Replacing one role with another, in bulk, on tasks - The below mentioned method is particularly
useful when, let’s say you want to make the changes to the project template which has a large WBS
structure, and a lot of role assignments to tasks.

Access the project’s Task > Assignments page

+a :
Project: NJ - Test Project - 062315 - Tasks - Assignments _é_ Scenario: [-Select-]

Filter
Parent Task | ™1 Resource Type Al v
Include All Sub-Tasks Resources and Roles | v
Exclude Completed Tasks Assigned to "
From Dat
rom Date e &
To Date
Filter ‘ Show All | Clear |
Hame Role start Finish Actuals ETC
[l
[ select Evaluation Team @, 524117 7517 0.00 96.00
O o Meyer Tery =] 0.00 0.00
[ & Project Manager [J] B Froject Manager Si24117 7IsAT 0.00 96.00
[T Gather Customer Requirsments. 7815 7105 0.00 48.00
[0 w Architect - England [7] B Architect 7815 oS 0.00 16.00
[0 & Busiess Analyst ] [E Business Analyst L oS 0.00 16.00
O . Project Manager @ B Project Manager 71815 710015 0.00 16.00

Using the Assigned To filter option, select the role that needs to be replaced

+a "
Project: NJ - Test Project - 062315 - Tasks - Assignments B scenario:[-Select-]

Filter
ParentTask | # Resource Type  All v
Include All Sub-Tasks. Resources and Roles | v

Exclude Completed Tasks

From Date e &
To Date
Filter snowal | clear |

+a - ~
Project: NJ - Test Project - 062315 - Tasks - Assignments & Scenario: [-Select-]

Parent Task # Resource Type Al v
Include All Sub-Tasks Resources and Roles | v
Exclude Completed Tasks Assignedlo  BushessAnalyst g
From Date
Roles m
To Date
Filter | Show All ‘ Clear ‘
[] Hame: Role Start Actuals ETC
me =< =X oois
[ Gather Customer Requirements TIBHS THOS 0.00 16.00
[ & Business analyst [§] [B Business Analyst TIBHS THOS 0.00 16.00
[] Create RFP MeNs THNS 0.00 16.00
[ & Business Analyst g [E Business Anslyst LA THS 0.00 16.00
[ Review RFP Responses 12015 7121015 0.00 16.00
[0 & Business Analyst [f] [E Business Analyst 7120115 721115 0.00 16.00
[] Poc TI2THS 7128015 0.00 16.00
[ & Business Ansiyst [g] [E Business Analyst 12715 7128015 0.00 16.00
[7] Review Pricing and Final Proposals 7i2815 015 0.00 16.00
[0 & Business analyst [J] [E Business Analyst 712815 7130115 0.00 16.00
—




Select the checkbox on the label section of the list view, and click on Replace

Project: NJ - Test Project - 062315 - Tasks - Assignments

Parent Task " Resource Type

Include All Sub-Tasks
Exclude Completed Tasks Assigned to

From Date
Roles

To Date

Filter Show All |

Name Role

Gather Customer Requirements

L Business Analyst [] =]
Create RFP

L Business Analyst [g] =]

Review RFP Responses

Business Analyst
Business Analyst

L Business Analyst [f] =]
PoC

L, Business Analyst @ B

Review Pricing and Final Proposals

Business Analyst
Business Analyst

L, Business Analyst @ [E Business Analyst

« Assign |I « Replace |I « Remove

On the corresponding window, select the role that needs to replace the existing one, and click

Replace

All v
Resources and Roles | v

Business Analyst
Yt

Start
71915

719015
THEiS
THEiS
712015
7120015
TIZTNS
2TNS
7129015

TI2915

Business Analyst 71915 THOMS 18.00 Gather Customer Requirements
Business Analyst 7127115 7128015 16.00 POC
Business Analyst 7120015 71305 18.00 Review Pricing and Final Proposals
Business Analyst 7120115 7121415 16.00 Review RFP Responses.
@ Filter: System Default «
Resource/Role Name ResourceType  Labor  [w
ResourceiRole ID Eooking Simive S| A _ [
Mo
PGS “ Zero Allocation v
Power Fiter  [Bulld Power Fiter]
Resource OBS - Fiter Mode  Unit only =
Project Role #
Filter Show All Save Filter Clear
ResourceiRole ResourceiRole 1D Project Role. Staff OBS Unit Booking Status Start Finish
") Architect - Austria cskarchitect Architect Soft 823015 1203115
rehitect - England cskarchitct Architect soft 622015 TisHT
usiness Analyst cskbusinessAnalyst Business Analyst soft 622015 12031115
) Meyer, Terry tMeyer Soft 82315 1213115
) Project Manager csk projectilanager Project Manager Soft 823115 1213115

Return |

Finish

THONS
7HOS
THTINS
THTINS
2115
712115
7128115
2815
3015

713015

Actuals

.

Average Allocation %

100.0%
100.0%
100.0%
100.0%
100.0%

ETC

Scenario: [Select—]

16.00
16.00
16.00
16.00
16.00
16.00
16.00
16.00
16.00
16.00

Allocation

1,104.00
4,256.00
1,104.00
1,104.00
1,104.00

Displaying 1- 5 of &

The existing role will be replaced by the new role on the tasks that were assigned to the old role

Project: NJ - Test Project - 062315 - Tasks - Assignments
Include Al Sub-Tasks

Resources and Roles | v

Exclude Completed Tasks IAss\gned 1o

Architect-Engiand oo I

From Date
Roles

To Date

Filter ‘ Show All |

[ Name

[[] Gather Customer Requirements

[0 & Architect - England [J] B
[] create RFP

[] o Archiect - England [f] B

[[] Review RFF Responses

Role

Architect
Business Analyst

[J & Archiect-England [ B
[] Poc
O & Architect - England [§] =]

[[] Review Pricing and Final Proposals

Business Analyst

Business Analyst

[J & Architect - England [f] [E Business Analyst

Start
71815

71915
7185
7185
72015
7120015
T2TS
T2TS
29015

7128015

Finish

THOI5
TH0MS
THINS
THING
721115
TI2115
TI28015
TI28015
7130015

7130115

Actuals

e
-

ETC

Scenario: [-Select-]

32.00
32.00
16.00
16.00
16.00
16.00
16.00
16.00
16.00
16.00

Displaying 1-10 ef 10



