Primavera Tutorial

Contents Page
1. Introduction
2. Getting Started 4
3. Entering Your First Activities 10
4. Establishing Your Layout 13
5. Developing The Programme 25
6. Organising The Programme
6.1 Organizing by Work Breakdown Structure 32
6.2 Organizing by Activity Code 43
Filtering the Programme 51
8. Resources 57
9. Progress Reporting 70
10. Conclusion 81
Exercises Appendix A
A.Blakey
Page 1 of 82

February 2002



1. Introduction

This guide is intended as a beginners guide to Primavera. By the end
it, you should be able to confidently enter information into Primavera,

and be able to present it in a sharp and meaningful manner.

This guide will also look at resources, multiple layouts, progress

reporting, filters and target programmes.

The assumption when writing this guide is that Primavera has already
been loaded onto the user's computer. Further, it assumes no
knowledge of Primavera by the user, but it does presume a level of

computer literacy in the user.

The first thing to note about Primavera, and to bear in mind as you
work through this tutorial, is that it saves every change made while
you work. As such there is no simple “undo” button — any changes
made can only be reversed by re-entering the data. When you exit the
programme the only thing that you are asked to save is the layout that

you have defined: everything else has been auto-saved.

A recommended way of using this guide is to follow the steps first on
the example provided, then on a project which has more relevance to

you.
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Primavera does allow you to have more than one project open at any
one time — simply open or create another project and you can move

between the two projects at will by selecting the project from under

the “Window’, tab at thg top of the page.

Data | window Help

EIE Cascade  Shift+F5 | [
- Tie Shift+F4
_ Arrange Icons 18
rig | SE

v Ackivity Columns Split

- Wertical Split .
Bar-Area Split

ol Horizonkal Split

07 1 anoo
v 2 A001 :>'
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2. Getting Started

The first step is to open the installed programme:

Open Office Documenk
Windows Catalog
Windows Update

WinZip

I AAMulimedia

@ Accessaries

[@ #dobe Acrobat

@ Construction Computer Software

@ Media Plavers

@ Microsoft Hardware
|@ Microsoft OFfice

@ Morbon Antitirus

@ Photographs & Pictures
fa@ Flanning Pa

=[® Printers

@ Screensavers

Favorites
Documents
Setkings

Search

Help and Suppart

Run...

@ Log OFF aliskairh...

'@ Startup

Remoate Assistance

[

E@ PowerProject

}i@ Suretrack 2.0
'@ Suretrak 3.0a

Microsoft Project

@ awbase
Endpaint Manager
>|?8 Interproject Relationships
!@_ Metafile Viewer
m MP¥ Conversion

@ Metset

Microsoft ™

i Windows

@) P35etup Hep Professional

E‘g Primavera Look

PEWIMIPIPROGS

Select the Primavera Project Planner icon in the Primavera programme

folder.
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Once Primavera has been opened, your welcome screen should look

something like this....

& Primavera Project Planner

File Tools Help

Cl=] =€) E pe=0 = (2]

Note: you may be asked for a User Name and password. Unless
defined otherwise in the set up, your password is the same as the user

name. The user name is as defined in set up.
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To start on your first programme you need to select the menu “File”

and Option “Ne

& Primavera Project Planner
fil=" Tools  Help

Chrl+1
Chrl4+

Open...

Send Mail, ..
Receive Mail...

1 CHAPEWINIPROJECTS\STGEOR~115GAD
2 CHPAWINPROJECTS|STEGEOR~115GA1
3 CHPAWINIPROJECTS, TRLVACTUALLA001
4 CH\PAWINIPROJECTS| TRLVACTUALLSTS0

Exit Alt+F4

This will open this menu on-screen:

Add a Hew Project E
Current folder: o hpdwin'projects Browse. .. |

Project name:

Mumber A ersion:

Project title:

Company name:

Planning wnit: Day j Praoject start: IDEFEEEIE :I
Workdayzweek: ] Project muszt finizh b I :I

“Week startz an: Monday ;I Decimal places: 2 j

[ Add this new project to a project group

Project group: Project 10 I

dd | Cancel | Hep
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Project Name:

Number/Version:

Project Title:

Company Name:

Planning Unit:

Workdays/week:

Week starts on:

Project Start:

Page 7 of 82

This is a 4 character code that will identify your
programme. It can be any alphanumeric
character.

Note that the new project will be saved in the
folder c:\p3win\projects. It is good practice to
set up a “Project” folder which will keep the
project files together in one place. The reason
for this is that a Primavera project consists of 24
individual files: a single folder containing several
projects would have hundreds of files in it!

This indicates the revision number of the
programme.

This is the title of the current project

This is the name of the company for whom this
work is being done.

This is the planning unit of the programme: it is
the minimum duration (except 0) of any activity.
It can be any unit from Hour to Month.

This sets up, on your base calendar, your
working days schedule.

This is the first day of the week. For instance, 5
workdays a week in a week starting on Monday
would mean Monday to Friday are work days.

In some countries there is a six day working
week, starting on Saturday. Thus there would be
6 workdays/week and the Week starts on would
be set to Saturday.

This is the earliest work day of the project. Note

that it may be desirable to have a Project Start
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several weeks before the first activity, in order
to be able to indicate supply/design milestones
required for work to commence.

Project must finish by:This is the immutable end date of the project.
It can, however, be changed at a later date.

Decimal Places: Generally used in resource assignment and
calculation (not in calculation of the programme:
Primavera does not support fractions of a

planning unit).

NB: YOU MUST “TAB” BETWEEN FIELDS OR MOUSE CLICK ON
THE NEXT FIELD TO BE ENTERED. PRESSING ENTER WILL TAKE
YOU IMMEDIATELY TO THE NEXT SCREEN AND THE DETAILS
NOT ENTERED IN WILL NOT BE SAVED AS PART OF THE
PROGRAMME.
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After all of this information has been entered, we have a screen that

looks like this:

Add a Hew Project n

Current falder: o hpdwinhprojectehholze

Praoject name: 800

MumberYerzion: |Hevi$i|:|n 1]
Project itle: |H|:|u$e Eyfding Pr\gramme

Company name;

Planning unit; Project gtart: DIMARDZ |
Wiorkdapsfweek: Project rust finizh by: JJuLnz -

Decimal places: 2 ﬂ

[

Cancel | Help |

Notg that a separate folder in \projects has been created called

\house. (This was done in Internet Explorer)

Once this information has been entered click the “Add” button (i) and

your project has been created.

3. Entering Your First Activities

A.Blakey
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Upon entering your project you will be greeted by this screen:

[ Pprimavera Project Planner - [A400]

E Wiew Help . ﬂ
D= BE FEE EhEr] FEE nEzEE EEETE EREIE (=]
x |
Activi Activity Orig 2002
D Description Dur FEB MAR I APR T MAY | JUN I JUL AUG SEP OCT HOW [1]
A8 4 MAFIFA § 1522206 AT 0273 AOAT 41 § A5 22795 1249262 § A6.23,307 A427.264 AT A6 25,2

-

ol 1. | | | | | %

Ertef activity ID Clazsic Schedule Layout Al Activities

Be¢fore continuing any further you must enter the first “Activity ID” or
agtivity number. All future Activity IDs will follow this number
s¢quentially, increasing the number by a fixed amount. The Activity ID

can be Alphanumeric.

Epter “A010” and either press enter or click the mouse cursor on the
tick. There will be a thick black line around the Activity ID box
indicating that this is the field being edited. Press the right arrow to
highlight the “Activity Description” box, and enter “Start Project” in
this field.
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Once entered, it should look like this:

EF“E Edit  Wiew Insert Format  Tools Data  wWindow  Help

Elh[el*] ===

= | 4 Start Project

Activi Activi orig|
ty ity B T ®WMAR | APR
i Description Dur frig 75 4 11 18 251 & 15
A010 &t Project 1 A7 Start Project

Press the down arrow button (or the “plus” sign) and notice that the
Activity ID auto-increments as the pe&w activity appears. Enter in the

next several activities so it lookg”like this:

EF“E Edit  iewInsert Format Tools Data  Window  Help

Elt|S]¢ |

- 4 Handowver
Activity Actiuity E e o e e —r —
D Description Dur fig 254 118951 & 15 33 208 ¢

A0 Start Project 1 Start Project :
A020 Clear Site 1 Clear Site E
2030 Set Out 1 Set Out E
A040 Faundations 1 Foundations '
A050 Floor Slabs 1 Floor Slabs i
A0E0 Superstructure 1 Superstructure E
AQT0 Roof 1 Roof ‘
A0S0 Services and Finishes 1 Services and Finishes
A0gn Snagging 1 Snagging E
A100 andaver 1 Handover E

The activities for your first programme have been entered.

Note that the amount by which Primavera auto-increments the next
activity can be adjusted by selecting “Tools” — “Options” — “Activity

Inserting...” from the drop-down menus.
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Finally we need to assign each activity a duration. This is done by
highlighting the “Orig Dur” box and entering in the required duration.

Enter the durations as shown below:

Activity Activity T T T
10 Description Dur i 254 1118251 & 1522 296 13
A010 art Project 1 Start Project i
A020 Clear Site 3 Clear Site .
A030 Set Out 2 Set Out E
A040 Foundsations 10 Foundations i
A0S0 Floor Slaks 7 Floor 5|E::s 5
ADE0 Superstructure 20 Supers’truc’tur:e
2070 oot 10 :
AQ30 Services and Finizhes 20 Services and I%inishes
£090 Snagging 5 Snagging i
A100 Handover 1 Handover '
¥ :

We are now ready to apply logic to our programme, but before we

move on we need to correct the project layout...

4. Establishing Your Layout

Using your mouse, move the cursor over the thick black line
separating the Activity details and the Gant chart until it appears as

A.Blakey
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two vertical lines bisected by one horizontal line with arrow heads

pointing left and right.

e

Now press the left mouse button down and drag the cursor to the
right: once you have moved the cursor across two thirds of the screen,

release the mouse button.

| = | 4 ‘Start Project 15FE
Activity Activity Orig |Rem| % Early Early Resource Budgeted =
1] Description Dur | Dur Start Finish Cost 1T 8 A5 22 296 A3

AO10 art Project 1 1 0|01 MARD2 01mARD2 .00 Start Project 1

A020 Clesr Site i) ] 0| MMARD2 0smAR02 o000 Clear Site

A030 Set Out 2 2 0| MMARD2 amar02 o000 Set Qut

A040 Foundstions 101 10 0|01 MARD2 14moR02 0.00 ations

A0S0 Floor Slabs 7 7 0|01 MARD2 11maR02 0.00 abs '

A0END Superstructure 201 20 0|01 MARD2 28maR02 0.00 Supers‘truc‘tur:e

A070 Roof 101 10 0|01 MARD2 14maR02 0.00 .

A080 Services and Finishes 20 20 0 |01mARD2 2EMARDZ 0.00 Services and I%inishes

A090 Snagding 5 ] 0 |0MMARD2 OmaR02 0.00 Snagging :

A100 Handawer 1 1 0|01 MARD2 01maR02 o000 Handover

Several new columns are exposed, as shown above. At this point in

time we do not need those columns.

Press F11 and this menu should appear.
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Columns E

Column information;

=]+ = activity 1D

Title Width [ Align [rata font

i EACtlID 10.00:Lett Arial B
Activity description ibctivitylD escription 26. Q0 Left Arial g
Original duNgtion {Orig|Chur B.00:Right  iAnal.d
Remaining diXation iRemlDur B.00:Right  iAnal.d
Percent complXNe ix B.33Right  iAnal.d
E arly start iE arlylStart 11.50:Left Arial,8
Column title font: Arial 3.8 ﬂ|

[v Show lines between mhgs and columns

Ok | Cancel Help

The first thing we need to

is get rid of the columns which we don’t

need. Highlight “Remaining Duxation” (press the down arrow 3 times

or click on it with your mouse) and either press the delete button on

your computer or click on the “-“sign in the top left corner of this

menu with your mouse.

“Remaining duration” should disappear and “Percent complete” should

now be highlighted. Delete this line also. Next highlight “Resource”

which should now be visible on your menu. Delete this and the next

item that appears, “Budgeted Cost”.

