@ Job Aid Creating and Maintaining Bookable Resources

Overview

This Job Aid defines the steps to follow when creating and maintaining the resources who will be allocated to projects
in Sense 1Q, also referred to as bookable resources.

There are three (3) types of bookable resources available in Sensei 1Q:

Named resources are licensed Microsoft 365 users. Typically, most of the project team members will be
named resources. It is important to note that named resources have capacity and demand management and
can be assigned to a project task. Other organizational users, typically business unit and executive users can
access and view project data but do not need to be defined as a resource unless they are expected to be part
of the team and assigned to complete project tasks.

Generic resources are typically used during proposals and in the initiating stage of projects to define high-
level resource requirements, and therefore confirm availability using the resource plan. Then in the planning
stage where project plans (schedules) are developed, generic resources are replaced by named resources and
assignment requirements are refined, i.e., team members are identified and committed to the project. They
may also be assigned an average or blended rate, likely by role or skill, to calculate initial project costs during
resource planning.

Important: While demand and capacity management are driven by each named resource, typically capacity
is managed at the role level where project assignments are balanced across all the resources who fulfill a
specific role.

External resources allow you to assign project tasks to team members outside your organization, but
capacity and demand management is not available for them in Sensei IQ. These can also include external
resources from the synchronized external projects which should be mapped to a Sensei IQ named resource
as a matter of best practice to ensure that all the work across all external execution tools and in Sensei 1Q are
consolidated in the Insights reports.

Using the Resources list in Sensei 1Q, you can perform the following actions as a Sensei IQ Resource Manager or
Sensei IQ Admin User:

Important: Deleting the resource records is an action that cannot be undone in | confim peetion
SeﬂSel IQ Do you want to delete this Bookable Resource? You can't
undo this action.

1. Create new bookable resources
2. Update existing bookable resource information

Tip: This job aid is best complemented with the FAQ and Quick Start Guide on resource management available in
https://docs.sensei.cloud/solutions/IQ-Atsumeru/.

sei Project Solutions, Inc All rights reserved. | Page 1 of 2


https://docs.sensei.cloud/solutions/IQ-Atsumeru/WhatsNew/index.html#resourcing-quick-start-guide
https://docs.sensei.cloud/solutions/IQ-Atsumeru/

@ Job Aid

Create new bookable resources

°

e Resource Manager, Administrator

Creating and Maintaining Bookable Resources

&9 Resources > Resources > Resources

1. CREATE GENERIC RESOURCES INDIVIDUALLY

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

b. In the default Active Bookable Resources view, click the +New button from the ribbon.
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. Inthe General section of the New Bookable Resource form, set the Resource Type to Generic from the drop-

down menu.

d. Next, type in the resource name that will be used in Sensei 1Q to identify this primary role in the Name field.

Tip: Depending on your accounting policies, assigning a Line Manager and Rates to generic resources allows your
organization to facilitate effective resource management and cost planning.

e. Click the Save & Close button from the ribbon to add the generic resource to the Active Bookable Resources list.
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CREATE NAMED RESOURCES INDIVIDUALLY

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

In the default Active Bookable Resources view, click the +New button from the ribbon.

Power Apps
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In the General section of the New Bookable Resource form, set the Resource Type to Named from the drop-
down menu.

Type the resource's username in the User people picker field to search for and select the organizational user account
you wish to add to the list of bookable resources in Sensei Q.

Next, type in the name that will be used in Sensei 1Q to identify this resource in the Name input field.

Tip: While this display name can be identical to the organizational username, you can also change it as needed to make
it easy to search for and identify team members.

Optionally, add the resource to the appropriate resource department using the Department drop-down menu as it is
used in reporting and dashboards.

Associate a primary role to the named resource from the list of generic resources using the Primary Role drop-down
menu.

Important: Depending on your organizational rules, it is a best practice to associate each named resource with a
primary role to support effective capacity and demand management based on roles.
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2 search

Power Apps
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In the center column, search for and select the organizational user who will be the line manager (reviewing and
approving any resource requests) for the named resource in the Line Manager people picker field.

If your organization is using the Timesheet functionality in Sensei 1Q, search for and select the organizational user who
will be the timesheet manager (reviewing and approving timesheets) for the named resource in the Timesheet
Manager people picker field.

Optionally, fill out the Location input field and set the resource’s local time zone using the Time Zone drop-down
menu as they can be used in reporting and dashboards.

Leave the Start Date and End Date fields blank except in the following scenarios:

e If the resource is being created earlier than their start date, to ensure that resource requests cannot be
requested for time before their availability, set the Start Date accordingly.

e If adateis known for when the resource will no longer be available for project allocation, set the End Date
accordingly.
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@ Job Aid Creating and Maintaining Bookable Resources

In the final column, select the appropriate pre-configured calendar which reflects the availability of this resource for
project work from the Enterprise Calendar drop-down menu.

Tip: Unless the default calendar is customized in your organization’s Sensei IQ solution, it reflects the standard Monday
to Friday, 8-hour workdays. Your organization may have also created additional enterprise calendars that reflect part-
time work, region-specific public holidays and/or organization-specific non-working days.

Set the percentage of the time the named resource should be available for project assignments in the Target
Utilization input field (recommended).

