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Welcome to the
Eastwood Harris Pty Ltd
Primavera P6
Versions 8.1 to 8.4
Professional and Optional
Client
3 day training course
PMI REP No 3001 – Course Number PP6
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Administration

Course Objectives

 Evacuation

This course objectives are teach participants:

 Facilities, timings and meals

 Introduction to the user interface and how to plan
projects without resources,

 Mobile phones & Emails

 Filters, layouts and printing,

 Introductions:

 Baselines, and updating an un-resourced project,

 Your name,

 Creating and assigning roles and resources,

 The types of projects you are involved in,

 Controlling projects with resources and costs,

 Your experience in scheduling software and

 Setting up and administering a database plus
advanced features including import/export,

 What you seek from this course
 What version of P6 does your company use

 Course attendance sheet,
 Course conduct.
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 Activity Codes, Custom Data Fields and Global
Change.
Successful completion of all the course workshops will
confirm that the objectives have been met.
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Course Conduct

Course Agenda
Day 1 Modules

The course consists of:

1 - Introduction

 The instructor demonstrating the software using a
combination of:

2 - Creating a Project Plan

 A PowerPoint slide show and
 Live software demonstrations,

 Most chapters are then reinforced with student
workshops working through a scenario of creating a
small project planning the submission of a bid,

3 - Starting Up and Navigation
4 - Creating a New Project
5 - Defining Calendars
6 - Creating a Primavera Project WBS
7 - Adding Activities and Organizing Under the WBS

 The book is for you to keep,

8 - Formatting the Display

 Ask any questions as the course progresses.

9 - Adding Relationships
10 - Activity Network View
11 – Constraints.
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Course Agenda

Course Agenda

Day 2 Modules

Day 3 Modules

12 - Group, Sort and Layouts

20 - Resource Optimization

13 - Filters

21 - Updating a Resourced Schedule

14 - Printing and Reports

22 - Other Methods of Organizing Project Data

15 - Scheduling Options and Setting a Baseline

23 - Global Change

16 - Updating an Unresourced Schedule

24 - Managing the Enterprise Environment

17 - User and Administration Preferences

25 - Multiple Project Scheduling

18 - Creating Roles and Resources

26 - Utilities

19 - Assigning Roles, Resources and Expenses.

27 - Earned Value.
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1 - INTRODUCTION

1.1 – Purpose of the course

1.1 - Purpose of the Course

 Provide a method for planning, scheduling and
controlling projects using Primavera,

1.2 - Required Background Knowledge

 Within an established Enterprise Project database or
a blank database,

1.3 - Purpose of Planning
1.4 - Project Planning Metrics

 Up to an intermediate level.

1.5 - Planning Cycle
1.6 - Levels of Planning
1.7 - Monitoring and Controlling a Project.
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1.2 - Required Background
Knowledge
 The ability to use a personal computer and
understand the fundamentals of the operating
system,
 Experience using application software such as
Microsoft Office and
 An understanding of how projects are planned,
scheduled and controlled, including understanding
the project management processes applicable to
your projects.
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1.3 - Purpose of Planning
 The ultimate purpose of planning is to build a model
that allows you to predict which activities and
resources are critical to the timely completion of the
project,
 Strategies may then be implemented to ensure that
these activities and resources are managed
properly, thus ensuring that the project will be
delivered both On Time and Within Budget.
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Planning aims to:
 Identify the total scope and stakeholders
 Plan to deliver the scope and understand the risks
 Evaluate different project delivery methods
 Identify the deliverables under a logical breakdown of
the project, often called WBS or PBS
 Identifying activities required to produce the deliverables
 Identify and optimize the use of resources
 Evaluate if target dates may be met
 Identify risks and plan to minimize them
 Provide a baseline plan

Planning helps to avoid or
assist in evaluating:
 Increased project costs or reduction in scope and/or
quality,
 Additional change over and/or operation costs,
 Extensions of time claims,
 Loss of your client’s revenue,
 Contractual disputes and associated resolution costs,
 The loss of reputation of those involved in a project,
and
 Loss of a facility or asset in the event of a total project
failure.

