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Capacity Planning

A Getting Started guide
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What is it?

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

What can I do with it?

o Top-down planning and forecasting by job title or teams to create better predictions and optimize resources across projects

o Forecast and manage resources all within Clarizen, using real-time data

o Formalize the planning and approval process between Project and Resource Managers

o Try out different scenarios before committing

o Communicate changes and updates with discussions and notifications 

Who is it for?

o 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

o 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

o The Resource/Portfolio Manager can:

V View capacity vs demand by teams, job titles and named resources

V Append and approve requests per resource, per time period, per project

V Assign resources directly on projects based on current availability and assignments

V Plan and forecast utilization of resources for future periods

Introduction
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Agenda
ÅPrepare for Capacity Planning

ÅRequest Resources

ÅOptimize resource utilization 

and assign resources

Å Assign resources to tasks
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Prepare

Prepare your environment 

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify/Assign Job 
Titles
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Prepare

Enable Capacity Planning

Enable Resource Planning and Capacity Planning in Clarizen settings

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles
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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. 

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles
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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. 

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles
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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. 

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles

Use the Group Members grid 

to select Primary users

Only Primary users will be 

available as resources in Capacity 

Planning
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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

Good to know
Å A group can have multiple Resource 

Managers 

Å A groupôs Direct Manager is by default 

the Resource Manager of the group

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles



Copyright © Clarizen. All rights reserved.  Confidential Material 10

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). 

Å Ensures the Resource Manager of the 

parent group keeps control of the 

resources in the sub-group

Å Capacity for the parent group includes the 

sub-group(s).

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles
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Prepare

Add and Update Job Titles

Job Titles

If youôre going to use job titles for resource assignments, verify all 

resources have been assigned a job title. 

Enable Capacity 
Planning and add 

to Profiles

Enable 
Resourcing 

Groups

Define 
Resourcing 
Groups and 

Primary Users

Assign the 
Resource 
Manager

Verify Job Titles



Optimize Resources
Review demand vs capacity
Edit and optimize the plan

Approve Resources 
(optional)

Approve requests. Resources 
are reserved, hours are 
subtracted from availability

Assign
Resources to Projects

Assign named resources to 
Projects

Request Resources
Request resources from user 
groups, by job titles, and 
named resources

Create
Work plan

1

3

5

42
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Requesting Resources

Easy as 1 ï2 ï3

Request resources in the Projectôs 

Resource Planning view, from 

the new Staffing Request panel

1. Request resources by User 

Groups, Job Titles and/or 

Named Resources

2. Enter requests per time period

3. Mark as Requested
1

2
3
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Approving and Assigning Resources

Review, optimize, approve and assign

The Capacity Planning 

module

Å Review capacity vs demand, 

identify bottlenecks

Å Update requests

Å Approve and assign requests
Assign with or without the approval 

stage ïdepending on your workflow

Letôs dive iné
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Approving and Assigning Resources

Review, optimize, approve and assign

In Requested Demand vs Availability
view, use the chart and heatmap to review 

open requests and remaining availability

Click       to see a legend

Move between Resources, Users and Job Titles to identify 

conflicts and bottlenecks for groups, job titles or named resources
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Approving and Assigning Resources

Review, optimize, approve and assign

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
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Approving and Assigning Resources

Review, optimize, approve and assign

The Demand panel

1. View requests by Project

2. Update requests and review 

the changes in the charts 

and heatmaps

1

2

2

To sort Projects by 

priority, enter values in 

the Projectsô Priority

fields



Copyright © Clarizen. All rights reserved.  Confidential Material 18

Approving and Assigning Resources

Review, optimize, approve and assign

The Demand panel (cont.)

Create discussions around the 

Project or specific Staffing 

Requests. 

Staffing Request discussions are 

available to Project Mangers in 

the Staffing Request panel.
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Approving and Assigning Resources

Review, optimize, approve and assign

The Demand panel

3. Approve and/or assign resources.

o For User Groups and Job Titles:

V Approve - Approves the request. The 

Resource is reserved and its hours are 

subtracted from its availability

V Review & Assign - Select and assign named 

resources

o For Named Resources:

V Assign - Assigns the resource to the Project, 

and removes the request from the Requested 

Demand vs Availability view

V Review & Assign - Select and assign named 

resources
Select requested resources and then    or Mark As

3
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Approving and Assigning Resources

Review, optimize, approve and assign

Å In the Assign Resource window, you can review the request for the group or job title before assigning 

selected users. 

Å Select the resource(s) to whom you want to assign the available (remaining) hours.

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

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.

Resources can be assigned within the projectôs dates, and not before or after the project 

period.
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Project and Task Assignments

Assign resources

After the Resource Manager 

assigns resources to Projects, 

the Project Manager can 

assign individual tasks in the 

Project Assignment panel.

Project assignment hours