You should be left with this:

Page 14 of 82
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Columns E

Calurnn infarmation:

= |+ ] = [Early finish
pata Title Width [ Align [rata font

Activity [0 ActivitllD 10.00:Lett Arial B -
Activity deacnphion ActivitylD ezcrphion 26. 00 Left Anal, g T
Original durktion OriglCrur B0%Right  iAniald b
E arly start E arly|Start 11.50:Left Anial,8
E arly finizh i E arly|Finizh 11.00iLeft  iAriald

{ A il

Colurmn title fort: Arial BB ﬂ|

[v Show lines Between rows and columns
k. | Cancel Help

Next we need to\align out columns correctly. Using your arrow keys, or
by clicking on it With the mouse, highlight the “Align” of “Early Finish”.
Next press the letger “C” and enter: the Alignment should change from
left to centre. Altarnatively you can highlight the down arrow symbol

next to the “+” sign and select “centre” from the options.

Repeat this process and centre-align Early Start, Original Duration and

Activity ID.

Finally we can adjust the column widths. Highlight the “Width” cell of
“Early Finish” and type in the number 10 and enter. Repeat this

process with “Early Start”.

In this menu we can also add columns. Highlight the empty space
under “Early Finish” then press the down arrow button we used to
select the alignment earlier. The list of columns available for adding is

then displayed. Highlight and click on one to bring it into your layout.
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Now we have our layout looking how we want it, click the “OK” button
to return to the main screen. Next highlight the black line separating
the activity detail and the Gant chart and drag it back to maximise the

Gant area visible while still displaying all of our columns.

Your screen should look something like this:

& primavera Project Planner - [AA00]

E File Edit View Insert Format Tools Data  ‘Window Help ;@Iﬂ
[s1==INET e [ = S e ] i e d 2
+ K 15FEBO2 Fri
ndl:;"ty D Actl,"“.’ Orig|  Early E_afly FEB MAR I APR Y [ le-'l:'ﬂz I JUL AUG SEP oCT
Esctption Wy || Sl Finish W18554 1118751 8 1522296 .1_&2[1 273 A0AT A0 B m‘m‘mﬁ‘_
£010  |Start Project 1 | D1MARD2 [ DMMARDZ AT Start Project| H H H H -
A020 |Clear Ste T | OIMARDZ | DSMARDZ K7 clear site ' : : : ml
030 |set ot 2 | OTMARDZ | D4MARDZ A7 set out : : : : o
£040  |Foundations 10 | D1MARDZ [ 14MARDZ Al Foundations i
2050 |Floor Slabs 7 | DIMARDZ [ 11MARDZ ﬂ Floor Slabs H 1
ADED [Superstructure 20 | D1MAROZ | 28MARDZ iy Superstructure
A070 |Roof 10 | D1MARDZ [ 14MARDZ Ammmmly Roof E U
AD30  [Services and Finishes 20 | D1MARDZ | 2BMARDZ Ay Services and I%inishes :
A090  [Snagging 5 |D1MAROZ | OFMARDZ i} Snagging :
2100 [Handover 1 |01MARO2 | O1MARO2 AT Handover
E E E E =
I 4 > I 4 ' ' I I Llj
Clazsic Schedule Layout Al Activities

Our next aim is to format the bars. This can be done by either clicking
the “Bar” icon (1), Format > Bar (from the drop-down menu), or by

pressing Ctrl+F11.

The following menu should appear:
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|
|Bars E

i Defined bars:
1= |+| |Early Bar

w [Prooress] Critical [Meck]

Yizible

Y

1iFloat Bar

re]

_ o o
2iLate Bar O 0 O &=
JiResource Early Bar [} re]

A \
H H i
Ao neck fof Iv Holidays [ weeken

Dizplay proggess and criticality on target bar based on;

* Current project (™ Target project
Dizplay pragres: on bars bazed on critical color an
{+ Bemainkg duration Calor: Calar;
" Percent}complete I:l I:I
Endpaintg.. Pattern. .. |
Cloze | Help |

Four bars are shown here: two of them are visible (The Early and Float
Bars). To avoid confusion, we will delete all of the bars which we do
not need to see. Highlight “Float Bar” either by pressing the down
arrow until it is highlighted or by clicking on it with your mouse; press

delete and this window should appear:

Primavera Project Planner .

‘{/ Are wou sure vou want to delete this bar: Floak Bar?
-

Click “Yes” and the bar should disappear. Repeat this with the “Late

Bar” and “Resource Early Bar”.

Your window should now look something like this:

A.Blakey
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iv

Vi

Bars E

Defined bars:
+| |Ear|_l,l Bar
Bar Description Yizible | K.ey [Progress] Critical [Neck]
-

-

Alzo neck for: [v Holidays [ Weekends

Digplay progreszs and criticality on target bar bazed on:

* Current project (" Target project

Dizplay progress on barz baged on Show critical color on

{* Remaining duration Caolor: v Endpaints Calar;

" Percent complete I:l [v Bar I:l
Endpaints. .. Pattern... |

Cloze | Help |

The “position” is the position of the bar on the activity line. “1” is
central, “2” is below that and “3” is above. “4” is further below
and “5” is further above.

“Visible indicates that the bar is visible.

“Key” indicates that this is the key bar from which links are
shown

“Progress” Indicates that, once progressed, progress is shown on
that bar

“Critical” indicates that if an activity is critical, it is shown as
such by being coloured as indicated (see iv overleaf)

“Neck” states that for periods of inactivity, such as holidays or

weekends, the bar is “necked”

A.Blakey
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Bars E

Defined bars:
+ | | Early Bar

Bar Description Yizible | K.ey [Progress] Critical [Neck]
; -

i Alzo neck far: [+ Halidays [ weeskends

Digplay progreszs and criticality on target bar bazed on:
@ * Current project (" Target project

Dizplay progress on barz baged on Show critical color on
iii {* Remaining duration Calar: v Endpaints
" Percent complete I:l [v Bar
Endpaints. .. Pattern... |
Cloze | Help |
i This allows you to show the bar “necked”

:Fuundaﬁun
Floor Slabs for periods of inactivity, such as

weekends or holidays. By default, the bars are necked when, due

to progress or resource constraints, no work can take place.

i This option becomes relevant when a “target” or “baseline”
project has been defined, and allows you to show criticality on
the target bar based on either the current project or the target
project

i Percentage complete can differ greatly from remaining duration
(a ten day activity can be 90% complete but, due to late delivery
or access problems, still have a 10 day estimated remaining

duration). This option allows you to choose which to display.
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v Finally this option allows you to mask or show the criticality of

activities on the bar or endpoints.

“Endpoints” allows you to define the type of endpoint used for the
various bars available, as well as their size and colour.

“Pattern” allows you to apply a pattern to the fill of the bar.
“Modify” allows you to further modify the details of that bar. Click on

the “Modify” button to proceed to our next step in defining our layout.

This menu will appear:

Modify Bar Definition i H

Description; |Earlj,I Bar Poszition; =L
Structure | Label @
Structure:;
-]
T & Size | Pozition | Outling |Show

Skart point FiCenter IE
End paint Earl_l,l finizh Eenter
Bar [Ear

Milestone size: @
e I:I
Separatar;

Sample

Endpaints... | | ak. Cancel Help

A.Blakey
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iv.

Vi.

Vili.

Viii.

This is the description of the bar — it can be renamed as
anything.

This, again, is the position of the bar. The number can be
adjusted both by highlighting it and entering in the new number,
or by clicking (with your mouse button) the up and down arrows
to the right of the box to increase or decrease the number.

This is the Start and End point definition area. At the moment
they are defined as Early Start and Early Finish. However, a Late
Bar could be defined, with the Start Point defined as “Late Start”
and the Finish Point as “Late Finish”. Alternatively a Float Bar
could be shown, its start point being “Early Finish” and the finish
point being “Late Finish”.

The “Bar” category allows you to define the type of bar. It can be
a bar, a solid line or a dashed line. The “size” category would
then define the height, in pixels, of this bar.

Primavera allows the definition of Milestone points, or O duration
target dates on your programme. This box allows you to define
the height, in pixels, of these milestones.

This defines whether the end point or bar is shown, or is merely
outlined.

This allows you to define the colour of the bar (unless critical)
“Separator” allows you to define the separating item if more
than one data item is defined in one part of the bar. More details
of this will follow in the “Label” description section.

This shows a sample of what the bar will look like.

A.Blakey
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If we click the “Label” tab (ix) the menu will change to this:

Modify Bar Definition H

Description; |Ear|_l,l Bar Pozition: 1 :

Structure

Labels:
= [+]-]

Pozition [ ata [ ata font Start Log| End Log |
Activity description Arial, 3B -

Sample

S Activity descriptic

Endpaints... | | ak. | Cancel Help

This allows us to add labels to our bars in various positions. The
impact that these labels will have on the layout is shown on the
sample below. Any data item from the activity detail can be added as a

bar label.
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In the same way as we have adjusted activities in other menus, alter
the bar structure layout so that it looks like this:
(Changes are indicated * )

Modify Bar Definition H

Description; |H|:|use Bar * Bosition: o [

-

Shucture | Label |
Structure:;
[T
Type Size | Pozition | Dutling [Show *
Skart point Early start FiCenter 0 0
End paint Early finizh FiCenter
Bar Bar G

Milestone size:

Bar color:
Separatar;
Sample
[ ] Activity descriptiol
Endpaints... | | ak. Cancel Help

Page 23 of 82
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And alter the Label layout as follows:

Modify Bar Definition H

Dezcription: |H|:|use Bar Position: 2 :
Stucture Label |
Labels:
= |+ Iv |I:Iriginal duration
Pazition D ata D ata fant Start Log| End Log |

Rightrnost 0 riginal duratior sl BB -
Left {Early start iArial B T
Right Ealy finish Arial 8 b

If you click “OK” in the “Modify Bar Definition” window and “Close” in

the bars window our layout should now look something like this:

EFile Edit  Wiew Insert Format  Tools

D=l

Crata

window  Help

E|H]|S]< | e JEE] %

T

=EE I (2]

T-T+
Activity Activity Orig| Earhy Earhy 2002
1D Description Dur Start Finish A8 FEB 35 ! ) A1 Mans 35 I1 K3 ‘.‘
4010 |Start Project 1 [0imar0z | 01MaRDZ 01 tam02 01 MAR02 1
4020 |Clear Site 3 [0imar0z | 0smaR0z 01t aR02 D5MARDS 3
4030 |Set Out 2 [oimaroz | Damaroz 01 haRO2 D4MAROZ 2
2040 |Foundstions 10 | D1MARDZ | 14MARDZ 01 MaR02 14MARD2 10
24050  |Floor Slabs 7 [oimMaroz | 11MaRDZ 01 MaR02 11MARD2 T
A050  |Superstructure 20 | DIMARDZ | 2EMARDZ 01 M aR02 oEMILROZ 20
AOF0 Roof 10 [ MMARCDZ | 14MARDZ 01 MARD2 14MAROZ 10
A030 Services and Finishes 20 | MMARD2 | 28MARDZ2 01 A RO2 SEMBROZ 20
4090 |Snegging 5 [oimarDz | O7TMaROZ 01 aR02 OTMAROZ 5
2100 [Handover 1 [pimaroz | 01marDz 1haRO2 01 MaRa2 1
I
Now we are ready to move on and develop our programme.
A.Blakey
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5. Developing the Programme

With our layout established we can develop our programme and apply

logic to it. It currently looks like this:

Activi Activr ori Ear| Ear 2002
D i I]escrip'?i"un IilufI Sta: Fil'li:;‘l A8 FEB 75 l g a1 MARIW 75 |1
A0 |Start Project 1 [ 0IMARDZ | 0TMARDZ M MARD2 B 01 WARDS 4
A020 |Clear Site 3 | 01MARDZ [ 03MARDZ 01 MARDZ OsMARDZ 3
A030 (Set Out 2 [ 0MMARDZ | 04MARDZ M MARDZ D4mARDZ 2
A040  |Foundations 10 | 0IMARDZ | 14MARDZ 01 MARDZ 14MARDZ 10
A030 Floar Slabs 7| MARDZ | 11MARDZ M MARDZ 11MARDZ T
ADBD | Superstructure 20 | DMMARDZ | 28MARDZ 01 MARDZ ZEMBR0Z 20
AO70 Roaof 10 | 0IMARDZ | 14MARO2 M MARD2 14MAR02 10
A0g0 Services and Finizhes 20 [ MMARD2 | 286MAeRD2 M MARDZ PEMAROZ 20
A030 Snagging 5 | iMARDZ | OFMARDZ M MARD2 OFMARDZ 5
A100  |Handower 1 [ 01MARDZ | DTMARDZ M MARD? bl 01 WMARD2 1

We need to link the activities together to form our construction

programme (plan or schedule).