 Assist in stakeholders’ communication
 Assist management to think ahead and make informed
Page 14 decisions.

1.4 - Project Planning Metrics
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1.5 – Planning Cycle

 A change in any one of these components normally
results in a change in one or more of the others.

Time

Scope

Resources

Costs
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1.6 - Levels of Planning
There are many books on the market that give guidance:


PMBOK® Guide



PRINCE2



Jelen’s Cost and Optimization Engineering.
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A Summary of the Levels of
Planning


Work Breakdown Structure (WBS), a hierarchical
structure which usually identifies the major deliverables,



Sub-projects, allows different organizations to use the
planning software by users logging in to a database and
opening a schedule,



Phase development such as Design, Procure, Install and
Test allow each phase to be broken out into more detail
as each phase approaches and more detail is available,



A project may be divided into Stages which do not
overlap in time and Stage Plans developed before each
Stage commences,



Work Packages may be created from one or more WBS
nodes and detailed out by a contractor when the work is
awarded,



The Rolling Wave technique adds more detail to a
schedule as the work approaches and a two week look
ahead schedule is a typical example.
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1.7 - Monitoring and Controlling a
Project
 Monitoring a project ensures:
 Records the start and finish dates of completed activities

1 – INTRODUCTION - SUMMARY
1.1 - Purpose of the Course

 The required quality is being met

1.2 - Required Background Knowledge

 The required deliverables are being produced

1.3 - Purpose of Planning

 Deliverables are produced on time, with the planned
resources and to budget

1.4 - Project Planning Metrics

 Controlling a project:

1.5 - Planning Cycle

 Ensures the project is executed to the plan

1.6 - Levels of Planning

 Compare the project’s progress with the plan

1.7 - Monitoring and Controlling a Project.

 Review options in the case of delays
 Forecast problems as early as possible
 Record historical data
 Records data for dispute resolution.
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2 - CREATING A PROJECT PLAN

2.1 - Understanding Planning and
Scheduling Software


Create the project in the database



Record the WBS- the deliverables



Break the deliverables into activities



Assign durations, constraints, predecessors & successors to activities

2.4 - Level 1 – Planning Without Resources



Calculate the start and finish dates

2.5 - Level 2 – Monitoring Progress Without Resources



Assign resources and/or costs to activities

2.6 - Level 3 – Scheduling With Resources, Roles and
Expenses



Optimize the project plan



Set Baselines to compare progress

2.7 - Level 4 – Monitoring and Controlling a Resourced
Schedule.



Approve work



Record the actual progress



Compare progress against the original plan



Amend the plan for scope changes etc, and



Produce management reports.

2.1 - Understanding Planning and Scheduling Software
2.2 - Enterprise Project Management
2.3 - Understanding Your Project

Page 23

Page 24

Understanding Planning and
Scheduling Software
 There are four levels in which planning and scheduling
software may be used:
Planning

Tracking

Without

LEVEL 1

LEVEL 2

Resources

Planning without
Resources

Tracking progress
without Resources

With

LEVEL 3

LEVEL 4

Resources

Planning with
Resources

Tracking progress with
Resources

Page 25

2.2 - Enterprise Project Management
 Primavera is an Enterprise Project Management
software package that allows many projects to be
managed in one database,
 These projects may be summarized under a
hierarchical structure titled the Enterprise Project
Structure (EPS),
 This function is similar to summarizing activities of a
project under a Work Breakdown Structure (WBS).
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2.3 - Understanding Your Project
Before you start the process of creating a project
schedule in Primavera, it is important to:

2.4 - Level 1 – Planning Without
Resources
Topics:


Create the project



Defining the calendars



Defining the Project Breakdown Structures & other
codes

 Create a robust WBS



Adding activities

 Consider conducting a Stakeholder Analysis



 Develop an understanding of the project and how it
will be executed, which should result in the
development of a project delivery methodology
statement

 Conduct a Risk Analysis (and opportunity).
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Add the logic Links


