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INTRODUCTION

To establish standard and consistent scheduling practices and to facilitate scheduling software
deployment, administration, and training, VDOT has established Primavera P6 (currently version 7.0) as
the standard state-wide scheduling software application for administering its projects during the
construction phase. VDOT uses Primavera P6 for preparing Contract Time Determination (CTD)
schedules and managing contractor project schedules. VDOT also uses Primavera P6 for planning and
managing its resources during the construction phase.

To minimize software administration requirements and streamline access for both internal and external
users, VDOT utilizes a web-based hosting service for software access (Loadspring). The VDOT scheduling
software application is accessible anywhere and at any time via the internet. Users are assigned named
user accounts with limited access privileges based on their roles and responsibilities. Users can only view
or edit projects to which they have been granted access.

OVERVIEW

This guide is intended to complement the VDOT Post-award Scheduling Guide, to provide specific
guidelines on using Primavera P6 to develop and maintain schedules to comply with the VDOT
scheduling specifications. This guide is not intended to address every aspect of Primavera P6, but does
provide sufficient guidelines for developing and maintaining a project schedule to comply with the VDOT
scheduling specifications. Users may refer to the Primavera P6 User Manual or other available Primavera
training or reference materials for topics not covered in this guide. The guide is organized in the
following major sections:

» Section | — Navigating around in the VDOT Scheduling Application: This section provides guidelines
for setting-up, accessing, and navigating around in Primavera P6.

» Section Il — Working with Layouts: This section provides guidelines for creating, editing, and saving
user-defined layouts in Primavera P6.

> Section Ill — Developing a Schedule: This section provides guidelines for developing a baseline
schedule in Primavera P6 according to the VDOT CPM scheduling specifications.

> Section IV — Cost-loading and Resource-loading a Schedule: This section provides guidelines for cost-
loading and resource-loading a schedule in Primavera P6 according to the VDOT specifications. (TBD)

» Section V — Maintaining a Schedule: This section provides guidelines for updating and maintaining a
schedule in Primavera P6 according to the VDOT specifications. (TBD)

» Section VI — Reporting: This section provides guidelines for creating reports in Primavera P6. (TBD)

» Section VIl — Managing Contractor Schedules: This section provides guidelines for managing and
analyzing contractor schedules in Primavera P6. (TBD)
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SECTION |

NAVIGATING AROUND IN THE VDOT SCHEDULING
APPLICATION

1. Overview

2. Requesting Access to the VDOT Scheduling Application
3. Setting Up the VDOT Scheduling Application

4. Accessing the VDOT Scheduling Application

5. Navigating Around in Primavera P6 Application

6. Defining User Preferences in Primavera P6

7. Using the Right-click Function in Primavera P6

8. Using the SpringBoard FileManager Application
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SECTION

1. OVERVIEW

The VDOT scheduling software application (Primavera P6) is available via the internet (LoadSpring)
for use by VDOT personnel, its representatives, and Contractors working on VDOT projects. This
section of the guide is intended to provide guidelines for setting-up, accessing, and navigating
around in the Primavera P6 scheduling application via the LoadSpring website.

2. REQUESTING ACCESS TO THE VDOT SCHEDULING APPLICATION

A written request for access must be submitted and approved before access can be granted. The
request must be completed as follows:

1. Internal Users — Access for VDOT personnel and representatives with VDOT network accounts
will be granted as follows:

1. Consult with District or State Scheduler to determine need and level of access.

2. Submit a System Access Request Application (SARA ITD-35) online using the link below:
http://sara

3. Inthe SARA webpage, click on New Request to open the New Request dialog box.

4. Specify Myself to indicate who the request is for.

5. Specify New Request to indicate the request type.

6. From the Select Application drop down menu, select Primavera Project Management.

7. From the Select Module drop down menu, select P6 Client.

8. From the Role/Access Level drop down list, select the user’s role.

9. Specify proposed start date.
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10. Click the Add To List button, and then click on the Submit button.

11. Upon approval by the VDOT Scheduling Environment Administrator, a user account will be
created and EPS nodes will be added in the appropriate VDOT database for the user and
project.

12. The user will then be provided user access information, including username, password, and
name of the database and EPS nodes to which access has been granted.

2. External Users — Access for Contractors and VDOT representatives without VDOT network
accounts will be granted as follows:

1. Submit a written request for access to the VDOT Engineer responsible for the project on
which the Contractor is working.

2. Provide names and contact information of the proposed users; as well as information about
the projects to which access will be granted. Number of users per Contractor is limited to 2
provided the Contractor is working on a VDOT project. Additional user accounts may be
granted per project for additional VDOT projects on which the Contractor is working.

3. The Engineer will then forward the request to the District or State Scheduler, who will then
forward the request to the VDOT Scheduling Environment Administrator.

4. Upon approval by the VDOT Scheduling Environment Administrator, a user account will be
created and EPS nodes will be added in the appropriate VDOT database for the user and
project.

5. The user will then be provided user access information, including username, generic
password, and name of the database and EPS nodes to which access has been granted.

3. SETTING UP THE VDOT SCHEDULING APPLICATION

Before using the VDOT scheduling application for the first time on any computer, users will be
required to download and install Citrix Online Web Plug-in software upon launching an application
in LoadSpring for the first time, if a Citrix Receiver application is not currently installed. The
following are guidelines for setting up the VDOT scheduling application:

1. Use the following link or address to launch the internet and to land on the LoadSpring
SpringBoard Portal Login window:

https://ws2-60.myloadspring.com/Public/Logon.aspx

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 9



Virginia Department of Transportation
Construction Division

2. Upon accessing the internet, click on Tools, then Pop-up Blocker, and then Turn Off Pop-up
Blocker to turn off the Pop-up Blocker.

(T T —
% SpringBoard Portal - Windows Interne

‘ e‘ - ‘ ﬁ https://ws 2-60 myloadspring.com /Public/Logon asp: + %
B d

File Edit View Favarites Toals Help

7 Favontes | E SpringBoard Portal

Turn Off Pop-up Blocker
Pap-up Blocker Settings

Manage Add-ons

¢ Work Offline

@ Compathbility View
SpringBoard™ Portal Login Compatibility View Settings
@_I Full Screen

Toalbars

To login to your SpringBoard™, Please enter your credentials below:

Explorer Bars
UserName:

Developer Toals
Password:

Suggested Sites

" Internet Options

| LoGIN |

Forgot Password?

Login Troubleshooting

/ Trusted sites | Protected Mode: Off

3. Citrix software is required to access applications in LoadSpring. When login on to an application
in SpringBoard for the first time, Citrix will be automatically installed if the user has sufficient
permissions on their computer. To manually download and install Citrix software, click on the
Downloads link in the SpringBoard Portal Login window to open the SpringBoard Downloads
Archive page.

e

Explorer provided by VA IT Infrastructure Partnership

@ SpringBoard Portal - Windows Interne
| X p Live Search

{ ’g ) ‘ ﬁ https://ws2-60.myloadspring.com/Public/Logon asp: = % @

File Edit View Favarites Toals Help

¢ Favorites |ESpringBoafd Portal 'fgh i'i N RHE Lé; v Page~ Safety v Tools = @'

i )
SpringBoard™ Login

SpringBoard™ Portal Login

To login to your SpringBoard™, Please enter your credentials balow:

UserName:

Password:

| LOGIN |

Login

First Time Users

Technical Support

[ Downloads

System Requirements

Forgot Password?

Login Troubleshooting

+/ Trusted sites | Protected Made: Off
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1. Click on the Download Citrix Online Web Plug-in link for the latest version (currently 12.0) to
download and install Citrix application. (Note: Administrative level security privileges are
required on a user’s computer to install Citrix successfully. If you do not have administrative
level privileges, contact your local IT staff for assistance).

% SpringBoard Portal - Windows Interet Explorer provided by VA IT Infrastructure Partnershir -

B - v stmomsomngconmit -+ § |8 | X | P woswrn 5]

e Edit View Favorites Tools Help

igfavorites ‘ﬂSpringBoard Portal |_| - v [ % v Page~ Safety v Tools v @' i

Close
SpringBoard™ Downloads Archive
Download Citrix Receiver for Windows 3.0

Filesize = 22.5 megabytes.
[Download]

Download Citrix Receiver for Mac 11.5
Filesize = 17.9 megabytes.
[Download]

Download Citrix Receiver for Mac 11.4
Filesize = 5.4% megabytes.
[Download]

Download Citrix Online Web Plug-In 12.0
Filesize = 11.8 megabytes.

[Download]

Download Citrix Online Web Plug-In 11.2

<« [ i

http://downloads.] oadspring.com /¢ / Trusted sites | Protected Mode: Off

2. Click on the Run button to proceed with Citrix download.

| File Download - Se

Do you want to run or save this file?

Iﬂ Name:  CitrixOnlinePluginWeh_12 exe
Type: Application, 11.8ME

From: downloads.loadspring.com

I Fun I l Save ] I Cancel

harm your computer. Ifyou do nottrustthe source, do natrun or save this

@ While files from the Internet can be useful, this file type can potentially
software. What's the risk?

3. Click on OK.

Citrix online plug-in installatio o

% Installation completed successfully.
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4. Each user is provided a username and a generic password. In the SpringBoard Portal Login
window, enter username and generic password provided, and then click on the Login button.

’-)‘ ﬂ\ https://ws2-60 myloadspring.com/Public/Logan aspx

& SpringBoard Portal % -

File Edit View Favorites Tools Help

A SIRINGRORRD 70

SpringBoard™ Login

SpringBoard™ Portal Login Login

To legin to your SpringBoard™, Please enter your credentials below:
First Time Users

-| VDOT User
e Technical Support
Passyord: | eesesses

Downloads

System Requirements

‘ LOGIN ‘
Forgot Passvsord?

5. When login on to LoadSpring for the first time, users are required to reset their password. In the
Password Reset window, enter the generic password provided as Current Password, then
enter/confirm a new user-defined password, and then click on the Change Password button.
(Note: The user-defined password must be a minimum of 8 characters, and comprise of at least 1
uppercase, lowercase, number, and special character, for example: GuestSUserl. Passwords
must not include a user’s first or last name).

e ‘ ﬂ\ htips://ws2-60.myloadspring.com/Public/Logon.aspx
& | SpringBoard Portal % el

File Edit View Favorites Tools Help

A~ RINGROARD 70
. ™ =
‘You must reset your password because an administrator has reset your password. SpringBoard™ Login

SpringBoard ™ Portal Login Login

Current Password: First Time Users

Technical Support

Nevi Passviord:]

Confirm Passvsord:! _

Downloads

System Requirements

Change Password
Forgot Password?
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6. Read the LoadSpring SpringBoard User Agreement, and then click on the | Agree button.

[ EER===)
e :; _);'\j https://ws2-60.myloadspring.com/Public/ChangePassword.aspix p - n ] o X h * Q
—

K| SpringBoard Portal %

' File Edit View Favorites Tools Help

LoadSpring SpringBoard User Agreement
USER AGREEMENT

IMPORTANT: READ CAREFULLY: THIS IS A LEGAL AGREEMENT BETWEEN YOU AND LOADSPRING SOLUTIONS,
INC. ("LOADSPRING") REGARDING THE SPRINGBOARD PORTAL (THE "SPRINGBOARD"). PLEASE REVIEW THE
FOLLOWING TERMS AND CONDITIONS CONCERNING YOUR USE OF THE SPRINGBOARD. BY REGISTERING AS A
USER OF SPRINGBOARD, YOU AGREE TO FOLLOW AND BE BOUND BY THESE TERMS AND CONDITIONS. YOU
ARE PERMITTED TO USE, REPRODUCE AMD DISPLAY MATERIALS ON THE SPRINGBOARD AS SET FORTH
BELOW OMLY UPON THE COMDITION THAT YOU ACCEPT ALL THE TERMS CONTAINED IN THIS USER
AGREEMENT (THE "AGREEMENT"). PLEASE READ THE AGREEMENT CAREFULLY BEFORE CONTINUING
REGISTRATION. IF YOU CLICK THE "I Agree” BUTTOM YOU INDICATE YOUR AGREEMENT TO THE TERMS SET
FORTH BELOW. IF YOU DO NOT AGREE TO THESE TERMS, PLEASE CLICK THE "Cancel” BUTTON TOQ EXIT THE
LOGOM PROCESS, AND DO NOT USE THE SPRINGBOARD. THE USE, REPRODUCTION OR DISPLAY OF ANY
MATERIALS ON THE SPRINGBOARD BY YOU OR A THIRD PARTY ON YOUR BEHALF CONSTITUTES YOUR
ACCEPTAMNCE OF THIS AGREEMENT.

USE OF MATERIALS

All materials provided on The SpringBeard, including but not limited to information, documents,
products, logos, graphics, videos, sounds, images, software, templates and services ("Materials'), are
provided either by LoadSpring and/or by its respective manufacturers, authors, developers and vendors
{'Third Party Providers”) and are the copyrighted work of LoadSpring and/or its Third Party Providers.
Except as stated herein, none of the Materials may be copied, reproduced, distributed, republished,
downloaded, displayed, posted or transmitted in any form or by any means, including but not limited to
electronic, mechanical, pi;utouopying, recording or other means, without the prior express written
permission of LoadSpring and/or the appropriate Third Party Provider. Also, you may not “mirrer” any

7. When login on to LoadSpring for the first time, users are required to define secret
questions/answers for use in validating the user when a password reset is needed. Select a
secret question from the drop down menu, then provide an answer for each question, and then
click on the Save button.

L Sl all %] hps//ws2-60 myloadspring.com /SpringBoard/08624025220211402618925012 O ~ @& € X [ 8 ¢t o3

% | SpringBoard Portal %

' File Edit View Favorites Tools Help

You are presented with these questions when you forget your password and need to reset:

Question 1:
| What is the name of the first company you worked for?
Answer:
[voor

Question 2:

| What was the name of your first pet?

Answer:
[ My First pet

Question 3z

| In what city were you born? (Enter full name of city only)
Answer:

[ Richmond

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 13
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4. ACCESSING THE VDOT SCHEDULING APPLICATION

The following are guidelines for accessing the VDOT scheduling application (Primavera P6):

1. In the SpringBoard Portal Login window, enter your username and user-defined password, and
then click on the Login button.

File Edit View Favorites Tools Help

A SIRINGBORRD 70

SpringBoard™ Login

SpringBoard™ Portal Login Login

To login to your SpringBoard™, Please enter your credentials below:
First Time Users

VDOT. User
UserName: Technical Support
Password:| eesesess

Downloads

System Requirements

‘ LOGIN ‘
Forgot Passvsord?

2. Inthe left pane of the SpringBoard Portal (My Applications) are links to the applications to which
the user has been granted access. FileManager is used to transfer files between the user’s
computer and LoadSpring server. Use of FileManager will be covered later in this guide. Click on
the Project Management v7 SP3 link to launch the Primavera P6 application.

@ SpringBoard Portal %

»

T['.—Qt; LlSuggested Sites v | All State Staff ~ & - =] gég ¥ Page > Safety > Toals~ @v
'.*' SQHINGH”HHU T. Userl ~ Role SpringBoard User Site VDOT Users

o AV
Home Support Training

Welcome Dashboard (Global) ~ My Social

E Welcome to SpringBoard 7.0 I srowan

@ FileManager

| Welcome to SpringBoard 7.0.

As you know, SpringBoard is known globally as the foremost
gateway to securely-hosted Project Management applications,
data, training and support. With the advent of Version 7.0,
E Project Management SpringBoard now offers LoadSpring’s most powerful and flexible
v7 SP3 Cloud interface to date, offering higher levels of control and
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3. If the “Do you want to open or save SpringBoard_App.ica file from ws2-60.myloadspring.com?”
guestion comes up, click on the Open button.

K| SpringBoard Portal el
File Edit View Favorites Tools Help

(;_‘:.' SDHI HH H”HHD 70 T.User_ 1 v Role SpringBoard User Site VDOT_Users

Home Support Training

T T . eSS
My Applications - W Welcome Dashboard (Global) - My Social o

e Welcome to SpringBoard 7.0 | showa

@ FileManager

Do you want to open or save SpringBoard_App.ica (1.53 KB) from ws2-60.myloadspring.com? n

on training
Save | 7 Cancel

Welcome to SpringBoard 7.0.

As you know, SpringBoard is known globally as the foremost gateway

4. Wait for the Citrix Online Plug-in application to finish running and starting Primavera P6.

Starting Project Management

Loading vour personal settings. ..

I

5. When the Citrix Online Plug-in application requests permission to access files on your computer,
mark the “Do not ask me again for this site” box and then click on the Yes button. (Note: Do not
mark the Read files only box).

File Security - Citrix online plug-i

A remote application is trying to access files on your
computer.

Do you want fo give permission o do this?

[ |Read files anly. Mo changes to files allower

Il Yes ] | Mo

Do not sk me again for this site.
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6. In the Login to Primavera P6 dialog box, enter your username and user-defined password, and

then click on the Database browse button EI to open the Edit Database Connections dialog box

from which to select a database.

Login to Primavera P&

Login hame | o  OK |

[[vooT Testuser ]
@ cancel

Password

Iluuuu‘ I

Databaze
I'\/DOT_PMDEI_1_Produdion J

ORACLE
PRIMAVERA P6

7. In the Edit Database Connections dialog box, click on the database to which access has been
granted, and then click on the Select button to select the database.

O Edit Database Connections

Available Databases
“DOT_PMODB_1_Production

wDOT_PMDE_5_Contractor_
¥DOT_PMDB_B_Contractor_G-Z

Type: SELServer

=1
0 Cancel

P O

b

W Configure...

Detailz:  Ispri2-0402-18WSSEL SERYVERTE 61308: pSs61 0y

x|

8. Inthe Login to Primavera P6 dialog box, click on the OK button to login to the selected database.

Login to Primavera P&

Login Mame [| o Ok |
WDOT Testuzer

I 0 Cancel
Password

== Help
Database

IVDOT_PMDEI_4_C0ntract0r_A-FJ
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5. NAVIGATING AROUND IN PRIMAVERA P6 APPLICATION

Primavera P6 uses various windows to display global, project, or activity data. To view, add, or edit
global, project, or activity data, the appropriate window must be open. The following are guidelines
for navigating around in the Primavera P6 (v7.0) scheduling application:

1. Toolbars — In each window in Primavera P6 are toolbars that can be used to perform various
functions. To display/hide toolbars, click on View, then Toolbars, and then click on the toolbar
you want to display/hide. A checkmark in front of the toolbar name indicates that it is currently

displayed.
Navigation
O P aPé 000 : i i ample Proje . pdate #0 DD L] Bar
File Edit VYiew Project Enterprise Tools  Admin  Help
Ao 4 & F
ACt I V It I es Back Farsvard Home Diir. Help
Menu SR OE- DELBERBuL.s FOE YEH BE® R
Projects F ( Y
Bar 8 [ o Layout: Clazsic WHBS Layout ] Fitter: Al Activities 0 add
i Activity [D Activity Name D?Jrrigti:noﬂ M | | 2D|12 | - X
Feb Mar Apr Mary Delete
E .
R .rt i R
Bl == o & Cut Activity
Receive Notice to Proceed || Receive Matice to Proceed
Tracking 41010 | Mabilization B Mobilization Po— Toolbar
% Construction Survey I Construction Survey
WES I. Clearing and Grubbing Obti I Clearing and
Reqular Exsavation Sta 100 ptions EE——
Director Activities A1080 | Install 60" Drainage 5-1 to 5 1 nstall & Resources
Y = A10B0 | Ingtall 60" Drainage 8-1 to 8- — |
Bar - £1070 | Regular Excavation Sta 550+50 to 700+05 4 v o | & FRercbyroe
=l b L4 b L4 a4 Roles
nrsaees N | eneral | status [R | Retationships | codes | Motebook | steps [Feedback [wPs 8 Docs | ]
= eners us |Resources | Relstionships | Codes ehoo eps |Feedbacl s & Docs B Activity Codes
-
Activity |21030 Clearing and Grubbing Project |C00012345C01 _U01
Expenses ) | | ! m Predecessars Command
]
(¥ Activity Type Duration Type % Complete Type Activity Calendar = s Bar
Thresholds - - - - UEEE=EES
ol |Task Dependent j |F|xed Duration & Units j |Phy3|c:al j @ Standard 5 Day WUFK\J
@
Steps
lzsues wWHBS Responzible Manager Primary Resource \ﬂ 2 /
21 E D001 2345C01_UD1 Example | [4BC Contracting Inc. |8 [
Rizks
Portfolio: All Projects  User: admin | Data Date: 02-04-12 Access Mode: Shared Baseline: Cu
Status
Bar

The following are descriptions of the Primavera P6 scheduling application tool bars:

2.

3.

Menu Bar: The Menu bar provides various menu items that can be used to perform a variety

of functions including viewing, creating, and managing global, projects, and activity data.
Each item on the Menu bar provides a drop down list of options. Menu items vary
depending on the open window.

Navigation Bar: The Navigation bar displays the name of the current window (view) and is

used to navigate back and forth between previously opened views, display the Home view;
as well as display/hide the Directory bar or Help menu. The Navigation bar can be displayed
or hidden by clicking on View, then Toolbars, and then Navigation.

frequently used commands quickly.

Activity Toolbar: The Activity Toolbar displays toolbar buttons that can be used to access

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction)
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4. Layout Options Bar: The Layout Options bar provides a menu of items with which to perform
a variety of functions including, opening, modifying, and saving a layout.

5. Directory Bar: The Directory bar provides 12 quick launch buttons with which to access the
various windows. The Directory bar can be displayed or hidden by clicking on View, then
Toolbars, and then Directory or simply by clicking on “Dir.” in the Navigation bar.

~

L

Projects

3 Global (Click on the top 4 buttons to open a window to view, add,

Resources

- Data delete, or edit global data for the selected object)
Report=

Tracking <
WHS
Activities
=

Azsignments

WSEIDDCS > Project  (Click on the bottom 8 buttons to open a window to view, add,

B Data delete, or edit project data for the selected object for the
Expenses open project. Note: The buttons are grayed-out if no project is

E
W open)
Threshalds
i@
lsslues
2[

Risks )

6. Command Bar: The Command bar displays on the right side of the window, available
command buttons that can be used to perform a variety of tasks within the open window
such as add, delete, copy/cut/paste, or move data. For example:

O 1. Inthe Projects window, command buttons can be used to add,

X Deete delete, or copy/cut/paste projects.

3 cut

ooy 2. Inthe WBS window, the command buttons can be used to add,
delete, copy/cut/paste, or move WBS elements.

S 3. Inthe Activities window, command buttons can be used to add,

delete, copy/cut/paste activities; or add resources, roles,
activity codes, relationships, etc.

7. Status Bar: The Status bar is a message bar at the bottom of the window that displays a
description of the selected menu command, the name of the current layout and filter, and
other messages.
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2. Home Window — The Home window is the initial landing page of the application, depending on
user setting. The Home window provides quick access to enterprise (global) and project data. To
display the Home window from other windows, click the Home button on the Navigation bar, or

click on View in the Menu bar, then Home.

CEX

© Primavera Pé6 : C00012345C01_B01 (Example Project - Baseline #1 (DD: 2/1/12))

File Edit View Project Enterprise Tools Admin  Help

4 g P
H ome Back  Forward GIGE Dir.

Help

Projects

8

Resources

Enterprise Data

Reports

Tracking
WBS
Activities

=4

Aszsignments

El

WuPs & Docs

ﬁl Projects % Iiﬁli Rezources

Reports M Tracking

Project Data

|

Expenzes
It}

o
Thresholds

i | | =] | o

WHS Activities WPs & Docs

i@}
lssues

i

Rizks

Portfolio: All Projects  User: ABC Data Date: 02-Feb-12

Access M

3. Projects Window — The Projects window is used to display/maintain project-level data. The
Projects window can be used to set up the Enterprise Project Structure (EPS) with which to
view/manage project data or organize projects. Click on the Projects button in the Directory bar

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

© Primavera P6 : CO0012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))

File Edt View Project Enterprise Tools Admin  Help
" 4 & *
ProJeCtS Beck  Forweard  Home D Help
=] EE& il ¥ ®
Projects
X  Layout: Projects ] Add
Resources Project ID Project Mame t ~
== X et
| 3
RE"S ABC Contracting Inc. (Example Contract, & o
L . =
e +» D_01 Bristol District Copy
2 D_02 Salem District
WES 2 D_03 Lynchburg District
Am‘gg - D_04 Richmond District
=1<» COD012345C01  Example Project (Contract No. C00012345C01)
Assignments Exam No. L 01 Baseline #1)
Hampton Roads District
bl e Fredericksburg District
[zl Culpeper District
Experses e
FCR Staunton District
Thresholds Northern Virginia District @
)
Issues < LM
[
Risks General |Nmebnuk ‘Planmng Resources ‘Budgei Log ‘Spenmng Plan |Eudget Summary ‘Dales ‘Fundmg ‘ [«Dv]
Froject ID Froject Name
|conmzsascon B [Example Projsct (Contract No. COO012345CT1 Bassline #1)
Status Responsible Manager Risk Level Project Leveling Priority
[ctive | [ ABC Cartracting Inc. ][5 Medium | o -
Check Out Status Checked Out By Date Checked Out
|checked n =
Portfoic: Al Projects [User: A5C  Data Date: 01-Feb-12 Access Wode: Shared  [Baseline: Current
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4. Resources Window — The Resources window is used to display/maintain the Resource hierarchy
and individual resources. Click on the Resources button in the Directory bar to open the
Resources window to view, add, delete, edit, or move resources around in the Resource
hierarchy.

O Primavera Pé : (No current project)

File Edit “iew Project Enterprise Tools Admin  Help
4 & ok
Reso u rces Back Farvatd Home Dir. Help
EI “ Display: Al Resources 0O Add
Projecls Resource ID |Resource Mame Resource Type Prit & X L
8 = & YDOTEIDITEMRES VDOT Standard Bid Items Resources Materal bR
Race @ CO00kwenonon 00010 LABOR Matzial
£ cut
@ CO000wxwxnes. 00015 EQUIPMENT Material
Rz @ CO0kwcaon 0020 MATERIALS Material Copy
e 0 ON Mateial
lliackid @& COO0weeoooo00101  CONSTRUCTION SURVEYING [CONSTRUCTION)  Material
@ COO0wssenkns 00102 CONSTRUCTION SURVETING [MIN.-PLAN] Material i
WES @ CO000xxwxxxs.00110  CLEARING AND GRUBBING M aterial 4 = »
B OO AR AR KM SRR biia ,
LCHyTHES 2 2
Assignments General ‘Cﬂdes |Deta|\s ‘Umts & Prices ‘Rﬂles |Nntes |Prngress Reparter
Wls & Dass Resource D Resource MName:
[conooceoocecc - woBILIZATION
SHENEED Employee I Title
Tfiresholds | ‘
E-Mail Address Office Phone
IBSUES: | ‘ W Active
Risks
Portfolio: &l Projects  User: admin Data Date: 01-Feh-12 Access Mods: Baseling: CL

5. Reports Window — The Reports window is used to display the reports menu. Click on the
Reports button in the Directory bar to open the Reports window to create, delete, modify, or
run reports.

O Primavera Pé : (No current project)

File Edit “iew Project Enterprise Tools Admin  Help
4 A ik
Re po rts Back Forverd Home Dir. Help
 Display: Al Reports P Run Report
Projects Report Name Report Scope ~
3 = Report Group: Standard Construction Reports W RunBatch...
e A9 AD-01 Achivity Status Repart Global
= D e
Reports
Glabal x Delete
A A9 Contractor's &ctivity Cost-loading Report [ACR) Global
liackind Pl Contractor's Activity Cost-loading Repart [ACR) (Test] Global & Cut
Pis| Contractor's Activity Cost-loading Report By Project Expenses [4CR) Global .
B i Contractor's Activity Cost-loading Report By Project Expenses [ACR]-1 Global Copy
Pl Contractor's Activity Resource Usage Report (ARUR) Global
ActiviEs: g Contractar's Commodity-loading Feport (CLR) Global
# Contractar's Monthly Commadity Progress Repart [Farm C-13C0M] Global — -
Bssignments 49 Contractor's Morthiy Progress Eamings S chedule Repor (Form C-130PM] Global e
Contractor's Monthly Progress E armings Schedule Report [Form C-13CPM) Global a ] Import
Whs & Doos P S M R A Al
z =] Export
EHENBES: v Wlzard
Report Mame Report Scope
Tzl [contraster's activity Cast-loading Repert (ACR) | iopel =
IBSUES Report Group Last Run Dt
Stancard Construction Reports J ‘20—DEC—1U
Risks
Portfolio: Al Projects User: admin Data Date: 01-Feb-12 Access Mode: Baseline: Cu.
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6. Tracking Window — The Tracking window is used to display tracking layouts that can be used to
track summary performance at the EPS, project, or WBS level. Click on the Tracking button in the
Directory bar to open the Tracking window to display, create, import/export, delete, modify, or
save tracking layouts.

© Primavera P6 : (No current project)

File Edit Wiew Project Enterprise Tools Admin  Help
T rac kl n g Back Forsvard Home Dir Help
~~ Display: Projects “» Display - Project GarttProfile
P'U‘Jg;m Layout Name [Uritied Layout) =il T &
Resources WHS Cocle WBS Maim | 2 2012
E F: Jan |Feb |Mar ‘Apr |May |Jun | Jul |Aug |Sap ‘Od \r
e 'C000123 Exami{Gat 07t
- 21 C00012 Examp =12 04
Treeiing By C0001 Project I
= [£3 CO0012345C1 Example Proje
VEE [y CO001234! Project Manag
<p D_0O2 Salem District
Activiies Zp D_0O3 Lynchburg Disl
= e D_04 Richmond Dist| | ¢ 3| S
Aesunments: = COODT2345C02 Example Proje - -
= Dizplay - Project Gantt/Profile : Profil
¥ (£ CODDT 234501 Enample Proja | — e ST ate s O
T e A D5 Hampton Foad | B 3| [y
<p D_0B Fredericksburg |
i Zp D_O7 Culpeper Distri $1$gggggg | :2322§E§
Jp D08 Staunton Distr Cost : | G
$600,000 §1,500,000 -
TS < D otthern Vigiy | | M Actial 2. $400,000 ! WH— $1,200,000 -
[ Remainin... ' | O
200,000 600,000 -
IssiEs [CIBL Projec... ¥ 30 h’_‘|_!!_| ” -—u—|$r—|
e |Jar| mhﬂar Apr | Wlay [ Jun | Jul |Aug|SEp ‘OCI \r
Rishs > 2] 2012
Portfolio; &l Projects  User: admin Dsta Date: 01-Feh-12 Access Mode: Baseling: Cu

7. WBS Window — The WBS window is used to display/maintain project WBS hierarchy. Click on
the WBS button in the Directory bar to open the WBS window to display the Project WBS to add,
delete, edit, or move a WBS element around in the WBS hierarchy for the open project.

© Primavera P6 : CO0012345C02_B01 (Example Project #2 - Baseline #01 (DD: 2/1/12))

File Edit View Project Enterprise Tools  Admin  Help
4 iy F
Work Breakdown Structure B one i
=} B EA Sl g
Projects
3 s Layout: Project Status [} Aodd
Resources ~
— = Delete
X
Reports =23 CO0012345C02 BO1 Example Project B2 - Bassling | Py 23Feb-12 % cut
= iy CO0012345C02_RB07T.1 Project Management/Admin | B 13-Feb12
Tracking By CO0012345C02_BO1.1.1 Project Milestones 1 03Feb12 Copy
2.7~ |Co0 BO1.1.2 Administrative Tasks B 13Fsb12
B CO0012345C02_BO1.1.21 Permits | 02Feb12
By CO0012345C02_BO7.1.2.2 Submittals | D2Feb12 -~
Activities By CO0012345C02 BO11.23 Notifications | 02Feb12 4 4
= |ﬁ CO00712345C02_B01.2 ROW Acquisitions 3
Assignments < LK >
=
¥WPs 8 Docs Genersl | Motebook ‘ Budget Log | Spending Plan | Budget Summary [ WBS Milestones |\NPS & Docs | IIII'
= General Anticipated Dates
Expenses
4 WES Cade WBS Name A ticipated Start
Thiresholds [z |cministrative Tasks [ |
1|
lssues Status Responsible Manager Articipated Finish
30 |Active j |@ ABC Contracting Inc.
Rizks
Partfolio: Al Projects  |User: admin Data Date: 01-Feb-12 Access Mode: Shared  Baseline: Cu
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8. Activities Window — The Activities window is used display/maintain project activity data. Click
on the Activities button in the Directory bar to open the Activities window to view, add, delete,
or edit activities for the open project.

© Primavera P6 : C00012345C01_U01 (Example Project #1 - Update #01 {DD: 2/412))

File Edit Wiew Project Entetprise  Tools  Admin  Help
i L
ACtIVItIeS Back Fatsvard Home: it Help
SR OE-F DELBRBas FHE TE h RS
Projects
8 w Layaout: Classic WBS Layout Fitter: Al Activiies D add
e Activity ID Activity Mame DC:rrg:n;_: LS | ‘ 20‘1 2 | e x
T Feh Mar Apr M Delete
il i .
Reports é{; cut
A1000 | Receive Notice to Proceed 1 || Fieceive Motice to Proceed
Tracking A1010 | Mobilization 20 I obilization Comy
A1020 | Constuction Survey 10 B Constuction Survey
= I. 1] J I Clearing and (
WES L 3
A1040 | Regular Excavation Sta 100+50 to 400+25 B0 |
Activities A1050 | Install B0 Drainage 51 to 5-2 20 Install BC & Resources
A1060 | Install B0 Drainage 8-1 to 8-2 10 — |
2 #1070 | Regular Excavalion Sta 550450 to 700+05 0 g & rForcevnae
Azsignments: d
=] < > £ X a4 Roles
LA &g General |Sla1us |Resuurces ‘Relaﬂiunships |Cudes |NU‘|EbUUk |Steps |Feadback |V\'Ps & Docs | mz‘ B Activity Codes
| 2 Activiy |a1030 |Clesring and Gruabing Project [C00012345C01_UI01
Expenses B Predecessors
o Activity Type Duration Type % Complete Type Activity Calendar
T LS & bid ¥ = Successors
ﬁ |Task Dependert j ‘Fixed Duration & Units j |Physica| j % Stancard S Day WUFK\J
@]
Steps
lzsues WHES Responsible Manager Primary Resource o B
30 Ry C00012345C01 U0 Example__| [ABC Contracting Inc. '3 |
Risks
Portfolio: All Projects  |User: admin | Data Date; 02-04-12 Access Mode: Shared Baseline: Cu

9. Assignments Window — The Assignments window is used to display/maintain project resource
assignment data. Click on the Assignments button to open the Resource Assignments window to

view, add, delete, or edit resource assignments for the open project.

© Primavera Pé : C00012345C01_B01 (Example Project #2 - Baseline #01 (DD: 2/1/12))

Flle Edit Wiew Project Enterprise Toolk  Admin  Help
. & F ©)
Resou rce ASSIQ n m ents Back Forward Home Dir. Help
“ Layout: Finacial Period Resouwrce Cost Yiew D D
Projects X
—8 g
Resources
Reports P P
-/ & Construction Surveying 1.00 $25.000 0.00 $0
Tracking s A1020  Construction Survey $25.0004L5 1.00 $25.000 0.00 $0
& -/ & Clearing and Grubbing 1.00 $60.000 0.00 $0
WES Eg 41030 Clearing and Grubbing $60,000/L5 1.00 $60.000 0.00 30
] Regular Excavation 100000.00 41,800,000 0.00 30
Activities =g 41040 Regular Excavation Sta 100+50 F1ACY E0000.00 41.140.000 0.0o 30
=g 41070 Regular Excavation Sta 550450 $19/0Y 40000.00 $760,000 0.00 $0
Secigne - % Minor Structure Exc. Pipe Culvert 400.00 $11.200 nog 0
=l =g AT050  Install 60" Drainage 51 to 52 $28/CY 300,00 $8.400 0.00 30
=g A1060  Install 60" Drainage 8-1 to 82 $28/CY 100.00 $2.800 0.0o 30
S 60" Concrete Pipe 300.00 $350,000 0.00 30
E =g A1050  Install 60" Drainage 5 to 5:2 $1.300/LF 20000 $260,000 nn 0
- =g AT060  Install 60" Drainage 81 to 82 $1,300/LF 100,00 $130,000 0.00 30
Thresholds -/ & Drop Inlet DI-7 700 $21.700 0.00 0
|9l =g AT050  Install 60" Drainage 51 to 52 $3.100/E4 200 $3,200 0.00 30
lzsues =g A1060  Install 60" Drainage 8-1 to 82 $3.100/E4 4.00 $12.400 0.0o 30
S MMeelala RALLA 10n 43 R0 nnn 40 S v
+1 4]
Rizks
Portfolio: &l Projects  |User: admin Data Date: 01-Feb-12 Access Mode: Shared Baseline: Current Project
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10. WPs & Docs Window — The WPs & Docs window is used to display/maintain project work
products and documents register. Click on the WPs & Docs button to open the WPs & Docs
window to view, add, delete, or maintain work products and documents information for the
open project.

© Primavera P6 : CO0012345C01 B01 {Example Project #2 - Baseline #01 (DD: 2/1/12))

File Edit VYiew Project Enterprise Tools Admin  Help
=
| I+
Work Products and Documents ., = .2 . P
F ~ Digplay: AI'WPs & Docs D
Pm]aﬁ Title: Reference Mo. Document Category X
Esices Bl Specifications Detailed Design Specificatio...
[E] Stuctural Steel Shop Drawings Dirawings i
_ Reports | [E] ‘work Order Mo.1 Change Orders
Tracking -
] b >
WBS
Activities General | Description Files Assignments
=3
Sssignments Title: Reference ho
E| |Cumrac1 Documerts |
WPS & D
i — “ersion Document Category Status
W |1 E Cortracts J |<None> ﬂ
Expenses
.ﬁ. Revision Date Author
Threshalds pa-tiov-12 N I Deliverable
=1
lssues
0
Risks
Portfolio: &1 Projects  |User: admin Data Date: 01-Feh-12 Access Mode: Shared Bt

11. Expenses Window — The Expenses window is used to display/maintain project expenses data.
Click on the Expenses button to open the Project Expenses window to view, add, delete, or edit
expenses for the open project. (Note: Expenses are one-time expenditures incurred on the
project).

© Primavera P6 : CO0012345C01_B01 (Example Project #2 - Baseline #01 (DD: 2/1/12))
File Edit View Project Enterprise Tools  Admin  Help

Project Expenses 4 - I

Back Feirugziel Home: Dir. Help

= Digplay
Expense ftem

Projects
8
Resources
Reports
Tracking
WHBS
Activities < >
=3

Assignments

El

O
Expensze Categary x
& dministration D EX:
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12. Thresholds Window — The Thresholds window is used to display/maintain project thresholds
data. Click on the Thresholds button to open the Project Thresholds window to view, add,
delete, edit, or monitor thresholds for the open project.
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13. Issues Window — The Issues window is used to display/maintain project issues data. Click on the
Issues button to open the Issues window to view, add, delete, edit, monitor, or send email
notifications on issues on the open project.

© Primavera P6 : C00012345C01_B01 (Example Project #2 - Baseline #01 (DD: 2/1/12))
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14. Risks Window — The Project Risks window is used to display/maintain project risks register. Click
on the Risks button to open the Project Risks window to view, add, delete, or edit project risks
for the open project; or to calculate a project risk's exposure values and its impact on the
schedule, costs, and durations.

© Primavera P6 : CO0012345C01 B01 {Example Project #2 - Baseline #01 (DD: 2/1/12))
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6. DEFINING USER PREFERENCES IN PRIMAVERA P6

In Primavera P6 a user can specify user settings and preferences to determine how information is
displayed or calculated using the User Preferences dialog box. Users can specify how to display time,
date, or currency information; or specify startup options, send e-mail, or change their password. To
access the User Preferences dialog box, click on Edit in the Menu bar, then User Preferences.

© Primavera P6 : [No current prnjectlglﬁ]g]
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The following are guidelines for defining user settings and preferences:

1. Time Units — Click on the Time Units tab to define the timescale and format to use when
displaying time units. Time Units formats affect how tracking layouts, activity durations, and
resource units, availability, and work efforts are displayed.

User Preferences g|

Time nits Units Format
Dates Unit of Time Sub-unit Decimalz
Currency Day j [~ Hours 2 =
E-Mail
S [v Show Unit label Example |5.06d
Azsistance
Application Durations Format
Passward Unit of Time Sub-unit Decimals

Diay - 0 -
Resource Analysis
Calculations [ Show Duration label Example [10
Startup Fiters

Units Time Format

Resource UnitsiTime can be shown as a percentage or as
units per durstion

" Show as a percentage (50%)
% Show as unitaiduration (4hid)

Help @ Cloze

Define time units as follows:

1. Units Format: Select Day to specify the time unit for displaying work efforts, and resource
units and availability in terms of days for resource-loaded schedules. Select 2 to display
resource units to two (2) decimal places. Mark the Show Unit label checkbox to display the
time unit abbreviation with the resource unit’s value (e.g. 10.00d).

2. Durations Format: Select Day to specify the time unit used to display activity duration values

in terms of days. Un-mark the Show Duration label checkbox to avoid displaying the time
unit abbreviation with the duration value.

3. Units/Time Format: Specify Show as units/duration (4h/d) to display resource usage rate
(units/time) as units per duration.
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2. Dates - Click on the Dates tab to specify how dates are displayed.

User Preferences g|
Wine Wi Date Options
Dates
: 4-digit year r

Currency ™ Day, Month, Year

Manith name r
E-Mail " Year, Month, Day =

Leading zeroes v
Azsistance - g
Application Separator - A

Password

Resource Analysis

Calculations

Startup Fiters

Time
™ 12 hour (1:30 Pht)

™ 24 hour (13:30)

% Do not =how time
I

Sample

05-05-13

Help @ Cloze

For consistency and conformance with the scheduling specifications, dates format should be
defined as follows:

1. Date Format: Specify Month, Day, Year to display dates in the MM-DD-YY format (e.g. 08-05-
13).

2. Date Format Options: Mark the Leading zeroes checkbox to display all months and days as 2-

digit numbers. Select hyphen sign (-) as the character used to separate a date's day, month,
and year.