There are several ways of nominating successors and predecessors for
activities. The quickest is to use our mouse. In order to do this we

need to turn the relationship lines option “on”. Click your mouse over

the button in the top toolbar. You can now link activities with your
mouse. Place your mouse on the bottom right hand corner of activity
A010 until a three-pronged forked arrow appears. Now depress the left

mouse button and drag to the start of the activity you wish to link to.

Try this out from A010 to A020. Once the three pronged cursor is at
the start of the activity bar you would like to link to, release the mouse

button and the link should appear:

A8 25 It 11

D1MARDZ il 01MARDZ 1
MARDZ DsMARDZ 3
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The second way of linking activities is through the Successor input

window. Highlight activity AO10 and press Ctrl-J .This window appears:

Activity:  ADT0 - Start Project : H
|+ -] z0z0
Activity D RBel| Lag | TF D ezcription |
A020 FS 1] i Clear Site -
<« | o[

You can see the activity that we have designated A010’s successor
shown here. The “Rel” column indicates the type of relationship that
exists between the two activities. In this case it is a FS — Finish to
Start, but could be a Finish-Finish, Start-Start or Start-Finish.

The Lag indicates any Lag you want to put on the link. For instance, if
it was a FS with +3 days lag, the second activity could only start three
days after the finish of the first. Likewise a SS with +5 days lag would
mean that the second activity could only start five days after the start

of the first.

The lag can be negative. For instance, a FS relationship with a -3 day
lag would mean that activity two could start three days before the end

of activity one.
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Press Enter. The box should jump immediately to the next activity and

look like this:
Activity: 4020 - Clear Site e
Ed
Activity [D Fel| Lag | TF D escription |
| | v

Highlight the area underneath the “Activity ID” column heading and it
will highlight blue an area in which you can enter an Activity number.

Type in “A030” and press enter.

Activity:  AD20 - Clear Site Jump |
= |+~ L2030
Achivity | Rel| Lag \TF Dezcription |
FS 0/  [Set Out -

= -

O \\\ [

The programme will automaticallyNenter in thessuccessor’s description

and will provide a default link of Finish\o Start with O days lag.
Instead of typing in “A030” you could merelyyz once a blank area has
been highlighted under “Activity ID” press the down-arrow and select

the required activity ID.
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This will appear:

= A

Activity, 4020 - Clear Site Jurp |

030 -5

AD40 - Foundations )
Ans0 - Floor Slabz o
Alen - Superstructure

AD70 - Roof -
p | | ADBD - Services and Finishes Y l_

A030 - Snagging

A100 - Handover bl

Now highlight the activity that you would like to link to and click it with
your mouse. It will then appear in your successor list.

Next make A040 the successor of A0O30, and AO50 the successor of
A040. However, we need a different kind of link between A040
(Foundations) and A050 (Floor Slabs). We know that 5 days after the
completion of the foundations the floor slabs should be in. Thus, we
can change the link type to a “FF” link and the lag to 5 days.

We also know that two days after the start of the floor slabs, we can
start on the superstructure. Thus the link from A050 to AO60 is a SS
with 2 days lag.

However, we also know that we will need at least 5 days after the
completion of the Floor Slabs before the superstructure can be
completed. To show this we add a second link between A050 and
A060.

Activibg:  A050 - Floaor Slabs Jumnp |
[+ EE

Achivity D Rel| Lag [ TF Dezcription |
A0ED 55 2 Qi Superstiucture -
A0E0 FF 0: S uperstructure T
< | W[

Enter in the links mentioned above, and the following:
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A060 to AO70 — FS

A070 to A0O80 — FS with -5 day lag

AO080 to A0O90 — FS

A090 to A100 — FS

Then close the Successor activity box, either by pressing Ctrl-J again

or by clicking the small “x” in the top right corner of the box.
Our programme is now linked. Primavera now requires the programme
to be “scheduled” in order to calculate the new end date. Press F9 to

schedule the programme.

The result should be:

Activi Activi ori Earl Ear 2002
In ¢ Descrip?i'on IilufI S‘taz Fini:;yh A% FEB 35 I a A1 MARnB 35 |.| & ’.“ER 23
Ao Start Project 1 MARDZ | O1MWARDZ 01MARO2 1MAR0Z 1
A020 Clear Site &) O4p1AR02 | O6MARDZ 04y ngv DEMARO? 3
A030 Set Out 2 07MARDZ | OSkiAROZ T MARDZ CHISMARDZ 2
A040 Foun dations 10 | 11MARDZ | 22WAR02 11rEROZ2 T:::I—QZMARU2—‘“]
A050 Floor Slakes 7| 21MARDZ | 29mARDZ M AAROZ ::-L-:I!gg ARO2 Fommemmmmmemem————m
ADBD [Superstructure o0 [ 25MAaROZ [ 194PROZ 25MARDZ T 1194PRO2 |
A070 aof 10 | 228PR0O2Z | O3WAYD2 22APRD2T:
AOS0 [Services and Finishes 20 | Z9APROZ | 24MANO2 204PR
A090 Snagaing S| 2TMANYDZ | 3MAY02
A100 Handowver 1 03002 | D3.JUMO2

Our first problem is that the full width of the bar chart is not visible on

the screen. Move your mouse cursor over the timescale and double
left-click.
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This window should appear:

Timescale H

|+

|+

Density:

4

Start date: | =0 |2'W
End date: | Fo |+-| k
Eont: | avial.2 B

[v Calendar dates

kinirum tire wnit;

[ Show fiscal years

[ Show manufacturing week s

=
[ Ordinal dates

| |+I:I|::l

ncel | Help

It

\

The cursor on the bar under the/word “Density” is flashing. Click on

this cursor and drag it to the left/and right. You will see your timescale

expand and contract. Adjust it go that the last week visible on the right

hand side of the screen is thie first week in June. Release the bar-

adjusting cursor and press “OK”.
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Your screen should now look like this:

@ Primavera Project Planner - [AA00] !En
% File Edit View Insert Format Tools Data  ‘Window Help ;lﬂﬂ
D]=]= E|Rje]* ]| ==E) =EETI® E=]E =

= | =+ Roof 17MARDZ Sun
Activity Activity Orig|  Early Farly FEB | MAR [ ﬂ’.':’ﬁ [ MAY [ _Jun

10 Deseription Dur | Start Finizh A8 25 4 A1 8 25 8 5 22 29 % A3 20 _2f 3 D

010 |Start Project 1 [ 0iMAaR0D2 | 0TmMaRDZ omaR02 Bo1MARDZ 1 : : -

AD20 |Clear Site 3| 04MARDZ | OEMAROZ D4M AR QT OEMARDZ 3 i i

A030 Set Out 2 | OYMAROZ | OSMARDZ O7MILROZ2 CHISMARDZ 2 E E

A040 |Faundstions 10 | 1TMARDZ | 22MAROZ 1MARDZ —————29MAR02 10 : :

A050  |Floor Siaks 7 | 21MARD2 | 29MAROZ 21MARD2 EE:I-'QBMARDQ Fooos , : :

ADGOD |Superstructure 20 | 25MAROZ | 19APROZ 2EMARDZ —————————r—T194PR0Z 20 d

ADTO oot 10 | 22APROZ | O3MAYDZ QQAPRDQ' : 03MAY02 10 E

A050 Services and Finishes 20 | 29APROZ | 24MaN02 0APROZ |_:—|_'=:=::|.24MA\15’02 20

A090 Snagging 5| 27MAND2 | FIMAYD2 Q?MAygg‘lr:i.m tAY 02 5

A100 Handover 1 03JUMOZ | O3JUM02 D3JUN[é2E| oEJUMoz 1

Ll 1! g

Clazsic Schedule Layout All Activities

We are now ready to organise our programme.
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6. Organising the Programme

Primavera can organise projects in two main ways: through Activity

codes and through a “Work Breakdown Structure” (WBS).

6.1 Organising By Work Breakdown Structure

The WBS is a structured way to lay out a programme: it can
accommodate several levels of programme. Establishing your WBS
involves typing in a mini-programme of headings.

For example:

1 Contract Start
1,1 Site Establishment
2 Demolitions
2,1 Church
2,2 Church Hall
3 Construction - Flats
3,01 New Flats - Structure
3,01,1 Basement
3,01,2 Ground Floor
3,01,3 First Floor
3,01,7 Roof
3,02 New Flats - Brickwork & Finishes
3,02,1 Basement
3,02,2 Ground Floor
3,02,3 First Floor
3,02,7 Roof
4 Construction - New Church
4,01 New Church - Structure
4,01,1 Foundations
4,01,2 Ground Floor
4,01,3 First Floor
4,02 New Church - Brickwork & Finishes
4,02,1 Ground Floor
4,02,2 First Floor
4,02,3 Roof
5 External Works
6 Handover
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For complex programmes, it is wise to establish the WBS before the

actual programming is started.

EFHE Edit  Wiew Insert Format Tools | Daka  Window  Help

IE = E Iiﬂ ; ﬁ Calendars. .. ' EE
Activity Codes... -
=+ Handover Project Codes. ..
Activity Activity ori [T
1D Description Du
AMD  |Start Project 1 Resources...
020 Clear Site 3 Resaurce Curves,.,
w050 St Ot 5 Cosk Accounks.,,
Andn [Foundations 10 Cuskam Data [kems...
2050 |Floor Slabs 7 | 2imaroz | zamaroz |

Select Data-WBS... from the drop-down menus. The following window
will appear:

wiis x|

] Code: Title:
=12 | |

Structure. ..

K

Transfer... |

il

Cancel | Help

This is the WBS Editor window.
The first thing we need to do her¢ is set up the structure of our WBS.

This is done by clicking the “Structure” button.
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The following window appears:
Work Breakdown Structure E

v T T T T T
SRl e

] | Cancel | Help |

This is the WBS Structure Editor.

We want to set up a simple two level WBS, so highlight the number 10
(this is the number of characters allowed in that level: it can be any
number from 1 to 48). We want it to be two characters wide, so type
in the number 2.

Next we need to identify the separator that will appear between fields.

Click on the box below the “2” that has just been entered and type a

Our second level also requires a two character field: in the box below

Level 2 enter another “2” and place another “,” below it.

The easiest way to navigate this window is by clicking on the box
where information is to be added with your mouse cursor and entering

the information required.
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The WBS box should now look like this:

Work Breakdown Structure H

Width |T|T|—|—|—|—|—|—|_|_
Separatar _|_|_||T|_|—|—|—|— |_|_|:

ak. | Cancel | Help |

Click “OK” and we return to the main WBS Window.

It should now look like this:

WBS El

Code: Title:

= |

Al i3

Tranzfer... | ] | Cancel | Help

Note that in the “Code:” box a comma is now visible. This indicates
that we can now enter in two levels of information here.

Click on the “+” sign and the cursor appears in the code box, to the
left of the comma. Type in “01” and press Tab. The cursor should
move to the title box. This is the description of that WBS Heading.

Type in “House” and press enter.
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WBS

Code:

Title:

—|+ ||:|1,

|H|:|use

01 Houze

R

Transzfer... |

il

Frint... | Cancel |

o]

Copy...

Structure. ..

e

Help

You have created the first level of your programme.

Click the “+” sign again and type in 0101. Note that as the cursor

reaches the comma after the first “1” it automatically moves on to the

second level of the WBS. Again press “Tab” and enter the description

“Start Up” and enter.

Enter in the following descriptions as shown

Code: Title:

|Snag and Handower

= |+ |n1,n5

Copy... |

M Houze -
Start Up
Substructure
Superstructure
Finizhes

Shag and Handaower

m.m
m.oz
01,03
.04
01.05

KN >
]9 |

Transzfer... | Frint... | Cancel |

Structure. ..

