P6 View and Reporting

Training Guide

Updated: March, 2010



TABLE OF CONTENTS

OVEBIVIBW ...ttt sttt bbb ebe s e st eene e sneentesbeenbennes 3
(o oo 100 N | o F TP T PP TP PURTPRPRPPPPTPTR 3
THe WEICOIME SCIEEN ..ottt 4
The HOME WINAOW.........oiiiiiiiccie et ens 5
SEE Y OUN PASSWOIT .....eiiiiieiieiesie ettt sttt 6
The Enterprise Project Structure (EPS) ..o, 8
OPENING PIOJECES ....c.viiiieie ittt et e e s ba e ba e e e sreesteeneeasaenneens 10
OPEN @ SINGIE PIOJECT......eeiiiiiieeee e 11
OPEN MUIIPIE PrOJECES ...ttt ne e 12
Open an ENtire EPS NOTE.........cc.oiiiiiiiieee e 12
The ACHIVITIES WINUOW .....ccoiiiiiiiiiieieieie et 14
Choosing from the preformatted Activity Window Layouts............ccccoveevvriiiincinnienn, 17
NJSDA Master Project by Work Breakdown Structure ...........ccccceveevveveiiieseeinennn, 17
MOAITYING LAYOULS. ..ottt 20
COMUMINS ..ttt bbb 21
Preformatted FIITEIS ......o.viiieeee e 24
Apply a Preformatted FIlter: ..o 25
Create @ NEW TIIEEI ......oi e 29
SAVING LAYOULS......eiitiiiie ettt et et e e s e s be e ba e b e sreesaeeneesaeenneens 32
Printing from CUITENT VIBW .........oiiiiiiiiiiie e 33
REPDOIES .ttt earre s 34
Running Preformatted REPOITS ........coiiiiiiiiiiiieseeeee e 34
Available options on the Run Report WindOW: ...........ccooeiievieie i 37
FOrmMatting REPOITS: .....oviiiiiiiiiiee e 38
Creating a Report from the Current LayOut...........cccvevveveeieeiesieseee e 38

(O (oIS Lol o 0] [ £ TR P USSP 50
Page 2

Updated: March 2010



Overview

Logging in

1. Click Start, Programs, Primavera, Project Management:

43 Burn CD & DVDs with Roxio

@ Mew Office Document

=+ Open Office Document

*“ Windows Update

ED winzip

‘# Micosoft Update

g Wireless Connection Manager Update
I Citrix Program Meighborhood

(:2 Sametime Connect

Programs ,ﬁ Accessories

i3 goqunents ¥ ) Adobe Acrobat 4.0

E} Settings r ,ﬁ Microsoft Office

o~ Search ¥ [/ Roxio Easy CD Creator 5
) Help and Support Microsoft SQL Server

=] Run... fn’f Primavera

_] Log Off jbyers... At &

[@] shutDown... ¥

v v v w v

r Methodology Management

]

Expedition Professional Utiities  »

»
W

2. Enter your Login Name, leaving the Password field blank (for your initial login).
Your login will be the first initial of your first name followed by your full last name.
(Joe Smith would be JSSMITH, Brenda Davis would be BDAVIS)

Click OK:

Login to Primavera 0

Legin Name
[1BYERS]

Pazsword

Database
|NJ SCC

(v o< )
@ Ccancel
Help
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The Welcome Screen
The welcome screen will appear after you have successfully logged in to P6, click the
“Open Global Data” button :

Primawvera

Welcome. What would you like to do? |

Select Project Portfolio:

K@ AllProjects N

Create a new project.

[ Create New...

Open an existing project.

La=t project: (Mo current project)

} Open Last

Open global data only - EPS,
rojectz, Roles, Resources,
alendars, etc.

. Open Global

Data %

Help @  Ccancel

Create New—used to create a new project. This button will be disabled for most users,
clicking on it will have no effect.

Open Exisiting—allows users to open existing projects that they have access to

Open Last—~P6 stores the name of the last project(s) you have open when you close the
program, to open the same project(s) click this button

Open Global Data—allows users to view global data, data which goes across the
enterprise rather than being associated with one particular project
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The Home Window

The Home window is a starting point for navigating through P6, and will be the screen
you see upon choosing to “Open global data™:

:‘.‘; Primavera : (No current project) ;IEIEI

> * il

Back Forward Home Dir. Help

Enterprize Data

ﬁl Projects % ﬁ[i[i Re=sources

M= |

Project Data |

wuw | ||| =

WIBS Activities VPs & Doce

—_
[ |Portfolio: Al Projects(” {User. admin  [Data Date: 03:Apr-07 |&ccess Mode: |B-aseline: Current Project %
S —

1—Title Bar: Displays the name of open projects

2—Menu Bar: Performs functions in P6

3—Directory Bar: Switches between views in P6

4—Status Bar: Displays user’s login name, data date of open projects, access mode and
current baseline

The Data Date of a project is the date through which update information is current

The Access Mode indicates which of the three states a project has been opened in:
e Exclusive Mode-the project is only available to other users in Read Only mode
when another user has it open in Exclusive Mode
e Shared Mode-other users are allowed to open and edit the project while it it open
in this state
e Read Only Mode-no changes of any kind may be made to projects opened in this
mode

Current Baseline is a snapshot of a project plan. This "snapshot™ provides a target against
which you can track a project's cost, schedule, and performance.
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Set Your Password
Passwords are initially set to be blank, we recommend that all users set their passwords at

the first login.

1. Choose Edit, User Preferences:

Dizssolve

ew Project Enterprise Tools
Cirl+Z
B Y cut Cirl+x
2 B Copy Cirl+C ]
= IR paste G4y
out
P [ add Ins &
7 Delete Del

Assign

Link Activities

=1 Fill Down
Select all

&% Find...
Find MNext

Replace...

% spel Check...

User Prefere

2. Click on the Password tab, then click the Password button:

User Preferences

Time Units

User Password

Dates

Currency

E-Mail

Agsistance

Application

——

[P -
{lgassw ord !:\F ')

Resource Analysis

Calculations

Startup Filters

Click the "Paszword’ butten to change your current application

paszword.
FF  Password
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3. Enter, then verify your new password, then click the OK button:

Your new password will be effective the next time you log in.
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The Enterprise Project Structure (EPS)

Projects in P6 are organized through the use of the Enterprise Project Structure (EPS),
a hierarchical file system within which project schedules are stored.

Understanding the structure of the EPS is important because you will need to navigate
through it to find the schedules that you wish to view.

Not all levels of the EPS will be visible to all users, what you see will depend upon the
security profile you have been assigned.

The EPS consists of six levels:
EPS Level 1: NJSDA

Project 1D Project Mame Total (Risk Lewvel
Activities

New Jersey School Developme... 7 Medium

EPS Level 2: School Projects
= 4 NJSDA New Jersey School Developme...

=<k Schools School Projects

EPS Level 3: Schedule Phases

New Jersey School Developme...
=<k Schools School Projects
[ < Master Schedules Master Project Schedules

The Initial Project Schedule will establish the first timeline for the project, but will not be
updated as the project progresses. This schedule will be published into Expedition until
the MPS is developed and approved.

The Master Project Schedule (MPS) will establish the detailed timeline for the project,
information for each functional phase of the project will be solicited from the project
team.

The original Master Project Schedule (MPS) schedule will be captured as a baseline for
comparison prior to being updated. The Master Project Schedule will be published to
Expedition for general viewing, and will represent the current approved schedule of the
project.

The Project Progress Schedule (PPS) is a copy of the Master Project Schedule (MPS)
which is stored in a separate EPS node. The PPS will be updated regularly with data
coming from the Project Team, the team will have the ability to observe the effects of
their updates on the PPS schedule and take corrective actions if necessary. When the
PPS has been updated with actual data and necessary corrective actions have been taken,
the PPS is used to update the MPS.
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EPS Level 4: Regional Offices

New Jersey School Developme...

H <k Schools School Projects
= <k Master Schedules Master Project Schedules
4~ HRO-MPS Horthern Regional Office

4+ TRO-MPS Trenton Regional Office

EPS Level 5: School Districts (shown for Initial Projects only)
New Jersey School Developme...
=<k Schools School Projects
=l <k Master Schedules Master Project Schedules

= 4 NRO-MPS Horthern Regional Office
4 Clark-MPS
4 East Orange-MPS East Orange
4 Elizabeth-MP5S Elizabeth

4 Garfield-MPS-1 Garfield

EPS Level 6: Individual Schools (shown for Newark SD only)
=4 NJSDA New Jersey School Developme...

=<k Schools School Projects
El <k Master Schedules Master Project Schedules

= 4 NRO-MPS Northern Regional Office
4 Clark-MP5S

= 4 East Orange-MPS East Orange

[l < 1210-060-02-0296-MPS  East Orange - George Washington Carver Ins...