3. Time Format: Specify Do not show time to avoid showing time of day with the dates, unless
deemed necessary.
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3. Currency - Click on the Currency tab to specify how monetary values are displayed. Click on the
button and select Dollar, then mark the Show currency symbol and Show decimal digits to show
monetary values with dollar the symbol ($) and in two (2) decimal places.

User Preferences g|
Wiwe Wi Currency Options
Dates
Select a currency for viewing monetary values
Currency
E-Mail pouar J
Azsistance
Application v Show currency symbol ¥
Password v Show decimal digits 0.00

Resource Analysis

Calculations

Startup Fiters

Help @ Close

4. Assistance — Click on the Assistance tab to turn on/off the New Resource or New Activity wizard
for assistance when adding new resources or activities based on user preference.

User, Preferences E|
Time Units Wizards
Dates . . o
= Wiould you like to uze wizards when adding new activities and
Currency resources?
E-Mail
Assistance
L v Use Mew Resource Wizard
Application
E— v Use Mew Activity Wizard

Eesource Analysis

Calculations

Startup Fitters

@ Help @ Close
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5. Resource Analysis — Click on the Resource Analysis tab to specify which projects are included in
resource calculations and which dates and time interval are used to calculate time-distributed
data for resource spreadsheets and profiles.

User Preferences g]

Ui i All Projects

i vwhen ANl Projects are shown in the Resource Usage Profile and

Currency Spreadsheet, all opened projects are included as well as the closed
— projects specified below.

EHEn ™ Al clozed projects (except what-if projects)
Agsistance &l clozed projects with a leveling priority
Application equalhigher than ,ﬁ
Password " Opened projects only

Resource Analysis N o
Time-Distributed Data

Calculati
Rl B In the Resource Usage Profile and Spreadsheet, display

Startup Fitters time-distributed Remaining Early data using

* Remaining Early dates
" Forecast dates

Interval for time-distributed resource

) Day -
calculations:

Dizplay the Role Limit based on
+ Custom role limit

" Calculated primary resources' limit

Help @ Cloze

The Resource Analysis user preferences should be defined as follows:

1. All Projects: When All Projects are shown in the Resource Usage Spreadsheet and Profile, all
opened projects are included as well the closed projects specified below:

1. Specify All closed projects (except what-if projects) only when electing to include data
for all closed projects other than what-if projects.

2. Specify All closed projects with leveling a priority only when electing to include data for
all closed projects with a specific leveling priority.

3. Specify Opened projects only to include data for open projects only.

2. Time-Distributed Data: The Time-Distributed Data settings are used to specify which dates
and time interval are used to calculate time-distributed data for resource spreadsheets and
profiles.

1. Specify Remaining Early dates to calculate remaining values based on remaining
start/finish dates (recommended).

2. Specify Day as the Interval for time-distributed resource calculations.
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6. Calculation — Click on the Calculations tab to specify how remaining values are calculated when
new resource assignments are added to, or removed from activities. Specify Preserve the Units,
Duration, and Units/Time for existing assignments to ensure that the formula for calculating
remaining units is set as (Remaining Units = Remaining Duration * Remaining Units/Time),
regardless of the duration type of an activity (recommended).

User Preferences E|
Time Uni: -
s Emes Resource Assignments
Dates When adding or removing multiple resource assignments on
activiies
Currency
E-Mail {+ Preserve the Units, Duration, and Units/Time for existing assionments
Azsistance
" Recalculate the Units, Duration, and UnitsiTime for existing
Application azsignments hased on the activity Duration Type
Passward
Resource Analysis Assignment Staffing
Calculstions: wyhen assigning & resource to an existing activity assignment:
Startup Eitters O Always use the new resource’s Units per Time and Overtime factor

O Blways use currert assignmert's Units per Time and Overtime factor
% Ak me to select sach time | assign
when a resource and role shatre an activity assignment:

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

& Ask meto select esch time | assign

Help @ Cloze

7. Startup Filters — Click on the Startup Filters tab to specify the default filters used in layouts
when starting the application. These filters can be modified in the individual layouts.

User, Preferences g|
Time Units Startup Fiters
Dates Chonse the defaul fiters to start the application. If you choose to
Currenc viewy all data the application may take longer to start. These fiters
= W can be mocified in the individual viewes.
E-til
Current project Wiew all data
Azsistance
— data only (Mo Fitter)

Application
Password ¥ Resources o e
Resource Analysis F Roles o e
Calculations ? 0B= < e
Startup Filers T Activity Codes " '

W Cost Accourts i i

Help @ Close
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7. USING THE RIGHT-CLICK FUNCTION IN PRIMAVERA P6

Using the right-click function is the quickest way to access available menu items used for performing
various functions in Primavera P6. .

The right-click function can be used in lieu of the Menu bar to quickly display a menu with which
to perform various functions. Items available in each menu varies based on the current active
window. For instance, right-click with your mouse in the Projects window to display a menu of
items that can be used to perform various functions within the Projects window.

© Primavera Pé : C00012345C01_BO1 (Example Project #1 - Baseline #01 (bD: 2/112)) [2)[E][X)

File Edit Yiew Project Enterprise Tools  Admin Help
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=] B EH& | i ®
Projects
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Reports i:m Ty 7 - | .
— 23 Open Project Ctrl+0
E; |
el -12p ABC ABC Con v Project Detais -37 A
B - <p D_01 Bristol Distr] Summatize Project... RETRr=
WES - Jp CO0012345C01 Example Proji Delete Project Summaries... 124
£9 CO00M2345C01_BO01  Example Projed é{) cut Chris Aza
At O3 COO0012345C07_U0T - Example F'ro!ec Copy Ctrlae 12 E
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i Table Font and Row. ..
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2. When you right-click with your mouse inside either the Navigation bar, Directory bar, or
Command bar, a toolbar menu with which to hide/display a toolbar or its text is displayed.

O Primavera P§ : C00012345C01_B01 (Example Praject #1 - Baseline #01 (0D: ... [ |[E|[X]

File Edit Yiew Project Enterprise Tools  Admin  Help
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8. USING THE SPRINGBOARD FILEMANAGER APPLICATION

The FileManager application in the SpringBoard portal is available for use in transferring XER files
between a user’s computer and the LoadSpring server, when exporting/importing project schedules.
XER export files created from the VDOT Primavera P6 databases can be temporarily stored in a
FileManager folder and then transferred to the user’s computer for distribution. Likewise, XER files
created from other databases can be transferred from the user’s computer and stored in a folder in
the LoadSpring server for importing into the VDOT database. (Note: FileManager storage space is
limited and is intended only for temporary transfer of files with your computer. It is not intended for
long-term or permanent storage). The following are guidelines for using FileManager:

1. Click on the FileManager link to launch the FileManager application.

ﬂ\ htips://ws2-60.myloadspring.com/SpringBoard/038158 148027 14 1063192106021 9 - ﬂ 0 X
& | SpringBoard Portal % el

File Edit View Favorites Tools Help

-~ Spﬂl NE HHHHD ,,,,0 T.User_1 v Role SpringBoard User Site VDOT_Users
= /.

Home Support Training

. . . .’ . . .
My Applications o Welcome Dashboard (Global) My Social o

Auto-Launch BE Welcome to SpringBoard... I showa

Welcome to SpringBoard 7.0.
FileManager
As you know, SpringBoard is known globally as the foremost
gateway to securely-hosted Project Management
applications, data, training and support. With the advent of ‘ o
E Project Management Version 7.0, SpringBoard now offers LoadSpring’s most ‘__‘/ Satish Ainri n
7 5P3 powerful and flexible Cloud interface to date, offering 7, Good informatian on training
higher levels of control and flexibility. e

2. If the “Do you want to open or save SpringBoard_App.ica file from ws2-60.myloadspring.com?”
guestion comes up, click on the Open button.

ﬂ\ https://ws2-60.myloadspring.com/SpringBoard/038 158148027 1410631921060 p - ﬂ 0 X

K| SpringBoard Portal % Lo
File Edit View Favorites Tools Help

’:" - T.User 1 v Role SpringBoard User Site VDOT_Users
o SpHINGHHHHUIO Home Support Training

Y e
My Applications . W Welcome Dashboard (Global) - My Social o

e Welcome to SpringBoard... | showa
|

@ FileManager

Welcome to SpringBoard 7.0.

As you know, SpringBoard is known globally as the foremost

Do you want to open or save SpringBoard_App.ica (1.44 KB) from ws2-60.myloadspring.com? *

Open Save ~d Cancel
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3. Wait for the Citrix application to finish running and starting FileManager.

Starting FileMana
.
' CITRIX'

Applying wour personal settings. ..

I

4. When the Citrix Online Plug-in application requests permission to access files on your computer,
mark the “Do not ask me again for this site” box and then click on the Yes button. (Note: Do not
mark the Read files only box).

File Security - Citrix online plm

Acremote application is trying to access files on your
computer.

Do you want to give permission to do this?

[ Read files anly. Mo changes to files allowed.

Il res ] [ Mo

Do not ask me again for this site

5. FileManager provides access to all drives and folders that are available on the user’s computer.
It also provides access to the public drive (Site Public on SpringBoard (X)) and the user’s private
drive (My Private on SpringBoard (Y)) on the LoadSpring server. All file transfers between the
user’s computer and the LoadSpring server must be performed within the FileManager window.

- |lol| x|
File Edit View Favorites Toals Help ‘ l'r'
i\_) Back = \_/l b ﬂ? /tj Search || Folders |v
Address Igy;\ j T
Folders X _
[ Desktop Application Data

= @ My Computer

A 3% Floppy (A

2 CF on 'Client' (T

2 €D Drive (D)

22 D3 on 'Client' (¥

El 22 Site Public on SpringBoard™ (X:)
1= General
1= J3Cutput -
IC Project_Files (/‘7 My Documents

Desktop

VT

[ Jlava

I Application Data _
& Desktap | windows
D Java
=3 My Documents
1= Windows

2 Recycle Bin

T
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The following are guidelines for accessing and transferring files within FileManager:

1. Click on the plus (+) sign to expand a drive or folder. Click on the minus (-) sign to collapse
the folder or drive.

2. The “Site Public on SpringBoard (X)” drive is intended for use by all users. However, only the
“General” folder is available to all users. The General folder is used to store general
information that is available to all users, including scheduling guides, specifications,
standard reports, etc.

3. The “Project Files” folder under the “Site Public on SpringBoard (X)” drive is intended for use
only to VDOT users to whom access has been granted. The Project Files folder is used for
storing project “XER” files temporarily for the purpose of importing project schedules into
the VDOT Primavera P6 databases.

4. Each user has a Private drive (Y), which is exclusive to the user. The Private drive can be
used for storing project “XER” files temporarily when exporting a project schedule. The
“XER” files can then be moved from the user’s Private drive in the SpringBoard server to the
user’s computer for distribution.

5. To transfer a file within the FileManager window, locate and select the file, then right-click
and click on Copy, then locate and select the folder in which to place the file and then right-
click and click on Paste.

6. All file transfers between the user’s computer and the SpringBoard server should be
performed within the FileManager window.
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SECTION i

WORKING WITH LAYOUTS

1. Overview

2. Working with Project Layouts in the Projects Window
3. Opening a Project

4. Working with Activity Layouts in the Activities Window
5. Modifying an Activity Layout

6. Saving an Activity Layout

7. Exporting a Layout

8. Importing a Layout
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SECTION

1. OVERVIEW

A Layout (also referred to as View) is a customized view that allows the user to display enterprise,
project, or activity data in a variety of formats. Primavera P6 provides many options in creating
layouts and available options depend on the selected window. This section provides guidelines for
opening, exporting, importing, modifying, and saving layouts in the Projects and Activities windows.

2. WORKING WITH PROJECT LAYOUTS IN THE PROJECTS WINDOW

In the Projects window, a customized layout can be defined by the user for use in displaying projects
and project-level data. The following are guidelines for working with layouts in the Projects window:

© Primavera P6 : (No current project)
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WHE SRS
General |Dates |N0{ebook |Eludget Log | Spending Plan | Budget Summary |Funding |C0des | II‘I\‘
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Project ID Project Name
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| | r% ABC Contracting Inc. J |3 - Medium - | |1D =
Risks — —
Portfolio: &1l Projects  User: admin Diata Date: 01-Feb-12 Access Mode: Bi
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Bottom
Layout
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1. Layout Options Bar — The Layout Options bar (or Display bar) provides a menu of items that can
be used to perform a variety of functions depending on the current window. For instance, in the
Projects window the Layout Options bar displays a menu that can be used to perform functions
such as opening, modifying, and saving a layout.

© Primavera P6 : (No current p... g@g|

File Edit WYiew Project Enterprise Tools  Admin
Help 1
Help
F :
Projects
8 : O
Resources Layout >
tFolio 3.
ﬁfﬁ Colurns b —
@ Table Font and Row, ..
SF Filter By »
Group and Sort By 4 4
:,= Bars...
Show on Top 4
Show on Botkom L4 5
Hirlk Help '
*4 Expand All  Chrl+hum + 6
= Collapse &l Chrl+Mum - *
“+ Collapse To...

Click on the Layout Options bar and then:

Click on Layout to open or save a project layout.

Click on Columns to select project data to display
in the Project Table columns.

Click on Table Font and Row to format tabular
data fonts and row height.

Click on Filter By to create, modify, or change
filters.

Click on Group and sort project or activity data.
Click on Bars to format Bar Chart area elements.

Click on Show on Top or Show on Bottom to
select a layout to show on top/bottom.

2. Top Layout — The Projects window can be divided into top and bottom layout views. The top
layout can be used to view, add, delete, or copy/paste a project; or to open an existing project.
To display a top layout view in the Projects window, click on View in the Menu bar or click on
the Layouts Option bar, then Show on Top, and then:

© Primavera P6 : €00012345C... (2 |[B[X)
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1. Select Project Table to display project list and data in a non-timescale tabular format.

© Primavera P6 : (No current project) EIE'E'
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. & F
P roj e Cts Bz Farwarl Home Dir. Help
= B A& E m ¥
Projects
8 v Layout: Projects O Add
Resources Project I0 Project Mame x Dot
. elete
Reports é{, cut
Trang +<p D_01 Bristol District Copy
A D_02 Salem District
| wEs -» D_03 Lynchburg District
L - D_04 Richmond District
T o - <p CO0012345C01 Example Project (Contract No. C00
Assignments (E3 CO0012345C01_B0T Example Project - Bazeline #1 (DD: 2/1412)
[E3 COO012345C01_B02 Example Project - Baszeline #2 (DD: 211412)
lp= 2 Ciole < D_05 Hampton Roads District
< D_06 Fredericksburg District
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Thresholds - D_08 Staunton District
- D_09 Northern Virginia District
I5slEs
Portfolio: All Projects  |User: ABC Data Date: 01-Feb-12 Access b

2. Select Gantt Chart to display project data in a timescale bar-chart format.

© Primavera P6 : (No current project) EI[E'E'
File Edit Wiew Project Enterprise Tools  Admin Help
. & P
P roj eCtS Bz Forwzrd Home Dir. Heli
=] kB it i’ ]
Projects
3 “ Layout: Projects O Addd
Resources Praoject ID Project Mame February 20~
o v | X o
Reports . é{: cut
Tracking -<» D_01 Bristol District Copy
3 COO0M2345B01_B-0  Example Project [Contract £ CO001
WS [E3 CO0O012345B01_BMM Example Project B azeline #1)
E3 CO0012345B01_UM  Example Project (Update #1)]
Aotiyiies < D_02 Salem District
A D_03 Lynchburg District
A s it . Ah
CERETETEY || - D_04 Richmond District
Gip= 4 e = <p CO0012345C01 Example Project (Contri—
[E3 CO0012345C01_EB01  Example Project - Bazeline #1 (DD
[£3 CO00Z2345C01_B0Z2 Example Project - Baseline #2 [DD:
ECHENEES: E |
| - D_05 Hampton Roads Distri
Ttireshsls < D_06 Fredericksburg Distric e
< EAIIES >
I5slEs
Portfolia: All Projects  |User: ABC Data Date: 01-Feb-12 Access b

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 38



3.

Virginia Department of Transportation
Construction Division

Select Chart View to display projects in a hierarchical chart format based on the EPS.

© Primavera P6 : (Mo current project)

File Edit Wiew Project Enterprise Tools  Admin Help
i s T @
ProjeCtS Elzi  Forsdard Home Dir Help
a B E & il 7 HRRIRX
Projects
-] « LayoLt: Projects O Add
Resources
Delete
X
Reports % cut
Tracking Copy
WEE
ACHyiiES:
Portfalio: All Projects | User: ABC Data Date: 01-Feb-12 Access I

Bottom Layout — In the Projects view, there is only one option for the bottom layout, users can
either display Project Details in the bottom layout or show no bottom layout. The Project Details
tabs can be used to view, add, or edit detailed information about the selected project. To
display the Project Details window in the bottom layout, click on View in the Menu bar or click
on the Layouts Option bar, then Show on Bottom, and then select Project Details.

General |Dates |Ncrtehook |Eludget Log |Spending Flan |Eludget SUMIm&ry |Funding |Codes |Defau|ts |Resources |Settings |Calculations

Praoject IT Project Mame

|cuum 2345C01_B01 |E><arnple Project #1 - Bazeline #01 (DD 211 2)

Status Responsible Manager Risk Level Project Leveling Priority
| J |—|E ABC Contracting Inc. J |3 - Medium j |1 ] =
Check Out Status Checked Out By Date Checked Out

|Checked In ﬂ | |

Project Web Site LIRL
| B Launch...
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3. OPENING A PROJECT

A project must be open in order to work with activity layouts. The following are guidelines for
opening a project in Primavera P6:

1.

2.

From the Home page or Projects view, click on the File menu, or right-click in the Projects
window pane, and then click on Open to open the “Open Project” dialog box.

QP avera P6

proje Ll
Edit View Project Enterprise  Tools  Admin  Help
01 New... Chrb+ & T+
Back Farwattd Home Dt . Help
B & Sl s ®q g
ﬂ Page Setup...
B Print Setup... ects O
Print Preview Project Maime Start |2| 202 ~ x
& Print... Chlp P: | Jan |Fab |Mar |Apr ‘May | Jun | Jul |Aug |Sep | Oct »
ABC Contracting Inc. 01:Fg 124 04
Bristol District 01-F¢ eb-12 04
é Impart... _
@ Expart 2345C01 Example Project # 01-F¢ b-12 04
part. Example Project #1 - Baseline #01 ([DD: 01 -F g 1 04
Salem District
CheckIn... Lynchburd Distri
Check Cut... }.”I'IC'I Hurqg -|s1|-|ct
) . Richmond District O1-Fe 124 W=7 23Feb12
Select Project Portfalio...
2345C02 Example Project 22 O1Fe 124 =7 23Feb-12
12345C02_B01 Example Project H2 - Baseline #01 (DD 0-Fe 124 3 23Feb-12 b
% Refresh Data FS < *
1.C00012345C01_Bo1
2 COO012345C02_B01 |N0tebook ‘Eludget Log |Spanding Plan | Budget Summary |Funding |Codes |Deiau|ts |Resources |Seﬂings |Ca\cu|ations
Exit Praject Mame
— | '—‘ ]CEIDD1 2345C01_B01 |Examp\e Project #1 - Bazelne #01 (DD: 2HM2)
IEsues
Paortfolio: &1l Projects | User: admin Data Date: 01 -Feb-12 Acoess Mode: Bazeling: Current Proj

In the Open Project dialog box, select a project, select an Access Mode, and then click on Open.
(Note: In the Exclusive access mode the current user is the only user that can edit the project
data while the project is open. Other users can only open the project in Read Only mode. In the
Shared mode, other users can open, view, add, or edit the project data while the project is open.
In the Read Only mode, the user can view the project data, but cannot add or edit the data).

S Open Project

Select Project Portfolio

= Display
Project ID

= 4 C00012345C02

Access Mode

3 CO0012345C02_B0T Example Project #2 - Baseline #01 (DD: 2/1412)

" Shared

@ Al Projects J
0 Cancel
Project Mame
B Users...
ABC Contracting Inc.
Bristol District @ Help

Salem District
Lynchburg District
Richmond District
Example Project #2
Active

>

" Read Only
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4. WORKING WITH ACTIVITY LAYOUTS IN THE ACTIVITIES WINDOW

An Activity Layout is a customized view created by the user for use in displaying the project activities
and activity data. The following are guidelines for working with layouts in the Activities window:

© Primavera P6 : CO0012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1))

File Edit |View [Project Enterprise Tools Admin Help
Iviti 4 L&
ActIVItIeS Back Forwvard Home: Dir Help
& BESs O
e Layout
~ Layout Classic WES Layout
8 . 0 Add
e N Ectivily Nams Crignal [ _ Fz:rua:\;ZU‘\Q Options —
T m ' elete
CIAKERE Bar
Reports % an
A1000 Receive Motice to Proceed I Receive Motice t
Tracking #1010 Mobilization 201 || CoSS—— Mobiization Cony Top
n uction Survey 10 B Construction Survey
=l nd Grubbing I — Layout
egular Excavation Sta 100+50 1o 400+25 &0 —
e #1050 Install 60" Drainage 51 to 5.2 0 E | 8 Resources
#1080 Install 60" Drainage B4 to 82 10
Aanra #1070 Reegular Excavation Sta 550+50 1o 700+05 a0 () mt ity
&l #1080 Place Aggregate Base Subbase 15)1 & FRoes
W 1030 | Place Asphall Concrete Base Course 7
T #1100 Place Asphal Concrete Intemediate Cou. 5w /] = activiy Codes
3 =
Expenses = -
o)
o eneral | Stelus | Resources | Relationships | Codes [ Metebook | steps |Feeckack [wPs & Docs | Expenses | summary =
Threshalds =
ol = Activity [s1030 |ciearing and Grusbing Project [CO0D1 2345601 _B-1
fr | Steps
lssues
20 Activity Type Duration Type: % Complete Type: Activity Calendiar Bottom
Risks [Task Dependent = | [Fixed Duration & Units =] [Physical | &3 Standarel s Day Workw . |
WES Responsible Manager Primary Resource Layout
Fﬁ 00012345801 B-1 Exarmple Pr_, | [#8C Gantracting Inc [8 o
Fortfolio: All Projects [User: ABC _ [Data Date: 01-Feb-12 Access Mode: Shared  Bassline: Current Pi

1. Activity Layout Options Bar — The Layout Options bar provides a menu of functional items that
can be used to open, modify, create, or save a layout. The Layout Options bar is available only
when the Projects, WBS, Activities, and Tracking windows are selected. Click on the Layout
Options bar to modify, open, import, export, or save a layout; or to display a selected layout on
top or bottom.

© Primavera P6 : C000123458... [Z][B)[X]

File Edit Yiew Project Enterprise Tools  Admin

Click on the Layout Options bar to:

Help

o T 2

ire Home: Dir. Helpr
& BE-s Of
Projects

3 . Layout Classic ViBS Lavout

1. Open or save a layout.

2. Format activity bars.

Layout >

D‘Im

& oar.. 3. Format Bar Chart Area elements.

=,= Bar Chart Options. ..

m Columns...

& Tmescae.. 4. Format timescale.
Progress Spotlight
Progress Line
Attachments 4

@ Table Font and Row,.. 5

Format Activity Table font and row.

S 6. Create, modify, or change filters.

Graup and Sort...

show on Top ; 7. Group and sort project or activity data.
Show on Battam 4
Hint Help

8. Hide/show layout on top/bottom.

*4 Expand Al Ctrl+Mum +
= Collapse Al Chrl-+hum -
“+ Collapse To...
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2. Opening an Activity Layout — Users may select from a list of available standard layouts or they
may create custom layouts for specific use or to share with other users. To open an existing
layout.

1. Click on the Layout Options bar, click on Layout, and then click on Open to open the Open
Layout dialog box.

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

Fie Edt Vew Project Enterprise Tools Admin Help
Activities EEoh Gorerd) Home DI Help
FHE vTB R&E® 48
Projects
3 iter: All Activities O
T | | Februsry2012 | werch 2m2 | iAo
[[30 Joe [13 20 [ 27 Jos [12 [19 [ 26 [ 02 [0
] = Save %
Reparts = Save As... ¥
B tar Chart Gptions... (AT | Receive Holice to Proceed
T i coumns.. e Mobiizalion
Timescale... ey B Construction Survey
V\Es Progress Spatlight bhing I | ]
Progress Line ion Sta 100+50 to 400 e
Attachments ¥ ige 511052 ——
ACtViES | | 5 1t Font and R gem nuaz &
bls Font and Row... e 8110 8- =
=3 ¥ ion 5ta 550+50 to 700
Assignments ) o v v
B Bottom Layout Options... 3 | 5 o
VWPs & Docs Filters. ..
O || v ionships |Cndes |anehunk ‘Steps |Feedhack |wns& Docs ‘Exp&nses |Summsry | =
= Group and Sort, .
Expenses eive Notice to Proceed Project [co0012345B0_B-1
= Show on Top L4
e
T Show on Battom P b0 Type % Complete Type Activity Calendar
1] Hink Help Durstion & Units | [Physical | [E@ Stanard s Day workwe _ |
Issues .
=  Expand Al Cobbhum+ Responsible Manager Primary Resource
s . Collpsedl it F 7] [4BC Contractnaine ) .|
"+ Collapss To...
> olio Al Projects  User: ABC Data Date: 01-Feh-12 Access Mode: Shared Base

2. Click on the No button to leave the current layout as is. If changes to the current layout are
needed for future use, see steps for “Saving a Layout” below.

Primavera P6

@ Wiould you like to save the changes to this layolt?

Mo ‘ Cancel

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

© Open Layout @

Layout - fr
= Global

Open

) 2 wieek Lokahear @  cancel

@ Adtivity Code Review
& Chassic Schedule Layaut B Aply

Cla oLt

- > Delete
@ Current vs Baseling Scheduls Analysis
& LT-01 Group by Dept, Resp with Subtotals
; & import
@ LT-02 Early v Target Bar ChartiTitles
@ LT-04 WBS Outling with Subtatals @ Export

) LT-05 Classic Schesle Layout
&) LT-07 Six-Month Lookahsar @ "
QY LT-09 Resource Profile with Curves s
) LT-10 Resource Table
@ LT-11 Custom Data tem Bars (Planned)
Q LT-12 Schedule Layout with Notebooks ha

< >
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3. Top Layout — In the Activities window, the top layout displays on top, information about
activities for the open project. The top layout can be used to view activity information or to add,
delete, copy/paste, or edit activities. Click on View on the Menu bar, then Show on Top, and
then select from the list of view options an Activity view to display on top:

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

Fil= Edit BYEUN Project Enterprise Tools  Admin  Help

CEX]

Layaut 4 & T+
= Elziee Fejpizire] Home: Diir . Help
g Bars...
& Bar Chart Options. .. =] o, 73 Iy & =il "4 ey &G
Projects F colurns...
8 T " oLt Fitter: &l Activities D
=] Timescale. . ame: ~ | | February 2012 | March 2012 | Apri A
Resourct Progress Spotlight x
[[20 Jos [13 [20 [ 27 Jos [12 [19 [ 26 [ o2 Jos :
P Li
| oot , ot (Contract # C000 *
|E.| @ Attachments | Receive Notice to Froceed
Table Font and Row,..
|
Tracking R Mobilization
ion Survey I Construction Survey
WES Bottom Layout Options... g Grubbing e §
T Fiters.. scavation Sta 100450 to 400 e &
e Group and Sort. . Dirainage 51 t0 5-2 —— aﬁ
el e 01 b 0.2
Activity Table =
i Show on Bottom v | Gantt chart 5 v o
i ?Do Hirk Help Act?v?ty Usage Spreadsheet =
B Activity Metwork steps |Feedback |WPS A Docs |Expenses |Summary | |
5+ Expard al Chrlthum + =
Project ¥
Expenss — olapse Al e - Receive Notice to Procesd jiect [C00012345801_B-1

Thresholt
|l Toolbars
lzsues
20
Risks
B Home

% Collapse Ta...

Durstion Type

% Complete Type

Activity Calendar

-

Responsile Manager

|Fixed Durstion & Units v | [Prysical

ﬂ % Standard 5 Day WDrkWBJ

Primary Resource

Exatmnple Pch |AEIC Cortracting Inc.

Portfolio: All Projects  User: ABC

8 =

Data Date: 01-Feb-12 Access Mode; Shared Base

1. Activity Table: Select Activity Table view to display activities for the open project in a

spreadsheet format. Click on Columns to open the Columns dialog box to modify the
columns of data shown in the table as needed.

O Primavera P6 : C00012345801_B-1 (Example Praject (Contract # C00012345C01 Baseli... [2[B][X]

File Edit Wiew Project Enterprise Tools Admin  Help
ACt Iv It I es Eljck Forware Hﬁe gl]r) H(e?a
SR DD -* CELBBLG YTE B
~ Layout: Classic WBS Layout Filter: Al Activities D
Activity I | Bctivity Name Orriginal | Start Budgeted X
Duration Tatal Cost .
= Example Project (Contract # COO... B14.800 #
[ [Emo - ¢
A0 | Mobilization 02-Feb-12 | 23-Feb-12 B $100.000.00
A1020 | Construction Survey 10 16Feb-12 | 23-Feb-12 B $25,000.00
A1030 | Clearing and Grubbing 30 0-Mar12 | 11-bpe12 B $60,000.00 &
A1040 | Regular Excavation Sta 100+50 to 400+25 ED 15Mar12 | 07-lun-12 B $1.140,000.00 &'f
A1050 | Install 60" Drainage 5-1 to 5-2 20 23Mar12 | 25-4p-12 B8 28030000 &4
AT060 | Install 60" Drainage 81 to 8-2 100 D4-May-127 | 17-Map-12 B0 $145.20000 =
A1070 | Regular Excavation Sta B50+50 ta 700+05 40 08-Jun12 | 03-Aug12 B $760.000.00
A1080 | Place Aggregate Base Subbaze 15 0B-4ug-12 | 24-bug12 E $20.400.00 =
41090 | Place Asphalt Concrete Base Course 7 &Fhug12  05-5ep12 B $34,800.00 =
A1100 | Place Asphal Concrete Intermediate Course 5 065ep12 12-5ep12 B $28800.00) =1
A1110 | Place Asphal Concrete Surface Course 3135ep12  17-5ep12 E $20,600.00
A1120 | Striping & Clean-up 3/ 18:5ep12  20-5ep12 E $0.00
41130 | Early Completion Interim Milestone [3/30/12) u] 20-5ep12* B $0.00
A1140 | Demob & Move-out 10/ 215ep12 | 04-0ct12 18 $0.00
£1150 | Praject Completion Milestane (10/31/12] o 04-Oct-12% 18 $0.00
Paortfolio: Al Projects  |User: admin Drata Date: 01-Feb-12 Acoess Mode
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2. Gantt Chart: Select Gantt Chart view to display activities for the open project in a tabular
and bar-chart format. The left side of the window displays an Activity Table, which shows
the activity data in columns. And the right side displays a Bar Chart Area, which shows time-
phased bar-chart plots of the activities.

© Primavera P6 : CO0012345801_B-1 (Example Project (Contract # C00012345C01 Baseline #1)) EI[E'E‘
File Edt ‘Wiew Project Enterprice Tools  Admin  Help
Y 2y
ACtIVItIes El:ck [Fopizics) Hﬁe ;ll'r) ?-ga
SR BE-% DELEku/s FHE TH k¢ RQ
o Layout: Classic WBS Layout Fitter: Al Activities D
Activity ID | Activity MName ~ Fehruary 2012 | hlarch 2012 | April 201 A x
0 [05 13 [20 [27 Jos [12 [19 [26 [o2 Joa [ e
= Example Project (Contract # COO... *
A1000 (Rece alice to Proceed Receive Notice to Proceed
A1010 | Mobilization I Hobilization
A1020 | Construction Survey I Construction Survey
41030 | Clearing and Gubbing I Clear &
A1040 | Regular Excavation Sta 100450 to 400+25 | Q-f
A1050 | Ingtall 60" Drainage 51 to 5-2 ——— aﬁ
A1060 | Ingtall 60" Drainage 81 to 8-2 =
A1070 | Regular Excavation Sta 550+50 to 700+05
41080 | Place Aggregate Base Subbase =
41030 | Place Asphalt Concrete Base Course =
A1100 | Place Asphalt Concrete |ntermediate Course all
A1110 | Place Asphalt Concrete Surface Course
A1120 | Striping & Clean-up
A1130 | Eaily Completion Interim Milestone [9/30/12)
A1140 | Demob & Move-out
A1150 | Project Completion Milestone [10/31/12) - -
< > < ¥
Portfolio: &I Projects  User: admin Data Date: 01-Feh-12 Access Mode: Shared

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

© Primavera P6 : C00012345B01_B-1 (Example Project (Contract # C00012345C01 Baseline #1))
File Edt view Project Enterprise Tools Admin  Help

ACt IV It I eS Eljck Frrzinel ng ;]: l—gﬁa
SR OE-5 DELBBLs FHIE TE ©% s
= Layout: Classic WBS Layout Fitter: &Il Activities
Activity D | Sctivity Name ~||Budseted | F |March 2012 | Apri 2012 | May 2012 | June 2012 || x
i Iy - L L k. x‘

51000 [ e 1 —
A1010 | Mobilization $30.000
A1020 | Constuction Survey 425,000
41030 | Clearing and Gubbing $4.000)  $44.000)  $12.000 8
41040 | Regular Excavation Sta 100+50 to 400+25 $266,000| $418,000| $330,000|  $7E.000 %f
41050 | Install 60" Drainage 51 to 5-2 $5E.060|  $224.240 2
A1080 | Install B0 Drainage 81 to 8-2 $145,.200
A1070 | Regular Excavation Sta 550+50 to 700+05 $342.000 =
A1080 | Place Aggregate Base Subbasze =
A1090 | Place Aszphalt Concrete Base Course =
A1100 | Place Asphalt Concrete Intermediate Course =1
A1110 | Place &sphalt Concrete Suface Course
A1120 | Striping & Clean-up
41130 | Early Completion Interim Milestone (3/30/12)
41140 | Demob & Mowve-out
AT1RN | Preiact Carnlatinn hdilackna (072147 b4

F3

Portfolio: Al Projects  User: admin Dats Date: 01-Feb-12 Access hMode: Shared Bas
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4. Activity Network: Select Activity Network view to display in a network logic diagram, the
inter-relationships between the activities. The left side of the window displays the WBS
hierarchy. And the right side displays a network diagram depicting the network relationships
between the activities.

© Primavera P6 : C00012345801_B-1 (Example Project (Contract # CO0012345C01 Baseline #1))
File Edit View Project Enterprise Tools Admin  Help

EBX

R 4 o +*
ACt Iv It I es Back Rzl Home Dir. Help
SR BEE-|rF DELBRLZ THE @ RS

o Layout: Classic WHS Layout Filter: All Activities

WEBS C

=} Fxample Project (Contract # C00012345C01 Baseline #1)

o X O

1040 [F1os0 [Fio0

Feguiar Evcanalion Sl 100450 b i il 67 Drainge 51 ko 52 Tl B Drainage 51 o 8
00v25

EYE

FegUla Evcasaion Sia S5 o
[oceas

Ll AR&e

< >

Portfolio: All Projects | User: admin Data Date: 01-Feb-12

Access Mode: Shared  |Bas

4. Bottom Layout — In the Activities window, the Bottom layout displays on bottom detailed
information about the selected activity. To display/hide the Bottom layout, click on View, click on
Show on Bottom, and then click on an item to display on the bottom layout.

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

CEX

File Edit BUEEN Project Enterprise  Tools  Admin Help
Layout 4 & I+
= B orEr Home: Dir. Help
ES Bars...
= & Bar Chart Options. .. =] Iy 3 Iy =, =i A7 b @&
Projects m Calumns...
a Ti ! aut Fitter: Al Activities D
5 == Timescale... ame Al | Fedruary 2012 March 2012 | Bt A
TESME progress Spotiht [[z0 o5 [ 1= [20 [ 27 [ 05 [12 [ 18 |26 [0z [ oo x
- %
Progress Line
e | iy ct (Contract # C000
_ REROME b achments = | Feceive Matice to P d
@ Tabies Font 4R ] =1 ecelve Nolice [0 Fracee
Tracking T | GNE R , o I M cbiization
ion Survey I Construction Survey
VES Boktam Layout Optiens... nd Grubbing eee—— §
P Fiers. .. oavation St 100-50 o 40¢ Eae——— 3
e Group and Srt... gra!naga ::II ta :g ——— a4
' Drainage 8-1 to 8-
" = Shave on Top ¥ Sucauatinn Sta GROLAN b 700 =
R | ow 0n Bottom Mo Bokbom Layout s =
i %ID Hin ol [ ackivicy Details =]
= 0 L
3 Activicy Table teps ‘Feedback ‘W'PS & Dacs |Expenses |Summary | |
B+ Expand Al CtrlHum + | B Gantt Chart — |CDDD1 T
EXL;SE = Callapse al Chrl+hurn - Activity Usage Spreadshest ="
i 'L'l; : “+ Collapse To... & resource Usage Spreadshest e Togee activity Calendar
rezhalc o g
[0 Toolbars +| s Activicy Usage Profile = | ) Standtard 5 Day Workwe_|
g HE Resource Usage Profile
. | B, Trare Lagic Primaty Resource
=l — E——
B - i 9 8 7
orme:
Portfolio: All Projects  |User: ABC Data Date: 01-Feb-12 Access Mode: Shared Base
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Users may select No Bottom Layout or display on the bottom one of the following available
layouts: Activity Details, Activity Table, Gantt Chart, Activity Usage Spreadsheet, Resource Usage
Spreadsheet, Activity Usage Profile, Resource Usage Profile, and Trace Logic. The following are a
few examples of layouts that can be shown on the bottom:

1. Activity Details: Select the Activity Details view to display on bottom the Activity Details
form showing detail information about the selected activity. The Activity Details form can be
used to view, add, or edit detailed information about the selected activity.

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

Activity #1040 |Rregular Excavation Sta 100+50 to 400+25 Project [C00012345801_B-1
Diuration Status = Material Cost
riginal [ 2 | Stated fi5Mat0 | Physical%s | 0% | Buegeted 114000000
Actual [ o T Finished fiz-Apr10 ] Suspend || | actual [ soo0
Remaining ,720 Exp Finish ,—_| Resume ,—_| Remaining W
atcompiete [ 20 At Complete  f1,140,000.00

Constraints

Total Flost 7 Primaty = Mone = ~ | Secondary
Free Flost ’—0 Dt ’—_| Dite: ,—_|

2. Activity Usage Profile: Select the Activity Usage Profile view to display a graphical plot of the
units, cost, or earned value histograms and/or curves for all activities or selected activities,
as defined by the user.

© Primavera Pé ; C00012345801_B-1 (Example Project (Contract # CO0012345€C01 Baseline #1)) (=13
File Edit View Project Enterprise Tools Admin  Help
ACt v It 1es Back Fravard Home Dir Help
R BE-5 ODEBELEBERLs FAE TE B&® R
Projects
a ~ Layout: Classic WWBE Layout Filter: All Activities D
T Activity ID Activity Matme a |February 2012| March2012 | April2012 | Wy 2012~ x
006 [13[20 [27 [ps]12 [19[26 [02[oa]16 [23]a0 Jov 1421 |
E— - Example Project (Contract # C00012: &
A1000 Receive Notice to Proceed Receive Notice to Proceed
T 41010 Mobilization I 1 chilization
= A1020 Construction Surep B Construction Sureey
Was 41030 Clearing and Grubbing I Clearing and Grubbing 8
— [ A1040  [Regular ion Stz 100450 to 401 IEEEEeeeee——  3f
=
activilies 41060 Install 60" Drainage 51 to 52 1 Install B0 Drair aﬁ
— A1060 Install 60" Drainage 8-1 to 8-2 3 Inet =
Assi;?nents 41070 Fiegular Excavation Sta 550+50 to 700
T A1080 Place Agaregate Base Subbasze =
atran Plare &<nhalt Foncrete Rass Coiree v =
WPs & Docs < > Fa >
=
E ~ Display: Cpen Projects Only
Expenses
FT Cost
b $200,000.00 $3,000,000.00 -
Thresholds M Actusl Totsl
T $160,000.001 ] Remaining Totsl $2|-4|0|D-000 0o -
lssues $420,000.00 | B Remsining Late Total 1 500,000 00 -
Show Lsage for I
= $80,000.00 [l
Risks {+ Al activities (" Selected activiies |
$40,000.00 H $600,000.00
Display Activities for selected.. |l| |._|I I =
I Time Period 0|06 |13 |20 |27 |05 |12
[February 22] March 2012 | April 2012 | My 2012 |
Portfolio: All Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baseli
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3. Activity Trace Logic: Select the Activity Trace Logic view to display in a network diagram

format, the predecessor and successor activities associated with a selected activity. To
specify the number of predecessor and successor levels to display, right click in the Trace
Logic window, and then click on Trace Logic Options to open the Trace Logic Options dialog

box.

