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Resource Loading is Easy ©

- 9
File Task Resource Report Project View Developer Help Task Usage Format  © Tell me what you want to do ]
= ,\Q Q = Bl [ Leveling Options
R 2 -
Q }( p% ] K= —= Bl Clear Leveling
Team Assign  Resource Details Level  Level -
Planner ¥ = Resources Pool ¥ Resource All -3 Next Overallocation
View Assignments Insert Properties Level
X
Task Assignmen Work Constraint Constraint Effort Jul13,°25 Jul 20, "25
Mo+ | Task Name - | Work w Duration - Start - Finish «  Units ~ Peak v Conto = TaskCalendar - | Type - Type » Date + | Drive » || Details  Su13  Mo14  Tul1s Wele  Th17 Fr18 Sal1% | Su20  Mo21  Tu22  We23 Th24 Fr 25 5a 26
A | 5[ 4 simple Task 160 hrs 10 days 7/14/25 7/25/25 None Fixed Duration Must Start On 7/14/25 No | work 16h 16h| 16h  16h  16h 16h  16h| 16h  16h  16h
Bob 30 hrs 7/14/25 7/25/25 11 Flat % gh gh gh 8h gh 8h gh gh gh 8h
Ned 80 hrs 7/14/25  7/25/25 11 Flat 8h gh gh 8h 8h gh 8h gh gh 8h
Task: Simple Task
. . Resource list options
Simple Task Setup: Resource Load Notes:
o 0 Group... ~| | More Filters..,
* Fixed Duration, 10 Days vatonte o mort . * Flat Work Contour
 Must Start on July 14 R * No Resource Calendar Exceptions
Resources from HowToResourceload2025.mpp
* No Task Calendar (uses default Project S ST T * 100% Utilization
o/ Ned 1,00 154,000.00 Remove .
calendar) * Assignment dates match the task
* Not Effort Driven dates
¥ Close T T
Help
Hold down Ctrl and click to select multiple resources
Winrk
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by~ Introduction to Calendars

Resources have their own calendars which may

Base Calendars can be used as Project

Defaults or Task Calendars

Project Standard Calendar:

* 2 4-hr shifts during the day
* 1 hrbreakforlunch

* Weekends are non-working
* No other exceptions

Change Working Time X

For calendar: | Standard (Project Calendar] v| Create New Calendar ...

Calendar 'Standard’ is a base calendar.

Click on a day to see its working times:  Working times for June 17, 2025:

JUnclZl2s 00 AM to 12:00 PM
=8 {4} H

M|T|W|Th|F|S «1:00 PM to 5:00 PM

2 .

9

3 (456 |7

10 12 (13 14

ted working hours
nw 192021 gased on:

his calendar: 25 (25 |27 28 Default work week on calendar
‘Standard’.

: eption day

ndefault work week

Exceptions  wWark Weeks

Mame Finish

options... | [ OK 1 Cancel

9-80 Alternate Calendar:
9hr shift Mon-Thu, 8hr shift Fri
Weekends and Fridays are
non-working
No other exceptions

Change Working Time

For calendar: | RN GE R (4G T V(3 B

Calendar '9-30 Alternate Wo..."is a

Create New Calendar ..

Click on a day to see its working times:  Working times for June 17, 2025:
June 2025

M| T|W|Th F| S

B -

9

= 8:00 AM to 5:00 PM

Nonwarking 3[4]5]8]|7

10 12 113 (14 I

Edited working hours
16“‘\8 19 [20[21 Based on:

jcalenial 23 55 |26 |27 |28 Default work week on calendar
'9-80 Alternate Wo...".

