Chapter 1

Getting Started with
Primavera P6

Learning Objectives

After completing this chapter, you will be able to:
* Understand the basics of project management
* Understand the need of project management
* Understand project planning

* Start Primavera P6

* Understand interface screen of Primavera P6
* Understand workspace

* Set the user and admin preferences

¢ Create a new project

* Open a project

* Export and Import a project

* Close project
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INTRODUCTION TO PRIMAVERA P6

Primavera P6 is a high end project management software which provides enterprise -wide solution.
It helps in reducing costs, delivering the project on the projected time by streamlining, and
coordinating with the management level changes. This software optimizes the overall resources
so that the project runs efficiently no matter how big the size of the project is. It is designed to
manage a large number of projects at a time to fulfill the project management requirements in
an organization.

By using Primavera P6, one can simultaneously plan major project strategies and control the
minute details to finish the project. The resources will be used eftectively and productively.

In this chapter, you will be introduced to Primavera P6. Also, you will learn to navigate in this
software and to customize and save screen layouts. With the completion of this chapter, you will
be able to comfortably navigate through the Oracle Primavera P6 v7.0 and to customize the
interface to suit your project needs.

BASIC FEATURES OF PRIMAVERA P6

Primavera P6 features a wide range of project management methodologies. These methodologies
are briefly discussed below.

* Centralized Project Repository
Primavera P6 offers flexibility for determining who will access a project from all projects in a
centralized database.

* Enterprise Project Structure & Codes
Enterprise Project Structure (EPS) helps to create a hierarchical structure for the projects based
on the requirements of an organization.

* Cross Project Analysis and Reporting

You can easily and quickly create cross-project dependencies and can determine how projects
affect one another. You can also determine whether the resources are under or over allocated
across projects.

* CPM Scheduling

Primavera P6 provides Critical Path Method (CPM) scheduling using the activities and
relationships between activities and calendars to maintain a project schedule. It identifies the
critical activities that affect the completion of the project.

* Float Path Analysis
Float Path Analysis identifies all the critical paths within a project to avoid potential delays. It
also helps in visualizing the activity’s importance.

* Cross Project Dependencies
It helps in monitoring the overall critical path of activities and minimizes the risk of multiple
parties working together.
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* Resource Allocation
Primavera P6 tracks labor, material, equipment, and expenses needed for the activities.

* ERP or Accounting Integration
Primavera allows integration with ERP or accounting system so that the schedule and cost
information can be shared.

* Resource Leveling
It helps to ensure that sufficient resources are available to perform the activities in the project plan.

* Baseline Management
Unlimited versions of the schedules, resources, and costs can be stored to compare how the
project progresses with reference to the original plan.

* Project Reports
In the Primavera P6, you can generate predefined and customized reports for a project.

CONCEPT AND NEED OF PROJECT MANAGEMENT

In simple terms, project management is the process of achieving set goals within the specified
time, budget, and other resources. It helps to get maximum out of the available resources
like manpower, money, materials, facilities, information, and many more. This process helps
management or teams in an organization to plan, execute, and complete tasks on specific date
or time and within a limited budget.

Following are three stages or phases of project management:
1. Planning

2. Controlling

3. Managing

PLANNING PROJECTS

Project planning is a part of project management related to the use of schedules, such as Gantt
charts, that help to plan and manage projects in the project environment. While planning a
project, first the scope of the project is defined by the duration of various tasks necessary to
complete the work. These tasks are listed and grouped in Work Breakdown Structure. The
duration of tasks is often estimated through an average of optimistic, normal, and pessimistic
cases.

Second, the resources necessary for the given project can be estimated and the costs of activities
can be calculated according to the resources assigned to those activities to get the total project
cost. The project is then optimized to achieve the balance between the resource usage and project
duration to comply with the objectives. This phase of project planning is followed by project
schedule, and project management plan.
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Purpose of Planning
The purpose of project planning is to achieve project objectives and to predict which activities
and resources are critical for timely completion of the project. Therefore, planning helps in
making strategies to attain the desired goals and thus ensuring that the project will be delivered
on time and within the budget.

Planning helps in identifying the total scope of project and the resources to perform the work.
It helps to optimize the resources according to the project needs. It also helps to identify the
risks, plan to minimize them, and then set priorities of the project according to the risk. It also
helps to provide a baseline plan based on which the progress of the project is measured.

Planning Cycle

When constructing a building, one of the first steps is to lay foundation. Similarly, before
building-up projects using the Project Management module, one has to start from the foundation
to be laid in the construction of Enterprise Project Structure. Figure 1-1 shows the flow chart
of project planning.

Determine Scope 5  Determine Project Compare progress
Of Work Cost > and cost
¥ l ¥
Determine Project Determine Evaluate
Duration Performance output Performance
¥ v ¥
Determine Establish Baseline Analyze and
Available Resources Schedule Recommend action
¥ v
Determine Track Progress and
distribution of work work schedule
effort

Figure 1-1 Flow chart of the project planning

The following steps are the detailed description of project planning using the Primavera P6
module.