East Orange - Geor gton Carver [nstit
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Opening Projects

1. Inthe File menu, click Open
ﬂ Primavera : (No current proj

Edit Wiew Project Enterpr

Cirl-+M

P~ Open... A Ctrl+0

Close All

ﬂ Fage Setup...
B Print Setup...
Brint: Preview

& Frint... Ciri4F

The Open Project dialog box lists all the projects you have been assigned access to.
2. Navigate through the Enterprise Project Structure (EPS) to find the EPS node or

project you wish to open:

ﬂ Open Project

I3 1210-x05-01-08084  010808-M-New ES #5 [-=05)
Bl <) 100-02-0613-MPS i B, Garvin Mi
|

.. = 4 Eliza PS Elizal
[l < 1320-x04-01-0090-MPS  New pre K-8 #28

[ 1320-x04-01-00904  070090-M-M ew pre K-8 #23
=l < 1320-E02-01-0089-MPS  New pre K-8 #27

I3 1320-E02-01-0085-+  010083-M-Mew pre K-8 #27
El < 1320-240-03-0339-MPS  Number 21, Victor Mravlag E.S.
3 1320-240-03-0339M  030339-M-Mumber 21, Victar Mravlag E.5.
= 4 City of Orange-MPS City of Orange Township
[ < 3880-120-01-0967-MPS  Park Avenue E.5.

[E3 3980-120-01-0967-M  O10967-M-Park Avenue E.S.
= < 3880-100-01-0968-MPS  Lincoln Avenue E.S.
[E3 3880-100-01-0968-M  010968-M-Lincoln Avenue E.5.
= 4 PRO-MPS West Paterson Regional Office

= 4 Garfield-MPS Garfield

[l < 1700-205-03-0315-MPS  James Madison School #10 (Most Holy Hame)

d oSociety

4

Active _I jem] Users...

| fuctive

Active
Active
Achive
Active
Achive
Active
Achive
Active
Active
Active
Active
Achive
Active
Active
Active

Select Project Portfolio |@ All Projects _|
~ Dizplay
Project ID | Project Name | Project Statu « |
= <p Schools School Projects
<p Initial Schedules Initial Project Schedules Active
= <» Master Schedules Master Project Schedules Active
= 4 HRO-MPS Hewark Regional Office Active
4 Newark-MPS Newark Active
= 4 East Orange-MPS East Orange Active
[l < 1210-x05-01-0808-MPS  New ES #5 (-x05) Active
Active

Access Mode

{~ Exclusive {+ Shared {~ Read Only

Help:
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Most users do not have administrative access to all projects, unless you have access to all
projects, you will only see the EPS nodes that you have been assigned access to.

The Open Project dialogue box will look approximatel like this for most users:
x|

Select Project Portfolio }& Al Projects | &  Open
oo @  cancel
Project ID Project Name Project Stal a |

= 4 (3530-N03-03-0278-MPS (K Center 3 Active B Users..
3 3530-M03-03-0278-M 030278-M-K. Center 3 Active
= 4 4010-270-02-0608-MPS Number 24 E.S. Active Help
23 4010-270-02-0608-M 020608-M-Murnber 24 E.5. Active
4 4010-270-02-0608-PPS Number 24 E.S. Active
4 3530-N03-03-0278-PPS K Center 3 Active
= 4 4010-270-02-0608-IPS Number 24 E.S. Active
3 4010-270-02-06084 020608--Humber 24 E.5. Active
=4 3530-N03-03-0278-IPS K Center 3 Active
23 3530-M03-03-0275- 030278-. Center 3 Active
=4 3530-123-03-1034-MPS Paul Robeson Commu... Active
3 3530-123-03-1034-0 031034-M-Paul Robeson Community . Active
4 3530-123-03-1034-PPS Paul Robeson Commu... Active
=4 3530-123-03-1034-IPS  Paul Robeson Commu... Active
B3 3530-123-03-10344 031034-1-Paul Robezon Community E... - Active
= 4 3530-060-03-1032-MPS A. Chester Redshaw E.... Active
23 3530-060-03-10324 031032-M-4. Chester Redshaw E.S. Active

Open a Single Project
Single projects are represented by the folder icon ( =), you can select one project and

click open:
x|
Select Project Portfolio {®: Al Projects | ( « . Open
P !
- Display @ Cancel
Project ID Project Name Project Statu;l
= 4 HNRO-IPS Newark Regional Office i Users
= 4 MNewark-IPS
o Help
West Side H.5.
£ 3570-080-02-0184- 020134-West Side H.S. Active
= {} 3570-520-02-0646-1P5 McKinley Sound Proofing Active
3 3570-520-02-0646- 020646--McKinley Saund Praafing Active
= < 3570-x03-01-06651P5  New Central High School [#x3) Active
3 3570-%03-01-0665- 010EEE--Mew Central High Schoal [#43) Active
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Open Multiple Projects

You can also use Ctrl+click or Shift+click to highlight multiple projects before clicking
Open:

£ Open Project il
Select Project Portfolio ﬁ All Projects J ( / [ Open h
“-I-
~ Display @  Ccancel
Project ID

Project Name Project Statu = |
= 4 NRO-IPS Newark Regional Office Active
= 4 MNewark-IPS Newark Active

New First Avenue

West Side H.5.

0201 84-|-west Side H.5. Active
McKinley Sound Proofing Active

23 3570-520-02-0646- 020646 -McKinley Sound Proofing Active

=l <b 3570-x03-01-0665-1P5  Mew Central High School (#x3) Active
[E3 3570-%03-01-0665-1 0106E5-|-New Central High School [#23] Active

Open an Entire EPS node

EPS nodes are represented by the pyramid icon ("ﬂ'), you can select an EPS node and
click open to open all projects (that you have access to) within that node:

——
Select Project Portfolio & Al Projects | ( «F  Cpen
~ Dizplay 0 Cancel
Project hlame
= 4 New Jersey School Development Authority B Users..
= <p School Projects Schools

CLk Master Project Schedule Master Schedules Help
|| =4

4 Clark Clark-MPS
= '4 East Orange East Orange-MPS
[=] <} East Orange - George Washington Carver Institute 1210-060-02-0296-MPS
[E3 East Orange - George Washington Carver Institute ES - MPS [020296) 1210-060-02-0296-M
= 4 Elizabeth Elizabeth-MPS
[=] <} Elizabeth - Academic Magnet HS 1320-X07-01-036T-MPS
[E3 Elizabeth - Academic Magnet HS [Including Parking Deck] - MPS (0108 1320-=07-01-0267-M
= 4 Garfield Garfield-MPS-1
= <} James Madison School #10 (Most Holy Hame) AT00-205-03-0315-MP5-1
E3 Garfield - James Madison #10ES - MPS [030315) 1700-205-03-031 54

= 4 Harrison Harrison-MPS

[= <} Harrison - Middle School 2060-050-01-0833-MPS
(I3 Harmizon - HS Corversion to b5 - MPS [010233) 2060-080-07-0833-
<} Hew Harrison High School {-xi) 2060-x01-01-0332-MPS

= 4 Hoboken Hoboken-MPS

< Salvatore R. Calabro, Ho. 4 E.S. 2210-063-01-0T80-MPS

=] <} Thomas G. Connors 2210-065-01-0T§3-MPS

[E3 Hoboken - Thamas G. Connors ES - MPS (010783) 2210-065-01-0783-h4

= Irvington Township Irvington Twp-MPS hd

Access Moie

" Exclusive % Shared " Read Only
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3. Click the “Activities” button to view the project in detail:

Enterprize Data

ﬁl Projects % [i[ili Re=sources

E 3 ﬂl Reports Tracking
Project Data |
_— =5
WBs WPs & Docs

The buttons on the home screen are grouped into two categories, Global Data and Project
Data.

