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1. INTRODUCTION

To establish standards and consistent scheduling practices and to facilitate scheduling software
deployment, administration, and training, VDOT has established Primavera P6 (version 7.0) as the
standard scheduling software application for the construction phase. VDOT uses Primavera P6 for
preparing Contract Time Determination (CTD) schedules as well as for planning and managing its
resources. Also, VDOT uses Primavera P6 to store, review, and analyze contractor schedules on
projects during the construction phase.

To minimize software administration requirements and streamline access for both internal and
external users, VDOT utilizes a web-based hosting service for software access (Loadspring). This user
guide provides guidelines on how to access the VDOT scheduling software application and how to
use Primavera P6 software application to develop and maintain schedules.

2. ACCESSING AND NAVIGATING THE VDOT SCHEDULING APPLICATION
VDOT’s scheduling environment is accessible anywhere and at any time via the internet. Users are
assigned named user accounts and each user can only view or edit projects to which they have been
assigned access and user privileges. User privileges are based on their roles and responsibilities. The

following are guidelines for accessing and navigating the VDOT scheduling environment:

A. Accessing the VDOT Scheduling Environment — The following are guidelines for accessing the
VDOT scheduling environment:

i) Use the following link to download the “pdf” document containing instructions for
accessing the VDOT scheduling environment:

Loadspring Primavera P6 Access Instructions

ii) Use the following link or address to go to the Loadspring login webpage to access the
VDOT scheduling environment:

https://web20.myloadspring.com/
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iii) Enter username and password to login to Loadspring to access the VDOT Portal for

available applications for which access has granted.

(= SpringBoard Control Console - Windows Internet Explorer provided by Virginia IT Partnership
@_\;}v = b mylaadspring.com | o B | (B [#] [x] 8 ve search [[2]-
: Fle Edii View Favortes Tools Help
i 9] 3 ‘ » @lovert - [H]Select
B T »
 p Favortes gk | Wekome to LoadSpring's C...  [) State Employees - & eVA £ Google £ | MIMS (Mational FEMA Certif...
- Sl = »
% SpringBoard Control Console [ Pl - [ @ - Page~ Safety+ Tooks+ @@+
~
Welcome to the SpringBoard™ Control Console
SpringBoard™ Login SpringBoard™ Control Console Login
>
Login To log into your SpringBoard™, please enter your user credentials below: | |
»  First Time Users
UserName: firstname lastname
e N ssssssss
»  Technical Support aeswn
»  Test Your Connection Foroct Your Pasword?
Login Troubleshosting |
4| Done, but with errors an page. € Internet b Him -

iv) Click on the My Applications button, and then click on the application link

Management v7 SP3 to launch the Primavera P6 application.
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v) In the Login to Primavera P6 dialogue box, enter your username and password to login
to the Primavera P6 application.

Login to Primavera P&

[fira‘mame.las{name

Databasze
I\/DOT_PMDEI_1_Pr0ducti0n J

ORACLE
PRIMAVERA P6

vi) Click on the Database browse button to select from available databases, the database to
which access has been granted.

Login to Primavera P6

Login Mame

Ifirstname.lastname
0 Cancel

Password

aaaaaaaa

Databaze
IVDOT_PMDEI_1_Pr0dun:iion Mj

ORACLE
PRIMAVERA P6
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vii) Select from the list of available databases, the database to which access has been
granted. Then click on the Select button to login to the selected database.

O Edit Database Connections X
Avsilakis Detabases | selent
SDOT_PMOB_1_Production
WDOT_PMDBE_2_Sandbox 0 Cancel
YDOT_PMDE_3_Training e
F/DOT PMDE 4
wDOT_PMDB_S_t i 0O s
DOT_PMDB_E_Contractor_G-Z
b4 Delete |
W Configure...
Typoe: SQLSEr el
Details:  Ispr02-0402-16'WSSELSERYER1E 51:508: pS8610Y Help

viii) Click on the OK button to login to the selected database in Primavera (P6).

Login to Primavera P&

Login Mame | T Ok "

Ifirsiname.lastname

@ Cancel
Pazzward
[ Help
Databaze

IVDOT_PMDEI_-'l_CDntractor_A-FJ

B. Navigating Primavera P6 Application — The following are guidelines for navigating the VDOT
scheduling software application (Primavera P6):

i) Home Window: The Home window is the initial landing page of the application. The
Home window provides a quick access to all enterprise and project data. To open the
Projects window, click on the Projects button.

O Primavera P6 : (No current project)

Fie Edt View Project Enterprise Tools Admin Help

4
Home Back Forwared

Fln Dir. Help

Projects

Erterprise Data
Resources
Reports

Tracking

(AN 1T J—

WEE

ACVIES

Assunients,

Project Data
s s

Eipanaz

Thresholds

[E5UES

fishs

Partfalio: All Prajects  [User: ABC  [Data Date: 0-Feb-12 Access
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ii) Windows and Functions: The following are the guidelines for accessing available

windows and functions:

© Primavera P6 : C00012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))

File Edit View

Froject Erterprise Tools Admin Help

Bottom
Lavout

Directory

Thresholds
(-1
Issues

[Prajects . S ] Navigation
= SR B E&H & FOE YTEH |1
reects
¢ ~ Layout: Projects [B) Add
Froject Name EA e
ABC Contracting Inc. (Example Contract % ou
= D 01 Bristol District By Copy
o D g2 Salem District
<« D 03 Lynchburg District
5 D 04 Richmond District
= <p C00012345C01  Example Project (Contract No. C00012345C01)
Sasigrments E sample Project [Coiract No. CO0T12345C01 Baseline 1)
o D_05 Hampton Roads District ‘§
» D_06 Fredericksburg District TOp
L » D_07 Culpeper District L
| ayout

- D_08 Staunton District
- D_09 Northern Virginia District j

3| [

fereral | Hotehook | Planning Resources | Budget Log | Spending Plan | Budget Summary | Dates | Fundin 4P
a ‘get Log | Spending o i ] L

Praject 1D Project Name
COO012345C0 _B [Fxample Project (Cortract No. COOD12345C0N Baseline #1)

esponsibie Manager

Risk Level Project Lewaling Priority

3 - Meium - i

Date Checked Out

/

Portfolio: Al Projects  [User: ABC |Data Date: 01-Feb12 Access Mode: Shared  |Baseline: Current

b)

c)

d)

Menu Bar: The Menu bar as shown above is used to access various functional
menu items that can be used to perform a variety of functions including
viewing, creating, and managing enterprise (global), projects, and activity data.
Each item on the Menu bar provides a drop down menu of options.

Navigation Bar: The Navigation bar is used to navigate back and forth between
previously opened views, display the Home view; as well as to display/hide the
Directory bar and to get Help for the current view. The Navigation bar also
displays the name of the current view. The Navigation bar can be displayed or
hidden by clicking on View, then Toolbars, and then Navigation.

Command Bar: The Command bar displays available command buttons that can
be used to perform a variety of tasks depending on the current view such as
add, delete, copy/cut/paste, or move global, project, or activity data. Available
command buttons vary depending on the window that is currently open. In the
Projects view as shown above, the command buttons can be used to add,
delete, or copy/cut/paste projects. In the Activities view as shown below
command buttons can be used to add, delete, copy/cut/paste activities; or add
resources, roles, activity codes, relationships, etc.

Directory Bar: The Directory bar provides access to 12 windows with each
window providing access to global, project, or activity data accordingly. The top
4 buttons can be used to access enterprise data and the bottom 8 can used to
access project data. Only one window can be open at a time. The Directory bar
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can be displayed or hidden by clicking on View, then Toolbars, and then
Directory or simply by clicking on “Dir.” in the Navigation bar.

\
£
Projects

8

Resources >
Reports
Tracking

WBS
Activities
=

Assignmerts

&

WPs & Docs

]

Experses
A

Data

_/\

Data

2
Thresholds
=1
lssues

bl

Risks J

Global *

> Project *®

Click on the Projects button to open the Projects
window to view, add, delete, or edit projects.

Click on the Resources button to open the
Resources window to view, add, delete, or edit
resources.

Click on the Reports button to open the Reports
window to view, create, delete, edit, or run
reports.

Click on the WBS button to open the WBS window
to view, add, delete, or edit WBS elements.

Click on the Activities button to open the Activities
window to view, add, delete, or edit activities.

Click on the Assignments button to open the
Resource Assignment window to view, add, delete,
or edit resource assignments.

iii) Opening a Project: The following are guidelines for opening an existing project:

a) From the Home page or Projects view, click on the File menu, and then click on
Open to open the “Open Project” dialogue box.

© Primavera P6 : (No current project)

GIEN Edit  Yiew Project Entetprise  Tools  Admin Help

[ Mew...

Chrl4M

Chrl+O

4 o *

Back Fripire] Hotme: Dir Help

Iz2les

H & Sl N B
ﬂ Page Setup. ..
B Print Setup... ects 0
Print Preview Projsct Name o X
& Print... Ctrl+p 2[d &
2 istri :
Salem District
& gt 3 Lynchburg District
Ay Export... 4 Richmond District
0012345C01 Example Project (Contract No. C00012345C01)
CheckIn... CO1_B1_| Example Project [C CO0012345C0 i #1)
Check Qut... s E——
4>
Select Project Portfolio.. .
o0k |Plann|ng Resources |Budget Log |Spendlng Plan |Budget Summary |Dates |Fundlng “Ilz‘
@ Refresh Data F5
ates Anticipated Dates
1 CO0012345C01_B1 B B
2 CON012395601_B-1 et P 2 Anticipated Start
00 &) 51.051.12 05:00Ph
Exit
TS AT Finizh Articipated Finish
ﬁ1 Feb-1212:00 Al

Portfolio: All Projects  User: ABC Data Date: 08-Feb-10 12:00 AM  |Access Mode:
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b)

In the Open Project dialogue box, select a project, select an Access Mode, and
then click on Open.

© Open Project

| Projects
=] B EH &

Projects v Display ) @  cancel
Project Name Project Status )

Select Project Portfolio b Al Projects

3 v Layout: Projects Project ID
Resource: Project ID ABC Contracting... Active Bl Users..
+ . D_01 Bristol District Active
< D_02 /» D_02 Salem District Active Heln
Trak‘ng - D_03 -~ D_03 Lynchburg District Active
: =< D_04 - D_04 Richmond District  Active
WES = <p C00012345 Example Project {Contr... Active
C _B1|Example P
Activities: Hampton Roads Di... Active
<» D_06 Fredericksburg Di... Active

< D_07 Culpeper District Active
Staunton District Active
Northern Virginia ... Active

General | Motebook | Plannir)

Schedule Dates

Planned Start

E1 -Feh-1212:00 AL
Deata Date " Shared " Read Only
O1-Feb-121200 Al |
Portfalio: All Projects | User: ABC Data Date: 05-Feb-10 12:00 AM  |Access Mode: I

Access Mode: The project may be opened in the Exclusive, Shared, or Read Only
access mode:

e Exclusive - In the Exclusive access mode the current user is the only user
that can edit the project data while the project is open. Other users can
only open the project in Read Only mode.

e Shared - In the Shared mode, other users can open, view, add, or edit
the project data while the project is open.

e Read Only - In the Read Only mode, the user can view the project data,
but cannot add or edit the data.
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C. Working with Layouts — A Layout (also referred to as view) is a customized view that allows the
user to display enterprise, project, or activity data in a variety of formats, as defined by the user.
The following are guidelines for working with layouts.