* Establish Goals: The first step of the planning process is to identify and establish goals. The
next step is to get the detailed information of goals including the reasons for the selection and
the anticipated outcomes of the projects.
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* Established Goals to be achieved by Organization: The Organizational Breakdown
Structure (OBS) represents the hierarchical arrangement of the company management to fulfill
the established needs. The OBS should be structured in such a way that each task in the Work
Breakdown Structure (WBS) must be assigned to a person or committee. The OBS displays
organizational relationships between the employees of an organization and according to that
helps in assigning work resources in a project to the employees.

Each goal should have tasks or projects associated with its achievement. To achieve the goals,
most useful and important structure for a project is the WBS. The WBS is continuation to the
EPS for an individual projects in an organization. WBS can be identified as breaking down
complex projects into simpler, manageable, and interrelated tasks. A good work breakdown
structure encourages a systematic planning process that covers all the key elements in a project
and simplifies the project into manageable units. A WBS is used as a road map for planning,
monitoring, and managing all the elements of a project such as scope of work, cost and time
estimation, resource allocation and scheduling, productivity and many a more.

* Identifying Resources: EPS is the hierarchical arrangements of the projects. It helps
in managing multiple projects from higher to individual level and thereby facilitates the
performance of specific tasks in an organization.

* Prioritize Goals and Tasks: Prioritizing goals and tasks process is to arrange goals or tasks
in terms of their importance. The most important tasks will be theoretically and practically
approached and completed first.

* Goals Assigned to Resources: Each goal has some financial and human resource requirements
associated with it. To achieve the goals, certain resources are required to be assigned. In Primavera
P6, Resources Breakdown Structure (RBS) is an hierarchical structure of resources which are
needed to accomplish the objectives of project. It is logical and useful classification of resources
that can be used to optimize resource utilization.

* Create Assignments and Baselines: As the projects are prioritized, it is required to establish
baselines for completing associated tasks and assign resources to complete them. This portion
of the management planning process should consider the abilities of the staff members and the
time necessary to complete the assignments.

* Tracking the Project’s Progress: A management planning process includes a strategy for
evaluating the progress toward goal completion throughout an established time period. To
evaluate the progress of a project, you need to keep a track of it.

CONTROLLING PROJECTS

Project control processes are performed to observe the project execution so that problems can
be timely identified and corrective action can be taken, when necessary, to control the execution
of the project. Project control includes measuring the ongoing project activities, monitoring
the project variables such as cost, effort, scope and identifying the corrective actions to address
risks and issues.
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MANAGING PROJECTS

Project management is done by the Project Manager responsible for accomplishing the stated
project objectives. Project management includes development of the project plan, managing
project stakeholders, managing communication, managing project team, managing project
risk, managing project schedule, managing project budget, managing project conflicts, and
managing project delivery. Project Management depends upon the industry type, size, maturity,
and culture of the company.

STARTING PRIMAVERA P6

Planning is an integral part in managing a project. Primavera P6 is a planning software that
makes this activity an easier task. To start with Primavera P6, choose Start > All Programs >
Oracle - Primavera P6 > Project Management (for Windows 7); the Primavera P6 v7.0 will
open with the Login to Primavera P6 dialog box, as shown in Figure 1-2. By default the login
name is displayed in the Login Name edit box. To login to Primavera P6, enter password in the
Password edit box and then choose the OK button. By default, the login name and password
to enter into primavera is admin.

Legin to Primavera PG

Login Name | o oK |
ami

IE el 0 Cancel

Pazswaord

Il Help

Database

IPI.'IDB J

Figure 1-2 The Login to Primavera P6 dialog box

A PMDB database is already created for primavera to work in the specified database. Create
your own database by using the Browse button from the Database edit box. When you choose
this button, the Edit Database Connections dialog box will be displayed, as shown in Figure 1-3.

E Edit Database Connections @

Available Databases
PMDB
Project Management_1 0 Cancel

O Add...
b4 Delete
'  Configure...
Type: SOLServer
Details: CADCIMPRIMAWERA: pmdbSprimavera Help

Figure 1-3 The Edit Database Connections dialog box
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In this dialog box, select the required database from the Available Databases list box or continue
working on the standalone primavera with predefined database. You can add more database to
the primavera. To do so, choose the Add button from the Command bar of the dialog box; the
Database Configuration wizard with the Select or Create Alias page will be displayed. Enter
the required values in the page and keep choosing the Next button until you create your own
database. As you finish creating database, choose the Finish button in this wizard. After specifying
the database, choose the OK button in the Login to Primavera P6 dialog box; the Primavera
P6 user interface with the Home window will be displayed, refer to Figure 1-4.