Mandatory dependencies



Discretionary dependencies



External dependencies



Scheduling the project and



Consider contingent time.
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2.4.1 Information required to
create the project

2.4.2 Defining the calendars

 An EPS Node, OBS Node in the database to assign the
project,

 Define working periods, holidays and shifts
for activity and resource calendars,

 Project ID (a code assigned to the project) and the
Project Name,

 Three types of calendars available:
 Global – which may be assigned to activities and
resources in any project,

 The Project Start Date (and perhaps the Finish Date),
 The Rate Type. Primavera has five rates per resource
and this option enables you to select a rate as the
default resources rate,

 Project – these are project-specific calendars
assigned to activities, and
 Resource – that are assigned to resources.

 Other relevant information.
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2.4.3 Defining the Project
Breakdown Structures
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2.4.4 Adding activities
Consider the following when adding activities:

 The primary project breakdown structure is often
referred to as a WBS or Work Breakdown
Structure, which is a hierarchical structure,

 The scope of the activity. (What is included and
excluded?)

 The WBS is used to categorise activities into
deliverables and often created using a code structure
which is used to assist with the management &
reporting of the project,

 Who will complete the activity,

 After activities have been created under the WBS
they may also be assigned Activity Codes or User
Defined Fields to assist in further grouping, sorting
or filtering of the schedule activities.

 Ensure that activities should be measureable and
specific.
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 Activity duration,
 Who is responsible for the activity,
 The deliverables or output for each activity, and
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5.1 - Database Default Calendar
 Database Default Calendar is selected in the
Enterprise, Calendars… form,

5.2 - Accessing Global and Project
Calendars
 Calendars are accessed from the Calendars form by
selecting Enterprise, Calendars…,
 Global and Resource Calendars may be accessed
with or without any projects open,
 A Project Calendar may only be copied, edited, and
deleted when the project has been opened,

 This controls the Working time displayed for all
projects and all Views:
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5.3 - The Default Project Calendar
 A project is assigned a Default Project Calendar
and this may be either a Global or Project calendar,
 All new activities are assigned the project Default
Project Calendar when they are created,

 To list, create and edit more than one existing
Project Calendar at the same time all the projects
in question must be open.
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5.4 - Creating a New Global or
Project Calendar
 Select Enterprise, Calendars…,
 Select the Global, or Project button:

 NOTE: Unlike Microsoft Project changing the Default
Project Calendar will NOT affect the calendar
assigned to any tasks,
 Set in Projects window, Defaults tab:
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5.5 - Resource Calendars
 There are two types of Resource calendars, Shared
and Personal,
 A Shared Resource or a Global calendar may be
assigned to one or more Resources,
 A Personal resource calendar is create for one
individually named resource,

 A Resource will be scheduled according to the
assigned Resource Calendar when the Activity
Type is set to Resource Dependent; otherwise the
activity is scheduled according to the Activity
Calendar,
 Resource availability is displayed in Resource Usage
Profiles and is based on the Resource Calendar even
when it is assigned to a Task Dependent activity.
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5.5.1 - Creating a New Shared
Resource Calendar
To create a new Shared Resource calendar:
 Select Enterprise, Calendars…, to open the
Calendars form,
 Select the Resources button,
 Click on an existing Shared Resource Calendar,
 Repeat the same process as creating a Global or
Project Calendar.
A Personal Resource Calendar may also be made into a
Shared Resource Calendar by:
 Opening the Calendar form, Resource button,
 Selecting an existing Personal Calendar and clicking
on the To Shared icon.
Page 104
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8.4 - Progress Lines

 A progress line displays how far ahead or behind
activities are in relation to a Baseline.
 The progress line is formatted by opening the Bar Chart
Options form, Progress Line tab, by right clicking in
the bar chart area, but this does not have an option to
hide or display the lines,

Progress Lines - continued
 Either the Project Baseline or the Primary User
Baseline may be used and there are four options:
 Difference between the Baseline Start Date and Activity
Start Date,
 Difference between the Baseline Finish Date and Activity
Finish Date,