Help
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We now need to apply this WBS to our programme. Press “OK” and
return to the programme.

There are two ways in which we can assign the WBS levels to the
programme. The first is to create a column called “WBS” and enter the
information there.

Press “F11” and highlight the space below “Early Finish” in the new
window. Then highlight the down-facing triangle next to the “+” sign in
the window and press the key “w”. The menu should scroll straight
down to “WBS”. Press enter and it will appear in your column
selection. Alter the alignment of this column to “Center” and alter the

width to 8.

Your window should now look like this:

Columns E

Column information:

= |+|v |Eenter

Data Title Width | Align Drata font
Activity (D Activityll D 1000 Center Arial B -
Activity description ActivitlD ezcription 2600 Left Arial B 1
Driginal duration QriglCrur BO%Center iAial.8 b
Early start E arly(Start 1000 Center Arial B
E arly finizh E arly[Firizh i
'WES 'WES hd
Column title font: Arial BB

v Show lines between raws and columns

Ok | Cancel | Help |

Click “OK” and drag your black line between the “Early Finish” column

and the Gant chart to the right. The “WBS” column should appear.
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- Handover
Activity Activity Orig Earhy Earhy WBS
[[1] Description Dur Start Finish I"]FEB 25 l 4 a Mm}m 75 |
ANO |Start Project 1 | MMARDZ | OThARDZ 01MaRo2 o1 MarD2 1
A0z20 Clear Site 3 | 04MARDZ | OGMARDZ D4M AR 2‘ OEMARDZ 3
A030 Set Cut O7MARDZ | OBMARDZ O7RARO2 CHIEMARD? 2
A040 Foundations 10 | 1TMARDZ | 22MARDZ 1 M.&RD21Ir:::|-22MARD¢
A0S0 |Floor Slabs ZIMARDZ | 20MAR0Z 21MARD2 :E:‘rrz
A0E0  |Superstructure 20 | 25MAROZ | 19APROZ 25MAR0Z ——
A070 Roof 10 | 228PR0OZ | O3MAYDZ
A0E0 Services and Finishes 20 | 2948PR0Z | 24MaN02
A030 Snagging 5 | 27TMWANYDZ | 3TMAYDZ2
2100 andaver 1 03JUME2 | 03JUME2
Now move the mouse pointer over the WBS cell of activity A0O10 and
click
= | & s NN
Activi Activ Ori Ear Ear| WEBS
ty o 9 v . _Iy FEB [ MAR
1D Description i]ur Start Finigh RE] 75 A KL RE]
A010 Start Project TN mMaRD2 | 01marD2 MMARD? I MARD? 1
A020  |Clear Site 3 n4mﬁt&@nmnz Damtarhs T 0EMARDZ 3
A030  |Set Out 2 |otMar0z | oanEmel] O7MBRO? CHIBMARDZ 2

If you now click next to the “,” in the input area the |_| should

becomeH. This means that this “button” is now active. Click on it with

your mouse cursor and the list of data items available to place there

should appear. Highlight “01,01” and press enter: that value should

now appear in the WBS column.

Next, highlight (by clicking it with your mouse) the WBS column for

Activity A020. Simply type in the characters “0101” and press enter:

they should appear in the box separated by the comma.
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Enter the remaining WBS activity codes as follows.

Activity Activity Orig| Earhyr Earhy WES 20
{1 De=scription Dur Start Finish I.‘ﬂFEB 25 l 4 A1 MAF:':‘B 75 |1 B
A0 [Start Project 1 | MARDZ | OTMAROZ | 01,01, 01 MARDZ 01 MARD? 1
An20 [Clear Site 3 | 04MAROZ | OBMARDZ | 01,01, Qa0 2' OEMARO? 3
A0S0 [Set Out 2 | OVMARDZ | 03maR02 | 01,01, 07 R0? CHISMARDS 2
A040  [Foundations 10 | 1MARDZ | Z2MARDZ | 01,02, H 1 W ARD2? ‘Ir:.::I-EEM-&RU: 10
Ana0 (Floar Slakbs T 2MARDZ | 29mMARDZ | 01,02, 21MARD2 I::_L':I-TE;IMARDQ 7-
ADG0 [Superstructure 20 | 2amAR0D2 | 188PROZ | 0103, ASMAROD T:.‘=
AQFD [Roof 10 | 2Z2APROZ | O3May02 | 01,03,
Ang0 [Services and Finishes 20 | 29APROZ | ZaMay0zZ | 01 .04,
A030 [Snacgoing a3 | 27MaNDz | FIMAYDZ | 01,04,
2100 [Handowver 1 Q3JUMOZ [ O3JUMOZ | 07,05,

We have now told Primavera HOW we want the programme organised:

now we must tell it to organise it so.

EFile Edit Wiew Insert Format Tools Data  window  Help

E[h|S]* [ JOF %

Click the “Organise” icon on the toolbar.

=EE|T|®| [El=]d

This window will appear:

Organize by
" Activity data item " work breakdown
Group by:
[+]]
Group by Order Font Bkgmd| Test | Mew page| Total
-
-
I Display all values in one band Sort by:
I Rearganize automatically |+| |
Iv Dizplay unassighed and uncategorized activities poilon Dvetey |
Eatly start Azcend |«
Sample Total float Ascend
-
Optiong... Organize Mow | Cancel | Help |

This opens, by default, on organising by “Activity Code”.
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Press the button by the words “Work Breakdown Structure” and the

window should change to this:

Sample

Optionz. .. |Q>

Organize by
" Activity data itemn * Witk breakdown
Group by
Group By Yizible Font Bkornd| Test [Mew page|  Tatal |
Level 1 res  bnal 148 Mone -
Level 2 res  Anal12B Top —
[ Dizplay empty work, breakdown levels Sark by
| Rearganize autamatically |+| |
[v Display unazsigned and uncategaorized achivities EEulon iy |
Early start Azcend &

) 7

1. These are the two WBS Levels that have been defined in the

WBS Structure. This states that both are visible, and the “Font”

is the size of the heading displayed on the screen.

2. “Bkgrnd” and “Text” are the colours of the background and the

text in these headings.

3. “Sort by:” defines how the activities are sorted within each band

4. “Options” takes you to the following window:
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Activity columng ( : ) ak
Test in bands:

Cancel
[ Walue _—

[v Description Help

Bar area

[v Dizplay group dividers
" Az bands
i+ Az lines

Tent:
[ "alue

[ Description

While we are here, we want to display the WBS number (its value) as
well as the description in the header band. Tick the “Value” box

beneath the text (1) “Text in bands:”

Now click “OK” (2) and we return to the “Organise” window.

We can change the settings here for colours, fonts, and whether each
heading has a “Total” band at will. For now, merely highlight the Level
2 “Total Cell” and press “N” — “none” should appear in the box. Press

enter and enter again.
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You should return to his screen:

& primavera Project Planner - [AA00]

%F\'E Edit View Insert Format Tools Data ‘Window Help . ﬂ
N=EE EFE FEE @nEr] FEE mEREE EEERE EEE 2

= | 4 Services and Finishes 15FEBO2 Fri

Activity Activity Orig| Early Early whs] - T AR T 2002 P T ., o=

1D Description Dur |  Start Finish 18 75 4 i I I S | & LI - A3 20 271 3
01 House | '
01,01 StartUp
Start Project OTHARDZ | 01MARDZ | 01, MARDZ [H1MARD2 1
Clear Ste 04MARDZ | OEMARDZ | 07, D4MARD2 ] DBMARD2 3
Set Out O7TMARDZ | 0SMARDZ | 07, O7MBRD2 CHIBMARD2 2

Y .

Foundations 22MARO2 | 1MARD? o= 122MARD2 10
Floor Slabs 2aMaR02 K 21MARD2 E:;:¥23MARQQ F SEEEEE,

Superstructure :
Superstructures 19APRO2 i 2EMAROZ ::E:tﬂ 94PROZ 20
oot 03MaY2 | o) 224PRO2 =] 03MAY02 10

Finishes i

f=ervices and Finishes 24MAY 02 | 29APRO2 |':$::|—24MA\#02 H

Snagging FMAYD2
Snag and Handover

27MaY02 3N

03JUNOZ | 03JUNO2 | i USJUNEEQ ol

L 57 "n
Clazsic Schedule Layout Al Activities

Here we see the headings we defined in our WBS layout assigned to
the activities, in the layout we asked for.

Note that the WBS headings have the number we assigned them in the
header bar.

You can summarise these bars under their respective heading by

double mouse-clicking on the header lines (*).
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6.2 Organising By Activity Code

The second method of organising activities in Primavera is by Activity

Code. You can see the current activity codes at the Menu option

Data — Activity Codes. This window will appear:

Activity Codes E

Actiitycodes | petvipiD | Al |
Codes:
= |+]-[rEsP
#| Mame [Length Dezcription
1. 4R ezponsibility -
2 IAREA 4 frea/Department T
3 iMILE 1iMileztone b
4 TEM Aitern Mame hd

49 characters remaining

Yaluez:  RESP

[+1~]

Yalue Dezcrption Order |

@Transfer...| Print... | Refresh |

[+ *»hen new code walues ocour in project, validate against dictionary

Cloze |

i This is the four letter character code assigned to this Activity

code as its name

ii. This is the character length of the field

ii. This is the description of the field

iv. These are the “Value”s of the component parts of that activity

code. For instance, if a Code field is called “Level” with a

length of “1” the values could be G, 1, 2, 3, 4 and the

descriptions “Ground Floor”, “First Floor”, etc.
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V. This is the order in which those items should be sorted within
the activity code. For instance, Primavera could assume that
“G” comes after the numeric codes. In this instance we would
place a “1” in the “order” column by G, a “2” by “1 — First
Floor”, etc.

Vi. “Transfer” allows us to transfer a coding structure from
another programme.
This button will take you to a window in which you can

identify the programme from where you would like the

activity codes drawn.

Activity Codes E

Activity codes | Activity D | Alizs |
Codes:
—|+] - [resP «
#| Mame [Length Dezcription
1. 4R ezponzibility -
2 AREA 4ifrea/Department T
3 iMILE 1iMileztone b
4 HTEM Ai|term Mame hd

49 characters remaining

“aluez:  RESF

[+]~]

Walue Description Order |
Transfer... Frint... Refresh |

[v “when new code values ocour in project, validate against dictionany

Cloge | Help

Highlight “RESP” in the name field and then click on “RESP” in the text

edit box (a). Your cursor will appear in that field. Delete the characters

RESP there and replace them with “BLDG” and press Enter.
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Now click on the “Description” field of our new Activity Code “BLDG”
and change the description to “Building”. The length of the field can
remain at 4.
Now change “AREA” to “PHSE” and enter “Construction Ph.” as its
description.
Delete the remaining codes by highlighting them and pressing the
delete key.
The Activity Code box should now look like this:

Actviyoodes | pctiyD | Al |

Codes:

=|+]-|eLoG

#| Mame [Length D ezscription

1 4:Building =
2 ;F‘HSE 4iConstuction Ph.

-

BE characters remaining

Walues: RESP

[+]-]

Walue Descriptian Order |
Transfer... Print... Fefrezh |

v ‘when new code values occur in project, validate against dictionary

Cloze Help
| |

We now need to add values to each of the Activity Codes defined.

While highlighting “BLDG” click in the Value area of the lower box. You
will be asked if you wish to save your structure edits. Primavera is
asking if you want to keep the new code structure that you have
defined and delete the old structure. Click “Yes” and highlight the

“Value” box again. Make your first Value “01” and press right arrow so
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that your cursor now rests in the description field. Type “House” and

press enter.