© Primavera P6 : C00012345801_B-1 {Example Project (Contract # CO0012345C01 Baseline #1))
File Edit View Project Enterprise Tools Admin  Help

Projects

8

Resources

Reports

Tracking

&

WES

Activities

=3

Assigniments

E|

WP & Docs

[}

Expenses

-
Thresholds

=1
Issles

il
Rizks

e q * T a0
ACt v It €S Back FrsvEred Home Dir Help
SR AE-% DELBER-s FAE TE me |aQ@
~ Layout: Classic WWBE Layout Filter: All Activities |
Activity ID Activity Matme # |February 2012 | March 2012 | #pril2012 | ey 2012 x

0]08 [13[20[27 [os[12 [19]z6 [02[os]16 [23[s0 [o7 [14]21 [2s]0
- Example Project (Contract # C0001: &

A1000 Receive Notice to Proceed Receive Matice to Proceed
|| atoio fion B W ohilization

Al020 Canstruction Survey B Constuction Survey

41030 Clearing and Grubbing I Clearing and Grubhing 8

A1040 Regular Excavation Sta 100+50 to 41 | %f

41060 Install 60" Drainage 51 to 52 1 Ihstall 60" Drainage £

A1060 Install 60" Drainage 8-1 to 8-2 1 Install 6O =

A1070 Flegular Excavation Sta 550+50 to 71

A1080 Place Aggregate Base Subbasze =

atnan Flare & cnhalt Cancrete Aace Corse 2 =
3 R »

i |
[
| T

Portfolio: All Projects  User: ABC

Data Date: 01-Feb-12 Access Mode: Shared Baseli
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5. MODIFYING A LAYOUT

Users may modify existing layouts to create customized layouts for a specific use or to share with
other users.

O Primavera P6 : C00012345C01_B01 {Example Project #1 - Baseline #01 (DD: 2/1/12))

File Edit| View |Project Enterprise Tools Admin  Help
AR 4 @ T*
ACt v It 1es Back orat Home Dir Help
= = [il:2]
R BE- DELEBRBuws FHE TE A ]
Projects
) | Layout: Classic WBS Layout | i Filter: All Activities 0
e o
[3 Criginal Actual |~ 2012 -~
BETEes tarout Durafion| Durstion| — | [Jn30 | Fepoe ] X
=
E 5 s _ " WIFEEMTWIFEEL
Reports - ) Baseline #0... 0 v .
———— 4§ | = Bar Chart Options...
ﬁfﬁ Calumns o Proceed 1 0 B Receive Motice ta Proceed
Tracking — Ei] 0 e
Timescale. ..
lﬁ Progress Spotlight ed i 0 2
was rovess bbing I
roaress Hne , fon Sta 10050 to 40.. &0 0 &
Activities Attachments ge 510 5-2 20 0 S‘
T &9 Table Fort and Row. .. 8 811082 10 0 =
e * fon Sta 550450 to 701 40 i@ % o
E Bottom Layout Options. .. S ¢ 5
=
WPz & Docs ? Filters. ..
ionships |Codes |Notebook |Steps |Feedback |W‘Ps & Docs |Expenses |Summary ‘ el
& Group and Sart...
Expenzes aring and Grubbing Project [c0001 2345001 _A01
e Show on Top 4
B
Thresholds Show on Bottam ¥ bn Type % Complete Type Activity Calenciar
@] Hirt: Help Duration & Units j |Physwcal j @ Standard 5 Day WkaWEJ
ezl *4 Expand &l ChrlMum + Responsible Manager Primary Resource
=+l - =Pr__| [28C cortracting inc 8 |
Risks = Collapse all ChrlH-Num - = . =
"+ Collapse To...
olio: Al Projects User: ABC Dats Dste: 01-Feb-12 Access Mode Shared Bas

To modify a layout, click on the Layout Options bar or View menu, then select an item of the layout
to be modified as follows:

1. Bars - Click on the Bars button to open the Bars dialog box to add, delete, display, hide, or
modify Activity bars:

Bars PZ|
Dizplay |Name |Timescale |User Start... |User Finizh ... |Fi|ter |Preview / ok
¥ Remaining Level of Effort | Remain Bar Lewel of Effort ——
W | Actual Level of Effort Actual Bar Level of Effort — 0 Cancel
T Second Baseline Secondary Baseline Bar Mormal - EI Apply
[T Third Baseline Tertiary Baseline Bar Mormal
W Actualwiork Actual Bar Marmal ] O Add
¥ Remaining Work Remain Bar Mormal and Mon-... . 1 X T
elete
W Critical Remaining Work | Remain Bar Mormal and Critical | I .
[T | Start Constraint Remain Bar Haz Start Constr... | ¢ Copy From...
Bar Style | Bar Settings | Bar Lahels .
- Shift up
Shape | j i j | j *  Shift down
Color | | | | | | B options...
Pattern ~| [ - hd b Defaut
Row 2 :
Help
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1. Click on the Add button to add an Activity bar to the current layout. Edit the bar name, as
necessary.

2. Click on the Delete button to delete the selected Activity bar. To remove a specific bar from
the layout display without deleting it from the form, clear the Display checkbox next to the
bar.

3. Double-click the timescale to select from a drop down menu the type of time-scaled data
that the bar represents.

4. Double-click the filter to select from a drop down menu a filter applied to the data item
represented by the bar type.

5. Click on the Bar Style tab to define the shape, color, and pattern of the selected bar's start
endpoint, the bar itself, and the finish endpoint; as well as the position of the selected bar in

the Gantt Chart.

6. Click on the Bar Settings tab to define the grouping band settings for summarizing activity
bars or the bar necking settings for necking bars.

7. Click on the Bar Labels tab to add/delete a bar’s label for the selected bar or to define its
position.

8. Use the Shift up or Shift down to move a bar upward or downward, as necessary.

9. Mark the Display checkbox to show the selected bar in the Gantt Chart. Clear the checkbox
to hide.

10. Click on Apply to apply the changes and OK close the Bars dialog box.
2. Bar Chart Options — Click on Bar Chart Options to open the Bar Chart Options dialog box to

modify items displayed in the Bar Chart Area. Click on Apply and OK to apply the changes and
close the dialog box.

Bar Chart Options g|
General | Collapsed Bars | Data Date: | Sight Lines | Progress Line | | / [olte |
[~ Show Relationships @ cancel

[ Show Legend
[ Limit text label characters to 1m0 = Help

Default Size For Notebook ltems

width: 100 -5 Pixels
Height: (50 5 Pixels
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3. Columns —Click on Columns to open the Columns dialog box to select Activity data fields to
display on the Activity Table as needed.

© Columns E|

 Available Options Selected Options 4 OK

+ Activity Codes - Glohal o

¥ Activity Codes - Project 4 5m,3 - @  Ccancsl

+ Activity Steps Criginal Duration

+ Costs » Start A B spply

+  Dates Finish

+  Durations Total Float Copy Fram...

5 Earned Value 4 Budgeted Total Cost

General

= IEE « 13 Default

+ uttiple Flost Paths B Ecit Column...

+ Mumber of Activities

+ Percent Completes

¥ Project Codes Help

+  Timesheet Feedback

+ Unit=

+  User Defined

1. Click on the Available Options category “+” button to expand the list of available options for
the selected category.

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

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

4. Click on the up and down arrow buttons to move items up or down to specify the position of
the columns.

5. Click on Apply and OK to apply the changes and close the dialog box.
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4. Timescale - Click on Timescale to open the Timescale dialog box to modify the timescale
format displayed in the Bar Chart Area. Click on OK to apply the changes and close the dialog

box.
Timescale Pz|
Timezscale Format v oK
+ Two Lines " Three Lines @ Cancsl
Timescale Start FS
Fanit & Cal AaBhyy I Default Fort
e olor aBbYy Iz efault Fo Help
Date Format

% Show Primary Dates

Type Calendar =~
Date Interval Morithieek ~
Shift Calendar @

" Show Ordinsl Dates
Crdinal Start

Crdinal Date Interval

5. Table Font, Color, and Row Height — Click on Table Font and Row to open the Table Font and
Row dialog box to modify the Activity Table font, color, and row height. Click on OK to apply the
changes and close the dialog box.

Table, Font and Row §|
Font and Color
Fort AaBEY)Z2 ©  cancel
} Drefault
Row Height
[v Keep Current Roww Heights Help
r
r =
o
[ Show lcong
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6. Filters —Click on Filters to open the Filters dialog box to add, modify, apply, or delete filters
for the current display. Filters are used to specify what items are displayed. In the Projects
window, filters can be used to specify which projects are displayed. Likewise, in the Activities
window, filters can be used to specify which activities are displayed in the current layout or to
highlight activities in the current layout that meets the criteria. Filters are grouped into four
possible categories: Default, Global, Layout Filters, and User Defined. Users may select from a
list of available default filters or they may create specific filters for use by the user, all users, or
applied to a layout and saved with the layout.

© Filters

v Al Activities Show activities that match
(v Al selected fiters
" Any selected fiter
Fitter | select [
= Defautt
S Complete
Sy Critical
SF Has Finish Constrairt
S Has Start Constraint
S InProgress
SF Level of Effort
Y Longest Path
W Milestone
T Megative Float
T Meww Feedback to Review
S Monihet-If
S Mon-critical
7 Mormal
S Mot Started

Ok

Cancel

Apply

ey

X DH ® %

Delete

o

Copy

B modify...

o e e e e e e o e o e

Copy Az Layout

when applying the selected fitker(s): Help

(+ Replace activities shown in currert layaut

™ Highlight activities in current layout which match criteria

The following are guidelines for creating, modifying, and applying a filter:

1. Mark the All Activities checkbox to display all activities in the open project. (Note: This box is
marked by default when no other filters are selected).

2. When multiple filters are selected, mark All selected filters to display activities that meet the
selection criteria for each selected filter. Mark Any selected filter to display activities that
meet the criteria for any selected filter.

3. Click on Apply to apply the changes without closing the dialog box.

4. Click on the New button to add a new User Defined filter.

5. Click on the Delete button to delete the selected filter. You can only delete global, layout,
and user defined filters.

6. Click on the Copy/Paste buttons to copy and paste the selected filter.
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7. Click on the Modify button to change the filtering criteria for the selected filter.

8. Click on the Make Global to make the selected filter a global filter.

9. Click on Copy As Layout button to make the selected filter available to the currently open
layout.

10. Specify Replace activities shown in the current layout to display only the activities in the
current layout that meet the selected filter criteria.

11. Specify Highlight activities in the current layout which match the criteria to highlight the
activities in the current layout that meet the selected filter criteria.

12. Click on OK to apply the changes and close the dialog box.

7. Group and Sort - Click on Group and Sort to open the Group and Sort dialog box to specify
a grouping and sorting criteria for the current layout.

© Group and Sort @

Display Options o Ok
v Show Group Totals @ Cancel
[~ Show Grand Totals
[~ Show Summaties Only B Apply
Iv Shrink vertical grouping bands
> Delete
Group By
|Indent |T0 Level Group Interval |F0nt & Colar S = Sor ...
[
11 Arial > Bl
9 Arial
[T
F >

Group By Options

[v Hide if empty

[ Sort handz alphabetically
Show

[~ Title

™ 1D/ Code

[ Mame ! Description

The following are guidelines for modifying a layout using the group and sort dialog form:
1. Inthe Display Options section:
1. Mark the Show Group Totals checkbox to display totals in the grouping bands.

2. Mark the Show Grand Totals checkbox to show a grand total row at the top of the
layout.
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3. Mark the Show Summaries Only checkbox to show summarized grouping bands only;
details under the grouping bands will be hidden. Clear the checkbox to show grouping
bands with corresponding details displayed below each group.

4. Mark the Shrink vertical grouping bands checkbox to decrease the grouping hierarchy
indenting space to allow for more space to display data, as necessary.

2. Inthe Group By window:
1. Define the grouping criteria for the current display by selecting from a drop down list of
grouping data items. Activities may be grouped by WBS, Activity Code, or other available

category.

2. Double-click on Font & Color of a grouping item to change the grouping's display color
or font.

3. Inthe Group By Options section:

1. Mark the Hide if empty checkbox to hide empty group bands. For instance, mark this
checkbox if you are grouping by WBS in the Activities window and the project has WBS
bands that do not contain data items.

2. Mark the Sort bands alphabetically checkbox to sort the grouping bands in alphabetical
order rather than their respective hierarchical order. This checkbox is disabled for any
grouping that is not hierarchical.

3. Mark the Show Title checkbox to display the field name on the grouping band.

4. Mark the Show ID/Code checkbox to display the ID or Code value on the grouping band.

5. Mark the Show Name/Description checkbox to display the Name or Description on the
grouping band.

4. Click on the Apply button to apply the changes without closing this dialog box.
5. Click on the Delete button to delete the grouping parameters for selected rows.

6. Click on the Sort button to specify the order in which the data items listed within each group
are sorted.

7. Click on the Default button to apply the default grouping and sorting parameters (by WBS
code).

8. Click on OK to apply the changes and close the Group and Sort dialog box.
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6. SAVING A LAYOUT

Users can save layouts for personal use or to share with other users. Layouts can be global, project-
specific, or user-specific. Layouts can be created and saved in the Projects, WBS, Activities,
Assignment, or Tracking window. The following are guidelines for saving layouts:

1. To save changes to the current layout without creating a new layout, click on the Layout Options
bar, then Layout, and then Save.

© Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/1/12))

File Edit View Project Enterprise Tools Admin  Help
ACt v It = Back Ferizirel Home Dir Help
= = BBa
SR AE-5 DELBEBRBLs FHE vE A 'Y
Projects
3 i Layout. Clagsic WBS Layout Filter: All Activities |
Original | Start F Mar 28 A
Resources & open... "
" Duration F X
= E
o & Bars... p—— 247|0Feb12 | &
eports = . ave As... .
—————— Bar Chart Options... Ep
® = hart SpHans & 1o Proceed T 01Feb12
Trackin Columrs... 20 2Febiz
2 Tmescal
= =] Timescale. . Survey 10/ 16Feb-12
e Progress Spotlight Grubbing 01-Mar-12 8
Progress Lins ation Sta 100450 to 400+25 B0, 15:Mar-12 &
Aktachment: 3 - - -4 ar-
Activities -achments ainage 5-1 to 5-2 20 29-Mar12 81’
g @) Table Fort and Row... sinage 81 ta 82 10 04Map12 =
3 -
Asslgnments wation Sta 550+50 to 700+05 40| 08-Jun-12 ) - =
EBottam Layout Options. ..
= iy p > < > =
WPz & Docs
T Filers.. ionships |Cndes |Nmebnnk ‘Steps |Feedback |\NPS & Docs |Exp5nses ||I|I| frat |
& Group and Sort ...
Ex) ing and Grubking Project ‘CDDD1 2345C01_BM
pENSes
P e Show on Top 4
g ,
Threshalds Show on Bottar Type Y Complete Type Activity Calendar
|2 Hink Help uration & Units j |Physlcal j % Standard 5 Day WUka‘J
lssues
i %, Expard 4l FhrHom + Rezponsible Manager Primary Resource
& ABC Caontracting Inc.
Risks = Collapse all ChrH-um - | Ariracing nc |8 J
"% Collapse To...
Partfolio: All Projects  User: admin Data Date: 01-Feb-12 Access Mode: Shared

2. To create a new layout, click on Save As to open the Save Layout As dialog box, enter a Layout
Name for the new layout, then specify the user(s) to whom the layout will be available, and then
click on Save to save the layout and close the dialog box.

Save Layout As EI 1. All Users: Specify All Users to save the layout in the
global pool to make it available for use by any user.
Layaut Marme
Classic YWBS Layout with Cost
[Oassic S 2. Another User: Specify Another User to save the layout in
REIES D sy a specific user pool to make it available only to the user.
|Current Uszer j | J
e Project 3. Current User: Specify Current User to save the layout in
{CMTTE [ the current user pool to make it available only to the
e @ conco user who created the layout.
4. Project: Specify Project to save the layout in a project

pool to make it available for use by any user with access
to the project.
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7. EXPORTING A LAYOUT

Layouts created and saved in the Projects, WBS, Activities, Assignment, or Tracking window can be
exported and shared with other users. The following are guidelines for exporting a layout:

1. In the Projects, WBS, Activities, Assignment, or Tracking window, as appropriate, click on the
Layout Options bar, then Layout, and then Open.

\md Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))
File Edit View Project Enterprise Tools Admin Help

4 b
Back  Fonward Home

|~ Layout Classic WES Layout O Add

3 3 Delete

& Bar Chart Options... Save As... e - o

i calumns.. 0 rFeb—M S e

Timescale.. et g cony
Progress Spotlight 10 15-Feb-14
Progress Line 30 04-Mar-14 - e e
Attachments a 100+50 to 400+25 40 18-Mar-14 -

& Table Font and Row... 11052 20 01-Apr14
Activity Network 11082 10 30-Apr-14 - 8  Resources
Botfom Layout Opfions a 550450 to 700+15 A0 14-May-14

57 Filters... Subbase 15 1-Jul14

Group and Sort.. @ Base Course 7 01-Aug-14 Al aé

e Intermediate Course 5 12-Aug-14

Show on Top e Surface Course 3 19-Aug-14 -Aur B3 Activity Codes

%f Rsrc by Role

Roles

Show on Bottom 5 22-Aug-14
Hint Help n Milestone (3/30/14) i - = FPredecessors

-out 20 29-Aug-14
*+ Expand All Col+lum + oo e

< Colapse Al Ctilshium - [1sstone (1031/14) 0 . - & Successors

~+ Collapse Ta..

ol Stens
T [Fortfolio. All Project [User. admir Diata Date; 03-Feb-14 [Access Mode: Share Baseline: Current

2. Click on Yes to save changes to the current layout or NO to avoid saving changes to the current
layout.

Would you like to save the changes to this
layout?

No | cancel |
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3. Select a layout and then click on the Export button to create an export file of the selected
layout.

COpen

& 2 Week Lookahead

@ Activity Code Review

& Classic Schedule Layout

& Classic WBS Layout

& Classic Layout (By Area
80 Yo 5 ¥

Cancel

Apply
C o Delete
& Current vs Baseline Schedule Analysis
& L0 Group by Dept, Resp with Subtotals
@ LT02 Early vs Target Bar Chart/Titles

@ LT04 WBS Outline with Subtotals

@ LT05 Classic Schedule Layout

@ LT07 Six-Month Lookahead

Q LT-09 Resource Profile with Curves

Import

Export

@ (& |+x X @ & &

Help

4. Select a file location in which to place the “plf” layout file, rename as necessary, and then click
on the Save button to save the layout file.

Sawve in: I | WDOT P& User Guide j Lol £f Ev

-

Name Date madlified
Assignm ents Grouped by Resource plf 1/21/2015 4:17 PM

&1 t Pl
seentriaces Classic WBS Layout {w_Costs).plf /15/2015 6:52 PM

Deskiop

l..,_;l‘
Libraries

A

Computer

@

Netwark

<

»
File name: Cla ayout fw_C Nslli LI Save I
LI Cancel |

4

7

Save as type: Primawera Layout File (*plf)
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8. IMPORTING A LAYOUT

Saved layout files can be imported into the user’s database layout menu. The following are
guidelines for importing a layout:

1. In the Projects, WBS, Activities, Assignment, or Tracking window, as appropriate, click on the
Layout Options bar, then Layout, and then Open.

\md Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterprise Tools

hresholds

Admin Help

%ﬁ:tivities

ap BE-¥ CELBBL S

4

Back

Fanward

Home -

FHE vE Mik® |92

{1~ Layout: Classic WBS Layout

5 Bars...
& Bar Chart Options...
i calumns..
Timescale..
Pragress Spotlight
Progress Line
Attachments
B Table Font and Row...
Activity Netwark
B¢

57 Filters...
Group and Sort..

Show on Top
Show on Bottom

HintHelp

*+ Expand All
= Collapse All
~+ Collapse Ta..

Corl+Num +
Col+Num -

| Filter: All Activities

Il o

[~ open.. ]
H Save
Save As..

a 100-+50 to 400425
110 5-2

11t08-2

a 550+50 to 700405
Subbase

e Base Course

e Intermediate Course
e Surface Course

n Milestone (3/30/14)
ove-out
ilestone (10/31/14)

03-Feb-14
20 04-Feb-14
10 16-Feb-14
30 04-Mar-14
40 18-Mar-14
20 01-Apr-14
10 30-Apre14
40 14-May-14
15 11-Jul-14
7 01-Aug-14
5 12-Aug-14
3 19-Aug-14
5 22-Aug-14
i
20 28-Aug-14
i

Finish « || »

03-Ma
03-Ma
15-Ap
13-Ma
29-Ap
13-Ma
10-Jul
31-Juk
11-Aug
18-Aur
21-Au
28-Aur
28-Aur
26-5e)
26-5g) 7
»

[ X Delste
+ Cut

[ = Paste

8 Resources

%f Rsrc by Role

a# Roles

=} Activity Codes

&= Predecessors
~ B Successors

il

Copy

Stens

T [Fortfolio. All Project [User. admir Diata Date; 03-Feb-14 [Access Mode: Share Baseline: Current

2. Click on Yes to save changes to the current layout or NO to avoid saving changes to the current

layout.

Wiould you like to save the changes to this

layout?

Yes

No|

Cancel |
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3. Locate and select the “plf” layout file and then click on the Open button to save the layout file.

Look.in: | | wDOT PE User Guide j + E ey B

-

Name Date modified

— Assignments Grouped by Resource plf 1/21/2015 417 PM
Recent Places ‘

Classic WEBS Layout (w_Costs).plf 4/14/2015 211 PM

Desktop

=~
Libraries

A

Computer

@

MNetwork,

< | il

File name IC\asschBS Layout fw_Costs).plf

Files of type: Ianavera Layout File (*plf)

4. Rename the layout as necessary, and then click on the drop down arrow to specify the user or
users to whom the layout will be available, and then click on the Save button.

Import Layout A | 1. All Users: Specify All Users to save the layout in the
global pool to make it available for use by any user.

Layout Name
ICIassic WEBS Layout (w/Costs)

2. Another User: Specify Another User to save the layout in

Available to User a specific user pool to make it available only to the user.
Current User LI Iadmin Prirnavera Adm\rJ

All Users
Anather User Project 3. Current User: Specify Current User to save the layout in

Current User lﬁ . .
the current user pool to make it available only to the
user who created the layout.
= Help | B Save | @  Cancel v

4. Project: Specify Project to save the layout in a project
pool to make it available for use by any user with access
to the project.

5. Select the newly imported layout and click on Open to apply the layout or click on the Close (X)
button. (Note: The imported layout is placed under a user group specified during the import).

@ Resources - Budgeted Labor

& Resources - Budgeted Monlabor

@ Resources - Budgeted Total Units

@ Schedule Layout By Area

@ Standard Activity Status Anply
@ Timescale Logic View

& WES - Detailed Pert analysis Delete
@ Wark Load Analysis S
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SECTION lil

DEVELOPING A CPM SCHEDULE

1. Overview

2. Creating a New Project

3. Creating and Assigning Calendars

4. Developing a Work Breakdown Structure (WBS)
5. Adding Activities

6. Defining and Assigning Activity Codes

7. Adding Activity Relationships

8. Assigning Constraints

9. Scheduling a Project
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SECTION

Primavera P6 or an equivalent scheduling software application is required to prepare and maintain
CPM schedules for VDOT projects with a Category lll, IV, V, or Design-Build scheduling specifications.
Contractors may, at their discretion use Primavera P6 to prepare and maintain schedules for
Categories M, |, and Il projects. This section of the guide provides guidelines for developing a

Baseline CPM Schedule in Primavera P6 to comply with the VDOT scheduling specifications.

CREATING A NEW PROJECT

To begin developing a schedule in Primavera P6, users must first create a new project shell in the
database, in which the activities that make up the project will be added. A new project can be
created by using the copy/paste command to make a copy of an existing project or by using the New
Projects wizard. This guide provides guidelines for creating a project using the New Project wizard.

1. Creating a Project Using the New Projects Wizard — The following are guidelines for creating a
new project in the database using the New Project Wizard:

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

O Primavera P6 : (No current project)

N Edit tiew Project Enterprise Tools

Qpen...

1] Page Setup...
E Print Setup...
Print Preview
& Print...

& twpart...
6 Export...

CheckIn...
Check Qut...

@ Refresh Data

Exit
n

Chrl+0r

Chrl+P

Select Project Portfolio. ..

Fo

1C00012345C01_B01

12345C01

Bristol Dstrict
Example Project #
Salem District
Lynchburg District
Richmeond District

Admin Help
4 @ v @
Back Foragzl Home: Dir Help
= & =il ' ]
ects 0O A
Project Name 2 2012 ~ X
T (e [
Virginia Department... [EEEREE & o
ABC Contracting Inc. Feb12a v=——r -

1-Feb12 V——
1-Feb12 vV——

Feb 124 w7 1%
3| ¥

|Ncriebook |Budget Log | Spending Plan | Budget Summary |Fundlng ‘ u

EPS Mame

Portfolio: All Projects  [User: admin

Data Date: 01-Feb-12

Access Mode:
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2. From the Create a New Project dialog box, click on the Select EPS browse button Elto
select the Project EPS node under which the new project will be added. Then click on Next
to continue. (Note: The Create a New Project wizard guides the user through the steps for
defining the project properties. Depending on the user preference, the Create a New Project
wizard may be closed at any time by clicking on Finish. In which case, the user must then
complete the remaining project properties using the Project Details window, as necessary).

Create a New Project gl

BN Create a New Project

Select EPS

Select the Enterprize Project Structure level for the new project.

Select EP

”Example Project #1 J

@ Cancel Mext | B Finish

3. Enter the Project ID and Project Name. Then click on Next to continue.

Create a New Project gl

BNy Create a New Project

Project Name
Enter the Project ID and Project Mame.

The Project ID iz a short, unigue identifier for your project.

Project ID
| ]CDDD1 2345C01 _B01 I

Project Mame
[|Example Project #1 (Bazeline #01 DD 02/01/12) ]

o Cancel ‘ Prev Mext } E Finizh

Define the Project ID and Project Name as follows:

1. The Project ID must be unique and should be prefixed by the Contract ID as well as
indicate the type and number of the submission (e.g. C00012345C01_B01).

2. The Project Name should include a brief description of the project, submission type,
number, and data date (e.g. Example Project (Baseline #01, DD: 02/01/12).
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4. Specify the Planned Start and Must Finish By dates by clicking on the browse buttons EI

and selecting the appropriate dates. Then click on Next to continue. (Note: The planned start
date is the start date of the first activity on the schedule; typically, the NTP date. The Must
Finish By date is the finish date of the last activity; the Contract fixed completion date).

Create a New Project E|

&N Create a New Project

Project Start and End Dates

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

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

Planned Start Must Finish By
01-Feb-12 []] F31-0ct-12 ||
0 Cancel ‘ Prev est } E Finizh

5. Specify the Responsible Manager by clicking on the browse button I:land selecting the
name of the Project Manager (or Company) responsible for the project. Then click on Next

to continue.

Create a New Project g

&N Create a New Project

Responsible Manager

Identify the responsible manager.

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

Responzible Manager
}AEIC Contracting Inc. J

@ cancel 4 ey Mext | EB Finish
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6. Specify the assignment default rate type by clicking on the Rate Type drop-down button and
selecting the rate type Price/Unit. Then click on Next to continue.

Create a New Project Pg
Create a New Project
Assignment Rate Type

Specify the default Rete Type for new assignments

Rate Type
|Pncerr|ri ﬂ
0 Cancel ‘ Prev Meat } E Finish

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

Create a New Project E
Create a New Project
Project Architect

The Project Architect allowes you to creste a project plan from one or more methodologies in
Methodology Management. Would you like to run the Project Architect now?

" “es, runthe Project Architect.

(* Mo, do not run the Project Architect

0 Cancel ‘ Prev ot } E Finish

8. Click on Finish to complete creating the project. The project is now available to add activities
that make up the project. To modify project properties or to define project properties not
covered by the wizard, use the Project Details window.

Create a New Project El
Create a New Project

Congratulations

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

4  prev B Finish
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2. Defining Project Properties and Settings — When creating a new project in Primavera P6 certain
project properties and default settings must be defined. Click on Projects in the Directory bar to
open the Projects window, and then click on the Project Details tabs to view, add, or edit project
properties and information about the currently open project. (Note: To select which tabs are
displayed in the Project Details, right-click on a tab name, then click on Customize Project
Details, then select from the available tabs menu the project details tabs to be displayed).

1. General Tab: Click on the General tab to add/edit general information about the project.

Edit as necessary, the Project ID and Project Name.

mGeneral nDates |Defaun3 |Resources |Seﬂing3 |Calculati0ns |Eludget Summary |Notebook |

Project ID Project Mame

|CUDD1 2345C01_B

Status

|Example Project #1 - Baseline #01 (DD: 2MM2)

Responsible Manager

Rizk Level

Project Leveling Priority

| sctive

Check Out Status

| [ #EBC Contracting Inc. ol |3 - Medium

Checked Out By Date Checked Out

=] o D

|Checked In

Project Web Site URL

[] | |

B Launch...

1.

2.

Project ID: The Project ID must be unique for each schedule submission. Define the
Project ID using a standard naming convention consisting of the Contract ID number as a
prefix, a letter (B=Baseline, U=Update, SIA=Schedule Impact Analysis), and a number to
indicate  which  schedule is being submitted (e.g. C00012345C01_BO1,
C00012345C01_U01, C00012345C01_SIA01, etc.).

Project Name: Define the Project Name to provide a concise description of the project,
submission number, and current data date (e.g. I-95 Bridges Project - Baseline #01 DD:
2/01/12).

2. Dates Tab: Click on the Dates tab to add/edit the Planned Start and Must Finish By dates for

the project. Click on the browse EI buttons and select the appropriate dates.

General |[Dates IDefauns | Resources | Settings | Calculations | Budget Summary | Motebook |
Schedule Dates Anticipated Dates
Planned Start Must Finish By Articipated Start
ﬁ1 -Feh-12 51 -Oct-12
Data Date: Finizh Arnticipated Finizh
ﬁ1 Feh-12 04-Oct-12
Actual Start Actual Finish

1. Planned Start: For initial baseline schedule, the Planned Start date is the start date of
the earliest activity in the schedule; typically, the NTP date.

2. Must Finish By: The Must Finish By date is the Contract completion date.
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3. Defaults Tab: Click on the Defaults tab to add/edit the project default settings for adding
new activities. (Note: Default settings apply to new activities only. Activity properties can be

modified for each individual activity as necessary).

General |Dates [Defaults] Resources |Seﬂings |Calculations |Eludget SUmmary |Noteb00k |

Defaults for New Activities

Duration Type Fixer Duration & Units » Cost Accourt =] ]|
Percent Complete Type ’m Calendar @ Stanciard 5 Day Wiorkweek \J
Activity Type Task Dependerit -

Auto-numbering Defaults

Activity ID Prefix Activity ID Suffix Increment

1000 10

Define the project default settings as follows:

3.

Duration Type: Specify Fixed Duration & Units as the default duration type.

Percent Complete Type: VDOT recommends Physical as the default percent complete

type. However, the percent complete type may be defined as follows:

Specify Duration percent complete type when the percent complete of an activity is
based on the remaining duration rather than amount of work performed. (Note:
When Duration percent complete type is used, the percent complete and remaining
duration of an activity are linked. Therefore, changing the percent complete or
remaining duration will automatically affect the other).

Specify Physical percent complete type when the percent complete is defined by the
user based on amount of work performed rather than remaining duration. (Note:
When Physical percent complete type is used, the percent complete and remaining
duration of on-going activities must be individually specified based on amount of
work remaining).

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

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

Calendar: Specify a default Project calendar that will be assigned to new activities.
Specific calendars may be assigned to individual activities, as necessary.

Auto-numbering Defaults: Users may specify a user-defined Activity ID auto-numbering

system for new activities by defining the default Activity ID Prefix, Activity ID Suffix, and
Increment.
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4. Resources Tab: Click on the Resources tab to view/edit the project default settings for
resource assignments.

Ceneral | Dates | Defaults [Resources] Settings | Calculations | Budget Summaty | Motekook |

Progress Reporter Assignment Defaults
[ Resource can view activities from an inactive project Specify the defautt Rate Type for new
assignments
[” Resources can azsign themselves to activities
R Price / Unit ﬂ
[™ Primary resources can mark activities as completed;
[ Resources can mark assignments as completed [ Drive activity dstes by default

Resource Assignments

i Resources can edit activity assignment percent complete
{* Resources can edit activity sssignment remaining units [~ Resources can be sssigned to the same activity more than once

Define the Assignment Defaults and Resource Assignments settings as follows:

1. Specify the default Rate Type for new assignments as Price/Unit for use in cost-loading
or resource-loading.

2. Mark the Drive activity dates by default checkbox to allow the assigned resources dates
to be dependent on the activity dates and vice versa for new resource assignments.

3. Clear the Resource Assignments checkbox to prevent the same resource from being
assigned to an activity more than once.

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

General |Dates |Defauns |Resources||Seﬂings ICaIcuIaﬁons |Eludget SUmmary |Noteb00k |

Summarized Data Project Settings

- Character for separating code fields for the WBS tree .
Last Summarized On Fizcal year beging on the 1=t day of January -
05-Nov-12 Baseline for earned value calculations

Summarize to WBS Lewvel + Project haseling " User's primary baseling

2 -

-

Define Critical Activities

™ Total Float le== than or equal to Oh
™ High level rezource planning + Longest Path

Summarize project based on

% Detail activity rezource a=signments

Define the default settings as follows:

1. Project Settings: Specify Project baseline as the baseline for performing earned value
calculations.

2. Define Critical Activities: Specify Longest Path as the method for defining the project
critical activities.
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6. Calculations Tab: Click on the Calculations tab to view/edit the project default settings for
calculating cost and resource usage when updating a cost-loaded or resource-loaded
schedule.

General |Dates |Defauns |Resources |Seﬂings ICaIcuIaﬁons |Eludget Summary |Noteb00k |

Activities Resource Assignments
Default Price ! Unit for activities without vyhen updating Actual Units or Cost
. . $0.00h
resource of role Price f Units
™ Add Actual to Remaining
[ Activity percent complete based on activity steps (# Subtract Actual from At Completion
[v Link Budget and At Completion for not started activities I™ Recalculate Actual Units and Cost when duration % complete changes

™ Reset Original Duration and Units to Remaining [v Update units when costs change on resource assignments

{* Reset Remaining Duration and Units to Original
[v Link Actusl and &ctual This Period Units and Cost

Define the Calculations default settings as follows:
1. Activities: In the Activities section of the form:

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

2. Specify Reset Remaining Duration and Units to Original to reset the remaining
duration and units of an activity to their original values when an activity status is

changed to not started.

2. Resource Assignments: In the Resource Assignment section:

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

2. Set the Recalculate Actual Units and Cost when duration % complete changes
checkbox as follows:

i) For Design-Bid-Build projects, clear the checkbox to prevent the application
from automatically re-calculating the actual units and cost when the activity
duration % changes to allow the user to define the actual units and costs.

i) For Design-Build projects, mark the Recalculate Actual Units and Cost when
duration % complete changes checkbox to allow for Auto Compute Actuals.

3. Mark the Update units when costs changes on resource assignments checkbox to
allow the application to re-calculate the units based on the price/unit when the cost
is changed.

4. Mark the Link Actual and Actual This Period Units and Cost checkbox to allow the
application to automatically change the Period Actual Units and Costs when the
Actual Units and Costs are changed and vice versa.
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3. CREATING AND ASSIGNING CALENDARS

Each activity in a schedule is assigned a calendar, which is used by the application to calculate the
project schedule to determine when the activity can be performed. The start date/time and the
finish date/time of an activity are based on the available workdays and work hours defined in the
assigned calendar. The calendar assigned to the project when it is created is automatically assigned
to each new activity by default. However, additional calendars may be created as needed and
assigned to individual activities to reflect specific project requirements. For example, a standard 5-
day workweek calendar may be defined as the project default calendar and assigned to majority of
the activities, while a 7-day calendar or other special calendars may be created and assigned to
specific activities based on project-specific requirements. The following are guidelines for creating
and assigning calendars in Primavera P6.

1. Types of Calendars — In Primavera P6, there are three types of calendars global, resources, and
project:

© Calendars g|

Calendar Mame Default -

) 7-Day Workwesk
ﬁ Standard 2407 Workweek Schedule (non-labor)
) Standard 5 Day Workwesk

ﬁ Standard 5 Day Workweek wiBasic Holidays
ﬁ Standard 5 Day Workweek wi Basic Holidays-1
ﬁ Standard 5 Day Workweek wiBasic Holidays-2
ﬁ Standard 5 Day Workweek wiBasic Holidays-3
ﬁ Standard 5 Day Workweek wiBasic Holidays-4
ﬁ Standard Sday YWorkweek wiHolidays

) Standard 7-Day Workweek

A <tandard iiiasther Calenckar

" Global " Resource " Project

= Display: Global Calendars @ Cloze

dar (no P

an

Delete

O
bt
B Modify...
==

Used By...

v Help

B e e

1.

3.

Global: Global calendars are defined within the global calendar pool and are therefore
available for use on any project or resource within the database. When global calendars are
used, there is the possibility of contaminating or overwriting the global calendars in another
database with identical calendar names when the projects are exchanged as in the case with
contractor schedules created in the contractor’s database and imported into the VDOT
database. Hence, use of global calendars is not allowed for contractor submitted schedules
as required by specifications.

Resource: Resource calendars are defined within the global resource calendar pool for use
on resources only and can be used by any resource within the database. Resource calendars
are used to determine the availability of resources and timing of activities with resource
dependent activity types.

Project: Project calendars are defined within the project calendar pool and are only available
for use on the project in which they are created. (Note: Project-specific calendars are
required by specifications for contractor submitted schedules. Use of global calendars is not
allowed and will result in rejection of the schedule).
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2. Creating Calendars — The following are guidelines for creating calendars:

1. Click on Enterprise in the Menu bar, and then click on Calendars to open the Calendars

dialog box

O Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (00... [ [E](]

File Edit ‘iew

Project NE=Gei=-M Tools  Admin  Help

Pro. [E3 Projects & I
J < Enterprise Project Struckure, ., Farszr Home Dir. Help
2 Tracking
apd™ TE !
Projects 0 Froject Portfalios. ..
3 wLay & Resources O Add
Resources Project 2012 A
&7 Roles... iF - ¥ Delete
B oes... k&
Resource Codes... #
& |
Tracking P4 3 (5 Project Codes... tractil Copy
= B Activity Codes... ict —_—
&
WES = 4 User Defined Fields. .. kct # |/
i ot #1 - B of —
Activities q Resource Shifts.., f: ﬁ:: EE —
=3 iy "
Assignments < [F) Activity Step Templates. . "IC‘( 3
=l < i Cost Accounts... ~ ) < S
WWhs & Docs Funding Sources. ..
IE m Resource Curves...
External Applications. . ks |User: admin Data Date: 03-01-12

2. In the Calendars dialog box, specify Project, and then click on the Add button to open the
Select Calendar To Copy From dialog box.

© Calendars

X

™ Global " Rezource + Project
v Display: Project Calendars = Close
Calendar Name |
O Add
B Modify..
B usedBy..
Help
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3. In the Select Calendar To Copy From dialog box, select an appropriate global calendar from
which to copy. Then click on the Select (+) button to copy the selected global calendar into
the project calendar pool.

@ Select Calendar To Copy From

~ Display: Global Calendars

Search |

Calendar Mame

|E'Ff, Standard 5 D ek v sic Holidarys 1

ﬁ Standard Sday Workwesk wiHoliday s Mo IE‘
H7) Standard 7-Day wWiorkuvesk Mo
ﬁ Standard YWeather Calendar Mo
ﬁ, Std 5 Day § Hour Workwweek with Std Holidays Mo

2] 3

4. Select the newly added project calendar and rename, as appropriate.

© Calendars rz|
i Global " Resource * Project
v Digplay: Project Calencars = Close

Calendar Mame
ﬁ Standard 5-Day Calendar

0O Al
) Standard 5-Day Westher Calendar
EH Standard 5-Day Winter Calendar }( Delete
BN ar) )

B Modify..

B UsedBy..

5. Select the newly created calendar, and then click on the Modify button to view/edit the
calendar’s working hours, working days, and non-working days, as necessary.

© Calendars rz|
i Global " Resource * Project
v Digplay: Project Calencars = Close

Calendar Mame

O A

g |5ts
) Standard 5-Day Westher Calendar
) Standard 5-Day Winter Calendar > Delete

) 7-Day Calendsr (no holidays)

B Modify..

B UsedBy..

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 71



Virginia Department of Transportation
Construction Division

6. Click on the Inherit holidays and exceptions from Global Calendar drop down list, and then
select <None> to detach the selected project calendar from the global calendar from which
it was created.

Project Calendar: Standard 5-Day Calendar r$__<|

™ Total wark hoursSday

< August 2013 > Work hours o Ok
:00-:20  :30-:60
han Tue Wed Thr 0 Cancel
t P Help
3 & T =] 9
% Wiork
12 13 14 15 16
x Momwork
Elzo 21 22 23
26 27 28 29 30
B wiorkweek...

Standard |:| Monwork . Exception D B2 Time Periods

Inherit holidsys and exceptions from Global Calendar:

U<None> LJ

7. Click on the Total work hours/day radio button, and then click on the Workweek button to
view/edit the Standard work hours for each day for the selected calendar. Then click on OK
to accept the changes and close the dialog box. (Note: Unless it is necessary to schedule by
the hour, all project calendars should be defined based on the same Standard work hours for
each day (typically 8 hours), regardless of number of work hours/day planned).

& Total work hoursiday (" Detailed work hoursidary

< | August 2013 > Workhowsiday | v
Mon | Tue | Wed | Thr Fri H- | ]8'0 v @ cancel
| | I Help
Calendar Weekly Hours
= : % Wiork
Standard work hours | o DIk
x Monwwark
Mon  Tue  wved  Thr Fri Sat Sun @ Cancel
Bl ]8 ]8 5 18 io o : >
Help

B2 wiorkweek...

Standard [ | Monwork  [O]  Excsption ] E Time Petiods

Inherit holidays and exceptions from Global Calendar:

=hlones= -
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8. Click on the Detailed work hours/day radio button, and then click on the Workweek button
to view/edit the standard work hours for each day. Select each day of the week to view/edit
the work hours for the day, as necessary. Then click on OK to accept the changes and close
the dialog box. (Note: Each day of the week should start and finish at the same times for a
standard 8 hour work day, if the Time Period Hours/Day for each day is set to 8 hours).

