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INTRODUCTION

This publication is an upgrade of the Project Planning & Control Using Primavera P6 Version 7 and has
been written to enable new users to learn the planning and scheduling functions of Primavera Version 8,
15, 16, 17,18, 19 or 20. Please note there are no versions 9 to 14 and Oracle changed their naming
convention with the release of 15.1 so the name is the same as the year of the release. Due to the
changes in the menus in this release, it is not possible to make the book backward compatible to earlier
versions of the software.

Many users will have prior experience with Elecosoft (Asta) Powerproject or Microsoft Project and the
author explains where there are differences in the products’ functionality.

The author would appreciate any constructive comments on how this publication may be improved.

SUMMARY

The publication may be used as:
» Atraining manual for a three-day training course, or
» A self-teach book, or
» A reference manual.

The screen shots for this publication are taken from Primavera \iaisions 8.1 or 8.2 or 8.3 or 8.4 or 15.1 or
15.2 or 16.1 or 16.2 or 17 or 18 or 19 or 20.

One-day, two-day, or three-day training courses may be ;0n, eSing this publication and it includes
exercises for the students to complete at the end of eecrichapter. After the course, students may use this
publication as a reference book. Instructors’ Powe:Point presentations are available from Eastwood
Harris web sites.

This publication is ideal for people who weuld like to quickly gain an understanding of how the software
operates and explains how the software(diifers from Elecosoft Powerproject and Microsoft Project, thus
making it ideal for people who wish-fc.ccnvert from these products.

CUSTOMIZATION FOR TRAINING COURSES

Training organizations or coimpanies that wish to conduct their own training may have this publication
tailored to suit their requireri@nts. This may be achieved removing, reordering or adding content to the
publication and by wxiting their own exercises. Please contact the author to discuss this service.

AUTHOR’STCOMMENT

As a project controls consultant, | have used a number of planning and scheduling software packages for
the management of a range of project types and sizes. The first publications | published were user
guides/training manuals for Primavera SureTrak, P3 and Microsoft Project users. These were well
received by professional project managers and schedulers, so | decided to turn my attention to Primavera
Enterprise, which is now called Primavera P6. This publication follows the same proven layout of my
previous publications. | trust this publication will assist you in understanding how to use Primavera P6 on
your projects.

APPRECIATION

| would like thank Michael Jack for his assistance in writing this book and Thomas Grant for his
assistance in proof reading parts of the book.
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8 FORMATTING THE DISPLAY

This chapter shows you how to set up the on-screen presentation so that the schedule will be easier to
read and more consistent. This chapter covers the following display and customizing topics:

Topic Menu Command
e Formatting Open the Column form:
Columns e Select View, Columns, Customize..., or

e C(Click on the I:I icon.

e Formatting Activity | Open the Bar form:

B ions.
« ot View,Bars, [ o
e Click on the icon.

e Format Gridlines Bar Chart Gridlines are formatted in the View,Bar, form,
Sightlines tab.

e Format Data Date The Data Date is formatted in the Bar Cha.:O_ptions form, Data Date tab.

e Formatting Row Open the Table, Font and Row form by:
Height e Selecting View, Table Font ar@’Row.

e Formatting Colors There are limited options for fcmEtting colors:

e Text colors are forpratiad'in the Color form accessed from the Table,
Font and Row foria which is opened by selecting View, Table Font and

Row, @? icon.

e Bar Colors'are covered in the Formatting the Bars paragraph of this
chaptes:

e Bariaicolors are selected as part of the formatting of the layout by
i

selecting View, Group and Sort by or clicking on the LT icon.

o Formatting Fonts ! There are limited options for formatting fonts:

o Text fonts are formatted in the Font form accessed from the Table, Font
and Row form which is opened by selecting View, Table Font and Row,

o Notebook entries may be formatted when edited.

o FormatTimescale |4 Click on theicon,or

o Select View, Timescale, or
¢ Right-click in the Bar Chart area and select Timescale.

The formatting is applied to the current Layout and this formatting may be automatically saved as part of
the Layout when another Layout is selected; the system will prompt. Views are covered in the Group,
Sort and Layouts chapter.

A Beware of clicking the button in any form; this does not save your

edits, but re-sets the form back to the Primavera defaults, destroying your hard work.
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8.1

Formatting the Project Window

The formatting of the Project Window is very similar to the formatting of the Activities Window and will
not be covered separately. Formatting, Filters and Layouts all work in the same way, except one is
dealing with projects and not activities.

8.2 Understanding Forms

Unlike many software packages, Primavera has sorting and filtering functions in most forms and the
principles are the same in most forms. This section will demonstrate some of the functions but you must
be prepared to experiment with each form to see how they operate.

Clicking in the Resource ID
column of the Resources
Window takes the formatting
from hierarchical to alphabetical
to reverse alphabetical and back
to hierarchical. This function
works in other forms with a
hierarchical structure.

The Assign Successors form
has Filter By and Group and
Sort By options that affect how
data is grouped.

The Assign Resource formishas
Columns, Filter By;-and'Group
and Sort By options.that affect
what data is available.

Ctl+F will also allow you to search
for Resources matching a specific
criterion.

Resource ID | Resource Name
- 8 0BR Build Resources
5 P W anager
3. SE i
& Fs Click here to re-order
& P the Resources
3‘ Cs Clencal Suppsar
% RB Report Binding

Columns

Table Font and Row...

Filter By
Group and Sort B

Select Prdiect .
Expand All

Coigt 224!l Ctrl+Num -

Activity Status

,( v Al Actit\{:es
[/ Milestones

Critical

Not Started
llation Requirements Not Started

@ 0zZ1020
= 021030
@ 021040

@ 0Z1050

@ 0Z1060
= _N7107n

Create Technical Specification Not Started
Identify Supplier Components Not Started

Validate Technical Specification Not Started

Document Delivery Methodology Not Started
Obtain Quotes from Suppliers Not Started
[alenlate the Rid F stimate Mot Ghartad

Columns

Table Font and Row...

Filtd \8y

Group and Sort By

Expand All

“= Collapse All Ctrl+Num -

v All Active Resources
All Resources

& Current Project's Resources

Support

Q RB

=8 EHTEST

Report Binding

EH Test resources

Paul Harris with Personal Calendar Mon & L
Schedulier with Shared Calendar Thu&F L _

L%

»
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8.3 Formatting the Bars

The bars in the Gantt Chart may be formatted to suit your requirements for display. Primavera does not
have the option to format individual bars but is able to assign a filter to a bar style so that a style is applied
to activities that meet a filter definition.

o At the time of writing this book the author had placed a layout on www.primavera.com.au and

www.eh.com.au under the Technical Papers page that has the bar formatting issues
discussed below fixed. It is suggested that downloading this layout will save users a significant
amount of formatting time.

8.3.1 Formatting Activity Bars
To format all the bars you must open the Bar form:

o Select View, Bars, or

e C(lick on the icon, or

¢ Right-click in the bars area and select Bars from the menu.

Name |Timescale | User Startl User Fini5| Fitter _lle\.rir W | - / oK
Remaining Level of Effort | Remain Bar Level of Effort ——
Actual Level of Effort | Actual Bar Level of Effort —— @ cancal
Actual Work Actual Bar Normal —
Remaining Work Remain Bar Mormal and Nao-cr tical | I— [=3) Apply
Critical Remaining Work | Remain Bar MNormal {ng Citical ]
Start Constraint Remain Bar flas s enstraint ) P Add
Finizh Constraint Remain Bar Has Finish Constraint [} ® Delet
elete
Activity Name on Bar Current Bar All Sctivities 57
1 = L Copy From...
Bar Style | Bar Setti 102 | Bar Labels - f—
ift up
Shape [ v « | ;:ﬂ [ v -] w  Shiftdown
coor [ (e :
_ (N B oOptions...
Patiern - V.. NN -| B - P Defaut
Row 1 :
Help

The following notesfaia the main points for using this function. Detailed information is available in the

Help facility by searthing for “Bar styles dialog box.”

e Each bar listed in the table may be displayed on the bar chart by checking the box in the Display
column.

o New bars may be added by clicking on the m icon and deleted by clicking on the
o The bar at the top of the list is placed on the screen and the one below drawn over the top of it, so it

would be simple to hide one bar with a second. Thel=_ s Jang[ > _svmeewn Jicons are used
to move the bars up or down the list and therefore determine which bar is drawn on top of the next.

e The Name is the title assigned to the bar and may be displayed in the printout legend.

e The Timescale option is similar to the Show For ..., Tasks option in the Microsoft Project Bar Styles
form and enables the nomination of a predefined bar which is selected from the drop-down box.
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e Double-clicking on a cell in the Filter column opens the Filters form where you are able to select the
filter/s which will determine which activities are displayed with the assigned bar format. Filters will be
covered in detail in the Filters chapter.