Enterprise Data

‘ o Proicts ‘: BhAR oo

=

raeciDats \

e E

WBS Activities. WWPs &Docs

[Portfolio: Al Projects [User: admin  Data Date: 30-Nov-13 \Access Mode: Shared  [Baseline: Improvement of GLMB -B1 4

Figure 1-4 The Primavera P6 interface with the Home window

USER INTERFACE SCREEN

The Primavera P6 interface with the Home window consists of Directory bar, menubar,
Navigation Bar, and Status bar. You can hide and unhide these options using the toolbar. To
hide any of the toolbars, choose View > Toolbars, refer to Figure 1-5 and then clear the check
mark corresponding to the toolbar name that you want to hide in the Home screen.

File Edit

Project Enterprise Tools Admin  Help

v Mavigation Bar
Mavigation Bar Button Text

‘ Back

} Forward

v
v Directory

& Home v Directory Button Text
L's
v
L's

Command Bar Button Text

Activity Toolbar
Status Bar

E
Figure 1-5 Options to hide or unhide a toolbar
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Directory Bar
The buttons of the Directory bar help in displaying the windows quickly. The buttons in the
Directory bar are described next.

Evaluation Copy. Do not reproduce. For information visit www.cadcim.com

Buttons

Description

Projects

Projects tab displays the Project window to review the Enterprise Project
Structure (EPS) and allows to work on individual project.

Resources

Displays the Resources window. It helps to add and modity the
organization resources.

Reports

Displays the Reports window which helps to create, run, edit, and
delete project reports globally. You can also export and import the
project reports.

Tracking

Displays the Tracking window which helps in monitoring the progress
of projects.

WBS

Displays the Work Breakdown Structure window. This window helps
in creating the work breakdown of the created projects.

Activities

Displays the Activities window in which you can create, edit, and modify
the activities of an open project.

Assignments

Displays the Resources Assignments window to view all the resource
assignments of opened projects. You can view, add, and delete the
resources assigned to the activities.

WPs & Docs

Displays the Work Products and Documents window which helps to
maintain work products and document records of the opened projects.

Expenses

Displays the Project Expenses window to work with all the expense
items for the open project.

Thresholds

Displays the Project Thresholds window to calculate the estimated
threshold for each activity in an open project.

Issues

Displays the Project Issues window which helps to add, edit, or delete
project related issues.

Risks

Displays the Project Risks window which helps to calculate risks for
the project.

Navigation Bar

The tools in the Navigation Bar, as shown in Figure 1-6 help to hide and unhide the Directory
bar. It also provides access to the help file for the current window. The tools in the Navigation
Bar are briefly described next.
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Tool Description

Back Displays the last window opened by the user.

Forward Displays the next window with a series of windows. Forward button is
enabled only when you use the Back button to move to the next
window.

Home Displays the Home window.

Directory bar Hide and unhide the Directory bar.

Help Displays the Help window.

4 Y,
Back e
Figure 1-6 The tools in the Navigation Bar
Menubar

The menubar contains drop-down menus which are used to access functions like creating and
opening project, setting user preferences, and so on. The menubar also helps to hide and unhide
the toolbars. It also helps to access project activities, create WBS, EPS, OBS, and access the help
file from the menubar. The menu of the menubar are briefly described next.

Menu Description

File It helps to open existing project or create new projects and also
allows to print, import and export the project.

Edit It helps to cut, copy, and paste the project and also helps in setting
the user preferences.

View It helps in the formatting of the projects.

Project It includes all the elements of project such as activities, resource
assignments, and WBS. It helps in creating WBS or activities and
also enables users to enter into project risks and thresholds.

Enterprise It helps in creating EPS, OBS, tracking projects, and arranging
calendars.

Tools It helps to generate reports and monitor thresholds.

Admin It helps in the admin services.

Help It allows to access the help content of primavera.
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Command Bar

The Command bar is displayed at the right side when a project is opened. The Command bar
displays the command to add a new project or activity, delete an existing project or activity and
SO on.

Status Bar

The Status bar is located at the bottom of the Project screen which describes the status of an
opened project.

WORKSPACE

In the user interface, you can select any of the tabs to display the corresponding layout. The
workspace of each window will display the menubar, Directory bar, Toolbar, Command bar and
its detailed table. For example, if you choose the Activities tab from the Directory bar; the
Activities window will be displayed, as shown in Figure 1-7.
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Figure 1-7 The Activities window with the details of the window

The Details table in the window displays the details of the opened window. You can enter general
information, status, summary, comments, and so on related to the corresponding window in
the table.

SETTING USER PREFERENCES

In Primavera, you can set user preferences as required. For example, indicate the format for
displaying time units and dates, specify the currency to be used for viewing costs, and set startup
display preferences. To set the user preferences, choose the User Preferences option from the
Edit menu; the User Preferences dialog box will be displayed. This User Preferences dialog
box is divided into ten tabs: Time Units, Dates, Currency, E-mail, Assistance, Application,
Password, Resource Analysis, Calculations, and Startup Filters. The description of these tabs
are given next.



