Implementations - How To Book
Resource Time (Legacy\Outdated)
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This guide steps through the process of booking a resources time in SalesForce. With the Project Plan complete, the
Project Manager will assign dates, roles and other details to each task in the project.

Step 1: Locate the Project in SalesForce

Find the Project by searching for the customers name in the search box.
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Make sure you click on the TaskRay Project associated with the customer and specific project.

Step 2: Locate the Task for the Resource on the Project

Within the project under the Related List Quick Links section, choose TaskRay Tasks.
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Related List Quick Links

B TaskRay Tasks (10-) 0O Files (0}

104 items - Sorted by Sort Order - Updated a few seconds ago

Task Name Sort Order T List Task Group Start Date Estimated End Date
1 sl Email Introduction & Kick off call Inwvite 0 Completed 114242020 1172412020
2 Kick O Call 1 Completed 12)5/2020 12/4/2020
3 Create Traini 2 Im Progress
& Data Validation & Completed 1208 2020 127412020

Locate the specific task that you are wanting to assign to a resource and click into that specific task to edit.
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TaskRay Projects > AB - Hawk Alarm Systems, Inc.- AB (New): Project

TaskRay Tasks

18 iterns - Sorted by Sort Order - Updated a few seconds ago

Task Mame ~ | Sort Order T *  List *  Task Group * | Start Date

1 Send Email Introduction & Kick off call Invite o Completed 1112462020
2 Kick Off Cal 1 Completed 12/4/2020
3 Create Training Request 2 In Progress
& Data Validation 4 Completed 12472020
5 Create Project Plan 5 Completed 12i7/2020
& Send Training Links to Customer 3] Completed 12/4/2020
7 Send Forte/Dex Document T Completed 1242020

Step 3: Change the Owner of the Task to the Correct Resource

Choose the symbol to the right of the owner to change it to the correct resource.
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**Add a comment in Chatter if you know any specifics on when the customer wants to train or who the point of contact
should be for the resource to reach out to.
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To Change the Owner of Multiple Tasks to One Resource:

Start on the Project and choose TaskRay Tasks.
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TaskRay Tesks

104 Items - Sorted by Sort Order - Updated a few seconds ago

Task Name Sort Order T List Task Group Start Date Estimated End Date
1 Send Email Introduction & Kick off call Inwite a Completed 1172472020 11/2412020
3 Kick o can 1 Completed 1252020 13/4§2020
3 Create Training Request 2 In Progress
i Data Validation 4 Complated 12/4/2020 127452020

Check the box next to each task you want to assign to 1 resource and then choose Change Owner on the upper right-
hand side.
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Next, type in the persons name and choose Submit.



Change Owner

You've selected 5 records.
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Send notification email

Next Stage: Prepare for Implementation

The next step in the Implementation Process is to review all necessary Data, Software and Configurations. Details for
this process can be found here.


http://securityandalarminternalkb.knowledgeowl.com/help/implementations-how-to-prepare-for-implementation