Global data buttons will be enabled even when there is no project currently open:
TETEY

ﬂ Primavera : (No current project)
File Edit View Project Enterprise Tools Admin Help

i |[Home

4 > L *

Back Forwrard Home: Dir. Help

Egn%l“

Resources {1 Enterprize Data T

g
|8 [

Projects % [ili[i Resources

=
&l
a

WBS

S =Rl e P

Assignments
Uilps Doy | Project Data |

-

[
pifresholds
oy
l22iies
1
Rigks
L

a
=1

d
\

WES Aclivities WPz & Docs
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Reports—takes users to a display of all “Global” reports, reports which run across all or
selected projects:

B Primavera : 3570-640-02-0311-M, 3570-590-02-0315-M, 2060-050-01-0833-M, 1320-X07-01-08
File Edit

e

Wiew Project Enterprise  Tools  Admin  Help

~ Dizplay: Al Reports

Projects Report Mame % | Report Scope
3 = & Report Group: NJSDA Reports
e iices ﬂ Activity Beport for Monthly Budget Meetings Glabal
ﬂ HJS DA Project Activity Global
A9 MJSDA Project Summary Global
I
The Activities Window
The activities window is where detailed information about a project is viewed:
23 Primavera : 3570-x02-01-0618-M, 3570-520-02-0646-M, 3570-x03-01-0665-M, 3570-750-04-000M-M, 3570-220-04-00UE-M, 3570-335-04-00UD-M, 3570-230
File Edit View Project Enterprise Tools Admin  Help
Activities Back o
dE-r CEbBhes FHAE YE BLE¢ R
Profects “» Layout: NJSCC-Master Project by WHS, Activity 5t | Fiter: All Activities:
Terirare Activity Name Original | Early Start v Baseline Early | Early Finish | Baseline a 2007 2008 2009 2010 2011 2012 1
: Cofm  Memn | __(eavrinst_| fofaafalafalala]ofafa[ala[ala[afa[efa|elafalalalalalale]
T 1519d| 03:4p-07 | 09407 Jldand3  |11Feb13 M
Last Updated Date 0d 15Map07  15-May-07 % Last Updated Date
== i Project Initiation 3B 034p07 03407 507 04und7 I¥ 25May-07, Project Intiation
VIES Canvene Froject Team 1dd 09407 1Tap07 25407 | DdMapO7 I Convens Project Team
_ Transmittal of Prefiminary Charter to Project Team 7d 27-Ap07 07-tMay-07 07-May-07 15-May-07 !‘ Transmittal of Prefiminary Charter to Project Team
— Pioject Charter Approved T4d 08Mayp 07 1EMay07 | 25Map07 | Ddund7 [ Froject Charter Approved
Ao DOE Transmital Received 0d 034pr07  034pe07  03Apr07 | 11:4pr07 DOE Transmittsl Received
w\,-ps%!;.mS SCC Yerifies Data-Enters into Sims/Expedition 0d 09-Apr-07 12-4pr07 09-4pr-07 16-Apr-07 SCC Yerifies Data-Enters into Sims/Expedition
o Pre-Construction Phase 720d 28Map 07 05Jun07  26Feb 10  08Mari0 P —— 26:F2b-10, Pre-Construction Pha
£l Site Feasibility 60d 28May07  05Jun07  17Augl?  27-Augl? V¥ 17-hugll7, Site Feasibiliy
Obtain Title Report 30d 28-May-07  05June07 OB-Jul-07 1B-Jul-07 :% Obtain Title Report
Perfom Site Feasibity Study - Phase 1 30d 28Map 07 05dun07  DBWUOF 1607 [ Peifom Site Feasibilty Study - Phase 1
Oblain Site Appraisal 30d 0907 TR0 TTAugl? | 27Aug7 btain Site Appraisal
Feasihiliy - Site E ligibls for E ducational Adequacy 0d 09-Jul07 17-Jul07 [, Frasibiliy - Site Eligible for Educational Adequacy
Feasibiity Completion using 22 Point Checklst 2d 17007 2507 TTAugld? | 27Aug7 e asibillty Completion using 22 Paint Checklist
B Land Acquisition/Relocation 580d D%JuD?  17-ub7? 255ep 09 050ct09 ‘—‘_' 25-8ep-08. Land Acquisition/Relocali
; i e el Coms oo, P 2£1 e adonam a7 e n _r.:' . P TP P

General | status |

—

Activity | |

Project

Activity Type Duration Type % Complete Type Activity Calendar
WBS Responsible Manager I Primary Resource

[@

(8

The buttons on the left hand side of the Activities Window are collectively referred to as
the Directory bar, and may be used to navigate quickly from one screen to another.

Note-the Resources, Tracking, Assignments, WP’s&Docs, Expenses and Risks buttons
deal with functionality which is not being implemented at this time.
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The Activity Table displays activity information in a tabular format:

Activity Name Original | Early Start Baseling Early | Early Finish | Baseline
Duration Start Early Finizh
Last Updated Date 0d 15-Map-07 | 15-May-07
= Project Initiation 35d 09-4pr-07 09-pr-07 25-May-07  0d-Jun-07
Convene Praject Team 14d 09-Apr-07 17-Apr-07 2B-Apr-07 04-kap-07
Transmittal of Preliminary Charter to Project Team 7d 27-4pr-07 07-May-07 07-May-07 | 15-Map-07
Froject Charter Approved 14d 08-Map-07 1B-bay-07 2R-bay-07 04-Jun-07
DOE Transmittal Received 0d 09-4pr-07 09-Apr-07 09-Apr-07 11-Apr-07
SCC Yernifies D ata-Enters into Sime/E xpedition 0d | 09-apr-07 12-apr-07 09-apr-07 16-Apr-07
= Pre-Construction Phase 720d 28Map-07  05-JunO7 26-Feb-10 0B-Mar-10
= Site Feasibility B0d 28-Map-07  05-Jun-07 17-4ugl7 27-Aug-07
Obtain Title Report a0d 28-Map-07 05-Jur-07 OB-Jul-07 16-Jul-07
Perform Site Feasibility Study - Phasze 1 0d| 28Map-07 | 05-JunO7 06-Jul-07 16-Jul07
Obtain Site Appraizal 30d 09-Jul07 17-Jul-07 17-dug-07 27-bug-07
Feazibility - Site Eligible for Educational Adequacy 0d 09-Jul-07 17-Jul-07
Feagzibility Completion uging 22 Point Checklizt 24d 17-Jul07 28-Jul-07 17-aug-07 2F-tug-07
= Land Acquisition/Relocation B80d 09-Jul-07 17-Jul-07 25-5ep09  05-0ct-09
Dlsesisen Dol Cieucbvs D b | ol 144 00 L 17 Lan aC L na o

Activity ID-a short ID which uniquely idenfies the activity within the project

Activity Name-the actual name of the activity, names do not have to be unique

Original Duration-the total working time from the activity’s planned start date to the

activity’s planned finish date

Early Start-the earliest possible time that the remaining work for the activity can begin.
The Early Start date is calculated by the project scheduler based on network logic

(relationships) and schedule constraints.

The Early Finish- The earliest possible date that an activity can finish, calculated by the
project scheduler based on network logic (relationships) and schedule constraints.
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The Gantt Chart displays activity information in a graphic format:

2007 2008 2008 2010 201 2012

G (G2 (O3 |04 | Q1 (02 |03 (04 |01 (02 a3 |04 (A1 |02 Q3 |04 (A1 |02 a3 |04 |al (a2 |03 (a4

g Last Updated D ate
™y 25-bay-07, Project Initiation

E!' Corvene Project Team
1 Trarizmittal of Preliminary Charter to Project Team
1‘ Project Charter Approved

DOE Tranzmittal Received

]

SCCWerfies Data-Enters into Sims/Expedition
e -C-Feb-10, Pre-Construction Phaze
ey 17-40g-07, Site Feasibility

"_gl Obtain Title Report
"!I Perform Site Feaszibility Study - Phaze 1

btain Site Appraizal

3 Feazibility - Site Eligible for E ducational Adequacy

_ Feasihilty Completion using 22 Point Checklist
' 26-5ep-09, Land Acquizition/H elocation

Red Bars represent critical activities, the delay of these activities will delay the end date

of the project.

Green Bars represent remaining work to be completed on an activity. If the activity is
not started and does not fall on the critical path the entire bar will be displayed as green.

Yellow Bars represent baseline data, the dates that the activities were originally

scheduled to start and finish at the time that the schedule was created.

Black Bars represent summary information. Summary bars are displayed for the overall

project, and for each WBS grouping.
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Choosing from the preformatted Activity Window Layouts

NJSDA Master Project by Work Breakdown Structure
1. Inthe Layout Options bar, click Layout, Open:

ﬂ Primavera: 3570-640-02-0311-M, 3570-590-02-0315-M, 2060-050-01-0333-M, 1320-X07-01-0867-M, 4090-050-10
File Edit View Project Enterprise Tools  Admin Help

= AE- DELEkos FHE TE e @ oo H

Projects

8 i Lavout: MJISDA-Master Project by WHS | Fitter Amy: School Opening, Summary Task Fiter
Resources Lay ok P Cpen... Start Finish BL BL
E z Project  |Project
= ave .
g Bars.. 54340 1942 2440 1047
Repotts = . Save As...
& Bar Chart Cptians. .. 11041 143482 10414 104711

m Colurmns. ..
Tracking —
Timescale, ..
IE Progress Spotlight

B2 N/2EL 128182303
11425413 3420413
9243 |2A1/09 144043

pancy/S chool Opening

If you have made any modifications to the current layout, you will be prompted to
save those changes. In most cases, you will choose No

2. When prompted to save changes to the current layout, click No.

Primavera

@ Would you like to 2ave the changes to this layout?
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3. Select a layout to apply to the project, NJSDA-Master Project by WBS, then click the