Highlight “PHSE” and repeat this process of entering values until you

have the following codes entered:

Activity Codes H Activity Codes E

Activity codes | Activiy D | Alias |

Codes:
£ B T —

Mare | Length %%lion
(!&E 4:Building -

PHSE 4:Constuction Bhe” 1
; SR

-

BE characters remaining

Activity codes | Activity 10 | Alias |
Codex:
—[+]-]PHse
#] g escription |
7ELDG TEuidng S\ ‘
<2m 4iConstruction Ph. ) —

56 characters remaining

Yalues Walues:  PHSE v
|+| |D1 \ %andHandove\
Walue \ Description Order_] Valug Descrphon Order |
m House - m Start Up -
02 Substructure el
N — i 03 Supershucture ey
04 Finishes
- 05 S hag and Handower i
e ————————
Transfer... | Prirt... | Refresh | Transfer... | Pritit... Refrezh |
[+ “when new code values ocour in project, validate against dictionary v wihen new code values ooour in project, validate against dictionary
Close | Help | Cloze | Help
Then close this window.
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We can apply these codes to our programme in the same way as we
applied our WBS codes. In this instance, create two columns: one with
the data item “BLDG” and the other with the data item “PHSE”

Columns E

Calurnn infarmatian:

= |+ |v|Eenter

Data Title Width [ Align [rata font
Activity description Activitp]Dezcription 2600 Left Arial, 8 -
Original duration OriglChur 5.00iCenter iArial 8 P
Early ztart E arly|Start 10.00:Center ihnial.8 —
Early finizh E arlylFinizh 10.00:Center  ihnial.8
Building BLDG 5, OOERETE rial 2
Construction Ph, PHSE B.00:Center iAial.8 -
Caluran ttle fart: Arial 8B j|

[v Show lines bebween rows and columns

0k | Cancel Help

Our Gant Chart will now look like this:

Activity Activity Orig| Early Early  BLDG|PHSE
D 1] ipti 1] Start Finigh FEB l MAR
ESBrIptIDI'I ur a nis A8 25 ] A1 A8
AD10 [Start Project 1 [0IMAaR0Z | OTMARDZ M MARDZ B MARDZ 4
A020 [Clear Site 3 | 04MaR02 | OGMARDZ DM AR 2' OEMARDZ 3
AD30 [Set Out 2 |07TMARDZ | OBMARDZ 0702 CHIEMARD? 2

Now it is the simple matter of entering our codes. The code “01” for
“BLDG” applies to all activities, while we will encode “PHSE” to match
our WBS.

Start Project O1mMARDZ | O1MARDZ
Clear Site: O4mAROZ | OEMARDZ
Set Out OFMARDZ | OBMARDZ
Substructure
Foundations T1MARDZ | 22MARDZ
Floor Slabs: 21MARDZ | 29MARD2
Superstructure
Superstructure 25MARDZ | 19APRDZ2
Roof 228PROZ | O3MAND2
Finishes
A0E0 Services and Finishes Z9APROZ | 24MANP2
A0S0 [Snagoing 27hAY02 | 31MAYN

Shag and Handover
Hanclaver 0ZJUNDZ | 03JUNOZ

Note this change
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We now need to tell the programme to organise by our Activity Codes

rather than by the WBS. Press the “Organise” icon
i EEET® E

And select “Actiyity Data Item” as your “Organize by” data. The

window shouJd change to this:

{* Activity data item " whork breakdown
Group by:
[+1-]
Group by Order Faont Bkgnd] Text [Mew page] Total |
s
-
[ Display all values in one band Sort by
I Reorganize automatically |+| |
. . . A Sort Ord
v Digplay unassigned and uncategorized activities oren e |
E arly start Azcend A
Sample Total float Azcend |
-
Optiong... | Cancel | Help |

We want to Group our activities by the codes that we have defined.

Click under “Group by” and enter our defined codes:

Organize H

Organize by
(o Activiby data ibem " ‘whork breakdown
Group b
= |+~ ]aialaE
Group by Qrder Blgrnd] Test | Mew page
Building Ascendidnal 108 S
Conztruction Ph. Azcend
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Note in the example shown the “Font” has been altered. This can be
changed by highlighting the font and selecting the required font in the

Input area.

Press “Reorganise Now” and the schedule layout should change to this:

%File Edit  Miew Inserk Format Tools Data  Window  Help

El#]S]e i [0 I B P el [l i ) 2]

= | 4 05
Activity Activity Orig| Early Early LIOGPHSE ItE | AR | 2002 P15l |
|1} Dezcription Dur Start Finizh A8 25 ] A1 E 25 1 3 A5 23 29
Start Up
AMO |Start Praoject 1 [ 0IMARDZ |OIMARDZ | 01 | M DMARD? [HO0TMARD2 1
A020 Clear Site 3 | Dd4MAROZ | O6MAROZ | O1 01 D4mMaR 2' OEMARDZ 3
A0S0 Set Out 2 | OFMAROZ | O8MAROZ | O1 01 OFMBROZ CHISMARDE 2
Substructure
AD40 Foundations 10 [11MARDZ | 22MARDZ | O1 oz 1MARDZ [ o=———122MARD2 10
AQ0S0D  |Floor Slabs 7| 21MARDZ | 29MAR0OZ | 01 | 02 21MaR02 I:.‘='|:‘f'2 OMAROD F- - - - -y
Superstructure | 0
A0E0 Superstructure 20 [ 25MARDZ | 19APROZ o1 03 2EMARDZ ::I:::_"] gAPROZ 2||]
AO7D  |Roof 10 | ZZaPROZ | O3MAYDZ | 01 | 03 22APRDQT:=:I
Finishes
A020  [Services and Finishes | 20 | 298PR0Z | 24mAv02 | 01 | 04 | 294PROZ =
Snag and Handover g
A0S0 |Snagging 5| 2FMAYDZ | 3IMAYO02 | 01 05
A100  |Handover 1 03JUMD2 | O3JUmM02 | 01 | 05

Our colour scheme has changed in line with our new layout and
“Snagging” has moved from our previously defined heading of

“Finishes” to “Snag and Handover”.

The Activity Code form is useful in two main instances: where there is
repetition and where different layouts might be required by different

parties.

Imagine if our example had ten houses: our WBS would run for several
pages, but the Activity Code will only have to be adjusted by adding in
one code per house — a house number identifier.

A.Blakey

Page 49 of 82
February 2002



Further, in that instance a reorganisation could tell our Services

Foreman exactly what his programme will be for the ten houses. First

we would organise it by “Construction Ph.” and then by “Building”.

The below example took just a few minutes to create, organise and

sort. Note that in this example | used a “Filter” to show only the

“Finishes” activities i.e. those activities with Building Ph. Code “04”.

EFiIe Edit Wwiew Insert Format Tools Data ‘Window Help

IS = [=1RE=0 E|n|S]* | [=s]eafd) [mmm ] =HEETI® E=la 2
-+ | 15FEBI
Activity Activity oOrig| Early Early LDG|PHSE 2002

1D DBSCTiDﬁDI’I Dur Start Finish A5 22 29 & R‘;‘vlgu 27 I 3 I."]JuTj
Houze 1 " .
| 2080 |Services and Finishes | 20 | 29APROZ |24MAYD2 |m JOAPROZ Com—r—r—] 24MA Y02 20
Housze 2
| 2180 |Services and Finishes | 20 |13MAYU2 | 07JUNDZ |02 T3MAY02 T 07 JUNO
House 3 ] .
| 2280 |Servi-:es and Finishes | 20 |2?MAYD2 | 21JUM02 |03 2PMAVIE e
House 4 E
| A330 |Servi-:es and Finishes | 20 |1DJUND2 | 0sJuLoz |u4 100UND2 =

So how do we filter our programmes?
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7. Filtering the Programme

Our programme should currently look something like this:

EFile Edit ‘Wiew Insert Format Tools Data Window Help

SIS RS ST E
5

0

Activity Early Z002
s s FEB MAR AR

Description Finish A8 25 4 AT A8 25 A1 8 A5 22 29
Start Project OTMERDZ | D1MARDZ D1MARDZ [F01MARDZ 1
Clear Site n4mMARD2 | OEMARDZ D4t R 2‘ OEMARDZ 3
Set Out O7TMERDZ | 03MARDZ O7MROZ CHISMARDZ 2
Foundations TIMERDZ | 22MAR0Z TMARNZ o= 1H22MARDZ 10 '
Flaor Shaks ZIMER0Z | 2aMAR0Z ZIMARDZ E.‘:':I"QBMARDQ Fooemeeen
Superstructure 25MAR0Z | 194PROZ 25MARDZ ::3::::—'1 9APROZ 20
Foof 22EPROZ | 03MAYD2 :

Services and Finishes

22APROZ o= —

29APROZ | 24MANDZ 204PROZ |I:
Sragging 2TMAYD2 | SIMAYD2 :
£100  [Handover INEET N |05 | :

We need to create something to filter by: create an additional Activity

code, with values, as follows:

Activity Codes E

Activiycodes | pctipiD | Al |
Codes:
=[+] -] rmen
#| Mame |Length Description
1 BLDG 4 Building -
2 PHSE 4:Canstruction Ph. 1
3 AForeman i
-
52 characters remaining
Walues:  FMAN
=[] -] Timmy Taitor
W alue Description Order |
m Joe Bloggs a
0z Fred Smith i
03 o
Transfer... | Frint... | Refresh |
[V when new code values ocour in project, validate against dictionary
Close | Help
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Create a column for “FMAN” and distribute the three foremen as

follows:

Activity
De=scription

Start Project MMMARDZ | D1MARDZ
A0 |Clear Site 3 | 04mMARDZ | OBMARDZ (01 | 01 | O2
Set Out O7TMARDZ | OEMAROZ

Foundstions
Floaor Slabs

11MARDZ
21MARDZ

22MAR0Z
29mAR02

A0ED 2aMARDZ [ 19APROZ
AD7D |Roof 10 | 22APROZ | O3MAYD2 | O1 | O3 | 03

Finishes
A0S0

Superstructure

Setvices and Finizhes 20APROZ | 24MAND2

Snagging 2TMAY0Z | FIMAYD2

A100  |Handover 1 03JUMOZ | O3JUR02 [ 01 | 03 | M

We can now use our filters to sort by Construction Phase, Foreman or

a combination of the two:

Click the filter icon: , and this window will appear

Filter

Criteria

Description

:|'_'||||_||-

MNaone ND .i‘n.c:tlwtls ]
FL-01 Automation System Project Activities b
FL-02 iBuilding Addition Project Activities

FL-03 iCorveyor Spstern Project Activiies

FL-04 iSchedule Update

FL-05 :5Six-Month Lookahead

FL-0E ®work, in Progress

FL-07 iMear Critical Activities

FL-08 iActivities With Logs hd

Add.. ‘

i* Filter: | Feplace activities shown in current view j|

™ Select: Highlight activities which match criteria

Transfer... Cloze ‘ Help
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To remove confusion first delete the current filters from FL-01
onwards. Highlight FL-01 and press the “Delete” button. Confirm that
you do wish to delete the filter when asked and the filter disappears.

Repeat this process for the remaining filters until you are left with:

LCritena B

I D ezcriphion |
All AN Activities "

one :Mo Activities

Now click the “Add” button. The following window appears:

Add a New Filter x|

Filter D; FL - (i

(] | Eancel| Help |

Click OK. You are then taken to:

Filter Specification E
Title:
e 5 &l |
Level st meet Ll of the following criteria:
B f* Ay .
Selection criteria:
[ [+]~]
Select if Iz Low ¥ alue High alue
3 )
/. {/\\
\4 )
—

Transfer .. ak. | Cancel | Help |

1. This is the name of the filter — it can be renamed as anything

A.Blakey
Page 53 of 82

February 2002



2. This section defines whether, in the case that two conditions are
imposed on the filter, activities are required to fulfil all conditions
or only one of the conditions

3. In this section the filter conditions are defined. Any of the data
items defined for an activity can be used in a filter, from dates to
activity codes to resource data.

4. Here the “condition” for the filter to apply is defined. It can be
any mathematical function (i.e. <,>, =, etc.) and any value,
either of the data item mentioned in “3.”, or any other data

item.

An example would be:

Selechon cnkena:

= E3 K

Select if E: Lows Walue High " alue

Fareman

Here we are telling the computer to apply the filter (i.e. select and

display that activity) only if the Foreman is equal to 01 (Joe Bloggs).
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A more complex filter would be:

Filter Specification H
Title:  |FL-01
Al ) o
Lewvel muzt meet aof the following criteria;

{* Any

Selection criteria;

= |+ Iv |Ear|_l,l shart

Select if = Lo Y alue High “alue
Foreman WH 01
Conztruction Ph. WhH 02 04

GT _i01APROZ

Transfer... 0k | Cancel Help

This tells the computer to select an activity if

O] the Foreman is 01 (Joe Bloggs) AND

(i) the Construction Phase is “Within the Range” of (WR) 02-
04 (i.e. is 02, 03 or 04 — Substructure, Superstructure and
Finishes) AND

(i) Has an early start date after the 1° April 2002.