Click the Save button from the ribbon to keep the changes applied to General section of the new bookable resource
form.
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Important: Depending on organizational project accounting policies, you can define both cost and sell rates for each
resource which can be used for project financial reporting. If your organization reports on project costs, revenue, and
profit in Sensei 1Q, continue with the following steps in the section below:

ASSIGN COST AND SELL RATES TO RESOURCES INDIVIDUALLY

Navigate to the Rates tab and click the + New Resource Cost Rate button in the Cost Rates section.
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@ Job Aid Creating and Maintaining Bookable Resources
p. Inthe Quick Create: Resource Cost Rate form, set the Effective Date for this rate and then enter the Rate.

Tip: The Bookable Resource name field is automatically filled in the form.

g. Click the Save and Close button in the form to keep the changes applied to the Quick Create: Resource Cost Rate
form.

Quick Create: Resource Cost Rate X
Section
Bookable Resource B Chris Thomas
Eftective Date 127172001 B
Rate 515000

r. Once a cost rate is added, click the + New Resource Sell Rate button in the Sell Rates section.

3 powerApps | SenseilQ P search
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What's New

Add a related Resource Sell Rate to this record.

E

No data available.

s. Inthe Quick Create: Resource Sell Rate form, set the Effective Date for this rate and then enter the Rate.

Tip: The Bookable Resource name field is automatically filled in the form.

t. Click the Save and Close button in the form to keep the changes applied to the Quick Create: Resource Sell
Rate form.
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Quick Create: Resource Sell Rate %

Section

Bookable Resource B Chris Thomas:

Effective mIE 1212021 B
Rate $250.00

Important: While your organization will have processes for defining resource cost rates, we want to remind you that
the Cost rates maintained in Sensei IQ will be visible for all users, so therefore, resource cost rates should not be
based on a specific individual's salary and should be an average or blended rate, likely by role or skill, to ensure
confidentiality of sensitive information. Sell rates, on the other hand, maintained for a resource will apply to all projects
that the resource is assigned to, but can be overridden at a project level as needed. Your organization may have a
blended rate card to work from when updating these values.

Tip: Recognizing that both the Cost rates and Sell rates can change over time, and at different times, you can easily
define additional new rates and the effective date for each new rate by repeating the same process described above.

Finally, click the Save and Close button from the ribbon to keep the changes applied to the resource record.
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CREATE EXTERNAL RESOURCES INDIVIDUALLY

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

In the default view Active Bookable Resources, click the + New button from the ribbon.
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In the General section of the New Bookable Resource form, set the Resource Type to External from the drop-
down menu.
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Follow the same steps described in the above section 2. Create named resources individually to add an external
resource to the Active Bookable Resources list.

Tip: The User people picker field disappears from the New Bookable Resource form when the Resource Type is
set to External because external resources cannot be associated to an organizational user account in Sensei 1Q.
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5. IMPORT BOOKABLE RESOURCES USING AN EXCEL CSV FILE

Important: If a user is granted access to the Sensei 1Q solution, your organization’s Azure Active Directory will
synchronize their user information into the environment where it becomes visible to the resourcing module as a system
user. A bookable resource can then be created from that system user individually as described in the previous sections.
Creating a bookable resource places load on the system and accumulates Dataverse quota costs per resource and
hence should not be done speculatively/automatically for thousands of resources even if there is a known mechanism
to automatically populate the list of bookable resources in Sensei IQ through Active Directory synchronization powered
by a custom Power Automate flow. You can follow these steps instead to import bookable resources in bulk as an
alternative method to creating them individually as described in the previous sections.

a. Regardless of the area you are currently in within Sensei 1Q, click the Advanced Find filter button from the top
navigation bar.

b. Inthe Advanced Find dialog box, select Users from the Look For drop-down menu.
c.  Next, select Enabled Users from the Use Saved View drop-down menu.

d. Click the Results button from the Advance Find ribbon.
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e. Next, click the Export Users button from the Users ribbon.
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l; Advanced Find - Microsoft Dynamics 365 - Work 7 - Microsoft Edge - [m] X

(3 https:/senseiiglearning.crm.dynamics.com/main.aspx?appid=4fa128eb-a510-ec11-b6e5-000d3a332227 &forceUCI=1&extragqs=%3F%26EntityCode.. &

- |Export Users

Export the data to a static or dynamic
Excel worksheet or to an Excel
PivotTable.

Exporting to Excel 5]

We're about to generate your Dynamics 365 data in an Excel file (total of 126
records).

senseiiglearning.crm.dynamics.com/.../export_progress.asp...

User Advanced Find....xlsx

P

Show all X

Important: This is a critical step to to ensuring that you obtain the Personal User Identification Number (PUID)
of the enabled users (also referred to as licensed users) from the Azure Active Directory of your organization that
can be associated to the named resource records in Sensei 1Q accordingly.

f.  Locate and open the export file using the Microsoft Excel desktop application then click Enable Editing from the
yellow status bar across the top of the table.

