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1. In the PPM Tool, go to: 

Open < Resource Management < Data Exports < Analyze Resource Pools 

 

2. Select the Resource Pools and click the checkboxes next to Active and In 

Planning. In the Time Period section, select Fiscal Month, 0 past periods and 3 

future periods. In the Arrange Data section, select Staffing Profile and check the 

Include Detailed Data checkbox. Then click the Export To Excel link. 
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3. Perform the following steps within the spreadsheet: 

A. Delete all the rows that have a blank Break Down By Role column. 

 

B. For each role, delete the rows for the Total Assignment and all the lines below 

that say “Staffing Profile” (the B column that says “Total Assignment” and the 

“Staffing Profiles” underneath). 

 

C. Sort by the Type column. Then delete all the rows that have Total, Total 

Assignment or Total Forecast. Also, delete the unnamed rows that have zeros 

in columns D, E, F and G. 

D. Sort the spreadsheet by column A. Delete the roles that do not have a Staffing 

Profile listed. 

 

In the example below, you would delete Application Admin and Application 

Security Admin, as there are no requests for those types of resources. 
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E. Sort by the Type column again. The purpose of this sort is to get all the “Named” 

types together. For each of the roles with the type “Named”, you will make a 

column. 

 

Add a row and put the word “Named” in the Description column; put the numbers 

from columns E, F and G for each role. 

 

 Once you have made a column for each role, you can delete the rows with 

“Named” in the Type column. 

 

 

F. Delete column B – the Type column. 
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G. Sort by column D and delete any rows with zeros in columns D, E and F. 

 

H. Sort by Column A – the Role column. Then take the estimated hours and move 

under the correct role column. 

 

I. Delete the role columns not used and columns C and D. 
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J. At the bottom of column B, type the words “Resources Available”. Total the role 

columns with the following formula:  =SUM(C2:Cnn)*-1. This formula will show if 

there are any resources left over. A negative value means you are short 

resources. Format the cells so the negative numbers display in red with 

parentheses around them. 

 

K. Delete column A – the Role column. 

L. Now you will add the priority to the report. Go to the Dashboard of the portfolio 

you are working with. Go to the project list portlet with the Forced Ranking in it. 

Click the Export to Excel link. 

i. Delete the first row. 

ii. Copy the Forced Ranking and the Proposal Name columns into a 

separate tab of the spreadsheet you have been working with. 

iii. Make column A the Proposal Name and column B the Forced Ranking. 

Then delete the Title row. 

iv. Sort the data by column A – the Proposal Name. 

v. Highlight the entire list. 

vi. Click the Formulas tab and then click Name Manager. Next, click the 

New button. Enter the word “Ranks” in the Name field. Click the OK 

button and then the Close button. 

vii. Return to the first tab on your spreadsheet. Add a column after column A 

and name it “Rank”. 

viii. Click in the first cell with the first project name. 
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ix. Click the Formulas tab and then click Lookup & Reference. Next, click 

VLOOKUP. For the Lookup_value, click the first cell in the new column 

next to the first project. In the Table_array field, enter the word “Ranks”. 

Enter a 2 in the Col_index_num field. Then click the OK button. Copy that 

cell all the way to the bottom of that column. 

 

x. The ranks should automatically populate for you. 

 

You will now be able to determine which projects need which resource 

types and which ones do not have enough resources. 