“Open” button:
B3 Open Layout
Layout o | Lzer |
@ ERate CO+100 days JEHUSTER

MISD&-Master Project by WBS
MJSDA-Optimized far Printing

@ MJZDA-Cptimized for Printing - &I 2 JSHUSTER
@ MJZDA-Optitnized for Printing J=
@ Training Layout

JSHUSTER

Open

X

Cancel

Apply

Delete

Import

» s X #H e W

Export

)

Help

The Work Breakdown Structure (WBS) groups activities into their corresponding phases

-

of the project lifecycle as shown:

By Froject Initiation
% Fre-Conztruction Phaze
.y Site Feasibility

% Land Acquizsition/R elocation

B Construction
% Post-Occupancy
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In the NJSDA-Master Project by WBS layout, activities are grouped underneath the WBS
nodes that they are associated with and sorted from top to bottom by order of early start:

Activity Name Original | Earty Start | Baselir|
Duration Start

= 010618-M-New First Avenue 15153d| 03-Apr-07 | D3-Apr
Lazt Updated Date 0d 15-May-07 | 15-Ma
=« Project Initiation ) 35d 094p07  034pr
DOE Transmittal Recewved Od | 09-Apr-07 03-4,pr
SCC Verifies D ata-Enters into Sims/Expedition 0d 09-Apr-07 12-8pr
Convene Project Team 14d | 09-4pr-07 17-Apr
Tranzmittal of Preliminary Charter to Project Team i 27-Ap-07 07-Ma
Project Charter &pproved 14d 08-Map-07  1B-Ma
=_Pre-Construction Phase 720d Z8Map-07  05-Jun
e BDd 28May-07  Daun
N [0 24y 07U
Perform Site Feasibility Study - Phaze 1 30d 28-May-07  08-Jun
Obtain Site Appraizal 30d 09-Jul-07 17-Jul-
Feaszibility - Site Eligible for Educational Adequacy 0d | 09-Jul-07 17-Jul-
Feazibility Completion uzing 22 Point Checklist 24d 17-Jul-07 28-Jul-
= (Land Acquisition/Relocation ) B30d 0FJul07  17-Juk
Flanning Board Courtesy Review of Land 14d 09-Jul-07 17-Jul-
DOE Approval of Site 35d | 20:40g-07  28-Aug
SCC Board Approval to Purchaze Site 90d | 20:40007  28-Aug
Land &cquisition Process 400d | 24-Dec-07  O1-Jan
Fhyzical Relocation 400d 17-Mar-08  25-Man

Land Acquizition/F elocation Complete 0d
= (Demolition/AbatementRemediation > 450d 09Jun02  17-Jun
Dremolition / Utility Cut-0Ff / Asbestos Abatement 300d | 09-Jun-0a 17-Jun
Pre-Construction Remediation 300d 09Jun-08  17-Jun|
Femediation/DEP - Environmental A eviews 180d 03-4ug-09  171-Aug

Approval of Remediation Action Work, Flan [RawP] by DEP 0d
= B45d 03ul07  17-lut
Frocurement of Architect/Engineer 120d | 09-Jul-07 17-Jul-
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Modifying Layouts
Users cannot rename existing layouts, but can create and save layouts which will be
visible only to you.

By creating activity layouts, you can easily view data specific to your needs.
Saving layouts for future use allows you to quickly retrieve information.

The Layout Options bar is a centralized menu for layout customization click on it to see

the menu:
ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New First Avenue)

File Edit View Project Enterprise Tools Admin  Help

Activities
DE- CELBRL & F s
f Lavout: Training Lavout } it

me

010618-M-New First Avenue

- Project Initiation

Tracking .- DOE Tranzmittal Received
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Clicking on the Layout Bar will bring up a menu of items that you can change in your
layout:

Layout L4

[ ]
== Bars...

,:,= Bar Chart Options...

ﬁﬂ Columns...

Timescale. ..
Progress Spotlight
Attachments *

@ Table Font and Row...
Activity Network r

Bottom Layout Options...

“F Filters...

Group and Sort...

Show on Top L4
Show on Bottom L4
Hint Help
*, Expand All Cirl+Mum +
- Collapse All Ctrl Hum -

“+ Collapse To...

The following is a list of layout elements that are customizable:
* Bars

* Columns

* Timescale

* Table font and colors

* Row height

* Filters

* Activity grouping and sorting

* Top/bottom layouts

A few changes that many users choose to make to their layouts are described below.

Columns

You can select columns to display in the Activity Table, as well as the order in
which they appear from left to right:
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1. In the Layout Options bar, click Columns:

E Primavera : 3570-x02-01-0618-M (010618-M
Edit View Project Enterprise Tools  Admin

File

Activities

BAEl-s OB kL

i~ Layout: NJSCC-Master Project by

Layout L4

[

== Bars...
[

=

a

Bar Chart Options...

— .;—-'

Progress Spotlight
Attachments L4

_ETI—I: 4 Ao

2. Click the “+” icon for the headings on the Available Options pane on the left to

Expand them:
ﬂ Columns
= Awailable Options | Selected Options

Auctivity Codes - Global
Activity Steps 4 Original Duration -
Earhy Start

1" [+ [ Ba=zeline Earty Start (BL1 Earhy Start) w

N ma  Durationz — Early Finizh —
Earned Value Baseline Earty Finish (BL1 Early Finigh}
General 4
Multiple Fioat Paths 4
Number of Activities —
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3. Use single arrows to move highlighted data items into or out of the Selected Options

pane on the right:

ﬂ Columns

~ Available Options

Activity Codes - Global
Activity Steps
Costs
= Dates
Actual Finish
Actual Start

Anticipated Finigh
Anticipated Start

BL Project Actual Finish
BL Project Actual Start
BL Project Early Finish
BL Project Early Start
BL Project Finish

BL Project Late Finizh
BL Project Late Start
BL Project Start

BL1 Actual Finigh

Al 1 &ctual Start

C%)
®

Selected Options

Qriginal Duration

Early Start

Baseline Early Start (BL1 Early Start)
Early Finizh

Bas=eline Early Finish (BL1 Early Finizh}

F s

-

x|
o oK
@  Cancel
= Apply |

Copy From...

[ Default
2 Edit Column...

Help

4. Use navigation arrows to configure the order of the columns, items at the top of the
list show up to the left on the activity table, items at the bottom show up to the right:

BN columns

= Available Options

Activity Codes - Global
Activity Steps
Cost=
= Dates
Actual Finigh
Actual Start

Anticipated Finizh
Anticipated Start

BL Project Actual Finigh
BL Project Actual Start
BL Project Early Finish
BL Project Early Start
BL Project Finigh

BL Project Late Finish
BL Project Late Start
BL Project Start

BL1 Actual Finish

Rl 1 Artual Start

4
42
1
“

Selected Options |

Activity Name

Original Duration

Earhy Start

Bazeline Early Start (BL1 Early Start)
Early Finish

Baseline Early Finizh (BL1 Early Finizh)

Fs

"| = Apply |

x|
o OK

0 Cancel

Copy From...

[ Default
2 Edit Column...

Help

Page 23
Updated: March 2010



Preformatted Filters
Users cannot delete or modify the existing global filters, but can create their own filters

and can save them as desired. Preformatted activity filters include:

Completed

Critical

Has Finish Constraint

Has Start Constraint

In Progress

Level of Effort

Longest Path

Milestone

Negative Float

New Feedback to Review

Non What-If

Non-critical

Normal

Not Started

Status to Review

2 Week Lookahead

6-Month Lookahead

8 Week Lookahead

Activities without Predecessors
Activities without Successors
Non Milestones without Pred/Succ
Non-WBS Summary Activities
Not Completed

notes

WBS Summary Activities
Zero Duration Activities
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Apply a Preformatted Filter:

1. Choose View, Filters
ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New Fir

File Edit WISTM Project Enterprise  Tools Admin Help

Layout L4

Bars...
(=Y, £ Bar Chart Options... g Iy 3 Iy
Project: F{l| cColumns...

& Timescale. ..
Resourc

0 °og

Progress Spotlight

Attachments L
First Aveni
__Reports @ Table Font and Row... -

kil Activity Network L
Trackin on
: Bottom Layout Options...

