
 

Assigning: 

Assign people to Projects and Tasks 

Purpose: Assign people to projects or tasks. 

Perspective: “People Assignment”  

In this tutorial: 

1.1 Assigning a person to a project or task 

1.2 Assigning based on capacity 

 

On the Projects and Tasks tab, select a project by clicking on its row. (Budget Process is selected in 

the below example). 

 

If you already know who you want to assign, select Assign Resource in the toolbar.  



 

 

 

An Assign Resource 

window will pop up: 

Here you can select 

one or more people 

(using the ctrl key to 

select multiple 

people) and select 

Assign. They will then 

be assigned to the 

project or task you 

had selected in the 

Projects and Tasks 

chart. 

 

 

 

 

 

 

 

1.2 Assigning based on capacity 

Instead, if you are planning based on available capacity, meaning which one of your employees has 

the right skills and hours for the assignment, you can look below, at the People Gantt, and choose 

which person you would like to assign. Notice their red / green balance, indicated overbooking (red) 

and available capacity (green).  Click on the small triangle to the left of the person’s name to see 

what assignments and hours they have. 



 

 
In the People Gantt, you can adjust hours and balance capacity. Observe if the person you want to 

book for your project or task is overbooked in that week, if so, either choose another person or 

reschedule some of their existing hours. You can expand the duration or move the project or task in 

time by selecting the “Show Activities” button and then drag and drop items in the Gantt chart.  

 

Beside the person’s name you can 

click on the small blue “Assign” 

button to assign the person to the 

selected task. 

 

 

 

 

Once you assign someone, white cells appear in the Gantt chart and you can add hours for the 

selected person in the cells.  

 

 
 

You can also extend the duration of the project or task, and drag and drop the task or project Gantt 

bar to move it in time to accommodate the person’s other obligations. Ideally, their red/green chart 

should be balanced, with as little red, or overbooked hours, as possible. 

 

You can repeat these steps, assigning people to different projects and tasks or assigning more people 

to the project or task you’ve selected.  

 

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/

