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Resources

Once you have entered the tasks and duration or effort you can create a

resource list. Resources are the people, equipment and supplies required to complete
the project within the defined constraints.

Three different types of resources can be entered using Microsoft Project:
] Work resources

Material resources

Cost resource
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Resources

Work resources include equipment and people that work on tasks. Allocation of Time and Percentage of

assignment of the resource is important. Material resources are good used by the work resources and
here the units—of-measure is an important gauge.

Example, 20 cans of paint. Cost resource is a fixed cost task, cost—-dependent on work performed. The
most common type of resource you will be using the work resource.
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(1) Creating Resource Pool
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This is a preferred approach. In this option we enter all the resources at once into a Resources Spreadsheet. The resources from the resource pool can then be assigned
to the tasks.

Note: You can directly assic?n a resource to task inside the Gantt View. If you assign a resource to a task in this manner and if it does not exist in the resource pool, MS
Project will automatically add it to the resource pool. But it will be missing certain data like hourly rates or overtime rates.

By using the resource sheet you can enter all the resources at once on a spreadsheet. If you have a list of all the resource you can enter them into a resource sheet by
clicking View | Resource Sheet or by clicking the Resource Sheet in the View Bar.
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(1) Creating Resource Pool
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(1) Creating Resource Pool
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A blank sheet appears and you can enter the data as illustrated in the diagram.

Note you can also enter equipment here, e.g., Construction excavation equipment
that is rented.

Material resources are the goods needed by work resources to complete tasks
example paint or steel. They help us to track expenses and also determine the
rate at which the resources are used. You would enter a Material Label here such
as Installation Material as follows: Cost/use = $100
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MS Project provides three cost accrual methods:

1. Start: Choose this if the costs accrue as soon as a task using the
resource begins.

2. Prorated: Choose this if costs accrue as the task progresses, based on
the work

done. This is the default method.

3. End: Choose this if costs accrue when the task is finished e.g. Fixed
costs.

In our tutorial we use the default values.
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(2) Assigning Resources to Task
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Once you have completed the resources sheet you can assign resources to
tasks in your project. Double click on the task you want to assign a resource
to and the task information dialog box appears as shown below. Click the
Resources tab and you will see a drop down list of resources as illustrated in

the diagram.
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Over Allocated Resources

The project manager can easily determine resource over allocation with Microsoft Project. You can view over allocated resources in
Resource Sheet view, Resource Usage view, Resource Allocation view, and Resource Graph view.

Click View, View Bar and select Resource Graph. This allows you to quickly see a graph of over allocated resources.

You can level resources over allocation using the following commands: Click View |Resource Usage from the menu, and then select
Project Filtered For |Over allocated Resources from the menu. Select the over allocated resource and select Tools | Level Resources
from the menu. Click the Manual option and the Level Entire Project option, and then click the Level Now button. Next you click the
Selected Resources option or the Entire Pool option and click OK to complete the leveling.
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