Getting Started with Primavera P6 1-11

Time Units Tab

The Time Units tab, as shown in Figure 1-8 allows you to define the time scale and to set the
format that you want to use while displaying small and large-scale time units. It also allows to track
layouts, set duration of activities, set resource prices, check availability, and display work efforts.

User Preferences @I
CoodrE Units Format
Dates Unit of Time Sub-unit Decimals

Currency |HDIJr ﬂ r 2 -

E-tlal [~ Show Unit label Example [40.50

Assistance

Application Durations Format

Password Unit of Time Sub-unit Decimals
Day ~ 0 =

Besource Analysis

Calculations [~ Show Duration label Example |10

Startup Fitters

Units/Time Format

Resource Units/Time can be shown as a percentage or as
units per duration

(" Show as a percentage (50%)
(¢ Show as units/duration (4hid)

Help @ Close

Figure 1-8 The User Preferences dialog box with the Time Units tab displayed

In the Units Format area, set the time unit in the Unit of Time drop-down list. If you want to
include the next smallest time interval, select the Show Unit label check box. On doing so,
the Sub-unit check box will be enabled. Select the Sub-unit check box to display the time with
primary and secondary units. For example, if you select Hour in the Unit of Time drop-down list,
the Sub-unit edit box will display Minutes. In the Decimals drop-down list, select the number
of decimal places you want to include in the time unit value.

In the Durations Format area, select an option for the unit from the Unit of Time drop-down
list. To enable the Sub-unit edit box, select the Show Duration label check box. In the Decimals
drop-down list, select the number of decimal places to display the activity duration value.

In the Units/Time Format area, select the Show as a percentage(50%) radio button to display
the resources units/time as percentage. To display the resources units/time as a unit duration
value, select the Show as units/duration radio button.
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Dates Tab

The Dates tab, as shown in Figure 1-9 allows to change the date and time format as desired.

User Preferences @I
Lz dre Date Format Options

Dates " Month, Day, Year

4-digit year
Currency {* Day, Month, ear

Month name
E-Mail (" ear, Month, Day

- Leading zeroes
Assistance

-
v
[v

Application Sgparator - =

Password

Besource Analysis

Calculations.

Startup Fitters

Time
" 12 hour (1:30 PM})
" 24 hour (13:30)

(¢ Do not show time

=

Sample

15-Sep-14

Close

Figure 1-9 The User Preferences dialog box with the Dates tab chosen

In the Data Format area, select the radio button corresponding to the date format you want to
use. Similarly, select the required radio button of the time format from the Time area. In the
Time area, the Show minutes check box will be enabled only when you choose a radio button
corresponding to time. Select the check boxes in the Options area to indicate how the selected
date format should appear. In the Separator edit box of the Options area, select the character
you want to use for distinguishing date, month and year.

Currency Tab

The Currency tab, as shown in Figure 1-10, allows you to select a currency for viewing monetary
values. To edit the monetary values, choose the Browse button from the Select a currency for
viewing monetary values edit box; the Select Currency dialog box will be displayed. In the
Select Currency dialog box, select the desired currency and choose the Select button; &g
the currency is assigned to the project and the Select Currency dialog box is closed and

the User Preferences dialog box is displayed. The Show currency symbol and Show decimal
digits check boxes are selected by default to display the currency symbol and decimal digit in
the project.
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User Preferences @
s s Currency Options |
Dates

Select a currency for viewing monetary values
Currency
E-Mail Ilndian Rupee _I
Aszsistance
Applcation |7 Show currency symbol Rs
Password W Show decimal digits 0.00
Besource Analysis
Calculations.
Startup Fitters

Help ‘ @ Close

Figure 1-10 The User Preferences dialog box with the Currency tab chosen

E-mail Tab

The E-mail tab allows to enter the e-mail setting, as shown in Figure 1-11. It helps in specifying
the mail protocol for an application e-mail. Select the type of protocol from the E-mail Protocol
drop-down list. The module supports both the MAPI (Messaging Application Interface) and
SMTP (Internet). By default, the Internet option is selected in the E-mail Protocol drop-down
list and the Mail Configuration area is enabled. In the Outgoing Mail Server (SMTP) edit box,
enter either the fully qualified domain name of the Internet mail server or its IP address. In
the User E-Mail Address edit box, type the Internet mail address for the user from whom the
mail will be sent. If you select the MAPI option from the E-mail Protocol drop-down list; the
Mail Server Login area will be enabled. In the Mail Server Login area, enter the user profile
name in the Profile Name edit box or retain the default set value. You can set the password for
the user by choosing the Password button.
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User Preferences

Time Units.