© Primavera P6 : C00012345B01_B-1 (Example Project {Contract # C00012345C01 Baseline #1))

File Edif ‘iew Project Enterprise Tools Admin Help
— 4 &
Activities Back  Forwvard  Home Dir. Help
eR HE- DELERL L 2
Projects ayout
g || v Lavout Qlassic wBS Layot | o (| Add
Resarens | R T Grgrel Options
x Delete
Reports % cut
00 Receive Natice to Proceed | Fecsive Holios to Procsed ————— To
Tracking 0 Mobilzation 20(1 || CEESSSSSSSSSSSSEEE Mcbicofion Copy p
A1020 Corstruction Suivey 0 EEEEEEER Corchuction Survey
V\ES | AT0J0 | Cleaning and = EEEEEEEEEEEEEEER Layout
41040 Fegular Excavation Sta 100450 to 400+25 60 fEzeeessnsand
A A1090  Install 60" Drainage 51 to 5-2 20[: = & Resources
5 | AT060  Install 60" Drainage &1 to 82 10[:
K 21070 | Regular Excavation Sta 550+50 to 700+05 a0 & Rorc by Role
5 AT080  Place Agareate Base Subbase 15(1 8% Roes
e A1030 Place Asphall Concrete Base Course 7]
T A1100 Placs Asphalt Concrete Intemmediste Cou 5| )} B Activity Codes
¥ £
Expenses ™ 58 Predecessors
"
o General | Stotus | Resources | Refationships | Cales |Motebock | Steps | Feedack |Ps & Dacs | Expenses | Summary [\ =
Threshalds - |
ol ~ Activity [s1030 Clearing and Grubiing Fraject [CO001 2245601 _B-1
St
Issues = il
i : Duration Tyoe Bottom
Risks endent = | |Fived Durstion & Untz = | [Phy L
= ayout
WES Respansible Manager Frimary Resource v
]?ﬁcoomzafasam_arw Example Pr | [ABC Contracting nc [ 5|
A
Fortfolio: All Projects User: ABC |Data Date: 01-Feb-12 Access Mods: Shared  [Baseline: Current Fi

i) Layout Options Bar: The Layout Options bar provides specific functionality to help open,
modify, create, or save a layout. The Layout Options bar also displays the name of the
currently open layout. The Layout Options bar is available only when the Projects, WBS,
Activities, and Tracking windows are selected. Click on the Layout Options bar to create,
modify, open, or save a layout; or to display the selected layout on top or bottom.

© Primavera P6 : C000123458... [C B[]

File Edit Yiew Project Enterprise  Tools  Admin
Help Click on the Layout Options bar to:
@ TP
ire] Home Dir Help
= AE =g @ a) Open or save a layout.
Profecty [ ayout Classic WBS Layout ]D
3 {7 Layolt: = Layod .
- Carat e b) Format activity bars.
olio|
=,= Bars... -
£ Bar Chark Options... F t B Ch t A I t
1 o, c¢) Format Bar Chart Area elements.
Timescale...
Progress Spotlight .
rogress e d) Format timescale.
Attachments 4
ahle Fork and Row... .« .
B rabeFort sn , e) Format Activity Table font and row.
7 Fiers... f) Create, modify, or change filters.
Group and Sort...
Show on Top 4 . P
<howw an Bettam , g) Group and sort project or activity data.
Hint: Help
4 Expend Al Ctrlthum + h) Hide/show layout on top/bottom.
= Collapse &l Chrl+Mum -

"+ Collapse To...
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ii) Opening an Activity Layout: Users may select from a list of available standard layouts or

they may create custom layouts for specific use or to share with other users. To open an
existing layout:

a) Click on the Layout Options bar, click on Layout, and then click on Open to open
the Open Layout dialogue box.

© Primavera P6 : C00012345801_B-1 (Example Project (Contract # CO0012345C01 Baseline #1)) [ (=163
File Edt Wew Project Enterprise Tools Admin Help
AT & + @)
Activities Lo oven o o e
= = [Ep— .
SR BE- DEL@BR2s FHE YE Pm® &Q
Projects
3 {5 [ayhi Classic WHS Tayoit Fitter: All Activities 0
A | Februaryaoiz | Match 2012 | Apti A
Resources yaut x
= | H sve 20 Joe [13 2o J27r Jos Jr2Jva 26 Joz Joa )
= Bars. »
Reports = Save fs...
&5 Bar Chart Opticns... | Receive Notice to Proceed
T dft cors... — Hobiizalion
Timescale... = B Constiuction Survey
V\ES Progress Spotlight bhing e 8
Progress Line o ta 100450 to 401 &
Attachs ik » % -
i achments e 51 ta 52 | m— Y
B Table Font and Row... e 11082 =
¥ lon Sta 560480 to 70(
Assignments o510 > v v =
E Bottom Layout Options... o T S < > =
ViPs & Docs: Filters. .
RUELEES e fonships [ Codes [Natebook | Steps [Feedback [WPs & Docs [Expenses [summary |
(& Group and Sort, .,
- sive Notice to Proceed Project [¢00012345B01_B-1
= Show on Top ’
Thres_hu\ds Show on Bottom Y on Type % Complete Type Activity Calendar
Il Hint Help Durstion & Units v | [Physicel | B Stanard 5 Day iorkwe__|
‘3:‘5 . Expand Al ol + Responsile Manager Primary Resource
ey o Colpsel  Chlsmum . PP [5EC Contracting ne. (& |
=+ Collapse To...
" jolio: All Projects  User: ABC_ Dt Dale: D1-Feh-12 Access Made: Shered  [Bass

b) Select No to leave the current layout as is. If changes to the current layout are
needed for future use, see steps for “Saving a Layout” below.

Primavera P&

® Would you like to save the changes to this lsyout?

o ] Cancel

c) In the Open Layout dialogue box, select a layout, and then click Apply to view
the selected layout to ensure that the correct layout was selected. Then click on
Open to display the layout and close the Open Layout dialogue box.
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£

S Open Layout

Layot

e o ]

@

= Global

& 2week Lookshead
G Activity Code Review

() Classic Schedule Layout
| L 15 Layi

Cancel

i > Delete

() Current vs Baseline Schec

) LT-01 Group by Dept, Resp with Subtotals

Q) LT-02E & oot
- atly vs Target Bar ChartTitles

) LT-04 183 Outline with Subtatals & Exqor

) LT-05 Classic: Scheduls Layaut

&) LT-07 Shx-Manth Lockshead @ el

el

@ LT-09 Resource Profile with Curves

@ LT-10 Resource Tahle

@ LT-11 Custom Dsta ttem Bars (Planned)

@ LT-12 Schedule Layout with Motebooks -

iii) Top Layout: The Top Layout displays on top information about the currently opened
window as indicated on the Navigation bar. Click on View on the Menu bar or the Layout
Options bar, and then click on Show on Top to select the item to display on top.

a)

Project Layouts: In the Projects window, the top layout can be used to view
project information. Project information can be shown on the top layout using a
Project Table, Gantt Chart, or Chart view. The top layout can be used to view,
add, delete, or copy/paste a project; or to open an existing project.

© Primavera P6 : C00012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1))

EBX

File Edit BYEEN Project Enterprise Tools  Admin  Help
Layout 4 4 fid I
Back O ET Home Dir. Help
m Colurns 4
= ) Table Fonk and Raw,.. =i 7 Q Q
Projects
e 5P Fileer By 3 (|
Resnure B Group and Sort By 4 Project Name February 2012 | Marchta | 3
£ Bars.. fo [ o8 [13 [20 [ 27 [ o5 [12 %
Reports Tap HLEEIC N ontracting Inc.
| Show on Bottom ¥ B Gantt Chart
Tracking ik Help & Chart Yiew strict
aa D
[ Istric
WBS % Expand Al Ctr+hum + Lynchburg District
- - P o
Collapse all  Cerl+Mum Richmond District
Activitie: "+ Collapse To... .
—EB 45C01 Example Project (Contract N
M- D —— * 1580181 Example Project [Contract # COOD 23450 2
= ‘ Back S 3
WPs & Do
(&l | 4t Home
Porttolio: All Projects  User: ABC Data Date: 01-Feb-12 Access Mode Shared

b) Activities Layouts: In the Activities window, the top layout can be used to view
activity information or to add, delete, copy/paste, or edit activities. Click on
View on the Menu bar, then Show on Top, and then select the Activity view to

display on top.
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© Primavera P6 : C00012345B01_B-1 (Example Project (Contract # C00012345C01 Baseline #1))

File Edit BUEON Project Enterprise Tools  Admin Help
Lavout 3 & *
=5 Elaed: GarsErd Home Dir. Help
= Bars...
& Bar Chart Options.., = o5 73 0y = =il s - &G
Prajects [l colurrs...
8 T ‘ out Fitter: &Il Activities 0O
A (=] Timescale. . ame ||| Februaryz0iz | March2miz | Apri A
SSBUEE  progress Spotlight x
30 Jos [13 [=20 [27 Jos [12 [19 [26 [0z Jog
P Li
R | Progessuine ct (Contract # C000 &
| Attachments L3
tﬂmm_ | Feceive Notice to Proceed =)
DLl |0 Table Fort and Row.. n e Hobilzation
4 ion Survey N Construction Survey
V\ES Bottom Layout Cptions... nd Grubbing e—— &
T Fikers... wcavation Sta 100+50 to 401 e 3¢
o Group and Sart... ' Drainage 5-1 to 5-2 ———— 8‘
! Mirai =8 W2oN =R )
2 B activity Table =
m Show on Bottom v B Gantt Chart: 3 v o=
e ) =y
e ik Help Activity Usage Spreadsheet
B activity Nerwark Steps |Feedhack |WPa & Docs |Expenses ‘Summar\f | i
=N + Expand all Chl+HMum +
EXENSE — colapse al . [Receive Notice to Proceed Project [CON012345801_B-1
W+ Coll To...
Thre:hnlt olapse Ta Duration Type % Complete Type Activity Calendar
1] Toolbars » |Fixed Duration & Units j |Physical ﬂ @ Standard 5 Day Warkwe .. |
ﬂ Responsible Manager Primary Resource
R‘# Example Pre | [ABC Cortracting Inc. (8 o
=423
ﬁ Horne:
Portfolio: All Projects  |User: ABC Data Date; 01-Feb-12 Access Mode: Shared Base

The following are the various types of Activity views that can be shown on the
top layout.

1. Activity Table: The Activity Table view displays the project activities
information in a spreadsheet format. The number of data columns
shown can be modified as needed.