&) Fiters (==

[T AlActivities Show activities that match
(" Al selected fiters

o oK |
{+ Any selected fiter @ Cancel

=2

T

Filter Select -
-] Defaul

T Completed
NP Critical
ST Has Finish Constraint
5[ Has Start Constraint
ST In Progress
ST Level of Effort
T Lengest Path
T Miestone
SF Megative Float
? Non What-If
ST Mon-critical
ST Mormal
S _Not Started
When applying the selected fiter(s):

Apply

an

Newr...

B e e e el e e

{* Replace activities shown in current layout Help

" Highlight activities in current layout which match criteria

o Negative Float is displayed in a similar way as in Microsoft Project aad.réquires another bar in
addition to the Positive Float bar with both the Timescale and Filtefyselected as Negative Float.

o The Float bar shows Total Float; there is no Free Float bar zyailable, as in Elecosoft (Asta)
Powerproject and Microsoft Project.

e The % Complete bar is linked to the Activity % Completé.

8.3.2 Formatting Bars Issues

There are a number of issues with the Primaveré standard bar formatting that need to be understood so
the user may display the activity bars logically:

Actual, Remaining Critical and Remaininy Critical Bars

It is recommended that you use the-Riiniavera default bar display options displaying the Actual Work
(this bar is displayed from the Stast date to the Data Date), Remaining Work and Critical Remaining
Work bars (these bars are dist!ayed from the Data Date to the Finish date with the appropriate filter).
This is because the Ear!y batwill not display actual progress as in other software packages. Please read
the Understanding Dates-section in the Tracking Progress chapter to understand how the dates are
calculated that are used to draw each bar.

Total Float Bar
The Total Float Bar is called the Float Bar in the Bars form which is inconsistent terminology.

By default a Total Float bar is displayed on a completed activity but the Float value is set to “Null” (which
is displayed as a blank). It is not logical to display a float bar when there is no float value:

Activity I | Activity Start Finizh Total September 2014 | October 2014 | MWovember 2014 Dg

Name Float | b5 |01 J08 [15 [22 [29 [ 06 [13 [20 [27 [03 [10 [17 [24 [ 01 |
A1M0  Activiy &4 | 2940014 03 4 30-5ep14 17 A L 1
A1020 | Activity B | 22-Sep-14 084 | 31-0ct-1417 5‘\ Iﬁ_
A1030  Activiy C | 03-Mow-14 08 28-Mow-14 17 5d g EE—
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e To prevent this from happening you should edit the total Float Bar Filter in the Bars form so it is only
displayed for Not Started or In Progress activities:

Display |Name |Timescale |Llser Start Date |Llser Finizh Date |Firter |F‘review
[¥  FlostBar  Flost Bar Mot Started or In Progress = e
[T AllActivities Show activities that match Q/ oK
" All selected fiters
¥ Any selected fiter @  cancel
Filter | select |~
<7 In Progress [ = Apply
F Level of Effort r
7 Longest Path [m 0O hew
7 Milestone r
<F MNegative Float r
F New Fesdback to Review r Copy
SF Non What-If r
SF Mon-critical r
< Normal r
<7 Not Started ! 52
When applying the selected fiter(s):
{+ Replace activities shown in current layout
¢ Highlight activities in current layout which match criteria Copy As Layout
e This is what it should look like now:
Activity ID | Activity Start Finish Total September 2014, o October 2014 | November 2014 D
Name Float | |25 [01 [0a [ 15 2 29 | 06 [ 13 [20 [27 [03 [10 [17 [ 24 | ot

A1010 | Activieg & | 2940914 084 30-Sep-14 17 A
|
A1020 | Activig B 22-Sep14 084 | 31-0ct1417 5d )

.

A1030  Activig C | 0FNow-1408 | 28-Mow-14 17 5d

e O

Free Float Bar
This may not be easily displayed.
A Baseline Bar is Displayed when NG \Project Baseline set

A Project Baseline Bar and Primerycser Baseline Bar is displayed when a Baseline has not been
assigned in the Assign Baseline foim. The Planned Dates are displayed as the Baseline Bar. Therefore
you must ensure you have a'‘Géseline set before displaying a Baseline Bar. The Secondary and Tertiary
Baselines bars are not displayed until a baseline has been assigned.

Relationships disp!avea on Baseline Bars
By default the reiationships are displayed on the Baseline Bar, this is not the normal method:

Activity 1D | Activity
Name
A10T0  Activity & | 2940914 08 4 30-5ep-14 17 4

Start Finish Total || | September2014 | October 2014 | November 2014
Float - [22 20 [os [13 [20 [27 [o3 [10 [17 [ 24

A1020  Activig B 22-Sep-14 084 31-0ct-1417 ad

A1030  Activiey C 0 03-Mow-14 08 28-Now-14 17 5d

To remove relationships from the Baseline Bar and put them on the current bars, move all the Baseline
Bars and Baseline Milestones to the bottom of the Bars form:

Activity ID | Activity | Start Finizh Total September 2014 | October 2014 | November 2014
Name Float |22 {29 [os [13 |20 |27 Joa [10 [17 [ 24
A1010 | Activiy & 2980014 08 A 30-Sep-14 17 A

A1020  Activiy B 22-5ep-14 08 A | 31-0ct-1417 5d

A1030  Activitg C | 03-Now-14 08 | 28-Nov-1417 ad
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Remaining Level of Effort and Actual Level of Effort Bars

These are by default hidden and when these Activity Types are used then the activity bar will disappear.
You should check both these bars so they are always displayed.

Baseline Bar Formatting
After you have moved all the baseline bars to the bottom:
e There is no Project Baseline Milestone; this will need to be added,

o The Project Baseline and Primary Baseline bars are both narrow yellow bars, the same as the
Negative Float,

> Itis suggested you make them a different color and put them as thicker bars on the top and
bottom of row 2,

» Then change the Baseline Milestone colors to match,

» Change the shape so one may be seen behind the other, and

» Change the descriptions so they make sense,

e There are no Secondary Baseline or Tertiary Baseline Milestones. If yoy"arg inot using these then
delete the Secondary Baseline or Tertiary Baseline bars:

Display |Name |T|mes-cale |User 5| User F| Fittexs _- = |F‘re'.riew
- Project Baseline Bar Project Baseline Bar Ngrrial e
- Project Baseline Milestone Project Baseline Bar wlestone v v
- Primary Baseline Primary Baseline Bar INarmal [ —
- Primary Baseline Milestone | Primary Baseline Bar Milestone iy iy

Text on Bars
There is text on many bars and it is difficult to add or rem:dve text from bars with the current configuration.
It is suggested that text be removed from all barg, except from the Current Bar Labels bar by:

o (Clicking on the Bar Labels tab at thed¢ttom,

e Clicking on one bar at a time and ysing the button at the bottom (NOT SIDE) of the
screen to delete the text line,

e Changing the Current Bar liahe's bar filter to read All Activities.

Now if you display the Curreiit Bar Labels bar then text will be displayed on all bars and when this bar is
hidden then all text will ke<arrioved from bars, thus making it simpler to add or remove bar text:

Bars
Display |Name ‘Tlmesca\e |User Start Date: |User Finish Date | Fitter ‘Prevlew - / oK
[l Actual Level of Effort Actual Bar Level of Effort —
[¥  Remaining Level of Effort Remain Bar Level of Effort — @ Cancel
¥ | Actual Work Actual Bar Normal [ |
W~ Remaining Work Remain Bar Normal and Non-critical E‘ Apply
[  Critical Remaining Werk  Remain Bar Wormal and Critical _
r Start Constraint Remain Bar Has Start Constraint ap Add
W acivty name cngor Curergor || aaacivies - X o
elete
r Finish Constraint Remain Bar Has Finish Constraint
El E Copy From.
Bar Style | Bar Settings ‘ Bar Labels - p—
ift up
Position Label
Right Activity Name W Shift down
B Options..
B Default
@ Help
gk Add 3¢ Deiete
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Suspend Date Display
To ensure a Suspend date is displayed on the bar the Activity nonwork intervals should be checked:
Activity Name Aug 21 Aug 26 Sep 04
slu|T|w] Tl s|s[m] T{w| T|Fi|s{s|m]| T|w]T]Fi]s

Suspend and Resume Demonztration

4
status |
. . i
= Activity |A1IIIIIIIZI |Eu5pend ayd Rezume Demonstra
Duration Status
Original cd |v Started "2 -Aug-11 IJS/ Duratio
Actual 4d [ Finizhed |EI!:—':E|: =11 18 ':uspend
Remaining 24 Exp Finigh | J Resume 01-Sep-11 08

— M\ )

Ijisblay |Nﬁme |.'.I.'|mescale | User Sfart Date | User l.-'ii'lish.D-ate [Finer | Pre .riew -