Exception day 20

Mondefault work week

Exceptions Work Weeks

MName Start Finish |
Alternate Friday Off 7/4/2025 12/31/2025

be modified (or not) from a Base calendar

Resource Calendar (Sally):

* Based onthe 9-80 Alternate
calendar
Exception for NG training
week of July 21-25

Change Working Time

Resource calendar for "Sally’:

Base calendarn: | 9-80 Alternate Work Schedule e

Legend: Click on a day to see its working times:  Working times for July 17, 2025:
July 2025
W|(Th
2 (3

10

= 8:00 AM to 5:00 PM

dited working hours
Based on:
calendar: Default work week on calendar

'9-80 Alternate Wo...".
ception day

i31: Nondefault work week

Exceptions  Work Weeks

Name Start Finish Details...
1 | 2025 Guard Week 7/21/2025 7/25/2025
Delete
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TASK USAGE

= Adding a Task Calendar

> & | Simple Task Alt Calendar

Task Assignmen Work Censtraint Constraint Effort Jul 13, 25 Jul 20, 25
Maoc = | Task Name ~ | Work ~ Duration +  5Stat «  Finish | Units w~ Peak v  Conto » Task Calendar ~  Type - Type ~ Date ~ Drive ~ || Details  Su13  Mo14 Tuls Wel6 Th17 Fr18  5a19 | Su20 Mo21  Tu22 We23 Th24 Fr25  Sa
4 EZ 4 Simple Task 160 hrs 10 days 7/14/25 7/25/25 None Fixed Duration Must Start On 7/14/25 No | work | 16h 16h 16h 16h 16h 16h 16h 16h 16h 16h
Bob 80 hrs 7/14/25 7/25/25 11 Flat Work 8h 8h 8h 8h 8h 8h 8h 8h 8h 8h
Ned &0 hrs 7/14/25  7/25/25 11 Fiat Work 2k 2k 2k 2k 2k ik ik ik ik ik
3 |— & 5| simple Task Alt Calendar 142 hrs 10 days 7/14/25 7/25/25 9-80 Alternate W  Fixed Duration Must Start On 7/14/25 No | Wark 16h| 16h| 16h| 16h 16h| 16h  16h  16h  14h
Bob 71hrs 7/14/25 7/25/25 11 Flat Work 8h 8h 8h 8h 8h 8h 8h 8h 7h
Ned 71hrs 7/14/25 7/25/25 11 Fiat Work 8h 8h 8h 8h 2h 2h 2h 2h 7h
| Work A

Change Working Time
I CLGET A 9-50 Alternate Work Schedule w Create Mew Calendar ...
Calendar "9-80 Alternate Wo..." is a R
Legend: Click on a day to see its working times:  Waorking times for June 19, 2025
; June 2025
Warking SMlT W = 8:00 AM to 5:00 PM :
Monworking DR I i
a8 |9 [emnm i
Edited waorking hours
15 (16 |17 18 Based on: N
On this calendar: 22 (23 [24 25 Default work week on calendar [
I "9-20 Alternate Wo... M
ception day 20 |30 |
Mondefault work week R
Exceptions  wark Weeks L
Name Start Finish | Details.. {8
Alternate Friday Off 1/1/2025 5123'313'2025 | Delete b
: —=

The task calendar is the alternate 9-80, with
a single 9 hr shift from 9a to 5p Mon-Thu and
an 8 hr shift ending at 4p alternate Fridays.

Change Working Time

For calendar: | ETIII - | Create New Calendar ...
\ccj Base calendar: |Standard v|
Init:

| Legend: Click on a day to see its working times:  Working times for June 19, 2025

June 2025
Warking = 8:00 AM to 12:00 PM
S|MITIWITh F|S = 1300 PM to 5:00 PM
! 12|34 |56 |7
MNonwarking I
8 |9 1011|1213 |14
Edited working hours
15 [16 1718 Hzn 21 Based on:
.Onthiscalendar: 22 |23 |24 (25 |26 |27 |28 Default work week on calendar
i ‘Standard’.

Exception day 20 |30

Mondefault work week

Exceptions  waork Weeks

Details...

Mame Start Finish

Bob and Ned’s resource calendars are based
on the standard, 2-shift calendar, which has a
lunch break from 12p to1p Mon-Fri.