AutoSave E User Advanced Find View 11-17-2021 11-15-39 AM - Protected View v £ Search (Alt+Q)
File Home Insert Draw Pagelayout Formulas Data Review View Developer Help Acrobat
‘ @ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. ‘ Enable Editil"lg ]
Al v i X/ fx (Do NotModify) User
£ N 2 =
/8 Full Name B First Name B Middle Name Bl Last Name  |B@l Business Unit B Tite M position B Main Phone B8
2 # AlBuilder_StructuredML_Prod_CDS # AlBuilder_Struct senseiiglearning
3 # AlBuilderProd # AlBuilderProd  senseiiglearning
4 # AriaMdlExporter # AriaMdIExporter ser ning
5 #BAP # BAP senseiiglearning
6 #BizQA # BizQA senseiiglearning
7 # CCADataAnalyticsML # CCADataAnalyticser ning
8 # CDSFileStorage # CDSFileStorage senseiiglearning
9 # CDSGlobalDiscovery # CDSGlobalDiscovsenseiiglearning
10 # CDSReportService # CDSReportServicsenseiiglearning
11 # CDSUserManagement # CDSUserManagesenseiiglearning
12 # D3650fficeDataSvc # D3650fficeDatas senseiiglearning
13 # DAMS # DAMS senseiiglearning
14 # DAMSIsland # DAMSIsland senseiiglearning
15 # DatalakeStorage # DatalakeStorageser ning
16 # DataServices # DataServices senseiiglearning
17 # DataSvncFramework-AP] # DataSvncFramevser ning.
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g. Right-click on the table and select Unhide from the mini toolbar to display the (Do Not Modify) User column that
contains the PUID of enabled users in your organization’s Azure Active Directory.

‘_ D E F G H | J K
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10 4 # CDSReportServic senseiiglearning
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13 4 # DAMS senseiiglearning

14 E Eormat Cells... # DAMSIsland senseiiglearning

15 4 Column Width... # DatalakeStorage senseiiglearning

16 # a # DataServices senseiiglearning

17 4 Hide 2 # DataSyncFramev senseiiglearning

18 # # DataSyncFramev senseiiglearning

19 # umc..._,..\.‘ TS # DataSyncFramev senseiiglearning

20 # DataSyncFramework-EMEA-FRA-GBR-GER # DataSyncFramev senseiiglearning

21 # DataSyncFramework-IND-UAE-ZAF # DataSyncFramev senseiiglearning

22 # DataSyncFrameyork-JPN # DataSyncFramev senseiiglearning

23 # — llzan. u c o .

24 ; A B C D

25 B j¥l| (Do Not Modify) User - (Do Not Modify) Row Clﬂ (Do Not Modify) Modiﬁn Full Name n First Name

26 B1 2 |f1f73a81-400d-ec11-b6e5-000d3a5a556b hDbYFNRffCl6x864wCOluyr 13/11/2021 2:51 # AlBuilder_StructuredML_#

27 #1 3 | e7f73a81-400d-ec11-b6e5-000d3a5a556b wo32A3qwwgBAISTK7Zr) 13/11/2021 2:51 # AlBuilderProd #

28 81 4 |293aabde-4e0d-ec11-b6e5-000d3a5a556b BDzTdgltUf10YcHT/anjNRB 31/10/2021 4:24 # AriaMdIExporter #

29 ? 5 | 973aabde-4e0d-ec11-b6e5-000d3a5a556b lgPHDii3L0teaX+a0OShz3Me 31/10/2021 4:24 # BAP #

20 ; 6 | 6aad8a97-500d-ec11-b6e5-000d3a5a556h KDh/8viy19ve84HhMFZcJH 13/11/2021 7:04 # BizQA #

T 7 |5b3aabde-4e0d-ec11-b6e5-000d3a5a556b ktfhjNS/OrtEvxRFGmfyFpU 31/10/2021 4:24 # CCADataAnalyticsML #

3 81 8 | 513aabde-4e0d-ec11-b6e5-000d3a5a556b FExLNjdcpH647gm/0054a7 31/10/2021 4:24 # CDSFileStorage #

33 #1 9 [ 833aabde-4e0d-ec11-b6e5-000d3a5a556b FamIF1YpDBeytWSEOXION 31/10/2021 4:24 # CDSGlobalDiscovery #