© Primavera P6 : C00012345B01_B-1 (Example Project (Contract # C00012345C01 Baseli... EI[E|E|
File Edit Wiew Project Enterprise Tools Admin  Help

e 4 b I
ACtIVItIeS Back Forware Home: Dir. Helg
SR FE-¥ DELBBZ S ] v B 3k

v Layout: Classic WBS Layout Fitter: All Activities D
Activity ID Activity Mame Origiral [ Start Finish Total Bucigeted x
= Example Project (Contract # C00... el e i

By

A1010 | Mobilization 20| 02-Feb 29Feb-12 6| $100,000.00
A1020 | Construction Survey 10 16-Feb12 | 23Feb-12 [ $25,000.00
A1030 | Clearing and Grubbing 30/ 01-Mar12 | 11-Apr12 6 $60,000.00 )
A1040 | Regular Excavation Sta 100+50 to 400+25 B0/ 15Mar12 | 07-Jun-12 & 114000000 &F
A1050 | Install B0 Drainage 51 to 52 20| 23Mar12 | 254pr12 Bf| $28030000 @4
AT0E0 | Install B0 Drainage 8-1 o 82 10| 04-Map-12* 17-Mayp-12 B0 $145,200.00 =
A1070 | Regular Excavation Sta 550+50 to 700+05 40/ 08-Jun12 | 03-bug12 6 $760,000.00
AT080 | Place Aggregate Base Subbase 15 DB-4ug12 | 24-4ugl2 [ $20.400.00 =
A1030 | Place &sphalt Concrete Base Course 7| 27Aug12 | 05-5ep12 [ $34.800.00 =
A1100 | Place Asphalt Concrete Intermediate Course 5| 06-5ep-12 | 12-5ep-12 [ $28,50000 <
A1110 | Place Asphalt Concrete Surface Course 3 135ep12  175ep12 5 $20,600.00
A1120 | Striping & Clean-up 3 18-5ep12 | 20-5ep12 B $0.00
A1130 | Early Completion Interim Milestone [3/30/12) 1] 20-5ep-12¢ [ $0.00
A1140 | Demob & Move-out 100 21-5ep12 | 04-0ct12 18 $0.00
41150 | Project Completion Milestone [10/31/12] o 04-0ct12* 18 $0.00
Portfolio: Al Projects  User: admin Data Date: 01-Feh-12 Access Mods

2. Gantt Chart: The Gantt Chart view displays the activities information in
two sections. The left window displays an Activity Table, which shows
the activity data in columns. And the right window displays a Bar Chart
Area, which shows time-phased bar-chart plots of the activities.
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B

© Primavera P6 : C00012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1))

File Edit View Project Enterprise Tools Admin  Help
ACtIVItIeS B::k Feryrel H?ne ;r I—go
SR ME-% DELBRL & FliE YA RE® &8
< Layout: Classic WBS Layout Fitter: All Activities D
Activity ID Activity MName A~ February 2012 ‘ March 2012 April 20 A x
0 J o6 [13 [20 [ 27 Jos [12 [1a [ 26 [0z Joa ¢ :
= Example Project (Contract # COO... L
A1000 Receive Motice to Proceed
A1010 Mobilization I M obilization
41020 Construction Survey I Constucton Survey
A1030  Clearing and Grubbing I Clear &
A1040  Regular Excavation Sta 100450 ta 400+25 | 84’
A1080  Install 60" Drainage 5-1to 5-2 ——— 8‘
A1060  Install 60" Drainage 81 to 8-2 =
A1070  Regular Excavation Sta 550+50 to 700+05
41080 Place Aggregate Base Subbaze =
A1090  Place Asphalt Concrete Base Course =
A1100  Place Asphalt Concrete Intermediate Course e |
A1110 Place Asphalt Concrete Surface Course
A1120  Striping % Clean-up
A1130  Early Completion Interim Milestone [3/30/12)
A1140  Demob & Move-out
A1150  Project Completion Milestone [10/31/12) w w
< > < >
Portfolio: All Projects  ser: admin Data Date: 01-Feb-12 Access Mode: Shared

Activity Usage Spreadsheet: The Activity Usage Spreadsheet view
displays the resource/cost data associated with the activities. The left
window displays the Activity Table, which shows the activity data in a
tabular format. And the right window displays the Spreadsheet Area,
which shows the units, cost, or earned value data for the activities, as
specified by the user.

9=

© Primavera P6 : C00012345B801_B-1 (Example Project (Contract # CO0012345C01 Baseline #1))
File Edit Yiew Project Enterprise Tools Admin  Help

Activities
SR ODBE-% DELBRL I

o Layout: Classic WHS Layout
Activity 1D Activity Name

4
Back
FfiE vE

Fitter: Al Activities

~ || Budgeted | F [March 2012 | April 2012 | May 2012 | June 2012 ||
Total Cost |y

i

Hame

+*

Dir

8]

@

GarvErd Help

Bga
odn

o X O

tice: to Proceed

tobilization

Construction Survey

Clearing and Grubbing

Regular Excavation Sta 100450 to 400+25
Install B0 Drainage 5-1 to 5-2

Install 60" Drainage 8-1 to 82

Regular Excavation Sta 550+50 to 700+05
Place Aggregate Base Subbase

$30,000
$25,000
$4.,000 $44,000
$266.000

$56.060

$12,000
$418,000
$224,240

$380,000|  $76.000

$145.200
$342,000

Place Asphalt Concrete Base Course

LWl 4 ReRee

Place Asphalt Concrete Intermediate Course
Place Asphalt Concrete Surface Course
Striping & Clean-up

Early Completion [nterim Milestone [3/30/12)

Demob & Move-out
Prmiamt Caranlatioe Milackmss (1021 91720

Portfolio: &1l Projects  User: admin Dats Date: 01-Feb-12 Access Mode Shared Bas

4. Activity Network: The Activity Network view displays in a network logic
diagram, the relationships between the activities. The left window
displays the WBS hierarchy (if defined). And the right window displays a
network diagram of the activities and their relationships.
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© Primavera P6 ; CO0012345801_B-1 (Example Project (Contract # COD012345€01 Baseline #1)) =3
File Edit View Project Enterprise Tools Admin  Help
. 4 & +* ©
ACt IV It I es Back Forsere Home Dir Help
ER BE-F DELEKS TE Pk EIR
“ Layout: Classic WHS Layout Fitter: A1 Activities D
=8}l Fyample Project (Contract # C00012345C01 Baseline #1) x
&
X [ —— i
FEQUIS BTN Sia 10050 1 T 5 Drinege 1 52 v T 60 Brainage =11 3
=E 8
1 &
P &
=
» Fegiy Eewmaton Sia 55000 o =
=
o
< >
Portfolion &Nl Projects | User: sdmin Diata Date: 01-Feb-12 Access Mode: Shared Baz

iv) Bottom Layout: The Bottom layout displays on bottom detailed information about the
currently open window as indicated on the Navigation bar. To display/hide the Bottom
layout, click on View, click on Show on Bottom, and then click on an item to display on
the bottom layout.

a) Projects: When the Projects window is currently open, there are only two
available options for the bottom layout, No Bottom Layout or Project Details. In
the Project view, the Project Details window displays detailed information about
the selected project. The Project Details window is always shown on the
bottom. The Project Details window is organized into tabs that can be used to
view, add, or edit detailed information about the selected project.

General |Noteb00k |Planning Resources |Eludget Log |Spending Plan |Eludget SUmmary |Dates |Funding | Ezl

Project I Project Mame
|CDDD1 2345C0H _B= |Example Project (Cortract Mo, CO0012345C01 Baseline #1)

Status Responsible Manager Rizk Lewel Project Leveling Pricrity
|Ac;ti\.le j r% ABC Contracting Inc. J |3 _ Medium j |1 il =
Check Cut Status Checked Out By Date Checked Out

|checked In x| |

b) Activities: When the Activities window is currently open, available options for
the bottom layout include, No Bottom Layout, Activity Details, Activity Table,
Gantt Chart, Activity Usage Spreadsheet, Resource Usage Spreadsheet, Activity
Usage Profile, Resource Usage Profile, and Trace Logic.
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© Primavera Pé : C00012345801_B-1 (Example Project (Contract # C0D012345C01 Baseline #1)) =113
File Edit BUEON Project Enterprise Tools  Admin Help
Layout 4 ﬁ Cﬂ:»
=g Elaed: GarsErd Home Dir. Help
5 ars...
% £ Bar Chart Options. .. = 1Y i<} ﬂ@ o, il e @ :g; ® Q Q
Prajects [l colurrs...
g T ‘ oLt Fitter: &Il Activities 0O
e e || February2iz | March202 [ amia x
By | Pragress Spatight [[30 Jos 13 [20 [ 27 [ o5 [12 [19 |26 [0z [us
P li
e | Progessine ct (Contract # C000 *
| e Attachments 4
| Table Font and R tﬂmm_ | Receive Notice to Proceed
Tragking o N Row , B I hohiization
ion Survey N Construction Survey
V\ES Bottom Layout Gptions... d Grubbing I |
T Fikers... wcavation Sta 100+50 ta 400 —
Activitie Group and Sart... ' Drainage 5-1 to 5-2 ———

' Drainage 8-1 to 8-2

-

= Sheaw on Top e maation Gta BAMLEM b 700

LD AR®e

ASLETE No Bottom Layout 5 s
e it Felp 3 activiy Details
s & Do
M3 activity Table eps |Feedhack |WP3 & Docs |Expenses ‘Summar\f |
Rl - conen clrtthham + | ] Ganit Chart Praject [cono123ss801_B-1
L BXBENSE L callapse Al Cerkttium - | [ activity Usage Spreadshest et | =
7]
W+ Coll To... 2
Thre:hnlt ollapse To Resource Usage Spreadsheet: plete Type Activity Calendar
@ Toalbars »| iy Activicy Usage Profile l ﬂ @ Standard 5 Day WorkweJ
e HB Resource Usage Profile
) &, Trace Logic Primary Resource
bl -
Risks ﬁ " = B |B J
jarne ’
Portfolio: All Projects  |User: ABC Data Date; 01-Feb-12 Access Mode: Shared Base

1. Activity Details: In the Activities view, the Activity Details window can be
displayed on bottom. The Activity Details window provides Activity
Detail tabs that can be used to view, add, or edit detailed information
about the selected activity.

General |Status |Resources |Relaﬂonships |Codes |Notebook |Steps |Feedback |WP3 &Docs |Expenses |Summary |

: Activity |A1 040 |Regular Excavation Sta 100+50 to 400+25 Project (00012345801 _B-1
Duration Status v Material Cost
Criginal [ Started I:IB—MaM [u] ...| Physical % 0% Budgeted 4,140,000.00

Actual

[~ Finizhed ﬁ2-Apr-1D .| Suspend Actual $0.00
Remaining 2 Exp Finizh .| Resume Remaining 4,140, 000.00

fE

At Complete 2 At Complete 1,140,000.00
Constraints

Total Flost Primary < Mone = - | Secondary

Free Float Date Date

10

2. Activity Usage Profile: The Activity Usage Profile view displays a
graphical plot of the units, cost, or earned value histograms and/or
curves for selected activities or for all activities, as defined by the user.
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© Primavera P6 : C00012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1))

File Edit View Project Enterprise Tools  Admin  Help
. mgw q Wi I
ACtIVItles Back Farir Home: Dir Help
SR OFE-% DBLBRzs FliE vE e /g
Projects
8 ~ Layout: Classic WHS Layout Fitter: All Activities D
R Activity ID Activity Name | |Feoruary 2012| March2012 | Apri2o12 | May2012 A
BEOLICES x
e | 006 [13 [20 [27 [os [12 [19]26 [oz]oa 16 Jas]a0 [or [14]a1 | o
i - Example Project (Contract # C00012:
A1000 Receive Motice to Proceed Receive Motice to Proceed
Trak\ng A1010 Mobilization I M obilization
Iﬁ A1020 Constuction Survey B Construction Survey
Was A1030 Clearing and Grubbing I Clearing and Grubbing 8
= 100+50 to 401 L] &
—
tivities 41050 Install 60" Drainage 5-1 to 5-2 1 Inastall BO" Drrain. aj
— = A1080 Install BO" Drainage 8-1 to 8-2 3 Inst =
Assi;?nanm A1070 Fiegular Excavation Sta 550+50 ko 700
T A1080 Place Agaregate Base Subbase =
i a1nan Flare Acnhalt Conerate Race Corea ¥ v =
s & Docs < IS < >
ol
E o Dizplay. Open Projects Only
Expenzes
T | Cost
i $200,000.00 $3,000,000.00 -
eIt W Actual Tatal
B | $160,000.00 | [ Remaining Total $2,400,000.00 -
| [
lssuss $120,000.00 | Bl Remaining Late Total 51,600,000.00 -
Show Usage for
=1 $80,000.00 Il
Risks i+ Al activities (" Selected activiies
$40,000.00 H
Display Activities for selected.. |l\ IlTl l L
| T i) 0|06 |13 |20 |27 |05 |12
February 2012[ March2012 | April2012 | May 2012
Portfolio: All Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baselil