The available working hours are the intersection of the task and resource calendar working times. Which
in this case means lunch breaks (Resource Calendars) AND alternate Fridays off (Task Calendar).

© 2025 Transformative Management Solutions LLC. All Rights Reserved.




= Resources with Different Base Calendars

»x " sally
Task Assignmen Work Constraint Constraint Effort Jul 13,25 Jui 20, °25
Maoc = Task Name - | Work ~ Duration «  5tart -  Finish =  Lnits w Peak = Conto v  Task Calendar « Type - Type ~ | Date ~ Drive = || Details  su13  Mo14  Tul5 Wele Thi7 Fr1g 5819 | Su20 Mo21 Tu22 We23 Th24 Fr25 5a 26
4 [T 4 Simple Task 160 hrs 10 days 7/14/25 7/25/25 None Fixed Duration Must Start On 7/14/25 No |work | 16h 16h 16h 16h 16h 16h 16h 16h 16h 16h
Bob 80 hrs 7/14/25 7/25/25 11 Flat Work 8h 8h 8h 8h 8h 8h 8h 8h 8h 8h
Ned &0 hrs 7/14/35 7/25/25 11 Flat Work 8h 2h gh sh sh 2h gh sh sh sh
3 =" Simple Task Alt Calendar 178 hrs 10 days 7/14/25 7/25/25 9-80 Alternate W Fixed Duration Must Start On 7/14/25 No || Work 25h 25h 25h 25h 16h 16h 16h 16h 14h
Bob 71 hrs 7/14/25 7/25/25 11 Flat Work 8h gh gh sh gh gh sh 8h 7h
Ned 71 hrs 7/14/35 7/25/25 11 Flat Work 8h gh gh ah gh gh ah 3h 7h
| [ Sally | 36 hrs 7/14/25 7/17/25 11 Flat work 9h sh 5h 9h
Work
Work
Agsign Resources Change Working Time
) For calendar: |Sa|ly V| Create Mew Calendar ...
Task: Simple Task Alt Calendar
Resource list Uptiﬂr‘ls L Base calendar: | 9-80 Alternate Work Schedule v| Iu1
. 1 Legend: Click on a day to see its working times:  Working times for June 19, 2025: |
Filter by: Why are Sally’s hours different from Bob and . June 2025 w00 mate 00
RILL s[M[T[w[Th][F]s E o
[} | Group... Ned? sworking 1lz]z25]6|7 |
("] Available to work | Oh - o 9 . dited working hours il
Sally’s base calendar is the 9-80 Bi=) HEEE - BB S
Add Resources - | 4 On this calendar: 22 (23 [24 |25 [26 [27 |28 %ﬁuﬁtu:&rakt;\rx:oln calendar
Resources from HowToResourceload2025.mpp Calendar’ not the Standard Calendar' ception cay 29130
1] ondefault work week
Resource Name | R/D | Units | Cost  That means Sally doesn’t take lunch
Bob 1.00 53{551},1}1} Exceptions  Work Weeks
| Med 1.00  i53,550.00 breaks Mon-Thu. Name Start Finish Details...
5 1 |2025 Guard Week 7/21/2025 7/25/2025
W/ Saly 100 181,800.00 » Sally also has a personal exception the —
week of July 21-25 for her National Guard
Training Exercise.
: Help
Hold down Ctrl and dlick to select multiple resources HElR Dotion Cancel
|
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= Assignments that Do Not Align with Task Dates

Sally 36 hrs 7/14/25  7/17/25 11 Flat Work 9h Sh 9h Sh

3 4 Bob Wins the Lottery 192.25 hrs 14.5 days 7/14/25 7/31/25 9-80 Alternate W Fixed D, g art On 7/14/25 No || Work 31h 31h 31h 31h 14h 14h 14h 14h 12.25}
Bob 32 hrs 7/14/25  7/17/25 N . 8h 8h 8h 8h
Ned 71hrs 7/14/25  7/25/25 i ETEE YL HEEs s8h  8h  8h  s8h 8| 8h 8h  8h 7
5“”)" 36hrs 7/14/25 7/17/25 The resource is assigned outside the original ™8 & Bob Wins the Lottery in project "HowT oResourceload2025°, Sh Sh Sh Sh
Fred 53.25hrs | 7/21/25| 7/31/25 0. | 6h 6h 6h 6h 6h &h gh gh| 5.25t

The duration of this fixed-duration task will change to accommodate the resource assignment.

oK |

What happens if Bob wins the Lottery?