= =, eceived

%k nters inta Simsd
[ 2am

frminary Charter o

Show on Top L4

roved
Show on Bottom v [P

ion Phase

2. Scroll through the list and select the “6-Month Lookahead:

ﬂ Filters

[~ Al Activities Show activities that match
v Al selected fiters
= Any selected fiter

Fitter 7| select |4
SF Non-critical -
SF Mormal I
7 Mot Started r
SF Status to Review -
= Global

XD H &%

o | &

M[=1E
oK

Cancel

Apply

New. ..
Delete

Copy

Past

i
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3. Click the OK button:

SF Mon-critical

SF Mormal

7 MNot Started

SF Status to Review

Global

SF 2Week Lookahead
¥ 6-Month Lookahead
SF ©Week Lookahead

s e fain

;

NP Activities without Predecesors

NP Activities without Successors

SF Mon Milestones without PrediSucc

SF Mon-WBS Summary Activities

5P Mot Completed

S notes

S WES Summary Activities

A o R L e e M

When applying the selected fitter(s):

{* Replace activities shown in current layout
™ Highlight activities in current layout which match criteria

&1
o
2

Ly
,
(

X [#
i

i |
Eg
i)
i

@ ake Giobal
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4. Only activities that meet the filter criteria (Early start within the next 6 months) are

displayed:
Activity Hame Original[Earfy Start  [Baseline Early [Early Finish [Baseline 2007
Duration Start Early Finizsh o102 |03 | od|at
= 010618-M-New First Avenue A5d | 09-4pr-07 | 09-4pr-07 71%
Last Lpdated D ate 0d 15-Mapd7 | 15-May-07 + Last Updated Daty
= Project Initiation 35d 09:4pr07  09-4pr07 25 Map-07 ¥ 25-hay-07, Projed
.- DOE T ttal 09-Apr-07 09-4pr-07 DOE Transmittal Re
SCC Werifize Data-Enters into Sime/Expedition 0d 09-Apr-07 12-4pr-07 09-Apr-07 16-4pr-07 SCCWernfies Data-E
Convene Project Team 14d 09-Apr-07 17-Apr-07 26-5pr-07 04-M gp-07 Convene Project T
Transmittal of Preliminary Charter to Project Team 7d 27-Apr07 07t ay-07 07-tap-07 | 15-kap-07 1 Transmittal of Preli
Project Charter Approved 14d 08Map07 | 16-May-07 Bbdap-07  04-Jun-07 Project Charter &)
= Pre-Construction Phase 160d 28-Map-07  OSJun07  21Dec07  31-Dec7 210
=  Site Feasibility B0d 28-Map07  05-Jun-07 178007 27-Aug07 w— 7-A0g-07, 9
Obtain Title Repart 30d| 28Map-07 | 05-Jun-07 OE-Jul-07 16-Jul-07 O Obtain Title R
Perform Site Feasibility Study - Phaze 1 30d| 28-Map-07 | 09-Jun-07 06-Jul-07 16-Jul-07 Perform Site: Fd
Obtain Site Appraisal 30d| 09-Jul-07 17-Jul-07 1Fdug07 27-Aug0v Obtain Site:
Feasibilit - Site Eligible for Educational ddequacy 0d 03Ju07 | 17Jul0? sibility - Sitey
Feasibility Completion using 22 Point Checklist 24d | 17-Jul-07 25Jul07 1780007 27-Aug-07 easibility C
=  Land Acquisition/Relocation 120d D9Ju07  17-Jul07 21Dec07  31-Dec? 210
Plannitg Board Courtesy Review of Land 14d| 09-Jul-07 17-Jul-07 26-Jul-07 03-Aug-07 Planning B oa
DOE &pproval of Site 35d | 20-Aug-07 | 28-Aug-07 05-0ct07 15-0ct07 C  DOE &py
SCC Board Approval to Purchase Site 90d 20-Aug07 | 28:4ug-07 21-0ec0?7  H-Dec07  — Tl
DemolitioniAbatement/Remediation 0d
= Design 120d 09-Ju07  17-Jul0? 21-Dec07  31-Decil? y— 21D
F'rocurem-ent of &rchitect/Engineer 120d | 09-Jul-07 1707 21Dec0? | N -Decl? I g
Construction 0d
Post-Occupancy 0d
5. To turn the filter off, go back to View, Filters:
B Primavera : 3570-x02-01-0618-M (010618-M-New Fir
File Edit Project Enterprise Toolz Admin Help
Layout L4
==
B Bars...
[ ] .
[} E° Bar Chart Options... g Moy B3 Iy
Project: Ff] columns...
3 Timescale. ..
_Resourcl  progress Spatlight
Attachments + Ir=r
et First Aveni
|2 @ Table Font and Row...
i Activity Network »
Trackini . on
4 Bottom Layout Options...
% ~ =, eceived
Was lE nkers inkba Simsd
[ 2am
Activitie yrinary Charter to
e Show on Top L4
roved
= Show on Bottom r |:|
Agsignme ion Phase
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6. Puta check in the “All Activities” box in the upper right corner of the Filters dialogue
box:

_lo/x]

Fitter

“F InProgress

SF Level of Effort

SF Longest Path

5P Milestone

<7 Negative Float

SF MWew Feedback to Review

¢ Non What-If

SF Non-critical

SF Mormal

7 Mot Started

S Status to Review
= Global

F 2 Week Lookahead

B-Month Lookahead

SF 8 Week Lookahead

»2 Filters

SF In Progress
S Level of Effort

SF Longest Path

5P Milestone

SF Megative Float

S Mew Feedback to Review
NP Mon What-If

S Mon-critical

5S¢ Mormal

F Not Started

S7_Status to Review

A e e e e e
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Create a new filter
1. Choose View, Filters

File Edit WiI=S0W Project Enterprise  Tools

Layout L4

Bars...
% £ Bar Chart Options...
Project: [fl| columns...
3 Timescale. ..

0j °og

ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New Fir

Admin  Help

ALk

Resourct Progress Spotlight
Attachments L4
et @ Table Font and Row...
i Activity Network >
i Bottom Layout Options... pn
~ =, eceived
%k nkers inkba Simsd
[ 2am
Activitie Show on Top . yrinary Charter to
=3 Show on Bottom k proved
Agsignme ion Phase
2. Click New:
2 Filters =|g|5|

[V Allscti Show activities that match
' Allselected fiters
" Any selected fiter
Fitter | Select | &
8 [oefaut o
SF Completed
S Critical
S Has Finigh Constraint
57 Has Start Constraint
57 In Progress
57 Level of Effort
57 Longest Path
SF Milestone
5S¢ Negative Float
5P New Feedback to Review
SF Mon What-If
S Mon-critical
57 Mormal

57 Mot Started

R e e o o R e w fw f

E Paste
W Modify...
@ 1ake Giobal

Help
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3. Type a filter name (Training Filter):

Fitter Mame {lTraining Firter_)
i

~ Dizplay: Filter
Display all rows | Parameter | l= |"'.|"alue
(Al of the following)

-—_

4. Click the “Parameter” field, scroll through the list and select WBS:
E Filter

Filter Name: ITraining Fitter

.+ Dizplay: Filter
D'rspla},r all rows | Parameter | = |"'.|"alu
(Al of the following)
T -

“ariance - BL1 Total € &
‘v’arlanne At Cumpletm

WBS Path
Win Confidence e
Work Productz and Do ™

5. Double-click the “Is” field to select a filtering criteria, choose “Is Under”:

—Ioix]

Fiter Name ITraining Filter o oK |

~ Display: Fitter | & Cancel |
Display all rows | Parameter s Value High Value

= (Al of the following) | D Add |

4 Delete |

5 Cut |

Copy |

1
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6. Double-click the value field, select “Project Initiation” from the Select WBS window

which appears:

T oscecwes x|
~ Dizplay: WBS

WBS Code =| WBS Name | Responsible Manager

Mew First Avenue

Mew First Avenue
By 3570-402-01-0618- Constuction Mew First &venue - 357040,
(- % 3570-202-01-0618- Post-Occupancy Mew First Avenue - 3570-a0...

7. Click OK:
=1E]
Fiter Name ITraining Filter w Ok
~~ Dizplay: Filter | nce
Display all rows | Parameter | Iz Value | High Value
= (&l of the following) ‘ |
Add
Where  WBS is unde 3570x02-010...| | D
bt Delete [

The activities you see now will be only those which match the filter criteria (“WBS is
under Project Initiation”:

~ Layout: Training Layout | Fitter All: Training Filter
Activity Name Original | Early Start | Bazeline Early | Early Finizh | Bazeline
Duration Start Early Finizh

= 010618-M-New First Avenue 36d|094p07  |094pr07  [25Map07  |D4ulun07

= Project Initiation 35d 09-4pre07  09-Apr-07 25-Map-07  D4-Jun-07

| [DDE Transmittal Received 094pr07  [09:4pr07 | 0940107
SCC Yerifies Data-Enters into Sims/E wpedition 0d 09-4pr-07 12-Apr-07 09-Apr-07  16-Apr-07
Corvene Project Team 14d 09-dypr-07 17-Apr-07 26-Apr-07  D4-bay-07
Tranzmittal of Preliminary Charter to Project Team Td 27-Ape07 07-k ay-07 07-May-07  15-May-07
Froject Charter pproved 14d 08-Maw-07 | 1B-Mayp-07 25-May-07  04-Jun-07
= Pre-Construction Phase 0d
Site Feasibility 0d
Land Acquisition/Relocation 0d
Demolition/Abatement/Remediation 0d
Design 0d
Construction 0d
Post-Occupancy 0d

Note—remember that this filter will not be available to anyone other than the person
who created it.
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Saving Layouts
If you have made changes to the layout that you wish to save for future use, you can save
the layout for your own personal use (user specific layout).