€ Total work hours/day

(+ Detailed work hoursiday

Standard work hours
Man Tue § | J 2k
i Day of the Week Work hours @ Ccancel
:00-:30 :30-:60
s —=
E eo— | —
i ——
8 — — IO
Ezo ?n X Morswark |
1" o
1z
26 27 :3
=
==
;——
Stancarc |: £

o Calendar Weekly Hours v oK

0 Cancel
Help

% Wiork
x Monwwark

b

B2 wiorkweek...

2 Time Petiods

=hlones= -

Inherit holidays and exceptions from Global Calendar:

9. Click on the Time Periods button to view/edit the default number of hours per time period
for converting activity duration and resource units, as necessary. Then click on OK to accept
log box.

the changes and close the dia

Hours per Time Period

| Specify the number of work hours for each time peri

‘Work hours
00-:20  :20-60
j —

od.

HourzDa Hoursttieek  Hourshdonth  Hoursfyear
a0 400 1720 2000.0

Cancel

Standard |:| Morwwark . Exception

| Inherit holidays and exceptions from Global Calendar:

=hone= hd

o Ok
o Cancel
@ Help

% ok

X Momwork

B workwesk...

|

|E Time Periods I
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10. To modify a calendar to change a non-work day(s) to work day(s) or vice versa, select the
date(s), and then click on the Work button or Nonwork button, as applicable. To make the
selected date(s) normal work day(s), click on the Standard button. Then click on OK to apply
the changes and close the calendar. (Tip: Use the “shift” or “ctrl” key to select multiple dates
at once).

Project Calendar: Standard 5-Day Calendar

X

" Tatal work hoursiday ' Detailed wark hoursiday
B3 September 2013 = Work hours v ok
0030 30-60
Mon | Tue | Wed | Thr Fti - - @ Concel
T Hep

CECEEEEE

B wiork

> Monwork

BB

) Standard

30
B2 wiorkwesk...

Standard I:‘ Moravork . Exception I:‘ B2 Time Petiods

Inherit holidays and exceptions from Global Calendsr:

=Mones= -

11. To display the calendar for the previous month, click on the “<” button. To display the
calendar for next month, click on the “>” button.

Project Calendar: Standard 5-Day Calendar &|

™ Total work hoursiday % Detailed work hoursiday

‘Wark hours 4 Ok
00-:30  :30-:60
0 Cancel

Help

[ < I September 2013

hdon Tue Wied Thr Fri

PR

% Wiark

x Monwork
16 17 18 19 20

30

} Standard

(L] E—  —
(1} —  —
(=] —  —
(] —  —
(Y — | E—
(] —  —
[ —  —
(Ll —  —
(1] —  —
[ —  —
b2l — —
1N — | —
E=) — | —
) — —

2 wiorkweek. ..

Standard I:‘ Morswork . Exception I:‘ B2 Time Periods

Inherit holidays and exceptions from Global Calendar:

=hlones= -
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12. To change the display from a monthly calendar to a yearly calendar or vice versa, click on
the month/year tab. To display the calendar for the previous year, click on the “<” button.
To display the calendar for next year, click on the “>” button.

Project Calendar: Standard 5-Day Calendar rz|

™ Total work hoursiday % Detailed work hoursiday

[ < I 2013 I = ] ‘Wark hours 4 Ok

:00-:30  :30-:60
0 Cancel

Help

Jan Feb Mar

R

=

7|

% Wiark

(1Y S  — F Morwork

e fug S s |
T P Standard

2 wiorkweek. ..

Standard I:‘ Morswork . Exception I:‘ B2 Time Periods

Inherit holidays and exceptions from Global Calendar:

=hlones= -

3. Assigning a Calendar — When an activity is added to a project, the default calendar defined
when the project was created is automatically assigned to the new activity. The following are
guidelines for assigning a different calendar, if necessary:

1. In the Activities window, select an Activity to which a specific calendar will be assigned.
Then click on the General tab in the Activity Details form, and then click on the Activity

Calendar II' browse button to open the Select Activity Calendar window.

—
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterprise Tools Admin Help

oA &
‘ ACtIVItIeS i Back Fonward, Home
i ER HE-F DELERLs FOHE TH REe ®3
_F’V’UJ;CI_S w Layout: Classic WBS Layout Filter: All Activities i}
R Activity 1D Activity Name Calendar|C » February 2014 | . %
R B)| EALE )
& = | —— &
E;
Reports Receive NTP I Receive NTP
Mabilization Standard 5-Day Calendar I
[ TracKingi A1020 | Construction Survey Standard 5-Day Calendar — )
LF] A1030  Clearing and Grubbing Standard 5-Day Calendar &
WES A1040  Regular Excavation Sta 100+50 to 400425 Standard 5-Day Calendar aé
~ AI0S0 | Install BO" Drainage 5-1 to 52 Standard 5-Day Calendar| ¥ | ~ =
Activities ||| | « |11/ » < [ »
7 =
General]Status |Hesnur:es | Relationships | Codes ‘ MNotehook | Staps | Feedhack | WPs & Docs ‘ Expenses ‘ Summary ‘ =
: Activity |A1 0oo \Recewe MNTP Project \0000123450017801 =
B B Activity Type Duration Type % Complete Type ﬁtw\ty Calendar
;‘:E}{penses Task Dependent ﬂ |F\xed Duration & Units j |Phy5\cal jl@ Standard 5-Day Calendar JJ
A

Portfalio: All Projects |User: admin |Data Date: 02-03-14 | Access Mode: Shared  |Baseline: Curr
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2. In the Select Activity Calendar dialog box, click on the Display bar, and then click on Project
Calendars to display list of available project calendars.

Custom View... 4

* Expand All Ctrl+Mum +

= Collapse All  Cal+Mum -
{5 7-Day Workweek
(5 Standard 5 Day Workweek
{8 Standard 5 Day Waorkweek w/' Basic Holidays
dH Standard 5 Day Workweek w/ Basic Holidays-1
{5 Standard & Day Workweek wiHolidays

tandard 7-Day Waorkweek

3. Select a calendar from the project calendar list, and then click on the Select (+) button to
assign the calendar to the selected activity.

~ Display: Project Calendars

Search I

Calendar Mame

B3 Standard 5-Day Winter Calendar

4. To copy an assigned calendar to other activities in the Activity Table, click on the Calendar
cell of the activity from which to copy, then select the activities to which the new calendar
will be assigned using the “Shift” or “Ctrl” keys as applicable, then right-click, and then click
on Fill Down.

0450 to 400425

Renumibrer Actvty IDs
Expart to Exced

50 1o 700405
7 g b 504 8 Asugn
« i Link Activities
B Cotummns...
) Table Font and Row...

Gororal | Status ionships | Codos | [ Stops | Frodback [WPs & Dacs
< Acthity [ [

; T Filters..
Actraly Type Duration Type 5% Complete Type Activty I Group and Sart

I =] =1l =R AL

- = Collapse All - Corl+Bum -
Portfolo: All Projects |User, admin Data Date; 02-03-14  Acce ™ Collapse To-
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4. DEVELOPING A WORK BREAKDOWN STRUCTURE (WBS)

A WBS is a hierarchical breakdown of the project into logical and manageable work packages. The
project WBS provides a structured framework with which to develop and organize the project
schedule for effective use. The following are guidelines for creating a WBS in Primavera P6.

1. Click on the WBS button in the Directory Bar to open the WBS window. (Note: A project must be
open in order to create or modify the WBS).

© Primavera P6 : C00012345C01_B1 (Example Project (Contract # C00012345€01 Baseline #1)) CE&X
File Edit Wiew Project Enterprise Tools  Admin  Help
i 4 P @
Projects o
SR BBEAE = FHE TE RK
Projects
8 . Layout: Projects 0
Resources Project ID Project hMame Ti February 2012 ~ b
Acifpo Tos [13 [20 [i5) o
" —_—
RE"S =4+ ABC ABC Contracting Inc. (Exam...
= " ey
Tracking +» D_01 Bristol District —
o o D_02 Salem District
WES «» D_03 Lynchburg District
i - D_04 Richmond District —_—
jvities
= = <p CO0012345C01 Example Project (Contract No. C0001... _—
assignments | (IS B1 | Exam o 2
B <
WPz & Docs:
| General ‘Ncrtebnnk ‘P\anmng Resources | Budget Log | Spending Plan | Budget Summary |Dates ‘Funmng ‘Cndes [I‘E
Expsnses
'E' Project ID Project Mame
Threshalds |cnont 2z4scor B [Excample Project (Contract # COND1 2345001 Baseline #1)
=Y
lesUes Status Respansible Manager Risk Level Project Leveling Priorty
21 [active x| [B Erterprise RENTT | [0 B
Rizks
Portfolio: All Frojects  [Ussr: ABC  [Data Date: 0-Feb-12 Access Mode: Shared  [Ba

2. In the Work Breakdown Structure window, select the parent node under which a new WBS
element will be added, and then click on the Add button in the Command Bar to add a new child
WBS element. (Note: By default, the Project is the root node of the WBS).

© Primavera P6 : C00012345C01_B1 (Example Project (Contract # C00012345C01 Baseline #1))

File Edit Wiew Project Enterprise Tools  Admin Help
4 o P 2
Work Breakdown Structure .. o e
8 RBEE £ ot ® g
Proiscts
3 ~ Layout WES [} Add
Resources WBS Code WHS Mame February 2012
> Delete
0 [08 [ 13 |20 |27
Reports =4 CO0012345C01_B1 Example Project [Contract # COOC... —_— E cut
i o
Tracking Copy
—
]
WBS
Activities
Assignmerts < 11 [£3 S
B
WPz & Docs:
T General ‘Ncrtebook |Planning Resources |Budget Log | Spending Plan | Budoet Summary |WBS Milestones ‘ E‘Il
Expenses General Anticipated Dates
-
i WHS Code WWBS Name Articipated Start
Thresholds ‘1 ‘(NBWVVEISJ ‘ J
i =
lssues Status Responsible Manager Articipated Finish
31 | ctive | |8 Enterprise =] .
Risks
I Portfolio; Al Projects | User: ABC Data Date: 01-Feb-12 Access Mode: Shared Baseline: Current
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In the General tab, define a unique WBS Code and WBS Name for each added WBS element.

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

File Edit Wiew Project Enterprise Tools  Admin  Help
4 &
Work Breakdown Structure .
g B EH&E F | ] g
Projects
8 s Layout WHS
Resources WBS Codle WBS Name February 2012
0 Jos 13 [20 [ 27
Reports =29 Co00M2345C01_B1 Example Project [Contract # CODO... —
3.0 COonl ent
Tracking
]
WHS
Activities
=
Assignments ¢ 1| 3 5
B
WPz & Docs:
5 General INU(E!JUDk ‘P\anmng Resources |El\.|dge'l Log | Spending Plan | Budget Summary |WEIS Milestones ‘ |
Expenses General Anticipated Dates
i 'Tq . WBS Code WBS Mame Anticipated Start
reshaolds
ol 1 Project Management ‘ J
Issues Stetus Respansible Manager Anticipated Finish
El| [mctive ~| [ 4BC Contracting Inc ] ‘ B
Rizks

Portfolio: Al Projects  User: ABC

Data Date: 01-Feb-12 Access Mode: Shared

¥ )
Dir Helg
O Adiel
F Delete
& cut
Copy

Baseline: Current

4. Repeat steps 2 and 3 above, as often as necessary to breakdown the project into manageable
and measurable work packages. The arrow buttons in the Command Bar can be used to move
the WBS elements within the hierarchy, as needed. The up and down arrow buttons can be used
to move WBS elements upward or downward vertically. The left arrow can be used to promote
(decrease indent level) of the selected WBS element. And the right arrow can be used to
demote (increase indent level) the selected WBS element, as needed.

O Primavera P6 : C00012345C01_B01 (Example Project - Baseline #1 DD: 2/1/12)
File Edit Yiew Project Enterprise Tools Admin Help

iG]
Work Breakdown Structure alk e 2 = H.m
=] R E&A F ® ]
Projects
3 » Layout:Project Status 0O Al
RESUEI:I’EES x —_—
Reparts =129 CO00M2345C01_Bo Ewarnple Project - Baseline #1 DD: 24112 - 4 cut
= iy C00012345C01_B01.1 Project Management & dmin -
Tracking Iy CODO1Z345001_B011.1 Project Milestones 11| Copy
[ =1y CODOZ346C01_BO11.2 Administrative Tasks 11-F
e By CODDT2345C07_BO.1.2.1 -
LT O B01.1.2.2 s ;
e 8y CODDT2345C01_BOT.1.2.3 Natifications ] @
T B CO0012345C01_B01.2 ROW Acquisitions
PR By CO0D12345001_B01.3 Design
T By CO0012345C01_BO1.4 Procurement 11-F|
WPs & Docs By CO0012345C01_BO1.S Utility Relocation/sdjustments -
- iy C00012345C01_BO1.6 Canstruction -
Exp@ses [y 0O Z345C01_BO1 6.1 Start-up Construction 11-F|
[ [y CODO2346C01_BO1E 2 MOT 11-F
et - By COD02345C01_BO1 6.3 Phase 1 1A
1 = Mg C00012345C01_BO1.6.31 Bridge BEO1 11-F|
a < 3| 42
lssues
+0
Risks General |N\:nebuuk |Budge1 Log |Spenulng Plan | Budget Summary | WBS hilestones |WFS & Docs | E\I‘
General Anticipated Dates
WHS Code WS MName Articipated Start
[2 [Submittals [ |
Status Responsible Manager Articipsted Finish
| active | B aBC Contracting ne. |

Fortfolio: Al Projects | User: admin

Data Date: 01-Feb-12

Access Mode: Shared

Baseline: Cu
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5. ADDING ACTIVITIES

Depending on the User Preference settings, activities can be added using the New Activities wizard.

Once a user becomes more familiar with the application, the New Activity wizard may be disabled
and the activity properties can then be defined using the Activity Details form or Activity Table
columns. The following are guidelines for adding activities in Primavera P6 using the New Activity

wizard.

1. In the Activities window, select the WBS node under which a new activity will be added, then
click on the Add button in the Command bar to launch the New Activity wizard that will allow

the user to enter/edit the activity properties for the new activity.

WHS
By CODD12345C01_B1.12 Administ .

Portfolios All Projects  User: ABC Data Date: 01-Feb-12 Access Mode: Shared  |Baseline: Currert Pro

[Task Dependert | [Fixed Duration &

Re

[2]

I~ Do not show this wizard agin.

@ cancel

it 4 +* @
Activities Dk e fome  or.  Hep
ER ABE-% DELBRBRos FOHE TE K% RFE
Projects
3  Layout: Classic WES Layout Fiter: All Activities ] add
Resouces || Activity D Activity Neme Origir ~ 2012 ~
o Durath — | ['Feh [ Mar | mpr [ May [dn [ ol [ & - X Delete
Rep'm = Example Project (Contract No. CO... F O1-Feb-12, Example Project [Contract No. COO0 22
cut
- Project Management F O1-Feb-12, Project Management
Tracking Project Milestones Copy
[} = Administrath New Activity.
WES || PM1000
Permits New Activity
Activilies i
Submittals Review Activity Name
eSO ROW Acquisitions Erter an Activity ID and Activity Name. The Activity 1D uniguely identifiss the activity
El Design
M Procurement
ey @ . Utility Relocation/Adjustment
mﬁ_ + Conetructian
o & |
Thresholds =
] Geners! | Status | Resources [Refationships | | ctiviy D
15 -
s 2 mativity [prriooo o Actvty | | 1T
R‘:S Acivity Neme
Activity Type Durstion Type b Arctivity

pext P | B Finish

2. In the New Activity dialog box, edit the Activity ID and Activity Name as needed, and then click

on Next.

New Activity

New Activity
Activity Name

Activity 1D

1000

Activity Mame:

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

lRecieve Motice to Proceed|

[ Do not show this wizard again.

0 Cancel

pet P | EH  Finish

X
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Note: The New Activity wizard guides
the user through the process of
defining necessary Activity properties
and information when adding new
activities. Users may disable the New
Activity wizard by checking the “Do
not show this wizard again” box. In
which case, the Activity properties and
information must then be entered in
the Activity Details form. See User
Preferences for guidelines on turning
on/off the New Activity Wizard.
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3. Click on the browse button Elto verify/select a WBS node under which the Activity will be
added, then click on Next.

New Activity X

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

The Y"WBS is & hierarchical arrangement of the products and services produced by a project.
Project management responsibilities are assigned via the WHBS.

WHS

[ﬁ 00012345001 _B1.1 2 Administrative TaskJJ

™ Do naot shov this wizard agsin.

o Cancel ‘ Prev E Finizh

4. Click on the drop down button to select an Activity Type for the selected activity, if the default
Activity Type is inappropriate, and then click on Next.

New Activity X

BN New Activity

Activity Type

Choose an Activity Type for this activity.

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

Activity Type

Task Dependernt hd

Finizh Milestone

[~ |Lewvel of Effort
Resource Dependert
A Start Milestone

The following are guidelines for specifying Activity Types:

1. WABS Summary: A WBS Summary activity type can be used for a summary-level activity that
represents the overall timing and duration of all activities under a WBS node. The start date
of a WBS summary activity is based on the start date of the earliest activity within the WBS
group and its finish date is based on the finish date of the latest activity. Unlike “Level of
Effort” activities, WBS Summary activities do not require logic.
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2. Start Milestone: A Start Milestone activity type can be used for milestone activities that
mark the start date of a major portion of the Work such as a phase or stage. A Start
Milestone activity has a start date, but not a finish date because its duration is zero.

3. Finish Milestone: A Finish Milestone activity type can be used for milestone activities that
mark the finish date of a major portion of the Work such as a phase or stage. A Finish
Milestone activity has a finish date, but not a start date because its duration is zero.

4. Task Dependent: A Task Dependent activity type can be used for activities whose start and
finish dates are dependent on network logic and the calendar assigned to the activities
rather than the calendar of their assigned resources. Task Dependent is the default Activity
Type and should be used for most activities.

5. Level of Effort: A Level of Effort (LOE) activity type can be used for on-going tasks that
typically span an indefinite time period, whose start dates are dependent on their
predecessors and finish dates are dependent on their successors. LOE activities may be used
for certain administrative or project management tasks that typically span indefinite time
periods such as MOT, project surveying, and maintenance of erosion control systems, etc.

6. Resource Dependent: A Resource Dependent activity type can be used for activities whose
assigned resources are dependent on the resources calendars rather than the activity’s
calendar. Therefore, the activity durations and dates are dependent on the calendar and
availability of the driving resources. Such activities are scheduled to be performed when
their assigned resources are available.

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

New Activity X

BN New Activity

Assign Resources

Azsign one or more resources to this activity.

Resource ID Resource Mame

Eﬁ Assign

[ Do not show this wizard again.

@ cancel 4 prev B2 Finish
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6. In the Duration Type dialog box, click on the Duration Type drop down button, then select Fixed

Duration & Units, and then click on Next.

New Activity
Duration Type

Choose a Duration Type for this activity

Fixed Duration and Units/Time activities wil take the same amount of time no matter what
resources are assigned to it. Fixed Units activities require & fixed amourt of work and will be
finished taster it more resources are assigned. Fixed UnitsiTime sctivities have resources with
fixed productivity output per time period. Fixed Duration and Units activities indicate that nether

the activity's duration nor units will change regardless of the number of resources assigned to the
activity

Duration Type

Fiz:ed Duration & Units =

its:
[~ |Fixed Duration and Units/Time
Fixed Units
{Fixed Units/Time

‘ Prev Mext } E Finish

7. In the Activity Units and Duration dialog box, enter the Activity Duration (number of workdays

required to complete the activity), then click on Next.

New Activity X
New Activity

Activity Units and Duration

Estimate the duration and total work etfort to be performed on this activity

Labor Units and Monkabor Units are the number of Ishor and nonlabor units needed to comalete the
activity. Duration is the amount of working time # will take to complete the activity

Lahor Units onlabor Units Duration
T N s

[~ Do not show this wizard again.

O Cancel ‘ Prev I Mext }I E Finish

8. Inthe Dependent Activities dialog box, specify No, continue, and then click on Next. Predecessor

and successor relationships will be defined later.

New Activity =3
New Activity

Dependent Activities

wiould you like to assign predecessor snd successor activities?

 Yes, ['would like to configure relationships now

[ Do not showe this wizard again.

@ cancel 4 prev Hext }I B4 Finish

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction)

Page 82



Virginia Department of Transportation
Construction Division

9. In the More Details dialog box, specify No, thanks, and then click on Next. Remaining required
properties will be defined later.

New Activity 53

N New Activity

More Details

viyiould you like to configure more activity details?
Each activity can be assigned:
- Project Expenzes

- Activity Codes
- Work Products and Documents

" Yes, continue configuring activity information.

% Mo, thanks |

[ Do naot show this wizard again.

0 Cancel ‘ Prev E Finizh

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

New Activity 3

New Activity

Congratulations

You have successfully added a newe activity. You may update information for this activity at any
time from the Activity Grid.

[ Do naot show this wizard again.

0 Cancel ‘ Prev
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6. DEFINING AND ASSIGNING ACTIVITY CODES

Activity code is an activity property that can be used to filter, group, or organize activities by
category for the purposes of creating layouts and reports or analyzing schedules. The following are
guidelines for defining and assigning activity codes in Primavera P6.

1. Defining Activity Codes — Before assigning activity codes to activities, an Activity Codes
dictionary must first be defined. The following are guidelines for defining activity codes:

1. Click on Enterprise in the Menu bar, and then click on Activity Codes to open the Activity
Codes dialog box.
© Primavera P6 : C00012345C01_B1 (Example Project (Contract No. C00012345C01 Baseline #1))
File Edit View Project (SENSIEEE Tools  Admin  Help
P ; 3 Projects 4 & T
ro < Enterprise Project Structure, .. Back Fatavard Home Dir. Help
& Tracki
gR I TE &2
e ’ Project Portfolios. ..
] wLay & Resources 0O Al
Resources Project | @4 pojec,,, F & x
Delete
B oEs... :
Reports cut
&, Resource Codes. . LS
Tracking + <) @ Copy
<1
V\IES A User Defined Fields. ..
= dﬁ Calendars...
- Actiite-g Resource Shifts, ., q
= = Project (Contract No. C00012345C01)
Assignments | [} [F) activity Step Templates.., iect [Contract Mo, COD012345C01 Baseline #1) v
= < Cost Accounts. .. > <>
WP= & Docs Funding Sources. ..
= Genera il Resource Curves... Log |Sp5nding Flan |Budge¢ Summary |Dates |Funding EZ‘
Experses External Applications. ..
.E. Project ID Project MName
Thresholds ‘CDUDﬂ 2345001 _B1 Example Project (Contract No. CO0012345C01 Baseline #1)
|
lzsues
Portfolio: All Projects  |User: ABC Data Date: 01-Feb-12 Access Made:! Shared Baseline: Cu
2. In the Activity Codes dialog box, specify Project to add/edit project-level activity codes, and

then click on Modify to open the Activity Code Definitions — Projects dialog box.

© Activity Codes E|
Select Activity Code
| =l
i Display: gl Cloze
Code Yalue |Descript\on |
Help

Global: Global activity codes are created at
the global level and are available for use on
any activity within the database. (Note: Use
of Global or EPS Activity Codes is not
allowed and will result in rejection of the
schedule).

EPS: EPS activity codes are created at the
EPS level and are available for use on any
activity within the EPS node.

Project: Project activity codes are created
at the project level and are only available
for use on activities in the project for which
they are created.
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3. In the Activity Code Definitions dialog box, click on the Add button to add a New Activity
Code category, and then re-name to define the activity code category. Define the following
activity codes, as applicable: Responsibility, Phase, Stage, Feature of Work, Area, Location,
Work Type, Crew, Contract Modification, etc. Once the activity codes have been added and
defined, click on the Close button to close the Activity Definitions window. (Note: After
Activity Codes have been created, Code Values must then be defined for each Activity Code).

© Activity Code Definitions - Project

o Digplay: Activity Codes
Activity Code

@ Close

B Responsibilty

. Phasze

. Stage

L Ares

3. Locstion

& Feature of Work

B Major Wiork Type

& Cortract Modifications

B Crew
(Mews Activity Code)

Activity Code Mame

(| A
= Delete

- Shift up

b
< Make EPS

Iax Length

([erter sxctivity Codle)

] |? - Helpp

4. In the Activity Codes dialog box, click on the drop down button, then select from the list of
available activity codes, an activity code to which activity code values will be defined. Then
click on the Add button as often as necessary to add new code values for the selected
activity code. Define for each code value, the Code Value and Description, as applicable.

© Activity Codes PZ|

" Global " EPS f* Project

Select Activity Code

N

[c0001234sco1 B - Area j B Modify...
~ Dizplay: Area @ Cloze

Code Yalue |Descrip1ion |
0 Mon-Area Specific O add

= 1
= 2

Area 1 (Define limitz of Lres 1)
Area 2 (Define limitz of &rea 2) }( Delete

Areg 3 (Defing limits of Area 31
Il =y

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction)

Page 85



Virginia Department of Transportation
Construction Division
2. Assigning Activity Codes — One or more activity codes can be assigned to an activity or to
multiple activities at once. The following are guidelines for assigning activity codes:

1. Assigning Activity Codes to an Activity: Activity codes can be assigned to an activity as
follows:

1. In the Activities window, select an activity to which activity codes will be assigned. Then

click on the Codes tab in the Activity Details, and then click on the button
or click on the Activity Codes button on the Command bar to open the Assign Activity
Codes dialog box.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterprise Tools Admin Help

ctivities

4

B Faiipar)

O ek BE-¥ CEmEhuis FHE vH ME* RAQ @

1 w Layout: Classic WBS Layout (w/Costs) |Filter All Activities ‘ ] Add

E Activity 1D Activity Name Budgeted|  Actual Total Rema » 2014 -

~ B = VPR

(All= Example Project #1 - Baseline #01 (D | ' b2.614.8

A1000 | Receive NTP e NTP & Cut

== Mohilization e Mohilizatior

= SIED Canafrurtinn Rune wnan kPRAT T B Constructior ™ Copy

=] | b [l r

- [ =8 Paste

= General ‘ Status | Resources | Relationships lCUdes INUIebUUk ‘ Steps ‘ Feedback ‘WF‘S & Docs | Expenses ‘ Summary |

E =

il ZI Activity [A1010 [Mabilization Project [CO0012345C01_B01 8 Resources ‘

Activity Code ‘Cnde Walue |Descr\ptinn ‘ 8 Rerc by Rols
&‘ Roles
B Activity Codes

l E@  Assign l 5 Remove | = Predecessors

| [Portfolio: All Praject [User: admir |[Data Date: 03-Feb-14 [Access Mode: Share[Baseline: Current Project |

2. Inthe Assign Activity Codes dialog box, specify Project, then select the applicable activity
code value(s), and then click on the Assign button to assign the selected code(s) to

the selected activity, and then click on the Close [E] button. (Note: To assign multiple
Activity Codes, use the “Shift” or “Ctrl” key on your keyboard, as appropriate).

Assign Activity Code:
" Global " EPS | @ Project |

~ Display: Current Project's Yalues

Search I

Code Value - | Description
= PS/Proje 000 4 ! = ample Proje

s

] 2

== Activity Code: Major Work Type

@ &

=1 PhdfAdministration

=2 Design

=3 Right-of-Wy'ay

=4 Utility

5 Procurement

B Pre-construction ol
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2. Assigning Activity Codes to Multiple Activities: An activity code or multiple activity codes
can be assigned to multiple activities at once as follows:

1. In the Activities window, select the activities to which activity code(s) will be assigned.
Then click on the Activity Codes button on the Command bar to open the Assign Activity
Codes dialog box. (Note: To select multiple activities, use the “Shift” or “Ctrl” key on your
keyboard, as appropriate).

[Z] Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/3/14)) [

File Edit View Project Enterprise Tools Admin Help

Mvities -
em BE-¥Y CELBRbe FAE TE L |8
w Layout: Classic YWBS Layout |Fi\ter All Activities | I Add

Activity ID Activity Name | February 2014 |  March 2014 P
Ua|1U\17|24|Us\m|17|24\@ x Delete |

v

BRI Fanil

=
B

=

=
A1000  Receive NTP Receive NTP % Cut
A1010  Maobilization e vobilization

A1020 | Construction Survey 10 mmmm Construction Sure Copy

A1030  Clearing and Grubbi 30 —
A0S0 |Reg on Sta 100450 to 400425 | | ® Paste
A1050 20
A10R0 10 & Resources
A1070 {eg 7 5 40 | -

= -I & Rsrc by Role
<[] » < [in] r
General ‘ Status | Resources | Relationships ICndes antehnnk ‘ Steps ‘ Feedback ‘WF’S & Docs | Expenses ‘ Summary & Roles |
zl Activity I I Project I | = Activity Codes I
Activity Code |Cnde Walue |Descriptmn |

& Predecessors

= Successors

[Portfolio: All Project User. admir |[Data Date: 03-Feb-14 [Access Mode: Share[Baseline: Current Project P

2. In the Assign Activity Codes dialog box, specify Project, then select the applicable
activity code value(s), and then click on the Assign button to assign the selected

code(s) to the selected activities, and then click on the Close [E] button to close the
Assign Activity Codes dialog box.

 Global  EPS lﬁ Project I

~ Digplay: Current Project's Values

Search

| Code Value

== Activity Code: Area
= oAD MNon-Specific Area
=oAL Areal
moAZ Arga g
oA Area d

- = Activity Code: Major Work Type
= PhdiAdministration
=2 Design
=3 Right-of-vay
&4 Utility
=5 Procurement
=6 Pre-construction
=7 General Construction
Ta O Ert <

Drainage
Structures/Bridge Work
Agogregate Base
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7. ADDING ACTIVITY RELATIONSHIPS

Critical Path Method (CPM) schedules require activity relationships to establish the network logic
with which the project schedule is calculated and the project critical path is defined. The network
logic defines the inter-relationships between the activities and the order in which the activities must
be performed. Based on user preference, activity relationships can be created in the Activity Details
form, Gantt Chart view, or Activity Network view; or by using the right-click function in the Activity

Table. The following are guidelines for creating relationships using the Activity Details form.

1. In the Activities window, click on the Relationships tab in the Activity Details form to open the
Predecessors and Successors forms. Then select an activity to which relationships will be added.

© Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/1/12))

File Edt View Project Enterprise Took Admin Help
e TapE e
ACtIVItIes Back Eotvar Haome Dir Help
p—
ek BE-5 DELEBRbos FHE TE @&® R
(B 1| Layout Classic WES Layout Fiter: &1l Activties 0 acd
Y activity o Activity Name || February2m2 | March 2012 ~
[[30 o8 [13 [ 20 [2r Jos [12 [18 [ 26 [0z | b d Delete
Example Project #1 - Baseline #(
=l° £ L - b o
- Example Project #1 - Baseline #0
— 41000 | Receive Notice o Proceed I Receive Notice to Procesd Copy
l G zation I 1 obilization
E] A1020 truction Survey I Construction Sureey
L=
= A1030 | Clearing and Grubbing |
A £1040 | Regular Excavation Sta 100+50to 4 L[ 8 Resturces
i
m < > < > &F Rsrchy Role
General | Steius | Resaurces | Relstionstips | Codes | Notehook | Steps [ Feedback [WPs & Docs [Expenses | [A0M @4 Roles

S Aty [21010 mobitzetion

Predecessors SuCCessars

Activity I | Activity Name Rel.. Activity I

— |A1000 Receive MNotice to Proces

< b4 <
B remeve | & corm

Porttolio: Al Projects  Lser admin Data Date: 02-01-12

Project |CEIEIIJ‘1 2345C01_B01

Ancess Mode: Shared Bazel

B Activity Codes

& Predecessors

B Successors

o Steps

2. To assign a predecessor relationship, click on the Predecessors button in the Command bar or

the Assign button in the Predecessors form to open the Assign Predecessors dialog

box from which to select and assign predecessor activities to the selected activity.

In the Assign Predecessors window,
select the predecessor activities, and

then click on the Assign button
to assign the predecessor

To select multiple predecessor
activities, use the “Ctrl” or “Shift”
keys on your keyboard accordingly.

1.
== | Assign Predecessors
= Display: &l Activities
Search |
Activity IO Activity Mame M @
= 4 Virginia Department of Transportation
- 2» ABC Contracting Inc. relationships.
- <} Bristol District
= 4+ Example Project #1 2
= = Example Project #1 - Baseline #01 (DD: 21MM2) .
Al000 Feceive Matice to Proceed
Al010 Mobilization
Al020 Construction Survey
.. 0 Clearing and Grubking
A1040 Fegular Excavation Sta 100+5 2
- s - o 3.
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3. To assign a successor relationship, click on the Successors button in the Command bar or the

Assign button in the Successors form to open the Assign Successors window from

which to select/assign successor activities to the selected activity.

1. In the Assign Successors window,
select the successor activities, and

then click on the Assign button

= Assign Successors

= Display: All Activities

Search |

ot et e 2= to assign the successor relationships.
= 4 Virginia Department of Transportation
- < ABC Contracting Inc. I . ..
= B I 2. Multiple successor activities can be
2 4 _Bample Project #1 selected by using the “Ctrl” or “Shift”
41000 Recsive Notics to Procesd keys on your keyboard as

Al010 Mobilization

appropriate.

Construction Survey

Fegular Excavation Sta 100+5 2

TH 3. Click on the Close @ button to close
the Assign Successors window.

4. After assigning the predecessor or successor relationships, the relationship type and/or lag may
be edited as necessary.

General |Status |Resources |Relati0nships |C0des |Noteb00k |Steps |Feedback |W'PS & Docs |Expenses |Summary |

Activity |A1 010 |M0bi|izaﬁ0n Project |C00012345C01_BO1
Predecessors SUCCESS0rS
Activity ID Activity Mame |Relz.. | Lag]

= 41020 Construction Survey |55 10

—  A&1030

ER  Assign E® Remove | ‘m¥  GoTo ER  Assign B Remove

1. Click on the predecessor or successor activity Relationship Type field to select from a drop
down menu, one of four relationship types as applicable.

2. Click on the predecessor or successor activity Lag field to adjust the relationship lag as
necessary.

3. To delete a predecessor or successor relationship, select the predecessor or successor
activity, and then click on the Remove button.

4. To jump to a predecessor or successor activity from the Predecessor or Successor window,
select the activity and click on the GoTo button.
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8. ASSIGNING CONSTRAINTS

A constraint is a scheduling property that allows the user to specify when a project or an activity can
or must begin or be completed to reflect project-specific requirements. The following are guidelines
for assigning constraints in Primavera P6.

1. Assigning a Project Constraint — Project-level constraints can be used to restrict the start or
finish of a project. As required by specifications, a Must Finish By project constraint must be
assigned at the project-level to establish the latest date by which the project must be
completed. The project Must Finish By constraint date is the latest date from which the
backward pass calculation is performed to determine the Total Float. The following are
guidelines for assigning a project-level constraint:

1. In the Projects window, select the project to which a project-level constraint will be
assigned, then click on the Dates tab in Project Details to open the Project Dates form.

O Primavera P6 : C00012345C02 BO1 (Example Project #2 - Baseline #01 (DD: 2/1/12))

File FEdt “iew Project Enterprise Tooks Admin  Help
ProjeCts Back ForEvEr Home Dir Help
8 B E&E gl i %8
Projects
8 ~ Layout: Projects O
Resources | 2012 Al x
[ [Dec [ Jan [Feb [ War [ apr [Way [un | du | Aug | Sep [ Oct [ Nav %
Reparts T -Feb-12 Da-0ct12
- i 01-Feb-12 04-0ct12
T ABC Contracting
= Bristol District (01-Feb-12 04-0ct-12
wBS Example Project £ 0-Feb-12 04-0et12
10 01-Feb-12 [ ] 04-0ct-12
Activities Salem District 2
e || >
Azsignments
EI Genera\l‘ Dates IDelaults ‘Resources |Saﬂ\ngs ‘Ca\culaﬂons ‘Eudga« SUMMEry ‘Notebook ‘
WPs & Docs
— -
E Schedule Dates Anticipated Dates
Expenses Planned Start Must Finish B Articipated Start
R I -Feh-12 . 1-0rt-12 e
Threshaolds
@] Data Date Finish Articipsted Finish
Issues H-Feb-12 04-0ct-12
bl
Risks:
- Actual Start Actual Finish
Portfolic: Al Projects  User: admin Data Date: 01-Feb-12 Access Mode: Shared Baszeline: Current Project

2. Inthe Dates form, click on the Must Finish By browse button EI to select the date by which
the project must be finished (i.e. Contract completion date).
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2. Assigning an Activity Constraint — An activity-level constraint can be used to restrict the start or
finish of an activity to reflect project-specific requirements or when logic alone is not sufficient
to accurately reflect realistic situations. However, constraints should be used sparingly and on a
case by case basis as required by specification or as approved by the Engineer. Some constraints

violate network logic while others affect float calculation.

The following are guidelines for assigning an activity-level constraint:

1. Inthe Activities window, click on the Status tab in Activity Details to open the Status form in
which to assign an activity constraint:

O Primavera P6 : C00012345C02 BO1 (Example Project #2 - Baseline #01 (DD: 2/1/12))

File FEdt “iew Project Enterprise Tools Admin  Help
Ty 4 & % &)
ACtIVItIeS Back Foravard Home: Dir Help
= = B
SR OE-F DELBBes FOE YE Bm® RA
Projects
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] Duration |50 Jo6 [13 [20 [27 [o5 [12 [19 [ 26 [02 Jos [16 [23 [ 30 :
i = Project Milestones 1 01 -Feb-12, Praject Milstones ¥
eports . "
PhA 1000 Fiecieve Nolice o Procasd 1 Flecieve Notice to Praceed
o PH10T0 Start Conshuction i Stant Carstiuction
Tracking
PH1020 Begin Phaze | Construction 0 Begin Phase | Construction
& Pi1030 Complete Phaze | Construction 0 Complete Phase | Construction 8
ki Pi1040 Begin Phase || Construction 0 Begin Phase || Construction ‘g
Fhi1050 Complete Phase || Construction 1} Complete Phase Il Construction 8‘
el [ Pri0E0 Su al Completio 7 Substartial Completion Milsstore (3-30-12)
= PM1070 Project Completion Milestone [10-31-12] o Froject Completion Milestone [10-31-12) =
Assignments e e = = o Aol 1 it e T ot v
=
< > < >
Bl &
s B By General I Status IResources |Relahonships ‘Codes |Nmebook |Steps |Feedback ‘\NPS & Docs ‘Expenses |Summary | =1
[ Ativity [Pr 060 |Sulsstartial Completion Miestone (3-30-12) Project [Conm 2345¢02_AnT
Expenszes
5 Duration Status “ Material Cost
Thresholds
e Origiral i [~ Started Physical % 0% Budgeted $0.00
1|
lssues Actusl [ [~ Finished ELFEMZ .| Buspend Actual $0.00
il
Risks Remaining o | ExpFinish Resume Remaining $0.00
At Complete o At Complete $0.00
Constraints
Tatal Float 192 Primary Finish On or Befor + | Secondary = Mone = -
Free Float ’7.’,1 Date EU-Sep-Q Date
Portfolio: All Projects  User: admin Data Date: 01-Feb-12 Access Mode: Shared Baseline: Current Project

2. In the Constraints section of the Status form, click on the Primary constraints drop down

button to specify an activity-level constraint. Then click on the Date browse EI button to
select the constraint date. A Secondary constraint may also be assigned, as necessary.

General lS‘tatus ]Resnurces |Re\aﬁnnships |Cndes ‘Nntebnnk |Steps |Faedback |W'PS & Docs |Expenses |Summary |
Activity |PM1 000 |Recweve Matice ta Procesd Project ’m

Duration Status v Material Cost

Crrigingl ’—1 [ Started W_‘ Physical % '70% Budgeted ’W
Actusl [ 0 | [ Finished [1Fen12 | Suspend [ ] | st [ somo
Remaining ’—1 Exp Finish '—_| Resume ,—_| Remaining ’W
AtCompiete [ 1 stcomplete [ s000

Constraints

Total Flost 122 Primary: |Star't Onar After ﬂJSBCUndaFY |< Mane = ﬂ
L ez jows ]
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The following are definitions, effects, and guidelines for using activity-level constraints in
Primavera P6:

1. Start On: Specify Start On to define a specific date on which an activity must begin, as
allowed by network logic. This constraint may be used when an activity must begin on
the specified date such as the date on which a subcontractor must mobilize or material
must be delivered. The Start On constraint does not violate network logic; however, it
delays the Early Start (ES) and accelerates the Late Start (LS) dates to the specified date,
thereby reducing the activity’s available Free Float by the number of days delayed and
the Total Float to zero.

2. Start On or After: Specify Start On or After to define the earliest possible date that an
activity can begin, as allowed by network logic. This constraint may be used when an
activity cannot begin prior to a specified date. The Start On or After constraint does not
violate network logic; however, it delays the ES date to the specified date, thereby
reducing the activity’s available Free Float and Total Float by the number of days
delayed.

3. Start On or Before: Specify Start On or Before to define the latest possible date that an
activity can begin, as allowed by network logic. This constraint may be used when an
activity must begin by a specified date. The Start On or Before constraint does not
violate network logic; however, it accelerates the LS date to the specified date, thereby
reducing the activity’s available Total Float by the number of days accelerated.

4. Finish On: Specify Finish On to define a specific date on which an activity must finish, as
allowed by network logic. This constraint may be used when an activity must be
completed on a specified date such as monthly MOT or QA/QC or other such re-
occurring activities that must finish at the end of the month or progress period, as
applicable. The Finish On constraint does not violate network logic; however, it delays
the Early Finish (EF) date and accelerates the Late Finish (LF) date to the specified date,
thereby reducing the activity’s available Free Float by the number of days delayed and
the Total Float to zero.

5. Finish On or After: Specify Finish On or After to define the earliest possible date that an
activity can be completed, as allowed by network logic. This constraint may be used
when an activity cannot be finished prior to a specified date. The Finish On or After
constraint does not violate network logic; however, it delays the EF date to the specified
date, thereby reducing the activity’s available Free Float and Total Float by the number
of days delayed.