= / oK
= Remaining Level | Remain Bar Level of Effost — |_|
| ¥ | Actual Level of E | Actual Bar Level of Ziielt — @ Cancel
@ [Actalwork Actwalir | g\ ]
Remaining Work | Remain Bar NGrmal an n-cri = Apply
|7 Critical Remaining | Remain Bar Nizmiffand Critical | I
| [} Start Constraint | Remain Bar eﬂ.«s Start Constrain | ™ T Add
[} Finizh Constraint Remain Bar / has Finish Constrai ()
| I'_ Activity Name on | Current Bar P All Activities 52 X pekle
™ k Copy From...
Bar Style Bar Labels )
ry Shift up

| Grouping Band Settings ¥ Shift down

|¥ Show bar when collapzed

[~ Show bar for grouping | Options...
Rar Necki b Default
[ dar nonwork time

Help

¥ Activity nonwork intervals

Creating a Summary Saseline Bar
The default formaiting/also has no bar to display a Baseline Summary bar. To create a Summary
Baseline bar youmust add and format a bar as per the picture below:

Dizplay | MName |'I'|mesu:ale | Fitter | Preview

[ Primary Baseline | Primary Baseline Bar Summary ——
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Creating a Summary Bar

It is not obvious how to create a Summary Bar:

e To create a new Summary Bar you will see that you may not select Summary from the filter drop-
down box,

e You must check the Bar Settings tab, Show bar for grouping bands to create a Summary Bar:

Display | Name |T|mescale User Start Date User Finish Date Fiter Preview
Activity Name on | Current Bar Normal or Level of |
Finish Constraint Remain Bar Has Finish Constrai Cancel
Dates on Bar Current Bar AllActivities
Milestone Current Bar Milestone Apply
v % Complete % Complete Bar

| |summery |CurrentBar | | S

[V Float Bar Float Bar [ rin Pri
B 8 Delete
[V NegFloat Bar Neg Float Bar Negative Float v
- Ez\ Copy From...

Bar Style ; | Bar Labels

BN Shift up

Grouping Band Settings w  Shift down

: [V Show bar for grouping bands > BB Options...

Bar Necking Settings 4 Default

-

@) Help
- @

At the time of writing this book the author had'p!zced a layout on www.primavera.com.au
or www.eh.com.au under Technical Papers that has these bar formatting issues fixed. It is
suggested that downloading this laycufwill save users a significant amount of formatting
time.

The formatting of any existing Javedt may be set to the same as another layout, such as
the www.primavera.com.au_idyout, by using the Copy From... function.

Baseline Bar Disappearing when-atiActivity is made an LOE

Often after a Baseline has been satyvit is required to add more detail to a baselined activity but retain a
view of the original Baseline har, This may be achieved by converting the original Activity to an LOE and
adding the detailed activities ©clow the LOE and linking the new activities to it. If the original Baseline
activity disappears the you-ieed to open the bars form and set the filter to All Activities and the Baseline
bar will be displayed:

Display IName Timescale | User Fini I Fiter eview -
2 Project Baseline Bar  Project Baseline Bar \ Al Activities / ——
[V Project Baseline MS  Project Baseline Bar Miestone A A
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www.primavera.com.au_Layout

This layout may be downloaded from www.primavera.com.au or www.eh.com.au under Software and
Downloads page, unzip it and place it on your desktop. This has had the bars formatted as per the
pictures below and resolves all the issues with the Primavera P6 defaults discussed above:

Display JHHITH! |'I'|rnﬂ5l:ﬂh '[Firter IPreview

¥ Remaining Level of Effort Remain Bar Lewvel of Effort —
v Actual Level of Effort Actual Bar Level of Effort —
v Actual Work Actual Bar Narmal —
[V Remaining Work Remain Bar Normal and Non-critical | —
[V | Critical Remaining Work Remain Bar Mormal and Critical [
[T | Start Constraint e Constraint Oy

Finish Constraint nstraint

AcEe B Check these to place =

Dates on Bar the Alﬂﬂ'fit}" Name or
¥ |Miestone Dates on the Bars * hd
V¥ % Complete —
W  Summary Curr: < —
™ Float Bar Float Bar Not &tayted or In Progress ——
v Neg Float Bar Meg Float Bar fezgative Float e—
r Project Baseline Bar Project Baseline Bar Sl Activities —
r Project Baseline MS Project Baseline Bag Milestone v v
r Project Baselne Summary | Project Baseline\dal Summary T
[T Primary Baseline Bar Primary Basufine Bar All Activities ——
[T Primary Baseline MS Primary@}selne Bar Milestane A Y
[T Primary Bassine Summary | Primary Badeine Bar Summary i
[ Secondary Baseline Bar Sgoandary Baseline Bar | All Activities A
[ | Secondary Baseline MS Sytondary Baseline Bar | Miestone v v
[ Secondary Baseline Sumgiarn Secondary Baselne Bar | Summary e
r Tertiary Baseline Ban Tertiary Baseline Bar All Activities =
r Tertiary Baselinemis Tertiary Baseline Bar Milestone A iy
r Tertiary Baselnexowmmary | Tertiary Baseline Bar Summary P
r Late Bar ~) Late Bar All Activities R —

Administrators must check all their P6 Layouts to ensure the bars formatting is good
and ensure all users are aware of the issues of using the Bars form Default button.
One option is to just replace all the Oracle bar formatting with the formatting from the
www.primavera.com.au_Layout.

>
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8.3.3 Bar Style Tab

The appearance of each bar is edited in the lower half of the form. The bar’s start, middle, and end points
may have their color, shape, pattern, etc., formatted.

The bars may be placed on one of three rows numbered from 1 to 3, from top to bottom, one bar above
the other. If multiple bars are placed on the same row, the bar at the top of the list will be drawn first and
the ones lower down the list will be drawn over the top.

CBarSWIe _D | Bar Settings | Bar Labels

swe  [v =l | = [
e [~ | -| | |

Row 1 D

-

8.3.4 Bar Settings Tab
Bar Style | Par Setings > | BarLagsisn, &\, © |

Grouping Band Settings

[v Show bar when collapsed

[~ Show bar for grouping bands

Bar Necking Settings
[ Calendar nonwork time

[~ Activity nonwork intervals

Show bar when collapsed

e Show bar when collapsed option displays the fetailed bars on a single line when the WBS Node
has been summarized; see the two pictures (oiiowing:

> Before summarizing:

o Installation v ] ——
C57EN Field Pairting o
C57a0 Field "iring —
CS740 Field Pipifia —1
C5730 Irziall Corveyar 214 —
C5720 Inztall Corveyar 213 1
C5710 Inzstall Corveeyar 212 /
C5700 Inztall Corveyar 211 _I |
CS35 Site Preparation
C531 Start Conveyor | nztallation

> After summarizing:

|=  Installation [— P

This is similar to the Microsoft Project Always roll up Gantt bars option in the Layout form.
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Show bar for grouping bands
This shows a summarized bar all the time and converts the filter automatically to “Summary” bars only.

0 When formatting the Bar Settings for Milestones it is important to take note of the
checked boxes and Filter format. If the box Show bar for grouping bands is checked,
Milestones will appear at the ends of Summary Bars and not in line with the actual
activities they belong to. The filter in this case will read Summary and not Milestone.

Bar Necking Settings

Bar Necking displays a thinner bar during times of inactivity such as weekends and holidays and applies
only to the Current Bar setting column in the Bars form:

Un-necked bars Necked bars

I I
[ N H
. .
. .

e Calendar nonwork time necks the bar based on the activit/’s calendar.

o Activity nonwork intervals necks the bar when Out' giySequence Progress options of Actual Dates
or Retained Logic causes a break in the work. S2t.thie Advanced Schedule Options paragraph.

o There is no Resource Bar available and-Primavera will not neck on the resource calendar.
When an activity is Resource Dependent and the resource is on a calendar different from
the activity, then the bar may.rieck when the resource is working or not neck when the
resource is not working.

8.3.5 Bar Labels Tab

This tab enables the placemsaniof text with a bar above, below, to the left, and to the right. The following
pictures show how the startvand finish dates are formatted and displayed on the bar chart:

Bar Style | Bar Settings | Bar Labels
kot
. Sglect the Plzart 1t you oo [iaem
wish to adu‘the label to. Ront -
Bottom
[ Click On the Bottom-Center

Bottom-Left

and the icons at ||eoer ™"
the bottom of the Bars

Top

form to add and delete a Topconter 15 2
Label item. Tt

o Select the Position and Label from the drop-down boxes in the Bar Labels tab.