1. In the Layout Options bar, click Layout, Save As:

ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New First Avenue)

File Edit Wiew Project Enterprise Tools Admin  Help

Activities

ol

AlE-s DBELER &

i Lawout. NJSCC-Magter Project by WBS

T 5 o
E Save

Bars...
Bar Chart Options...

Columns. ..

[E] =5 “0p °op

Timescale. ..

d
[inta Sims/E spedition

Progress Spotlight

Attachments ¢
@ R harter to Project Team
A st Bledamele | 3

2. Type a Layout Name “Training Layout”, verify that Current User is selected in the
Available to field, then click Save:

Save Layout As EI
L=er
Iﬂdmin Admin J
Help | H | save @ Ccancel |
b
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Printing from Current View

From any layout, you can choose File, Print to print a copy of exactly what the layout
looks like on screen.

Click File, Print Preview:
B Primavera : 3570-x02-01-06

Bdit View Project Enterpri

O new... Ctrl -+
[ Open... Ctrl+0
& Close Al Crl+W
ﬂ Page Setup...

Prin

PTG

Project Architect...

é Import... ¥

@ Export... m

E@ Send Project...
Check In....
Check Qut... 1
Select Project Portfolio. ..

T

P6 will generate a view of what the printout will look like:

010815-M-Naw First Avenue | Training Layout | 25 May-07 17:25]
|Activity Mame 2007 2008
2 [ a3 [ o of [ @ Jaor
010618-M-New First Avenue
Last Updated Date 0d 01-Jan08 | 15-May-0T 4 Last Updsted Date
Project Initiation 35d 01-Jan-08  OS-Apr07  08-Jand8  O4-Jund7 W 08-Jan-08, Project Initia
COE Transmittal Received 0d 01-Jan-0&  O5-Apr0T 01-Jan08 | 11-Apr-07 DOE Transmittsl Received
SCC Verifies Data-Enters into Sims/Expedition 0d 0f-Jan-08  12-Apr-0T 01-Jan08 | 16-Apr-07 SCC Verifies Data-Enters |nto Sime/Expedition
Convens Project Team f4d 01-Jan-08 | 17-Apr-0T 01-Jan08 | 04-May-07 Convens Project Teas
Transmittal of Prefiminary Charter to Project Team Td 01-JanDB | OT-May-07 08-Jan08 | 15-May-0T Transmittal of Prefiminag
Project Charter Approved f4d 0B-Jan08 | 16-May-07 08-Jan08 | 04-Jun-07 Project Charter Approved
Pre-Construction Phase 811d 08-Jan-08  05-Jun-07 05-Jub10  08-Mar-10 ¥
Site Feasibility 75d 0B-Jan-DE | O5-Jun-0T 10-JanDB  27-Aug-07 PE— |0-Jan-08, Site Feasibil
‘Oibtain Title Report 30d 08-JanDE | O5-Jun-O0T 08-Jan08 | 16-JulDT B Cbtain Title Reprt
Perform Site Feasibility Study - Phaze 1 30d 08-Jan-08 | O5-Jun-07 08-Jan08 | 1B-Juld7 Perform Site Flasibility Study - Phase 1
OJbtain Site Appraisal 30d 08-Jan-DE AT-Jul0T 08-Jan08 | 27-Aug-0T B Cbtsin Site Puppraizal
Feasibility - Site Eligible for Educational Adeguacy 0d 08-JanD8 | 17-JukOT ibility - Sife Eligible for Educational Af
Feasibility Completion using 22 Point Checkiist 24d 08-JanDE | 25-JulDT 10-Jan08 | 2T-Aug0T I Feasibility Completion |
Land Acquisition/Relocation 656d 0B-Jan-0B A7-Jul07 01-Feb-10 | 05-Oct-09 '
Planning Board Courtesy Review of Land f4d 0B-JanDE | 17-JulDT 30-Jan08  03-AugOT [} Planning Board éCoume
DOE Approval of Site 354 10-JanD8 | 28-AugOT 10-Jan-08  15-Oct0T oI 5E|approval of Site
BCC Board Approval to Purchase Site 50d 11-JanDE | ZE-Aug0T 28-Apr08 | 21-DecO7 | ec— Y Boald
Land Acquisition Process 400d Z8-Apr-08 | O01-Jan-0B 08-Nov-08  13-Juld3 i ——
Physical Relocation 400d 21-JulD2 25-Mar-08 01-Feb-10 | 05-Oct-09 H :
Land Acquisition/Relocation Complete 0d 01-Feb-10 | 05-Oct-09
D liti iation 450d 13-Oct-DB 17-Jun-08 05-Jul-10 0B-Mar-10
Demeolition / Utility Cut-Off / Asbestos Abatement 300d 12-Oct-08 17-Jun-08 07-Dec09 | 10-Aug-09
Pre-Construction Remedistion 300d 13-Oct-08 | 17-Jun-0B 07T-Dec-0% | 10-Aug-05
Remediation/DEP - Environmental Reviews 150d 07-Dec-08 | 11-Aug-0% 05-Juk10 OB-Mar-10 .
Approwal of Remediation Action Work: Plan (RAWP) by DE od 05-Juk10 OB-Mar-10 :
Design 672d 0B-Jan-DE | 17-JulO7 23-Feb-10  05-Jan-10 Y : -
Procurement of Architect/Engineer 120d 0B-Jan-08 | 17-JulDT 19-Feb08 | 31-Dec07 ., I Procurement of Arc
AJE Motice to Froceed (NTF) 0d 15-Feb-08 | 01-Jan-08 :',‘ AJE Natice td Procd
Program/Concept Phase - Design Start S0d 19-Feb08 | 01-Jan-02 24-Jun08 | 05-May-DB E Progr
Identifty E-Rate and Smart Start 80d 19-Feb08 | 01-Jan-08 13-May-08 | 24-Mar-08 [: -ﬂ tifty H
DOE Approval of Ed. Specs/Educ. Adequacy B0d 24-JunDE | D8-May-08 18-5=p-08  ZE-JuHDE
——= Primary Bassline [ Remaining Work * # Milestone Page 10f & [PASK filter: Al Activities
. Actus] Work BN Critical Remaining Work ye— Simmary @ Primavers Systems, Inc.
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To format the look of the print, click the Page Setup icon:

ﬂ Print Preview

The page setup dialogue box contains multiple options to allow for the configuration of
print specifications.

When satisfied with the look of the print preview, click the Print Icon to print the file:

ﬂ Print Preview

ERSC) S

oL

Reports

Running Preformatted Reports

There are several preformatted reports that users can use to view key data in various
convenient formats
1. Choose Tools, Reports:

ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New First Avenue)

File Edit View Project Enterprise Admin  Help
e @ Time Approval...
Activities
—— Top Down Estimation...
R= i IF—flll_"' & Reorganize Mow Shift+F2 jfﬂ K4 %
0] E—
; -+ Layout: Training | T Apply Actuals. .. Filter: All Activities
pm Activity Mame % Schedule ... F9 Original | Early Stal
B8 | evel Resources. .. Shift+Fg e
Reports 010618-M Update Progress...
Last Update: Summarize r 0d 15-May-0
Tracking = Projectli  JobServices... 35d 09-4pr-07
— .- Store Period Performance. .. 05407
WBS SCCMerifi Global Change... Od | 09-Apr-07
Eonver'!el Manitor Thresholds. .. 14d | 09-4pr-07)
Activities ;ra.nsmlg: e el 7d 2?-A|:ur-EIET
= Toject drt=HH=dgu-
Assignments = Pre-Con: BRI *| B Reports il
E o Site Fea: Report Wizard... Report-Sroopsis 0
WPs & Doce Okkain Publish 4 Batch Reports... 0
EH Perform  Check Project Integrity. . 30d 25-May-0
Expenses Obtain Recalculate Assignment Costs... 30d | 03-Jul-07
.E. Feasibi Od | 09-Jul-07
Threzholds Feazibi Set Language. .. 24d | 17-Jul07
||@|| = Land Aci Montei"arln Analuzer B80d 03-Jul07
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2. Highlight a report to run (NJSDA Project Activity), Right Click, and select “Run” and
choose to run the report against the Current Project: or click the green arrow on the right
of the screen:

ﬂ Primavera : 3570-640-02-0311-M, 3570-590-02-0315-M, 2060-050-01-0833-M, 1320-X07-01-0867-M, 4090-050-10
File Edit Wiew Project Enterprise Tools Admin  Help

% - Dizplay: &I Reports
Projects Repoart Mame o |Report Scope
] = Report Group: NJSDA Reports
FesaliEsh g t for Monthly Budget Meetings Global
i
- . R Report...
R 8 MJSDA Project Summary M'F B
= odify...
= Report Group: Preformatted Project
Tracking . Irnport. ..