* We set Bob’s assignment finish date to
7/17. This reduces his hours.

* Now we assign Fred to the task to take
over Bob’s work. Fred only has 75%
availability.

* We want Fred to start on 7/21, so we
change the Start to 7/21...

[work |

If you change an assignment start date, the assignment duration
will stay the same. This will push the end of the task but will NOT
change the assignment end dates for other assignments!

However, if you set the assignment finish date first, even if you
don’t change it, then you can change the start without the finish
moving! But note this changed the constraint type to FNET and
changed the constraint date to 7/25/25...

IZ 4 Bob Wins the Lottery 168.25 hrs 10 days 7/14f25  7/25/35 9-80 Alternate W Fixed Duration loZarlier Than 7/25/25 Mo || Work 25h 25h 25h 25h 14h 14h 14h 14h 12.25h
Bob 32hrs 7/14/25 7/17/25 11 Flat Work 8h 8h 8h 8h
Ned 71hrs 7/14/25 7/25/25 11 Flat Work ah 3h gh gh gh gh ah ah 7h
Sally 36hrs 7/14/25 7/17/25 11 Flat Work gh gh Sh Sh
| Fred 29,25 hrs 7/21/25 7/25/25 0.750.75 Flat

Wark oh oh Oh Oh 6h 6h 6h 6h| 5.25h

.......
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: Setting the Hours Directly

> & | simple Task

Task Norl Constraint Constraint Effort Jul 13,°25 Jul 20, °25

—E'_'-iC_lITIﬂEIT VWOrk Lo
Moc + | Task Mame + Work + Duration » Start « Finish «  Units v Peak =« Conto v Task Calendar « | Type - Type

[T 4 Bob Wins the Lottery 180 hrs 10 days 7/14/25 7/25/25 9-80 Alternate W Fixed Duration lo Earlier Than 7/25/25 No |work | 25h 25h 25h 25h 16.41h 16.41h 16.41h 16.41h| 14.36h
Bob 32 hrs 7/14/25  7/17/25 11 Flat Work 8h 8h 8h 8h
Ned 71 hrs 7714725  7/25/25 11 Flat Work 8h gh 8h 8h 8h 8h 8h 8h 7h
Sally 36 hrs 7/14/25 7/17/25 11 Flat Work 9h sh 9h 9h
Fred 29.25 hrs 7721725  7/25/25 0.75 0.75 Flat Work Oh oh oh oh 6h 6h 6h 6h| 5.25h

1ill Y 11.75hrs 7/21/25  7/25/25 0.50.3 Flat Work oh oh oh Oh 241h| 2.41h 2.41h| 2.41h| 2.11h

Let’s make the task hours equal exactly 180 by adding Jill (50% availability) starting July 21:

* |Ifthe Assignment start and finish are the same as the Task, then changing hours will change the Assignment Units
and Peak, and changing Units will change work and Peak, but no dates or durations will change.

* Ifthe Assignment and Task dates are NOT the same, then changing the hours directly will change the Peak, but not
the Assignment Units.

* Ifthe hours are increased, then the assignment duration will change to match the task duration. If the
assignment start date does NOT match the task start then this will extend the task, otherwise the assignment
finish will change to match the task finish. Hours will match what you typed in, and peak will adjust to match
the highest ratio of planned to available hours in a day. Changes to the Task duration will not impact dates or
hours in other assignments.