E-mail Protocol |
Dates ) ; - ;

Specify the mail protocel for application e-mail.
Currency

E-mail Protocol -

E-Mail
e Mail Server Login
Application s
Password
Besource Analysis
Calculations.
Startup Fitters

Mail Configuration

Outgoing Mail Server (SMTP)

User E-mail Address

Help ‘ @ Close

Figure 1-11 The User Preferences dialog box with the E-mail tab chosen

Assistance Tab

The Assistance tab, refer to Figure 1-12, allows to use wizards instead of standard dialog boxes.
Wizards guide you through necessary steps to complete a function. As you become comfortable
in adding resources and activities, you can easily add them and do not need the directions.
Select the check boxes in the Wizards area to display the New Resource Wizard for adding a
new resource, and the New Activity Wizard wizard for adding a new activity in their respective

windows.
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User Preferences @
ol Wizards
Dates . . . A
= Would you like to use wizards when adding new activities and
Currency resources?
E-Mail
Aszsistance
-~ ¥ Use New Resource Wizard
Application
Password ¥ Use New Activity Wizard

Besource Analysis

Calculations

Startup Filters.

Help @ Cloze

Figure 1-12 The User Preferences dialog box with the Assistance tab chosen

Application Tab

The Application tab allows you to customize startup window, and also enables you to trace the
internal function to log file. You can set options for grouping and sorting. In the Columns area,
you can set the financial periods to be viewed in columns. In the Startup Window area, select
the options for the window that you wish to display each time you start the module, from the
Application Startup Window drop-down list. Select the Show the Issue Navigator dialog at
startup and Show the Welcome dialog at startup check boxes to display the Issue Navigator
and Welcome dialog boxes at the startup, respectively. The Issue Navigator dialog box, contains
outstanding issues that are generated based on your present thresholds. The Welcome dialog
box enables you to choose to create a new project, open an existing project, open the last project
opened in your previous session, and display global data only.

In the Grouping and Sorting area, you can enable or disable the ID/Code or Name/Description
edit box by selecting or clearing the corresponding check boxes. In the Columns area, choose
the Browse button to assign a range of financial periods to be viewed in columns.
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Password Tab
The Password tab allows you to change the password of the current application. To change the
password, choose the Password button; the Change Password dialog box will be displayed. In
this dialog box, enter a new password and then confirm the password. Next, choose the OK
button; the Primavera P6 message box will be displayed informing you that password has been
changed successfully.

Resource Analysis Tab

The Resource Analysis tab, refer to Figure 1-13 allows you to specify to be shown in the resource
usage spreadsheet and the dates and time interval to be used to calculate time-distributed data
for resource spreadsheets and profiles.

User Preferences @
e All Projects
Dates . -
= When All Projects are shown in the Resource Usage Profile and
Currency Spreadsheet, all opened projects are included as well as the closed
— projects specified below.
E-Mail

" All closed projects (except what-if projects)

FEFIETES ™ All closed projects with a leveling priority

Application equalhigher than |1 =

Password (¢ Opened projects only

Resource Analysis N o
Time-Distributed Data

Calculati
BT In the Resource Usage Profile and Spreadsheet, dizplay

Startup Fitters time-distributed Remaining Early data using

(¢ Remaining Early dates

(" Forecast dates

Interval for time-distributed resource Day =
calculations:

Dizplay the Role Limit based on

(™ Custom role limit

(# Calculated primary resources’ limit

Close

Figure 1-13 The User Preferences dialog box with the Resource Analysis tab chosen

In the All Projects area, you can select any one of the radio buttons to define the projects you
want to be displayed in the resources usage profile and spreadsheet. In the Time-Distributed
Data area, select a starting point for calculating remaining units and costs to be displayed in
the Resource Usage Profiles, the Resource Usage Spreadsheet, tracking layouts, and Primavera
Web application charts. To show the remaining values, select the Remaining Early dates radio
button to calculate values based on remaining start/finish dates. To show remaining values,
choose the Forecast dates radio button to calculate values based on forecasted start/finish dates.
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Next, select an interval from the Interval for time-distributed resource calculations drop-down
list at which the live resource and cost calculations are performed for Resource Usage Profiles
and Resource Usage Spreadsheet.

Calculations Tab

The Calculations tab, refer to Figure 1-14, allows you to allocate cost and units on adding and
deleting multiple project resources. It also enables you to specify how to calculate remaining
values when new resource assignments are added or removed from activities. You can also choose
the default behavior when replacing a resource/role on an existing activity assignment with a
different resource/role.