3. The Run Report dialogue box appears, by default the option selected will be “Print
“Preview”. Click OK to preview the report you’ve selected:

x|

Send Report To Lo oK

I

{ % Print Preview )
nce

{~ Directhy to Printer
¢ HTML File Help

Field Delimiter Text Qualifier
{~ ASCI Text File j I j

Cutput file

¥ e file swhen dane

Motes
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The NJSDA Project Activity Report as a print preview:

dB8® HENERHNN &8 @&

Mewark - South Street School ES - MPS [D20311). 3BN015:30

NJSCC Activity Status Report

WBS

Activity 1D Activity Name Original Remaining Activity ¥ Start Finish
Duration Duration Complete

East Orange - George Washington Carver Institute ES - MPS (020295)

o001 Last Updated On 25-Feb-10 0.0d 0.04 0% 22610
o000z OH HOLD - TRANSITION 0.0d 0.04 0% S0
0300 PRE-DESIGH 0.0d 46 0d 0% 5409 A 5300
A0 NJDOE Program Transmittal 0.0d 0.04 100% 54100 A
AI0Z Feasiblity Study 1.1 0.04 100% 500 A 1008 A
A1030 Planning Charter 50.0d 0.04 100% 1D/ A 123009 A
Development/Approvalsto Period
A1030 Design Consuftant Amendment 44.0d 30.0d 834 1009 A 43010
A1035 Procure Commissioning Consutant 31.0d 310d 0% S0 GASAD
(ON HOLDY
1037 Commiszioning Agent (Cx ) NTP 0.od 0.0d 0% 650
M HALY
A1039 DESIGN 440.0d 440 0d 0% 5800 1A
204D Design NTP 0.0d 0.04 0% 53010
21050 Program/Concept Phase 20.0d 80.0d 0% 58D B30
AT060 Rewiew - Program/Concept 10.0d 10.0d 0% 82310 amAn
AH070 Prepare Initial Project Charter 0.0d 0.0 0% wEAD  1DMHD
1080 Schematic Design Phase F0.0d ¥0.0d 0% 10410 1rom
A1000 Review - Schematic Design 10.0d 10.0d 0% AT 1A
1100 Design Dewvelopment Phase &0.0d 80 .0d 0% 4 S8/
AT Review - Design Development 10.0d 10.0d 0% SM6/11 130011
(&) Primavera $ystems, Inc. Fage 1 of 58

Page 36
Updated: March 2010



X

Send Report To | o Ak
{* Print Previ
- riNt Freviesw 0 Ccancel
" Directhy to Printer

(" HTML File —

\ " ASCI Text File

w5

>
)

Gﬂﬂﬂelimﬁer \/Text Qualifier
| AN

Available options on the Run Report Window:

1.
2.
3.

Print Preview—Preview the report before printing it

Directly to Printer — Compile and print the report

HTML File — Compile and save the report as an HTML file for viewing through
a web browser

ASCII Text File — Choose to compile and save the report as a delimited

text file (.txt)

a. < Field Delimiter — Select the character used to separate categories of
information that you save in delimited text format (i.e. comma, tab,
space)

b. e« Text Qualifier — Select the character used to separate categories of
data that you save in delimited text format (.txt), if the data contains
the field delimiter you specify (i.e. " or *)

Output file — If you choose HTML File or ASCII Text File, click to specify
the file location and name where you want to save the report

View file when done — Mark this checkbox to automatically open the
report in your default web browser for an HTML file or your default text
viewer for an ASCII text file

Notes — Use to add a comment to the report. Comments will appear directly
under the report title
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Formatting Reports:
To change the formatting of the report, click the Page Setup Icon:

ﬂ Print Preview

@iggﬂ FETEER ®RE &N

010618-M-New First Avenue
Report Date 24-May-07 09:13

WBS

Activity ID  Activity Name Criginal Remaining
Druraticn Druration

NJSCC Activity Status

Actiy
Con|

010618-M-New First Avenue

Anen LI R T - Y N LW

Creating a Report from the Current Layout

Using the Report Wizard, it is possible to create a report which mimics the layout
currently applied to the activity view or uses the currently applied layout as a basis for a

report and allows the user to modify the layout as desired.

Note—reports created using the Report Wizard will only be visible to the user who

created them. Users cannot modify or delete predefined reports.

1. From the Activities window, click the Layout bar, then choose “Open”:

ﬂ Primavera : 3570-x02-01-0618-M (010618-M-New First Avenue)
File Edit View Project Enterprise Tools Admin  Help

Activities

Layout

==
= Bars...

=1 Bar Chart Options...

_ ﬁm Columns. ..
Tracking —_
Timescale. ..
Progress Spotlight
Attachments L4
@ Table Font and Row. ..

Activity Metwark s

d
|into Sirms/Expedition

Charter to Project Team

HE-% DELBRs & FiiE v
i Layout: NISCC-Waster Project by WHS | Fiter: Al A
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2. When prompted to save changes to the current layout, click No.

Primavera

@ Would you like to save the changes to this layout?

No . | Cancel
L~

3. Select the NJSSDA-Master Project by WBS, then click the “Open” button:

B3 Open Layout

Layout 5 | Uzer

@ ERate CO+100 days JEHUSTER
MJSDA-Master Project by WBS _

g MJ=DA-Optimized far Printing

@ MJZDA-Optimized far Printing - AI S0 JSHUSTER

@ MISDA-Optimized for Printing JS JEHUSTER

@ Training Layout

Open

X

Cancel

Apply

Delete

lmgnort

» = X # Ok

Export

)]

Help
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4. With the NJSDA-Master Project by WBS layout applied, choose Tools, Report

Wizard:
E Primavera : 3570-x02-01-0618-M (010618-M-New First Avenue)
File Edit View Project Enterprise Admin  Help
T @ Time Approval...
Activities
| Top Down Estimation... bal
% B I i I = &° Reorganize Mow shift+F2 ﬂ
Projects [ -
3 " Cayout: Training | T Apply Actuals. .
Resources || | Activity Name iR Schedule ... =
gg; Level Resources... shift+F9
Reports = 010618-M Update Progress...
Last Updatec  Summarize 4
Tracking = Projecth  JobServices...
Iﬁ .- Store Period Performance... -
WBS SCC Yerifi Global Change. ..
Cc-nven.e ! Monitor Thresholds...
Activities Tra.nsm|ttc Issue Navigator...
= Project Ck
Aszignments
=l :
WPs & Docs Ohtain FOOST
| Perfom Check Project Intearity...
Expenses Obtain Recalculate Assignment Costs. ..
E. Feasibi
Thire=hold= Feasibi Set Language...
@] = Land Act MonteCarlo Analyzer
lzzues Planrir Claim Digger
] OOF &

5. Choose the option to “Use Current Screen”, click Next:
x

Report Wizard
Create or Modify Report

“ou can create a new report, or a report baged on the previous screen display(e.g., Activities,
WBS, Expenses).

To modify a report created by the wizard, go to the Reports screen, =elect the report, and click on
the Wizard button.

" Mew Report

" adity Wizard Report

@ Cancel 4 e (| mext E}DE Finish
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6. The subject area dialogue is automatically populated based upon the layout applied to

the activity screen, click next:

Report Wizard

Report Wizard

x|

Select Subject Area

Select the subject area for the report.

[~ Time Distributed Data

B, Activity Code Assignments
B, Activity Code Values
B, Activity Codes
[ Activity Notebook

Activity Past Peried Actuals
= Activity Relationships

@ Ccancel 4  Prev ‘

Click Time Distributed Data checkbox to see which information may be displayed over time.

]

“Mext P ] B Finish |

7. Click next to skip the step of adding additional subject areas:

Report Wizard

&\ Report Wizard

x|

Available Subject Areas -

BB A ctivities 3
I, Activity Code Assignments

w{fF} Activity Notebook
- Activity Past Period Actuals 1
------ Activity Resource Assignm:

(-5 Activity Resource and Rols

------ Activity Resource Assi

o] Activity Steps h
4 I | 3

@ Cancel

Select Additional Subject Areas

Select additional zubject areas to include in the report, if desired.

Selected Subject Areas
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8. Click the “Columns” button at the “Configure Selected Subject Areas” dialogue box:

x|
Report Wizard

Configure Selected Subject Areas
Configure columns, group and =ort, and fiter options for each subject area, if desired.

Selected Subject Areas | Activities

.....

Group & Sort... .
Fitter...
[~ Hide Subject Area

Note that all columns which appeared in the NJSDA-Master Project by WBS layout are

included in the report by default:

X

~ Available Options Selected Options

Percent Completes
Project Codes
Timesheet Feedback
Units

User Defined

Activity Codes - Global

Activity Steps » Original Duration

Costs Early Start

Dates 2 Bazeline Early Start (BL1 Early Start)
Durations Early Finizgh

Earned Value Baseline Early Finizh (BL1 Early Finizh)
General 1

Listz A

Multiple Float Paths W

MNumber of Activities

j 0 =
j T Apply

[ Default
&2 Edit Column...