11 81 10| 6f3aabde-4e0d-ec11-b6e5-000d3a5a556b ITGfudSqpgXVriuuVUCWuy 31/10/2021 4:24 # CDSReportService #
11| 793aabde-4e0d-ec11-b6e5-000d3a5a556h ENdGUAgmabS4Fq2MB1llc 31/10/2021 4:24 # CDSUserManagement  #
12 |/40f855d8-4e0d-ec11-b6e5-000d3a5a556b DmgAMk1CNM4dMvOYFIk 31/10/2021 4:24 # D3650fficeDataSve # :
13| 8d3aabde-4e0d-ec11-b6e5-000d3a5a556b IvloKCwC6vnc1944ivpr3+k 31/10/2021 4:24 # DAMS #
14| 98f3484e-0419-ec11-b6e5-000d3a5a458¢ nOh3/zmJm/hbX+mhrQD2: 31/10/2021 4:24 # DAMSIsland #
15|/1f3aabde-4e0d-ec11-b6e5-000d3a5a556b emr5GMfhMRwSwilDBu7p 31/10/2021 4:24 # DatalakeStorage #
16| bf3aabde-4e0d-ec11-b6e5-000d3a5a556b lobDo2/6TfHO9BfOtu44t2F1 31/10/2021 4:24 # DataServices #
17| be13256d-023a-ec11-bbe5-000d3a5b20d2 p5J1HqcZpfM5IpOUY5Ixoz! 31/10/2021 4:24 # DataSyncFramework-APJ #
18|/ff13256d-023a-ec11-b6e5-000d3a5b20d2 ju77yddER25NV2CFNjOolD 31/10/2021 4:24 # DataSyncFramework-CAl #
19| 1f14256d-023a-ec11-b6e5-000d3a5b20d2 MmTOkkXRIcSPFb/OoHImj1 31/10/2021 4:24 # DataSyncFramework-CHE#
20| aa13256d-023a-ecl11-b6e5-000d3a5b20d2 loazuel4/b98XUedNIY+8cR( 31/10/2021 4:24 # DataSyncFramework-EM #
21| 0c14256d-023a-ecl1-b6e5-000d3a5b20d2 rH8EkNgvrlKzBA6fHfrZf2b2 31/10/2021 4:24 # DataSyncFramework-INC#
22|/e213256d-023a-ec11-bbe5-000d3a5b20d2 k7BOIuiNBSWpv2ZmgwL2Al 31/10/2021 4:24 # DataSyncFramework-JPN #
23| 8c14256d-023a-ecl1-b6e5-000d3a5b20d2 BnyEuEqN4KFhbGevG6uBX 31/10/2021 4:24 # DataSyncFramework-KOF#
24| 8413256d-023a-ec11-b6e5-000d3a5b20d2 UKPF5e+k8xm40RhL4cvZ+v 31/10/2021 4:24 # DataSyncFramework-NAI#
25|3e14256d-023a-ec11-bbe5-000d3a5b20d2 BRSD2iKSyAigA52wmn1PQ 31/10/2021 4:24 # DataSyncFramework-NO #
26| ef13256d-023a-ec11-b6e5-000d3a5b20d2 X8XJKVDA7UMS+nfZxTmw( 31/10/2021 4:24 # DataSyncFramework-OCl#
27|/ d313256d-023a-ec11-b6e5-000d3a5b20d2 [7C2tNbZdfLXAwCSppQ6lc6 31/10/2021 4:24 # DataSyncFramework-SANM
28|/1d15256d-023a-ec11-b6e5-000d3a5b20d2 BouXIRX9hrgLcN8VhkPlei) T 31/10/2021 4:24 # DataSyncService-APJ #
29|42591d73-023a-ecl11-b6e5-000d3a5b20d2 I5auV5ZHSOERHui+304q/II5 31/10/2021 4:24 # DataSyncService-CAN #
30|/60591d73-023a-ec11-b6e5-000d3a5b20d2 HsSb6CLo50gTj/biuxvjeibr 31/10/2021 4:24 # DataSyncService-CHE ~ #
31| ff14256d-023a-ec11-b6e5-000d3a5b20d2 IkGXxQB4NEtToEJOSpLuXg 31/10/2021 4:24 # DataSyncService-EMEA-F #
32|51591d73-023a-ec11-b6e5-000d3a5b20d2 AUyUQrvzdV96wfioTtx7u® 31/10/2021 4:24 # DataSyncService-IND-UAI#
33|/5115256d-023a-ec11-b6e5-000d3a5b20d2 ITPyOdD3mLtEsnUvSqzmpr: 31/10/2021 4:24 # DataSyncService-JPN #
3417e801d73-023a3-ec11-hAe5-0N043a5h20d2 luC4j2xUDyM+SULMivcQol 31/10/2021 4:24 # DataSyncService-KOR #

User Advanced Find View ® < cm—

Prepare the table for data import through a combination of removing unnecessary rows, renaming existing columns,
hiding unnecessary columns, and creating additional columns that should directly map to existing bookable resource
input fields in Sensei IQ and contain data that exactly matches the existing lookup values, format and validation criteria
configured in the Sensei IQ solution.
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@ Job Aid

Important: Only hide the unnecessary columns from the table and do not remove any column as it could cause an

Creating and Maintaining Bookable Resources

error during the import process later due to missing information.

Tip #1: Unless your organization has an existing data import template, the table for data import in your source file
should look something like the below image:

© ® N U A WN P

W W wWwWwwRRNRNNNMNMNNNDRRRRRRRRB R B
BW NP, OOXNOUEWNRLOL®X®NOVBEWNERLO

(Do Not Modify) User
dcad525d-a610-ec11-b6e6-000d3a331f92
31844e57-a610-ec11-b6e6-000d3a331f92
5d844e57-a610-ec11-b6e6-000d3a331f92
f2834e57-a610-ec11-b6e6-000d3a331f92
d9ad525d-a610-ec11-b6e6-000d3a331f92
7c844e57-a610-ec11-b6e6-000d3a331f92
8cbbf3f1-2845-ec11-8c62-000d 3a3b2898
fd219b49-a610-ec11-b6e6-000d3a3327c3
2aae525d-a610-ec11-b6e6-000d3a331f92
1c844e57-a610-ec11-b6e6-000d3a331f92
d2ad525d-a610-ec11-b6e6-000d3a331f92
b9844e57-a610-ec11-bbe6-000d3a331f92
005fcefa-1827-ec11-b6e5-0022480acf24
e0834e57-a610-ec11-b6e6-000d3a331f92
74844e57-a610-ec11-b6e6-000d3a331f92
dead525d-a610-ec11-b6e6-000d3a331f92
b0844e57-a610-ecl11-b6e6-000d3a331f92
95844e57-a610-ec11-b6e6-000d3a331f92
89844e57-a610-ec11-b6e6-000d3a331f92
53844e57-a610-ec11-b6e6-000d3a331f92
ffad525d-a610-ec11-b6e6-000d3a331f92
25844e57-a610-ec11-b6e6-000d3a331f92
0lae525d-a610-ec11-b6e6-000d3a331f92
05ae525d-a610-ec11-b6e6-000d3a331f92
a4834e57-a610-ec11-b6e6-000d3a331f92
56b90d16-6b12-ec11-b6e6-000d3a331f92
45844e57-a610-ec11-b6e6-000d3a331f92
035fcefa-1827-ec11-b6e5-0022480acf24
47229b49-a610-ec11-bbe6-000d3a3327c3
30ae525d-a610-ec11-b6e6-000d3a331f92
f69db549-a610-ec11-b6e6-000d3a331f92
42834e57-a610-ec11-b6e6-000d3a331f92
3fae525d-a610-ec11-b6e6-000d3a331f92
User Advanced Find View [©)

Albert Connell
Andy Neumann
Bill Collett

Bill Speker

Bill Tibbetts
Bob Banker
Bob Brenly

Bob Melvin
Bret Prinz

Brice Center
Carl Executive
Chad Olson
Chad Olson
Chris Thomas
Cindy Process
Connie Campaign
Craig Counsell
Dan MacDonald
Deb Thomsen
Deirdre Rogusky
Diane Masters
Doug Brown
Earl Redding
Eddie Mason
Emma Admin
Francis Luzuriaga
Fred Sample
James Boman
Janus Lund
Jason Huebner
Jennifer Welter
Jerry Colangelo
Joe DeMaegd

Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named
Named

Francis Luzuriaga
Terry Kneeburg
Francis Luzuriaga
Terry Kneeburg
Terry Kneeburg
Carl Executive
Carl Executive
Carl Executive
Francis Luzuriaga
Francis Luzuriaga
Deirdre Rogusky
Francis Luzuriaga
Deirdre Rogusky
Deirdre Rogusky
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Steve Caseley
Andy Neumann
Andy Neumann
Andy Neumann
Andy Neumann
Francis Luzuriaga
Francis Luzuriaga
Francis Luzuriaga
Francis Luzuriaga
Francis Luzuriaga
Andy Neumann

B Primary Role

Business Analyst
Project Manager
Developer
DBA
Infrastructure Developer
Network Architect
Business Analyst
Marketing
Consultant
Project Manager
Process Engineer
Procurement Specialist
Product Tester
Marketing
Business Analyst
Infrastructure Developer
Developer
System Architect
Technician
Technician
System Architect
Consultant
Consultant
Consultant
Business Analyst
Business Analyst
Consultant
DBA
Network Designer
DBA
Marketing
DBA
Technical Writer

4

B Enterprise Calendar

Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar

Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar

Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar
Default Calendar

Tip #2: You can also include additional generic resources based on the primary roles required in your organization to
the source file by adding rows to the table and filling the Resource Name column with the primary role names and
the Resource Type column with the Generic value.

52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70

(Do Not Modify) User

291ddc00-1927-ec11-b6e5-0022480acf24
a0844e57-a610-ec11-b6e6-000d3a331f92
laae525d-a610-ec11-b6e6-000d3a331f92

Resource Name

~ | Resource Type

~ |Line Manager
Deirdre Rogusky
Deirdre Rogusky
Deirdre Rogusky

Tim Clark Named
Ty Wheeler Named
Walt Nickel Named
Business Analyst Generic
Consultant Generic
DBA Generic
Developer Generic
Infrastructure Developer Generic
Marketing Generic
Network Architect Generic
Network Designer Generic
Process Engineer Generic
Procurement Specialist Generic
Product Tester Generic
Project Manager Generic
System Architect Generic
System Tester Generic
Technical Writer Generic
Technician Generic

~ | Primary Role

~ | Enterprise Calendar

utions

nc All rights reserved. | Page




@ Job Aid Creating and Maintaining Bookable Resources

i.  Once the table for data import is ready, save the source file in CSV (Comma-separated Values) format in your local
computer and provide a unique file name for ease of file search later in the import process.

User Advanced Find View 11-17-2021 11-15-39 AM Francis Luzuriaga 9 ® ® ? - a X
= Download
@ Recent
[Bookable Resources Import 11-17-2021 11-15-39 M |
| €5V UTF-8 (Comma delimited) (*csv) | B save o
T
[ New Folder
. Wa didn't find anything to show hera
Save as Adobe
PDF .
Print
Share -
Export Other locations
Publish ‘ Eg This PC
Close @ Add a Place

E’ Browse

j. Back to the Resources page in Sensei IQ, click the chevron arrow next to the Import from Excel button in the ribbon
and select the Import from CSV option from the menu.