- RFP181004.3 Proposal
021030 | Draft Bid Document 11-Jan-0
021090 | Mesting to Review the Draft Bid D ocurer
021100 | Design Prezentation
021110 Edit Propozal Draft Bid Document

17-Jan-05

) i
0Z1120 | Negotiake Component Waork Packages 18-Jan0 21-Jan-05
0Z1130 | Final Review of Bid Document 24-lan-O 25-Jan-05
OZ1140 | Submit Bid 4 24.Jan 050
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e The dates on the bar chart are adopted from the User Preferences and may not be formatted
separately.

o It is often useful to create a bar that only displays the text. This bar may be displayed
or not displayed as required, which is much simpler than reformatting a bar to show
text.

e Each Notebook Topic may be displayed on a bar one at a time by selecting the topic in the Bar

Labels tab. After the box containing the label is displayed on the screen it may be adjusted in size by
dragging.

- Delivery Plan i
021080 Document Delivery Mel -
021060 Obtain Quotes from Sug :

Better prices are expected after Christmas.

0z1070 Calculate the Bid E stim.

0Z1080 Create the Project Sche

021090 Review the Delivery Pl =
< | [ < [

General | Status | Predecessors | SUCCERS0rs | Relationships | Expenses | Codes Mbuuk | Resources | Summary | Steps |‘_"= :.__DD; |

-

= Activity [0Z1080 |Obtain Quotes from Suppliers Projeft |0Z8-6
Notebook Topic ‘endor Issues

$E —

Better prices are expected after Christmas.

8.3.6 Bar Chart Options Form
e The Bar Chart Options form is displayed by:

> Clicking on the icon from the Bars“orm, or
> By selecting View, Bar, (B> | of

> Right-clicking in the Gantt Chart 22 and selecting Bar Chart Options...

Bar Chart Options vV

General |C|:Illap5ed Bars, Data Date | Sight Lines | Progress Line |

[v Show Relationshipe
[ Show Legengd

[ Limit te xt 2% Ciiaracters to

Default Size For Notebook ltems

Width:  [100]% Pixels
Height: |50 |5 Pixels
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e The General tab has a variety of options for formatting the bar chart which are mainly self-

explanatory.
> Show Relationships has the same result as clicking on the icon and displays the
relationships.
> Show Legend displays a legend on the bar chart in the Activities View; see the following
picture:
Activity ID Activity Name - | December 2013 | January 2014
25 02 | o9 | 18 | 23 30 06 13
= Bid for Facility Extension
- Technical Specification M Actual Work
0Z1000 | Approval to Bid R 1 Fiemaining 'w/ork
021010 | Determine Installation Requirements ! B Citical Remaining Wwork
021020 | Create Technical Specification * * Milestane
021020 | Identify Supplier Components r Surnrnary -
DZ1040 | Walidate Technical 5pecification T

e The default size of the box displaying a Notebook topic may be set in thievsar Chart Options form,
General tab, which is displayed by clicking on the * ican.irom the Bars form.

e The Collapsed Bar tab formats the bars when a WBS band has-bizen collapsed and displays a
summarized bar.

> Collapse to grouping bars:

= Bid for Facility Extension -
+ _Technical Specification 3

» Collapse individual bars to.mininiize space:

= Bid for Facility Ext®ssion|

Technical Sp«c fication

4{

> Collapse iiidividual bars to minimize space and Allow overlapping of bar labels:

5 or Facility Extension

Technical Specification
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e The Data Date tab formats the Data Date, its style, color and size:

General | Collapsed Bars | Data Date | Sight Lines | Progress Line | / oK
Data Date Formatting @ Cancel
Style f——"] Help

Size 3 |5

e Primavera Version 5.0 introduced the Sight Lines tab which enables the specification of both Major
and Minor vertical and horizontal Sight Lines, which brings this functionality up to match Microsoft
Project, but nowhere near the graphical functionality of Elecosoft (Asta) Powerproject.

Bar Chart Cptions !'SI
General | Collapsed Bars | Data Date | Sight Lines Progress Line / N

Horizontal Lines @1 Jrancel
|
f':':l Help
[+ Show Minor Lines every 5 : Rows
Style
Vertical Lines
[v Show Major Lines every 1 %+ |Menth -
Style  |——
[V Show Minor Lines every 1 _‘ [ !ﬁeek hd
Style

e Primavera P6 Version 7 introduced e Progress Line Display on the Gantt Chart which is covered in
detail in the next paragraph.
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8.4  Progress Line Display on the Gantt Chart

A progress line displays how far ahead or behind activities are in relation to the Baseline. Either the
Project Baseline or the Primary User Baseline may be used and there are four options:

o Difference between the Baseline Start Date and Activity Start Date,

o Difference between the Baseline Finish Date and Activity Finish Date,

e Connecting the progress points based on the Activity % Complete,

e Connecting the progress points based on the Activity Remaining Duration.
There are several main components of displaying a Progress Line in P6:

o First the progress line is formatted using the View, Bar, , form, Progress Line tab,
which may also be opened by right-clicking in the Gantt Chart area:

szl
Bar Chart Option A

General |Co|lapsed Elars| Data Date | Sight Lines | Progress Line o oK

Progress Line
. )

Cancel

Size 4 2

-

coor [

Baseline to use for calculating Progress Line:

Primary Baseline ﬂ

Help

Draw progress line:

(" Based on difference between current and baselize act vity's

|Finish Date J

(® By connecting progress points bazed on activity's

|Remaining Duration

Percent Complete
Remaining Duration” L.’

o Selecting View, Progrezs Line to hide or display the Progress Line.

o |f you use either of the eutions of Percent Complete or Remaining Duration then you must display the

appropriate Baseling'Bar that has been selected as the Baseline to use for calculating Progress
Line:

e The picture below shows the option highlighted above of Percent Complete:

Jan 10 Jan 17 Jan 24 Jan 31 Feb OF
[s|s[u[T|w|T|[F]|s]5 M{T|w|T|[F|s]s
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8.5 Formatting Columns

8.5.1 Selecting the Columns to be Displayed

The columns are formatted through the

Columns form which may be opened by:

o Select View, Columns, Customize, or

e C(Click on the I:I icon, Customize, or

¢ Right-click in the Columns to open a
menu and select Columns:

The columns may be sorted by List of
Category and they may be added or
deleted either by:

e Using the black arrows or

Q-_Available Options _‘l Selected Options « oK
Find Ctrl+F | ActiviyD |
f » Activity Name @ cance
i Table Font and Row... " Original Duraticn
Start v B Apply
Group and Sort By v Category Finish
List Total Float Copy From...
Hint Help
D Expand All Ctrl+Num + “ P Defaut
“= Collapse All Ctrl+Num -
*
+ Percent Completes
B Project Codes ] Help
Business Process
Business Segment %
] v

e By dragging the description left of right and up or down.
e When a Baseline is set then many more Baseline schedule column fields become available.
The Column form may be resized by dragging the edges.

e The available columns are displayed in the left window and may be-i'sied under Categories or as a

single List.

e To select how the column titles are displayed, click the Availaldle Options drop-down box and then
select Group and Sort By to choose either List or Categories, as per the picture above.

e The columns to be displayed are listed in the right.Eelecied Options Window and are copied from
Available Options to and from Selected Options using:

“illimwm|lP] 4

> Theicons or

» Dragging, or
» Double-clicking.

o The icon sets t'ie\columns back to the Primavera default column display.

8.5.2 Column Header Aligirent

o Select View, Columiis/Customize, or

e C(lick on the I:I icon, Customize, then

e Select the option which

opens the Edit Column form and enables a
user definable column title to be created in
the New Title: cell and the Column Title
Alignment to be set to Left, Center, or

Right.

Edit Column

Default Title:

Meswy Title:

Wicth:

Column header
edited to allow a
narower column

Original Curation

3 Default

Help

Alignment

i Lett ¥ Center ™ Right
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8.5.3 Adjusting the Width of Columns
You may adjust the width of the column in two ways:

N

e By dragging the colgmn title separator: Activity Name w Diiginal
move the mouse pointer to the nearest ] * | Duration
vertical line of the column. A <P mouse Install Door and window Frames 1
pointer will then appear and enable the Imstall Esterior Doors and Wwindows 2d
column to be adjusted by click, hold and ishes 216d

dragging.

e From the Column form select to open the Edit Column form and enter the width of

the column in pixels.

8.5.4 Setting the Order of the Columns from Left to Right on the Screen

The order of the columns on the screen, from left to right, is the same as the order in the Columns form
Selected Options Window from top to bottom. The order of the columns may+he altered:

F w

e Highlight the column in the Columns form Selected Options Windewand use the and
icons, or

e Click and hold the column title in a window and drag the cgiv:n.

8.6 Row Height and Show Icon
Row heights may be adjusted to display text that vioularotherwise be truncated by a narrow column.

® The helght ofall rows may be ey e

formatted by selecting View, Table
Font and Row to open the Table, Font and Color
Font and Row form. The options I Font #aBbY)Z2 Cancel

this form are self-explanatory: o |:| romy
olor

e The Show Icons opticn wiiydisplay a
different icon in front.oivhe Activity — Defaut
and WBS.