3. Activity Trace Logic: The Activity Trace Logic view displays in a network
diagram format, the predecessor and successor activities associated
with the selected activity. To specify the number of predecessor and
successor levels to display, right click in the Trace Logic window, and
then click on Trace Logic Options to open the Trace Logic Options
dialogue box.
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© Primavera P6 : CO0012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1)) EEx
Fle Edt Wew Project Enterprise Tools Admin Help
A 4 @ +* @
Activities Beck rorwerd  Home  Dir Help
gk AE-% CELBBLs FOIE TE BHE® ALK
Projects
g ||| Lovout Classioves Layaut Fiter. 21l Activilies 0O
i Activity ID Activity Name | |[February 2012| March2mi2 | apri2nt2 | May2012 | . x
] 008 [13]20 [27 Jos [r2[ra 26 [2]os 16 [23]s0 [o7 14 21 [z ]o
Reports - Example Project (Contract# C0001: &
A1000 Fieceive Notice to Fioceed Receive Notice ta Praceed
i) || at0o E— Hobiization
oy A1020 Constiuction Survey B Construction Survey
WS A1030 Clearing and Grubbing N Cl=aring and Grubbing ]
A1040 Flegular Excavation Sta 100+50 to 1
Adtivities A1050 Install 60" Drainage 51 to 5-2 [ lnstall 60" Drainage & @b
A1060 Install 60" Drainage B-1 to 82 0 a8 oy
A1070 Regular Excavation Sta 550+50 to 71
Assigniments -
] 41080 Place Agaregate Base Subbase
\WPs 2 D &104n Flare dsnhalt Concete Rase Coiree =
sabocs | ¢ 3 ||® >
=l
=]
e E
- -
g
Thresholds
ol I 3 I 1 ) 3 )
[
Risks
42]
Fortfolio: All Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baseli

v) Modifying a Layout: Users may modify existing layouts to create customized layouts for
specific use or to share with other users. To modify an open layout, click on the Layout
Options bar or View menu, then select an item of the layout to be modified:

a) Bars: Click on Bars to open the Bars dialogue box to show/hide Activity bars or
modify bar format. Click on Apply and OK to apply the changes and close the
dialogue box.

Bars El

Display | Name | Timescale |User Start .. |Uiser Finish .. |Fiter |Preview |~ o o
[ Remaining Level of Effort  Remain Bar Lewvel of Effort —
¥ Actual Level of Etfort Actual Bar Level of Effort — 0 Canoel
E. zel i3 Nw:wrm:a\ =
T Second Baseline Secondary Baseline Bar MNormal = m Apply
r Third Baseline Tertiary Bazeline Bar Mormal _
¥ Actualwork Actual Bar ormal ] O et
~ Remaining Work Remain Bar Mormal and Man-.. —— X et
ElETE
¥ Critical Remaining Wiork | Remain Bar Mormal and Critical | [
- Start Constraint Remain Bar Haz Start Constr... | & b Copy From...
Bar Style | Bar Setiings \ Bar Labels
- Shift up
Shape | ﬂ |.=.ﬂ | j w  Shift down
Calar
‘ | ‘ | | B options...
Pattern -| [ - hd P Detaut
Roww 2 :
Help

b) Bar Chart Options: Click on Bar Chart Options to open the Bar Chart Options
dialogue box to modify items displayed in the Bar Chart Area. Click on Apply and
OK to apply the changes and close the dialogue box.
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General |COIIapsedElars | Data Date | Sight Lines | Progress Line | ‘/ O |

I~ Show Relstionships @ Cancel
[ Show Legend

Help

[ Limit text label characters to 10

Ak

Default Size For Notebook ltems

wicth: (100 %) Pixels

Height: |50 5 Pixels

c) Columns: Click on Columns to open the Columns dialogue box to select Activity
data columns to display on the Activity Table.

© Columns E|
w Available Options Selected Options o K
+ Activity Codes - Glohal Activity D
4 Activity Codles - Project » P — - @  Ccancsl
+  Activity Steps Original Duration
+ Costs » Start A B spply
+ Dates Finizh
+  Durations Total Flost Copy Fram...
¥  Earned Value 4 Budneted Total Cost
eral
e “« [ Defalt
+ uttiple Flost Paths B Ecit Column
+  Number of Activities
+ Percent Completes
+ Project Codes Help
+  Timesheet Feedback
+ Units
+  User Defined
H H H “,n H
e C(Click on the Available Options category “+” button to expand the list of

available options for the selected category.

e Click on the single arrow directional buttons to move items back and
forth between the Available Options window and the Selected Options
window.

e Click on the double arrow buttons to move all items.

e C(lick on the up and down arrow buttons to move items up or down to
specify the position of the columns.

e Click on Apply and OK to apply the changes and close the dialogue box.
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d) Timescale: Click on Timescale to open the Timescale dialogue box to modify the
timescale format displayed in the Bar Chart Area. Click on Apply and/or OK to
apply the changes and close the dialogue box.

Timescale Format v oK
&+ Twyo Lines " Three Lines @ Carcel
Timescale Start FS

Forit & Colar AaBbty I Defautt Forit

Help

Date Format

(¢ Show Primary Dates

Type Calendar hd
Date Interval hionthiteet ~

Shift Calendar @

" Show Ordinal Dates

Crdinal Start
Crdinal Date: Interval

e) Table Font, Color, and Row Height: Click on Table Font and Row to open the
Table Font and Row dialogue box to modify the Activity Table font, color, and

row height. Click on Apply and/or OK to apply the changes and close the
dialogue box.

Table, Font and Row &|
FomtandColor W T
Fort haBbY)iZz ©  cencel
’ Defautt
Row Height
V¥ Heep Currert Rowe Heighits Help
(‘
r S
=
[ Show leons
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f) Filters: Click on Filters to open the Filters dialogue box to select, modify, or
create a filter. Filters are used to specify what items are displayed. In the
Projects window, filters are used to specify which projects are displayed.
Likewise, in the Activities window, filters are used to specify which activities are
displayed. Users may select from a list available default filters or they may
create user or project-specific filter. Click on Apply and/or OK to apply the
changes and close the dialogue box.

[ Al Activities Showy activities that match

v Al zelected fiters

" Any selected fiter
Fitter | select |~
= Default

Ok

Cancel

Apply

DH e s

cal ey

¥ Has Finish Constraint
S Has Start Constraint
S InProgress

S Lewvel of Effort

S Longest Path

S Milestone

S Megstive Float

P Mew Feedback to Review
S Mon hat-If

S Mon-critical

S Mormsl

NP Mat Started

Copy

-I-I-I-I-I_l-I-I-I-I-I-I!-I

Copy As Layout

When applying the selected fiter(=): Help

f* Replace activities showen in current layout

" Highlight activities in current kayout which match criteria

g) Group and Sort: Click on Group and Sort to open the Group and Sort dialogue
box to specify a grouping and sorting criteria by which the activities are
displayed. Select from a drop list a category by which to group. Activities may be
grouped by WBS, Activity Code, or other available category.

© Group and Sort @

Display Options v [ol's
v Show Group Totals 0 Cancel
[ Show Grand Totals:
[ Show Summaries Only = Sty
W Shrink vertical grouping bands
x Delete
Group By
|Ir|dsrrl |TU Level  |Group Interval ‘Furrl & Color Al = St
LT 12 Arial
11 Arial D e
4 Aral
O @ e
L
< »

Group By Options

¥ Hide if empty

[~ Sott bands alphabetically
Shawy

[ Title

[” D/ Code

¥ Mame J Description
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h) Sort: In the Group and Sort dialogue box, click on the Sort button to open the
Sort dialogue box to specify the order in which the activities are displayed.
Select from a drop list a Field Name by which to sort, then select a Sort Order,
and then click on OK. Then click on OK in the Group and Sort dialogue box to
apply the changes and close the dialogue box.

Display Options « 0K
¥ Show Group Totals @ o
™ Show Grand Totals
[~ Show Summaties Only = Aply
[ Shrink vertical grouping bands
X Deete
Group By
Group By |Indent |To Level |Group Interval |Fam & Color 6 m Sort..
B leve | 12 Arial
i Sort @
Field Mame |sm Order | J oK
[ ” 5 lStart j
I O G
. Status W
Group By Options Steps Completed 0 e
< Steps In Progress
v Hide if
I Hte ety Steps hlot Started
[~ Sort bands slphabetically | [Submitsl X Delets
Shou Submittal Sched.
SUCCESSOrs @ Help
[ Tile Suspend Date
TEMP
[~ D Code TENE
v hame / Descrigtion Texdl
To Complete Performance Index
Tatal Float
TVPE
= TPE-1
Linit= % Complete
Updste Count
Lipdste Meeded
Updated s’

vi) Saving Layouts: Users can save layouts for personal use or to share with other users.
Layouts can be global, project-specific, or user-specific. Layouts can be created and
saved in the Projects, WBS, Activities, Assignment, or Tracking window. Click on the
Layout Options bar, then Layout, and then Save to save changes to the existing layout.
Click on Save As to create a named layout and to specify who the layout will be available
to. Then click on Save to save the layout:

e |nthe Save Layout As dialogue box, enter

Save Layout As X a Layout Name for the new layout.
Layout Marme X . .
(Cissic WBS Layout wih Costs ) e Specify who the layout will be available
. to:
Available to Uszer

All Users — For use by any user with
access to the database.

Another User — For use only by a
specific named user.

Current User — For use only by the
user who created the layout.

Project — For use by any user with
access to the current project or a copy
of the project.

Help E Save 1 @ cancel

vV V V V¥V
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3. DEVELOPING A SCHEDULE IN PRIMAVERA P6

Although Primavera P6 or an equivalent scheduling software application is required to prepare
and maintain schedules for Categories lll, IV, and V projects. Primavera P6 can be used to develop
and maintain schedules for projects of any size or complexity. The following are guidelines for
developing a schedule in Primavera P6.

A. Creating a New Project — To begin developing a project schedule in Primavera P6, users must
first create a project in the database. A project can be created in the database by using the New
Projects wizard or by using the copy/paste command to make a copy of an existing project. A
project may also be created by importing a project developed in another database. The
following are guidelines for adding a new project to the database using the New Project Wizard:

i) From the Projects view, click on File, then New or click on the Add button in the
Command bar to launch the Create a New Project wizard.