Power Apps | Sensei 1Q P search
= ¢ [showchat - New [i] Delete | ~ () Refresh [ Emailalink | ~ 2 Flow RunReport ~  HE ExcelTemplates [ ExporttoExcel | ~ [ Import from Ex(e
@ Active Bookable R .
ctive Bookable Resources - @ Import from CsV arch this viey el
©
» o[ Name T Resource Type ine Manager - i e & Import from XML Import from CSV
Open Import Wizard to import from CSV file.
& Albert Connell Named Francis Luzuriaga Business Analyst Albert Connell DeTaUT CaTentaT
f
1B Albert Connell (Project for the Web) External
Albert Connell (Project for the web) External
j
Rﬂ} Albert Connell (Project Online - PPM Beacon) External
%
And: leumann ame: - rojed lanager Andy Neumann Jefault Calendar
Andy N Named Project Manag Andy N Default Calend:
@
Bill Collett Named Francis Luzuriaga Developer Bill Collett Default Calendar
Bill speker Named DBA Bill speker Default Calendar
Bill Speker (Project for the Web) External

k. From the Import from CSV pane on the right-hand side of the screen, click the Choose File button to locate and
select the CSV source file to upload from your local computer.

| Click the Next button from the Import from CSV pane to initiate the data mapping review process.

©2021 Sensei Project Solutions, Inc All rights reserved. | Page 13 of 20



IQ) Job Aid Creating and Maintaining Bookable Resources

Import from CSV S
File Upload Choose ?He Bookable R..5-39 AM.csv
Owner For |mpoﬂ{ Bookable Resources Import 11-17-2021 11-15-39 AM.csv

Select Owner For

Imported Records AR Francis Luzuriaga

m. Do not modify the preset options in the next page and keep the Allow Duplicates toggle option under the
Duplicate Data Settings section set to No, then click the Review Mapping button.

Import from CSV X
@ You're about to import Bookable Resources Import 11-17-2... 16 MB

Import Settings

Alternate Key

‘ Select An Alternate Key ~ |

Delimiter Settings

Data Delimiter

‘ Quotation mark (*) ~ I

Field Delimiter

| comma.) v|

First row contains column headings

Duplicate Data Settings

Allow Duplicates ® Do

| M

Review Mapping

n. Inthe next page, provide a unique name for the data mapping.

0. Map each column from the source file to an existing entity field in Sensei IQ and set the other fields to Ignore.
Important: Particularly for the (Do Not Modify) User source field, selecting the User (Lookup) entity field then
the User PUID value from the Lookup reference for field section allows you to map the bookable resources

(named) to the appropriate enabled users in your organization’s Azure Active Directory.

p.  Once the mapping is complete, click the Finish Import button.

©2021 Sensei Project Solutions, Inc All rights reserved. | Page 14 of 20



Job Aid Creating and Maintaining Bookable Resources

Import from CSV x

@ You're about ta import Bookable Resources Import 11-1.. 16 MB

Map each column from your source file to an entity field in Dynamics

‘ Bookable Resources Import 11-17-2021 11-15-39 AN m':lele(e

Map Attributes Show All ~

Primary Fields

Name * I Resource Name ~
Resource Type (0" % EJ | Resource Type bt |
Optional Fields

\amics 365 Entity Fields

Dyf
(Do Not Modify) .. | @) [ ignore ~
(Do Not Modify).. | @) | ignore |

P

(Do Not Modify) ..

Source Fields

| User (Lookup) v
Lookup reference for fieHl matm Modify) User X

Related Record Type: Ref

UserPUID x
User
Enter text hey
oK Cancel
Business Linit @) | 1gnore ~1

Enterprise Calendar (Lookup) !

Enterprise Calend... | A

First Name “ I Ignore v

Last Name 1| 1gnore % |
Line Manager Line Manager (Lookup) ~

o

Important: In the next page, you can either click the Done button and wait for the background process to complete
or click the Track Progress button to open the Imports page in a separate window. Clicking the name of the import
activity in the Import Name column allows you to identify any partial failures or errors in the mapping that may
require your immediate attention before making another attempt to repeat the import process.

Import from CSV X

Vour data has been submitted for import

Pawer Apps | Sensei IO P search

= [ show Chart {3 Delete | ~ (O Refresh @ Exporttobxcel | ~ B Create view

Home.
@ My Imports search this view pel
@® Recent ~
g, o | impert Name Status Reason Successes Partial Eailures rrors Total Processed Created On |~ Created By
i I Bookable Resources Import 11-17-2021 11-15-39 AM.csv Completed 62 0 o 62 11/17/202112:28 PM Francis Luzuriaga
& Home
Work

Finally, apply either the Bookable Resource Generic Lookup View or Bookable Resource Named Lookup
View in the Resource page to validate the success of the import process.
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Creating and Maintaining Bookable Resources

P search

Power Apps
= ¢ [ showChart New [i] Delete () Refresh
@ 5 .