* |f hours are decreased, hours and peak will change, but assignment dates and duration will stay the same.

* Projectdistributes the hours across the assignment duration proportionally based on the available work time.
* Peakunitsis calculated, not set, and equals the highest daily work assigned (2.41 hours for Jill) divided by the
highest daily work available (8 hours for this task).

Lo £
-  Date - Drive |Details 5u13  Mo14 Tui1s Wel16 Th17  Fr18  Sa19  5Su20 Mo21 Tu22 We23 Th24 Fr25  Sa26

Note: If you want the assignment dates to stay the same you can only decrease the work, not increase it!

© 2025 Transformative Management Solutions LLC. All Rights Reserved.
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> & | simple Task
Task
Moc + | Task Mame
2} 4 Bob Wins the Lottery

Bob
Ned
Sally
Fred
Jill

» Duration » Start = Finish «  Units
180 hrs 10 days

Changing the Assignment Units

Assignmen

7/14/25 7/25/25

7/14/25 7/17/25 11
7/14/25 7/25/25 11
7/14/25 7/17/25 11

7/21/25 7/25/25
7/21/25  7/25/25

Flat
Flat
Flat

0.73 0.75 Flat
0.503

Flat

Work
v Peak =« Conto v Task Calendar « | Type

Constraint

v | Type

Constraint Effort

¥  Date

3-80 Alternate W Fixed Duration lo Earlier Than

« Drive v || Details

7/25/25  No |Work |

Work
Work
Work
Work
Work

Jul 13, '25

Jul 20, '25
Su13  Mo14 Tuls 'Wel6 Th17  Fr18  Sa19 | 5u20

25h 25h 25h 25h
8h 8h 8h 8h

Mo21  Tu22 We23 Th24 Fr25
16.41h 16.41h 16.41h 16.41h| 14.36h

8h 8h 8h 8h 8h 8h 8h 8h 7h
9h 9h 9h 9h
Oh Oh Oh Oh gh gh gh gh| 5.25h

Oh oh Oh 0h 2.41h 2.41h| 2.41h 2.41h| 2.11h

Increasing or decreasing the Assignment Units changes the Work and the Peak, but leaves the assignment dates the
same. So, can we set the work precisely by figuring out the Assignment Units?

First, set the Assignment Units to 1 and look at the work. For Jill on this assignment, that is 39 hours.
Then, divide by the target work, which is 11.75 hours. 11.75 + 39 =0.301282.

53 26

 Copythatinthe Assignment Units field:
Project will not accept more than two
X ¥ |7 hrs decimals of precision. If you are like
Task Assignmen Work me, 11.7 is not the same thlng as
Maoc =  Task Mame ~ Work = | Duration «  Start » Finish «  Units - FPeak » Conto =  Task Calend |
B [T 4 Bob Wins the Lottery 179.95 hrs 10 days 7/14f25 7/25/25 9-80 Altern 11.75!
Bob 32 hrs 7/14/25  7/17/25 11 Flat
Sally 36hrs 7/14/25  7/17/25 11 |Flat There is a workaround: Set the
Ned 71 hrs 7/14/25 7/25/25 11 Flat ) ) ]
Fred 29.25 hrs 7/21/25  7/25/25 0.750.75  Flat Assignment Units higher than needed,
Jill 11.7hrs 7/21/25 _ 7/25/25" 0303  Flat then manually change the hours to the

lower number you want.

© 2025 Transformative Management Solutions LLC. All Rights Reserved.