Help

All columns included
in the layout are

automatically added to
the report
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9. Click the Available Options bar in the upper left corner, choose Group and Sort By,
List:

ﬂ Columns

i = Available Options
@t Find Cirl+F

@ Table Font and Row. ..

[ Group and Sort By

Hint Help
¥y Expand Al Cirl+Mum +
~— Collapse Al Girl-HNum - b
TS St Tran |

a1 Perrcent Comnletes

10. Highlight the “Activity % Complete” column by clicking on it once in the Available
Options screen at the left, then click the single right arrow button:

x|
Original Duration

~ Available Options
Accounting Variance
. .. aFianes ~ @  cancel
Earty Start
2 Eo Baseline Early Start (BL1 Early Start) v = Apply
Activity ID Earty Finizh

Activity Leveling Priority Baseline Early Finish (BL1 Early Finish)

Activity Rezource Assignment Count 4 } Default
Activity Status
Activity Step Count “ 2 Edit Column...
Activity Type

Actual Completed Activities
Actual Cost Help
Actual Cost

Actual Duration

Actual Expense Cost

Actual Finizh

Actual In-Progress Activities

Artual | abnr Cnst x
4 4

Selected Options

»
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Note that the Activity % Complete column is now shown in the Selected Options screen

at the left:

ﬂ Columns

~ Available Options

Selected Options |

Accounting Variance

Accounting Variance - Labor Units
Activity Count
Activity 1D
Activity Leveling Priority

Activity Resource Assignment Count
Activity Status

Activity Step Count

Activity Type

Actual Completed Activities
Actual Cost

Actual Cost

Actual Duration

Actual Expense Cost

Actual Finigh

Actual In-Progress Activities
Actual Labor Cost

A]. uall ahor linits
4

e Prora
Early Start il
Bazeline Early Start (BL1 Early Start)

Earty Finigh
Baseline Early Finizh (BL1 Early Finizh)

»
4
“

o s

= Apply

[ Default
2 Edit Column...

Help

11. Click once on the Activity % Complete column to highlight it in the Selected
Options screen at the right, then click the Down arrow on the right side of the screen:

~ Available Options

Selected Options

Accounting Variance

Accounting Variance - Labor Units
Activity Count

Activity ID

Activity Leveling Priority

Activity Resource Assignment Count
Activity Status

Activity Step Count

Activity Type

Actual Completed Activities
Actual Cost

Actual Cost

Actual Duration

Actual Expenze Cost

Actual Finigh

Actual In-Progress Activities
Actual Labor Cost

A:I. ual | ahor linits
A

| »

Activity Name

Activity % Complete

Original Duration

Earty Start

Baszeline Early Start (BL1 Early Start)
Earty Finizh

Baszeling Early Finish (BL1 Early Finish)

@

5|

Cancel

ADDU

Defaurt

El Edit Column...

Help
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12. Note that the Activity % Complete has moved below the Original Duration in the
Selected Options list, click OK:

x

+ Available Options Selected Optionz | QI‘/ g:)c-r( |
Accounting Variance -
g = [ e @ Cancel
» =

L ) L pply
Activity Leveling Priority — Baseling Early Start (BL1 Early Start)
Activity Resource Assignment Count Early Finigh
Activity Status 4 Baseline Early Finish (BL1 Early Finish) 2 Default
Activity Step Count |
Activity Type “ A Edit Column...
Actual Completed Activities
Actual Cost

Actual Cost Help
Actual Duration

Actual Expense Cost

Actual Finizh

Actual In-Progress Activities
Actual Labor Cost

Artual | abor linits x
4 4

13. Click the Next button to continue:

x|
Report Wizard

Configure Selected Subject Areas
Configure celumns, group and =ort, and fitter options for each subject area, if desired.

Selected Subject Areas | Activities

Group & Sort...
Filter...

[~ Hide Subject Area

@ Ccancel 4 pev | ﬂexl[i }J’E Finish
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14. Give the report a title, then click the “Next” button:
x|
E Report Wizard

Report Title

Add a title for your report.

—

™~
Qrﬂining Report )

@ Ccancel 4  prev { Mext i} pﬁ Finish ‘

15. Click the Run Report button:

x|
2| Report Wizard

Report Generated

Your report has been created. Click the Run Report button to previews and print the report.

Run Report...
(==

[v Format Numbers

0 Cancel {
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16. Click the “OK” button to preview your report:

X

Send Report To n,/ o 0K

{+ Print Previ |
+ Print Preview \*OJ}W/

" Directly to Printer

™ HTML File —

Field Delimiter Text Qualifier
= ASCI Text File J | J
N - -

Cutput file

| .

¥ e file swhen done

Notes

The report duplicates the NJSDA-Master Project by WBS layout, with the addition of the

Activity % Complete field to the right of the Original Duration field:

WES

Activity 10 Activity Name Original Remaining Activity % Start Finish
Duration Duration Complete

E=ast Orange - George Washington Carver Institute ES - MPS [020236)

oooot Last Updated On Z6-Feb-10 0.0d 0.0d 0% 2126410
ooooz ON HOLD - TRANSITION 0.0d 0.04d 0% a5
A0800 PRE-DESIGN 0.0d 46.0d 0% 85409 A 55ND
AlDio MJOOE Program Transmittal 0.0d 0.0d 100°% 5409 A
AlDz Feazibility Study 1.1d 0.0d 100°% S5/09 A 102509 A
AlDz0 Planning Charter 40.0d 0.04d 100°% 10609 A 12030008 A
Dewvelopmernt/Spprovalfisto Perod
Al0z0 Design Consultant Amendment 44.0d 30.0d 31820 10609 A 4300410
Al03E Procure Commizsioning Consuttant 31.0d 31.0d 0% a13010 61510
(ON HOLD)
AlDFT Commissioning Agent (CxA) NTP 0.0d 0.0d 0% 615410
AN HOIMY
AlDza DESIGH 440.0d 440.0d 0% 843410 1441z
A040 Design NTP 0.0d 0.0d 0% S5HD
A1050 Program/Concept Phase a0.0d a0.0d 0% S50 82310
A1060 Review - Program/Concept 10.0d 10.0d 0% /2310 asnn
A1070 Prepare Initial Project Charter 20.0d 20.0d 0% amin 1044410
A10E0 Schematic Design Phasze T0.0d v0.0d 0% 10/4010 11011
A1000 Review - Schematic Design 10.0d 10.0d 0% 11011 1241
A0 Design Development Phase a0.0d 80.0d 0% 172411 a16M11
A0 Rewiew - Design Dewvelopment 10.0d 10.0d 0% 1611 A130011
() Pimawera Systems, Inc. Page 1 of 58
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17. Click the “X” button in the upper right corner of the print preview dialogue window

to close the print preview:
=

v-07 09:58

18. Click the Next button to continue:
x|
aN{ Report Wizard

Report Generated

our report has been created. Click the Run Report button to preview and print the report.

¥ Format Numbers

@ Ccancel 4 Prev M| Bl Finish

19. Click the Save Report button:
x|

Report Wizard

Congratulations
If you =ave your repert, you can rerun it later from the Reports screen, otherwize, it will be lost.

Save Report |

0 Cancel { Prev ‘ Hext
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20. Click OK to acknowledge that this report has been saved:

Primavera

@ The report was saved as Training Report.

21. Click finish to close the Report Wizard:

Report Wizard x|
Report Wizard

Congratulations
If you save your repert, you can rerun it later from the Reports =creen, otherwise, it will be lost.

Save Report

@ cancel 4 prev ‘ Next

Note: Reports created using the Report Wizard will only be visible to the user who

created them. Users cannot modify or delete predefined reports.

Page 49
Updated: March 2010



Closing Projects

Choosing to open another project will automatically close the project that you are
currently working with.  To close a project without opening another, use the Close All
command.

1. In the File menu, click Close All
22 Primavera : 3530-N03-03-0278-M (030278-M-K Center 3)

ﬂ Page Setup... f
S5 print Setu |sic WES Layout
S PNt Selp... Activity Name or

Print Preview

& Print... Cirl+P
Project Architect... Last Updated Date

& 1mport... N03-03-0278-M.Proj...

A Export... DOE Trangmittal Received

0 send Project... SCC Verifies Data-Enters. .
Chedk In... Convene Project Team
Chedk Out... Transmittal of Preliminary ...
Select Project Portfolio.. . Project Charter Approved

B commit Changes F10 N03-03-0278-M.Pre-...

| L MOS-03-0278-M Pre Co f

2. When prompted, click Yes:

@ Are you sure you want to close this project?
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