6. Finish On or Before: Specify Finish On or Before to define the latest possible date that an
activity can be completed, as allowed by network logic. This constraint may be used
when an activity must be completed by a specified date. The Finish On or Before
constraint does not violate network logic; however, it accelerates the LF date to the
specified date, thereby reducing the activity’s Total Float by the number of days
accelerated. If an interim completion milestone is specified in the Contract, the finish
milestone activity should be constrained with a Finish On or Before constraint.
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7. As Late As Possible: Specify As Late As Possible to restrict the start of an activity to the
latest possible early dates, as allowed by network logic. This constraint may be used
when it is necessary to delay the completion of an activity until its successor is scheduled
to begin. The As Late As Possible constraint does not violate network logic; however, it
delays the ES and EF dates to the latest possible early dates based on available Free
Float, thereby reducing the activity’s Free Float to zero and the Total Float by the

number of Free Float days consumed.

8. Mandatory Start: This constraint restricts the early and late start dates of an activity to
the specified date regardless of network logic. The Mandatory Start constraint violates
network logic; it forces the ES and LS dates to occur on the specified date, thereby
reducing the activity’s Free Float and Total Float to zero. Use of Mandatory Start
constraint that violates network logic is not allowed and will result in rejection of the
schedule.

9. Mandatory Finish: This constraint restricts the early and late finish dates of an activity to
the specified date regardless of network logic. The Mandatory Finish constraint violates
network logic; it forces the EF and LF dates to occur on the specified date, thereby
reducing the activity’s Free Float and Total Float to zero. Use of Mandatory Finish
constraint that violates network logic is not allowed and will result in rejection of the
schedule.

3. Assigning an Activity Constraint Notebook Topic — Upon assigning a constraint to an activity,
add a Constraints note to the constrained activity using a Constraints Notebook Topic to
describe the reason for assigning the constraint. The following are guidelines for adding a
Constraints Notebook Topic:

1. In Activity Details, click on the Notebook tab, and then click on the Add button to open the
Assign Notebook Topic dialog box to add a Constraints Notebook Topic.

General |Status |Resources |Relati0nships |C0des [Notebook] Steps |Feedback |W'PS & Docs |Expenses |Summary |
S activity [Beottot0 |sbut 4; Drive Piles Project |C00012345C02_B01
Motebook Topic (Mo Motebook Topic zelected)
A EE= 22 € WFH
£ >
O Add
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In the Assign Notebook Topic dialog box, select Constraints, then click on the Add (+) button

to assign the Constraints Notebook Topic, and then click on the Close @ button to close the

Assign Notebook Topic dialog box.

If=! Assign Notebook Topic

=~ Display: Notebook Topics

Search |

Motebook Topic - @
@ Constraints and Assumptions

[[7 Explanation
@ DBE

[[7 Scheduler Notes

[(7 Articipsted Problems
[ &irits

[[7 Core Reguiremerts
[ Corrective Actions v
< >

In the Constraints Notebook Topic notepad, enter a note to describe the reason for

assigning the constraint.

General |Status |Resources |Relati0nships |C0des |Noteb00k |Steps |Feedback |W'PS & Docs |Expenses |Summary |

Activity [BE011010 |sbut 4: Drive Piles Project |C00012345C02_Bi1

Motebook Topic Constraints

A

RV

Start On or After constraint assigned for April 3, 2012 to restrict the
start of Pile Driving activity for Abut A until the Pile Driving Rig is
< b4 available on site. Rig is expected to be on site on March 23, 2012,
OO add > Delete
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9. SCHEDULING A PROJECT

Upon developing, updating, or revising a project schedule, the schedule should always be scheduled
(calculated) to ensure that activity dates and other schedule data are calculated to reflect current
network logic, durations, or other schedule changes made since the schedule was last calculated.
The following are guidelines for scheduling a project in Primavera P6:

1. Schedule Calculation Settings — When scheduling a project in Primavera P6, define the schedule
calculation settings as follows to conform to the scheduling requirements and to ensure
consistency with the Department’s standard schedule calculation settings:

1. In the Projects or Activities window, click on Tools from the main menu, and then Schedule;
or click on the Schedule icon on the Tool bar; or simply press the F9 key on your keyboard to
open the Scheduling window.

© Primavera P6 : C00012345C02_R01 (Example Project #2 - Baseline #01 (DD: 2/1/12))
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2. Click on the Options button to open the Schedule Options dialog box.

@

Cancel

Project(s) to schedule | 1

Current Data Date | 01-Feh-12 12:00 AM J

Project Forecast Start Date |

-

[ Log to file

F:'lDocuments and Settingsrank ghinije by DocumentS'ISJ

Schedu|e

Helg
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3. In the Schedule Options dialog box, click on the General tab to view/edit the project general
schedule calculation settings.

Schedule Options

General | Advanced Close
S 2
[ lgnore relationships to and from other projects 0 Cancel
[ Make open-ended activities critical
[ — 3 Default
[v Use Expected Finish Dates]
[~ Schedule automatically when a change affects dates Help

[ Level resources during scheduling

[ Recalculste assignment costs after scheduling

vwhen scheduling progressed activities use

(v Retained Logic " Progress Override " Actusl Dates
Calculate start-to-start lag from
¥ Early Start " Actual Start

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

Oh
* Longest Path
Calculate float bazed on finish date of

(¥ Each project " Opened projects

Compute Total Float 2z

[Firish Fiost = Late Finish - Early Finish |

Calendar for scheduling Relationship Lag
lIPredecessor Activity Calendar j

Modify the schedule calculation settings as follows:
1. Unmark the Ignore relationships to and from other projects checkbox, as applicable.

2. Unmark the Make open-ended activities critical checkbox to avoid treating open-ended
activities as critical.

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

4. Unmark the Schedule automatically when a change affects dates checkbox to prevent
the application from scheduling the project automatically every time a change is made.

5. Unmark the Level resources during scheduling checkbox to prevent the application from
resource-leveling when scheduling open projects.

6. Unmark the Recalculate assignment costs after scheduling checkbox is unchecked to
prevent the application from recalculating the resource and role assignment costs when

scheduling projects.

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 96



Virginia Department of Transportation
Construction Division

7. Specify Retained Logic when scheduling progressed activities to maintain original
network logic.
8. Specify Early Start to calculate the lag for start-to-start.

9. Specify the Longest path as the method for defining critical activities.

10. Specify Each project to ensure that float is calculated relative to the finish date of each
individual project as opposed to all open projects.

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

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

2. Scheduling a Project — After setting the schedule calculation options, calculate the schedule as
follows:

1. Click on the Current Data Date EI browse button to specify the current data date from
which to calculate the schedule. The data date represents the status date for progressing
completed or on-going work and the starting point for scheduling the remaining work. All
activities to the left of the data date are considered complete and all activities to the right of
the data date are considered remaining.

Schedule E|

@  cancel
Project(=) to schedule | 1

P P Scheduls I
Currert Dats Date H 020112 J]
2 Wiew Log

Project Farecast Start Date | Help

I [ Options...

[FLog o file

inijedy DocumentshCO001 2345C04 _B0q _SchedLng.txﬂ J]

2. Mark the Log to file box to record scheduling results in a log file. Then click on the EI
browse button to specify the filename and location for the schedule calculation log file.

3. Click on the Schedule button to calculate the schedule.

4. To view the schedule calculation log after scheduling the project, click on View Log button to
open the log text file. Alternatively, users may simply locate the log text file and double-click
on it to open the log.
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SECTION IV

COST-LOADING AND RESOURCE-LOADING A SCHEDULE

1. Overview

2. Understanding Resources

3. Working in the Resources Window

4. Software Settings for Resource Assignments
5. Cost-loading a Schedule

6. Resource-loading a Schedule
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1.

SECTION

OVERVIEW

For the purposes of this guide and the VDOT scheduling specifications, cost-loading is a process of
defining the quantity of work associated with an activity and amount of money the contractor
expects to be paid for accomplishing the activity. A cost-loaded schedule provides a means with
which to determine the scope and magnitude of an activity to facilitate review and analysis of the
schedule; as well as for payment purposes for design-build projects. A cost-loaded schedule also
allows for a more accurate assessment of actual progress of the Work; as well as for determining
trends and variances in performance, and progress forecasts based on productivity.

Resource-loading is a process of defining the manpower, equipment, and materials required to
complete an activity. A resource-loaded schedule provides a means with which to assess the
reasonableness of a schedule and the minimum time required to complete the project based on
resource availability. A resource-loaded schedule also provides a means with which to plan, utilize,
and manage resources efficiently on a project by balancing available resources with project
requirements. Resource-loading demonstrates the contractor’s ability and commitment to complete
the project as planned. This section of the guide provides guidelines for cost-loading and resource-
loading a schedule in Primavera P6 to comply with VDOT scheduling specifications for Category 1V,
V, and Design-Build projects, as applicable.

UNDERSTANDING RESOURCES

In Primavera P6 resources are required for cost-loading or resource-loading a schedule. When cost-
loading or resource-loading is required by specifications, project-specific resources must be defined
for use in cost-loading or resource-loading the schedule. Resources can generally be defined in
terms of input or output. Input resources are generally people, equipment (machinery), materials
required to accomplish an activity. While output resources are generally quantity of work produced
or amount of money earned for accomplishing an activity. Resources are defined and measured
differently based on resource type and as follows:

1. Labor — Labor resources are used to define the manpower (people) needed to complete an
activity. When resource-loading is specified, labor resources should be used to define the
manpower needed to complete the activity. Labor resources can be defined as follows:
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1. Labor resources may be defined in terms of named individuals (e.g. John Doe); by Trade (e.g.
Laborer, Labor Foreman, Carpenter, Pipe Layer, Ironworker, Crane Operator, Dozer
Operator, etc.); or by Crew (e.g. Grading Crew #1, Drainage Crew #1, Pile Driving Crew,
Drilled Shaft Crew, Concrete Crew, Asphalt Paving Crew, etc.).

2. Labor resources units are measured in units of time, usually in hours (h). However, the units
of time for labor resource assignments can be defined or displayed in terms of hours (h),
days (d), weeks (w), months (m), or years (y) based on user preference. For simplicity and
ease of analysis, budgeted units of time for labor resource assignments may be defined
and/or displayed in terms of days (d) rather than hours (h).

2. Non-Labor — Non-labor resources are used to define the equipment (machinery) needed to
accomplish an activity. When resource-loading is specified, non-labor resources should be used
to define the equipment(s) needed to complete the activity. Non-labor resources can be defined
as follows:

1. Non-labor resources should be defined for each type of major equipment used for major
operations that are expected to drive the schedule (e.g. Cranes, Backhoes, Excavators,
Dozers, Graders, Scrapers, Dump Trucks, Pile Hammer, Rollers, Concrete Screed, Paving
Machines, etc.).

2. Non-labor resources units are measured in units of time, usually in hours (h). However, the
units of time for non-labor resource assignments can be defined and/or displayed in terms
of hours (h), days (d), weeks (w), months (m), or years (y) based on user preference. For
simplicity and ease of analysis, budgeted units of time for non-labor resource assignments
may be defined and/or displayed in terms of days (d) rather than hours (h).

3. Material — Material resources are used to define consumables or re-usable materials needed to
accomplish an activity. Material resources are also used to define output of work that an activity
represents for the purposes of cost-loading a schedule. Material resources can be defined as
follows:

1. When cost-loading is required by specifications, material resources are required for cost-
loading the schedules. Material resources should be defined for the contract pay items as
shown in the Schedule of Items (e.g. 00100 - Mobilization, 00120 — Regular Excavation, etc.).

2. When resource-loading a schedule, material resources should be defined for each type of
major re-usable material needed to complete major operations that are expected to drive
the schedule (e.g. Foundation Forms, Column Forms, Falsework, Overhang Forms, Deck
Concrete Forms, etc.).

3. Material resources are typically measured in units other than time based on the type of
material. For cost-loading, the material resource unit of measure should match the unit for
the pay item as shown in the Contract Schedule of Items (e.g. Each (EA), Lump Sum (LS),
Linear Foot (LF), Ton (Ton), Pound (LB), Square Foot (SF), Square Yard (SY), Cubic Yard (CY),
etc.).
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3. WORKING IN THE RESOURCES WINDOW

In Primavera P6, resources are global data that are available for use on any project or activity within
the database. The Resources window is used to display the Resource Hierarchy and Resource Details
form with which to view, add, delete, or edit resources. To open the Resources window, click on
Resources in the Directory bar.

1. Resource Hierarchy — The top pane of the Resources window displays the Resource Hierarchy,
which can be used to view resources in either a tabular or chart view. The Resource Hierarchy
can be used to view, add, delete, or edit resources in the pool.

—
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WES @y C00012345C01.00211 Minor Structure Exc. Pipe Culvert haterial $28.00/CY Cubicyards 1.00/d q = »
H -era rCh @& C00012345C01.01602 60" Concrete Pipe Material $1.300.00/LF Lineartest 1.00/d -
| Y Acth b C00012345C01.07608 Drop Inlet DI-7 Iatarial $3.100.00/EA Each 1.00/d
= @ C00012345C01.09055 hManhale hH-2 taterial $2.600.00/EA Each 1.00/d
@ C00012345C01.10128 Aggr. Base Matl. TY. | No. 218 taterial $34.00/TON Tons 1.00/d =
Py
= < |iIt »
Command
eneral | Codes | Details | Units & Prices | Roles [ Notes [ Pragress Reporter
Bar
Resource 1D Resource MNarme
|conn12345C01. 00100 [Mobiization
IEmpInyee ID il'll\e Resource
Details
E-Mail Address Office Phone
I I [V Active

N

[ [Portfolio: All Projects [User: admin |Data Date: 01-Feb-12

\Access Mode: Shared Baseline: Current Project

2. Display Options Bar — The Display Options bar provides a menu of options that can be used to

customize the Resources window.

—
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/1/12))

File Edit View Project Enterprise Tools Admin Help

'Resources

W
¥ Details

& Chart View

Resource Name

ABC Contracting Inc.

i Columns » | Example Project #1 Resources
Reports & Table Font and Row... Example Project #1 Bid ltern Resources
Mohilization
il T Filter By »

Tracking Group and Sort By » | Clearing and Grubhing

Hint Help Riegular Excavation
- Minor Structure Exc. Pipe Culvert
Y Expand Al Cal+Num + F oronoeooooas mie o
“- Collapse All  Col+Num -,

Virginia Department of Transp: Material
Labor
Labor

Material
b

Material
Material

Price / Unit | Unit of Measure

$0.00/unit
$0.00/h
$0.00/h

00,000.00/LS Lump sum
Z S Lump sum
BO.000.00/LS Lump sum
$19.00/CY" Cubicyards
$28.00/CY Cubicyards

Default Units » =

0.00/d
0.00/d
0.00/d
0.00/d
1.00/d
1.00/d
1.00/d
1.00/d
1.00/d

=]

e

0O Add

X Del./ Merge

& Cut

General | Codes | Details | Units & Prices ‘ Roles | Naotes ‘Prugress Reporter

[Portfolio; All Projects [User: admin [Data Date: 01-Feb-12

|Access Mode: Shared Baseline: Current Project
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The Display Options bar can be used to customize the Resources window as described below:
1. Click on Details to display or turn off the Resource Details form, as needed.

2. Click on Chart View to display the resources in a chart view or Table View to display in a
tabular format.

3. Click on Columns to customize the Resource hierarchy by selecting from available options
what resource items to display in the columns.

4. Click on Filter By and then All Active Resources, All Resources, or Current Project’s
Resources for what resources to display.

5. Click on Group and Sort By to specify how the resources will be organized and sorted in the
Resource hierarchy.

6. Click on Collapse All or Expand All, as needed to collapse or expand the entire Resource

hierarchy.

3. Command Bar — The Command bar displays a menu of commands that can be used to add,
delete, merge, cut/copy/paste, or move resources around in the Resource hierarchy.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: zxuun_@‘@lg

File Edit View Project Enterprise Tools Admin Help

Resources T o o ‘

Bl Hiieplay. Al Hesources Add

Projects ¢ Details = | Resource Name

8 Virginia Department of Transp: Material $0.00/unit 0.00/d Del. / Merge

Resaurces | | | Chart View ABC Contracting Inc. $0.00th

[l Bl Columns Example Project #1 Resources Labor $0.00/h Cut

Reparts M Table Font and Row.. Example Project #1 Bid lkem Resources  Material

e =3} Mohilization Material 00.000.00/L5 Lump sum

V Filter By Constructio ng Material 25,000.00/L5 Lump sum 1.00/d

| Trackingi| Group and Sort By Clearing and Grubhing Material 60,000.00/L5 Lump sum 1.00/d

] Hint Help Regular Excavation Material $19.00/CY Cubicyards 1.00/d

WBS Minor Structure Exc. Pipe Culvert Material $28.00/CY Cubicyards 1.00/d

= Collapse All  Cul+Num -

Activities

= General |Cades ‘ Details ‘ Units & Prices ‘ Roles |Nmes |ngress Reporter
Assignments

Bl

Portfolio: All Projects User: admin  |Data Date: 01-Feb-12  |Access Mode: Shared  |Baseline: Current Project

The command buttons in the Command bar of the Resources window can be used to manage
resources in the Resource hierarchy as described below:

1. Click on the Add button to create a new resource under the selected resource within the
Resource hierarchy.

2. Click on the Del/Merge button to delete the selected resource from the Resource hierarchy.
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3. Click on the Cut button to remove the selected resource from its current position. Click on
the Paste button to place it in the selected position.

4. Click on the Copy button to create a copy of the selected resource. Click on the Paste button
to place it in the selected position.

5. Click on the arrow buttons to move the selected resource from its current position within
the hierarchy.

1. Click on the Up arrow to move the selected resource upwards vertically within the
hierarchy, as needed.

2. Click on the Down arrow to move the selected resource downwards vertically within the
hierarchy, as needed.

3. Click on the Left arrow to promote (decrease the indent level) the selected resource
within the hierarchy, as needed.

4. Click on the Right arrow to demote (increase the indent level) the selected resource
within the hierarchy, as needed.
4. Resource Details — The Resources Details form can be used to view or edit information about

the selected resource as described below:

1. General Tab: Click on the General tab to view or edit general information about the selected
resource such as the Resource ID and Resource Name.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/1/12))

File Edit View Project Enterpnise Tools Admin Help

esources

| ~~ Display: All Resources
Resource |0 ElResUurce Mame | Price / UmtlUmt of Measure |Defau|t Units / Time | Max Units/Tim »
=& ABC ABC Contracting Inc. $0/h 0.00/d 0.00f =
- § C00012345C01 Example Project #1 Resources $0/h 0.00/d 1.00f
=& C00012345C01 Cost Example Froject #1 Bid ltem Resources 0.00/d 0.00;
g CO00 i201.00100 Mokilization S Lump sum 1.00/d

<

Genera\ICndes | Details | Units & Prices ‘ Roles ‘ Motes | Progress Reporter

v e d ) DFeXO

Resource D Resource Name
|c00012345cm 0o10a IMUbiI\zaliun

Ermployee ID

E-Mail Address Office Phaone
I I ¥ Active

|Portfolio: 4ll Frojects [User: admin Data Date: O1-Feb-12  |access Mode: Shared  Baseline: Current Project 4
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2. Codes Tab: Click on the Codes tab to assign resource codes to the selected resource for use
in grouping, sorting, and organizing resources by category.

' Dr 45C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/1/12)]

File Edit ‘iew Project Enterprise Tools Admin Help

| ~ Display: All Resources
Resource |D ElResnurce Marne | Price / UnitlUnit of Measure |Defau|t Units / Time | Max Units/Tim =
i C00012345C01.00101  Construction Surveying $25,000/LS Lurmnp sum 1.004d 1.00/
10 Clearing and 150, 1.007d S
00120 Reg 1.00/d

C00012345C01.00211  Minor Structure Exc. Pipe Culvert $28/CY Cubicyards 1.00/d

+ g

General [Cudes 'betai\s | Units & Prices ‘ Roles ‘ Motes | Progress Reporter

v a ()il FaXD

Resource Code * | Code Value
£ Commodity

B Assign ‘Eﬁ Remove ‘

| |Portfalio: All Project User: admir [Data Date: 01-Feh-12 |Access Mode: Share Baseline: Current Project

3. Details Tab: Click on the Details tab to view or edit the resource details and properties for
the selected resource such as Resource Type, Unit of Measure, Currency, Calendar, Default
Units/Time; and settings for Auto Compute Actuals and Calculate costs from units.

DI’.- 15C01_BO01 (Example Project #1 - Baseline #01 (DD: 2/1/12)

File Edit View Project Enterprise Tools Admin Help

- Display: All Resources
Resource D = |Resource Mame

< [y

v ad ) AP xXO

General |Codes[Detai\s IUmts & Prices |ROIes ‘ MNotes |F’rogress Reporter |

Resource Type | Profile

" Labor " Nonlabor @ Material et
ﬁ Standard 5 Day Workweek

Unit of Measure

L3 I Default Units / Time

Currency and Overtime | I

Currency [~ Auto Compute Actuals
IDoHar J
l_ Owertime Allowed

Owvertime Factor

potmmle

‘ |FDrtFDI|D: all Projects User: admin  Data Date: 01-Feb-12  |Access Mode: Shared  Baseline: Current Project

|7 Calculate costs fram units
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4. Units & Prices Tab: Click on the Units & Prices tab to define the Price/Unit, Max Units/Time,
and effective dates of the units and prices for the selected resource.

File Edit View Project Enterprise Tools Admin Help

- |Resource Name
Virginia Department of Transp: Material $0Junit 00,00/t
ABC Contracting Inc.
- & (C00012345C01 Example Project #1 Resources Labor
= & C00012345C01 Cost Example Project#1 Bid ltem Resources  Material
CI 00100k ation Waterial ump sum 1.00/d
C00012345C01.00101  Construction Surveying Material $25.000/LS Lump sum

Al B FeXD

General ‘ Codes |Deta\|5| Units & Prl:ﬂ:{ales ‘ Motes ‘ Progress Repor‘terl

Shift Calendar ﬁ shit 1 =

Effective Date Max Units / Time Price / Unit
¢ 01-Jan-09 1.00/d $100,000/L5

| % Delste |

[Partfolio: All Projects [User: admin [Data Date: 01-Feb-12  |Access Made: Shared [Baseline: Current Project

5. Notes Tab: Click on the Notes tab to add notes and information about the selected resource.
The notes pad can be used to add a written description about a resource such as a
description of a crew size and make-up.

File Edit View Project Enterprise Tools Admin Help

- |Resource Name
Virginia Department of Transp: Material 0.00/d
ABC Contracting Inc. Labor
Example Project #1 Resources Labor
Example Project#1 Bid ltem Resources  Material
ation Waterial 410 B 1.00/d
Matarial $25.000/LS Lump sum

Al B FeXD

General ‘ Codes |Deta\|5 |Umt5 & Prices |Ra|esl‘ Maotes |':’rogress Reporter

Resource Notes

A EEI = s &

Mobilization cost resource includes cost for mobilizing and setting-up the field office, staging area, and all
major equipment

[Partfolio: All Projects [User: admin [Data Date: 01-Feb-12  |Access Made: Shared [Baseline: Current Project
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4. SOFTWARE SETTINGS FOR RESOURCE ASSIGNMENTS

When cost-loading or resource-loading a schedule in Primavera P6, resource-centric software
settings required for resource assignments must be defined accordingly to ensure that resource
assignments data are computed and formatted properly. The following are guidelines for defining
applicable software settings required for cost-loading or resource-loading a schedule:

1. User Preferences Settings — Prior to assigning resources to a project schedule for the purposes
of cost-loading or resource-loading a schedule, the following applicable user preferences
settings should be defined as follows:

1. Click on Edit on the Menu bar, then User Preferences to open the user preferences dialog

box.

E Primavera P6 : (No current project)

File Qe View Project Enterprise Tools Admin Hel

Undo

¥ Cut
& Copy
B Paste

Cirl+2
Ctrl+X

Col+C &

4

Back

Fonward

Horne

FiE vE Gl&

Cal+Y

0 Add
X Delete
Dissoly

N

@ Find..

Link Activities

=4 Fill Down
Select All

Finel Mext
Replace..

i ¥ Spell Check... F7

Ins

s Grouped by Status

345C01

Cul+E g345C02

Del Project Mame
- Virginia Dept of

ABC Contracting Inc.
Example Project #1
Example Project #2

April 2014 |

May 201 &

Crl+A

[ov [14 ] 21 |25|ns\12\1|;‘ * Delets
—— Tt-Apr14 I

2

Cut

Copy

b =]

Faste

Ctrl+F
F3

ons

[«[v]

Cul+R

| | Resource Assianments

|Portfolio: Al Projects [User. admin |Data Date: 04-Jan-10 Access Mode:

[

User Preferences

Tirne Units

|| Dates

Currency Options

Currency

E-Mail

Assistance

Application

Password

Resource Analysis

Calculations

Startup Filters

Select a currency for viewing monetary values

IDnIIar

[¥ Show currency symbol

|7 Show decimal digits

£l

|Baseline

Click on the currency browse
button, and then select Dollar.

Mark the Show currency symbol
box to show monetary values with
the dollar symbol (S).

Mark the Show decimal digits box
to show monetary values in two
(2) decimal places.
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3. Assistance: Click on the Assistance tab to turn on/off the New Resource or New Activity
wizard for assistance when adding new resources or activities based on user preference.

H
e S ==

[ Time Units Wizards
Dates

YWould you like to use wizards when adding new activities
Lurrency and resources?

E-Mail

Assistance

Application

[ Use MNew Resource Yvizard

Password

[v Use Mew Activity Wizard
Resource Analysis

Calculations

Startup Filters

Help = Close

4. Resource Analysis: Click on the Resource Analysis tab to specify which projects are included
in resource calculations and which dates and time intervals are used to calculate time-
distributed data for resource spreadsheets and profiles.

User Preferences {

| Tirne Units

All Projects

Dates

When All Projects are shown in the Resource Usage Profile and
Currency Spreadsheet, all opened projects are included as well as the
E-Mail closed projects specified below.

Agsistance Al closed projects (except what-if projects)

Application " All closed projects with a leveling priority

equal/higher than |1 |§

Passwaord

Resource Analysis ® Opened projects anly:

Caterinis Time-Distributed Data

Startup Filters

In the Resource Usage Profile and Spreadsheet, display
time-distributed Remaining Early data using

® Remaining Early dates

" Forecast dates

Interval for time-distributed resource
ralrulatinns:

Display the Role Limit based on

® Custam rale limit

(" Calculated primary resources' limit

@ Help = Cloze
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The Resource Analysis user preferences should be defined as follows:

1. All Projects: When All Projects are shown in the Resource Usage Spreadsheet and

Profile, all opened projects are included as well the closed projects specified below:

1. Do not specify All closed projects (except what-if projects), except when electing to

include data for all closed projects other than what-if projects.

2. Do not specify All closed projects with leveling a priority equal/higher than, except

when electing to include data for all closed projects with a specific leveling priority.

3. Specify Opened projects only to include data for open projects only.

2. Time-Distributed Data: The Time-Distributed Data settings are used to specify which

dates and time interval

spreadsheets and profiles.

are used to calculate time-distributed data for resource

1. Specify Remaining Early dates to calculate remaining values based on remaining
start/finish dates.

2. Do not specify Forecast dates to avoid calculating time-distributed values based on
forecast start/finish dates.

3. Specify Day as the Interval for time-distributed resource calculations.

5. Calculation: Click on the Calculations tab to specify how remaining values are calculated
when new resource assignments are added to, or removed from activities.

User Preferences

Time Units

Dates

Currency

E-Mail

Assistance

Application

Bassword

Resource Analysis

Calculations

Startup Eilters

Resource Assignments

When adding or removing multiple resource assignments
on activities

(@ Presere the Units, Duration, and Units/Time for existing

" Recalculate the Units, Duration, and Units/Time for existing
assignments hased on the activity Duration Type

Assignment Staffing

When assigning a resource to an existing activity assignment

(® Always use the new resource's Units per Time and Overtime 1
(" Always use current assignment's Units per Time and Owertim

factor
(" Ask me to select each time | assign

When a resource and role share an activity assignrment

® Always use resource's Price per Unit

(" Always use role's Price per Unit

Help = Close

Specify Preserve the Units, Duration, and
Units/Time for existing assignments to
ensure that the remaining units,
duration, and units/time for existing
resource assignments remain as defined
based on the formula (Remaining Units =
Remaining Duration * Remaining
Units/Time).

Specify Always use the new resource’s
Units per Time and Overtime factor
when assigning a resource to an existing
assignment.

Specify Always use resource’s Price per
Unit when a resource and role share an
activity assignment.
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2. Project Settings — Prior to assigning resources to a project schedule for the purposes of cost-
loading or resource-loading a schedule, the following applicable project level settings should be

defined as follows:

1. In the Projects window, select and open a project to which the project level settings for

resource assignments will be defined.

k= Primavera P6 : C00012345C01_B01

File Edit View Project Enterprise Tools Admin Help
$r01ects

SR tE& @ FOE YE @] %

xample Project #1 - Baseline #01 (DD:

g ~ Layout. Projects Grouped by Stalus

“Resnurces Praject ID Project Name

ABC Contracting Inc.
= <p C00012345C01 Example Project #1

£ CO001 201 _BO1

Total| Data

03-Feb-14
03-Feb-14

General | Dates | Motebook | Budget Log ‘ Spending Plan | Budget Summary ‘Fundmg | Codes | Defaults | Resources | Settings ‘Ca\:ulaﬁuns |

Project ID Project Name

ICUDDWZ3A5CU1_EUW

Status Responsible Manager

IExampIe Project #1 - Baseline #071 (DD: 2/3/14)

Risk Level Project Leveling Priority

IActlva

LI Iﬁ Erterptise

Check Out Statug Checked Out By

J |3 - Medium

| |wu =

Date Checked Out

[Checked In

S

Project Web Site URL

B Launch..

|Portfolio: All Projects |User: admin_ [Data Date: 03-Feb-14 |Access Mode: Shared [Baseline: Current Project

2. In the Projects window, click on the Resources tab in the Project Details form to view/edit

the project default settings for resource assignments.

B Primavera P6 : C00012345C01_B01

File Edit View Project Enterprise Tools Admin Help

Bfoecs

SR EEHS Eliil=| 57 ®| ] o

~ Layout: Projects Grouped by Status

Project ID Project Name

El

Activities | Date

Total| Data Start

- February 2014 | March 2014

03 [0 [17 [24Joa [0 [17 [24 ]

= <p CO0012345C01
I ]

\aé

17 03-Feb-14
b~ IR

-

>

| | [ |ef

General | Dates ‘ MNotebook | Budget Log | Spending Plan | Budget Sumrmary ‘ Funding | Codes | Defau\tslRasnurceslﬁaltmgs ‘Ca\culalmns ‘

Progress Reporter

[ Resource can view activities fram an inactive project
[ Resources can assign themselves to activities
[~ Primary resources can mark activties as campleted

[ Resources can mark assighments as cormplatad

" Resources can edit activity assignment percent complete

Assignment Defaults

Specify the default Rate Type for new assignments

IPrlce £ Unit LI

[ Drive activity dates by default

Resource Assignments

[~ Resources can be assigned to the same activity more than once

| |Portfolia: All Projects [User: admin [Data Date: 03-Feb-14 |Access Mode: Shared [Baseline: Current Praject
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Define the Resources default settings as follows:

1. Inthe Assignment Defaults area:

Specify the default Rate Type for new assignments as Price/Unit for use in cost-
loading.

Mark the Drive activity dates by default checkbox to link the activity dates with the
resource assignments dates to allow the resource assignment finish dates to align
with the activity finish dates and vice versa for new resource assignments.

2. Clear the Resources can be assigned to the same activity more than once checkbox to
prevent unintended multiple assignments of the same resource to an activity.

3. Click on the Calculations tab to view/edit the project default settings for calculating costs
and resource usage when updating a cost-loaded or resource-loaded schedule.

E Primavera P6 : C00012345C01_BO01 (Example Project #1 - Baseline #01 (DD: 2}3/14))_@‘@&

File Edit View Project Enterprise Tools Admin Help

g 4 2 1B
J PrOjeCtS Backs S nr AT Home Dir. Help ‘
= = Sl i’ ]

~ Layout: Projects Grouped by Status
Praject 1D Project Name Total| Data Start |February 2014 | March 2014 |
Activities | Date |03 [0 [17 [24 [03 [10 [17 [ 24 \3|-=-|

= <p C00012345C01 Example Project #1 17 03-Feb-14
012345C01_B01 Example Project #1 - Baseline #01 (DD: 2/3/14) 17 03-Feb-14 03-Feb-14 [ -
v |« [ »

General ‘ Dates ‘ Motehook | Budget Log |Spemdmg Flan ‘ Budget Summary |Fumdmg |Cndes ‘ Defaults |Resnumea |Semnglea\culalinnal

Activities Resource Assignments

Default Price £ Unit for activities without 0.00h When updating Actual Units or Cost
resource or role Price / Units 5.
(" Add Actual to Remaining

[ Activity percent complete based on activity steps @ Subtract Actual from At Complation

[v' Link Budget and At Completion for not started activities [~ Recalculate Actual Units and Cost when duration % complete changes
¢ Reset Original Duration and Units to Remaining [+ Update units when costs change on resource assighments

(® Reset Remaining Duration and Units ta Original
|w Link Actual and Actual This Perind Units and Cost

Portfolio; All Projects  User: admin |Data Date: 03-Feb-14  Access Mode: Shared |Baseline: Current Project

Define the Calculations default settings as follows:

1.

In the Activities area:

Specify $0.00/h for Default Price/Unit for activities without resource or role
Price/Units to prevent the application from automatically assigning costs to
activities when labor or non-labor units are defined with no assigned
resources/roles or with resources/roles that do not have prices.
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2. Unmark the Activity percent complete based on activity steps checkbox to prevent
the application from calculating the activity percent complete based on activity
steps when using Physical Percent Complete type.

3. Mark the Link Budget and At Completion Cost for not started activities checkbox to
make the Budgeted Cost equal the At Completion Cost for activities that have not
started.

4. Specify Reset Remaining Duration and Units to Original to ensure that the remaining
duration and units of an activity are reset to their original values when an activity is
un-progressed.

2. Inthe Resource Assignment area:
1. Specify Subtract Actual from At Completion, when updating Actual Units or Cost.

2. The Recalculate Actual Units and Cost when duration % complete changes checkbox
should be defined as follows:

i) For Design-Bid-Build projects, clear the checkbox to prevent the application
from automatically re-calculating the actual units and cost when the activity
duration % changes. This allows the user to manually enter and control the
actual units and cost for on-going activities based on actual work performed.

i) For Design-Build projects, mark the Recalculate Actual Units and Cost when
duration % complete changes checkbox to allow the Auto Compute Actuals
feature to automatically calculate actual units and costs for on-going activities
based on the assigned resource curve.

3. Mark the Update units when costs changes on resource assignments checkbox to
allow the application to re-calculate the units based on the Price/Unit when the cost
is changed.

4. Mark the Link Actual and Actual This Period Units and Cost checkbox to allow the
application to automatically change the Period Actual Units and Costs when the
Actual Units and Costs are changed and vice versa.
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5. COST-LOADING A SCHEDULE

Cost-loading is a process of assigning units and costs to an activity for the purposes of defining the
magnitude and dollar value of work that the activity represents. Cost-loading is required only for
Category IV and V and Design-Build projects. However, contractors may cost-load other schedules at
their discretion, but should do so according to the guidelines provided herein. Cost-loading involves
two primary steps: 1) creating cost resources and 2) assigning cost resources to activities. The
following are guidelines for cost-loading a schedule in Primavera P6 to comply with the VDOT
scheduling specifications:

1. Creating Cost Resources Using New Resource Wizard — The first primary step in cost-loading a
schedule is creating cost (bid item) resources, as required by specifications. Cost resources may
be created by importing resources created in another database or by using the New Resource
Wizard. The following are guidelines for creating cost resources in Primavera P6, using the New
Resources Wizard:

1. Create a Project Resource Node: If a Project (parent) resource node under which the
individual contract bid item resources will be nested does not currently exist, create a
Project level resource prior to creating the individual cost resources required for cost-
loading the schedule as follows:

1. Prior to adding resources in the Resources Hierarchy, set the filter to All Resources to
display all existing resources. Click on the Display Options bar, then Filter By, and then
All Resources.

E Primavera PG : (No current projec_b‘ﬂg

File Edit View Project Enterprise Tools Admin Help

@ iz (7}
Back  Fonward Home Dir. Help

v Details Resource Marme Price / Unit | Unit of Me
- Virginia Department of Transportation

& Chart View DOT Standard Bid Item Resources Material $0.00/unit

Hl Columns ABC Contracting Inc. Resources Labor $0.00/h

& Table Font and Row... xample Project #1 Resources Labor

Y Filter By All Active Resources
[E Group and Sort By All Resources

& Current Project’s Resources

RINCLIEID) ices | Roles [Motes [Frogress Reporter |

* Expand All - Ctol+Mum +

= Collapse All  Ctrl +MNum - G

Portfolio: All Projects  |User: admin  |Dats Date: 01-Feb-12  Access Mode: Baseline: Current Proj
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2. Select a Contractor resource node (parent) under which the new Project level resource
will be added, and then click on the Add button to launch the New Resource Wizard.

E Primavera PG : (No current proje

File Edit View Project Enterprise Tools Admin Help

esources E:ck For\:ard

~ Display: All Resources .[ i}
Resource D =|Resource Mame Resource Type
Virginia Department of Transportation Labor X Del f Merge
Resources % VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources Material
e ABC Contracting Inc. Resources & Cut
Reparts 8 C00012345C01 Example Project #1 Resources Labor
& C00012345C02 Examnple Proiect #2 Resources Material Copy
Tracking < ’E
]
VL EE

General | Codes |Detai|s | Units & Prices | Rales | MNotes | Progress Reparer

‘ Resource D Resource Narme

Portfolio: All Projects [User: admin |Data Date: D1-Feb-12  |acress Mode: Baseline: Current Proj 2

3. Define the Project level resource Resource ID and Resource Name.

New Resource Wizard

New Resource Wizard

Resource ID and Name

Enter a Resource ID and a Resource Name. The Resource |D uniguely identifies this resource.

Resource 1D

\ £00012345C01

Resource Name

"Example Project #1 Resources

|_ Do not show this wizard again

@  Cancel 4 Prev “ Next 13 | Ed  Finish

Define the Project level Resource ID and Resource Name as follows:

1. Enter the Contract ID number (e.g. C00012345C01) in the Resource ID field to
provide a unique identification number/code for the Project level resource.

2. Enter the project name/description in the Resource Name field to provide a brief
description for the Project level resource.

3. Click on the Next button.
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4. Inthe Resource Type dialog box specify Labor, and then click on the Next button.

New Resource Wiza

New Resource Wizard

Resource Type

Specify whether this resource is Labor, Manlabar ar Material

The units of work performed by this resource will be classified as Labor, Monlabor or Material
according to this setting. Choose Labor or Nonlabor to measure work in units of time.  To measure
work in units other than time, choose Material and select a Unit of Measure

Resource Type

(" Monlabar { Machinery, Equipment, ste. )
(" Material ( Supplies )

Unit of Measure
g ]

|_ Do not show this wizard again.

@  Cancel Brev | Mext }| B3 Finish ‘

5. In the Price/Unit, Default Units/Time, and Max Units/Time fields, enter zero (0) values
for the Project level resource units/time and price, and then click on the Next button.

" - New Resource Wizard

Units / Time & Prices

Edit the resource’s price, default and maximum units per time period (per hour, day, week, etc.) .

Default unitsitime is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximum units per time is the maximum
arnount of wark that this resource can perform per time on assigned activities, for exarnple 8 hours
per day

Price/Unit

I $0.00/unit

Default UnitsfTime Max Units/Time
[ oood | 0.00/d

[~ Do not show this wizard again,

@ Cancel Mext [ | B2 Finish
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6. Inthe Phone & E-Mail dialog box, click on the Next button.

.New Resource Wizard

i New Resource Wizard

Phone & E-Mail

Enter a phone number and Email address for this resource

This s-mail address will be used to send activity assignments if this resource uses Progress Reporter

via e-mail.

Office Phone

EMail Address

[~ Do not show this wizard Again.

Mext b | B Finish

@  Cancel ‘

7. Inthe Roles dialog box, click on the Next button.

™ =

New Resource Wizard

Roles

Assign one or mare roles to this resource.

The roles you assign to a resource describe the resource's skills and capabilities. This will facilitate
assigning resources to activities which have role regquirements.

¥ ‘ Proficiency |F'rimary Role|

Role Mame

ﬂ,&smgn B Remove |

[~ Do not show this wizard again.

@ Cancel b | B8 Finish
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8. In the Resource Calendar dialog box, specify Select an existing calendar to select the
project-specific resource calendar from the Resource Calendar pool, and then click on
the Next button, if a project-specific resource calendar was previously created. (Note: If
a project-specific resource calendar does not currently exist, specify Create a new
calendar for this resource to create a new project-specific resource calendar. It is
recommended that a project-specific default resource calendar be created for each
project before creating the project resources. For guidelines on creating new resource
calendars, see Section lll, Subsection 3 — Creating and Assigning Calendars).

New Resource Wizai | ——

New Resource Wizard

Resource Calendar

Every resource is assigned a calendar that specifies daily wark hours, weekends, holidays, vacations,
ete. You may assign a calendar from the existing pool of shared calendars or you may create a new
calendar for this resource. What would you like to do?

® Select an existing calendar.

(" Create a new calendar for this resource.

[ Do not show this wizard again.

@ Cancel Mext B | EE  Finish

9. |If selecting from an existing calendar, click on the Browse button in the Select Existing
Calendar dialog box, to select from a pool of existing resource calendars, and then click
on the Next button. To view or edit the selected calendar, click on the View/Edit button.

MNew Resource Wiza [ ——

New Resource Wizard
Select Existing Calendar

Select an existing calendar for this resource.

