Named Resources ‘ -
£ - Free Road Enclave: 4 | Staffing Request - | in| Hours ~ ‘ Y Filter by ~ Search
2. Enter requests per time period 0 I
Add Staffing Request Mark As « | Delete Copy Paste Print & < Month | > | »
3 M ark aS R e q u eSted [] Name v Project Role Requested from Resourcing Group Resourcing Group April, 18 May, 18 June, 18 July, 18 Aug
.
14 - Dev Group Africa # NU2 Dev Group Africa v 55h 50 h 6h 1
&, - Dev Group Asia # NU1 Dev Group Asia v 45h 56 h 2 6h 4
= - Planner 9 # Planner Planning Systems 56 h Hours
&, - Architect # Architect CP group 2 44 h 34h
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. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

clarizen snowe - () - oo - :

Capacity Planning

The Capacity Planning
module

n Demand Vs Capacity ~  All Groups Hours ~ & Weekly ~ Y
R R » All Groups
A Review capacity vs demand,
dentify bottienecks - I
05107118 0514112
A Update requests .. e —
Aesro].t:rcttessz £ ‘ W Assigned/Approved 5228
. 22 Architec! 0/0 0/0 1383 |~
A Approve and assign requests i
Assign with or without the approval i Lega - | == | == ]
. . 2 Finance 4/80 717/ 80 b 717 /80 e
stage i depending on your workflow i
=22 0/0 0/0 0/0 -
Mark As ~ 05107118 0514118 0521118
Y ~ Demand 615.6 661.1 661.1
[1 Basic Project A 2174 217 4 217.4
L e t 6 S d I V e I n e EF] Free R(?ad Enclave o] E 4 77 717
& Admin Team Leader O § 2 65.2 65.2
O & john admin o 2 65 85
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. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

In Requested Demand vs Availability

ﬂ I Requested Demand Vs Availability = ] All Groups

view, use the chart and heatmap to review
open requests and remaining availability

Hours ~ £ Monthly ~ A

. M04-2018
Click [V to see a legend ARy
v Resources = Requested/Availability 138 / 2.4k
All Groups
2. Architect 82 0/0
V 2. Operations o/0
Chart Demand Resources Project State 2 Legal 10/ 465
@ Overloaded O Requested s Job Title ] Active = Finance 20/ 253.5
Available @ Approved 2 User Cancelled 2011 o/0
© Partially Overloaded @ Assigned 22 Group Completed =22 0/0 0/0 0/0
— Capacity/Availability [ Project {7 Draft
W Requested On hold o
A BEesources - Requested/Availability
M Approved/Assigned Requested
4 Resources
Move between Resources, Users and Job Titles to identify 3 Users Only

conflicts and bottlenecks for groups, job titles or named resources

Job Titles

2, Finance

=011
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. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

Go to Demand vs Capacity to see the full capacity of resources including already assigned work

Under All Groups, select teams or resources for an in-depth view of resource availability and capacity

Capacity Planning
g N\
n Demand Vs Capacity = All Groups Hours ~ & Monthly ~ Y
¥ All Groups
Architect 52
Operations )
¥ Legal
M04-2018 M05-2018 M0G-2018
2 Arthur Green (APR) (MAY) {(JUN)
+ Resources - Demand/Capacity 450.5 / 2 7k
2 Sandra Jones
2 Architect S2 0/0 0/0 0/0
2 Harry Potter i
2 Operations 0/0 0/0 0/0
= 211 0/0 0/0 0/0
L ) =22 0/0 0/0 0/0
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. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

n Demand Vs Capacity - All Groups Hours ~ & Monthly ~ Y

The Demand panel

@.
1. View requeStS by PI‘OjeCt M04-2018 M05-2018 1M06-2018
(APR) (MAY) (JUN)
2. Update requests and review v Resouces~  DemandCapacy 480527k
. 2 Architect S2 0/0 0/0 0/0
the Changes In the Charts :2 Operations 0/0 0/0 /0
and heatmaps 2 Legal 48/ 504 _ 40 / 504
22 Finance 102.5 1 335 330/ 368 ._
211 0/o 0/0 0/0
=22 0/0 0/0 0/0
Projects {ListView's ) 1104-2018 M05-2018 M06-2018
To sort Projects by ®- 18Pmjects ¥ Fiko Vark As - (APR) (MAY) (JUN)
priority, enter values in I Y ~ Demand 4505 3.1k 7.6k
t he PrROrEC t S0, wu o €D O Basic Project : 10 1
fields T poon pa pr— / 1 Museum New Wing ...[] & 2675 640 100
© . = Arthur Green [ ] 6 15
o , O 22 CP group1 o 40 15 e
Y, = cpl [ ] 50 80




