
  

  

 
 

 

Availability Perspective: 

Availability and Absences: 

Purpose: Use availability perspective to track and get an overview of employee availability and absences. 

Perspective: “Availability” 

 

Contents: 

1.1 People Availability Tab 

1.2 Filtering Absences 

1.3 People Tab 

1.4 Absences Tab 

1.5 Work Week Hours Tab 

1.6 Calendar Tab 

1.7 Calendar Types 

1.8 Kind 

 

We will explore each tab of the Availability Perspective and discover how to manage and get an overview of 

availability and absences.  

 

Tabs: 

 
 

Perspective: 

 
 

1.1 People Availability Tab 

 

This is a Resource Gantt Chart which shows every person and their capacity. The red/green chart is a Gantt 

chart, indicating the person’s assigned hours (the first number) versus their available hours (the second 



  

  

 
 

 

number). For instance, you can see Casper is quite overbooked, working 55 hours in a 16 hour available 

period, and thus is a bright red. Oli, also in Week 45 is only slightly overbooked, working 35 hours in a 24 

hour week and is thus, a lighter red color.  

 

The crossed out weeks indicate weeks that the person is unavailable to work.  

 

If you select Display Capacity Changes the chart will change to show you when people are available or 

unavailable and why: 

 

 
 

In the above screenshot, you can see that a tooltip has popped up, showing us that the green bar on Week 

48 indicates that Jan has holiday booked for that time. Appropriately, the week is crossed out. Other 

colored bars can be seen, red and orange and yellow. Those will be discussed in the Absences tab section.  

 

1.2 Filtering Absences: 

 

In the availability chart, you can filter to see which types of absence are present during a particular time 

period. Select “Filter Capacity Changes” to see specific types of absences. For instance, you might want only 

to see when people have summer vacation, so you would select “vacation” as the type.  You might only 

want to see when people have appointments or set working hours, as can be seen in the below example.  

 

You can select “Toggle calendar types filter on/off” to see the change in the chart, either filtering, or not 

filtering for the selected calendar type. By selecting “Show only resources with the selected types” you see 

only the people who have the type of absence you are interested in. Once you select this, you can set the 

range that you would like to see (for example, if you are looking for the people on vacation during July and 



  

  

 
 

 

August, you would select July to August and then select “vacation” as the calendar type. If you select the 

small icon to the right of the date selector, you can select the visible Gantt chart area.  

 

You can also individually select calendar types, or select all, invert selection, or deselect all.  

 

Note: Common Calendar set holidays will show a holiday as a bar in the Gantt, and cannot be moved or 

modified.  

 

 

 
 

1.3 People Tab 

 

The people tab is exactly the same as the People Data perspective, it shows you people, their information 

and skills, and you can edit their details here.  

 



  

  

 
 

 

 
 

 

 

 

1.4 Absences Tab 

 

The absences tab is useful to show when people are away and their reason for being absent.  

 

 
 

In the above screenshot, you can see a yellow block showing Illness for Casper in week 45; when the mouse 

is hovered over the yellow bar, a tooltip pops up showing the details of that absence. 

 

 Absences can be dragged and dropped in time just like projects or tasks. Absences can be set using the 

person calendar tab. 

 



  

  

 
 

 

1.5 Work Week Hours Tab 

 

Work week hours set a profile for scheduled work hours. This is typically done in the People Data 

perspective but can also be created in the Availability perspective by adding a new week, and filling in the 

daily hours of work for that profile.  Different types of people can be assigned different work week hours. 

 

 
1.6 Calendar Tab 

 

The Calendar tab is activated by whichever resource is currently selected in either the People Availability or 

People tabs. (Note: you can also select multiple resources to set an absence such as a workshop, for many 

people at once). This calendar can be used to set absences. Begin by choosing a type of absence. If the type 

of absence you want is not there, you can make a new one in the Calendar Types tab. You can also create 

your own calendar types in the Calendar types tab simply by entering a new calendar type below the last 

entry and giving it a color and kind.  

 

 



  

  

 
 

 

Select a range of dates using a click and hold of the left mouse key or manually set the dates in the form on 

the right.  Select Apply. The absence will now show in the Absence tab and in the Gantt chart of the People 

Availability tab. 

 

The All day check box can only be checked if it not enabled in the calendar types tab. Typically, only 

appointments can have hours specified, otherwise the absence is treated as an all day absence such as 

during a vacation or business travel.  

 

You can also choose “Set Working Hours”.  This sets the person’s working hours for that day to 8 hours as a 

default, although you can use the hours input area to set a specified amount of hours.  

 

If you choose “Holiday” or “Illness” the person’s capacity will be zero for that day or time, they will be 

marked as absent from work. If however, you choose “Appointment” then that information is shown as 

being an appointment but not affecting their capacity for the day, instead it is a visual marker showing that 

they have an appointment.  

 

 

1.7 Calendar Types tab 

 

The calendar types tab functions the same way as people or customer data. You add a new type by 

selecting the green + sign in the upper left corner. Then select a color for that absence type. It will now be 

available to select as an absence type in the Calendar tab.  You can also create your own calendar types 

simply by entering a new calendar type below the last entry and giving it a color and kind.  

 



  

  

 
 

 

1.8 Kind: 

 

The kind column determines whether or not a person’s absence is an absence, an appointment, or an 

increase, decrease or set change in hours. Essentially, the kind column affects capacity directly. If the kind is 

an absence, the person’s capacity for that day will be zero. If the kind is “increase” the hours entered will 

increase their regular capacity (typically 7.5 hours) by the amount of hours specified. For example, if a 

person works a 7.5 hour work day, and you select “increase” and set it to 3 hours, they will, for that day, 

have 10.5 hours of capacity. If you instead choose to “decrease” by 3 hours, they will have 4.5 hours of 

capacity.  If you use the “set” kind, then you can set their capacity to be something other than 7.5, such as 

10 hours.  

 

Above, you can see the calendar types.  

 Vacation refers to personal vacation and results in an absence from work for the day.  

 Illness refers to a day off work, and results in an absence from work for the day.  

 Set Working Hours allows you to set the person’s working hours to a specific amount (in the hours 

column) for their daily work, or increase or decrease their normal daily working hours by a specific 

number of hours as specified in the hours column.  

 Appointment is an appointment which occurs during the day and does not result in an absence 

from work.  

 Holiday refers to company or standard holidays that result in an absence from work.  

 Travel refers to travel for business purposes. 

 

 

For more tutorials, visit our online Learning Center at 

http://marstrandinnovation.com/downloads/knowledge/learning_center/ where you can read 

step-by-step tutorial PDFs or watch MPI in action through our videos. 

http://marstrandinnovation.com/downloads/knowledge/learning_center/