In this case, only activity AO80 will be selected.

Filters are often used in large projects for progress reporting: it is
difficult to sort through hundreds of activities to find those that have

started or finished. A filter can reduce the hundreds to a few dozen.
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A useful filter for a “look ahead” view would look like this:

Al

Lewel 1 j Lzt meet of the following criteria:
e dpy
Selection crtena:
|+ |v |Ear|_l,l dates
Select if |z Laow W alue High "/ alue
Early dates WwH iDD+0D DD+1H

This states that the activity should be visible is any of the “early dates”
— either “Early Start” or “Early Finish” occur within the window “DD”
i.e. the Data Date (The date on which the programme was last
scheduled) and “DD+1M” (Data Date +1 Month). Applying this filter to

our programme results in:

Activity

2002

o - FEB I TAAR. I PR 1
Description Finish 75 A4 A1 18 75 A K] A5 77 9 g

Start Up

A0 [Start Project 1 [miMar0z [0imaroz [m [o [ o DmaRD2 01 MaRDZ 1

AD20  |Clear Site 3 |04MARDZ |0BMAROZ | 01 | o1 | 02 Oamarlz T 0BMARD? 3

AD30 [Set Out 2 |otMar0z [osmaroz [ o [ o1 | oz D7MBROZ CHIEMARDZ 2
Substructure
| A040 |F0undat|0ns | 10 |11MARUZ |22MARUZ | 01 | 02 | 02 AMARD2 C—=r——122MAROZ 10
| A0s0 |Floor Slabs | 7 |21MAR02 |29MAR02 | [z | 0z | 03 | 21MARO2 D='|:|"23MAR02 Frommmnnn
Superstructure H o
| ADE0D |Super5‘lruc:lure | 20 |25MAR02 |19APR02 | o | 03 | 03 | 25MARDZ ::22:‘;19@1?02 20

\ )

Only activities with a portion of their duration in the area indicated
above have been selected (the Data Date is shown by the blue line,
and is the 1 March 2002. The filter has selected activities that run
between the 1 March and the 1 April 2002).

So we have a filter that we can use when reporting progress in our

programme. Progress reporting will be covered in Chapter 9.

Until then, restore our layout to include all activities (i.e. run filter
llAII11)-
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8. Resources

Primavera has the facility to receive resource data, apply costs to the
resources, report these resources graphically, level the resources and

apply actual expenditure against budgeted.

The first step is to establish a resource “dictionary” of the resources
we wish to define for the project. Data > Resources opens the

following window:

Reszources:
1+] -]

Resource | Unitz | Driving| Base Dezcription

O O © -

Lirniks: Prices:

Mommal [ Max Through Price/nit Through
1] .00
Nl 000
6 NIl 0.00: ( 7 )
\_ /0 oo\ _/
1] 0.o0

0 .00

o Y o e o 1 o Y o e

Transfer... | Frirt... Calculate |

Calendars... Cloze | Help |

1. The resource “code”

2. The units that apply to this resource (e.g. m?, Hours, litres)

3. Whether the unit is “Driving” or not (i.e. whether the duration is
driven by the resource quantity divided by the resource output)

4. The calendar to be used when this resource is applied.

5. A description of the resource
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6. Resource limits (used in resource levelling)

7. The cost, if required, per unit of the resource. The cost can
reflect the monetary cost (if desired) or another aspect, such as
the number of man hours required to place a unit of the
resource. However, there are other ways to show this and this

will be discussed later.

Resources:
—|+]-|ece
Resource | Units [ Driving| Baze Dezcription
(Dapzi O 1 Baob the Builder -
BOLT i Mo o i Muts and Balts T
(] iDaps: O N kr Dhiran b
WEM iDapz: O N Wendy
Lirnitg: Prices:
|- 141 |- 45000
Mormal [ Max Through Pricenit Through
1 2 a0.00
] 1] 0,00
0 1 0,00
1] 1] .00
0 1 0,00
0 0 Q.00
Transzfer... | Frint... Calculate |
Calendars... | Cloze | Help |

Enter the data shown above. Each person has a normal limit of 1 and a
maximum limit of 2. The Price per unit (i.e. Cost per Day) of Bob is 50,
Mr Dixon is 35 and Wendy is 25. Nuts and Bolts are a material
resource (versus a manpower resource) and have no limits or, in this

example, a price per unit.

After entering the Price/unit you will be asked if you would like to

calculate costs now. Select “Yes” in each instance.
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Once the resource data has been entered, close the window. Our next
step is to apply these resources to our activities. Highlight the first
activity — A010: Start Project — and press Ctrl+R (or from the drop-
down menu, View > Resource Detail). The following window will

appear:

[+
R ezource
Cost Acct/Categony
[Ciriving
Curve
Inits per day
Budgeted quantity
Rez Lag/Duration
Percent complete
Actual thiz period
Actual to date
T o complete
At completion
Y ariance [unitz]
E arly start
E arly finizh
Late gtart
Late finizh

< | v

Now click the “+” sign and the down-triangle and your will be
presented with a list of resources which you can apply to this activity.
Let us assume that Bob is required to start the project — to sign the
papers and set out the works. Select “Bob” as the resource and enter
1 unit per day. The budgeted quantity should immediately become “1”
(i.e. 1 unit/day * 1 day).

Now, with the cursor in the “Resource” box of this window (i.e.

highlighting BOB), press the right arrow to create another resource.

This time use the resource “Nuts and Bolts” and enter an amount in
the Budgeted Quantity of “10”. The number 10 should also appear in

the “Units per Day” column.
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Highlight the next activity add resources as per this table:

Act. ID Resource 1 | Units/day | Resource 2 | Budg.Quant.
AO010 BOB 1 BOLT 10
AO020 DIX 1 BOLT 5
AO030 WEN 1 BOLT 20
A040 WEN 1 BOLT 25
AO050 BOB 1 BOLT 20
AO060 DIX 1 BOLT 15
AO070 DIX 1 BOLT 15
AO080 DIX 1 BOLT 20
A090 WEN 1 BOLT 10
A100 BOB 1 BOLT 5

Close the Resource window and change two of the columns to show

the resource assignments... the column titles will be “Resource” and

“Budgeted Quantity”:

Foundations

T1MARDZ

22MARDZ

WEN, BOLT

Activity Activity Orig | Early Early Resource Budgeted 2002
o L ) FEE [ MAR ]
Description Start Finish 11} Guantity 18 75 ] KE KE] 25
House
Start Project 0IMARDZ | 01MARDZ BOB, BOLT 01MARD2 [HI1MARDZ 1
Adz20 |Clear Site 3| DAMARDZ | OEMARDZ D, BOLT g.00 D4MAR] 2' DEMARDZ 3
A030 |Set Ot 2 | OFMARDZ | OSMARDZ WWEM, BOLT 2200 O7MBRO? CHIBMARDZ 2

A0

Flaor Slabs

Superstructure

7| 21MARDZ

2omARD2

29mMARDZ

19APRO2

BB, BOLT

Dix, BOLT

27.00

TMARDZ o= F2IMARD]
21MARDZ I:=',:I'T2

A0v0

Roof

Snagging

10 [ Z28PR0OZ

2MANTZ

03MaNY02

FMAYD2

Dix, BOLT

WEN, BOLT

23,00

2amMAR02 =

A100

Fnciayer

1 03JUm02

03JUN02

BOB, BOLT

5.00
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Primavera cannot, unfortunately, show more than one resource in this
view: it “lumps together” the resources so that the total Budgeted

Quantity is shown for all resources applied to that activity.

We can see how these resources are distributed across time in a

resource profile. Press the button (alternatively, from the drop-

down menu, View > Resource Profile or Ctrl+F7).

This should appear at the bottom of the screen:

B Resource Profile/Table H

Fesources:
‘ BOE j|

)

Display... | Mew | G P Yo s B, | i B, P, AL Sy
= FEB [ MAR | APR

||M

AY

2002

This is the resource profile for the resource (or person) “BOB” — Bob
The Builder. We can see he spends a total of 8 days on site, the

mayjority towards the end of March.

We need to modify this to tell us exactly what we want.
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Press the “Display” button (under the “Select” button in the Resource

Profile/Table window) and this window will appear:

Resource Profile Display Options H

Digplay

Type: [ ates; Activities:
S Units@ * Early @ @ @
" Costs " Late " Selected

Time interval; [ Histogram
[ Exclude actual to date from corment estimate

Higtogram

Calculate: Format: Yalues:

& Tol @r‘ 5 Coirrent st
@ 0% @

- = : .
. 2

= r

Curves

[+ Current estimate [+ Earned value [+ Planned value

[+ Show curves using different line types

Cloge Help
(D | |

1. Would you like to see the Units or the Cost (as entered) of

those units? i.e. Units or (Cost/Unit) x Units.

2. Would you like the graphs to show their data based on “Early
Start” dates or “Late Start” dates.

3. Should the graphs show data collected from all activities or
only the currently selected activities.

4. Gives the time interval for the graph data (i.e. a new bar in a
histogram chart or a new plot-point in a line (“curves”) graph.

5. Allows you to choose the type of graph to be displayed —

histogram or curves (line graph).
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The following (6 to 10) apply to histograms only:

6.

10.

11.

Do you want the graph to display totals per defined time

interval (4.), average or peak usage.

Histogram format: Area (& & a1 .1FT!‘I—J!)

or Bar (CF% & a1 i . L)

Values — these are used once progress has been entered and
the requirement is to compare planned and actual

Allows you to define the calendar to be used when calculating
average resource usage (i.e. may cause a difference if a
resource is only used on a four day week when the activity
runs through a five day week)

Drawing of Limits and Overloads refers to resource peak

usage and levelling.

Refers to the resource usage curves: allows you to define
different lines for the various curves being shown.
Alternatively Primavera will use different colours to highlight

the different data lines.

More information on these can be found by pressing the “Help” button.
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Change the contents of the window to this:

Resource Profile Display Options E

Diizplay
Type: [rates: Achivities:
0w Units* f* Early o Al
™ Costs " Late " Selected
Tirne interval: W Histogram
o  Cuve¥
[~ Exclude actual to date from curent estimate
Histogram
Calculate: Farmat: Yalues:
fv Total* " .t’-‘n.rea* & Cument estimate
" Peak o Bar ™ Eamed valu
™ Awerage T Planned walue
| El G
Curves
W&rrent estimate [ Eamed value I Planned value

I Show curves using different line types

Cloze Help
| |

Press “Close” and select the resource “BOLT” from the window in the

drop-down menu in the Resource Profile/Table area. Your histogram
display should look like this:

TT o
3
I Resource Profile/Table 13
24
T ] Besources; an
=1 [ = 16
|BDLT Lﬂ 12
Dizplay... Presvious | Mext I E
|1E 1 1 1 1
FEB MAR
| Clazsic Scheduls Layout ' )l Activities

This tells us that we will be using a total of about 120 bolts and their
distribution across the project. If we want to see the precise number

we should select the resource table, rather than the graph.
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Riowe Group Mame

Press the button (Or View >
select “BOB” from the drop-down

change to:

Resource Table or Shift+F7) and

resource list. Your display should

1 Biok the Builder 1 2 3
2 Muts and Bols 10 25 13 158 158 4 4 4 g 13 5 5 5 10
3 it Dizon ) 5 5 =) 5 5 10 =3 =) 5
4 Wendy 2 5 5 5
18 25 ! a1 il 25 i ] A5 22 20 & a3 20 27 3 il
FEB [ MAR Qnﬁgﬂ [ MAY [ Jun

Here we now see the weekly total number of days that each person

will be required to spend on the job, as well as the weekly total

numbers of bolts used.

Exporting this data out of Primavera is tricky... it is a case of finding

the correct report type and modifying it to your requirements.