O Primavera P6 : (Mo current project)

File Edit Yiew Project Entetprise Tools Admin  Help
- 4 4 . ]
Pro.leCts Back Fraerel Home: Dir. Help
R EBES2 m FAE YTEH &K
Projects
) - Layout: Projects B el
Resources Project ID Project Mame To| d A
sctivt [ T25 [1 - K Delete
=«|ABC |ABC Contracting Inc. (Exam... o
i " . " —
Tracking +<» D_01 Bristol District Copy
«p D_02 Salem District
WEE -» D_03 Lynchburg District
L - D_04 Richmond District
AlES
B <Zp C00012345C01 Example Project (Contract No. C0001...
Assinmegte - D_05 Hampton Roads District
s D_06 Fredericksburg District
VI ESANLGE ..
< D_0O7 Culpeper District
T -» D_08 Staunton District
- D_09 Naorthern Virginia District 3
e sholds ¢ | 5| S|
lsaues
General |Nmebuok |Plann\ng Resources ‘Eludget Log |Spending Plan |Eludget Summary ‘Dates | II\Z‘
Risks
EPS ID EPS Mame
|AEIC ‘AEIC Contracting Inc. (Example Contractar)
Status Responsible Manacger Rizk Level Project Leveling Priori
| J ‘IE ABC Contracting Inc: J |3 _ Medium j |1D -
Check Out Status Checked Out By Date Checked Out
Project Wb Site URL
Porttolio: &l Projects User: ABC Data Date: 01-Feb-12 Access Mode: Basel
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ii) From the Create a New Project dialogue box, click on the Select EPS browse button to

select the Project EPS node under which the new project will be created. Then click on
Next to continue. (The Create a New Project wizard guides the user through the steps for
defining the project properties. Depending on the user and experience level, the Create a
New Project wizard may be closed at any time by clicking on Finish. The user must then
complete the remaining project properties using the Project Details window).

Create a New Project

&N Create a New Project

Select EPS

Select the Enterprize Project Structure level for the new project.

Select EPS
E-ample Project (Contract Mo £00012345

)

0 Cancel

X

iii) Enter the Project ID and Project Name. Then click on Next to continue. (Note: The
Project ID is a unique identifier that is used to identify the project within the database.
The Project ID should be prefixed by the Contract ID and should indicate the type of

submission and number (e.g. C00012345C01_B01)).

Create a New Project
BN Create a New Project

Project Name

Enter the Project ID and Project Name.

The Project ID is & shaort, unigue identifier for your project.
Project IT
['coom 2345001 _B1 ]
Project Mame
lExampIe Project (Contract Mo, CO00T 2345C01 Baseline #1 ]] ]

o Cancel ‘ Prev et } E Finish
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iv) Specify the Planned Start and Must Finish By dates by clicking on the browse buttons
and selecting the appropriate dates. Then click on Next to continue. (Note: The planned
start date is the start date of the first activity on the schedule; typically, the NTP date.
The Must Finish By date is the finish date of the last activity; the Contract fixed
completion date).

Create a New Project g|

&N Create a New Project

Project Start and End Dates

Specify the planned start date and must finish by date for the project.

The Must Finizh By date iz the date by which all project activities must finish. If entered, it is used
as the project lste finizh date by the project scheduler.

Planned Start Must Finish By
11 -Feb-12 [ B1-Oct-12 [
0 Cancel ‘ Prev est } E Finizh

v) Specify the Responsible Manager by clicking on the browse button and selecting the
name of the Project Manager (or Company) responsible for the project. Then click on
Next to continue.

Create a New Project g|

&N Create a New Project

Responsible Manager

Identify the responsible manager.

The responsible manager you select will be at the top of the organizational breakdown structure
[DBS) for the project.

Reszponsible Manager
}AEIC Contracting Inc. J

o Cancel ‘ Prev est ’ E Finizh
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vi) Specify the assignment default rate type by clicking on the Rate Type drop-down button
and selecting the rate type Price/Unit. Then click on Next to continue.

Create a New Project E
Create a New Project
Assignment Rate Type

Specify the default Rete Type for new assignments

Rate Type
|Pr\cefl_lnn j
0 Cancel ‘ Prev Meoct } E Finish

vii) Specify No, do not run the Project Architect, and then click on Next to continue.

Create a New Project PX
Create a New Project
Project Architect

The Project Architect sllowes you to creste & project plan from one o more methodologies in
Methodology Management. Would you like to run the Project Architect now?

(™ ‘fes, runthe Project Architect.

% Mo, do not run the Project Architect

@ cancel 4  prev pet P | B Finish

viii) Click on Finish to complete creating the project. The project is now available to add the
activities that make up the project. To add/modify project properties use the Project
Details window.

Create a New Project §|
Create a New Project

Congratulations

Your newy project has been created. To modify your project properties and define properties not
covered by this wizard, click on the Enterprise menu, and then click Projects

‘ Prev E Finish
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B. Defining Project Properties and Settings — To view, add, or edit project properties and default
settings, click on Projects to open the Projects window, then click on Layouts Options bar, then
Show on Bottom, and then Project Details to display the Projects Details window on bottom.
Then click on each tab in the Project Details form as described below to view, add, or edit
project properties and settings:

i)

General Tab: Click on the General tab to add/edit general information about the project.
Edit as necessary, the Project ID and Project Name. The Project ID must be unique for
each submission and shall comprise of the Contract ID number, a letter (Baseline (B),
Update (U), Recovery (R), Schedule Impact Analysis (SIA)), and a number to indicate the
type and number of the submission (i.e. C00012345C01_B01, C00012345C01_UO01,
C00012345C01_R01, C00012345C01_SIA01, etc.).

Genersl I Motebook |Planning Resources |Eludget Log |Spending Plan |Eludget SUmmary |Dates |Funding |C0des |Defauns |Resources |Seﬂings |Calculations

Project ID

Project Name

|CDDD1 2345C01_B1

Statuz

|Example Project (Contract Mo, CO001 2345201 Baseline #1)

Risk Level

i)

Responzible Manager
~| B aBC Contracting Inc. | |3 - Medium

Checked Cut By Diate Checked Out

[] | |
Project Wek Site LIRL
I =

Project Leveling Priority

<] fi :

| ctive

Check Out Status
|Checked In

Launch...

Dates Tab: Click on the Dates tab to add/edit the Planned Start and Must Finish By
dates. Click on the browse buttons and select the appropriate dates. (Note: The Planned
Start date is the date of the first activity on the schedule; typically, the NTP date. The
Must Finish By date is the Contract fixed completion date).

General |Noteb00k |Planning Rezources |Eludget Laog |Spending Plan |Eludget Summary [Dates]Funding |C0des |Defauns |Resources |Seﬂings |Calculati0ns

Schedule Dates

Planned Start

Anticipated Dates

Must Finish By Arnticipated Start

p1 Feb-12 12:00 AM

Data Date

| 1-0ct.12 05:00 Pi ] | o

Finizh Arnticipated Finish

[01-Feb-12 12:00 AM

Actual Start

= | | ]

Actual Finish
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iii) Defaults Tab: Click on the Defaults tab to add/edit the project default settings for new
activities. (Note: Default settings apply to new activities only. Settings for each individual
activity can be modified at the activity level).

General | Motebook | Planning Resources | Budget Log | Spending Plan | Budget Summary | Dates | Fundling | Codes IDefauﬁs l Resources | Settings | Calculations
Defaults for New Activities
Duration Type |Fixed Duration & Units | Cost Account =] ||
Percent Complete Type |Physical j Calendar @ Standard 5 Day Workwweek wel Basic HJ
Activity Type |Task Dependent j
Auto-numbering Defaults
Activity ID Prefix Activity ID Suffix Increment
A 1000 10

Modify the project default settings as follows:
a) Duration Type: Specify “Fixed Duration & Units” as the default duration type.
b) Percent Complete Type: For cost-loaded schedules, specify “Physical” as the

default percent complete type. Otherwise, the Contractor may define the
percent complete type for individual activities as follows:

1. Specify “Duration” percent complete type when the percent complete
and remaining duration of an activity will be calculated automatically
based on time expended as of the data date rather than amount of
work performed. (Note: When Duration percent complete type is used,
the percent complete of an activity and the remaining duration will be
linked; therefore, a change to the percent complete will affect the
remaining duration and vice versa).

2. Specify “Physical” percent complete type when the percent complete is
defined by the user based on amount of work performed rather than
time expended or remaining. (Note: When Physical percent complete is
used, a percent complete must be manually entered when statusing the
activity. Also, remaining duration must also be defined to reflect the
amount of time needed to complete the remaining work).

3. Specify “Units” percent complete type when the percent complete is
based on the actual labor or non-labor units expended.

c) Activity Type: Specify “Task Dependent” as the default activity type. The Activity
Type may be modified for each individual activity, as necessary.

d) Calendar: Specify a default Project-level calendar that will be assigned to new
activities. Specific Project-level calendars may be assigned at the activity level to
individual activities, as necessary.
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e) Auto-numbering Defaults: Users can specify a user-defined Activity ID auto-
numbering system for new activities by defining the default Activity ID Prefix,
Activity ID Suffix, and Increment.
iv) Resources Tab: Click on the Resources tab to view/edit the project default settings for
resource assignments.

General |Notebook |Planning Rezources |F_|udget Log | Spending Plan | Budget Summary |Dates |Funding |Codes |Defauns lResources I Settings |Calculati0ns

Progress Reporter Assignment Defaults
[ Reszource can view activities from an inactive project Specify the default Rate Type for new
assignments
[v Resources can assign themselves to activities
Price f Unit j
[v Primary resources can mark activities as completed
" Resources can mark assignments as completed [ Drive activity dates by default

Resource Assignments

~ s )
Resources can edt acfivity assignment percert compiste [~ Resources can be asszigned to the same activity more than once
+ Resources can edit activity assignment remaining units

Modify the Assignment Defaults and Resource Assignments settings as follows:

a) Specify the default Rate Type for new assignments as “Price/Units” for use in
resource-loading or cost-loading.

b) Clear the “Drive activity dates by default” checkbox to allow the activity dates to
be independent of the resource dates for resource dependent activities, unless
the activity duration and dates are dependent on the assigned resources.

c) Clear the “Resource Assignments” checkbox to prevent the same resource from
being assigned to an activity more than once.

v) Settings Tab: Click on the “Settings” tab to view/edit the project default settings for
defining the baseline schedule used for performing earned value calculations and the
method for defining the critical activities.

General |Noteb00k |Planning Resources |Eludget Log |Spending Plan |Eludget SUmmary |Dates |Funding |C0des |Defauns |Resources Ii Settings |Calculaﬁons

Summarized Data Project Settings

- Character for separating code fields for the WBS tree .

Last Summarized On Fizcal year begins on the 1st day of January -
Baseline for earned value calculations

Summatize to YWBS Level v Project haseline " User's primary baseling

2 -

-

Define Critical Activities

" Total Float less than or equal to Oh

% Longest Path

Summarize project based on

™ High level rezource planning

(% Detail activity resource assignments

Modify the default settings as follows:
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a) Project Settings: Specify “Project Baseline” as the baseline for performing
earned value calculations.

b) Define Critical Activities: Specify “Longest Path” as the method of defining the
project critical activities.

vi) Calculations Tab: Click on the “Calculations” tab to view/edit the project default settings
for calculating cost and resource usage when updating a cost-loaded or resource-loaded
schedule.

31
General |Noteb00k |Planning Resources |Eludget Log |Spending Plan |Eludget SUmmary |Dates |Funding |C0des |Defauns |Resources |Seﬂings [Calculaﬁons]

Activities Resource Assignments
Default Price ! Unit for activities without vyhen updating Actual Units or Cost
. . $0.00m
resource ar rale Price f Units
i Add Actual to Remaining
[ Activity percent complete based on activity steps (* Subtract Actual from &t Completion
[v Link Budget and £t Completion for not started activities ™ Recalculate Actual Units and Cost when duration % complete changes

" Reset Original Duration and Units to Remaining v Updste units when costs change on resource assignments

* Reszet Remaining Duration and Units to Original
Iv Link &ctual snd Actual This Period Units snd Cost

Modify the Calculations default settings as follows:
a) Activities: In the Activities section:

1. Mark the “Link Budget and At Completion Cost for not started activities”
checkbox to make the Budgeted Cost and At Completion Cost are the
same for activities that have not started.