» In the Projects Window &
indicates a What-if project, =
a Unopened project, and =2
an Opened project.

> In the Activities Window ™
indicates a WBS Node, a blue

[¥ Keep Current Row Heights Help

a complete activity, a blue BA840 | Roudhn Plumbina/.. 1d 1d
and green =4 an in-progress (B8 ---- UEND. . 5ot Mechanical ardl . 1od;.0d
activity, and a green = an = Exterior Finishes 1534 17d
un-started activity. BAS00 Building Enclosed 04 0d

e The height of a single row may be manually adjusted in a similar way to adjusting row heights in

Excel. Click the row; the pointer will change to a double-headed arrow $; then drag the row with the
mouse. These manually adjusted rows are not saved with a Layout.
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8.7  Format Timescale

8.71  Moving and Rescaling the Timescale

To display hidden parts of the schedule the timescale may be grabbed and moved by placing the cursor
in the top half of the Timescale. The cursor will turn into a . left-click and drag left or right.

The timescale may be rescaled, therefore increasing or decreasing the length of the bars and displaying
more or less of the schedule, by placing the cursor in the bottom half of the Timescale. The cursor will
tum into a & ; click, hold and drag left to make the bars shorter and right to make the bars longer.

When there are no bars in view when you are viewing a time ahead or behind the activity dates, you may
double-click in the Gantt Chart area to bring them back into view.

Timescale

8.7.2 Format Timescale Command v
The Timescale form provides a number Timescale Format _ -
of options for the display of the ¢ Tresties
timescale, which is located above the Tmescale Start po-200 B Ay
Bar Chart. To open the Timescale form: Font & Color psBbYyZz Dtaut Font .
. =1l Date Format
e Click on the = icon, or p—
' Show Primary Dates

e Select View, Timescale, or Type G =
¢ Right-click in the Bar Chart area and Date nterval Gofntesk ]

select Timescale. Shift Calendar B ]

{™ Show Qedinal Dates
Ordinal Sti i, 03-Jan-11 00
UaniarDate Interval Wee
The options available in the Timescale
form are:
. T January 2014 [ February 2014

° T;mescale Format has the-aptions - T [ v [o [ 7 [ o] 7 =

of:

> TWO |ines’ Or T\'VO ines Three |ineS
i = 2014
> Three lines February | March | April
o3 T10T17 2403101712431 Jo7 141217

¢ Font and Color

» The CEBEi icon opens the Edit, Font and Color form which enables the
timescale and column headers font and color to be changed.

» By clicking on the icon all changes will be reversed.
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Date Format

o Type

» Calendar displays a normal calendar.

> Fiscal Year displays the fiscal year in the year line. The Fiscal Year Start Month is set in
the Settings tab of the Project Details form in the Projects Window.

> Week of the Year displays the week of the year starting from “1” for the first week in
January and is often termed Manufacturing Week.

o Date Interval sets the timescale and has the options in

the picture to the right:
> The Week/Day 1 displays the days like this: ‘ear/Month -l
“ear/Manth -
Mar 03 Mar 10 Mar 17 Quarter/Month
m{T|w|T|F[s]s|m|T[w[T]F|s][s|m|T|w|T|F|s|s Month/\Week
. . . VWeeldDay 2
> The Week/Day 2 displays the days like this: G "
Lav/Hour
Mar 10 Mar 17 (ear/Financial Period | =

Mon | Tue [wed | Thr | Fri | Sat | Sun [Mon | Tue [wed| Thr | Fri | sat [sun

» The Date Interval may also be adjusted by clicking’en the L— or the , which moves the
timescale setting up and down the list shown.aheve.

o Shift Calendar breaks the day into time intervais wa suit the shift intervals when the Day/Shift option

has been selected.

e Show Ordinal Dates displays
the timescale to be counted by the
unit selected in the Date Interval.
This is useful for displaying a
schedule when the start of the
project is unknown. Ordinal ¢3S
display the timescale by ceuniting in
the selected units startinig 1rom a
user definable start dzte: When 3
lines are displayaahe ordinal
dates and calendar dates may be
displayed:

[ Jani aly [ February [ March | April

36 [13 |20 [27 [03 [10 [17 [24 J03 [10 [17 [24 [31 [ 07 [14 [21 [28 [ 05 [ 1

BL157 | 20,138 | 160 [ 161 [ 162

Tives ale

l Timescale Format
" Two Lines (¥ Three Lines @
Timescale Start DD-2W =
Font & Color AaBbYyZz Default Font

Date Format

| Show Primary Dates

Type Calendar =
Date Interval Month/Week ~

Shift Calendar IE

[+ Show Ordinal Dates

Ordinal Start PS-2W
Ordinal Date Interval Week ¥ PS5 - Earliest Project Start

PF - Latest Praject Finish
DD - Earliest Data Date
CD - Current Date

CW - Current Week

CM - Current Month

Custom Date...
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8.7.3 Nonwork Period Shading in Timescale
The nonwork period shading behind the bars is set by the database Default Calendar and is selected by:

¢ In the Professional Version selecting Enterprise, Calendars...and checking a calendar in the
Default Column, and

¢ In the Optional Client this is set through the Web under Administer, Enterprise Data.

Dec 02 Dec 09 Dec 16
ml Tl T[F[s]s|m]T]w][T]F][s]s|u]T]w[T]F]s]s

Activity ID

Activity Name -

[#2)

= Bid for Facility Extension

-1 Technical Specification
021000

Approval o Bid *

. 0zZ1010

0z1020
021030
021040

Determing Installation B equirements

Create Technical Specification
|dentify Supplier Componetts
Yalidate Technical Specification

8.8 Inserting Attachments — Text Boxes and Curtain
8.8.1 Adding and Deleting a Text Box
A text box may be inserted in a bar chart area:

o Select the Activity which the new Text
Box is to be associated with, either

Text Attachment - OZ101( [\

Font o 4 OK
¢ Right-click in the Bar Chart to open the —— AL — @ cancel
menu, select Attachments, Text, Help

Or:
o Select View, Attachments, Text, and

e The Text Attachment form will be
displayed.

Then:

e Type in the text and format tl“g tont by

clicking on the L2252, “[icon.

e A Text Box may bzrepositioned by
clicking on the text and using the cursor
to drag the corners and sides.

Thisis atexthox

=== 1-k

To delete a Text box, position the cursor over the text box until it transforms into a + then click and you
may now hit the Delete key.

A\

The author found in his load of P6 Version 8.2 that it was not possible to delete a Text Box,
only the text inside a Text Box to make the comment disappear. This was fixed in Version
8.3.
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8.8.2 Adding and Deleting a Curtain
Primavera Version 5.0 introduced a function

allowing the placing of multiple curtains on the s Do Dec 20
Gantt Chart which may be all hidden or M[T{w[T[F[s[s[w[Tw|T[F[s[s|u[T|w|T[F|s]s

=
£

displayed. A Curtain, used to highlight periods
of time over part of the bar chart.

Select View, Attachments to display the
Curtain menu or right-click a bar and select
Attachments, Curtain:

e Add Curtain opens the Curtain

Attachment form used to create a curtain, [, Activity Details

o Show All shows all the curtains, = Bars..

e Hide All hides all the curtains, and Bar Chart Options..

e Double Clicking on a curtain in the Gantt 1:;:hc:1|:nt - v Ep—
Chart also opens the Curtain Attachment - o o i
form where individual curtains may be : : H I":”
deleted or hidden. Ca e

e Using the Start Date and Finish Date P —
boxes, or

e Grabbing the left or right edge of the 7, S @ conce
Curtain in the Bar Chart (the cursor will ENE jo7-Mar-11 22 L} »
changetoa 2 ) and dragging the start | finish Date o=tun1i 22 | — :

Delete

or finish date, or

e Grabbing the Curtain in the center (thé
Fill pattern "/ ///|j

cursor will change to a ﬁ anc-aragging
the whole Curtain.

A curtain is deleted by double glickirig on the curtain to open the Curtain Attachment form and clicking
on the ¥ | puttgm:
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8.9 Format Fonts and Font Colors
The format font options are:
e The Activity Data fonts are formatted in the

Table, Font and Row form (displayed in the
paragraph above) by selecting View, Table Font

and Row.
» Clicking on , the Font oo
icon will open the font form where I Stikeout
. . . AaBbTyZz
normal Windows functions are available. [ Lpeeine g
> Clicking on the Color icon will enable WM Gsom =] |

the selection of a color for the text.

e The Notebook Topics may be formatted using
the formatting features above where the
Notebook items are entered in the lower pane.

e Some forms may have the fonts for displaying Better prices are exprt=d after Christmas.
data edited when there is a menu on the top left
side with the Table Font and Row menu item.

A EE=

e The textin a Text Box that has been inserted onto the Bar-&Hait may be formatted when the box is
created.