To export this report we need to run report RL-01. It can be found

here:
Format BEEEEN Data  Window  Help
X Schedule. . Fa
Level,.. Shift+F9
Global Change. ..
’tb_" Update Progress,..  Crr4Fa FEB | AR |
ftion Store Period Perfarmance. .. A3 25 : & A1 KIS 25 K] 3
- Tabular Reports achedule. .. |
Graphic Reports Resource Cantral, .,

Cost » Productivity. ..
Look, . )
Makriz r Earned Yalue (Units), ..
Infolaker )
o Repoart wiiter. .. Tabular... .
Lhite Daa Donary...
herie . . 0ading. ..
Weh Publishing Wizard Produckion, .. ———————
. ik . ¥
P Convversion LIty Optians... AMARD? SBMARDS T- - -
Project Ltilities P T ¥
Fragnet 25MARD2 = =
Optians b

zhes 1 Project Check-infCheck-out
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We are then faced with this menu:

ADOOQ - Resource Loading Reports ﬁ

AL-02

Resouice Loading - Detailed by Day

AL-03

Resource Loading Activity Surmmary

AL-04

Fezource Loading - Quarter Peak Summary

AL-05

Resource Loading - Detailed for Systems Analyst

FL-06

Fezource Loading - Average Monthly Uze

AL-07

Resource Loading - Weekly Detailed Tatal

AL-08

Fesource Loading - Average Weekly Use

Modify... | Add..

Delete ‘

Cloge

Help

Report RL-01 is already selected. Click the “Modify...” button and these

windows will appear. Make the modifications highlighted to create the

report we require. The various screens can be accessed by clicking the
“Tabs” under the Title.

RL-01 ADDD - Resource Loading Reports
Tie: FemeLmdi‘q-TﬂdHoﬂi‘me | 2 |
Faemiica Sekation | Format | Sekeclion ] Timezcak |
Fissgures w=lecion;
5 |
Profla Lok alug Liowd Ykt High Vaua High Vabia
i Fesnures Cost Account Fesouiee Cost & pooirt
.
-
Trereler... 0k, I Cereel He=lo
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Leave this selection
blank to select all
resources. If we wanted
to omit a resource (e.g.
Nuts and Bolts) we
could put the condition
“NE” (not equal to)
under profile and the
resource “NUTS” under
“Low Value Resource”
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RL-O1 ADDO - Resource Loading Reparts

Tie [Fiesmaca Loading - Total onthlp Smmay

RAezruizs Salachon 'F"-‘"-""-“ |

Sebaction |

* Genese apat n P3

™ Export impaet in 50 foniat o te file |
Digariza

Dhipanize ke Graupdsuotota| by

Forl. Aid, Regdar, B

|F|E5 - Fissounca ;l

[srones

Optiore:

W Truncals sciivily descipion

Soil by

[ Fepent oty Hi= an al hozoedal theels

1+1-]

[+ Display rovee bolak: el 7 Agh

Sl an

O,

[ ] commar: | 5
Dirdeby [ 1R Dacindk [ E

Tiander,.. |

RL-01 ADDD - Resource Loading Reports

Til: [Fieaouica Loading - Tocal Mardl Surnay

Aezoup Seinction | Fomal

Lewd IEI e |

Selocion ciinia

=1

Select F

FHighwaus

Transier...

RL-01 4000 - Resowrce Loading Reporis

T ]Rﬂmm Loweding - Tolsl Monthky Sy

Reepouiice Stl:n:bml Fomal | S lecdion

[1sbs pange

(AR qum HeAm -

End
Usaps

Tl
" Pesk

O
@)
©,

™ Erdisde actudl usaoga

EyapEg
Diizlap
i

} ;| =

[ Oy rch.gds waluss withn dsis rangs

T B becal peak

Transler.
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=1

Cancel |

Help |

Important points to
note here are to
Generate the report in
P3 (1), to organise by
Resource and produce
a summary report (2)
and to display row
totals on the left (3).

The selection is
irrelevant to us — we
want a report for the
whole project.
However we could
filter for any of the
codes that we have
established, in the
same way that we
filtered the project in
Chapter 7

Finally we set the time
we require our report
to span (1) and the
time unit we require
the report (3). We can
also specify whether
we want the report to

show Total, Peak or
Average resource
usage (2).
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With this information set we can run the report. Click the “Run” button

in the top right hand corner of the window.

This window will appear:

Tabular Report Options H

o iew on screen ak.

" Print immediately

" Save to the following file:

Cancel

44

Help
=
E= PIwWIN | = o J Metwark...
= P30UT

We want to see this report on screen so click “OK” and the Primavera

report writer will produce the required report:

En Primavera Look - [Untitled]

[=] File Edit Wiew Insert Format Table ‘Window Help

= =
SN =T N = | B R | E N R B
Joe Bloggs Builders FRIMAVERS PROJECT PLLKNMER Howusge Building Programme
REFORT DATE 19MAROZ  RUM HO. 14 RESOURCE LOADING REFORT START DATEMMARDZ  FIN DATE 31JUL0Z*
10:19
DATA DATE 0IMARDZ PAGE HO. 1-1
Resouree Loading - Total Monthly Surnmmary TOTAL USAGE FOR WEEK

To get this report into Excel format, where the data could be

manipulate and the report format modified, we can first copy and
paste this data into Microsoft Word, then copy and paste it again onto
an Excel spreadsheet.
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For instance, you will notice that due to the width of the report, it
spans two pages. We can copy and paste both pages into Excel and

reformat them to a single page.

Note that the export copies only the values of the data and formulae

will have to be replaced (e.g. the weekly totals).

A direct copy from Primavera Look to Excel WILL NOT WORK.
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9. Reporting Progress

The first thing that we should do though,

is save our original

programme as a “baseline” programme against which future revisions

and progress updates can be measured.

So open and run the filter for “All Activities” (FL-01) to restore all

activities to our layout. Then save our current layout either through

the drop-down menu or by pressing Ctrl+S.

v Bckivity Form F7
Ackivity Detail
Resource Profile Chrl+F7
P Resource Table Shift+F7

E w Relationships F3
i~

ormat  Tools Data  Window Help

AN E

Mew

Qpen...

ave  Chl+s
Save As...
Transfer...
Delete. ..

Options., ..

We now need to copy this programme. Again, from the drop down

menus highlight “Copy...”:

: Data ‘Window Help

J Scheduls... Fa
T Lewel.. Shift+F2
Global Change...
Update Progress..., Ctrl+F9
Store Period Performance. .,

Tabular Reports
= &raphic Reparts

Loak

InfalMaker

Update Data Dictionary.. .
w'eb Publishing Wizard
P Comversion Ukility,

Project Ukilities
Fragnet

= Options

1 Project Check-in/Check-out

S| 2FMANYDZ | FTMANYD2

1 03JUmMO2 | 03JUm02
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IS (o] %

_DG[PHSEFMAL
1 [ 01 [ of
1| m | o2
1| m | 0z
1] 02 | 02
1| 02 | 03

Merge...
Surmarize. ..
Back Up...
Reskare, .,

Targets...

Irnpott...
Export...

Delete. ..
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That will open this window:

[
1
'

~ From

| c\pdwintprojectsshouse

I_ Project groups Project name: ADDD

|

. Praject |D: Planming unit: Day

: Mumber/version:

Fievision Target
House Building Programme

Browse...

Projects:

Browse...

o Tille
I Compary: Joe Bloggs Builders
) B [ 811 - &l Activities -]
: Ta
T chp3winhprojectsshouse
Project group: Project name:
Planning urit: Day j Project |10
Mumber,/version: |F|evisi0n Target
Title: |H0use Building Programme
LCompany: |J oe Bloggs Builders
=
Add the following characters: r

Copy | Cancel |

|

Help |

1. Represents the programme being copied — AO000 should be

highlighted under the “Projects:” heading.

2. This section shows what you want to copy the programme to.

Ensure that the directory is correct (C:\p3win\projects\house).

The first field required to be filled in is “Project group:” — enter in

P101 (i.e. Progress Report 1 of programme AO001). The second

field will be our Revision — to indicate that this is a progress

update
To

o hpawinhprojectshhouze

Froject group:
Flanning wnit;
Mumberverzion:
Title:

Comparny:
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F1ad
Cray j

|F'r|:|gress Ma. |01

Froject name:

Project 10

—
—

|H|:|use Building Programme

|J|:|e Blogagz Builders

Browsze... |
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Press the “Copy” button and the programme is copied.

Open up our newly created programme Al101 through the File-Open

drop-down menu and it will open over your original programme.

We now always need to be able to compare our progressed
programme to our original or “baseline” programme. We therefore
need to call our original programme the “Target Programme”. We can

identify it as such here:

&)
d
&

1 01 o1
1 01 0z
1 o1 o2
L
web Publishing wizdyd 1 [ o2 | oz
MR Conversion LLIEY,. . 1oz | o3
| Project Utilities Copy...
Fragnet 3 Delete. ..
Cptions 4 Merge...
| Surnmarize, ..
1 Project Check-infCheck-out Back Up...
Restore. ..

2TMANDZ | FIMAYDZ
1 03JUMO2 | OFJUr0z

Targets...

Imnport. ..
Expott. ..

... This opens the following window:

TN

Project aroups Project name:  A101

EL
: T arget Murnberersion [rata [ ate
1 &
2

Update... |

‘ QK. Cancel Help
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With the Target space beside “1” highlighted press the down arrow in
the input area and select “A000”, our original programme. Click OK

and programme “A000” is set as the Target programme of A101.

Now we need to show this target programme in order that, when

progressed, we can see the variation in the bars.

Press Ctrl+F11 to bring up our Bar editing window. Create a new bar
under the current “Early Bar” and use these settings (changes

indicated with a %):

Add Bar Definition x|

Dezcription: |Target Bar * Pozition: 1 :

Structure | Label |

Struchure:
MEE
Type JSize Fosition | Dutling |Show

Start point Target 1 early start* FiCenter I:i
End point * Target 1 eilu finizh : 7:Center O
Bar Bar
Milestane size: =
Bar color: *
Separataor;

Click on “OK” and “Close”.
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Your display should adjust to this:

Activil Activi ori Ear Ear LDG|PHSEFMAH 2002
i Ly = o Il FEB I MAR PR o N
11} Description Dur Start Finish 18 35 KKl KE 55 3 5 27 79 5
g -
A010 [Start Project 1 [oimMaroz [oimaroz (o [ o [ o1 T Spr e
A020  [Clesr Sit 3 [04maR0z [0emaROZ [ 1 [ o1 [ 02 —
sar=ie D4MARD2 [ 0BMARO2 3
AD30 [Set Out 2 [07MaRDZ [0aMARDZ | 01 [ 01 [ 02 -
OFMSRO2 EHISMARD2 2
P—
Foundations TIMARDZ | 22MARD2 T PO T
Floor Slahs 21MAROZ | 29MARO2 TR g

OMARDZ T----- ===

Superstructure 25MARDZ | 194APRO2

Roof 22APROZ [ 03MAYDZ

25MAR02

————————194pRO2 20

P—
228PROZ E—m=C— 03MAY D

Services and Finishes 29APROZ | 24MAND2

L
29APR02 B

Snagging

2TMAYDZ [ FIMAYDZ

Handower 1 03JUMDZ | 03JUNOZ [ 01

I A100

The black line indicates the “target” or baseline programme; the yellow

indicates the currently open programme. If adjustments are made to

the programme, the yellow lines will move but the black lines will

remain in their current positions.