Click on the Wiew/Edit button to view and edit the calendar. (You might not have the appropriate
security privileges assigned to edit this calendar)

Calendar Name
@ CDDm2345001_5-Day_Resuuch = siewrEdit

[ Do nat show this wizard again

@ Cancel Mext b | B8 Finish
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10. In the Auto-Compute Actuals dialog box, specify Do not auto-compute actuals, and then
click on the Next button.

New Resource Wizard

Auto-Compute Actuals

Frirnavera PB will autornatically update the actual units for this resource if you select this option

When auto-cormpute is selected, the actual units are updated assuming that work is procesding
according to plan. The actual units are based on the percent complete of the activity. This can be a
significant time-saver in gathering actuals for your project.

(" Auto-compute the actuals for this resource

@ Do not auto-compute actuals |

[ Do not show this wizard again.

@ Cancel Mewxt b | B8 Finish

11. Click on the Finish button to add the Project level resource and close the New Resource
Wizard.

e v
New Resource Wizard

Congratulations

Congratulations. You have just added a new resource. Click the Finish button to return to Resources

[ Do nnt shiow this wizard again

@  Cancel Mext b B Finish
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2. Create a Resource Category Node (If Applicable): When resource-loading is required by
specifications, resource category nodes under which the individual resources will be added
should be created to group resources by resource type (i.e. Cost, Labor, Equipment, and
Material). Create a Resource category parent node for each resource category, following the
steps for creating a Project level resource, as described above.

E Primavera P6 : (No current praje

File Edit View Project Enterprise Tools Admin Help

E%ou rces

~ Display: All Resources
Resource ID = [Resource Name
Virginia Department of Transportation Material $0.00/unit
ABC Contracting Inc. $0.00/h
- & C00012345C01 Example Project No.1 {Contract C00012345C01) Resources Labor $0.00/h
~ . C000 ost Example Project #1 Bid ltem Resources aterial
& 1C00012345C07 Lab Example Project #1 Labor Resources $0.00/k
& conn12345001 Equip Example Project #1 Equipment Resnurces Nonlabor $0.00/h
D & CO0012345C07 Mat Example Project #1 Material Resources Material $0.00unit
4 (I 2

General | Codes ‘ Details | Units & Prices ‘ Roles ‘ Motes | Progress Reporter

Resource D Resource Name
ICDUUQSASCEH.Cost IExampIe Project #1 Bid ltem Resources

[ [Portfolio: 4ll Projects [User: admin [Data Date: 04-Jan-10  |Access Maode: [paseline: Current Project

3. Create Bid Item Resources: When cost-loading a schedule, project-specific bid item material
resources must be defined for each item of work as shown in the Contract Schedule of
Items, as required by specifications. Cost resources can be created using the New Resource
Wizard or by importing the VDOT Standard Bid Item Resources (XER) file. The following are
guidelines for creating the individual bid item resources, using the New Resources Wizard:

1. Select the Project level resource (or Cost category resource, as applicable) under which
new individual project-specific bid item resources will be added. And then click on the
Add button to launch the New Resource Wizard.

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

ﬁou rces

~~ Display: All Resources
Resource D =|Resource Name
Virginia Department of Transportation Material $0.00/unit
ABC Contracting Inc.

Labor $0.00/h
E baterial
Example Project#1 Labor Re $0.00/h
& C00012345C01 Equip  Example Project #1 Equipment Resources MNaonlabor $0.00/h
D & CO0012345C07 Mat Example Project #1 Material Resources Material $0.007unit
< (1 +

General | Codes ‘ Details | Units & Prices ‘ Roles ‘ MNotes | Frogress Reporter

Resource ID Resource Name
ICUUU123ASCU1.CUst IExampIe Project #1 Bid ltem Resources

[ [Portfolio: 4ll Projects [User: admin [Data Date: 04-Jan-10  |Access Mode: [paseline: Current Project
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2. In the New Resource Wizard dialog box define the bid item Resource ID and Name, and
then Click on Next.

i New Resource Wizard

Resource ID and Name

Enter a Resource |D and a Resource Name. The Resource ID uniguely identifies this resource.

Resource ID

CO00M 2345C01.00100

Resource Mame

iMDb\hzation\

[ Da not show this wizard again.

@  Cancel 4 Ere Mext [ 3 | E¥  Finish

Define the contract bid item Resource ID and Name as follows:

1. Enter a unique Resource ID for the contract bid item using the Contract ID number
as a prefix followed by a five-digit VDOT bid item number as shown in the Contract
Schedule of Items (e.g. C00012345C01.00100, etc.).

2. Enter the bid item description in the Resource Name field to define the bid item
resource as shown in the Schedule of Items (e.g. Mobilization, etc.).

3. Specify Material as the Resource Type, and then click on the Unit of Measure browse
button to select an appropriate unit of measure, and then click on Next.

New resoucs wiard S

i New Resource Wizard

'Resource Type

Specify whether this resource is Labor, Monlabor or Material.

The units of work pedormed by this resource will be classified as Labar, Nonlabor or taterial
according to this setting. Choose Labor or Nonlabor to measure work in units of tirne. To measure
work in units other than time, choose Material and select a Unit of Measure.

Resource Type

" Labor { People }
" Monlabor { Machinery, Equipment, etc. )
& Material { Supplies )

Unit of Measure
o LS i

[~ Do not show this wizard again

@  Cancel | Mext B | B Finish
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4. In the Units/Time & Prices dialog box, enter in the Price/Unit box, the unit price for the
corresponding bid item as shown on the Schedule of Items. Define the Default
Units/Time and Max Units/Time, and then click on Finish.

New Resource Wizard

per day.

Price/Unit

I$1 00,000.00/L5

Default Units/Time

Units / Time & Prices

Edit the resource's price, default and maximum units per time period (per hour, day, week, etc.) .

tax Lnits/Time

1,007 |

[ Do not show this wizard again.

@  Cancel |

.00/

Next

Default unitsitime is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximum units per time is the maximum
armount of waork that this resource can perform per time on assigned activities, for example 8 hours

4

Finigh

5. Repeat Steps 1 through 4 above, as often as necessary to add new bid item material
resources for the remaining bid items as shown in the Contract Schedule of Items.

E Primavera P6 : C00012345C01_B01 (Examﬂle Project #1 - Baseline #01 (DD: 2/1/12); =
File Edit View Project Enterprise Tools Admin Help
Resources R e
g% [~ el A Femmess u] Add
Projects Resource D Resource Name Price /[ Unit | Unit of Measure |Default Units » «
8 Virginia Department of Transpt Material $0.00/unit 0/d =] X Del./Merge
Resources - & ABC ABC Contracting Inc. Labor $0.00/h
] - & C00012345C01 Example Project #1 Resources Labor $0.00/h & Cut
Reports F @ C00012345C01.Cost E le Project #1 Bid Itern Resources  Material
— -5 C0 1.00 n rial i Lurmj n Copy
C00012345C01.00101 Construction Surveying Material 25,000.00/LS Lump sum 1.00/d
ﬂ C00012345C01.00110 Clearing and Grubhing hiaterial B0.O00.00/LS Lump sum 1.00/d [ -9 Paste
1 C00012345C01.00120 Regular Excavation Material $19.00/CY" Cubicyards 1.00/d
WES C00012345C01.00211  Minar Structure Exc. Pipe Culvert Material $28.00/CY Cubicyards 1.00/d -
C00012345C01.01602 60" Concrete Pipe Material $1.300.00/LF Linearfeet 1.00/d 1 - »
C00012345C01.07508 Drop Inlet D7 Material $3,100.00/EA Each 1.00/d
C00012345C01.09055  hanhole MH-2 Material $2,600.00/EA Each 1.00/d
C00012345C01.10128  Aggr. Base Matl. TY. I No. 21B Material $34.00/TON Tans 1.00/d
C00012345C01.10608 Asphalt Cancrete SM-12 50 Material F03.00/TON Tans 1.00fd
C00012345C01.10610 Asphalt Concrate (M-19.04 Material $95.00/TON Tans 1.00/d
C00012345C01.10642  Asphalt Concrete BM-25.04 Material $87.00/TON Tans 1.00/d -
General | Codes | Details | Units & Prices ‘ Roles | Motes ‘F’mgrass Reporter
1

| Portfolio: &ll Frojects [User: admin _|Data Date: 01-Feb-12
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2. Creating Cost Resources From VDOT Standard Bid Item Resources — As an alternative to
creating individual cost resources using the New Resource Wizard, individual cost resources
needed for cost-loading a schedule can be created from a pool of VDOT standard bid item
resources by importing the VDOT Standard Bid Item Resources (XER) file as follows:

1. Download a Copy of VDOT Standard Bid Item Resources (XER) File: The following are
guidelines for downloading a copy of the VDOT standard bid item resources file:

1. Click on the link below or use the web address to access the VDOT Construction
Scheduling webpage to download a copy of the VDOT P6 Standard Bid Item Resources
(XER) file.

http://www.virginiadot.org/business/const/constrschresspecs.asp

2. Locate and click on the VDOT P6 Standard Bid Item Resources link.

e
| Construction Sched... % L

File Edit View Favorites Tools Help

(

WDOT PE Standard Bid ltem Resources dver 7.0 xer) - update 1/6/15 ]

Form ©-13C Contractor's Progress Earnings Schedule (Excel Spreadsheet) - update 1423114
Guidelines for preparing the YOOT Form C-13C (pdf)

Guidelines for preparing the YDOT Form C-13CPM (pdf) - update 752813

Friravera (P& Activity Cost-loading Report (ACR) (PG ACR Repaort File) - update 121913

Primavera PB Monthly Progress Earnings Schedule Data Export Report (Forrn C-13CPM By Calendar Month)
-1M15115

o
o
o
o Form ©-13CPM Contractor's Progress Earnings Schedule (Excel Spreadsheet) - update 8/9/14
o
o
o

Frirmavera PE Monthly Progress Schedule Data Export Repott (Forim C-13CPM By Estimate Dates) - 1115115
| m | 2

3. Click on Save as button to save a copy of the VDOTSTDBIDITEMRES.zip file.

What do you want to do with
VDOTSTDBIDITEMRES zip?

Size: 163 KB
From: www.virginiadot.org

< Open

The file won't be saved automatically.
< Save

< Save as

Cancel
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4. Create or locate a folder on your computer in which to save the
VDOTSTDBIDITEMRES.zip file, and then click on Save.

o= POST-AWARD SCHEDULING » VDOT_STD_BID_ITEMS

Organize = New folder

A 5
& Favorites Documents library
B Desktop VDOT_STD_BID_ITEMS

4 Dovwnloads
= RecentPlaces Mo items match your search

Arrange by Folder =

oo Libraries

. Dacuments
Q. Music

= Pictures
B videos

File name: VDOTSTDBIDITEMRES.zip

Save as type: |G (zipped) Folder (*21p)

= Hicle Folclers

| = POST-AWARD SCHEDULING » VDOT STD_BID ITEMS »

Organize = = Open = Share with = E-mail Burn New folder = | 0

A Favorites *  MName Date modified Type Size

I Deskiop _| B vDoT_sTD_Rid_tem_Resources xer 3112014 454 PM XER File 1022 KB
I Dovmloads L vDOTitem codenonstandardnumberspell— 6/22/2010 823 AW Adobe Acrobat D S4KB
=k RecentPlaces L vDOTitem codestandardnumbers pof 6/22/2000 23 AWM Adobe Acrobat [ 33TKR

] YDOTHONSTOL s 6/21/2010 LSEPM  Microsolt Excel 97 105 KB

o Libraries | | VDOTSTDBICITEMRES zip 12/5/2014 252PM  Compressed {zipp. 164 KB |
- Documents 2] YDOTSTOEMS (with metric units) sls 7/7/2010 L200PM  Microsoft Excel 97 L1458 KB
4 Music &) VDOTSTDITEMS s 7/7/2010422PM  Microsoft Excel 97 927 KB
L Pictures

L Hi (3

VDOTSTDBIDITEMRES Zip Date modified: 12/5/2014 2:52 PM Date created: 12/5/2014 2:52 PM
) Compressed (zipped) Folder Size: 163 KB

6. Select the “VDOTSTDBIDITEMRES.xer” file, and then click on Extract all files to extract
and save the file.

i = VDOT_STO_BID_JTEMS » VDOTSTOBICITEMRES zip Search VDOTSTDRIDITEMRES 9

Organize * Extract all files = - i o

- Favorites Hame Type Compresied uize Password p)
I Deskiop _ B vDOTSTORIDITEMRES xer XER File IGIKE No
s Downloads |~

» Recent Places

4 Libranes
L5 Documents
A Music
5 Pictures

- [ m

VDOTSTDBIDITEMRES xer Compressad size: 163 KB Ratio: B4%
Size: .99 MB Date modified: 3/11/2014 554 PM
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7. Browse and select a folder in which to store the file, and then click on Extract to extract
and save the file.

Select a Destination and Extract Files

Files will be extracted to this folder:

PST-AWARD SCHEDULING\VDOT_STD_BID_ITEMS\VDOTSTDBIDITEMRES

Show extracted files when complete

2. Import VDOT Standard Bid Item Resources: The following are guidelines for importing the
VDOT Standard Bid Item Resources:

1. Click on File in the Menu bar and then Import to open the Import Wizard. (Note: Users
must have import privileges to import projects or resources into a database).

Fll=8 Edlit View Project Enterprise Tools Admin Help
Ctrl+N
cal+0
Crl+W

{ Page Setup... =
B Print Setup... —Resource Name

Print Preview Virginia Department of Transportation Labor $0.00/h
& print. ABC Contracting In¢. Resources Labor $0.00/h

hi t

=

™ Send Project
Check In... ts & Prices |HDIES |Nntes | Progress Reporter
Check Out..
Select Project Portfalio... source Mame

R R

H commit Changes FL0 frginia Department of Transportation
R Refresh Data F5 )
1C00012345C01_BOL i

Exit I

|Portfolio: &l Projects User. admin  Data Date: 03-Feb-14 |Access Mode: |Baseline: Current Prc |
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2. Inthe Import dialog box, specify Primavera PM/MM — (XER), and then click on Next.

Import

Import Format

Select the import forrat

" Primavera PM - (ML)

" Spreadsheet - ({LE)

" Primavera Project Planner - (P3)
" Microsaft Project  [shdL

@ Cancel Mext P | BB Finish

3. Specify Resource Only, and then click on Next.

Import

Import Type

Select the type of data to import

(" Project
@ Resource Only
(" Role Only

@ Cancel Mext b | B Finish
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4. Click on the browse button to locate the “VDOTSTDBIDITEMRES.xer” file.

Import

File Name

Flease enter the file name of the .xer file being imparted.

File Narne

r.XET’

@ Cancel Mext P | B5  Finish

5. Select the “VDOTSTDBIDITEMRES.xer” file, and then click on Open.

,.D Select Import File

Lookin | | YDOTSTDBIDITEMRES j & [ o B

- Name - Date modified

=P =] VDOTSTDRIDITEMRES xer 3/11/2014 554 PM

FecentPlaces

Deskiop

i
=l
Libraries
1 |
A
Cormputer

@.

MNetwork

b

< Il

File name: |\/DOTSTDBIDITEMRES xer > Open I
Files of type: |XER Files (*xer) LI Cancel
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6. Click on the Next button.

File Name

Flease enter the file name of the .xer file being imported.

File Marne
P_ITEMS\VDOTSTDEID\TEMRES\VDOTSTDEID\TEMRES.xer;!

@ Cancel

7. Click on the Add button to add a new Import Configuration layout for importing new
resources, if one does not exist. Rename the new layout Add New Resources.

Import

Update Resource Options

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

Use ‘Laynut Marme
& Mo Add a Copy of an Existing Project

& Mo Updste an Existing Project

[} Add | i~} Rernave | = hadify. ‘

@ Cancel 4 Prev | Mext b | B Finish
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8. Select the Add New Resources import layout and click on Modify to view/edit its import
options.

Update Resource Options

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

Use ‘Layuut Name

& Mo Add a Copy of an Existing Project
@ Mo Update an Existing Project

® Mo Add es

«[m]

0 Add | B Remaove =] Iadify,

@  Cancel ‘ Prev |

9. Specify Insert New import action for each Data Type item to insert new resource data
when the same data exists in the import file and database. And then click on OK to
accept the import configuration and close the Modify Import Configuration dialog box.

E Madify Impart Configuration

Muodify the selected configuration by choosing the action to take
when the same data exists in the import file and project being

updated @ Cancel

Check Delete to delete those values in the database that are not
contained in the file you are importing.
Help |

Data Type |Acticm
& Resource Codes Insert Mew
8 Fesource Code Walues Insert Mew

Keep Existi »

Cio Mot Import
|

Keep Existing
Update Existing
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10. Select the Add New Resources import layout and double-click on No in the Use column
to set to Yes, and then click on Next.

Update Resource Options

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

Usge ‘Layuut MName
& No  Add a Copy of an Existing Project
pdate an Existing Project

Bz

| = Rernave B Modify |

@ Cancel | Dlext >| B Finish

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

@ Cancel | |E Finish |
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12. Click on the OK button when the resources are successfully imported.

Finish

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

The import was successful

Iext » e

Finish

13. As shown below, the Resource ID’s for the VDOT Standard Bid Item Resources were
defined using five-digit VDOT standard bid item numbers, prefixed by a generic Contract
ID (e.g. CO00xxxxxxxx.00100). The resources are also nested under a generic Contract
parent resource (COOOXXXXXXXX).

=} Primavera P& : (No current proj

File Edit View Project Enterprise Tools Admin Help

| Resources

~ Digplay: All Resources

E;ﬁéts
[

Resource |D

| Resource Name
Virginia Department of Transportation

Labor

Material

Material
Material
Material

Resources - & VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources
I +, | CODDXexnxXXX Contract CO00xxxxxxxx Schedule of ltems Resou Material
Reports ® CO0Deooscos 00010 LABOR
E——— & CO00xocosox 00075 EQUIPMENT
G CO00oooonoo: 00020 MATERIALS
| Trackingiy & CO00eo0os0s 00100 MOBILIZATION

L |
WES

& CO00xocoooec 0101
& CO00ootoooe 00102
@ CO00oocoooec 0110
& CO00oocoooec 0112
& CO0Moooococc 00120
@ CO00oocoooec 0124
& CO0Dwo0oooe 00125
@ CO0Moooococc 00126
® CO0Doocoooec 00128

L M [ PRV TR P

B

CONSTRUCTION SURVEYING (CONSTRUCTION)
CONSTRUCTION SURVEYING (MIN-PLAN)
CLEARING AMND GRUBEBING

CLEARING AMND GRUBEING

REGULAR EXCAWATION

ROCK EXCAYATION

GRADING

EARTHWORK

ERTRAEXCAVATION

ROt Er Ay ATIOR

Material
Material
Material
Material
Material
Material
Material
Material
Material

Material
hd=tmvizl

$0.00/unit

$0.00/unit

$0.00/TEC TEC

$0.00/TEC TEC

$0.00/TEC TEC
$0.00/LS Lurp sum
$0.00/LS Lump sum
$0.00/L5 Lump surm
$0.00/L5 Lump sum

$0.00/Unit Unit
$0.00/CY Cubicyards
$0.00/CY Cubicyards
$0.00/LS Lump surm
$0.00/LS Lump sum
$0.00/CY Cubicyards

@ AN Cubie s sarde
3

hireshalds

General | Codes ‘ Details ‘ Units & Prices |Ru\es ‘ Motes | Progress Reporter

el

lssues

>1
Rigks

Resource ID

Resource Mame

ICDDDxxxxxxxx

ICUnlract CO00:onoonok Schedule of kems Resources

v ad ) BF XD

|Portfolio; Al Projects [User: admin |Data Date: 01-Feb-12 |[Access Mode

|Baseline: Current Project

)
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3. Select and Move Applicable Project Bid Item Resources: Applicable bid item resources
needed for cost-loading a project schedule can be created by selecting from the VDOT
Standard Bid Item Resources pool and moving the selected resources under the Project
(parent) resource node using the Cut/Paste command as follows:

1. If a Project (or Cost category, as applicable) parent resource node under which
applicable bid item resources will be placed does not exist, create a Project or Cost
category resource, as necessary using the New Resource Wizard, as described above.

L=} Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

~ Dizplay: All Resources
Resource ID =|Resource MNarne
Virginia Department of Transportation
= & VDOTSTDBIDITEMRES VDOT Standard Bid ltem Resources Material $0.00/unit
& CO00xXXHXHHK Contract C000xxxxxxxx Schedule of ltems Resources Material $0.00/unit
-'§ ABC ABC Contracting Inc. Resources Labor $0.00/h
& C00012345C01 Example Project #1 Resources Labor $0.00/h

|| . CDOD12345C02 Example Project #2 Resources Material $0.00/unit
<« ] »

General | Codes ‘ Details ‘ Units & Prices ‘ Roles |Nmes |F‘mgresa Reporter

Resource ID Resource MName
ICEIDDHSAECEIZ IExampIe Project #2 Resources

|Portfolio; All Projects [User. admin |[Data Date: 01-Feb-12 [Access Mode! [Baseline: Current Project /|

2. Select from the VDOT Standard Bid Item Resources pool, applicable resources to be
moved, then click on the Cut button in the Command bar. (Tip: To select multiple
resources select the first resource, then press and hold the “Ctrl” and/or “Shift” keys, as
appropriate, while selecting the remaining applicable resources).

=] Primavera P& : (No current proje

File Edit View Project Enterprise Tools Admin Help

~ Dizplay: All Resources
Resource D = |Resource Mame
Virginia Department of Transportation
=& VDOTSTDBIDITEMRES VDOT Standard Bid ltem Resources Material $0.00/unit
- & COODXNNXXKKX Contract COOH Schedule of ltems R Material $0.00/unit
& CONMoosococc:. 00010 LABOR Material $0.00/TEC TE
& CO0Mooocoeoc 00015 EQUIFMENT Material $0.00/TEC TE
MATERIALS Material

RLC JC
CONSTRUCTION SURVEYING (MIN -PLAN,
GRUBEING
CLEARING AND GRUBBING
N

G CO0Mooaacex 00125 GRADING Material $0.00/L5 Lu
& CONMooocoeo. 00126 EARTHWORK Material $0.00/L5 Lu
EXTRA EXCAVATION 0/CY Cu
BORRO E Materia 0/CY G

General | Codes | Details |Umts & Prices ‘ Roles |Nutes ‘ Progress Reparter

| Resource D Resource Name

[ [Portfolio: &l Projects [User: admin |[Data Date: 01-Feb-12 |Access Mode: |Baseline: Current Project
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3. Select the Project level parent resource node under which the selected resources will be
placed, and then click on the Paste button in the Command bar.

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

Eﬁources

‘  Display: All Resources

Resource D

B CO00XxXXXHXNX

- & ABC

& C00012345C01

= < Co0012345C02

& CO0locooooo 00100
& CONMoooooos 00101
§ CO000000000 00110
& CO0Mocooooo 00120
& CO0locooooo 00124
& CONMooooooo 00140

| Resource Mame

Virginia Department of Transportation

=% VDOTSTDBIDITEMRES VDOT Standard Bid ltem Resources

Labor
Material

Contract C000xxxxxxxx Schedule of Items Resources Material

ABC Contracting Inc. Resources
Example Project #1 Resources
Example Project #2 Resources
MOBILIZATION

CONSTRUCTION SURVEYING (CONSTRUCTION)

CLEARING AMND GRUBBING
REGULAR EXCAVATION
ROCK EXCAVATION
BORROWY EXCAVATION

Labor
Labor
Material
Material
haterial
Material
Material
Material
haterial

$0.00/unit
$0.00/unit
$0.00/h
$0.00/h
$0.00/unit
$0.00/LS Lump
$0.00/LS Lurnp
$0.00/LS Lurnp
$0.00/CY" Cubid
$0.00/CY" Cubid
$0.00/CY" Cubid]

X Del / Merge

&+ Cut

Copy

4

IF]
=
el
|
]
=
L
I
|21

<[] »

General | Codes |Deta\\s ‘ Units & Prices | Roles ‘ Notes ‘ Progress Reporter

Resource ID Resource Name

ICDDD123ASCD2

IExamp\e Project #2 Resources

|Portfalio: All Projects [User: admin Data Date: 01-Feh-12 |Access Mode |Baseline: Current Project

A

Delete Unused VDOT Standard Bid ltem Resources: After moving the bid item resources
needed for the project, the remaining unused VDOT standard bid item resources may be
deleted from the database by selecting the VDOTSTDBIDITEMRES parent resource, and then
clicking on the Del./Merge button in the Command bar. Alternatively, the remaining bid
item resources may be reserved in the database for future use. In which case missing
resources can be replaced by re-importing the VDOTSTDBIDITEMRES resources file. (Note:
When re-importing the VDOTSTDBIDITEMRES resources to replace missing resources, use an
“Update Existing” import configuration layout instead of “Insert New” to avoid creating
duplicate resources).

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

ﬁources

| ~ Display: All Resources

= |Resource Name
Virginia Department of Transportation

B2 . VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources
= C000x00 0K C000:0000cxxx Schedule of ltems Resources

& CO0Moooooeoc 00010 LABOR

& C00Dooooococ 00015 EQUIPMENT

& Cl0Moocoococ 00020 MATERIALS

& CO0Moocoocac 00100 MOBILIZATION

& CO00ooooococ 00101 CONSTRUCTION SURVEYING (CONSTRUCTION)

& C00Dooooo0ec 00102 COMNSTRUCTION SURVEYING (MIN-PLAM) Material $0.00/LS Lurmp sum

@ CO0Meoseacoc00110 CLEARING AND GRUBBING Material $0.005 Lump sum =

<« [m] b

X Del / Merge

Cut

Labor
Material
Material
Material
Material
Material
Material
haterial

$0.00/unit
$0.00/unit 3
$0.00/TEC TEC
$0.00/TEC TEC
$0.00/TEC TEC
$0.00/LS Lump surmn
$0.00/L5 Lump surn

& Fee |

-

4

-

S i e | T

General | Codes ‘ Details | Units & Prices ‘ Roles | Mates | Progress Reporter

Resource ID Resource Name

IVDOTSTDEIDITEMR\ I\/DOT Standard Bid ltem Resources

[Portfolio: All Prajects User: admin [Data Date: 03-Feb-14  [Access Mode, |Baseline: Current Project
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5. Replace Generic Contract ID’s: The generic Contract ID (CO00xxxxxxxx.00100) used in

defining the Resource ID’s for the VDOT bid item resources should be replaced with the
project Contract ID to make the resources project-specific, as required by specifications. The
Replace function can be used to find/replace the Resource ID’s as follows:

1. Select the first project bid item resource, then click on Edit in the Menu bar and then
Replace to open the Replace dialog box:

E Primavera P6 : (No current project)

mEdil View Project Enterprise Tools Admin Help

Undo Modlify Resource  Ctrl+Z . 4 )y

& Cut
Capy
B paste

X . Back  Fonward

Cul+C
Col+

ource Name

O Add
X Delete

Dissalve

JUl ginia Department of Transportation
Del |OT Standard Bid Item Resources Material $0.00/unit
Contracting Inc. Resources Labor $0.00/h

Assign
Link Activities

mple Project #1 Resources Labor $0.00/h
mple Project #2 Resources Material $0.00/unit
BILIZATION Material JLE

=4 Fill Down
Select All

STRUCTION SURVEYING (CONSTRUCTION) Material $0.00/LS Lurnp surmn
EARING AND GRUBBING Material $0.00/LS Lump sum

v ad ) DF=XD

@ Find...
Find Next

Replace... Ctrl+R »

GULAR EXCAWATION Material $0.00/C% Cubicyard:
CK EXCAVATION Material $0.00/C% Cubicyard:
RROW EXCAVATION Material $0.00/CY Cubic yard

¥ Spell Check...

F7

User Preferences...

‘ Roles ‘ Mates ‘ Progress Reporter

Resource ID

Resource Mame

|cuuu;<xxxxxxxuumt IMOEHLIZAT\ON

|Portfolio: All Project User: admir Data Date: 01-Feb-12 Access Mode |Baseline: Current Projec

2. In the Find what box, enter the generic Contract ID to be replaced (CO00xxxxxxxx), then
enter in the Replace with box, the project Contract ID (e.g. C00012345C02), and then
click on the Replace button or Replace All button to find/replace the Contract ID, as
defined. (Note: The Replace button will replace each item that meets the search criteria

one-at-a-time, and the Replace All button will replace all items in the Resource pool that
meet the criteria all-at-once, including any unused VDOT standard bid item resources).

-
E Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/1/12)) ‘ = | = ‘ 28 |
File Edit View Project Enterprise Tools Admin Help
= e D
a
] x
@ Material
e ABC Contracting Inc. Resources Labor & Cut |
i ( ) Example Proiect #1 Resources Labeor ——
- & C00012345C02 Example Proiect #2 Resources Material Copy |
=g || HIESIET 00100 fateril
=4 & CO00xooooox 00101 [ -8 Paste |
=l § CO0Boooooocc 00110 _ || | e
& CO00xooooo 00120 REGULAR EXCAVATION | 1 -
Y & C0oooocox 00124 ROCK EXCAVATION e [Cotosaccnes G
W § CO00xo00000 00140 BORROWY EXCAVATION] | |
ﬁ <« [ Feplace with  [CO00T2345C02 ﬂ‘
. Replace All
General l Codes |Deta\|5 |Umt5 & Prices |Ru|es ‘ Motes |ng I Match whole ward anly
Cancel
[~ Match case
Resource 1D Resource Name
|co00a000n 00100 [MOBILIZETION
| [Portfolio; All Projects [User: admin |Data Date: 01-Feb-12 |Access Mode: Shared |Baseline: Example Project #1 - Bas
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3. After the generic Contract ID’s have been replaced with the project Contract ID, click on

the Close button.

-
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/1/12)) | = ‘ =] | < ‘

File Edit View Project Enterprise Tools Admin Help
Resouwces

‘ - Display: All Resources

Material $0.00/unit
ABC Contracting Inc. Resources Labor $0.00/h +
_Example Project #1 Resources Lahor $0.00h
“Example Project #2 Resources Material §0.00/unit
MOBILIZATION Material $0.00/LS Lump sum
& C00012345C02.00101 CONSTRUCTION SURWSS 7 "

& CO0012345C02.00110
% CO0012345C02.00120

Find what

Add

Resource D - |Resource Name i i —
2 Virginia Department of Transportation X Del fMerge

Cut

o
o
. =
=

| Replacewith:  |[CO0012345C02

General | Codes | Details | Units & Prices | Roles [Nates [ Prog| [ Match whole word anly
[~ Match case

Close

Resource ID Resource MName
|CEIUEHZEM§CU2 00140 |EORROW EXCAVATION

I |Portfolio: All Frojects [User: admin [Data Date: 01-Feb-12 |Access Mode: Shared [Baseline: Example Project #1 - Bas /|

Replace the Generic Resource Calendar: A generic 5-day workweek resource calendar was
assigned to the VDOT bid item resources. After importing and creating the project bid item
resources, replace the generic resource calendar with a project-specific resource calendar,

as required by specification.

E Primavera P& : (No current proje

File Edit View Project Enterprise Tools Admil

ﬁources

~ Display: All Resources

& C00012345C01 Example Project#1 Resources Labor C00012345C01 5-Dav Res Calendar

-1 & C00012345C02 Example Project #2 Resources Material C00012345C02 5-Dav Res Calendar %
~ 00 00 MOBILIZATION I | [ dar
& CO0012345C02.00101 CONSTRUCTION SURVEYING (COMS™ Material CO0Deooaoce_5-Day_Res_Calendar
§ CO0D012345C02.00110 CLEARING AMND GRUBBING Material CO0Mecoooee:_5-Day_Fes_Calendar
& COD012345C02.00120 REGULAR EXCAVATION Material CO0Dxooooex_5-Day Res_Calendar
& CO0012345C02.00124 ROCK EXCAVATION Material CO0Moooooce_B-Day_Res_Calendar
& CO0012345C02.00140 BORROW EXCAVATION Material CO0Mbocoooee_5-Day_Res_Calendar

Resource D E|Resnurce MName \Hesnur:e Type\Calendar
= § ABC ABC Contracting Inc. Resources Labor Standard 5 Day Workweek > Del. / Merge

Cut

General ‘ Codes |Deta|\s | Units & Prices ‘ Roles |Notes ‘ Progress Reparter

Resource Type | Prafile

Calendar

" Labor " Monlabor @ Material
E CO00xxxxxxxn_5-Day_Res_Calendar J

Unit of Measure

|Portfolio: Al Projects [User. admin [Data Diate: 03-Feb-14 |Access Mode |Baseline: Current Project

The generic resource calendar assigned to the bid item resources can be replaced

as follows:

1. Select the first project-specific bid item resource and double-click on its Calendar cell in
the Resource window or click on the Calendar browse button in the Details form of the
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Resource Details, then select a project-specific resource calendar from a list of
previously defined resource calendars, and then click on the Select (+) button to assign
the selected calendar to the selected bid item resource.

p
E Primavera P6 : (No current project) l = |[=] P
File Edit View Project Enterprise Tools Admin Help
 Display: All Resources O
Resource D ElResnurce Mame ‘Ca\endar Price / Umt‘Ur - x
-8 ABC ABC Contracting Inc. Resources Standard 5§ Day Workweek $0.00/h %
000123450 00 MO ZATION 3 CO00:0oococe_5-Day_ Resource_Caler, [
& CO0012345C02.00101  CONSTRUCTION SURVEYING (CONST Cl00xoceose:_5-Day_ Resource_Calendar a
& CO0012345C02.00110  CLEARING AND GRUEBING C000000eace_B-Day_ Resource_Calendar -
& C00012345C02.00120 REGULAR EXCAVATION COD0x0occooc_5-Day_ Resource_Calendar $0.00/CY Cu ™ P
< [y v
»
|Genera\ ‘ Codes | Details | Units & Prices |RUIES ‘ Notes |F‘rugress Repunerl
Profile
“~ Display: Resource Calendars Calendar
Search I ﬁ CO0Dwxxxxxnx_5-Day_ Resource_Calendar J
Calendar Name Default Units / Time
E 012345001 5-Day_Resource_Calendar I 1 o0
[ Auto Compute Actuals
|7 Calculate costs from units
[Portfolio: All Projects User. admin [Data Date: 03-Feb-14 |Access Mode |Baseline: Current Project /|

2. Click on the Calendar cell of the Project level resource or first project-specific bid item
resource with the project-specific resource calendar, then press and hold the “Shift” key
on your keyboard, then scroll down and select the Calendar cell of the last project-
specific bid item resource; and then right-click, then click on Fill Down. (Note: When
using the Fill Down function;, make sure to stay within the column of the data being
copied).

4

Back

~ Display: All Resources
Resource ID | Resource Nare

General | Codes | Details | Units & Prices | Roles | Motes | Progress Reporter X Delete

Resource Type Profile HH Columns
@) Table Font and Raw...
Calendar

¢ Labor " Nonlabor " Material E T Filter By

B Group and Sort By 4
*+ Expand All  Col+Mum +
[Portfolio. All Projects [User. admin_ Data Date: 03-Feb-14 [dcc = Collapse Al Col+Num - |

Unit of Measure
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3. Review to make sure that the generic calendar has been properly replaced by a project-
specific resource calendar for each resource.

File Edit View Project Enferprise Tools Admin Help

: 4 »
E%ES Back  Fonvard

~ Display: All Resources
Resource IO =|Resource Name

10 i Material C nclar

§ CO00012345C02.00101 CONSTRUCTION SURVEYING (CONS™ Material C00012345C02_5-Day_Res_Calendar
§ C00012345C02.00110 CLEARING AND GRUBBING Material CO0012345C02_5-Day_Res_Calendar
§ CO0072345C02.00120 REGULAR EXCAVATION Material Co0012345C02_5-Day_Res_Calendar

€ CO0072345C02.00124 ROCK EXCAVATION Material C00012345C02_5-Day_Res_Calendar
§ C00012345C02.00140 BORROW EXCAVATION Material CO0012345C02_5-Day_Res_Calendar

B

General ‘ Codes ‘ Details | Units & Prices ‘ Roles ‘ Motes ‘ Progress Reporter

v Aad ) BExXD

Resource Type Prafile

" Labor " Monlabor @ Matarial Calmiky
E CO0012345C02_5-Day_Res_Calendar J

Unit of Measure

|Portfolio: Al Projects [User: admin |Data Date: 03-Feb-14 |Access Mode |Baseline: Cur |

7. Define Price/Unit: After creating the project bid item resources, define the Price/Unit for
each cost resource as follows:

1. Click on the Units & Prices tab in the Resource Details to specify a Price/Unit for the
selected resource.

File Edit View Project Enterprise Tools Admin Help

) &
Fanward Home

~ Display: All Resources
Resource ID =|Resource Mame Unit of Measure |«

IBILIZATION Waterial $0.00/LS Lump surm
§ C00012345C02.00101 CONSTRUCTION SURVEYING (CONS™ Material § Lump sum
§ C00012345C02.00110 CLEARING AND GRUBEING Material $0.00/LS Lump sum
% C00012345C02.00120 REGULAR EXCAVATION Material $0.00/CY Cubic yards
& CO0012345C02.00124 ROCK EXCAVATION Material $0.00/CY Cuhicyards
§ C00012345C02.00140 BORROW EXCAVATION Material $0.00/CY Cubicyards -

« [u]
General | Codes | Details | Units & Prices | Roles | Motes | Progress Reporter |
Shift Calendar: ﬁ . T

Effective Date T Max Units / Time Price / Umtl
100000

v a4 F XD

0O Add |>< Delete |

|Portfalio: All Praject [User: admir |[Data Date: 03-Feh-14 [Access Mode: |Baseline: C1 |
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2. Select and specify the Price/Unit for each project bid item resource based on Contract
Schedule of Items. (Note: For lump sum items that will be assigned to single activities,
enter the unit price as shown on the Contract Schedule of Items. For lump sum items that

will be assigned to multiple activities, enter $1.00 as the Price/Unit).

File Edit View Project Enterprise Tools Admin Help

~ Display: All Resources

& C00012345C02.00100 MOBILIZATION haterial $100,000.00/L3 Lump sum
& C00012345C02.00101 CONSTRUCTION SURVEYING ([CONE™ Material $26,000.00/LS Lurnp sum
& C00012345C02.00110 CLEARING AND GRUBEBING haterial $60,000.00/LS Lump sum
& C00012345C02.00120 REGULAR EXCAWATION haterial $19.00/CY Cubicyards
& C00012345C02.00124 ROCK EXCAVATION haterial $500.00/CY Cubic yards
0 0140 B O haterial $17 Cuk 3

Resource D = |Resource Marme Resource Type Price / Unit | Unit of Measure | »

v a P =XD

General | Codes | Details | Units & Prices I Rales | Mates |F'r0gress Reponer|

Shift Calendar: ﬁ Shift |1 33

Effective Date Max Units / Time Price / Unit
¢ 01-Jan-14 $17. i

‘ X Delete |

[Fortfolio: All Project User: admir [Data Date: 03-Feb-14 [Access Mode:

|Baseline: Ci .
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3. Assigning Cost Resources — After creating the bid item cost resources, the next primary step in
cost-loading a schedule is to assign the cost resources to their respective activities. Assigning
cost resources involves a process of assigning a cost resource to an activity and then specifying
the budgeted units to define the magnitude of work and costs that the activity represents. A
single cost resource may be assigned to one or more activities at once or multiple cost resources

may be assigned to a single activity, as appropriate and as follows:

1. Assigning a Cost Resource to an Activity: The following are guidelines for assigning a cost
resource to an activity.

1. In the Activities window, click on the Resources tab in the Activity Details form, then
select an activity to which a cost resource will be assigned, and then click on the Add
Resource button.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))
File Edit View Project Enterprise Tools Admin Help

4

CtIVItles Back  Fonward Hoi
B ek DE-¥ CELEBRaE FOE vE RE® &A@
i  Layout: Classic YWWES Layout fw/Costs) |F\IIer All Activities | (]
Activity D [Activity Name Orig = 2014 - X
: | Feb I Mar I Apr = 5
=
A1000 | Receive NTP Receie NTP "
E Mobilization ] MDbi\izan.nn
= A1020 | Construction Survey -~ e Construction Survey . 8
« v l<im ) g
)
o | General ‘ Status | Resources | Relationships ‘ Codes | MNotebook ‘ Steps ‘ Feedback ‘WPS & Docs |Expeﬂses ‘ Summary | =
"l: il Acthity [A1010 [hiohilization Project [C00012345C01_B01 =
=20
] =
Resource D Name ‘Cur\te ‘ Price / Unill Eudgeted Umtsl Budgeted Cusl‘ Actual Umtsl Actual Cog -
« ] 3
B Add Resource | B Add Role ‘ E3  Assign by Role ‘ ER  Remove |

| [Portfolio: All Frojects [User: admin [Data Date: 03-Feh-14 |Access Made: Shared [Baseline: Curre 4

2. Inthe Assign Resources dialog box, change the Display Filter to All Resources, then select
a cost resource, then click on the Assign (+) button to assign the selected resource to the
selected activity, and then click on the Close (X) button.

« Display: All Resources

Search I

Resource ID ElResUurce Name ‘Hesuurce Type | - g@
=& ABC ABC Contracting Inc. Resources Labor
=& CO0012345C01 Example Project#1 Resources Lahor
= @ C00012345C01 Cost Example Project#1 Cost Resource Material i3
; C Makilization Waterial
@& Coo01 CO.0MDT  Construction Surveying Material %
% C00012345C01.00110  Clearing and Grubhbing Material @

& CO0012345C01.00120  Regular Excavation taterial
@y C00012345C01.00211  Minor Struciure Exc. Pipe Culvert  Material
@ CO0012345C01.01602 60" Concrete Pipe Material

CO0012345C01.07508  Drop InletDI-¢ Material
- @ CO0012345C01.09055  Manhole MH-2 Material
@ CO0012345C01.10128  Aggr. Base Matl. TY. I No. 21B Material
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3. Click on the Budgeted Units cell and adjust the quantity, as necessary. (Note: When a
resource is assigned to an activity, Primavera P6 automatically assigns a Budgeted Units
value based on the resource default units/time and the activity duration).

