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Resource Utilization Report
You may ask yourself, how many hours are my people committed on projects for the next two months, or you may want to know about how much time an individual committed to projects over the past month – or has committed in the future month.  Using a quick tool like Excel, you can conduct unique sorts on capacity and utilization for departments and individuals.

The Connections Online Resource Utilization Report can be used to create these views.  

This report is found on the Organization (blue) and Department (teal) Tabs of Connections Online, in the Reports Module, and is entitled “Resource Utilization Report”.  The report is intended to view the project tasks to which an organization and/or department has committed resources to complete.  If desired, it is possible to “roll up” the departments into a larger view.  For example, if you are in charge of IT, you may have several departments that work under you – you can see resources committed by each department or you can “roll up” the work to the department of IT (so all project tasks for all departments that are associated with IT are listed).   
To create a Resource Utilization Report, use the upper-left drop down box to select the organization or specific department. To see a “rolled up” view, click the parent department and also click the “show subs” checkbox, then click the Refresh Report button.
After the report has been created, click the drop down arrow for the “export to the selected format” box on the report’s toolbar.  Select CSV, comma delimited format.  Click “Export”.  If you are using the Internet Explorer browser, click “open” and the exported file will open in Excel.  If you are using the Firefox browser, click “save file” and the name of the file will appear in an edit box – click on the name of the file and the file will open in Excel.

Once the file is open in Excel, delete columns A through I, then delete columns F and G.

Then rename the following column headers:

A= Task

B= End Date

C= Completed marked as 2 (if you didn’t select show completed tasks you can delete this column)

D= Start Date

E= Project Name [Org/Dept]

F= Projected Hours

G= Actual Hours

H= Person Responsible

Next, highlight the spreadsheet, then select data/sort/check headers/select header(s) to sort.  For example, you can sort on Person Responsible and see all the tasks, and hours, that each person has been assigned on projects (past, present and future).  If desired, you can total project and/or actual hours using Excel features.
Sample – Go to this link http://www.connectionsonline.net/docs/ResourceUtilization-Sample.xls  for a sample of the Excel Report