User Preferences @
Time Units -
— Resource Assignments
Dates When adding or removing multiple resource assignments on
activities
Currency
E-Mail i+ Preserve the Units, Duration, and Units/Time for existing assignments
Assistance
" Recalculate the Units, Duration, and Units/Time for existing
Application asszignments based on the activity Duration Tvpe
Password
Resource Analysis Assignment Staffing
Calculations When assigning a resource to an existing activity assignment:
Startup Fitters " Always use the new resources Units per Time and Overtime factor

" Always use current azsignment's Units per Time and Owvertime factor
+ Ask me to select each time | azsign
When a resource and role share an activity assignment:

" Always use resource’s Price per Unit
(" Always use role's Price per Unit

{+  Ask me to select each time | assign

@ Close

Figure 1-14 The User Preferences dialog box with the Calculations tab chosen

In the Resource Assignments area, select the Preserve the Units, Duration, and Units/Time for
existing assignments radio button for units, duration and units/time to remain constant even if
new resource assignments are added to existing projects. To recalculate the units, duration and
units/time for existing assignments or for newly added assignments then select the Recalculate
the Units, Duration, and Units/Time for existing assignments based on the activity Duration
Type radio button. When replacing a resource on an existing activity assignment, you can choose
to always use the units/time and overtime factor of the new resource. You can also specify the unit/
time and overtime factor you want to use each time. When assigning a resource to an existing
role, you can choose to always use the price/unit of the resource or role.

Evaluation Copy. Do not reproduce. For information visit www.cadcim.com



Evaluation Copy. Do not reproduce. For information visit www.cadcim.com

1-18 Exploring Oracle Primavera P6 v7.0

Startup Filters Tab

The Startup Filters tab contains the default filters to start the Primavera P6 application. You
can choose this tab to view the data related to current projects or all the data in the database.
These filters can reduce the time taken in opening projects.

SETTING ADMIN PREFERENCES

The admin preference settings established by the project controller are required to make specific
changes in a project. To specify the admin settings, select the Admin Preferences option from
the Admin menu; the Admin Preferences dialog box will be displayed, refer to Figure 1-15.
This dialog box consists of nine tabs: General, Timesheets, Data Limits, ID Lengths, Time
Periods, Earned Value, Reports, Options, and Rate Types.

. ™
Admin Preferences l&]
EETEE Code Separator
Timesheets ; . .
- Specify the character for separating concatenated codes. It is also the default WBS
Data Limits code separator for new projects.
I Lengths
Time Pericds Code Separator !
Earned Walue
Starting Day of Week
Beporis
Specify the starting day of the week for calendars.
Options
Rate Types
First day of week Sunday j
Activity Duration
Specify the default duration for new activities.
Default Duration 1
Password Policy
The Paszword Policy requires a minimurm length of 8 characters and at least one
number and one letter in a users password.
[~ Enable passwaord policy
Help @ Close
W A

Figure 1-15 The Admin Preferences dialog box with the General tab chosen

General Tab

In the General tab, you can specify general options, such as the weekday from which the calendar
week begins. You can change the character used to separate hierarchy levels in resource, project,
activity codes, roles, cost accounts, and WBS elements. You can also change the default duration
of activities.
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Timesheets Tab

In the Timesheets tab, specify different options for the timesheet module. You can select the
check box corresponding to the required options in the General Settings area. In the Timesheet
Approval Level area, you can select any of the options to approve the timesheet filled during
project completion. Primavera accepts the settings as made by project controller.

Data Limits Tab

The Data Limits tab enables you to specify the maximum number of levels for hierarchical
structures. You can also specify the maximum number of baselines and activity codes that can
be included in a project.

ID Lengths Tab

The ID Lengths tab enables you to set the number of characters to be displayed as ID or Code
such as Project ID, WBS Code, Resource ID, Activity ID, Cost Account ID, and so on at each
tree level.

Time Periods Tab

In the Time Periods tab, you can set the number of work hours such as Hours/Day, Hours/
Week, Hours/Month, or Hours/Year. You can also specify abbreviations for displaying minutes,
hours, days, weeks, months, and years.

Earned Value Tab
In the Earned Value tab, you can change the default earned value settings. You can also change
the settings for computing the techniques of budget estimation.

Reports Tab

In the Reports tab, you can make settings for the display of reports. Using this tab, you can
define the sets to display the reports. It can be displayed in first set, second set, and third set
with the header, footer, and custom label for reports.

Options Tab

In the Options tab, you can specify the time interval on which cost and quantity summaries
should be calculated for Resource Usage Spreadsheet and Activity Usage Spreadsheet. You can
also make settings by selecting the Allow use of Project Architect check box to access whether
users can access methodologies to add activities or create new projects using Project Architect.

Rate Types Tab

The Rate Types tab enables to specify the resources and roles rate types.

CREATING A NEW PROJECT

A project can be defined as a set of planned interrelated tasks to be executed over a fixed period
of time and within certain cost and limitations. In Primavera P6, there are existing sample
projects that can be used as a reference or you can create your own project.
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WBS is defined as Work Breakdown Structure which is a hierarchical arrangement of deliverables
produced during or by a project. WBS allows you to divide a project into meaningful and logical
pieces for the purpose of planning and control.

The projects are created under EPS (Enterprise Project Structure). To create a new project, choose
the New option from the File menu; the Create a New Project wizard will be displayed. In this
dialog box, choose the Browse button corresponding to the Select EPS edit box and select the
EPS under which you want to create the project.