 Users need to select View, Progress Line to hide or
display the Progress Line,

 Connecting the progress points based on the Activity %
Complete,

 The picture below shows the Activity Percent complete on
the Baseline.
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 Connecting the progress points based on the Activity
Remaining Duration.
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8.5 - Formatting Columns
 The columns are formatted through the Columns
form which may be opened by:
 Select View, Columns, Customize, or
 Click on the Columns icon, Customize, or
 Right-click IN THE COLUMNS AREA to open a menu
and select Columns:

8.6 - Row Height
Row heights may be adjusted to display text that would
otherwise be truncated by a narrow column:
 The height of a single row
may be manually adjusted
in a similar way to
adjusting row heights in
Excel, or
 The height of all rows may
be formatted by selecting
View, Table Font and
Row to open the Table,
Font and Row form.
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8.7 - Format Timescale
 The timescale may be moved left or right by placing
the cursor in the top half of the Timescale and
dragging left or right,
 It may be rescaled by placing the cursor in the
bottom half of the Timescale and dragging,
 Hidden bars may be brought back into view by
double-clicking in the Gantt Chart area,
 The Zoom In and Zoom Out buttons may be used to
change the scaling,

8.8 - Inserting Attachments - Text
Boxes and Curtain
 A Text Box may be inserted in a bar chart area and
some text entered in the Text Box,
 The Text Box will move up and down as the
activities are reordered,
 A Curtain, used to highlight periods of time over part
of the bar chart, may be displayed in a similar way to
P3 and SureTrak.

 The Timescale form provides a number of formatting
options and is opened by:
 Selecting View, Timescale,
 Clicking on the Timescale button, or
 Right-clicking in the Gant Chart area and selecting
Timescale….
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14.6.3 – Publish to a Web Site




Primavera has several functions that enable a project to be
published to a web site which is effectively the only “Free
Reader” that Oracle Primavera provides with P6,
The Tools, Publish, menu has options for creating a web
site for a currently opened project or projects:

14.7 - Timescaled Logic Diagrams
 Timescaled Logic Diagram exports open projects from
the Activities Window to the Primavera Timescaled
Logic Diagram application and creates a timescaled
logic diagram in a separate application,
 Select Tools, Timescaled Logic Diagram to
operate this function:
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14.8 - Visualizer
 Visualizer is new to P6 Version 8.3 and is an update
of the P6 Version 8.2 Timescale Logic Diagram
module,
 It is add on piece of software that allows a higher
level of Gant Chart customization than available from
the Activities Window,

Page 258

14 - PRINTING AND REPORTS SUMMARY
14.1 - Printing
14.2 - Print Preview
14.3 - Page Setup
14.4 - Print Form

 May be run from P6 or the Windows Start menu,

14.5 - Print Setup Form

 Allows the creation of Timescale Logic Diagrams
(TSLD) and Gantt charts,

14.6 – Reports and Web Publishing

 Is used for reporting only and may not manipulate
data, and

14.8 - Visualizer.

14.7 - Timescaled Logic Diagrams

 All Views, Layouts and Filters have to be recreated as
it does not use the existing P6 Professional Views,
Layouts and Filters.
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14.9 - Workshop 12 - Printing
 We want to issue a report for comment by
management and will set up our Headers and
Footers.
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15 - SCHEDULING OPTIONS AND
SETTING A BASELINE
15.1 - Understanding Date Fields
15.2 - Scheduling Options – General Tab
15.3 - Setting the Baseline
15.4 - Workshop 13 – WBS, LOEs and Setting the
Baseline.
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17.3 - Admin Menu
 We will go through the remainder of the Admin
Menu forms:

Set Industry Type
 Engineering and Construction and Utilities, Oil and
Gas – originally called P3e/c in Primavera Version 3.5,

 Government, Aerospace and Defense and HighTechnology, Manufacturing and Others,

 Claim Digger is also renamed Schedule Comparison in
these Industry Types.
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17.4 - Miscellaneous Defaults
 We will look at the Miscellaneous Defaults,
 Default Project &
 Language.