8.10 Format Colors
These are the main options for formatting colors;

e Band colors in layouts are formatted i *he-Group and Sort form by clicking on the icon or
selecting View, Group and Sort bv.

o Text colors are covered in the Fortivat Font and Colors paragraph.

e Bar Colors are covered in tliesFarmatting the Bars paragraph.

o Timescale and Column’#ieaders are covered in the Format Timescale Command paragraph.
o Sight Lines (Gridliri¢) £olors may not be formatted.

e The Progress Line color is selected in the Bar Chart Options form, Progress Line tab.

o The Data Date is formatted in the Bar Options form, Data Date tab.

o The Relationship Lines, also known as
Dependencies, Logic, or Links, may not be
formatted and are displayed with the following
characteristics:

» Solid Red for Critical,

» Solid Black for Driving,

» Dotted Black for Non-driving, and

» Blue when selected and may be deleted.
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8.11 Line Numbers

Version 8.2 introduced a Microsoft Project style Line Numbers. Select View, Line Number to display or
hide the Line Number.

Activity ID Activity Name -~

e & EC00515 City Center Office Building Addition

- By EC00515.D&E Design and Engineering
EC1000 Design Building Addition

EC1010 Start Office Building Addition Project
EC1030 Review and Approve Designs

EC1050 Assemble Technical D ata for Heat Pump
EC1160 Review Technical Data on Heat Pumps

C00515.Found Foundation

@ EC1030 Begin Building Construction

@@ EC1100 Site Preparation

@ EC1230 Excavation

@@ EC1320 Install Underground Water Liney

@ EC1330 Install Underground ElectizZpnduit

@ EC1350 Concrete Foundation{w' alls

@ EC1360 Form and PounrSieb v

0 This is a very useful feature for reviewing.a schedule to ensure that everyone in a meeting
is looking at the same activity.

But as in Microsoft Project andSiecosoft (Asta) Powerproject this is an activity order and
the number will change if therschedule is reordered.
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8.12 Workshop 6 — Formatting the Bar Chart

Background

Management has received your draft report and requests that some changes be made to the
presentation.

Assignment

Format your schedule as follows, but depending on the default settings, your Gantt Chart View may differ
from that shown, e.g., there may be no summary bars:

1. You will not have to complete the Step 2 of this workshop if you have internet access and are able to
download a layout from www.primavera.com.au.

¢ |f you have downloaded and applied the www.primavera.com_Layout.plt move to Step 3, DO
NOT COMPLETE Step 2.

o |f you have NOT downloaded and applied the www.primavera.cara_Layout.plf complete Step
2.

2. Format Bars, if you are unable to download the www.primayera.com_Layout.plf layout then:
o To format the bars open the Bars form,

e (Click on the button to set the barj to the Primavera default settings,

o Edit the Float Bar Filter (Total Float bar) s<-itonly shows float for Not Started or In Progress
activities. Ensure you select the Any seiacied filter in the Filters form:

Display |Name |Timescale |Llser Sta._'Df;a |Llser Finizh Date |Firter |F'review
[¥ |Flost Bar  |Flost Bar Mot Started or In Progress

[~ (Al cuvities Show activities that match
(~ All selected fiters
{* Any selected fiter Cancel

| select |

57 InProgress Apply
SF Level of Effort

S Longest Path

7 Milestone

Sf Megative Float

? MNew Feedback to Review
SF Men What-If

SF Men-critical

57 MNormal

SF Met Started

o=

New...

"ROOoooooo

When applying the selected filter(s):

{* Replace activities shown in current layout

(" Highlight activities in current layout which match criteria
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e Delete the Secondary Baseline & Tertiary Baseline bars,

e Move the Baseline bars and Baseline Milestones to the bottom of the Bars form to remove
relationships on the Baseline bars,

o Add missing Project Baseline Milestone and format the Baseline bars as per the picture
below, making them different colors:

Dizplay | Name |Timesu:ale | User 5| User F| Fitter | Preview
- Project Baseline Bar Project Baseline Bar Normal =
- Project Bazeline Milestone Project Baseline Bar Milestone v v
- Primary Baseline Primary Baseline Bar Normal | ——
- Primary Baseline Milestone | Primary Baseline Bar Milestone iy iy

e Remove all text from all bars, except from the Current Bar Labels bar, by:
» Clicking on the Bar Labels tab at the bottom,

» Clicking on one bar at a time and using the button at the bottom (NOT SIDE)
of the screen to delete the text line,

» Change the Current Bar Labels bar filter to read All ActiVities and do not display.
3. Display the following bars:

e Remaining Level of Effort
e Actual Level of Effort
e  Actual Work
e  Remaining Work
e  Remaining Critical Work
e Milestones
e % Complete
e Summary Bar
e Float Bar (Total Float)
e Negative Float Bar
4.  Adding Columns:

e Add Calendir'and Activity Type columns, from the General section of the Columns form, to
the rightGiithe Activity Name column.

o Adjust the column widths to a best fit by dragging the column header divider lines.

¢ Display the Total Float column if not displayed.

5. Press the F9 key and click the button which will schedule the project and calculate the
float.

6. Adjusting Row Heights:

Change the Row Height to 30 points by selecting View, Table Font and Row and apply,

Now check the Optimize height by row content box, not exceeding 1 line per row and apply,

Now change the setting to 18 point height for all rows and apply.

ClickonLY___ o« to close the form.
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7. Format Timescale to Year and Month, then Week and Day (two options), then Month and Week by
using the R

8. Format the Vertical lines with a solid Major line every month and a Minor line every week by
selecting View, Bars and clicking on the i button and selecting the Sight Lines tab, or
right-clicking in the Gantt Chart area and selecting Bar Chart Options... and selecting the Sight
Lines tab.

buttons.

9. Expand and contract the timescale and adjust it so that all the bars are visible.
10. See below for the expected results:

Fitter: All Activities.
Activity Type

~ Layout: www.primavera.com.au_Layout
Activity Name

Calendar Original Finizh

Duration

= Bid for Facility Extension 0E-Dec-21 08 | 15Dec-21 16

- Technical Specification OzBuild 5 dfw 5d 06-Dec-21 08 10Dec-2116 3d
021000 Approval to Bid OzBuild 5 d/w 0d 06-Dec-21 03 8d S —
0Z1010 Dietermine Installation Requiremenl | OzBuild 5 dAw | Task Dependent 4d 06-Dec-21 08 | 09-Dec-21 16 4d e I S
021020 Create Technical Specification OzBuild 5 d/w | Task Dependent 5d 06-Dec-21 08 | 10-Dec-21 16 3d
021030 Identify Supplier Components OzBuild 5 d/w | Task Dependent 2d 06-Dec-21 08 | 07-Dec-21 16 ol :
021040 Yalidate Technical Specification OzBuild 5 d/w | Task Dependent 2d 06-Dec-21 08 | 07-Dec-21 16 Ed

- Delivery Plan 8d 06-Dec-21 08 15Dec-2116 24 M

0Z1050 Documment Delivery Methodalogy | OzBuild 5 dw | Task Dependent 4d 06-Dec-21 08 | 09-Dec-21 15 4d

021080 Obtain Quotes from 5uppliers eBuild S ddes | Task Dependent ad 06-Dec-21 08 | 150021 15 0d %

0z1070 Calculate the Bid Estimate OzBuild & d/w Y ask Dependent 3d 06-Dec-21 08 | 08-Ues-2016 Ed I
OzBuild & dfw

0z1080 Create the Project Schedule azk Dependent 3d 06-Dec-21 08 | (120gc-21 16 Ed t
" | Task Dependent 1d 06-Dec-21 GaWiwlec-21 16 7d

021030 Review the Delivery Plan mrige) ngags
- Bid Document DzBuild 5 d/w Ed 06-Dec-1 c2 ' 3Dec2116  2d —
0zZ1100 Create Draft of Bid Document OzBuild 5 d/w | Task Dependent &d 0E:Dec1 08 13Dec2116 0 2d I ——

021110 Review Bid Docurment OzBuild 5 dfw | Taszk Dependent 4d Ca-Dend1 08 | 09-Dec-21 16 44
0Z21120 Finalise and Submit Bid Document | OzBuild & d/Aw t 2¢ (5-tec-21 08 | 07 Dec-21 16 3d
021130 Bid Document 5 ubrmitted OzBuild & d/wl Finish Milestan O 06-Dec-21 08 ad 1

11. Check the following:

e Click on Activity ID to make sure they argerdered correctly,
e The dates and times of all activities =heuld start and finish at the same time of the day,

e Activity 021060 bar should be-calored red as it is the Critical activity representing the shortest
duration that the project may.agCompleted,

e All other activities shouid Have Float.
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13 FILTERS

This chapter covers the ability of Primavera to control which activities are displayed, both on the screen
and in printouts, by using Filters.

