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How to Create a Project 
 

Go to Projects application 

 

 
 

Description 

 
Select Projects process and then Projects application. 
 

 

Create a project 
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Description 

 
There are several ways a project can be created. 
 
A project can be created automatically by MyriadApp when generating an order from an 
opportunity comprising a New Project line item.  The project is generated with a list of tasks 
already created if a project template is used at the moment of order creation. 
 
Another way to create a project is using an existing project or a project template and clone it.  
Find a project/template using Search Criteria and then use the Clone button to make a copy of 
the project properties, tasks and resources. 
 
Finally, a project can be created from scratch.  Use the New button to define and add a new 
Project. 
 
Set its mandatory fields (in red) and set its Billing Type to < Hours > if you want to invoice 
resource time sheet hours. 
 
Note : 
 

o You can manage any types of project and add project types from Data. Pick List 
Values : PROJECTTYPE 
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How to Manage Project’s Tasks 
 

Go to Projects application 

 

 
 

Description 

 
Select Projects process and then Projects application. 
 

 

Add a Task to the Project 

 

 
 

Description 
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Go to Tasks tab. 
 
Use the New button to define and add a new Task. 
 

Use the Move up or Move down button  to move the task where required in the 
project plan. 
 

Use the Increase Indent or Decrease Indent button   to build project plan hierarchy. 
 
Make sure you provide all the mandatory fields (in red). 
 

Predecessor information (Pred.) is used when calculating  Start and End Dates for each 
Task. 
 
Use the Save button when information has been entered. 
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Assign Resources to Tasks 

 

 
 

Description 

A resource can be directly assigned using the search field  from the Task grid: 
 

 
 
Or from the Assign Resource window to verify and insure resource availability. 

In order to load the Assign Resource window, use the Assign Resource button  on Task 
row under Resource column. 
 
Assign Resource window is then loaded as shown above with the list of project resources. 
 
Use the Calculate button to view resource availability, including current task assignation, 
presented in the monthly calendar. 
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Resource availability can be managed with Calendars and Activities applications from the 
Impact of availability status field. 
 

 
 

• A day displayed in white show no more time is available. 
 

• A day displayed in yellow show part of the time available has been assigned. 
 

• A day displayed in green show no assignation at all was created when available time 
exists.   

 

• A day displayed in red would show more time is assigned for the day than the resource 
actually has (over assignation).   

 
Detail of assignations and availability for the day appears in a box when pointing a day with 
cursor. 
 

 
 
In order to assign a resource for the task, select the resource and use the Assign button. 
 

Use the Save button  when you are done with current task assignation. 
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Manage Under or Over Assignation of Resources 

 

 
 

Description 

 

Use the Assignation Report button  on Tasks tab to produce Under/Over Assignation 
Report. 
 
Over assignation appears in red and under assignation appears in yellow.   
 
A day in white means assignations and available time fit perfectly whereas a day in green 
means no assignation was created but available time exists for that day and resource. 
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How to Manage Timesheets 
 

Go to Projects application 

 

 
 

Description 

 
Select Projects process and then Projects application. 
 

 

Add Tasks to Timesheets from Projects application 

 

 
 

Description 
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Select a project using Search Criteria. 
 
Go to Tasks tab. 
 
Select a task. 
 

Use the Add to Resources timesheets button  to add the Task to the resource(s) 
timesheet(s). 
 

 

 

Go to Tasks application 

 

 
 

Description 

 
Select Projects process and then Tasks application. 
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Add Tasks to Timesheet from Tasks application 

 

 
 

Description 

 
Find Tasks using Search Criteria. 
 
Go to Resources tab. 
 
Select one or more resource(s).   
 
In order to select more than one resource, hold CTRL or SHIFT button and select resources. 
 

Use the Add to timesheet button  to add the Task to the resource(s) timesheet(s). 
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Go to Timesheets application 

 

 
 

Description 

 
Select Projects process and then Timesheets application. 
 

 
 

Add Time to Timesheet 

 

 
 

Description 

 
Select a Task. 
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Add time in hours for the day. 
 
Use the Save button when information has been entered. 
 
Once time for the entire week has been entered, timesheet can be signed by both the resource 
and the manager using Sign button. 
 
Only time signed by the manager is taken into account by Projects application calculations and 
project invoicing process. 
 

 

Remove a Task from Timesheet 

 

 
 

Description 

 
Go to My Activities/Tasks tab. 
 
Select a Task. 
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Use the Deactivate button to remove the task from timesheet. 

 
How to Configure a Project for Billing Hours 
 

Go to Job Positions application 

 

 
 

Description 

 
Select System process and then Job Positions application. 
 

 

Add Job Positions for project’s resources 
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Description 

 
Go to Job Positions tab. 
 
Use the New button to define and add a new Position. 
 
Hourly rate will be used for billing projects’ hours. 
 
Make sure you provide all the mandatory fields (in red). 
 
Use the Save button when information has been entered. 
 

 

Go to People application 

 

 
 

Description 

 
Select Contacts process and then People application. 
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Add Job Positions to project’s resources 

 

 
 

Description 

 
Go to Job Positions tab. 
 
Use the New button to define and add a new Position. 
 
Hourly rate will be used for billing projects’ hours. 
 
Make sure you provide all the mandatory fields (in red). 
 
Use the Save button when information has been entered. 
 

 
 
  
 


