
 

Quick Booking 

Quick booking people to tasks and projects 

Purpose: Without requiring an assignment to exist, assign people to ad-hoc projects or tasks. 

Example Perspective: “People Gantt Chart”  

In this tutorial: 

1.1 Quick booking a new task 

1.2 Booking on New Project 

1.3 Booking on an Existing Task 

 

You can quickly add give someone a new task or project by using Quick Booking. You can also add 

them to an existing task. We’ll do this in three parts: New Task, New Project and Existing Task. 

 

1.1 Quick Booking a New Task: 

Right click in the green/red Gantt area and select “Make booking on new task…” 

 

 
 

Enter hours for that task and press ENTER. (It’s important to remember to press enter; this sets the 

value so you can begin to detail your new task). 



 

 

Once you have entered hours, press enter and a dialog will pop up, allowing you to give your new 

task a name, duration and to select a Parent for it. The parent is important since it associates the task 

to an existing project.  

 

You can then choose to only have your one person assigned or select more and assign them to the 

task also. Save and Close. (For now, we only assign Lillian). 



 

 

 

1.2 Booking on New Project: 

You can follow the same steps, (right click in green/red area) and select “Create new project”.  

 

This time, the dialog pops up right away:  



 

 

You can give the new project a name, a duration, and select more than one person to work on it, if 

you need to. 

  



 

You can see the new project in each assigned person’s assignments list:  

 

Now you can enter hours for the project in each white cell.  

1.3 Booking on an Existing Task 

To make a booking on an existing task, select the person’s row, and right click in the Gantt chart, 

select “Make booking on existing task”. Where you right click is important, because that will 

determine which projects it will consider for the existing tasks.  

You can also choose to make a booking on an existing project. To do this, unselect “Show only tasks” 



 

in the dialog that comes up. 

 

Once you select a task (or project) the new booking will show up on the first row of the assignments 

list:  

 

 

 

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/