OPENING A PROJECT

You can open a project by choosing the Open option from the File menu. When you choose this
option, the Open Project dialog box will be displayed, refer to Figure 1-16. In this dialog box,
expand the projects node to view the complete project. From the displayed list, select a project
and choose the Open button to open the existing project.

E Open Project @
Select Project Fortfolio K@ AllProjects |
~ Display 0 Cancel

Project ID Project Name

= 4 New Road Project New Road Project
3 Maytas Project I aptas Project

= 4 Project Leads In Business Developme

~
L |z Users...

Help

[Z3 Mational Properties Proposed 8 Story Midrise [CHM AL Risk)
[E3 Big Box Retail Mew Office Depot Store

[Z3 Retal Restaurant Out Parcel Restaurant [King of Prussia,
=3 DFC[P-1 to P-7) Dedicated freight Comdor

[Z3 Hoszpital Building Shalimar Bagh Haospital Building Shalirar Bagh
E3 DIAL Schedule 081212 DlAL Schedule 081212
GIMB Road -37 K.Ms
=3 Glbm road-1 Improvement of GLMB
=3 COM Building Construcitan

=3 COmA Building Canstrucitot 3
4 |l 2

Access Mode

" Exclusive {* Shared " Read Only

Figure 1-16 The Open Project dialog box

EXPORTING A PROJECT

You can export a project and save it for further use. To export a project, choose the Export
option available in the File menu; the Export dialog box with the Export Format page will be
displayed, as shown in Figure 1-17.



Getting Started with Primavera P6

1-21

Export Format

Select the export format.

= Primavera PM / MM - (XER} IT.D or later vI
{~ Primavera Contractor - (XER) IG.'I or later vI

" Primawvera PM - (XML)

i~ Spreadsheet - (XL5)

= Primavera Project Planner - (P3)

" Microsoft Project IXMLEDDEJS vl
@ cancel 4 P | Next >| B

Figure 1-17 The Export dialog box with the Export Format page

In this dialog box, select the required radio button to set the format in which you want to export
the file. Then, choose the Next button; the Export Type page will be displayed, as shown in

Figure 1-18.

Export @

Export Type

Select the type of data to export.

* Project
{~ Resource Only
" Role Only

@ Ccancel 4 Prev | Next P | B

Figure 1-18 The Export dialog box with the Export Type page

In this page, select the type of data that you want to export by selecting the Project, Resource
Only, or Role Only radio button. On selecting the Project radio button, the complete project
will be exported. The Resource Only radio button allows you to export the resources of the open
project. You can select the Role Only radio button to export the roles of the opened project. Now,
choose the Next button; the Projects To Export page will be displayed, as shown in Figure 1-19.
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Export
Export

Open Projects

Projects To Export

The projects listed below are open and can be exported.

Export Project ID

@ cancel

Project Name

Home Construction

4 prev | Next )|E |

Figure 1-19 The Export dialog box with the Projects To Export page

In this page, you can view the opened projects that are to be exported as a file. Choose the Next
button; the File Name page will be displayed, as shown in Figure 1-20. In this page, you can
choose the Browse button corresponding to the File Name edit box.

Export

File Name

What is the name of the xer file?

File Hame

KAc08\c08_CONS_HOME_tut02 xer

0 Cancel

Figure 1-20 The Export dialog box with the File Name page

On doing so, the Save File dialog box will be displayed, as shown in Figure 1-21. In this dialog
box, browse to the folder where you want to save the opened file and then choose the OK button;
the Save File dialog box will be closed. Now choose the Finish button the export process will start
and then the Primavera P6 message box will be displayed, as shown in Figure 1-22, informing
that the export was successful. Choose the OK button; the file will be exported and the export
dialog box will be closed.
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E Save File
Sa\rein:l ., FM j & & of B
= MName = Date modified Type
Places Mo iterns match your search.
Desktop
Libraries
A
Computer
-
e
Network
4| [ | 3
File name: |c06_CONS_HOME _tut02.xer =l Save |
Save as type: IXEH Files {"xer) j Cancel |

Figure 1-21 The Save File dialog box

Primawvera P&

@ The export was successful

Figure 1-22 The Primavera P6 message box

IMPORTING A PROJECT

To save time, you can import primavera files to the module. To import a project, Enterprise
Project Structure (EPS) should be in the Projects window under which the project will be
imported. Now, select the Import option from the File menu; the Import dialog box with the
Import Format page will be displayed, as shown in Figure 1-23.
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In this dialog box, select the desired radio button for the file format that you want to import.
Now, choose the Next button; the Import Type page will be displayed, as shown in Figure 1-24.

Import @

Import Format
Select the import format.

{+ Primavera PM / MM - (XER}:

" Primavera PM - (ML)
(" Spreadsheet - (XLS)
(" Primavera Project Planner - (P3)

(" Microsoft Project  |xmL

@ cancel Next

Figure 1-23 The Import dialog box with the Import Format page

Import @

Import Type

Select the type of data to import.