13.1 Understanding Filters

Primavera has an ability to display activities that meet specific criteria. You may want to see only the
incomplete activities, or the work scheduled for the next couple of months or weeks, or the activities that
are in-progress.

Primavera defaults to displaying all activities. There are a number of pre-defined filters available that you
may use or edit. You may also create one or more of your own.

A filter may be applied to display or to highlight only those activities that meet a criterion.

There are four types of filters:

o Default filters which are supplied with the system and may not be edited or deleted.but may be
copied and then edited or modified and are often used in conjunction with the display ¢f bars.

o Global filters which are made available to anyone working in the database,

o User Defined filters which are defined by a user and available only to thatuser unless it is made into
a Global filter, and

o Layout filters which make a copy of the filter only available whep-tia/current layout is applied.
NOTE: If the current layout is a Project layout then this effectiveiy'makes the Layout filter a project
filter.

The following types of filters are not available:

e Drop-down or Auto filters as in Excel and Micrasait Project.

o |Interactive filters as available in SureTrak( EicCosoft (Asta) Powerproject and Microsoft Project. This
is when a filter is applied and the usenis ¢ffered choices from a drop-down list. The lack of this
function may result in an excessive-guantity of filters being generated or the user continually editing
frequently used filters.

o Project filters, but copying 2! thetilters used in a project to all the Project Layouts effectively creates
Project filters but this is a0t of administration.

On the other hand, P6 does allow multiple filters to be applied at the same time.

o There are no dedicated project filters (except by creating a Layout filter) available in
Primavera, so you might consider placing the project name or number at the start of
a filter name so you may identify which filters belong to which projects. This is
especially helpful when you have a number of User Filters or there are a number of
Global Filters.

Topic Menu Command

e To apply, edit, create, or , T
delete a filter open the Filters | ° Click on the L—licon, or
form. e Select View, Filter By..., Customize, or

e Right-click in the columns area and select Filters....
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13.2 Applying a Filter

[v¥ AllActivities Show activities that match
{+ All selected fiters
. " Any selected fitter Cancel
13.2.1 Filters Form Fiter [ ekt [~
. . . Default Apply
Filters are applied from the Filters form T Conpletes i

oo

which may be opened by T Crical

Y Has Finish Constraint

S Has Start Constraint

=
- STaP F In Progress F

e (Clicking on the icon, or T LevelotErion [ui

e Selecting View, Filters..., T e =
Customize...or L = —

e Right-clicking in the columns area and T s Hake Goval
selecting Filters... | ot Sered T copyastayon

e NOTE: If the All Activities check box T Help
is not checked then there is a filter @ TEIBIITIRI S DI S

™ Highlight activities in current layout which matchizritetis

applied.

13.2.2 Applying a Single Filter
A single filter is applied by:

e Checking the Select check box beside one filter, and

e Clicking on the icon to apply thefilter and not close the form. If the result is

undesirable another option may be selected, or

e (Clicking on to apply thefilter“and close the form.

e When applying the selected filter(s):

> Only activities that complvito'the filter criteria will be displayed when the Replace activities
shown in the currentiayout button is checked.

» These activities wilid% highlighted in the Select Activity color when the Highlight activities
in current lavcutywhich match criteria button is checked.

13.2.3 Applying & Lombination Filter

A combination filternas two or more filters selected and has two options under Show activities that

match:

o All selected filters where an activity to be displayed or highlighted has to match the criteria of ALL
the filters, or

o Any selected filters where an activity to be displayed or highlighted has to match the criteria of
ONLY ONE filter.

o In many places in the software there will be an option of either clicking on the vy X

icon or the icon:
e The icon applies the format yet leaves the form open.

e The icon applies the format and closes the form.
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13.3 Creating and Modifying a Filter

13.3.1 Creating a New Filter

. Vit Sh ctivities that match
Filters may be created from the oo e e e
Filters form by ™ Any selected fiter
Fitter
e Clicking on the m Y e sere
icon in the Filter form and F 2 Weeks Ahead -
Cl'eate a neW fllter, Or g Eile-stune;\.-‘ariagce fl-rum Baseling II:
ariance rrom oaseine
o Copying an existing filter using . User Defined
. | Y Cical | ® |
the and ST Has Finish Constraint - ﬁ}l Paste
i ST Has Start Constraint -
ICONs and then T InProgress Il B Modify...
editing the new filter. T Levelof Effort F
. . . T Miestone (B Make Global
New filters will be created in the T egatve Fioat RN i
User Defined filter area at the Y Mon-critical CUONY [ copy s Layout
“F MNormal |

bOttom Of the IISt When applying the selected fitter(s): Help

{* Replace activities shown in current layout

" Highlight activities in current layout which maich cideria

There are a large number of options available to create a filter and/frorn the following examples you
should be able to experiment and add your own filters. To riioqify an existing filter, select it from the
Filters form and click the i icon.

13.3.2 One Parameter Filter
The following example is a filter to display incominiete activities:

Filter Name |In complets \_

= Dizplay: Fiter
Display all rows | Parameter l= Walue High Value

- il of the following)
Where Physical % Complete is not equal to 100%

o Parameter is used to select any of the available database fields:

e Select one of the options from the Is drop-down box:

equals
o The parameter selected in the Is box determines if: iz hot equal to
> Only one Value is required, which is entered into the Iz less than
Value field, or 1z lezz than or equalzs
» Arange is required and two values are to be entered; I areater than
then the Value and High Value are entered. iz greater than or equals

Iz within range of
Iz riok within range of
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The following example is a filter to display in-progress activities using the is not within range of and
Value and High Value options:

[=] Filter

Fitter Mame |F‘hy5ical % In Progress

~ Display. Filter

Dizplay all rows | Parameter Iz “alue High Walue

= (Any of the following)

Where Physical % Complete ig not within range of  0.1% 99.5%

And this example uses the equals parameter and only the Value field is completed:

=] Filter

Fitter Name |Ir| Progress

7 Display: Fitter
Display all rows | Parameter Iz Walue High Value

= (Any of the following)

Where Activity Status equalz In Progiess

13.3.3 Two Parameter Filter

The following example is a filter to display all critical path activities and activities assigned the PM
resource:

[=] Filter

Fitter Mame |I2r'rti|:al

7 Dizplay: Fiter

Dizplay all rows | Parameter Iz Value High “alue
- (Any 'H’:Tc_ucx‘;ingj

Where Crtical gguals ez

ar Segtrce IDs contains Pl

e The drop-down boxdnger Parameter has two options:
> (Al of tiy2 Following). This is used when an activity must meet all of the parameters selected
beldw:

> (Any of the following). This is used when an activity must meet any of the parameters
selected below.

When the first parameter is change to All of the following the Display all rows option changes to an
AND. Therefore, with the filter below there would normally be fewer activities displayed as the activities
have to be critical and assigned the resource PM:

=] Filter

Fitter Mame |Cr'rtica|

= Display: Fitter
Display all rows | Parameter Iz Value High Value

] (Al of the following)

'f'-.-'her?ritical gquals Yes
And Resource IDs contains PH
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13.3.4 Multiple Parameter Filter

The following example is a filter to display incomplete activities on the critical path with resources PEH
and SEH:

Fiter Mame |Incumplete, Critical, PEH & SEH Activities

= Dizplay: Fitter

Dizplay all rows | Parameter Iz Value High Value
- (&l of the following)
Where Physical % Complete iz within range of 0.1% 99 9%
And Critical equals es
-1 And (&l of the following)
VWher Resource IDs contains PEH
And Resource Ds contains SEH

¢ In this example, (All of the following) was selected from the Parameters drop-dewn box which
enables a nesting effect of filter parameters.

13.3.5 Editing and Organizing Filter Parameters
Lines in a filter are added, copied, pasted, and deleted using the apprcriiate icons in the Filters form.

The arrows allow the filter lines to be moved up and down and irGaried to -

the left and outdented to the right in a similar way to indentirig’anu outdenting { - 4

tasks in Microsoft Project.

A filter may be optimized to delete the redundant filterines using the Optimize command:

Fiter Name  |Incomplete, CriticalPE "% "SEH Activities
i Display:Fiter o (2
Optimize B~ s Value High Value
eNBaliowing)
= Print Preview Complete iz within range of 0.1% 55.9%
And Crina equals es
= And (Al of the following)
Wher Resource IDs contains PEH
And Resource IDs contains SEH

13.3.6 Understanding Resource Filters
i NOTE: THIS IS A VERY IMPORTANT POINT FOR RESOURCE FILTERING
When filtering on resources, the filter must use the option of contains in the Is column

and not equals. This is because when an activity has been assigned more than one
resource, then the activity will not be selected with a filter using the equals parameter.
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13.4 Workshop 11 - Filters

Background
Management has asked for reports on activities to suit their requirements.
Assignment
Ensure your OzBuild Bid project is open.
1. Apply the OzBuild Workshop 10 — With Float layout.
2. They would like to see all the critical activities.
» Ensure a column showing the Total Float is displayed, and
> Apply the Critical activities filter.