The next step is to organise our columns for easy data entry. Press

F11 and arrange the columns like this:

Column infarmation:

=[+]- {1000

[rata Title “Width | align [rata font
Original duration OriglCur B O0iCenter bial 8 -
Early start E arly|Skart 10.00iCenter irial,B i
Early finish E arly|Finizh 10.00:Center Anial B |
Achual start ActuallStart PG Center iAial B
Actual finizh ActualFinizh 10.00iCenter  thial B
R emaining duration FemlDur 5.00iCenter idnal 8 -
Colurnn title font: Arial BB j|
[v Show lines between rows and columnz

Ok | Cancel ‘ Help

That is, replace the columns created for the Activity Codes with “Actual

Start”, “Actual Finish” and “Remaining Duration”.
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Click “OK” and your display should adjust to:

Activity Activity Orig| Early Early Actual Actual [Rem|J 2002
L o - FEB I MAR I
(1] Description Dur Start Finish Start Finish | Dur 18 75 3 KLl KE] 25 i 3
Start Up
AMO | Start Project 1 |0iMaR0Z | 01MARDZ 1 r
il oIMaR02 fronmaroz 1
£020  |Clear Site 3 |o4maroz |oBMARDZ 3 AT 25 TR
AD30  [Set Out 2 |o7mar0z2 |08MAaRD2 2 -
O7MERO2 EH0SMARDZ 2
Substructure
A040  |Foundati 10 [11mMaR0Z | 22MARD2 10 T—
puncations 1MARDZ E——=——F22MAR02 10
A0S0 [Floor Slabs 7 [ 21mar0z2 [20maR02 7

2IMARDZ O F2BMARDZ2 7
|

Lunarctructura

We are going to report progress up to the 23 March 2002. Primavera
has a facility whereby you can highlight the activities that could be

affected by progress up to a particular date. Press the Progress

spotlight - [¥] - button and the display will adjust to this:

Activity Activity orig| Early Early Actual | Actual [Rem]| 2002
o -~ A i FEB I MAR I
(1] Description Dur Start Finish Start Finish | Dur KE 25 q KL K] 75 ] K]

ADMOD |Start Project 1 | MMARDZ | O1MARDZ 1 "

MARDZ R‘Em makoz 1
2020 |Clear St 3 | D4MARDZ | OGMARDZ 3 —
i DdmmRp2 = pemarnz 3
2030 |setouwt 2 | OTMARDZ | OSM&RDZ 2
onaroz Poamarn2 2
Substructure
: —
2040 |Foundations 10 [11MARDZ | Z2MARD2 10 b oMARed 10
2050 |Floor Slabs 7 | ZIMAROZ | 29MARDZ 7

2IMARDZ C—=T2BMARDZ T-
The progress spotlight, by default, highlights one week after the
current Data Date. We need to adjust it to highlight the area we wish

to progress. Move your cursor over the rightmost vertical blue line and

the cursor will change to _HH’_ . Drag the vertical blue line to the 23

March 2002 and release. Your display should now look like this:

| - | + | |Superstruclure |

Activity Activity' Orig| Early Early Actual | Actual [Rem]f 2002
L - o FEB I MAR I B
11} Description Dur Start Finish Start Finish | Dur 13 75 a KE] 8 95 1 K]
Start Up
AMMD  [Start Praject 1 | imaRD2 | 01MARDZ 1 r
Bl IR D1MARD2 [HIMARDZ 1
2020 |Clear Site 3 | DamaRD2 | DEMARDZ 3 T 2E| e
AOFD [Set out 7 | o7maRrDz | 0aMaR0Z 2 - L\Rqumam TR S
Substructure
2040 [Foundsti 10 [11MaRD2 | 22MaR02 10
ouneations MARD2 ZIMAROZ 10
2050 [Floor Sk 7| 2maRDz | 2oMaR02 7 5—?
ar slahs 21MARDZ CI=——128MAR02 T-- - -
Superstructure
2060 LpErtructire 20 | 2smar0z | 194PROZ 20 i S —
2070 |Roof 10 | 22aPROZ | O3maw0z2 10 o
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The five activities affected by the progress “spotlight” are highlighted

in yellow. We can now enter our progress. This is done by entering

Actual Start and Actual Finish dates in the relevant columns. Note that

once an “Actual Finish” date is entered, the “Remaining Duration”

automatically reverts to O.

Enter the following:

Activi Activi Ori Ear| Ear Actual Actual [Rem ] 2002
Tty vity = - i i —reB [ MAR [ APR I
1] Description Dur Start Finish Start Finish | Dur KE3 75 4 KLl KE3 75 1 3 5 22 79
Start Up
8010 |Start Project 1 [Damer0oza [Damarnzs, | 04M&RDZ | D4MARDZ [ O v
EIFE= O4MARDRS BO4MARDZA, 1
- —
8020 |Clear Site 3 |oEmaR0ZA [DBMARDZA | DEMARDZ | OBMARDZ | O DEMAR B EMARIZA 3
8030 |Setout 2 [11MeR0ZA [11MARDZS, | 11M&RDZ | 11MARDZ | O -
1§MARDZE B 1MARDZH 2
Substructure
4040 [Foundations 10 [1aMaR024 | 024PROZ [ 13MARDZ T IIMARIE T L 024pR02 10
8050 |Floor Slak 7 |[1eMaroza | 29MaR02 | 1E8MARD2 5 = :
0or Sl 1BMARDZL w1 2OMARDD T------- - :
Superstructure | ! :
8060 |Superstructure 20 [22M&R024 | 184PROZ | 22MARDZ 19 || omernze TR
A070  |Roof 10 | 228PR0Z | 03mav0z 10 || zzApRuz—'
In addition to the spotlighted activities, progress has also been
entered for Activity AO60: that activity has immediately become part
of the “spotlight”.
Once progress has been entered press F9 and schedule the
programme to our new date, the 23 March 2002.
The display should look like this:
Activity Activity Orig| Early Early Actual Actual RemII - : 201'12 PR
1D Description Dur Start Finish Start Finish | Dur KE 35 e KEl 18 25 1 K] 5 77
Start Up :
i -
A010 | Start Project 1 [D4mar02a [oaMarnzs | o4maroz [odmarnz | o O4MAROZA HOAMARD2A 1
: U ——
2020 |Clear Ste 3 |DEMAR024 [0BMAROZA, | DBMARDZ | OEMAROZ | O OGMARD2A MEEOBMARO2A 3
: =
8030 |Set Out 2 [11MaR024 [IMAROZE [ 11MARDZ | 1IMAROZ | O L
Substructure
2040 |Foundations 10 [amar0za | 028PR02 | 13MAR02 7 | 3MAROZE T | o2APRO2 10
8050 |Floor Slabs 7 [1eMAaR0Z4 | 0984PROZ | 16MARDZ 5 : 1EMARTA APRIZ T
Superstructure
A0E0  |Superstructure 20 [22MaR024 | 298PR02 | 22MAR02 19 —
—
2070 |Roaf 10 | 30APROZ | 13MAYDZ 10 eppee
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A few things to note about the progress reflected:

The projected time to completion now takes into account any links
active on that Activity. For instance, AO50 only has five days remaining
duration, yet is pushed out to 9 April. The programme reflects the
FF+5 day link from A040, which is due to finish on the 2 April, 1 week

earlier.

Other necks are reflections of weekends and non-work periods. For
instance, the period of time immediately after the new Data Date is a

weekend: there is no activity over a weekend so the bar is necked.

Finally we can see the slippage suffered as a result of lack of progress
in a column called “Variance Target 1 Early Finish” — this column
measures the difference, in days, between the Early Finish of this

programme and the Early Finish of the Target Programme.

Activity Activity Orig| Early Early Actual Actual |Rem|Variance 1] 2002
[1] D ipti D Start Finisl Start Finisl 1] E Finisl l [LLT l LIHE l
escription Lr a mni=n a ni=n ur Farby Finis 25 4 A1 18 25 1 8 A5 79 79
Start Up
A0 Start Project 1 [O4RARDZA (O4MARDZA [ 04MARDZ [ O4MARDZ u] -1 "
=L 024 BOAMARD28 b
A0z20 Cl Sit 3 [OBMARDZA (OEMARDZA [ OEMARDZ | OSMARDZ u] S i
mar e RO24, mROEMARO]A, 3
A0z0 Set Out 2 [1MARDZA [AMARDZA [ 11MARDZ [ 11MWARDZ a -1 g -y
MARDZA 11 WAR028 2
Substructure .
A040 Foundsti 10 13MAROZA | 02APROZ | 13MARO2 T -7 : 0
munestions | T HI2APROZ 10
A0s0 Fl Slak ¥ [18MARDZA | D9APRDZ [ 18MARDZ 5 -7 : * :
mor =iaes JaMARDZY, = T HI9APROZ-T-A)
Superstructure ! "
A0E0 S struct 20 |22MARDZA | 28APROZ | 22MAROZ 19 -G i  — *
i U ZIMARDZA e e e e =
N e #T
AD70 Foof 10 | 30APROZ | 13MAND2 10 G ANAPROZ =
Finishes '
A0s0 Servi d Finish 200 | 07MANDZ | 03JUNOZ 20 -G .
‘ ‘ BFVICES an InIEnNes ‘ ‘ ‘ ‘ D?MAYD
Snag and Handover |
A0an Snagging a 0402 | 10JUM02 5 -G
A100 Handowver 1 U022 1 -G

Here we can see that the late start of the project pushed back the
initial activities by 1 day: later delays in foundations resulted in 7 days
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being lost. Some early work on the superstructure has allowed us to

recapture 1 day: the overall loss currently is 6 days behind

programme.

For the next progress update, copy the previous progress update into
a new programme and report progress there. Primavera allows two
targets to be nominated — slippage (or gains) on the end date can then
the baseline

be measured against the previous update and

programme.

So we’ve measured time, but how can we compare budgeted resource

usage with actual?

Highlight activity A010 and press Ctrl +R. Your resource window

should open.

|+] - }2{1.00

Resource BOB BOLT
Cost Acct/Categon
Driving O O
Curve

Inits per day

0.00

0.00

Budgeted quantity

1.00

10.00

Rez Lag/Duration

Percent complete

Actual thiz period

1.00

10.00

Actual to date

1.00

10.00

To complete

0.00

0.00

At completion

1.00

T i

W ariance [units]

. i

0.00

E arly start

04rARD2

04rARD2

E arly finizh

D4raR02

D4raR02

Late ztart

04rARD2

D4rARD2

L ate finizh

O4maR02
«

D4raR02

3

We can enter actual resource usage in the “Actual this period” and
“Actual to date” slots. If we imagine a situation where BOB lost his
bolts and had to buy more, and as a result had to work overtime to

get the job done, we could enter “1.5” as BOB’s Actual to date and
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“20” as the Actual to date BOLT usage. The Variance should
automatically update to “-0.5” and “-10”, indicating that there was
overuse of resources by BOB (0.5 days) and BOLTS (10 No.).

Act. | Resource | Actual To Resource | Actual To
ID 1 to Complete 2 to Complete
Date Date

AO010 BOB 1.5 0 BOLT 20
A020 DIX 3 0 BOLT 10
AO030 WEN 1.5 0 BOLT 15 0
A040 WEN 7 BOLT 10 20
AO050 BOB 2 BOLT 10 15
AO060 DIX 2 19 BOLT 2 15

After entering these, display the resource histogram and select, from
your Display options, all three curves (however do not select “Show
curves using different line types”). Select “BOLT” as the resource you

would like to see the display of.

T o ! ! ! x 10
31 ! ;

28
H Resource ProfilefTable

Resources: a0
Select. .
BOLT ~]|
Previous MHext 12

Your display should look like this: notice how the higher bolt usage has
peaked the histogram early, and the overall increase has pushed the

totals up from around 140 No. to over 160 No.
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The precise numbers can be gained by moving the mouse over the

part of the line for where you would like the values and right-clicking

with your mouse button.

This window will appear:

I JUN 10 - JUN 17 2002 H

Curve Mame Color]  Cumulative  |Units
W alue
Current estimate 16700 Mo, &
Eamed value 4897 Mo, |
Planned value 14500 (Mo, =

Cloze

If the report we generated previously is run again it will accommodate

the increased resources expended to date, and increase the projected

totals. Thus the data can be exported to Excel and a comparative

graph created.
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10. Conclusion

This guide has taken you through the basic functions of Primavera. It
has also given a firm grounding in navigating the menu options in

Primavera and entering data.

Armed with this information, and using Primavera’s extensive help
function, it is recommended that you further look into using multiple

calendars, constraints and the powerful “Global Change” function.

For further general practice it is recommended that you access

Primavera’s tutorial functions (the button in the top toolbar will

access these lessons.
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Appendix A

Exercise 1

1. Take your original programme and organise it by activity code.
Now copy the entire programme (highlight all activities, copy,
paste under the last activity — you will be asked how you would
like the activities renumbered: select Rename all Activities:
Auto-increment. For more information use the help function in
this window)

2. Assign your new activities to a new “Building” activity code —
House and assign the correct construction phase activity codes
to the activities.

3. Try reorganising your activities now on construction phase, then
building. Link your activities so that each construction phase
does not overlap

4. Rerun your resource histograms.

5. Repeat this process and add houses 3 and 4. Try filtering by

foreman and work phase.
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