2. Specify “Reset Remaining Cost and Units to Original” to ensure that the
remaining cost and units of an activity is reset to the original budgeted

units and cost when the activity is un-progressed.

b) Resource Assignments: In the Resource Assignment section:

1. Specify “Subtract Actual from At Completion”, when updating Actual
Units or Cost.

2. Clear the “Recalculate Actual Units and Cost when duration % complete
changes” checkbox to prevent the application from automatically
calculating the actual units and cost when the duration % changes. This
will allow the user to control the actual cost and units by manually
entering the information when updating the schedule.

3. Mark the “Update units when costs changes on resource assignments”
checkbox to allow the application to re-calculate the units based on the
Price/Unit when the cost is changed.
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4. Mark the “Link Actual and Actual This Period Units and Cost” checkbox
to allow the application to automatically change the Period Actual Units
and Costs when the Actual Units and Costs are changed and vice versa.

vii) Schedule Calculation Settings: The following are specific requirements and guidelines on

specifying the schedule calculation settings to ensure consistency with the Department’s

default settings:

a) Hit the F9 key on your keyboard or click on Tools from the main menu, then
Schedule.

© Primavera P6 : C00012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))

File Edit Wiew Project Enterprise Wi

Y

Projects

8

Resources

Repors

Tracking
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Activities

=5

Azzignments
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WPz & Docs

=]

Expenses

-
Threshalds

=1
lzsues
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Admin  Help
(y Time Approval...

Projects
I | Top Down Estimation. ..
8 kB

B Apply Actuals,..

= Layout: Projects
Project ID

*5 Scheduls ...

B8a
pin Level Resources...

Shift+F3

Sumrarize
Job Services. ..
Store Period Performance. ..

Global Change...
Monitor Thresholds. ..
Issue Mavigataor. ..

Reports
General |Motebook ¥ Report Wizard..,

Schedule Dates  Fublish

Flanned Start Check Project Integrity...

ﬁ1 _Feb-1212:00 Recalculate Assignment Costs, .,
Dt Dt Set Language. ..
f1-Feb121200 | claim Digger

EEX
4 imp o
Back FEipzfe] Home: Dir. Help
® g
O
Fl %
50 é{:
ct
t
Contract No. C00012345C01)

he #1]

District

| |4)>

ng Plan | Budget Summaty |Dates | Funing “Ilz‘

Anticipated Dates

Articipated Start

Articipated Finish

Portfolio: All Projects  |[User: ABC

Data Date: 01-Feb-12 12:00 AM  |Access Mode: Share

b) Click on Options, to open the “Schedule Options” dialogue box.
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0 Cancel
Project(=s) to schedule | 1
P Schedule
Current Data Date | 01-Feb-121200 aM |
Project Forecast Start Date | Help
r I l Options... l
[ Logtofile
F:Documerﬂs and Settingzirank . gbinjey Documemsl‘SJ

c) Inthe “Schedule Options” dialogue box, click on the General tab and modify the
default settings as follows (Note: All settings with the exception of “Define
critical activities as Longest Path” are default settings):

Schedule Options

[ ignore relstionships to and from ather projects§ 0 Cancel
[ Make open-ended activities critical

- ) Default
|v Use Expected Finizh Dates
I Schedule automatically when a change affects dates Help

[ Level resources during scheduling
[v Recalculste assignment costs after scheduling
vyhen scheduling progressed activities use

(+ Retained Logic " Progress Override " Actusl Dates

Calculate start-to-start lag from
" Early Start " Actual Start

Define critical activities as
™ Total Float les= than or equal to

o

¥ Longest Path

Calculate flost based on finish date of
¥ Each project " Cpened projects

Compute Total Flost as

|Firish Float = Late Finish - Early Finish |
Calendar for scheduling Relationship Lag
|Predecessor Activity Calendar j

1. Ensure that the “Ignore relationships to and from other projects”
checkbox is unchecked to maintain activity relationships between
projects, as applicable.

2. Ensure that the “Make open-ended activities critical” checkbox is
unchecked to avoid treating open-ended activities as critical.

Guidelines for Assessing and Using the VDOT Scheduling Application Page 30



Virginia Department of Transportation
Scheduling & Contracts Division

3. Mark the “Use Expected Finish Dates” checkbox to allow the application
to schedule activity end dates as expected end dates.

4. Ensure that the “Schedule automatically when a change affects dates”
checkbox is unchecked to prevent the application from scheduling the
project automatically every time a change is made.

5. Ensure that the “Level resources during scheduling” checkbox is
unchecked to prevent the application from resource-leveling when
scheduling open projects.

6. Mark the “Recalculate assignment costs after scheduling” checkbox to
allow the application to recalculate resource and role costs after

scheduling projects.

7. Specify “Retained Logic” when scheduling progressed activities to
maintain original network logic.

8. Specify “Early Start” to calculate the lag for start-to-start.
9. Specify the “Longest path’ as the method for defining critical activities.

10. Specify “Each project” to ensure that float is calculated based on each
individual project as opposed to all open projects.

11. Select from the drop down list “Finish Float = Late Finish - Early Finish”
as the method for computing total float.

12. Select from the drop down list “Predecessor Activity Calendar” as the
calendar to use for scheduling relationship lag.

d) 2?7777
Schedule g|
0 Cancel
Project(s) to schedule 1
e
Current Data Date 01-Feh-1212:00 &M
=  View Log
Project Forecast Start Date Help
r } Options...
F:Documems and Settingsyrank hinjey DocumentslSJ

viii) Date Format: The schedules dates shall be shown in the format “Day-Month-Year” date
format (e.g. 31-Aug-12):
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User Preferences g|

Wi s Date Format Options
Dates " Marth, Day, Year

4-digit year r
Currency &+ Day, Month, Wear

Marith pame v
E-Mail ™ “ear, Month, Day -

Leading zeroes v
Azsistance - g
Application Separator - -

Passward

Resource Analysis

Calculations

Startup Filters

Time
" 12 hour (1:30 Ph)
24 hour (13:30)

% Do not show time
I

Sample

31-Aug-12

Help @ Cloze

a) Date Format: Specify in the “User Preferences” dialogue box Day, Month, Year
the date format to show the dates in the format “31-Aug-12".

b) Options:

C. Creating a Work Breakdown Structure (WBS) — A WBS is a hierarchical breakdown of the
project into meaningful and manageable parts. The WBS provides a structured framework with
which to develop and organize the schedule. The following are guidelines for creating a WBS in
Primavera P6:

i) Click on the WBS button in the Directory Bar to open the WBS window. (Note: The
project must be open in order to create a project WBS).
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© Primavera P6 : C00012345C01_B1 (Example Project {Contract # C00012345C01 Baseline #1)) ] (=][c3
File Edit View Project Enterprise Tools  Admin  Help
i 4 & * @
Back Fripezifel Home: Dir. Help
Projects
ER tBHAE & FHE TE |
Projects
a8 ~ Layout: Projects (|
Resoutces Project ID Project Name Td Fehruary 2012 A >
) TR EN N
: _—
Reiﬂs =+ ABC ABC Contracting Inc. (Exam...
_—
Tracking + D_01 Bristol District
| - D_02 Salem District
L]
WES < D_03 Lynchburg District
Amies - D_04 Richmond District -
E =1<» C00012345C01 Example Project (Contract No. C0001... -
ssigments | || TN B & o —
E| < 3|[ >
WPs & Docs
| Genersl \Nutebuuk \P\anning Resources | Budget Log | Spending Plan | Budget Summary |Dales \Funwng \cwes [ﬂzl
Expenses
- Project I Praject Name
Thresholds |c0001 2345C01_Bl |E><ample Project (Contract # CO0012345C01 Baseling #1)
=)
A0 Status Responsible Manager Risk Level Project Leveling Priority
i [ctive | [R Erterprise ] [5-oaum =] e =
Risks
I Portfolio; &l Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared Ba

ii) From the Work Breakdown Structure window, select the parent node under which a
new WBS element will be added, and then click on the Add button in the Command Bar

to add a new child WBS element. (Note: By default, the first node of the WBS is the
Project, which represents Level 1).

© Primavera P6 : C00012345C01_B1 (Example Project (Contract # CO0012345C01 Baseline #1))

File Edit %iew Project Enterprise Tools Admin  Help
4 - B 2
Work Breakdown Structure L i
& EEA FHE &%
Projects
3 - Layout, WES 1] Aol
Resources WHS Code WHS Mame February 2012
X Delete
0 |06 |13 |20 | 27
Reports =29 CO00T2245C01_B1 Example Project [Contract # CO0O... _— 3 cut
Tracking Copy
]
WES
Activities
Azsignments ¢ 3l >
B
WPs & Docs
5 General ‘Nmebnnk ‘P\anmng Resources | Budget Log | Spending Plan | Budget Summary |WE|S M\\esmnes‘ |
Expenzes General Anticipated Dates
o]
u WBSE Code WS hame Anticipated Start
Threshalds |1 ‘(N s ‘ J
e .
1|
Issuies Status Responsible Manager Anticipated Finish
Ll [ ctive | B Enterpriss wl =
Risks
Portfolio: &l Proiscts  User: ABC Data Date: 01-Feh-12 Access Mode: Shared Baseling: Current

iii) Click on the General tab, and then enter a uniqgue WBS Code and WBS Name for each
added WBS element. Then click on the Responsible Manager browse button to specify a
Responsible Manager for the selected WBS element, as necessary.
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O Primavera P6 : C00012345C01_B1 (Example Project (Contract # C00012345C01 Baseline #1))

Fle Edit View Project Enterprise Todks Admin  Help
Work Breakdown Structure . B
Back Faraverd Home: Dir. Help
g T E& i g3
Projects
a o Latyout, WES 0O Ao
Resources WHS Code WWHS Mame February 2012
> Delete
0 |06 [ 13 [20 | 27
Reports S Example Project [Contract # COO0 —_— b3 cut
: P ment
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iv) Repeat steps (ii) and (iii) above, as often as necessary to decompose the project into its
subordinate levels and further into Work Packages. The directional arrow buttons in the
Command Bar can be used to re-position the WBS elements, as appropriate. The arrow
buttons pointing up and down can be used to move WBS elements upward or
downward. And the arrows pointing left and right can be used to promote or demote
WBS elements, as appropriate.

© Primavera P6 : C00012345C01_B01 (Example Project - Baseline #1 DD: 2/1/12)
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D. Defining and Assigning Calendars — Calendars are needed to determine when the activities can
be performed. By default, the Project default calendar defined when the project was created is
automatically assigned to each new activity. Project-specific calendars must be defined for each
individual project. Use of global calendars is not allowed and will result in rejection of the
schedule. The following are guidelines for defining and assigning calendars in Primavera P6:

i) Defining Project Calendars: The following are guidelines for defining project calendars:

a) From the Projects or Activities window, click on Enterprise from the main menu,
and then click on Calendars to open the Calendars window.

O Primavera P6 : C00012345C01_B1 (Example Project {Contract No. C00012345C01 Baseline #1))
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b) From the Calendars window, specify Project, and then click on the Add button
to open the Select Calendar To Copy From window, with which to add a project-

level calendar.