Back  Fonward S

SR DE-3* DELBEBLS FA= TE MEC Q&

~ Layout: Classic WBE Layout (w/Costs) |F\\ter' All Activities
Activity 1D | Activity Mame Orig »

A1000  Receive NTF Receive NTP
I hobilization
A1020  Construction Survey BN Construction Sursey

<« [ < [

General | Status | Resources | Relationships ‘ Codes | MNotebook | Steps | Feedback ‘WF’S & Docs ‘ Expenses ‘ Summary ‘
i‘ Activity [A1010 [Mabilization Project [CO0012345C01_B01

LHd ARBe 0Fx=XD

Resource |D Name
(5 on £C01.00100. Mobilization $100 §100,000.00

E§  Add Resource ‘ B AddRolke ‘ Eg  Assign by Role |Eﬁ Remove |

| |Portfolio: All Projects [User: admin [Data Date: 03-Feb-14 |Access Mode: Shared [Baseline: Curre

2. Assigning a Cost Resource to Multiple Activities: The following are guidelines for assigning a
single cost resource to multiple activities at once.

1. Select activities to which the cost resource will be assigned using the “Ctrl” and/or
“Shift” keys, as appropriate, then click on the Resources button in the Command bar.

\=] Primavera P6 : C00012345C01 BO1 (Example Project #1 - Baseline #01 (DD:
File Edit View Project Enterprise Tools Admin Help

m‘tles Back  fFonward Home

2R OE- DBLhBBL S FOE 76 me | Qe

 Layout: Classic WEBS Layout (w/Costs) |Fi\ter All Activities | Add
Activity ID | Activity Name Orig = 2014 .

_ Fet X Delete
Al040 =ta 100+60 to 400+25

& Cut

Install 60" Drainage 5-1 10 5-2
Install 60" Drainage 8110 8-2

A1070 0+50 to 700+05 -
.
»

Copy

=
<« [i] < v " Paste
General | Status ‘Resuurces | Relationships |Cudes ‘Nulebuuk ‘Steps ‘Feedback ‘WPS & Docs ‘ EII 3 EESmEEs

jl Activity | | Project |
& Rarc by Role
Resource D Mame ‘Cunre ‘ Price £ Umt‘ Budgeted UmtSl Budc
8‘ Roles
= Activity Codes

4|1 3 & Predecessors

BR  Add Resource ‘ﬂ Add Role ‘a Assigh by Role |@ Rernove | 2 Successors

| |Portfalio: All Praject [User: admir |[Data Date: 03-Feb-14 [Access Made: Share Baselir 4|
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2. Inthe Assign Resources dialog box, change the Display Filter to All Resources, then select
a cost resource, then click on the Assign (+) button to assign the selected resource to the
selected activities, and then click on the Close (X) button.

~ Display: All Resources

Search I

Resource |0

= ‘ Resource Name

|F€esnurce Type | - @

8 ABC
= § C00012345C01
| CO0012345C01 Cost
C00012345C01.00100
@y C00012345C01.001 01
C00012345C01.00110

Coo012345C01.0021
Coo012345C01.01602

@ C00012345C01.07508
- @y C00012345C01.09055
Co0o12345C01.10128

Co0012345C01.10610
; & C00012345C01.10642
| F§ C00m2345C01 Lab

© & COn012346C01.CAGH

Labor
Labor
taterial
Material
taterial
taterial

ABC Contracting Inc. Fesources
Example Project #1 Resources
Example Project#1 Cost Resource
Mohilization
Construction Surveying
Clearing and Grubhing

on
Minor Structure Exc. Pipe Cubvert
E0" Concrete Pipe
Crop Inlet DI-7
Manhole MH-2
Aggr. Base Matl. TY. | No. 21B
Agphalt Concrete SM-12.50
Asphalt Concrete [W-19.04 Material
Asphalt Concrete BM-25.04 aterial
Exarnple Project#1 Labor Resourc Labor
Clearing and Grubhing Crew #1 Lahbor

Material
taterial
tMaterial
Material
taterial

=

s

<« ]

3. Click on the Budgeted Units cell and adjust the quantity for each cost resource
assignment, as necessary.

File Edit View Project Enterprise Tools Admin Help

4 b

Eack  Fomvard

® ®Q

FHiE vE &%

|F\Iter: All Activities

HE- Elkﬂii'@,

w Layout: Classic WHBS Layout (w/Costs)
Activity 1D Activity Narne

I o

X Delete
Fegular Ex

Install 60" Drainage 5-1 to 52 &
A1060  Install 60" Drainage 8-1 to §-2
A1070  Regular Excavation Sta 550+50 to 700+05 il

« 1] 3 < 3 =]

General | Status | Hesources | Relationships |Codes | Notebook | Steps | Feedback ‘WF’S & Docs | Expenses ‘ EII 8
ﬁ Activity [A1040 |Regular Excavation Sta 100+50 to 400+25 Project [CO0012345C01_BO1

2014

- Feb |

Al040
Al050

a 100+50 to 400+25

Cut

Copy

Faste

Resources

Qf Rsrc by Role
Price / Unit

& P |
O e |
7 eeain |
$19.00/CY 5 0ocY w
L e |
2 Frivers |
O S |

B Activity Codes

&4 Predecessors

E®  Add Resource | ER  AddRole | ER  Assign by Role ‘ E@  Remove ‘ =

Successars

[ |Portfolio: All Project [User. admir [Diata Date: 03-Feb-14 [Access Mode: Share[Baseline: Current |
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3. Assigning Multiple Cost Resources to an Activity: The following are guidelines for assigning
multiple cost resources to a single activity at once.

1. Select an activity to which the cost resources will be assigned, and then click on the Add
Resource button.

\=] Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/3/14;

File Edit View Project Enterprise Tools Admin Help

ItieS gl : ) E:Ek Fnr\:ard

saRh BE-* CEhERaes FHE 7 me ®Q

« Layout: Classic WWBS Layout (w/Costs) |Fi|ter' All Activities
Activity 1D r‘Acwity Mame ‘ iy »

Dura

A1030  Clearing and Grubbing
A1040  Regular Excavation Sta 100+50 to 400+25

A1050 | Install 0" Dra

A1060  Install 60" Drainage 8110 8-2
General | Status | Resources | Relationships |Cudes |Nutehnuk ‘ Steps | Feedback |\NF'S & Docs ‘ Expenses | Summary ‘

il Activity |A1 050 |Insta|l B0" Drainage 5-1 to 5-2 Project |CO0012345C01_B01

Resource D Name |Curve | Price / Unit| Budgeted Units| Budgeted Cost‘ Actual Units‘ Actual Cos

L Md AR [IF=XD

41

B2 Add Resource ‘ B AddRole | E&  Assign by Role ‘ 5 Remowe |

| [Portfolio: All Projects [User: admin [Data Date: 03-Feb-14 |Access Mode: Shared Baseline: Curre |

2. Inthe Assign Resources dialog box, change the Display Filter to All Resources, then select
the applicable cost resources using the “Ctrl” and/or “Shift” keys on your keyboard, as
appropriate; then click on the Assign (+) button to assign the selected resources to the
selected activity, and then click on the Close (X) button.

« Display: All Resources

Search I

Resource ID | Resource Mame |Resource Type | « =

= 8 ABC ABC Contracting Inc. Resources Labor —
=8 00012345001 Example Project#1 Resources Labor E
5

=% CO00012345C01 Cost Example Project #1 Cost Resource Material
@ CO0012345C01.00100  Mobilization Material
CO0012345C01.00101  Construction Surveying Matetial !
@ CO0012345C0.00110  Clearing and Grubhing haterial
1Y Fegular Excavation kdaterial

5 5
@ CO00T234EC01.10128  Aggr. Base Matl. TY. | Mo. 216 Matetial
@ CO0012345C0N.10608  Asphalt Concrete Sh-1250 haterial
- @ CO0012345C0N1.10610  Asphalt Concrete IM-19.0A Material
- @ CO0012345C01.10642  Asphalt Cancrete BM-25 04 Material
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3. Click on the Budgeted Units cell and adjust the quantity for each cost resource
assignment, as necessary to define the magnitude of work that the activity represents.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14)) EE

File Edit View Project Enterpnse Tools Admin Help

= agm ﬁ Cﬂ:v @
ACtIVItIeS Ezek Fonward Home Dir. Help
O ek BE-x DELRBRRBL.s FHE TE B8 K
i = Layout: Clagsic WES Layout (w/Costs) Filter: All Activities N}
Activity 1D Activity Mame Nl 2014 . X
— | \ Feh | Mar | Apr | May | Jur— %
] A0S0 [Install 60" Drainage 51 to 5-4a B heall 60" Drainage &1 1=
i . .
AT0B0 | Install 60" Drainage 8-110 8- ¥ =7 Install 60" Drainc ~
=ll|| « 1] 3 < [m] »
| ' .
E General | Status | Resources | Relationships | Codes | Notehook | Steps |Feedhack ‘WPS & Docs | Expenses ‘ Surnmary ‘ 8
E : Activity |A1 0s0 |Insta\| B0" Drainage 5-1 to 5-2 Froject |CO0012345C01_BO1 3¢
L]
r:l Resource D Mame |Curve | Price / Unit| Budyeted Umits‘ Budgeted Cost‘ Actual =
= & CO0012345C01.01802.60" Concrete Pipe $1,300.00F 200 00LF  §260,000.00 0| =
& C00012345C01.07508. Drop Inlet D7 $3,100.00/EA 3.00EA $9,300.00 00 =
055.Manhole hH-2 1.00EA
Minor Structure Exc o
E&  Add Resource B2 AddRole E&  Assign by Role B} Remowe

Portfolio: All Project |User: admir |Data Date: 03-Feb-14 Access Mode: Share Baselir

4. Reviewing Cost Resource Assignments — After assigning cost resources, the resource
assignments should be reviewed to ensure that all project cost resources have been assigned
and that all activities that require cost-loading have been assigned proper cost resources. The
following are guidelines for reviewing cost resource assignments:

1. Create an activity layout showing the Budgeted Cost, Actual Cost, Remaining Cost, and At
Completion Cost. Set the Filter to All Activities, then review to identify any activities without
costs that require cost-loading. If necessary, create and apply a filter to select activities with
budgeted cost value equal to zero. Adjust as necessary.

e o
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))-@@‘g
File Edit View Project Enterprise Tools Admin Help
R 4 & * ()
ACtIVItIes Back  Fonwvard Home Dir. Help
= R BE-% DELBRa g FHE B e B
irnj;ct;s ~ Layout: Clagsic WES Layout (Costs) Filter: All Activities 0O
e Activity 1D Activity Name Budgeted|  Actual Total Remaining| At Completion| || »
B | Tatal Cost Cost Tatal Cost Total Cost \E\ 9
o = Example Project #1 - Baseline #01 ([| $2614500.00 $2.614800.00 iy
EERenon: | Receive NTP $0.00 $0.00 $0.00
A1010 Mohilization $100,000.00 $0.00  $100.000.00 $100,000.00
Tracking A1020 Construction Survey $26.000.00 $0.00 $25.000.00 $26,000.00 8
i A1030 Clearing and Grulhing $60.000.00 $0.00 $60.000.00 $60.000.00 Y
WES A1040  |Regular Excavation Sta 100+50 to 400+25 $1.140,000.00 $0.00 $1,140,000.00)  $1.140,000.00
A1050  |Install 60" Drainage 5-1 to 5-2 $280,300.00 $0.00  $280.300.00 $280.300.00 &
; A1060 | Install 60" Drainage 8-1 to 8-2 $145,200.00 $0.00  $145.200.00 $145.200.00 a3
m A1070 | Regular Excavation Sta 5h0+50 to 700+05 $760,000.00 $0.00  $760.000.00 $760.000.00 =
=3 A1080 Place Aggregate Base Subbase $20,400.00 $0.00 $20,400.00 $20,400.00 =
Assignments ATD90 | Place Asphalt Concrete Base Course $34,600.00 $0.00 $34,600.00 $34,800.00
[=] A1100 | Flace Asphalt Concrete Intermediate Course $28,500.00 $0.00 $28,500.00 $28.500.00 =
WPs & Docs A1110 | Place Asphal Concrete Surface Course $20,600.00 $0.00 $20,600.00 $20,600.00
—— | Striping & Clean-up | g0o0o] 000
= A1130 Substantial Completion Milestane (3/30,/14) $0.00 $0.00 $0.00 $0.00
| Eoena A1140 | PunchlisfDemob & Move-out 50.00 $0.00 $0.00 $0.00 ||
i A1150  Project Completion Milestone (10/31/14) $0.00 $0.00 $0.00 $0.00
Thearhald~
Portfolio: All Project User: admir \Data Date: 02-03-14  |Access Mode: Share |[Baseline: Current Pr
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2. Click on the Assignments button in the Directory bar to display the Resource Assignments

window.
7 N
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2[3/14)&@@
File Edit View Project Enterprise Tools Admin Help
g 4 & F O]
Resource Assignments Back  Foruerdl \
= v Layout: Assignment Status Grouped by Resource 0
Projects Activity ID Activity Narne Start Finish Budgeted Units | Actual Units | Remainit »
8 =
Resources B :u Mnhilizatinn (12-04-14 1.00LS
=3 A1010  Mobilization 0 4 1.00LS
Rer s 2 & Can inn rveving 0 4 02 Ll 1.00LS
ol =g AT020  Construction Surve 02-158-14 02-25-14 1.00LS 0.00LS
B % Clearing and hhing 030414 04-15-14 10015 1005
Tracking =g A1030  Clearing and Grubhing 030414 04-15-14 10008 0.00Ls
B E % Reanla ayatinn 03-16-14  07-10-14 100000.00C 0.00CY 10000
WES =g AT040  Regular Excavation Sta 100+50 to 400+25  03-18-14 05-13-14 B0000.00CY n.0ocy Gooc
=8 A1070  Regular Excavation Sta 550+50 to 700+05  05-14-14 07-10-14 40000.00C 0.00CY 4000
Actiitine E & Mino o Pine art 04-01-14 05-13-14 400.00CY 0.00CY Al
— =3 AT050  Install 60" Drainage 5-110 5-2 04-01-14 04-28-14 300.00CY 0.00Cy 30
B =3 AT060  Install 60" Drainage 8-110 8-2 04-30-14 05-13-14 100.00CY 0.00CY 10
Assignments| | | Ry T 04-01-14 05 300.00LF 0.00LF 3
E| =8 A1050  Install 60" Drainage 5-110 5-2 04-01-14 04- 200.00LF 0.00LF 2
WPs & Docs =8 A1060  Install 60" Drainage 8-110 8-2 04-30-14 05-13-14 100.00LF 0.00LF 1
& 2 é% Dran Inlet DI- 040114 05-13-14 7.00EA 1.00EA
Expansas =g AT050  Install 60" Drainage 5-1105-2 04-01-14 04-23-14 3.00EA 0.00EA
e =g AT0E0  Install 60" Drainage 8-110 8-2 04-30-14 05-13-14 0.00EA
u B &% Manhnle MH- 04-01-14 042314 100EA <
Thresholds — - ST — Emrm— ———— e e
F——— [N 3
@]
Portfalio: All Praject \User: admir |Data Date: 02-03-14 | Access Maode: Share | Baseline: Current Pr

3. Create a Resource Assignment layout showing the Original Duration, Budgeted Units,
Budgeted Units/Time, and Max Units/Time for each assighment. Review to ensure that the
activity duration and budgeted units for each assignment are reasonable relative to the
units/time and max units/time. Adjust as necessary. (Note: Budgeted Units/Time is the daily
production rate required to complete the activity as planned. Max Units/Time is the
anticipated maximum production per day that the contractor can perform on the activity.
The Max Units/Time is defined when the cost resource is created).

-
E Primavera P6 : C00012345C01 _BO1 (Example Project #1 - Baseline #01 (DD: 2,"3,'].4)
File Edit View Project Enterprise Tools Admin Help
g 4 o e 2
J Resource Assignments Bk o0 Hame O tep \
@ s Layout:Cost Resource Assignments (Units) hd
3 Activity 1D Activity Name Orig Dur | Budgeted Units| Budgeted Units/Time | Max Units/Time| « |Bd X
= =)\&
2 Total 143 = |
-1 & C00012345C01.00100 Mobilization 20 1.00LS
& =3 AT010 Mobilization 20 1.00LS 0.05L/d 1.00L3¢/d
-1 € C00012345C01.00101 Construction Surveying B 1.00LS
E =8 AT020 Construction Survey [ 1.00LS 0.17L5/d 1.00L5/d
E = C00012345C01.00110 Clearing and Grubhing 3n 1.00L5
el =3 AT030 Clearing and Grubbing 3n 1.00LS 0.03LS/d 1.00L5¢/d
H -1 &, C00012345C01.00120 Regular Excavation g0
T = A1040 Regular Excavation Sta 100+50 to 400+25 : i 000.00C il
H =3 AT070 Regular Excavation Sta 550+50 to 700+05 40 40000.00CY 1000.00CYd 1000.00C{d
— -1 & C00012345C01.00211 Minor Structure Exc. Pipe Culvert 30 400.00Cy
=8 AT050 Install 60" Drainage 5-1 t0 5-2 20 300.00CY 15.00Cd B0.00Cd
=3 AT060 Install 60" Drainage 8-1 to 6-2 10 1a0.00cy 10.00Cd 50.00Cd
-1 €, C00012345C01.01602 60" Concrete Pipe 30 300.00LF
=g A1050 Install B0" Orainage 5-1 ta 5-2 20 200.00LF 10.00LF/d BO.00LF{d
=3 AT060 Install 60" Drainage 81 to 6-2 10 100.00LF 10.00LF/d B0.00LF/d
= & C00012345C01.07508 Drop Inlet DI-T 30 7.00EA
=g AT080 Install 0" Drainage 51 10 5-2 20 3.00EA 015EAM 2.00EAM
=8 AT060 Install 60" Drainage 81 to 6-2 10 4.00E4 0.40EAJ 200E&4/d ~
A 3
Fortfolio: All Project |User: admir |Data Date: 02-03-14  |Access Mode: Share Baseline: Current Project
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4. Create a Resource Assignment layout showing the Price/Unit, Budgeted Units, and Budgeted
Cost, as reflected on the Contract Schedule of Items. Review against the Contract Schedule
of Items to ensure that the unit price, summarized budgeted units, and budgeted cost for
each pay item matches.

-
E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2}3!14))‘@'@'&
File Edit View Project Enterprise Tools Admin Help
A 4 & T 2
J Resource Assignments ook Forvars_Homs | Dl
@ « Layout: Schedule of ltems Resource Assignments 4
8 Activity 1D Activity Narne Price / Unit| Budgeted Units| Budgeted Cost| » | B
| Ci
. — ' =
— % C00012345C01.00100 Mobilization 1.00Ls $100,000.00
Ll =g AT010 obilization $100.000.00/LS 1.00LS $100.000.00
- ®, C00012345C01.00101 Construction Surveying 1.00LSs $25,000.00
E =4 AT020 Construction Sunsey $26,000.00/L3 1.00L5 426,000.00
E = C00012345C01.00110 Clearing and Grubbing 1.00LS $60,000.00
el =3 AT030 Clearing and Grubhing $60.000.00/L5 1.00LS $60,000.00
= -I€, C00012345C01.00120 Regular Excavation 100000.00CY $1.900.000.00
T =g AT040 Fegular Excawation Sta 100+50 0 400+25 $19.00/Cy 60000.00CY  $1.140.000.00
m =4 AT070 Fegular Excavation Sta 550+50 to 700+05 $19.00/C 40000.00CY $760,000.00
— = €00012345C01.00211 Minor Structure Exec. Pipe Culvert 400.00CY $11.200.00
=3 AT050 Install 60" Drainage 51 ta 52 $28.00/CY 300.00CY $3,400.00
=g AT060 Install 60" Drainage &1 to 82 $28.00/C 100.00CY $2.800.00
- § C00012345C01.01602 60" Concrete Pipe 300.00LF $390,000.00
=4 A1050 Install 60" Drainage 5-1 to 5-2 $1,300.00/LF 200.00LF $260,000.00
=3 Al060 Install 60" Drainage 6-1 to B-2 $1,300.00/LF 100.00LF $130.000.00
-1€ C00012345C01.07508 Drop Inlet DI-7 7.00EA $21.700.00
=g AT050 Install 60" Drainage 51 ta 52 $3.100.00/EA 3.00EA $9.300.00
=4 AT060 Install 60" Drainage 6-1 to B-2 $3,100.00/EA 4.00EA $12.400.00 ~
« ] 3 1
Portfalio: All Project User: admir |Data Date: 02-03-14  |Access Mode: Share Baseline: Current

5. Lastly, review to ensure that the Budgeted Cost, Remaining Cost, and At Completion Cost
values are the same, that the Actual Cost values are zero ($0.00), and that the Total
Budgeted Cost for the project matches the total contract value for the baseline schedule.

-
E Primavera P6 : C00012345C01_BO01 (Example Project #1 - Baseline #01 (DD: 2_.’3]14
File Edit View Project Enterprise Tools Admin Help
g 4 b i 2
J Resource Assignments Back PR \
@ ~ Layout: Cost Resource Assignments (Costs) R
3 Activity Mame Budgeted Cost| Actual Cast| Remaining Cost| At Completion Cast| » || B
o
Tl $2.6 00.00 $0.00 2,614,800.00 $2,614.8 U .
-/ C00012345C01.00100 Mobilization $100,000.00 $0.00 $100.000.00 $100.000.00
& =g A1010 Mobilization $100,000.00 $0.00 $100.000.00 $100.000.00
-/ & C00012345C01.00101 Construction Surveying $25.000.00 $0.00 $25.000.00 $25.000.00
E =g A1020 Construction Survey $25,000.00 $0.00 $25.000.00 $26,000.00
=i - & C00012345C01.00110 Clearing and Grubbing $60.000.00 $0.00 $60.000.00 $60.000.00
E =g A1030 Claaring and Grubbing $£0.000.00 $0.00 $60.000.00 $60.000.00
| -/ C00012345C01.00120 Regular Excavation $1.800,000.00 $0.00  $1.900.000.00 $1.800,000.00
T =4 A1040 Regular Excavation Sta 100+50 1o 400+25 $1.140,000.00 $0.00 $1.140,000.00 $1.140,000.00
W =4 A1070 Regular Excavation Sta 550+50to 700+05 $760,000.00 $0.00 $760.000.00 $760.000.00
— - & C00012345C01.00211 Minor Structure Exc. Pipe Culvert $11,200.00 $0.00 $11,200.00 $11.200.00
=4 Al050 Install 60" Drainage 5-1 to 5-2 $8.400.00 $0.00 $8,400.00 $6,400.00
=3 Al060 Install 60" Drainage 8-1 to 8-2 $2.800.00 $0.00 $2.800.00 $2.600.00
-1@ C00012345C01.01602 60" Concrete Pipe $390,000.00 $0.00 $390,000.00 $390,000.00
=3 A1050 Install 60" Drainage 5-1 to 5-2 $260,000.00 $0.00 $260,000.00 $260,000.00
=3 A1060 Install 60" Drainage 8-1 to 8-2 $130,000.00 $0.00 $130,000.00 $130,000.00
-/, C00012345C01.07508 Drop Inlet DI-7 $21,700.00 $0.00 $21,700.00 $21,700.00
=g A1050 Install 60" Drainage 5-1to 5-2 $9.300.00 $0.00 $9,300.00 $9,300.00
=g A1060 Install 60" Drainage 8-1 to 8-2 $12.400.00 $0.00 $12.400.00 $12,400.00
- &) C00012345C01.08055 Manhole MH-2 $2.600.00 $0.00 $2.600.00 $2.600.00 -
Portfolio: All Projects  User: admin  |Data Date: 02-03-14 Access Mode: Shared  Baseline: Current Project

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 143



Virginia Department of Transportation

Construction Division

5. Defining and Assigning a 20-80 Resource Curve (Design-Build Only) — For Design-Build projects,
a 20-80 resource curve is required for cost resource assignments to allow for cost calculations
for progress payments based on the 20-80 Rule. The following are guidelines for defining and
assigning a 20-80 resource curve in Primavera P6:

1. Creating a 20-80 Resource Curve: The following are guidelines for creating a 20-80 resource

curve.

1. Click on Enterprise in the Menu bar, then Resource Curves.

e — ]
E Primavera P6 : C00012345C01_BO1 (Examp... QE

File Edit ‘iew Project |Enterprise | Toals Admin Help

Cti“ E:ck
a BE-:

21 Projects

<B Enterprise Project Structure...
& Tracking

@ Project Portfolios..

~ Layout: Classic WE

Actvity 1D | Activity

J+igh

<

4 = Achvity Codes...

8 Resources
& Roles...
B ops..

& Resource Codes..
& Project Cacdles...

User Defined Fields...

General | Status | Res

2
a
=]
L
|
]

&

-2 sctivity [A1070

E3

— [ Cost Accounts..

il Fundling Sources...
L

B3 Calendars..
Resource Shifts...

B Activity Step Templates...

External Applications...

2. Click on the Add button.

\=] Resource Curves

~ Display: Resource Curves

| = Close

Resource Curve Marne

=l Default

il Back Loaded

iy Bell Shaped

il Front Loaded

m Linear

il Offset Triangular
m Three Step

il Trapezoidal

m Triangular

il Triangular Decrease
m Triangular Increase
il Double Peak

m Early Peak

Bl Glabal

< [

El s A

X Delete
B Modify

Help
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3. Select any available Resource Curve, then click on Select (+) button.

~ Display: Resource Curves
Resource Curve Name
E Default
gy Back Loaded

filg Bell Shaped
Delet
gl Front Loaded al e

&y Lingar -
il Offzet Triangular B Modify...

filg Three Step

“fily Trapezoidal ] Help

fillg Triangular

il Triangular Decrease
fily Triangular Increase
gl Double Peak

fily Early Peak

=+ Global

4'@

4. Click on the Modify button.

~ Display: Resource Curves | = Close

Resource Curve Name -
gl Bell Shaped o
“fiily Frort Loaded

ﬁﬂ Linear
Delet
il Offset Triangular al eete

ﬁﬂ Three Step

il Trapezoidal B Modify
ging Triangular

filg Triangular Decrease &) Help
il Triangular Increase

filg Donble Peak

gl Early Paak

» Global

Add

5. Modify the Resource Curve to set the Curve Value % for the 0 Duration % to 20 and the
100% to 80, with every value in-between set to 0, and then click on the OK button.

_ _

& 0K

@  Cancel

Copy From.
Prorate

@ Help

"¥e0 Fe o 60 [0 o b5 [P0 o B8 [o¢ o Eo s |5 Ee pe fo po s oo
Curve Yalue % Total  100%
15 20 25 30 35 40 45 50 55 60 B5 70 75 80 85 90 95 100

Duration %
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6. Rename the New Resource Curve to be project-specific (e.g. C00012345C01-20/80), and
then click on the Close button.

~ Display: Resource Curves
Resource Curve Name

filg Bell Shaped

gl Front Loaded

m Linear
Delet
gl Offset Triangular X elete

filg Three Step .
gl Trapezoidal B Modify...
fillg Triangular

“giily Triangular Decrease ] Help

fily Triangular Increase
gl Double Peak

fily Early Peak

- (3lobal

filg 20480 Rule

2. Assigning a 20-80 Resource Curve: The following are guidelines for assigning a 20-80

resource curve to the cost resource assignments:

1. Click on the Assignments button in the Directory bar to display the Resource
Assignments window, and then modify the layout to add a Resource Curve column, and
then double-click on the Curve cell of the first cost resource assignment. (Note: If
necessary, modify the filter to display cost resources for the open project only).

E Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterprise Tools Admin Help

4

Back

¥

Fagrl

I~ & Mobilization

= A1010 hohilization
] Construction Surveying

=4 A1020 Construction Survey $26,000.00/L3
1=/ & Clearing and Grubbing

=3 A1030 Clearing and Grubhing $60,000.00/L3
& - @ Regular Excavation

=g A1040 Fegular Excavation Sta 100+50 to 400+25 $19.00/Cy

=3 A1070 Regular Excavation Sta 550+50 to 700+05 $19.00/C
= & Minor Structure Exc. Pipe Culvert

=3 A1050 Install 60" Drainage 5-1 to 5-2 $ea.00/cy

=g AT080 Install 60" Drainage 81t §-2 $28.00/CY
- &) 80" Concrete Pipe

=4 A1050 Install 60" Drainage 5-1 to 5-2 $1.300.00/LF

=3 A1060 Install 60" Drainage 8-1 to 8-2 $1.300.00/LF
= & Drop Inlet DI-7

=g A1050 Install 60" Drainage 51 t0 5-2 $3.100.00/EA

=4 A1060 Install 60" Drainage 81 to §-2 $3.100.00/E4

« [in]

|| | 1| |El| ElS T

oL

E3

Price / Unit| Budgeted Units

1.00LS

1.00LS
1.00LS
1.00LS
1.00LE
100000.00CY
50000.00CY
40000.00CY
400.00CY
300.00CY
100.00CY
300.00LF
200.00LF
100.00LF
7.00EA
3.00EA
4.00EA

Budgeted Cost| =

$100.000.00

b a
$25,000.00
$26,000.00
$60,000.00
$60,000.00
$1.900.000.00
$1.140.000.00
$760.000.00
$11.200.00
$6.400.00
$2.800.00
$390.000.00
$260.000.00
$130.000.00
$21,700.00
$9.300.00

$12.400.00 =

b

|Portfolio: Al Project |User: admir [Data Date: 03-Feb-14 [Access Mode: Share Baseline: Current Project |
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2. Select from the list of resource curves the project-specific resource curve, and then click
on the Select (+) button.

~ Display: Resource Curves

Search I

Resource Curve Mame
b Default
gty Back Loaded
“fiilg Bell Shaped
“fiilg Front Loaded
Iﬁﬂ Linear
ﬁﬂ Offset Triangular
Iﬁﬂ Three Step
ﬁﬂ Trapezoidal
gty Triangular
gty Triangular Decrease
gl Triangular Increasze
gty Double Peak
gy Early Peak
=k Global
gy 20/80 Rule
), CO0012345

3. Click on the Curve cell of the first cost resource assignment, then scroll down to the last
assignment, then press and hold down the “Shift” key on your keyboard, and then click
on the Curve cell of the last resource assignment; and then right click, then click on the
Fill Down function to copy the resource curve onto the rest of the assignments.

\=] Primavera P6 : C00012345( e Proj #01 (DD: 2/3/14)

File Edit ‘iew Project Enterprise Tools Admin Help

Co% Cirl+C

0O add Ins
X Delete

M Columns
@ Table Font and Row...

S Filters..

B Group and Sort By 4
*+ Expand All Crl+MNum +
~ Collapse All  Col+Mum -
~+ Collapse To...

|Portfolio: All Projects [User. admin |Data Date: 02-03-14  |Access Mode: Shared |Baseline: Current Project
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4. Review to ensure that all resource assignments have been assigned a 20-80 resource
curve.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterpnse Tools Admin Help
- 4 4 18
J Resource Assignments b I |
@ “ Layout: Assignments Grouped by Resource < 0O
2 Activity 1D Activity Name Curve Price / Unit| Budgeted Units| Budgeted Cost| » ||BY X
=[c
@ -1 & Mabilization 1.00LS $100.000.00 :
& I = A0 Mohilization Coo 01- $100,000.00/LS $100.000.00
= & Construction Surveying 1.00LS $25,000.00
E =3 Al020 Construction Sursey CO0012345C01-20/60  $26,000.00/LS 1.00LS $25,000.00
=y -1 € Clearing and Grubbing 1.00LS $60.000.00
E =g AT030 Clearing and Grubhing C00012345C01-20/80  $60.000.00/LS 1.00LS $60.000.00
B - & Regular Excavation 100000.00CY  $1,900,000.00
? =8 A1040 Regular Excavation Sta 100+50 10 400+25  C00012345C01-20/80 $19.00/CY GO000.00CY  $1.140,000.00
H =3 A1070 Regular Excavation Sta 550+50 10 700+05  C00012345C01-20/80 $19.00/CY 40000.00CY $760,000.00
— = Minor Structure Exc. Pipe Culvert 400.00CY $11,200.00
=g AT050 Install 60" Drainage 5-1 to 5-2 Coomez34scor-2o/en $28.00/CY 300.00CY $8,400.00
=g AT060 Install 60" Drainage 8-1 ta 5-2 Co002345C01-20/80 $28.00/CY 100.00CY $2,800.00
= 60" Concrete Pipe 300.00LF $390.000.00
=3 A1050 Install 60" Drainage 5-1 to 5-2 Co0012345C01-20/80 $1.300.00/LF 200.00LF $260,000.00
=3 AT060 Install 60" Drainage &-1 to -2 Coo02345Co1-20/80 $1,300.00/LF 100.00LF $130,000.00
-1 € Drop Inlet DI-7 7.00EA $21.700.00
=g AT050 Install 60" Drainage 5-1 ta 5-2 CO002345C01-20/80  $3100.00/EA 3.00EA $5,300.00
=4 A1060 Install 60" Drainage 8-1 to 8-2 CO0012345C01-20/60  $3,100.00/EA 4.00EA $12.400.00 ~
< 1 »

Partfalio: All Project \User: admir Data Date: 03-Feh-14 |Access Maode: Share Baseline: Current Project

6. Defining Financial Periods — In Primavera P6, activity or resource assignment data can be
summarized and stored by week, month, quarter, year, or by financial periods. Financial periods
allow for summarization, storage, and reporting of activity and resource assignment data by
periodic intervals other than the standard weekly, monthly, quarterly or yearly calendar periods.
For Design-Build and Cat IV and V projects that require cost-loading, contractors are required by
specifications to submit as part of the Baseline Progress Schedule submission, a Progress
Earnings Schedule using the VDOT Form C-13CPM. The time-distributed monthly cost data
needed to complete the C-13CPM form for Cat IV and V projects must be generated from the
cost-loaded schedule by financial periods based on the contractor’s monthly progress estimate
date (date on which progress estimates are prepared). Financial periods are not required for
Design-Build projects since payments are made based on standard monthly calendar periods.

The monthly progress estimate periods for VDOT Design-Bid-Build projects are based on the
contractor’s name, according to Section 109.08 of the Specifications.

e For projects whose contractor names begin with the letters A through F, the monthly
progress estimates will be prepared on the 4™ of each month.

e For projects whose contractor names begin with the letters G through P, the monthly
progress estimates will be prepared on the 11" of each month.

e For projects whose contractor names begin with the letters Q through Z, the monthly
progress estimates will be prepared on the 20" of each month.
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To generate the time-distributed monthly cost data needed to complete the C-13CPM form, a
set of financial periods must be defined based on the contractor’s monthly progress estimate
date. The following are guidelines for defining financial periods:

1. Click on Admin in the Menu bar, and then click on Financial Periods to open the Financial
Periods dialog box. (Note: You must have the Edit Financial Period Dates global privilege to
add, edit, or delete financial periods in the Financial Period dictionary).

E Primavera P6 : (No current proj

File Edit View Project Enterprise Tools [ Help
P - 8 Users... Ll
g rOJeCts & Security Profiles.. Back
BT =3 B & = fi AdminPreferences..
gﬁm-em Admin Categories...
3 ~ Layout: Projects Grouped by Sta Currencies...
Project ID . sbruary 2014 | March2014 | April2014 .
Resources ) 7 Tim esheet Dates... =
FrETET e 5170 [ 17 [28 [03 [10 17 [ 24 [ 31 [o7 [ 14 \zla
et MQiTa Dept Ol 1Tansportation
-1<» ABC ABC Contracting Inc.
= k = <p CO0012345C01 Example Project #1
IUERERSIN (1T &= Coo012345C01_B01 Example Project #1 - Baseline £01 (DD 2/3/14)
CO0012345C07_UD Example Project #1 - Update #01 (DD: 3/3/14)
L =
YYEE [E3 CO0012345C01_U02 Example Project #1 - Update #02 (DD: 4/3/14)

<» D01
<» D02
<» D03
I

c@n

=<k CO0012345C02
3 CO00012345C02_B01

Example Project 2

Bristol District
Salem District
Lynchburg District

Exarnple Project #2 - Baseline £01 (DD: 2/3/14)

|Portfolio; All Projects [User: admin |Data Date: 03-Feb-14 |Access Mode

|Baseline: Current Project

2. In the Financial Periods dialog box, click on the Add button to open the Select Financial
Period Timescale dialog box in which to specify the start and end dates for each period.
(Note: When the Financial Period dialog box opens, the default start date is the day after the
previous period's end date; or the current date, if there are no previously defined periods).

Financial Periods -' 1| -
o ——

Batch Create Financial Periods

 Display: Financial Periods

Last Period End Date

Batch Start Date

1-01-14 ...| Wednesday

Batch End Date

| ﬁ1-31-14 ...| Friday

Period Name ‘Start Date

End Date ‘

Financial Period

@ Every m Weeks
" Every 3 |2 Maonths
" Ewery Year

Period Ends On

ISaturday _v_|

P Batch Create ‘

[E] select Financial Period Time:

Start Date

End Date

prot-14

Ll

Help | 0

13114

Add
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3. Click on the browse button of the Start Date field and select a start date for the first
estimate period, then click on the Select button. The Start Date of each period is the data
date (contractor’s estimate date: 4th, 11th, or 20th, as appropriate), which defines the
beginning of the progress period. (Note: The start date for the first estimate period should
be the contractor’s estimate date preceding the earliest start date of the project or projects
in the database that are cost-loaded).

< January 2014 >

Man | Tue | Wed | Thr Fri Sat Sun

20 21 22 23 24 25 26

27 28 29 a0 3

© conce
1-01-14 [l 01-31-14 B

@ Help 0O Add B Close

4. Click on the browse button of the End Date box and select an end date for the period, and
then click on the Select button. The End Date for each period defines the cut-off date for
work performed during the progress period, which should be the day before the estimate is
prepared: 3rd, 10th, or 19th, as appropriate.

< February 2014

Mon | Tue | WWed | Thr Fri

17 18 19 20 21 22 23

24 248 28 27 23

E Select Financial Period Time:

3 Select (] Cancel

Start Date

p1-04-14 -] 1-31-14 [

@ Help O Add B Close
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5. Click on the Add button in the Select Financial Period Timescale dialog box to create the

financial period.

Batch Create Financial Periods

Last Period End Date

Batch Start Date

F1-DW-14 I Wednesday

Batch End Date

F1-37-1‘1 i Friday

Financial Period

@ Every 4 3| Weeks
" Every 3 E Maonths

" Every Year

Fetiod Ends On

!Saturday Ll

» Batch Create |

 Display: Financial Periods

Period Name |Sta|1 Date

End Date ‘

X

C? Select Financial Period |

eSS e

Add |

Delete |

Help |

Start Date End Date

10414 =

20314

Help |D Add

2|

| = Close

6. Note that the Select Financial Period Timescale dialog box remains open for the next
financial period. However, the start date is automatically reset to the following day after the
end date of the previous financial period.

Batch Create Financial Periods

Last Period End Date

Batch Start Date

F1—DH4 Wednesday

Eatch End Date

F1—31—14 Friday

Financial Period

® Every 4 :i Weeks
" Every 3 |51 Months

" Ewery Year

Period Ends Cn

iSalurday LI

P Batch Create |

= Display: Financial Periods

Feriod Mame Start Date —|End Date
2014-01-04 01-04-14 020314 B
X

=] select Financial Period Timescale

— =

Add |

Delete |

Help |

Start Date End Date

20414 [

[13-08-14

& o |F
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7. Repeat Steps 4 and 5 as shown above, as often as necessary to define the End Date and
create the next financial period. Once all required financial periods are defined, click on
close button to close the Select Financial Period Timescale dialog box. (Note: The Start Date
or End Date fields cannot be edited after a period is created. If there is an error in the start
date or end date of a period, you must delete the period and re-create it to correct the error).

e -y [ € |
Flfnﬂal Penods\' - _— s - - — -
Batch Create Financial Periods |_ Display: Financial Periods . B Close
[ Period Name Start Date —|End Date

Last Period End Date

20140104 010414 02-03-14 0O Add
201402-04 020414 03-03-14
Batch Start Date 201 4-03-04 0304-14 040314 X Delete
proi-1a Wednssday 2014-04-04 04-04-14  0503-14
201405-04 050414 0B-03-14 @ Help
Batch End Date 2014-06-04 0R-04-14  07-03-14 =
p1-31-14 | Friday 2014-07-04 07-04-14  0B03-14
| 20140804 08-04-14  09-03-14
Financial Period 2014-09-04 09-04-14 10-03-14
2014-10-04 100414 110314
@® Every 4 2| Weeks 2014-11-04 10414 120314

 Every 3 2| Months [Z] select Financial Pericdﬁmescalg“ ﬁ

© Every i
gL Start Date End Date

Period Ends On [1204-14 [ D1-03-15 Bl
1Saturday -

@ Help 0 Add B Close

I Batch Create

8. As shown below, note that the financial period was created with a default Period Name
(2014-01-04), which is based on the period start date. However, monthly progress estimates
are typically referred to in terms of the date the estimate is prepared for work performed
during the preceding work cycle rather than the start date of the progress period. Therefore,
the period names should be modified accordingly to ensure that the Period Name reflects
the date the estimate is prepared rather than the start date of the progress period. For
example, the financial period for the February 4th, 2014 progress estimate should have a
Period Name: 2014-02-04, with Start Date: 01-04-14, and End Date: 02-03-14 representing
work performed during the preceding month, as shown in Step 10 below.