Bookable Resource Generic Lookup Vier
o My Views
= . ; X

Resource Availability Heatmap (My Resources)
(‘\Ii System Views

1B Active Bookable Resources Default
= Bookable Resource Generic Lookup View
& Bookable Resource Named Lookup View
® Inactive Bookable Resources
(0] Resource Availability Heatmap

5 Set current view as my default

Network Designer

Process Engineer

G2 Email aLlink | ~ 2 Flow

Generic
Generic
Generic
Generic
Generic
Generic
Generic
Generic

Generic

[ RunReport ~ 8 Excel Templates

0% Bxportto Bxcel |~ @Y ImportfromExcel | B Create view

B ¥  Search thisview el

10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM
10/7/2021 9:03 AM

10/7/2021 9:03 AM

Power Apps Sensei 10

O search

= ¢« [RlshowChat -+ New [i] Delete (O Refresh [ Email a Link 2 Fow *~  fi] RunReport ~ @ Excel Templates < [ Export to Excel \ ~ @ Import from Excel | ~ B Create view
@ Bookable Resource Named Lookup Viev@ B v el
© My Views
» Resource Type User Crested On
Resource Availability Heatmap (My Resources)
pe Named Francis Luzuriaga 9/11/2021 5:23 AM
“' System Views
| B Mamed Kelly Eleftheriou 9/11/2021 5:24 AM
Active Bookable Resources Default
& Bookable Resource Generic Lookup View Named Deirdre Rogusky 9/9/2021 453 AM
s | Bookable Resource Named Lookup View Named Steve Caseley 9/10/2021 6:52 AM
@
Inactive Bookable Resources Named Albert Connell 10/7/2021 9:03 AM
@ -
Resource Availability Heatmap Named Andy Neumann 10/7/2021 9:03 AM
& Set current view as my default
s Named ill Collett 10/7/2021 9:03 AM
il Speker Named ill Speker 10/7/2021 9:03 AM
il Tibbetts Named ill Tibbetts 10/7/2021 9:03 AM
8ob Banker Mamed Bob Banker 10/7/2021 903 AM
©2021 Sensei Project Solutions, Inc All rights reserved. | Page 16 of 20



@ Job Aid Creating and Maintaining Bookable Resources

Update existing bookable resource information

& Resource Manager, Administrator &9 Resources > Resources > Resources

1. UPDATE EXISTING RESOURCES INDIVIDUALLY

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

b. Inthe default Active Bookable Resources view, type the name of the resource you wish to update using the
Search this view box.

c.  Click the name of the resource in the Name column from the results displayed on the page.

i Power Apps  Senseil P Search )
= & | [ Showchart 4 New [i] Delete () Refresh [ Email a Link 2 Fow ~  [i] RunReport ~ € Bxcel Templates ~ @ Export to Excel @ Import from Excel | ~ [ Create view
) Home .

Active Bookable Resources | chris X
@ Recent ~

v Name T~ Resource Type Line Manager Primary Role User Enter ndar
2 Pinned v - :

Chris Thomas Named Francis Luzuriaga Pracurement Specialist Chris Thomas ault Calendar

Resources. g

M Insights Chris Thomas (Project for the Web - Default) External
I

| By Resources osn-um-rme;m. the Web) External
[H  Enterprise Calendars
#  Resource Demand

@  Availability Heatmap

Knowledge
@ Training

BB what's New

d. Once the Bookable Resource record is open for editing, update the relevant information accordingly.

e. Finally, click the Save and Close button from the ribbon to keep the changes applied to the resource record.

A search

Power Apps

? (R)
« B o Save | @’ Save & Close e 1] Delete () Refresh @ Check Access R, Assign |2 Share [ Emailalink 2 Flow ~ @B Word Templates Run Report
D Chris Thomas - Unsaved
O Bookable Resource
s General Calendar Exceptions  Rates Allocation  Related
Fil
12 Resource Type " Named Line Manager 8 Frandis Luzuriaga Enterprise Calendar B3 Default Calendar
m User * 8 Chris Thomas Timesheet Manager 8 Francis Luzuriaga Target U““H‘i‘o 70
£ [
Name " Chris Thomas Location Phoenix, AZ

%
® Department IT Time Zone (GMT-07:00) Mountain Time (US & (
& .
B Primary Role & Procurement Specialist Start Date 1/1/2021 @

End Date =

021 Sensei Project Solutions, Inc All rights reserved. | Page
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Job Aid Creating and Maintaining Bookable Resources

UPDATE EXISTING RESOURCES USING THE BULK EDIT

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

In the default Active Bookable Resources view, carefully select all the resources you wish to bulk edit by selecting
each resource row in the far-left column.

Important: As any saved bulk changes will be applied to all selected resources, you should carefully review the list
displayed on the page to ensure that only the appropriate resources are selected.

With the appropriate resources selected and confirmed, click the Edit button from the ribbon.

P search

= R, Assign & Share [ Emailalink | ~ 2 Fow v [@ RunReport ~ B Export Selected Records B Create view
o] N
Active Bookable Resources - M@ Y  Searchthis view £
Q
| Name T Resource Type Line Manager Primary Role jaer Enterprise Calendar
mmcmml Named Francis Luzuriaga Business Analyst Albert Connell Default Calendar
18 Albert Connell (Project for the Web) External
il albert Cannell (Prajact for the web) External
& Albert Connell {Project Online - PPM Beacon) External
@ =
y Neumann Named Project Manager Andy Neumann Default Calendar
@
Bl Collett Named Francis Luzuriaga Developer Bill Collett Default Calendar
=
Bill Speker Named DBA Bill Speker Default Calendar
Bill Speker (Project for the Web) External
&ill Tiobetls Named Infrastructure Developer 8il Tibbetts Default Calendar
b Banker Named Network Architect Bob Banker Default Calendar
8ob Brenly (Project for the Web - Default) External
Bob Brenly (Project for the Web) External
Bab Melvin Named B Business Analyst Bob Melvin Default Calendar

Once the multiple Bookable Resource records are open for editing in form on the right-hand side pane, update the
relevant information accordingly (e.g., Department and Line Manager in the General section)

Carefully confirming that the changes applied are correct, click the Save button to complete the bulk edit process.

