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Setting Up Resources 

Microsoft Project supports three types of resources:  

 

● Work resources include the people and equipment 

needed to complete the tasks in a project. 

 

● Cost resources represent a financial cost associated with a 

task that you need to  account for Examples include 

categories of expenses like travel, entertainment, and so on. 

 

● Material resources are consumables that you use up as the 

project proceeds. For example, a construction project might 

need to track steel or concrete as it is used  throughout the 

project. 



Setting Up Resources 

  

Work resources are the people and equipment that do the 

work of the project. Project focuses on two aspects of work 

resources: their availability and their costs.  

 

Availability  determines when specific resources can work 

on tasks and how much work they can perform.  

 

costs refer to how much money will be required to pay for 

those resources.  

Some examples of work resources are listed in this table. 
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Work resource Example 

Individual people identified by 

name 

Ali, Omar, Zac, .. 

Individual people identified by 

job or function 

Programmer, Publisher, 

tester,… 

Groups of people who have 

common skills 

Programmers, 

copyeditors,… 

Equipment Printer 
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Equipment Resource Considerations  
 

In Project, you set up people and equipment resources in exactly the 

same way; they are both examples of work resources. 

 

 However, you should be aware of  important differences in how you can 

schedule these two work resources. Most people resources have a 

working day of typically 8 and usually no more than 12 hours, but 

equipment resources might have much more varied capacities for 

work, ranging from short durations (followed by maintenance) to 

around the clock without interruption.  

Moreover, people resources might be flexible in the tasks they can 

perform, but equipment resources tend to be more specialized. For 

example, a content editor for a book project might also act as a 

copyeditor in a pinch, but a desktop copy machine cannot replace a 

printing press. 
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In this exercise, you enter the names of several people 

resources.  

SET UP Start Project if it’s not already

 running. 
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Entering Resource Capacity 
The Max. Units field represents the maximum capacity of a resource to 

accomplish any task. Specifying that a resource has 100% maximum units 

means that 100 percent of  that resource’s working time is available to work on 

assigned tasks in the project plan. 

  

Project will alert you if you assign the resource to more tasks than they can 

accomplish at 100% maximum units (in other words, if the resource becomes 

over allocated ). 100% is the  default Max. Units value for new resources. For a 

resource that represents not a specific person, but a category of  interchangeable 

people with a common skill set, you can enter a larger Max. such as 800% for 

such a  resource means that you can expect that eight individual people who all 

belong to that resource category will be available to work full time every 

workday.  

 

In this exercise, you adjust the Max. Units values to indicate one resource that 

represents multiple people, and another resource whose capacity to work in this 

project plan is less than full time. 
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Adjusting Working Time for Individual Resources 

you modified the project calendar to specify nonworking days for the 
entire project. In this exercise, you will focus on the resource calendar. 
 
 A resource calendar controls the working and nonworking times of an 
individual resource. Project uses  resource calendars to determine 
when work for a specific resource can be scheduled. Resource 
calendars apply only to work resources (people and equipment), not 
to material or cost resources. 



Adjusting Working Time for Individual Resources 

When you initially create resources in a project plan, Project creates 
a resource calendar for each work resource. The initial working time 
settings for resource calendars exactly match those of the project 
calendar, which by default is the Standard base calendar. 
 
 The Standard base calendar is built into Project and accommodates 
a default work schedule from 8 A.M. to 5 P.M., Monday through 
Friday, with an hour off for lunch each day. If all the working times 
of your resources match the working time of the project calendar, 
you do not need to edit any resource calendars. However, chances 
are that some of your resources will need exceptions to the working 
time in the project calendar—such as 
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● A flex-time work schedule 

 
● Vacation time 

 
● Other times when a resource is not available to work on the 

project, such as time spent training or attending a conference 
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In this exercise, you specify the working and nonworking times for 
individual work  resources. 
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Setting Up Cost Resources 
Another type of resource that you can use in Project is the cost 
resource.  
 
1-You can use a cost resource to represent a financial cost associated 

with a task in a project 
 
2-  the sole purpose of a cost resource is to associate a particular type 

of cost with one or more tasks  
  
3- Cost resources do no work and have no effect on the scheduling of 

a task 

 
4- After you assign a cost resource to a task and specify the cost 

amount per task, you can then see the cumulative costs for that 
type of cost resource, such as total travel costs in a project. 
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Documenting Resources 

you can record any additional information about a task, resource, or 
assignment in a note. For example, if a resource has flexible skills 
that can help the project, it is a good idea to record this in a note. In 
that way, the note resides in the project plan and can be easily 
viewed or printed. 
 
You can enter resource notes in a similar way (via the Notes button 
on the Resource tab of the Properties group) but in this exercise, 
you’ll use a different method. 
 You’ll use the Resource form, which allows you to view and edit 
notes for multiple resources more quickly. 
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