Batch Create Financial Periods _ Display: Financial Periods
Period Marme Start Date
Last Period End Date

,W 2014-01-04 01-04-14  02-03-14
2014-02-04 020414 030314

Batch Start Date 2014-03-04 030414 040314
fr2-04-17 | Saturday 2014-04-04 040414 050314
2014-05-04 0504-14  0B-03-14

Batch End Date 2014-05-04 0B04-14 070314
ﬁS-DS-W .| Friday 2014-07-04 070414 080314
2014-08-04 0504-14  09-03-14

Financial Period | 2014-09-04 0g-04-14 10-03-14

2014-10-04 100414 110314

® Every 4 5] Wesks 2014-11-04 110414 120314
2014-12-04 120414 010315

" Every 3 [2] Months 2015-01-04 010415 020315
20150204 020415 030315

" Every Year 20150304 0304-15 040315
2015-04-04 040415 050315
2015-05-04 050415 060315
Saturday 2015-08-04 0B-04-15 070315
20150704 070415 080315

b Batch Create 2015-08-04 05-04-15 09-03-15
- = 2015-05-04 09-04-15 10-03-15

Period Ends On
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9. To edit the period names to reflect the dates the estimates are prepared rather than the
start date of the progress period, select the Period Name of the last period, then edit the
period name by advancing it one month (e.g., rename 2015-09-04 to 2015-10-04), as shown
below.

- . - H
Batch Create Financial Periods | ~~ Dizplay. Financial Perinds | Jat Close
Period Mare Start Date v|End Date

Last Period End Date
[oes 2014-01-04 01-04-14 020314 O Add
2014-02-04 020414 030314
Batch Start Date 201 4-03-04 030414 040314 X Delete
a7 | Sxinmeg 2014-04-04 04-04-14 050314
2014-05-04 050414 060314 Help
Batch End Date 2014-06-04 0B-04-14  O7-03-14
pEmE ] Frday 20140704 070414 080314
2014-08-04 080414 090314
Financial Period 2014-03-04 09-04-14 10-03-14
2014-10-04 10-04-14  11-03-14
® Every 4 T Weeks 2014-11-04 10414 120314
2014-12-04 120414 010315
" Every 3 [2] Months 2015-01-04 01-04-15 020315
2015-02-04 020415 030315
" Every Year 2015-03-04 030415 04-0315
) 2015-04-04 040415 050315
ReriodlEnd-10n 20150504 050415 060315
|5aturday Ll 2015-06-04 05-04-15 07-03-15
2015-07-04 07-04-15 080315

P Batch Create 2015-08-04 05-03-15
= 2015-{ist04 19-04- 10 5

10. Repeat Step 9 above, working from the bottom to the top until all period names have been
modified, as necessary. Review to ensure that the period names are appropriate, have not
skipped any period, and that the periods are listed chronologically in order of start date.
And then click on the Close button.

Batch Create Financial Periods ~~ Display: Financial Periods
Period Marne Start Date

~|End Date

Last Period End Date
10-03-15 2014-02-04 01-04-14 02-03-14
2014-03-04 020414 03-03-14
Batch Start Date 2014-04-04 0304-14  04-03-14 X Delete
ﬁz-ua-w | Saturday 2014-05-04 040414 05-03-14
2014-06-04 050414 060314 Help
Batch End Date 2014-07-04 05-04-14  O7-03-14
p3-03-17 _ | Friday 2014-08-04 O7-04-14  OB-03-14
2014-09-04 08-04-14  09-03-14
Financial Period 2014-10-04 09-04-14 10-03-14
2014-11-04 100414 10314
® Every 4 5] Weeks 20141204 110414 120314
— 2015-01-04 120414 010315
" Every 3 2] Months 2015-02-04 01-04-16  02:03-15
2015-03-04 020415 03-03-15
" Every Year 2015-04-04 030415 040315
2015-05-04 040415 050315
2015-06-04 050415 06-03-15

Petiod Ends On

[Saturday R4 ANEO7-04  0BD415 070315
AME08-04 070415 080315

b Baich Create 20150804 0BO415 090315
= 20151004 090415 100315

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 153



Virginia Department of Transportation
Construction Division

7. Reviewing Monthly Budgeted Units and Cost Data — Review the monthly budgeted units and
cost data to determine if the amount of work planned each progress period is reasonable or if
adjustments to the schedule are necessary. The following are guidelines for reviewing the
monthly budgeted units and cost data in Primavera P6:

1.

budgeted units:

1.

Review Monthly Budget Units Data: The following are guidelines for reviewing the monthly

In the Resource Assignments window, click on View in the Menu bar, then Resource

Usage Spreadsheet to display resource usage in a spreadsheet view.

E Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File

i | | oB | I o o

E‘iii

&

L@ View

Project Enterprise Tools Admin Help

Layout 4 4 & P
Assignm ent Details t Back  Fonward Home Dir
| =L A ~ Display
Acth GiothiElD Qrig Dur| Start = Finish || Budgeted 2014
H columns 4 = | Units [2014-03.04 [ 2014-04-04 | = |
LIl ) Table Font and Row.. 143 02-04-14 08-21-14 [ = T
3 04
-1 1B Group and Sort By ' 5 021314 122514 1.00LS
* Expand All Col+Mum + 6 02-18-14 02-25-14 1.00LS
Sl = Collapse Al Cal+Num - 30 03-04-14 041514 0.77LE
=+ Collapse To.. 30 03-04-14 04-15-14 0.77LE
ol 30 031814 07-10-14 19500.00C
Toolbars ¥ D 40 03-18-14 05-13-14 19500.00C
4 Back +05 40 05-14-14 07-10-14
Bl ) Fonvard ver 30 04-01-14 05-13-14 45.00C
ﬁ Home 20 04-01-14 04-28-14 45.00C
10 04-30-14 051314
B%SO Concrete Plpe 30 04-01-14 05-13-14 30.00LF
=8 Install 60" Drainage 5-1 10 52 20 04-01-14 04-29-14 30.00LF
Iﬂ Install 60" Drainage 8-1 10 6-2 10 04-30-14 05-13-19 e
_ e T ——
<[] v « | »

[ [Portfolio: All Project [User. admir Data Date: 02-03-14  /Access Mode: Share Baseline: Cu |

2. Right-click in the spreadsheet area of the Resource Assignments window or click on
Display, then click on Spreadsheet Fields, and then click on Budgeted Units to display for
each cost resource assignment the budgeted units for each progress period.

E Primavera P6 : C00012345C01_BO1 (Example Project #1 - Baseline #01 (DD: 2/3/14))

k=

Flle Edit View Project Enterprise Toals Admin Help
5 - 4 »
Ngsource Assighments Bask
~ Layout: Cost Resource Units View ~ Display 0
Activity Name Orig Dur|Start _[Finish Eudgetedll 2014 [« *
; iE Units 0140504 | 201 4-04-04 Bl
143 02-04-14 08- T Timescale... _
: L Moblllzatlon zu 02 u4 14 03-03-14 Spreadsheet Options..
lﬁ ion - 14
- & Construction Surveying B 02-18-14 022514 % Zoom In
= =8 Construction Survey B 02-18-14 02-25-14 Zoom Out
= =& Clearing and Grubbing 30 03-04-14 04-15-14 Remaining Early Units
=g Clearing and Grubhing 30 03-04-14 04-15-14 0 Actual Units
= = & Regular Excavation 80 03-18-14 07-10-14 | | I Budgeted Units
A =8 Regular Excavation Sta 100+50 to 400+25 40 03-18-14 05-13-14 ‘ ‘ Custom ize...
ol &3 Reqular Excavation Sta 550+50 to 700+05 40 05-14-14 07-10-14 ‘ ‘ T T
= & Minor Structure Exc. Pipe Culver 30 04-01-14 05-13-14 | | 45.00CY|  285.000Y
il =8 Install 50" Drainage 51 to 5-2 20 04-01-14 04-29-14 | | 4s00cy|  2ss00cy|
=g Install 60" Drainage 8-1 to 8-2 10 04-30-14 05-13-14 | | | 30.00CY|
= & 60" Concrete Pipe 30 04-01-14 051314 | | 3J000LF|  20000LF)
=8 Install 80" Drainage 51t 52 20 04-01-14 04-28-14 | | A00LF|  17000LF |
= Install 60 Drainage &1 to 8-2 10 043014 051314 | | | UULF\ i
e S = T I I PR s
| 3 « | »
| [Portfolio: All Project [User: admir [Data Date: 02-03-14  |Access Mode: Share Baseline: Current Praject
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3. Right-click in the spreadsheet area of the Resource Assignments window or click on
Display, then click on Timescale to open the Timescale dialog box to set the Date
Interval used in displaying the periodic data.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))
File Edit View Prgject Enterpnise Tools Admin Help

Resource Assignme

« Layout:Cost Resource Units Wiew
Activity Name

=

03-03-14

=4 Construction Sunrvey b 02-16-14 02-25-14
= & Clearing and Grubbing 30 03-04-14 04-15-14 .

=g Clearing and Grubking 30 030414 04-15-14 Spreadsheet Options..
= & Regular Excavation 80 03-18-14 07-10-14 & Zoom In

=g Regular Excavation Sta 100+50 to 400+25 40 03-18-14 05-13- E, Zoom Out

=g Regular Excavation Ste 550+50 to 700+05 40 05-14-14 .
= @& Minor Structure Exc. Pipe Culver 30 04-01-14 05-13- Spreadsheet Fields

53 Install 60* Drainaga 5-1 to 5-2 20 04-01-14 [ as00cy]

=g Ingtall 80" Drainage &1t 52 10 04-30-14 | |
= & 60" Concrete Pipe 30 04-01-14 05-13- } 30.00LF |
\
|

=g Install 60" Drainage 5-1to 52 20 04-01-14 30 DDLF‘
=g Install 60" Drainage 8-1to &2 10 04-30-14 051314
a - m

i will g

[Fortfolio: All Froject |User: admir |Data Date: 02-03-14  |Access Mode: Share Baseline: Current Proje |

4. In the Timescale dialog box, click on the drop down arrow to define a Date Interval by
which the periodic data will be displayed. Select Year/Month to display data by calendar
month. Select Month/Week to display data by week. Select Week/Day to display data by
day. Select Year/Financial Period to display data by financial periods (estimate periods).

Timescale Format

¢ Two Lines ¢ Three Lines

Timescale Start IPS l

Font & Color AaBbYyZz | Default Font |

Date Format

{* Show Primary Dates

Type I Calendar hd I
Date Interval WeekiDay 1 'I

[earMonth |4
Shift Calendar Quarter/Month
Manth/\Week

" Show Ordinal Dates WeekiDay 1 E
WeekiDay 2

Ordinal Start Day/Shift |
Day/Hour o
“ear/Financial Period |ﬂ

Ordinal Date Interval

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 155



Virginia Department of Transportation
Construction Division

5. Review the total budgeted units of each cost resource to determine if the amount of
work planned for each period is reasonable. Adjust the schedule, as necessary.

E Primavera PG : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2."3,’14)__

File Edit View Project Enterprise Tools Admin Help
Eﬁ:e Assignments Bj,
- Layout: Cost Resource Assi (Units) -+ Display [
Activity ID | Activiy Hame OrigD - ||Budgeted || Apr 07 =) =
[ | Units. 1on Tue Wed Thr Fri Sat sun |||
= C00012345C01.00100 Mobilization 20
=g AT010 Mobilization 20
= C00012345C01.00101 Construction Surveying B
=g A1020  Constiuction Survey 3
a C00012345C01.00110 Clearing and Grubbing 30 0.03L5 0.03L% 0.03L5 0.03LS 0.03L5
=g 41030 Clearing and Grubbing 30 0.03L5 0.03L% 0.03L5 0.03L5 0.03LS
= C00012345C01.00120 Regular Excavation a0 1500.00CY | 1500.00CY | 1500.00CY | 1500.00CY | 1500.00CT
=g A1040 Regular Excavation Sta 100+50 to 400+25 40 1500.00CY | 1500.00CY | 1500.00CY | 1500.00Cy | 1500.00CY
=3 A1070  Regular Excavation Sta 550+50 to 700+05 40
(=] C00012345C01.00211 Minor Structure Exc. Pipe ( 30 15.00CY | 18.00CY 18.00CY|  1800Cy  15.00CY
=g A1050  Install B0 Drainage 51 to 52 20 15.00CY 15.00CY 15.00CY 15.00CY 15.00CY
=3 A1060  Install B0 Drainage 8-1to 8-2 10
= C00012345C01.01602 60" Concrete Pipe 30 10.00LF 10.00LF 10.00LF 10.00LF 10.00LF
=g 41050 Install B0" Diainage 51 ta 52 20 10.00LF 10.00LF 10.00LF 10.00LF 10.00LF
3 L1060 Install B0 Dirainage 8-1to 8-2 10
= C00012345C01.07508 Drop Inlet DI-7 30 0154 0.15EA 0.15EA 0.15EA 0.15E&
= A1050 Install B0 Drainage 5-1to 5-2 20 015E 01564 0164 01564 015E&
=] A1060  Install B0 Dirainage 81 to 8-2 10
= C00012345C01.09055 Manhole MH-2 20 - 0.05E4 0.05EA 0.05EA 0.05E4 0.05E4 -
< r Ll | »
[ |Portfolio: All Projects  User: admin |Data Date: 02-03-14 |Access Mode: Shared  |Baseline: Current Project ﬂ

2. Review Monthly Budget Cost Data (Cash Flow): The following are guidelines for reviewing
the monthly budgeted cost (monthly earnings):

1. Right-click in the spreadsheet area of the Resource Assignments window or click on
Display, then click on Spreadsheet Fields, then click on Customize to open the Fields
dialog box.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Edit View Project Enterprise Tools Admin Help
: R - 4
ﬁource Assignme Back
E ~ Layout: Cost Resource Units View  Display &
8 Activity 1D Activity Name Orig Dur| Start Fir « || Budgeted 2014 - >
5
=l = |Units 2014-03-04 | 2014-04-04 | 2014-05-04 | 2014-00 =
— = | TEATIE
= % Mobilization 20 020414 03 el |
L =g AT010  Mabilization 20 02-04-14 03 Spreadsheet Options... |
=%y Construction _Survevinq 6 02-18-14 02 ® Zoom In \
= =3 AWDED. Construction Sur\.rey 6 02-18-14 02- 2 Zoom Out |
= = & Clearing and Grubbing 30 030414 04 . R |
] 53 AT030  Clearing and Grubhing 30 03-04-14 04 Spreadsheet Fields 4 Remaining Early Units
- % Regular Excavation 80 03-18-14 07- 19500.00 Actual Units
= 58 AT040 Renular Excavation Sta 100+60 to 400+25 40 03-18-14 05 | | 19500.00 Budgeted Units
il =3 A1070  Regular Excavation Sta 550+50 to 700+05 40 051414 07- | | m
—| 1='% Minor Structure Exc. Pipe Culvert 30 04-01-14 05 | | 4500y 2a500CY i}
! =g AT050  Install 60" Drainage 5-1t0 5-2 20 04-01-14 04 ‘ ‘ 45 DDCY’| 255.00CY
=g AT0G0  Install 60" Drainage 810 8-2 10 04-30-14 05 | | | somocy|  7oo
=& 60" Concrete Pipe 30 04-01-14 05 ‘ ‘ 3[I.EIEILF| 200.00LF 0.0
=3 A1050  Install 60" Drainage 5-1t0 5-2 20 04-01-14 04 ‘ ‘ 3EI.EIEILF| 170.00LF
5 ATOEDInstall 60" Drainage 81 10 8.2 10 043014 05 | | | anooF|  ror L
. - B ] e | | o area | A e
« @ [ ‘ »
[ [Portfolio: 4ll Projects [User: admin |Data Date: 02-03-14 |ccess Mode: Shared [Baseline: Current Project A
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2. In the Fields dialog box, click on Time Interval, then Costs, then select Budgeted Cost,
and then click on the right arrow to move the Budgeted Cost from the Available Options
area to the Selected Options area. Return other items in the Selected Options area by
selecting them and clicking on the left arrow button. Then click on OK to apply the
selected options and close the dialog box.

« Available Options |

Curmulative
= Time Interval 4

Actual Cost »
Actual Overtirne Cost

Actual Reqular Cost
At Campletion Cost 1

Remaining Early Cost
Remaining Late Cost «
Staffed Remaining Cost
Staffed Remaining Late
Unstaffed Remaining Co
Unstaffed Remaining Lat

Financial Period alue
Units

3. Review the monthly total budgeted cost for each bid item resource and the project to
determine if the amount of work planned each period is reasonable. Adjust the
schedule, as necessary.

E Primavera P6 : C00012345C01_B01 (Example Project #1 - Baseline #01 (DD: 2/3/14))

File Ecit View Project Enterpnse Tools Admin Help

A 4 y
esource Assignment Back O
g = Layout: Cost Resource Assignments (Cost) = Displa
'8 Activity 1D Activity Nama Orig Dur| » || Budgeted
Cost
=t = nta k) 00.00
= % Mobilization 20 4100.000,00
i =4 A0 Mohilization 20 $100,000.00
=& Construction Surveving B $25.000.00
E =g A1020 Construction Sunvey 4 $25.000.00
=l =% Clearing and Grubbing 30 $46,000.04| $13,999.95
=il =3 A1030  Cleating and Grubbing 30 $46.000.04| $13.999.95
= =% Regular Excavation a0 $370,500.00 | $570,000.00| $465,500.00
: =3 A1040  Regular Excavation Sta 100+50 10 400+25 40 $370,500.00| $570,000.00| $199,500.00
H =3 A1070 Regular Excavation Sta 550+50 1o 700+05 40 $266,000.00
— | |-'®% Minor Structure Exc. Pipe Culvert 0 $1.260.00|  $7.980.00|  $1,960.00
=3 AT080  Install 60" Drainage 51to 5-2 20 $1.260 00 $7.140.00
=4 A1060 Install 60" Drainage &1 to 8-2 10 $640.00|  $1.960.00
= & 60" Concrete Pipe ki $39.000.00| $260,000.00| $91,000.00
=3 AT080  Install 60" Drainage 51to 5-2 20 $35.000.00| $221,000.00
=g AT060  Install 60" Drainage 81 to 8-2 10 - $39.000.00| $51,000.00|
4 |El 2 4 | I S T »

[ [Portfolio: &ll Projects User: admin [Data Date: 02-03-14 sccess Mode: Shared [Baseline: Current Project |
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6. RESOURCE-LOADING A SCHEDULE

Resource-loading is a process of assigning resources to an activity for the purpose of defining the
manpower, equipment, or materials required to complete an activity. Resource-loading establishes
inter-dependencies between activities and project resources, which allows for identification and
correction of potential resource conflicts or over allocation resulting in reduction of project risks.
Resource loading also allows for a more realistic resource-driven schedule by balancing available
resources with project needs resulting in optimal use of project resources to improve profitability.

Resource-loading is required for Category V projects or Design-Build projects with contract amount
exceeding S35M. However, contractors may resource-load schedules for other projects at their
discretion, but should do so according to the guidelines provided herein. In Primavera P6, resource-
loading involves two primary steps: creating a pool of resources and assigning the resources to
activities. The following are guidelines for resource-loading a schedule to comply with the VDOT
scheduling specifications:

1. Defining Resources for Resource-loading — Prior to assigning resources to activities for the
purpose of resource-loading a schedule, a pool of project resources from which to select must
first be defined. The following are guidelines for defining labor, non-labor, and material
resources in Primavera P6:

1. Create a Resource Category: Create a resource category for each type of resource (i.e. Cost,
Labor, Equipment, and Material) under which the individual resources will be added:

1. Select the Project level resource node under which new resource category resources will
be added, and then click on the Add button to launch the New Resource Wizard.

File Edit View Project Enterprise Tools Admin Help

J Resources .
=
8]
=

Forward Horne Help

~ Digplay: All Resources 0 Add
Resource [D Resource Mame
Virginia Department of Transportation Del. / Merge
+ & VDOTSTDBIDITEMFVDOT Standard Bid ltem Resources
- & AB AR ontracting Inc _Reso & abo Cut
C00012345C01 Example Proiect #1 Resources Labor
C00012345C02 Example Project #2 Resources Material
C00012345C03 Example Project #3 Resources Labor

General |C0des | Details | Units & Prices ‘ Roles | MNotes ‘ Progress Reporter

Resource ID Resource Name
‘CEIUUQSASCEH |Examp|e Project #1 Resources

Employee ID Title

Partfolio: All Project |User: admir |Data Date: 03-Feh-14 |Access Mode Baseline: Current
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2. Inthe New Resource Wizard dialog box define the Resource ID and Name.

New Resource Wizard

New Resource Wizard

Resource ID and Name

Erter a Resource ID and a Resource Mame. The Resource 1D uniguely identifies this resource.

Resource ID
CO0012345C01.Lab

Resource Mame

IExampIe Project #1 Labor Resources

[ Do nat shaw this wizard again

@ Cancel | H Mext ’I Ed  Finish

Define the project Resource ID and Name as follows:

1. Enter a unique Resource ID for the resource category node using the Contract ID

number as a prefix followed by a code or short name (e.g. C00012345C01.Cost,
€00012345C02.Lab, C00012345C01.Equip, or C00012345C01.Mat).

2. Enter the project name/description in the Resource Name field to define the
resource category.

3. Click on the Next button.

3. Specify the resource type (Labor, Nonlabor, or Material) as appropriate, and then click
on the Next button.

new resource wizoro N =
B New Resource Wizard

Resource Type
Specify whether this resource is Labar, Nonlabor or Material.
The units of work performed by this resource will be classified as Labor, Monlabor or Material

according to this setting. Choose Labor or Nonlabor to measure work in units of time. To measure
waotk in units other than time, choose Material and select a Unit of Measure.

Resource Type

@ Lahor ( People )

¢ Manlabor { Machinery, Equipment, etc. )
" Material { Supplies )

Unit of Measure
g

[~ Do not show this wizard again

@  Cancel | 4 Prev || Mext )IE Finish |
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4. Enter zero (0) values for the Price/Unit, Default Units/Time, and Max Units/Time for the

resource category node, and then click on the Next button.

.New Resource Wizard

' New Resource Wizard

Units / Time & Prices

Edit the resource's price, default and maxirurm units per time period (per hour, day, week, etc.)

Default unitsftime is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximum units per time is the maximum
arnount of work that this resource can perform per time on assigned activities, for example 8 hours

per day

Price/Unit

l $0.00/unit

Default Units/Time Max Units/Time
[ oo | 0.004d

[~ Do not show this wizard Again.
@  Cancel | Mext B | B8 Finish

5. Click on the Next button.

.New Resource Wizard

[ New Resource Wizard

Phone & E-Mail

Enter a phone number and Email address for this resource.

via e-mail

Office Phone

EMail Address

[~ Do not show this wizard again,

This e-mail address will be used to send activity assignments if this resource uses Progress Reparter

@ Cancel ‘ B | B2 Finish
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6. Specify Select an existing calendar, and then click on the Next button to open the Select
Existing Calendar dialog box with which to select a resource calendar.

“
e vee . ==

New Resource Wizard

Resource Calendar

Every resource is assigned a calendar that specifies daily wark hours, weekends, holidays, vacations,
etc. You may assign a calendar from the existing pool of shared calendars or you may create a new
calendar for this resource. Yhat would you like to do?

® Select an existing calendar

(" Create a new calendar for this resource.

[ Do not show this wizard again.

@  Cancel Mext B | B2 Finish

7. In the Select Existing Calendar dialog box, click on the Browse button to select from a
predefined pool of global or resource calendars. (Note: To view or edit the selected
calendar, click on the View/Edit button). Click on the Next button.

H
——

New Resource Wizard
Select Existing Calendar

Select an existing calendar for this resource

Click on the “View/Edit button to view and edit the calendar (You might not have the appropriate
security privileges assigned to edit this calendar)

Calendar Name

ﬁ Cooo 234500175—Day7Resouch = Wiew/Edit

[ Do not show this wizard again

@ Cancel Brev | Mext b | B8 Finish
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8. In the Auto-Compute Actuals dialog box, specify Do not auto-compute actuals, and then
click on the Next button.

New Resource Wizard

Auto-Compute Actuals

Frirnavera PB will autornatically update the actual units for this resource if you select this option

When auto-cormpute is selected, the actual units are updated assuming that work is procesding
according to plan. The actual units are based on the percent complete of the activity. This can be a
significant time-saver in gathering actuals for your project.

(" Auto-compute the actuals for this resource

@ Do not auto-compute actuals |

[ Do not show this wizard again.

@ Cancel Mewxt b | B8 Finish

9. Click on the Finish button to add the resource category node and to close the New
Resource Wizard.

e v
New Resource Wizard

Congratulations

Congratulations. You have just added a new resource. Click the Finish button to return to Resources

[ Do nnt shiow this wizard again

@  Cancel Mext b B Finish
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10. Repeat Steps 1 through 9 to create a resource category node for each applicable
resource category (Cost, Labor, Equipment, or Material), as necessary.

ﬁﬁmawzm P6 : (No current project; g.i I

File Ecdit View Project Enterpnse Tools Admin Help

v @

f=Gryard Home

~ Display: All Resources
Resource |0 = |Resource MName
Virginia Department of Transportation
ABC Contractlng Inc.

¢ C00012345C01 h

B 00012345001, Cost Example Project#1 Bid lterm Resources Material
& C00012345C071.Lab Example Project#1 Labor Resources Labor
& CO0012345C0 Equip Example Project #1 Equipment Resources MNonlabor

B & CO0012345C01 Mat Example Project #1 Material Resources Material

v Al L AP=XD

General | Codes |Dela\|s ‘ Units & Prices | Roles |Nules |F'rc|gress Repaorter ‘

Resource ID Resource Name
|000012345001 IExampIe Project Mo.1 (Contract COO012345C01) Resources

|Portfolio: All Projects [User: admin Data Date: 04-Jan-10 Access Mode:

2. Create Labor Resources: For labor resources required for resource-loading a schedule,
create the individual project labor resources as follows:

1. Select the Labor category resource node under which new labor resources will be
added. And then click on the Add button to launch the New Resource Wizard.

=} Primavera P& : (No current praje

| File Edit View Project Enterprise Tools Admin Help

= Display: All Resources
Resource D = [Resource Name Frice / Unit
Virginia Department of Transportation 4 X Del /Merge
% VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources Material $0.00/unit
- & ABC ABC Contracting Inc. Resources Labor $0.00/h ¥ Cut
- & C00012345C01 Example Project #1 Resources Labor $0.00/h
= & Cooo1 2345(301 Cost Example Project #1 Cost Resources Material $0 DD,funn
Example Project #1 Lahar Res a5 Labor 1]
- CUUUTZE%CUT Equip Example Project #1 Equipment Resources MNonlabar $0 EIEIp‘h
& CO0012345C07 Mat Example Froject #1 Material Resources katerial $0.00/unit
% C00012345C02 Example Project #2 Resources Material $0.00/unit

« [m] »

General I Codes | Details ‘ Units & Prices | Roles | MNotes ‘ Progress Reporter

Resource 1D Resource Mame
|c000123450m.|_ab IExamp\e Project #1 Labor Resources

‘Purtﬁjhn: all Projects |User: admin ‘Data Date: 01-Feb-12 |A[EESS Mode: ‘Basellne: Current Project
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2. Inthe New Resource Wizard dialog box define the labor Resource ID (using the Contract
ID as a prefix followed by a unique short name or code), then enter the Resource Name
(resource description), and then Click on Next.

X
New Resource Wiza (——

New Resource Wizard

Resource ID and Name

Enter a Resource ID and a Resource Mame. The Resource ID uniguely identifies this resource.

Resource D

ICDDD12345001 GL-1

Resource Name

IGeneraI Lahar Crew #1

[~ Do not show this wizard again.

@ Cancel b | B Finish

3. Specify Labor as the Resource Type and then click on Next.

New Resource Wizard i

New Resource Wizard

Resource Type

Specify whether this resource is Labor, Monlabor or Matenal.

The units of work performed by this resource will be classified as Labor, Nonlabor ar Waterial
according to this setting. Choose Labor or Monlabor to measure work in units of time.  To measure
work in units other than time, choose Material and select a Unit of Measure.

Resource Type

(® Lahor [ People )
(" Monlabor { Machinery, Equipment, ete. )
(" Material { Supplies )

Unit of Measure

® L

[ Do not show this wizard again

@  Cancel | Mext }| B Finish
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4. In the Units/Time & Prices dialog box, enter zero dollars (50.00) for the Price/Unit, then
define the Default Units/Time and Max Units/Time, and then click on Finish. (Note: The
remaining necessary resource properties can be defined using the Resource Details form
as described earlier in this guide).

New Resource Wizard

New Resource Wizard

Units / Time & Prices

Edit the resource's price, default and maximum units per time period (per hour, day, week, etc.)

Default units/time is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximum units per time is the maximum
amount of work that this resource can perform per time on assigned activities, for example 8 hours
per day

PricesUnit

I $0.00/h

Default Units/Time hax Units/Time
| Tove | 1.00/d

|_ Do not show this wizard again.

@ Cancel Mext P | B8 Finish

5. Repeat Steps 1 through 4 above, as often as necessary to add the remaining labor (crew)
resources required to accomplish the major operations that are expected to drive the
schedule.

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

Resources e ransi

~ Display: All Resources
Resource 10 ElHesnurce MName |Resnurce Ty’pel Price £ UmtlUmt of Measure ‘ s
-8 ABC ABC Contracting Inc. Resources Labor $0.00/h

- 8 C00012345C01 Example Proiject #1 Resources Labor $0.00/h

& C00012345C01 Cost Exarnpls Project#1 Cost Resources haterial $0.00/unit
I“ ¢ C00012345C01 Lak Example Project #1 Labor Resources al $0.00/h
C00012345C01.CEG1 Clearing and Grubbing Crew # $0.00/h
C00072345C01.GLA General Labor Crew #1 $0.00/h
C00012345C01. DRG-1 Drainage Crew #1 $0.00/h
Co0012345C01.GRD-1 Grading Crew #1 $0.00/h
C00o12345C071 . EXCA1 CutfFill Excavation Crew #1 $0.00/h
C00012345C01.0BR Drilling and Blasting Rock Crew $0.00/h
Coo012345C01.ETREXC  Structural Excavation Cres $0.00/h
C00o12345C01.CPD Concrete File Driving Crew $0.00/h
C00012345C01.5PD Steel Pile Driving Crew $0.00/h
cnoo12345Ca1 PCF Pier Concrete Forming Crew $0.00/h
Co0o12345C01.85TL Structural Steel Erection Crew $0.00/h
Cnoo12345C01.PCE Precast Concrete Erection Crew $0.00/h
conot2345Co1 DCF Deck Concrete Forming Crew $0.00/h
Cooo12346C01.REB Rebar Installation Crew $0.00/h
Cooo1234sC01.CP Concrete Placement Craw $0.00/h
C00012345C01 ACP Asphalt Concrete Pawving Crew $0.00/h
Con012345C01.GDR Guardrail Crew $0.00/h
Co0o12345C01.81GM Sign Installation Crew $0.00/h

v ad P FeXD

00 B0 B0 B0 60 00 B0 60 B0 B0 60 B0 @0 B0 B0 B0 B W

LI

General | Codes ‘ Details ‘ Units & Prices | Roles | MNotes | Progress Reporter

Resource 1D Resource Mame
ICDDDWZS&ECIM Lab IExamp\e Project #1 Labor Resources

|Portfalio: All Project [User: admir |[Data Date: 01-Feb-12 [Access Made |Baseline: Current Praj |
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3. Create Equipment Resources: For the major equipment resources required for
accomplishing the work, create individual project-specific non-labor resources as follows:

1. Select the Equipment category resource under which new project-specific non-labor

(equipment) resources will be added. And then click on the Add button to launch the
New Resource Wizard.

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

4 »

Back  Fonyard

~ Display: All Resources

Resource D = |Resource Marne Price / Unit] Unil
: Virginia Department of Transporta Labor = ¥ Del /Merge
% VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources Material $0.00/unit
- & ABC ABC Contracting Inc. Resources Labor $0.00/h % Cut
- & C00012345C01 Example Project #1 Resources Labor $0.00/h
& CO0012345C01 Cost Example Project #1 Cost Resources haterial $0.00/unit

Copy
& C00012345C01 Lab Exarmple Project #1 Labor Resources Labar $0.00/

£t C00012345C01 Equip Example Project #1 Equipment Resources  Nonlabor $0.00/h [ =} Paste
& C00012345C01 Mat Exarnple Project #1 Material Fesources Material $0.00/unit
<« [m] ‘ - R

-

General I Codes |Deta\\s ‘ Units & Prices ‘Ru\es |N0tes ‘ Progress Reporter

Resource ID Resource Mame
ICEIEIEI123450EI1.Eq IExamp\e Project #1 Equipment Resources

|Portfolio: All Froject |User: admir |Data Date: 01-Feb-12 Access Mode Baseline: Current Project |

2. In the New Resource Wizard dialog box define the equipment Resource ID and Name,
and then Click on Next.

=

New Resource Wizard

Resource ID and Name

Enter a Resource 1D and a Resource Name. The Resource ID unigquely identifies this resource.

Resource [D

C00012346C01.BL

Resource Marme

IBackhue Loader

[~ Do not shaw this wizard again.

@ Cancel i B | B2 Finish
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3. Specify Nonlabor as the Resource Type and then click on Next.

New Resource Wizard

Resource Type

Specify whether this resource is Labor, Monlabor or Material

The units of work perforrmed by this resource will be classified as Labor, Nonlabor or Material
according to this setting. Choose Labar ar Nonlabor to measure waork in units of time. To measure
wark in units other than time, choose hMaterial and select a Unit of Measure

Resource Type

" Labor ( People )
@ Manlabar ( Machinery, Equipment, etc. )
" Material { Supplies )

Unit of Measure
C £

[ Do not show this wizard again.

@  Cancel | Mext B EH  Finish

4. In the Units/Time & Prices dialog box, enter zero dollars ($0.00) for the Price/Unit, then
define the Default Units/Time and Max Units/Time, and then click on Finish. (Note: The
remaining necessary resource properties can be defined using the Resource Details form
as described later in this guide).

—

New Resource Wizard

Units / Time & Prices

Edit the resource's price, default and maximum units per time period (per hour, day, week, etc.)

Default unitsftime is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximurm units per time is the maximurm
amount of wark that this resource can perorm per tirme on assigned activities, for example 8 hours
per day.

Price/Unit

$0.00/M

Default Units/Time Max Units/Time
| 1o | 1.007d

[ Do not show this wizard again.

@ Cancel Mext P | B8 Finish
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5. Repeat Steps 1 through 4 above, as often as necessary to add the remaining major
equipment resources required to accomplish the major operations that are expected to
drive the schedule.

E Primavera P6 : (No current proje
File Edit View Project Enterprise Tools Admin Help

4

Back  Fonward Home

~ Display: All Resources
Resource D E|Resource Mame |Resource Type| Price / Unit| -
-§ ABC ABC Contracting Inc. Resources Labor $0.00/h
3 C00012345C01 Example Project #1 Resources Lahor $0.00/h
& C00012345C02 Example Proiect #2 Resources Material $0.00/unit
-1 C00012345C03 Example Project #£3 Resources Labor $0.00/h
& CO00012345C01 Cost Example Project #1 Cost Resources Material $0.00/unit Ia
& C00012345C01 Lah Example Project#1 Labor Resources $0.00/
J i Example Project #1 Equipment oL Nonlaho 4 /
- Backhoe Loader
- & C00012345C01.EXC Excawator Monlabor $0.00/h
- & C00012345C01.FEDZ  Front End Dozer Monlabor $0.00/h
- @ C00012345C01 GRDR. Grader MNonlabar $0.00/h
- & C00012345C01.3CRPR Scraper Monlabor $0.00/h
- & C00012345C01.0T Durmp Trucks Monlabor $0.00/h
- @ Cooo12345C01 PLR Raoller MNonlabar $0.00/h
- & C00012345C01.PILE File Hammer Monlabor $0.00/h
& C00012345C01 BDRG  Bore/Diill Rig MNonlabar $0.00/h
- ? Coo012345C01.CRMN25  Hydraulic Crane 25 Ton Monlabor $0.00/h
- & C00012345C01.CRNED Hydraulic Crane 80 Tan Monlabor $0.00/h
& co0012345C01 CSCRD Concrete Screed Monlabor $0.00/h
- ? Cooo12345C01.PAVR. Asphalt Pawer Monlabor $0.00/h =
2

v a4 P FeeXD

Portfolio: 4ll Projects User: admin [Data Date: 02-03-14 Access Mode: Baseline:

4. Create Material Resources: For the major re-usable material resources required for
accomplishing the work, create individual project-specific material resources as follows:

1. Select the Material category resource under which new project-specific material
resources will be added. And then click on the Add button to launch the New Resource
Wizard.

E Primavera P6 : (No current proje

File Edit View Project Enterprise Tools Admin Help

4 )

Back  Faonvard

[}
Resource Name
Virginia Department of Transportation = K Del./ Merge
% VDOTSTDBIDITEMRES VDOT Standard Bid Item Resources Material
-3 ABC ABC Contracting Inc. Resources Laber
- & C00012345C01 Example Project #1 Resources Labor
& CO0012345C01 Cost Example Project#1 Cost Resources Material
& C00012345C01.Lab Example Project#1 Labor Resources Lakor
& C00012345C01 Equip Example Project#1 Equipment Fesources Monlabar

Example Project#1 Ma

General | Codes | Details ‘ Units & Prices | Ruoles | Mates | Progress Reparter

Resource ID Resource Name
ICDDU1234SCD1.N’ IExamp\e Project #1 Material Resources

|Portfolio: All Project [Uzer: admir [Data Date: 01-Feb-12 [Access Mode: |Baseline: Current F
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2. In the New Resource Wizard dialog box define the material Resource ID and Name, and
then Click on Next.

H
e . ==

New Resource Wizard

Resource ID and Name

Enter a Resource |D and a Resource Name. The Resource ID uniguely identifies this resource.

Resource 1D

ICDUD12345001 FDNF

Resource Narme

IFUuﬂdatiUﬂ Formwark

[~ Da not show this wizard again

@  Cancel Mext b | B8 Finish

3. Specify Material as the Resource Type, then click on the browse button to select an
appropriate Unit of Measure, and then click on Next.

H
e WL

New Resource Wizard

Resource Type

Specify whether this resource is Labor, Monlabor or Material.

The units of work performed by this resource will be classified as Labor, Nonlabor or Material
according to this setting. Choose Labor or Monlabor to measure work in units of time. To measure
weork in units other than time, choose Material and select a Unit of Measure.

Resource Type

" Labar ( Peaple )
(" Monlabar { Machinery, Equipment, etc. )
@ haterial ( Supplies )

Lnit of Measure

CE ]

[ Do not show this wizard again

@ Cancel B | B8 Finish
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In the Units/Time & Prices dialog box, enter zero dollars ($0.00) for the Price/Unit, then
define the Default Units/Time and Max Units/Time, and then click on Finish. (Note: The

remaining necessary resource properties can be defined using the Resource Details form
as described later in this guide).

=
New Resource Wizard

Units / Time & Prices

Edit the resource's price, default and maximum units per time period (per hour, day, week, etc.)

Default unitsfime is the value applied by default for new resource assignments. They are
displayed either as a percentage or as units per duration. Maximum units per time is the maximurm

amount of wark that this resource can perform per time on assigned activities, for example 8 hours
per day.

Price/Unit

$0.00¢h

Default Units/Time Max Units/Time
| 100w | 1.00/d

[ Do not show this wizard again,

@ Cancel Mext B | B8 Finish

5. Repeat Steps 1 through 4 above, as often as necessary to add the remaining material

resources required to accomplish the major operations that are expected to drive the
schedule.

E Primavera P6 : (No current project) QII

File Ecit View Project Enterpnse Tools Admin Help

esources

4 b ar

Back  Fonward Home

@  Display: All Resources
8
L]

§ O
! Resource D =|Resource Name Price / Unit | Unit of Measure X
| = Virginia Department of Transportation k4
ﬁ % VDOTSTDBIDITEMRE VDOT Standard Bid Item Resources Material $0.00/unit
— = § ABC ABC Contracting Inc. Resources Labor $0.00/h
i 3 C00012345C01 Example Project #1 Resources Labor $0.00/h L=
- & CO0012345C02 Example Project #2 Resources Material $0.00/unit -
= - & C00012345C03 Example Project #3 Resources Labor $0.00/h -
! & C00012345C01 Cost Exarple Project #1 Cost Resources Material $0.00unit 4
Il & C00012345C01 Lak Exarnple Project #1 Labor Resources Labor
000 Example Project #1 Equipment Resources Monlabor 4

=] & CO0012345C01 Mat Exarnple Project #1 Material Resources taterial $0.00/uni

& CO0012345C01 FDNF - Foundation Forrmwark Material $0.00/5F Souare Foot

; & CO0012345C01.CF Fier Column Forrmwork, katerial $0.00/5F Square Foot

- @ CO0012345C01 PCCF Pier Cap Farmwork taterial $0.00/5F Sqquare Foot
& CO0012345C07 Pwy Falsewark Material $0.00/unit

: & CO0012345C01 DOHF  Deck Overhang Forms katerial $0.00/5F Square Foot

~ & CO0012345C01 DCFW  Deck Concrete Farrmwork Material $0.00/5F Square Foot

Zim

}

[ Portfolio: All Projects |User: admin  |Data Date: 02-03-14 Access Maode: [paceline: Current Projec /|

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 170



Virginia Department of Transportation
Construction Division

SECTION V

MAINTAINING A SCHEDULE IN PRIMAVERA P6

1. Overview
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SECTION

1. OVERVIEW
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SECTION Vi

REPORTING IN PRIMAVERA P6

1. Overview
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SECTION

1. OVERVIEW

VDOT Primavera P6 Scheduling Guide (12-22-15: Under Construction) Page 174



Virginia Department of Transportation
Construction Division

SECTION ViI

MANAGING CONTRACTOR SCHEDULES IN PRIMAVERA P6

1. Overview
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SECTION

1. OVERVIEW

1. TBD-To be developed:

1. TBD.
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For questions, issues, or assistance on assessing or using
the VDOT scheduling application, please contact:
Frank Gbinije
Email: frank.gbinije@VDOT.Virginia.gov
Phone: (804) 786-2980
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