17 - USER AND ADMINISTRATION
PREFERENCES AND SCHEDULING
OPTIONS - SUMMARY
17.1 - User Preferences
17.2 - Admin Menu
17.3 - Admin Preferences
17.4 - Miscellaneous Defaults.
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18 - CREATING ROLES AND
RESOURCES
18.1 - Understanding Resources and Roles
18.2 - Creating Roles
18.3 - Creating Resources and the Resources Window
18.4 - Workshop 15 - Adding Resources to the Database.
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18.1 - Understanding Resources
and Roles
 Traditionally, planning and scheduling software defines a
Resource as something or someone that is required to
complete the activity and sometimes has limited
availability. This includes people or groups of people,
materials, equipment and money,
 Primavera also has a function titled Roles,
 A Role is normally used at the planning stage of a
project and represents a skill or position. Later, and
before the activity begins, a Role would be filled by
assigning a specific individual who would be defined as a
resource,
 Roles may be assigned to both Resources and Activities.
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21.7 - Updating the Schedule Preferences, Defaults and Options for
Updating a Project
The following options to be considered and
checked before updating a schedule:
 % Complete Type,
 Activity Type,
 Project Window Calculations tab,

21.8 - Updating Resources
 There are many permutations available for calculating
resource data,
 Due to the number of options available in Primavera,
it is not feasible to document all the combinations
available for resource calculation,
 Resource units and costs may be updated by either:
 Entering Progress Automatically from Time Sheets, a
process titled Applying Actuals, or

 Duration Type,
 Timesheets,

 Entering the data using the Resource tab in the
Activities Window, or

 Resources Cost Calculation,

 Entering the data using the right section of the Status
tab in the Activities Window.

 Resource Window Details Tab,
 Schedule Options and
 Steps.
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Resource Window Defaults
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Primavera may calculate Actual Costs and the Costs to Complete
by turning on (the P6 default) the relationship between the
Resource Units and Resource Price/Unit:

21.9 - Updating Expenses

 The default is set in the Resources window, Details
form, Calculate costs from units option, and

 Expenses are very useful for recording costs when
you do not wish to use resources,
 Expenses do not automatically update from any %
Complete and have to be manually updated,
 The Expense Auto Compute Actuals option works
only with the Apply Actuals function, which is used
when brining in data from the Primavera Timesheets
module,

 May be changed after the resource has been assigned
for each activity in the Resources tab,

 Expenses may have a cost assigned before their
activity is marked as started; resources may not,
 Expenses may have a cost to complete after the
activity is complete; resources may not,
 It is often difficult to get Expense data back out of P6.
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21 - UPDATING A RESOURCED
SCHEDULE - SUMMARY

21.10 - Workshop 18 - Updating a
Resourced Schedule

21.1 - Understanding Budget Values and Baseline Projects

 The project has progressed one week,

21.2 - Understanding the Current Data Date

 We now need to update the activities and resources
and calculate the forecast cost and revised finish date
of the project.

21.3 - Information Required to Update a Resourced Schedule
21.4 - Project Window Defaults for Updating a Resourced
Schedule
21.5 - Activity Window - Percent Complete Types
21.6 - Using Steps to Calculate Activity Percent Complete
21.7 - Updating the Schedule
21.8 - Updating Resources
21.9 - Updating Expenses
21.10 - Workshop 18 - Updating a Resourced Schedule.
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25 - MULTIPLE PROJECT
SCHEDULING

25.1 - Multiple Projects in One
Primavera Project

25.1 - Multiple Projects in One Primavera Project

 When there are many small projects that need to be
managed, it would be logical to create a Primavera
Project for each project,

25.2 - Multiple Primavera Projects Representing One
Project
25.3 - Setting Up Primavera Projects as Sub-projects
25.4 - Refresh Data and Commit Changes
25.5 - Who Has the Project Open?
25.6 - Setting Baselines for Multiple Projects
25.7 - Restoring Baselines for Multiple Projects.