You will see only activities that are on the critical path and their associated summary activities.

= Layout: OzBuild Workshop 10 - With Float Filter All: Critical

Activity Name

Original

December 2021 | January 2022

Duration bg

06 [ 13 [20 [27 [ o3 [10 [17 [ 24

04-Jan-22 03

= Bid for Facility Extension
Technical Specification

- Delivery Plan 144 04-Jan-22 08  71-l7n-22 16 04 04
O0Z1060 | Obtain Quotes from Sup ad 04-Jan-22 00 | 13-Jan-22 16 0d 0d
0Z1070 | Calculate the Bid Estima 3d 14-Jan-22 0% 17-Jan-22 16 0d 0d
021080 | Create the Project Sche 3d 16l =22 08 | 20-Jan-22 16 0d 0d
021090 | Review the Delivery Pla 1d AT-har-22 08 | 21-Jan-22 16 0d 0d

- Bid Document 17d LIoan-2208 27-Jan-22 16 0d 0d
021110 | Review Bid Document e 24-lan-22 08 | 25-lan-22 16 0d 0d
0Z1120 | Finalize and Subrmit Bid | | 2B-Jan-22 08 | Z7-Jan-22 16 0d 0d
021130 Bid Docurnert Submittet™>  0d 27-Jan-2216% ) 0d 0d

2

3. Open the Group.ano Sort form and check the Hide if empty box and notice the Technical

Specification(oand Is hidden.

~ Layout: OzBuild Verksak+0 - With Float Filter All: Critical

Actiily Name Qriginal Start Free December 2021 | January 2022
Duration Float |ba Jos [ 13 [20 [27 Joa [10 [17 [ 2¢
- — . Ndelar22 08 | 9712792 16 P ——
= Bid for Facility Extension U4-Jan-22 08 | 2F-Jan22 16
- Delivery Plan 14d 0d-Jan-2208 21-Jan2216  0Od 0Od F—
0Z1060 | Obtain Quotes from Sup ad O4-Jan-22 08% | 13-Jan-22 16 0d 0d
021070 | Calculate the Bid Estima 3d 14-Jan-22 08 | 17-Jan2216 | 0d 0d
021080 | Create the Project Sche 3d 18Jan-22 08 | 20-Jan-22 16 0d 0d
021090 | Review the Delivery Pla 1d 2-Jan-22 08 | 21-lan-22 16 0d 0d
- Bid Document 17d 05-Jan-2208 27-lan2216  0Od 0d
021110 | Review Bid Docunert 2d 24-lan-22 08 | 25-lan-22 16 0d 0d
021120 | Finalize and Submit Bid | 2d 2BJan-22 08 | 27-Jan2216 | 0d 0d
0Z1130 | Bid Document Submittes 0d 27-Jan-22 167 0Od 0d
continued...
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4. Now apply some other filters such as the Milestone, Has Start Constraint and Has Finish
Constraint.

5. Management would like to see all the activities with float less than or equal to 9 days:
> Create a new filter titled: Total Float Less Than or Equal to 9 Days, and
» Add the condition to display a total float of less than 9 days.

Fitter Mame |Tn:|tal Flzat Less Than or Equal to 9 Days

~ Display: Filtter
Dizplay all rows | Parameter s “alue High Value

= (Al of the following)

Where Total Float i& lezs than or equals  Sd

» Close the Filter form,

> Click on the All Activities check box to ensure all activities are displayec,
> Apply the new filter,

> You should find that activities with more than 7 days float are hidden:

+ Layout: OzBuild Workshop 10 - With Float Fitter All: Total Float Less Than or Equz:J ﬁays
Activity 1D Activity Name Original Start Finish Total Freg ! December 2021 | January 2022
Duration Float piomt g (08 |13 (20 27 o3 |10 |17 | 24
= Eld for FaCIllty Extension 06-Dec-21 08 | 27-lan-22 16
-1 Technical Specification 11d 06-Dec-21 08 20-Dec-21 16 °d 0d —
021000 | Approwal ba Bid 0d 06-Dec-21 08 'd 0d —
021010 | Determine Installation R 4d 06-Dec-21 08 | 09-Dec-?1 16 fd 0d b
021020 | Create Technical Specif Ad 10-Dec-21 08 | 16-Dez-2 16 7d 0d
021030 | Identify Supplier Compot 2d 17-Dec-21 08 | 20:.0ec-2 /16 7d Od || ] T —
- Delivery Plan 14d 0d-Jan-22 08 21002216 0d 0d —
021060 | Obtain Quotes from Sup ad 04-Jan-22 055 13Jan-22 16 0d 0d
021070 | Caleulate the Bid Estima 3d T4-Jan-22 05 17-Jan-22 16 0d 0d
0Z1080 | Create the Project Sche 3d 1ladd?og | 20-Jan-22 16 0d 0d
01090 | Review the Delivery Pla 1d N-Janl2 08 2-Jan-22 16 0d 0d
- Bid Document 17d Lhan-22 08 27-Jan-22 16 0d 0d
021110 | Review Bid Document s A-Jan-22 08  25-Jan-22 16 0d 0d
021120 | Finalize and Submit Bid | 2 26-Jan-22 08 | 27-Jan-22 16 0d 0d
021130 Bid Document Subrmitter™, _&d 2han-2216%  0d 0d
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6. They would like to see all the activities that are critical or contain the word “Bid”.
» Copy the Critical filter,
> Edit the filter title to read: Critical or Contains “Bid”
> Edit the top line to read (Any of the following),
» Add the condition: Or Name (Activity Name) contains Bid, and

Fitter Mame |Cr'rtin::al or Contains “Bid”

~ Display: Fitter

Dizplay all rows | Parameter s Value High Value
= (Any of the following)

Where Critical equals fes

Or Activity Mame contains bid

> Note: The text is not case sensitive,
> Apply the filter.

~» Layout: OzBuild Workshop 10 - With Float Fiter All: Critical or Contains “Bid”
Activity ID Activity Name Original Start Finish Totet " Pree | December2021 | January 2022
Duration Foat | Fleat ||bg |os |13 [20 (27 |03 |10 [17 | 24
= Bid for Facility Extension 364 |08Dec21 08 | 27an22 16( )0
- Technical Specification 0d 0EDec-21 08 OB-Dec-2” 08 7d 0d T
0Z1000 | Appraveal to Bid 0d 06-Dec-21 03 7d 0d —
- Delivery Plan 14d Dd-Jan22 08 TlwsnZl2 16 0d 0d P—
021060 | Obtain Quotes from Suppliers ad 04-Jan-22 08 | 134an-22 16 0d 0d
021070 | Calculate the Bid Estimate 3d 14-Jan-22° 29 _Ai7-Jan-22 16 0d 0d
021080 | Create the Project Schedule 3d 18Jan-22 08 | 20-Jan-22 16 0d 0d
021090 | Review the Delivery Plan 1d 2-Ja-2208 | 21-lan-22 16 0d 0d
- Bid Document 15d NDec-2108 2F-lanZZ 1B 0d 0d b v
021100 | Create Draft of Bid Docunent G H-Dec-21 08 10-Jan-2216 9d 9d  —
0Z1110 | Review Bid Document 20 24-Jan-22 08 | 25-Jan-22 16 0d 0d
021120 | Finalise and Subrmit Bid D ocumess: 20 26-Jan-22 08 | 27-Jan-22 16 0d 0d
021130 | Bid Document Submitted ¢4 . 0d 27-Jan-22 165 0d 0d

7. Now change the (Ainy.of the following) option to (All of the following) and see the effect.

= Layout: 0zBuild Workshop 10 - With rﬂ; ) Fiter All: Critical or Contains *Bid™
Activity ID Activity Name Original Start Finish Total Free December 2021 | January 2022
Duration Float | Float | bo Jog [ 13 [20 [27 [ 03 10 [17 [ 24
i Jhsi 05-Jan-22 08 | 27-lan-22 16 P—
- Delivery Plan p 3d 14-Jan-22 08 17-Jan-22 18 0d 0d -
021070 | Calculate the Bid E stimate 3d 14-Jan-22 08 | 17-Jan-22 18 0d 0d =
- Bid Document 17d 05-Jan-22 08 27-Jan-22 18 0d 0d ——
021110 | Review Bid Document 2d 24-Jan-22 08 | 25-Jan-22 16 0d 0d
021120 | Finalise and Submit Bid Docurnent 2d 26-Jan-22 08 | 27-Jan-22 16 0d 0d
021130  Bid Document Submitted 0d 27Jan-22 16 0d 0d

8. There should be fewer activities as it is now displaying activities that meet both conditions.
9. Now apply the All Activities filter to display all the activities.
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