© Calendars

" Global

Calendar Name

= Display: Project Calendars

X

{¢ Project

=

" Resource

Cloze

B Modify...
B UsedBy..
Help
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c) From the Select Calendar To Copy From window, select an appropriate Global
Calendar from which to create a copy. Then click on the Select (+) button to
copy the selected Global Calendar with which to create the new Project
Calendar.

% Select Calendar To Copy From

=~ Display: Global Calendars

Search |

Calendar Name
g i Hal
@ Standard Sday Workweek wiHolidays

B Stendard 7-Day Workweek

B Stendard Westher Calendsr Mo =
BT Std 5 Day 8 Hour Wiorkwveek with Std Holidays Mo
<)) 1

d) Select the New Calendar, and then rename the calendar using the Contract ID as
a prefix to uniquely identify the calendar.

© Calendars rz|
™ Global " Resource {+ Project
v Display: Project Calendars = Close
Calendar Mame |
ﬁ CO001 2345C01 _Standard_S-Day _Calendar D add
ﬁ CO0012345C01 _Standard_7-Day_Calendar
ﬁ CO001 2345001 _Standard_5-Day _Winter_Calendar }( Delete
ﬁ CO001 2345201 _Standard_S5-Day_Westher_Calendar
© INew Calendar) J B Modify...
B UsedBy..
& ToGloka
Help

e) Select the newly created calendar, and then click on the Modify button to
view/edit the calendar to ensure that it accurately defines the working hours,
working days, and non-working days for which it is intended.

© Calendars r5__<|
" Global " Rezource % Project
- Display: Project Calendars = Close

Calendar Mame

i ar
= 0 Add

) CO0012345C01 _Standard_7-Day_Calendsr

) CO0012345C01 _Standard_5-Day_Winter_Calsndar > Delete

ﬁ CO0012345C01 _Standard_S-Day_Westher _Calendar
B Modify. I

B UsedBy..

& Toslobal
Help
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f) Click on the Inherit holidays and exceptions from Global Calendar drop down
list, and then select <None> to detach the Project Calendar from the Global
Calendar from which it was created.

Project Calendar: C00012345C01_Standard_5-Day_Calendar

" Detailed wark hoursiday

4 June 2012 > \WOrk hoursiday 4 Ok
Maon Tue Wed Thr Fri - - ’807 : @ Cancel
.
mEEEn |
11 12 43 14 s -- fB work
x Monweork
18 19 20 21 22 --
25 26 26 29 -
B wiorkwest...

Standard D Monwork . Exception D

Imhierit holidays and exceptions from Glokal Calendar:

i[:t-lul -2 LJ]

g) Click on the Total work hours/day radio button, and then click on the Workweek
button to view/edit the Calendar Weekly Hours to define the normal number of
work hours for each day.

‘@ iork
I calendar Weekly Hours
| X Monwork
Standard wwark hours

|

Mon ~ Tue wMed  Thr Fri Sat Sun @ Cancel

B F F F B P P -

Standard [ | Momwork  [0]  Exeeption |

Inherit halidays and exceptions from Global Calencar.

|<None= _:]
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h) Click on the Detailed work hours/day radio button, and then click on the
Workweek button to view/edit the standard work hours for each day. Then click
on OK.

=)

& 0K

Standard work hours

Day of the Week

Work hours

@  cancel
Help

% Wik

x Monweork

Work

I
INITE:

=
E]
2
2
2
ST eI

Morwvork

NI
W)

Stand

Inherit holidays and exceptions from Global Calendar:

=hone=

L«

i) Click on the “<” or “>” navigation buttons to view/edit the monthly calendars
for the entire duration of the project to ensure that all anticipated non-work
days including, week-ends, holidays, and weather days are accurately defined.
To modify the calendar for a specific day, select the day, and then click on the
Work button to make it a work day or click on the Nonwork button to make it a
non-work day, as necessary. Then click on OK to apply the changes and close the
selected calendar.

Project Calendar: C00012345C01_Standard_5-Day_Calendar

(" Detailed wiork hoursiday

Wark hourziday i 4 O,
@  Cancel
@ Help

Wiark

X Morwork

B wiorkweek.

Stendlard [ | Momwork  [O] Exception [ ]

Inherit holidays and exceptions from Global Calendar:

|<Nuns> j

i) Then click on Close to exit the Calendars window.
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ii) Assigning Calendars: When an activity is added to a project, the project default calendar
is automatically assigned. The following are guidelines for assigning calendars:

a) From the Activities window, select an Activity to which a calendar will be
assigned. Then click on the General tab in the Activity Details window, and then
click on the Activity Calendar browse button to select a calendar.

O Primavera P6 : C00012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))
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30 Fﬁ || q |8 |
Risks
Porttolio: All Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baseline: C

b) From the Select Activity Calendar window, click on the Display button, then
select Project Calendars to display list of available Project-specific Calendars.

*© Select Activity Calendar

i Dizgplay: Global Calendars]

. Global Calendars
= Project Calendars I
j 3

Custom View. . ith Std Holidays
5

Calendar w/Ba
.

) LTS TanGErr S LEy oren ek

B DOT-Stancard 5 Day Wiorkwesk wi Basic He

S >

c) Select a Project Calendar, and then click on the Select (+) button to assign the
Calendar to the selected activity.

B Select Activity Calendar

=~ Display: Project Calendars

Search |

Calendar Mame

) C00012345C01 _Standard_5-Day_Westher_Calendar
) Co0012345C01 _Standard_5-Day_Wintsr_Calendsr
) Co0012345C01 _Standard_7-Day_Calendar
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E.

Adding Activities — An activity is an element of a project that represents a work item, task, or an
event. In Primavera P6, activities can be added by using the New Activities wizard, Activity
Details grid, or Activity Table columns. The New Activity wizard guides the user in defining
necessary information about the activity. Once a user becomes more familiar with the
application, the New Activity wizard may be disabled. The following are guidelines for adding
activities in Primavera P6 using the New Activity wizard:

i) From the Activities window, select the WBS node under which the activity will be added,
then click on the Add button in the Command bar to launch the New Activity wizard that
will allow the user to enter/edit the activity properties for the new activity.

Prir A P6 ; CO ’?“9"5“’ ' (Contrac Eiglal
Activities 0 St
‘ 2R BE-% DELBERBos FOAE TE @E® &0
(el  Layout: Classic WBS Layout Fiter: &l Activities 0o Al
resources || Aciviy D Activity Name Origir # 2012 -
= Dureti Feb [ Mar [ Apr [May [dun [ il [ A X Delete
Rep'MS = Example Project (Contract No. CO... F 01-Feb-12, Example Project [Contract No. CO001 22 f —
- Project Management F O1-Feb-12, Project Management
Tracking ject Milestones
[ “ istrath New Activity
WES | PMio00 | -
New Activity
Activities Submittals
Submittals Review Activity Name
AsSii ROW Acquisitions Erter an Activity ID and Activity Name. The Activity 1D uniguely identifiss the activity
El = Design
W Procurement
: 1@ = Utility Relt.)cationmdjustment,
mﬁ + Construction
iy <
Thresholds
@l General | Status [Resources [Relationstips [| | Activity D
‘S:“S 2 adivity [pr1000 e Activity ]
3 Activity Name
il Activity Type Duration Type [riew im,‘y
[Task Dependert | [Fixed Duration &|
e el I Dot show this wizard sgein
B conmr z3a5cn_B1 12 Administ_| o) @ Cancel Net b | BE Finish
Portiolio; Al Projects  [User. ABC Data Date: 01-Fek-12 Access Mode: Shered  Baseline: Current Pro
ii) In the New Activity dialogue box, edit the Activity ID and Activity Name as needed, and

then click on Next.

New Activity

BNy New Activity
Activity Name

Activity ID
Pl 000

Activity Mame

Erter an Activity ID and Activity Mame. The Activity ID uniguely identifies the activity.

X

|Rec:ieve Maotice to Proceed|

[ Do not showy this wizard agsin.

@ cancel

P B Finish

Mext

Note: The New Activity
wizard guides the user
through the process to
enter/edit necessary
Activity properties and
information when adding
activities. Users may
disable the New Activity
wizard by checking the “Do
not show this wizard again”
box. In which case, the
Activity properties and
information must then be
entered in the Activity
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iii) In the Work Breakdown Structure dialogue box, click on the browse button to select a
WBS node under which the Activity will be added, then click on Next.

New Activity X

BN New Activity
Work Breakdown Structure
Select a'Work Breakdown Structure (WBS) element for this activity.

The WBS iz a hierarchical arrangement of the products and services produced by a project.
Project management responsibilities are assigned via the YWBS.

WES
Ry CO0012345C01 8112 Administrative Task |

[™ Do not shovy this wizard again.

0 Cancel ‘ Prev et } E Finizh

iv) In the Activity Type box, verify that the appropriate Activity Type is selected. Otherwise,
click on the drop down button to select an Activity Type, and then click on Next.

New Activity 3

BN New Activity

Activity Type
Choose an Activity Type far this activity.

Use Task Dependent for most activities. Use Resource Dependent when the assigned resources'
availabilty controls the activity schedule. Milestones are zero-duration activities which mark
significant project events. Level of Effort activities have durations which are driven by other
activities. Administration activities are examples of Level of Effort.

Activity Type

Taszk Dependent -

Finizh Milestone
[~ [Level of Effort .
Reszource Dependent
/ i 4 prev Met P | EH Finish

| Task Dependent
VWES Summary

The following are the available options for defining the Activity Type. (Note: Task
Dependent was set as the default when the project was created):

a) WBS Summary: A summary activity that represents the overall timing and
duration of all activities within a WBS node. A WBS Summary activity calculates
the summary duration and overall start date based on the start date of the
earliest activity within its WBS group and the finish date based on finish date of

the latest activity. Unlike “Level of Effort” activities, WBS Summary activities do
not require logic.
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b) Start Milestone: A start milestone activity is used to mark the start of a Phase or
Stage of the Work. Start milestone activity has a start date, but not a finish date
because its duration is zero.

c) Finish Milestone: A finish milestone activity is used to mark the finish of a Phase
or Stage of the Work. Finish milestone activity has a finish date, but not a start
date because its duration is zero.

d) Task Dependent: An activity whose start and finish dates are dependent on
network logic and the calendar assigned to the activity rather than the calendar
of its assigned resource.

e) Level of Effort: An activity whose start/finish dates and duration are dependent
on the start and finish dates of their predecessors and/or successors. Level of
Effort activity type can be used for on-going administrative or project
management tasks that span indefinite time periods such as MOT, project
surveying, maintenance of erosion control systems, etc.

f) Resource Dependent: Resource Dependent activities are activities whose
assigned resources are dependent on the resources calendar rather than the
activity’s calendar. Therefore, the activity durations are dependent on the
calendar and availability of the assigned resource. Such activities are scheduled
to be performed when the assigned resources are available.

v) In the Assign Resources dialogue box, leave blank, then click on Next. (Note: This box is
used to assign resources to the selected activity when cost-loading or resource-loading is
required. Assigning resources will be covered later).

New Activity 3

BN New Activity

Assign Resources

Assign one or more resources to this activity.

Rezource IO Rezource Mame
B8 Assign
[ Do not show this wizard again.
o Cancel { Prew Iet } E Finizh
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vi) In the Duration Type dialogue box, click on the Duration Type drop down button, then
select “Fixed Duration & Units”, and then click on Next.

New Activity 3

New Activity

Duration Type

Choose a Duration Type for this activity.