 On the other hand, one should also consider putting a
number of small projects in one Primavera Project
and have the projects identified by the first level WBS
Node or some other coding, such as Activity Codes or
Project Phase/WBS Category,
 This option is also practical when one scheduler is
managing all the small projects,
 The only problem with this approach is that P6 does
not allow partial projects to be Baselined.
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25.2 - Multiple Primavera Projects
Representing One Project

25.3 - Setting Up Primavera
Projects as Sub-projects

 Normally, one Primavera Project would be created for
each of an organization’s projects,

 There are a number of issues to be considered when
moving to this environment,

 There may be a requirement to break a Project down
into Sub-projects, these reasons include:

 Be aware that Primavera does not have the subproject options that are found in other products,

 The project is large enough to require a number of
schedulers,
 A project may have seperable parts or multiple clients,

 Sub-projects usually share data items such as WBS,
Calendars, Resources, Scheduling Options and
Activity Codes,

 A sub-project could be created as a Primavera Project
for the security of sensitive financial information.

 Other than EPS Activity Codes P6 is unable to assign
these attributes to a group of projects,
 The following functions should be understood:
 How to Open One or More Projects,
 Default Project,
 Setting the Projects Data Dates.
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25.4 - Refresh Data & Commit
Changes
 The File, Refresh Data, or F5 key is used when two
or more people are working on the same project,

25.5 - Who Has the Project Open?
 There are three Access Mode options available when
a project is opened using the File, Open option to
open a project:
 Exclusive, or

 It ensures that the latest data is displayed, which
enables one user to see the latest edits made by
another user,
 This includes resetting the Global Calendar if another
user changes it,

 The File, Commit Changes, or F10 key is used to
write any schedule changes to the database.
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 Shared, or
 Read Only,

 Select Users to open
the Project Users
form and see who else
has the file open.
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27.3 - Earned Value
 P6 has a field titled Performance % Complete
which is used to calculate the Earned Value for each
activity,

Earned Value
 Example of the Calculation of the Earned Value:

 In P6 there are some options for calculation of the
Performance % Complete for all activities in each
WBS Node which is, in turn, is used to calculate the
Earned Value:
 The defaults are set in the Admin, Admin
Preferences…, Earned Value tab,
 The options are managed at WBS Node for all activities
assigned to a specific WBS Node, and each WBS Node
may have different values,
 Open the WBS Window, Earned Value tab to see the
options which are mainly self-explanatory.
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27.4 - Actual Costs

27.5 - Estimate to Complete

 These are the costs actually incurred in performing
the work,

 P6 has two separately calculated estimate to
complete fields:
 Estimate to Complete from Resource and Expense Units
and Costs, usually titled Remaining Costs or
Remaining Units and

 Actual Costs are often calculated from the amount
paid plus accruals,
 Actual Costs and Actual Units may be recorded in
Primavera and displayed in two methods:

 Estimate to Complete from P6 Earned Value
Calculations, titled Estimate to Complete (costs) or
Estimate to Complete Labor Units,

 The total to date, or
 Calculated from the Financial Periods values when
Period values are stored.
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27.6 - Activity Usage S-Curve
Options
 The instructor will step through the options:

 NOTE: It is very important that users understand the
differences between these two fields and know which
they are using and displaying.
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27.7 - Sample Graphical S-Curves
 Remaining and Late
Remaining curves are
drawn from the zero
point, and
 Traditional EV SCurves.
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27 - EARNED VALUE MANAGEMENT
WITH P6 - SUMMARY

Review Expectations

27.1 - Performance Measurement Baseline

 Any questions,

27.2 - Planned Value

 Complete Feedback Sheet,

27.3 - Earned Value

 Course Certificates,

27.4 - Actual Costs

 Have we met your expectations?

27.5 - Estimate to Complete
27.6 - Activity Usage S-Curves
27.7 - Sample Graphical S-Curves.

Page 491

TCC0205-TRG-TM-SP10\A2

Page 492

Database Cleanup at end of
course, if required:
Please could you delete all:
 User Filters
 User Layouts

Thank you for attending

 The resources created but NOT your
Resource node
 Your projects.
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