[ )
. Approving and Assigning Resources bt
[ ]

" Review, optimize, approve and assign =

Manager

b4
Mark As ~ = (5—3—(1) Planner

The Demand panel (cont.) ¥ Demand
Properties
. . O3 Museum New Wing ... (7] { pumssmsmen e (Q] search
Create discussions around the BB O FreeRoadEnclave [/ oo infrastructure plan :
PrOJeCt Or SpeCIfIC Staﬁ:lng - st Architect o Reply - Like - More ~ - A few seconds ago
RequeStS O & Planner o
. .

Larry Bear
Granting 9 hours, please advise

LI Transport Program ...

Justnow - Like - More ~

Add
2 @ »  EHE-fd 0 — .
X
. ) ) ©~ Free Road Enclave: 5| = 53—(5Planner
Staffing Request discussions are o0 Road Enciave: 5| .
available to Project Mangers in Ao Siarng Request | ks | m—_— Search )
the Staffing Request panel. o Name Larry Bear

Requesting additional 10 hours for revised
infrastructure plan

M. - Dev Group Africa
M - Dev Group Asia
(= %~ Planner c

o, - Architect Add

Reply - Like - More - - Just now



. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

The Demand panel

Mark As - APR-201
3. Approve and/or assign resources. Y . Demand 9 450.5
o For User Groups and Job Titles: [0 Basic Project . nequest
V Approve - Approves the request. The -
Resource is reserved and its hours are [0 Free Road Enclave (¥ Assign
subtracted from its availabilit | - - '
y 1 Museum New Wing Sta... [# Review & Assign 5

V Review & Assign - Select and assign named

| Reject
resources = Arthur Green |
o For Namer Resou.rces: | O CP group1 d  More Info
V Assign - Assigns the resource to the Project,
and removes the request from the Requested “ 2 cp3 o -
Demand vs Availability view
V' Review & Assign - Select and assign named Select requested resources and then £ or Mark As

resources
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. Approving and Assigning Resources

Review, optimize, approve and assign
Manager

A In the Assign Resource window, you can review the request for the group or job title before assigning
selected users.
A Select the resource(s) to whom you want to assign the available (remaining) hours.

Request Details

Request Details
. M05-2018
Basic Project M[()IaAQ\[’Ta Basic Project (MAY)
22 Planning Systems 15 *: Planning Systems 1
. Assigned 15
Assigned -
. Select Resource to assign Group Resources «
Select Resource to assign Group Resources v
M05-2018
M05-2018 (MAY)
(MAY) Planning Systems
Planning Systems v ) Availability/Capacity 169/ 184
O Harry Smith ~ Avaiabilty/Capaciy Harry Smith Assigned 15
C Steven.Cohen Availability/ Capacity 184 /184 O Steven.Cohen Availability/Capacity 184 /184
O Betty.Brown Availability/Capacity 184 /184 = Betty.Brown Availability/Capacity 184 /184

After assigning users, the assigned hours are subtracted from the remaining availability, and added to the

assigned work in the bar chart.
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. Approving and Assigning Resources

" Review, optimize, approve and assign

Manager

If you your requested resources from the group/job title are
fully booked, you can look further in sub groups or all other
groups.

Select your resources, and click Add & Apply to Project.

city

1ed

Group Resources ~

Group Resources 5-20
Group and Sub-groups Resources
All Resources .

Resourcesc an be assi gned wates, And not ldefore or pfterdhe prajectd s

period.
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. Project and Task Assignments

" Assign resources

Manager

After the Resource Manager
assigns resources to Projects,
the Project Manager can
assign individual tasks in the
Project Assignment panel.

Project assignment hours | [