Fixed Duration and Unitz/Time activities will take the same amount of time no matter what
resources are assigned to it. Fixed Units activities require a fixed amount of work and will be
finished faster if more resources are assigned. Fixed Units/Time activities have resources with
fixed productivity output per time period. Fixed Duration and Units activities indicate that neither
the activity's duration nor units will change regardless of the number of rezources assigned to the
activity.

Duration Type
Fixed Duration & Unit=

[~ |Fixed Duration and Linits/Time
Fixed Units

f@Fixed Units/Time 4  prev Mext P | B Finish

vii) In the Activity Units and Duration dialogue box, enter the Activity Duration (total
number of days required to complete the activity), then click on Next.

New Activity 3

BN New Activity

Activity Units and Duration
Estimate the duration and total work effort to be performed on this activity.

Lakor Units and Monlabor Units are the number of labor and nonlabor units needed to complete the
activity . Duration is the amount of working time it will take to complete the activity.

Labar Units Manlabor Units Duration

| a 0 10
[” Do nat show this wizard again.

@ cancel 4  prev Mext P | B Finish
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viii) In the Dependent Activities dialogue box, specify “No, continue”, then click on Next.
Relationships will be defined later.

New Activity X

N New Activity

Dependent Activities

Wiould you like to assign predecessor and successar activities?

" ¥es, | would like to configure relationships now.

f* Mo, continue.

[” Do nat show this wizard again.

@ cancel 4  prev Mext P | B Finish

ix) In the More Details dialogue box, specify “No, thanks”, and then click on Next.
Remaining properties will be defined later.

New Activity X

BN New Activity

More Details

Would you like to configure more activity details?
Each activity can be assigned:
- Project Expenses

- Activity Codes
- Wiark Products and Documents

" Ye=z, continue configuring activity information.

f* o, thanks.

[” Do nat show this wizard again.

@ cancel 4  prev Mext P | B Finish
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x)

Mew Activity

time from the Activity Grid.

@ cancel

New Activity

Congratulations

You have successfully added & nesw activity. You may update information for this activity at any

[” Do nat show this wizard again.

{ Prew

Click on Finish to add the new activity and to close the New Activity Wizard.

X

F.

Defining and Assigning Activity Codes — Activity codes provide a means with which to filter and

group activities by categories for the purpose of creating layouts and reports. The following are
guidelines for defining and assigning Activity Codes in Primavera P6:

i) Defining Activity Codes: The following are guidelines for defining activity codes:

a) From the Projects or Activities window, click on Enterprise from the main menu,
and then click on Activity Codes to open the Activity Codes window.

O Primavera P6 : C00012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))

File Edit ‘iew Project BSER=s Tools Admin  Help
Pro. (23 Projects & I
J Fa 3 Erkerprise Project Structure... Back Foruvard Home: Dir Help
. Tracking
spd TE &1
FapEs Q Project Portfolios, .,
& v Lay 8 Resources 0O ld
Resources Project
8‘ Foles > Delete
B oes
Reports Cut
% Resource Codes.., &
Tracking + <] 3 Project Codes Copy
WS 4 User Defined Fields, .
-2 ﬁ Calendars...
| ActivhEsE . Resource shifts,., 0012345C01)
=3 » S
Assignments BN E) acviy step Templates... seine 1)
B Cost Accounts. .
WPz & Docs Funding Sources...
= Geners ﬁﬁ Resource Curves... # Lag | Spending Plan | Budget Summary | Dates | Funding II‘I‘
Expenses External Applications. ..
.%. Project ID Project Mame
Threshalds |CDDD1 2345001 _B1 Example Project (Contract Mo, CO00M 2345001 Baseline #1)
{71
Issues
Portfolio: All Prajects  |User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baseline: Cu
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b) In the Activity Codes window, select Project to add/edit Project-level Activity
Codes, and then click on Modify to open the Activity Code Definitions window.
Use of Global or EPS Activity Codes is not allowed and will result in rejection of
the schedule. (Note: When defining project-level activity codes, the application

automatically assigns a prefix to the Activity Code using the Project ID).

© Activity Codes
" Global " EPS

Select Activity Code

[

Code Yalue |Descripﬁon

@ Close

X

B Modify...

Help

c) In the Activity Code Definitions window, click on the Add button to add a New
Activity Code category. Then edit the Activity Code Name to define the Activity
Code. Define as applicable, Responsibility, Phase, Stage, Feature of Work, Area,
Location, Work Type, Crew, Contract Modification, etc. Once the activity codes
have been added and defined, click on the Close button to close the Activity
Definitions window. (Note: After Activity Codes have been created, Code Values
must then be defined for each Activity Code).

© Activity Code Definitions - Project

@ Close

o Digplay: Activity Codes
Activity Codle | »
B Responsibility l 1 Add l
. Phasze
B Stage < Delete

Area
= Area A Shitup
. Location
&, Feature of Work
% Major Wiork Type
. Contract Modifications
ctivity Code) ¥
< Make EPS
Activity Code Mame Max Length
iz activity Code) 7 Help
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d) From the Activity Codes window, click on the drop down button, then select
from the list of available Activity Codes, an Activity Code to which Code Values
will be defined. Then click on the Add button to add a Code Value for the
selected Activity Code. For each Code Value, define the Code Value and
Description, as applicable. Repeat as often as necessary until Code Values have
been defined for each Activity Code.

© Activity Codes E|
i Global " EPS t* Project

Select Activity Code

[[CL‘JDD'I 234501 _B - Area :J] B modity..
v Dizplay: Sres [t Close
Code Yalue |Descrip‘ti0n |
a Mon-Area Specifi
& on-Area Specific D Add
&1 Area 1 (Define limits of &rea 1)
B2 > Delete
3 Cut
Copy
-
»

i) Assigning Activity Codes: The following are guidelines for assigning activity codes:

a) From the Activities window, select an activity to which Activity Codes will be
assigned. Then click on the Activity Codes button on the Command bar to open
the Assign Activity Codes window. You may also click on the Codes tab in the
Activity Details window, and then the Assign button to open the Assign Activity
Codes window. (Note: Users may use the “Shift” or “Ctrl” key on the keyboard to
select multiple activities to which an activity code can be assigned).
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© Primavera P6 : C00012345C01_B1 (Example Project (Contract No. CO0DD12345C01 Baseline #1))

Fle Edt View Project Enterprise Tools Admin Help
T 4 R )]
ACtIVItIeS Back Forrir Home: Dir Help
ER BF-% DELBRBLs FHE YTE BR® |
Projects
g || levout ClassicWBS Layout Fiter: £l Activiies o A
Resources || Activity D Activity Name Original [S A || A
Duration 5 X Delets
Reports = Example Project (Contract No. C00012345C01 Baseline #1) L cu
- General Administrative Tasks
Tracking = Project Milestones Copy
[ A1000 Recieve NTP 10
WES 41050 Intesim Completion Milestone i1 [Milestore Date] 10
AT0ED Substantial Completion Milestone (Milestone Date] 10
Activilies 41070 Cortract Completion Milestors [Milestone Date] 10 & Resources
=3 = Overall Project Management Qf Rsrc by Role
ssionets | | I T T |
S el >
WPs & Dacs
— - W Scdivity Codes
& General | Status | Resources | Relstionships | codss [iotebook [ steps [ Feedback [wPs 2 Doss | [B | b
EXFEﬂ”SES 2 activity [a1010 Mobilization Project [coom2345c01_pr B8 Predecessors
i Activty Code [ Codle Valus | Description | = Successors
|i@| = Steps
Ilssues
bl
Risks
Portfolio: Al Projects  |User: ABC Data Date: 01-Feb-12 Access Mods: Shared Basel

b) From the Assign Activity Codes window, select Project, then select the
applicable Activity Code Value, and then click on the Assign (+) button to assign
the selected code to the selected activity.

“» Assign Activity Codes

" Global " EPS

= Digplay: Current Project's Yalues

Search |

Code Yalue Descrigtion

Area 2 [Defing limits of Area 2)
L 3 Area 3 [Define limits of Area 3]

c) Once all applicable codes have been assigned to the selected activity, click on
the Close button to close the Assign Activity Codes window.
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o
BEE|
. 4 & * @
ACtIVItles H_al::k_ FaraERd Home Dir Help
7 ER AE-5 DELBRLa FAE YTE Bm® AKD
Projscts :
8 = Layout: Classic WBS Layvout Filter: Al Sctivities D Addd
Resnirtes A ctivity 1D Activity Mame 2012 A~
E Feb ‘ Mar ‘ Sy | Mz | Jum | : X Delete
s - Examp|e Project (Contract No. Cod F 01-Feb12, Example Project [Contract Mo. % =
- Project Management F 01-Feb12, Project Management
Tracking - Project Milestones F 01-Feb-12, Project Milestones Copy
[ Frd1000 Fecieve NTF Recieve NTP
WHS PH3000 | Interim Completion Milestone #1 [Miles Interim Completion Milestone #1 (Mileston
Ph9100 Substantial Completion Milestone [Mile —— — -
Activities Pt49333 Conbract Completion Milestone [Milestc | "% Assign Activity Codes
= = _Administiative Tasks FU o clokal C Ers & Project
ﬂ“@'ﬂ."ﬁi - (EER|Hchilzatn - = Display: Current Project's Yalues
WPs & Dacs — sowch |
_@_ General | Status | Resources ‘ Relationzhips | Codes | Motebool Code value .Descrlptlon @
_Expenses o Activy [Pyt 020 Jptobiizatin =& EPSIProject: C00012345C01_B1
| 2
- Activity Code Code Yalue Description -3 Activity Code: Area EI
Threshains ||| BIEE [T =0 ; ;s &
=1 =1 efine limits of Area 1) Eg
lles =2 Area 2 [Defive liits of Area 2)
R‘_* B3 Area 3 [Defing limits of Area 3]
isks
@ Aszign B Remove 5
Portfolic: &1 Projects  [User: A8C Data Date; 01-Feb-12 Access Mode: Shared B

G. Establishing Activity Relationships — Activity relationships can be created graphically by using
the Activity Network view or by using the Activity Details grid. The following are guidelines for
establishing relationships between activities in Primavera P6 using the Predecessors and
Successors window in the Relationship tab in Activity Details:

i) Defining Activity Codes: The following are guidelines for defining activity codes:

a) From the Projects or Activities window, click on Enterprise from the main menu,
and then click on Activity Codes to open the Activity Codes window.

H. Assigning Constraints — Activity codes provide a means with which to filter and group activities
by categories for the purpose of creating layouts and reports. The following are guidelines for
defining and assigning Activity Codes in Primavera P6:

i) Defining Activity Codes: The following are guidelines for defining activity codes:

a) From the Projects or Activities window, click on Enterprise from the main menu,
and then click on Activity Codes to open the Activity Codes window.

I. Scheduling the Project — Activity codes provide a means with which to filter and group activities
by categories for the purpose of creating layouts and reports. The following are guidelines for
defining and assigning Activity Codes in Primavera P6:
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i) Defining Activity Codes: The following are guidelines for defining activity codes:

a) From the Projects or Activities window, click on Enterprise from the main menu,
and then click on Activity Codes to open the Activity Codes window.

4. MAINTAINING SCHEDULES IN PRIMAVERA P6
To be developed in Release 3.

For questions, issues, or assistance in using the VDOT Form C-13C, please contact:
Frank Gbinije
Email: frank.gbinije@VDOT.Virginia.gov
Phone: (804) 786-2980

Guidelines for Assessing and Using the VDOT Scheduling Application Page 50