= Changing Time Scale Val Hard C
anging Time Scale Values (Hard Core
Task Assignmen Work Constraint Constraint Effort Jur1sz, 25 Jul 20, °25
IMoc +~ | Task Name « | Work ~ Duration - Start « Finish «  Units + Peak = Conto = | Task Calendar «  Type + Type ~  Date w Drive » || Details  su13  Mo14  Tu1ls Wele  Th17 Fr 18 5319 | Su20  Mo21  Tu22 We23 Th24 Fr 25
I 4 Bob Wins the Lottery 162 hrs 10 days 7/14/25 7/35/35 9-80 Alternate W Fixed Duration Must Start On 7/14/25 Mo | Work 25h 25h 25h 25h 14h 14h 14h 13h 7h
Bob 32 hrs 7/14/25 7/17/25 11 Flat Work 8h 8h 8h 8h
Sally 36 hrs 7/14/25 7/17/25 11 Flat Work 3h sh sh sh
Ned 71hrs 7/14/25 7/25/25 11 Flat Work 8h 8h 8h 8h 8h 8h 8h 8h 7h
Fred 23 hrs 7/21/25 F/24/25 0.75 0.75 Contoun Work | Oh Oh Oh Oh 6h 6h Ehl 5h|
* You can also directly change the hours in the time grid. This changes the Time Scale Values associated with the
assignment, and the assignment values will adjust to match what you type in.
([ ]

This is deep magic. | asked Chat GPT to try and figure it out, then give us a concise explanation:

How Microsoft Project Stores Timephased Data

* Timephased data is not stored as raw tables of values by day/hour/etc.

* Instead, MS Project uses:

* Work contours, assignment dates, and calendars to dynamically calculate values

e Manual edits to usage grids are stored as sparse overrides for specific time slices

e This approach avoids massive storage needs and allows flexible, scalable views across different time
scales

~ Think of it as “compute when needed, store only what changes.”

© 2025 Transformative Management Solutions LLC. All Rights Reserved.
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Using Work Contours (Showing Off)

Task Assignmen Work Constraint Constraint EAl Jul 13,25 Jul 20,25
Maoc +  Task Mame ~  Work ~ Duration ~ Start « Finish «  Upits ~ | Peak v | Contour ~ | Task Calendar «  Type v Type ~  Date ~ Dyl Details  su13  Mo14  Tul5  Wels Thi7 Fri8 5al19  Su20 Mo21 Tu22 We23 Th2d Fr2s Sa 26
ED 4 The Effect of Work 256 hrs 10 days 7/14/25 7/25/25 None Fixed Duration Must Start On 7/14/25 Work 19.6h| 22.8h 29.2h 28.4h 28h 28h| 28.4h 29.2h| 22.8h 19.6h
Contours
Bob 80 hrs 7/14/25 7/25/25 11 Flat Work 8h 8h 8h 8h 8h 8h 8h 8h 8h 8h
Fred 48 hrs 7/14/25 7/25/25 11 Back Loaded Work 0.8h 1.2h 2h 4h 4h 6h 6h 8h 8h 8h
Jill 48 hrs 7/14/25 7/25/25 11 Front Loaded Work 8h 8h 8h 6h 6h 4h 4h 2h 1.2h 0.8h
Ned 40 hrs 7/14/25 7/25/25 11 Double Peak Work 2h 4h 8h 4h 2h 2h 4h 8h 4h 2h
Ted 40 hrs 7/14/25 7/25/25 11 Bell Work 0.8h 1.6h 3.2h 6.4h 8h 8h 6.4h 3.2h 1.6h 0.8h

Work contours “shape” the spread of hours across the assignment. They do this by applying a preset curve to the

available work using the Peak field to determine the inflection points. Think of it as carving away from the available work

using a template:

Work “carved away”

by applying
Bell

Peak

Bell Work Contour

Available Work

Note: Applying a work contour will always reduce the work!

© 2025 Transformative Management Solutions LLC. All Rights Reserved.



Over the last 40 years, millions of people have spent billions of
hours recreating MS Project capability in Excel because they don’t
know how to assign hours precisely. You can help stop the madness!

P ‘.I-' i &
h.1-'ﬂ:

5 Tune In next month to learn how to automate large scale MS PrJect
resource loads (and rates!) from Excel using Visual Basic for
Appllcatlons Thanks for attendlng today!

b .

-._ q i N -
L -
i ._l. -.-{.q =

o x ""L'.I..-.-"-
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