{* Project
" Resource Only

" Role Onhy

@ cancel 4  prev Next P

Figure 1-24 The Import dialog box with the Import Type page

In this page, select the radio button corresponding to the type of data you want to import in a
project. The data types can be a project, resource or role only. After making the selection, choose
the Next button; the File Name page will be displayed. In this page, browse to the .xer format
file by choosing the Browse button corresponding to the File Name edit box; the Select Import
File dialog box will be displayed. In this dialog box, browse to the location where the file is saved
and then choose the Open button; the path of the file will be displayed in the File Name edit
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box. Choose the Next button; the Import Project Options page will be displayed, as shown in
Figure 1-25. This page will allow you to find the project that is to be imported.

Import

Import Project Options

The project(s) listed in the grid below are found in your import file. If the same project(s) already
existz (bazed on Project ID) in the database, the Match checkbox will be selected. Pleaze select
an Import Action and an Import To destination, where applicable.

Project ID Match | Impeort Action Import To |
S5 CD00720 | Create New Project Health Care _I

0 Cancel { Prev | HNext }| E Finigh |

Figure 1-25 The Import dialog box with the Import Project
Options page

Choose the Browse button under the Import To column; the Select Project dialog box will be
displayed. In this dialog box, select the project that you want to import and then choose the
Select button; the selected project will be assigned under the Import To column. Now, choose
the Next button; the Update Project Options page will be displayed, as shown in Figure 1-26.

Import

Update Project Options

Import configurations of update options may be saved and reused. These define the action to
take when imported data (e.g., resources, activities) conflict with existing data. Please choose
which layout configuration to use during the import. You may alsoc Add, Remove or Modify a
layout.

Use Layout Hame

®' ‘Yes Default Configuration

B4  Remove | || Modify... |

0 Cancel { Prev | HNext }| E Finigh |

Figure 1-26 The Import dialog box with the Update Project
Options page
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In this page, you can add, modify, or remove the layout that is created in a project. To add a
new layout, choose the Add button to make changes in the layout and name it accordingly. Once
the modifications are done, choose the Next button; the Finish page will be displayed and will
inform that you are ready to import the file, as shown in Figure 1-27. Choose the Finish button;
the import process will start and the Primavera P6 message box will be displayed informing
you that the import was successful. Choose the OK button; the Primavera P6 message box will
be closed and the project will be imported.

Import @

Finish

You are ready to import. To begin, click the Finish button.

0 Cancel { Prev

Figure 1-27 The Import dialog box with the Finish page

Self Evaluation Test

Answer the following questions and then compare them to those given at the end of this
chapter:

1. In which of the following menus, the User Defined Fields option appears?

(a) File (b) Edit
(c) Enterprise (d) Tool

2. Which of the following tabs is used to modify the currency in a project?

(a) Currency (b) Assistance
(c) Resource Analysis (d) Calculations
3. The tab is used to display the default application startup window.

4. The window is used to calculate the threshold in a project.
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5. The tab is used to set the date format.

6. You can create your own database in Primavera P6 module. (1/F)

7. You cannot toggle on/off the display of toolbars. (T/F)

8. The Time Units tab enables you to change unit of time. (1/F)

9. In Primavera P6, you can access to either network such as MAPI or SMTP. ('T/F)

10. You cannot control the display of wizards on adding new activities and resources. (1/F)
Review Questions

Answer the following questions:

1. Which of the following options allow you to import a file?

(a) Export (b) Page Setup
(c) Send Project (d) Import

2. Which of the following duration types is used in a project?

(a) Fixed Unit (b) Fixed Duration and Units/Time
(¢) Fixed Units/Time (d) Fixed Duration & Units

3. Which of the following softwares is used to generate the project schedule?

(a) Microsoft Excel (b) Microsoft Project
(c) Primavera (d) All of the above

4. Which of the following is full form of MAPI ?

(a) Messaging Application Internet (b) Messaging Applicant Investigation
(c) Mail Application Internet (d) Messaging Application Interfcae

5. Which of the following tabs helps in displaying the issues in a project?

(a) Risks (b) Thresholds
(c) Issues (d) Expenses

6. Which of the following bars is displayed initial interface screen?

(a) Navigation Bar (b) Directory bar
(c) Status bar (d) All of the above

7. You can create a PMDB database in Primavera P6. ( T/F )
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8. You can open an existing project using the Open option from the File tab. (T/F )
9. You can create a new project using the Open option from the File menu? (T/F)

10. The Issue Navigator dialog box is used for outstanding issues that are generated based on
the preset thresholds. (1/F)

Answer to Self Evaluation Test
1. ¢, 2. a, 3. Application, 4. Threshold, 5. Dates, 6.1, 7.1, 8. 1, 9. T, 10. F