Edit 3 records x

Enter changes in the fields you want to edit

Form

Bookable Resource

Calendar bxceptions  Allocation

Resource Type
User
Name

Department Corporate a

Primary Role

Related Resource

Line Manager R Francis Luzuriaga

Timesheet Manager

Location

Time Zane

Start Date B

End Date

Enterprise Calendar

Terget Utilization

&

©2021 Sensei Project Solutions, Inc All rights reserved. | Page 18 of 20




Job Aid Creating and Maintaining Bookable Resources

ASSOCIATE EXTERNAL RESOURCES TO NAMED RESOURCES

Important: Unless this functionality is disabled in your organization’s Sensei 1Q solution, the project and task
synchronization process with external execution tools will create External Resources for each team member defined in
the synchronized external projects. They are created as external resources as there is no automated way to map a resource
from an external execution tool to a Sensei IQ resource. Therefore, an external resource will be defined for each unique
resource used in an external execution tool, meaning that a resource who works across multiple execution tools will have
multiple external resources defined in Sensei IQ, each with a suffix on the name in brackets to identify the source tool, for
example Bill Speker (Project Online), Bill Speker (Project for the web), Bill Speker (Jira) or Bill Speker (Azure DevOps).

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

In the default Active Bookable Resources view, apply a filter using the Resource Type column heading to display
External resources only.

Select the appropriate external resource from the list by clicking on the resource name in the Name column.

i Power Apps | Semsei IQ RO search
= ¢  [ElshowChat + New [i] Delete | (D Refresh [ Emailalink | ~ 2 Flow {1 Run Report 6E Excel Templates B3 Export to Bxcel | @ import from Excel B Create view
@ .
Active Bookable Resources M@ ¥  searchthis view £
©)
@ v | Name Resource Type ¥ Lfte Manage:
Albert Connell (Project for the Web) .
P Albert Connell (Project for the Filter by x
18
Equals
) J
& External
@
@
Bob External -
L]
8ob Melvin (Project for ¢ - Default) External
Bob Melvin (Project for the W External

In the Related Resource people picker field, search for and select the appropriate named resource in Sensei 1Q.

Finally, click the Save and Close button from the ribbon to keep the changes applied to the external resource record.

I PowerApps | SenseilQ P search

= ¢« @ — [ Delete () Refresh € Check Access B, Assign 12 Share [ Emailalink 2 Flow 6 Word Templates ] Run Report
2 Albert Connell (Project for the Web) - saved
(©  Bookable Resource
s General CalendarExceptions Rates Allocation Related
Pl
15 & Resource Type * External & Line Manager - & Enterprise Calendar
a
[ A Name * Albert Connell (Project for the Web) B Timesheet Manager - @ Target Utilization
£
Department — Location
@
® 8 primary Role Time Zone
b Related Resource |Amg.d el Q‘mu[g (2]
Bookabe Resources - i
8 £nd Date |
Albert Connell
B pppert connel e
~+ New Bookable Resource Advanced lookup

Repeat this process until all external resources created by task synchronization process are associated with the
appropriate Sensei IQ named resources to ensure effective enterprise resource capacity management.

Important: Multiple external resources can be associated to a single named resource to ensure that all the work is
tracked, and that resource capacity and demand is managed across all active projects in the organization.
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MANAGE THE LIFECYLE OF BOOKABLE RESOURCES

Bookable Resources that participate in resource planning and project assignments in Sensei IQ are managed in these
phases:

A resource joins the organisation / needs to be onboarded as a system user in Sensei IQ. For resources
that need to participate in resource planning, a Bookable Resource (named resource) is created with a Primary Role
(based on the roles from the generic resources list), a Line Manager (if your organization is using the Resource Request
functionality), a Timesheet Manager (if your organization is using the Timesheet functionality), Target Utilization
and an Enterprise Calendar in the Sensei IQ solution for effective resource capacity and demand management in
your organization.

Tip: Following the steps described in the above section Create new bookable resources creates the calculation of
the resource capacity across the planning horizon (12 months past horizon and 36 months future horizon by
default).

A resource leaves the organisation / needs to be offboarded as a system user in Sensei 1Q. For resources
that no longer need to participate in resource planning, set the End Date of the bookable resource. This process will
remove the resource’s capacity beyond the end date to the planning horizon and the resource can no longer be used to
fulfill requests beyond their end date in the resource plan.

Important: Unless the default configuration is customized in your organization’s Sensei IQ solution, bookable
resources cannot be deactivated in the system. Even if the resource’s capacity is removed beyond the end date to the
planning horizon by setting an End Date, the resource can still be searched for in the people picker fields wherever
they appear in the forms and assigned to any task in the project plans (schedules) to create task assignments. The ability
to temporarily deactivate resources is being considered. If this is a desired feature, please contact Sensei.

The resource passes beyond planning horizon in the past. Once the End Date of a bookable resource passes
beyond the planning horizon in the past (12 months by default), they no longer have any capacity that can be reported
on. The bookable resource can then be deleted to remove them from the Insights reports, people picker fields
wherever they appear in the forms, etc.
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