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Preface

I
In this preface:

Primavera Products
Using Documentation and Help

Where to Get Support

vii

The Methodology Management module
enables organizations to improve project
management processes by learning from
their experiences and applying the resulting
insight to new projects. Use the module to
establish methodologies as the basis for
project plans and help your organization
continually refine the project planning and
management process throughout the entire

project life cycle.

The Methodology Management module
seamlessly integrates with the Project
Management module to author, manage, and
deliver uniform project practices to the entire

organization.
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Primavera Products

Primavera provides an integrated project management solution
consisting of role-specific tools to satisfy each team member’s needs,
responsibilities, and skills. This solution uses standard Windows
interfaces, client/server architecture, Web-enabled technology, and
stand-alone (SQL Server Express) or network-based (Oracle and
Microsoft SQL Server) databases. The product suite consists of the
following components:

Project Management The Project Management module enables
users to track and analyze performance. It is a multiuser, multiproject
system with scheduling and resource control capabilities supporting
multitiered project hierarchies, resource scheduling with a focus on
roles and skills, recording of actual data, customizable views, and user-
definable data.

The Project Management module is ideal for organizations that need to
simultaneously manage multiple projects and support multiuser access
across a department or the entire organization. It supports an enterprise
project structure (EPS) with an unlimited number of projects, activities,
baselines, resources, work breakdown structures (WBS), organizational
breakdown structures (OBS), user-defined codes, and critical-path-
method (CPM) scheduling and resource leveling. Large-scale
implementations of the Project Management module for organization-
wide project management use it with Oracle or SQL Server as the
project database. For smaller implementations, you can use SQL Server
Express.

The module also provides centralized resource management, including
resource timesheet approval and the ability to communicate with project
resources who use Primavera Timesheets. In addition, the Project
Management module provides integrated risk management, issue
tracking, and management by threshold. The tracking feature enables
users to perform dynamic cross-project rollups of cost, schedule, and
earned value. Project work products and documents can be assigned to
activities and managed centrally. The Report Wizard creates customized
reports that extract specific data from its database.

Primavera - Methodology Management
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Methodology Management The Methodology Management
module is a system for authoring and storing methodologies, or project
plan templates, in a central location. Project managers can select,
combine, and tailor methodologies to create custom project plans. These
customized methodologies can be imported into the Project
Management module using Project Architect and used as templates for
new projects. In this way, your organization can continually improve
and refine methodology activities, estimates, and other information with
each new project.

Timesheets Primavera Timesheets is a Web-based interproject
communication and timekeeping system. As a team-level tool for
project participants, it helps team members focus on the work at hand
with a simple cross-project to-do list of their upcoming assignments. It
also provides views of project changes and timecards for manager
approval. Because team members use this module to enter up-to-the-
minute information about their assignments and record time against
their workloads, project leaders can make crucial project decisions with
the confidence that they have the most current information possible.

P6 Web Access P6 Web Access provides browser-based access to
project, portfolio, and resource data across the organization. Every Web
user can create customized dashboards that provide an individualized
and focused view of the specific projects and categories of project data
that are most relevant to their roles in managing projects and resources.
Project Workspaces and Workgroups extend the model of customizable,
focused data views by enabling designated project team members to
create a uniform team view of data that relates to one specific project or
to a subset of activities within a project. P6 Web Access provides access
to a wide range of data views and features that enable Web users to
manage their projects from initial concept review and approval through
to completion.

Primavera Web Services Web Services: Provides access to
Primavera Web Services, which use open standards, including XML,
SOAP, and WSDL, to seamlessly integrate Primavera’s project
management functionality into other applications. Using Primavera Web
Services, organizations can share Primavera project management data
between applications independent of operating system or programming
language. For detailed information, see the Primavera P6 Web Services
Administrator’s Guide.

Primavera - Methodology Management
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Primavera Integration APl The Primavera Integration API
(Application Programming Interface) is a Java-based API and server
that enables developers to create client code that can directly and
seamlessly access Primavera’s project management database. For
detailed information, see the Primavera P6 Integration API
Administrator’s Guide.

Software Development Kit The Primavera Software Development
Kit (SDK) enables users to integrate the data in the Project Management
module database with external databases and applications. It provides
access to the schema and to stored procedures that encapsulate business
logic. The SDK supports the Open Database Connectivity (ODBC)
standard and ODBC-compliant interfaces, such as OLE-DB and JDBC,
for connecting to the project management database. The SDK must be
installed on any computer that needs to integrate with the database. For
detailed information, see the Primavera SDK Help.

Claim Digger Claim Digger provides the capability to compare two
projects, or a project and an associated baseline, to determine what data
has been added, deleted, or modified from the schedules. Based on the
data fields you select for comparison, this feature creates a project plan
comparison report in one of three file formats. Claim Digger is automat-
ically installed with the Project Management module. You can access it
from the Tools menu.

ProjectLink Primavera ProjectLink is a plug-in that enables Microsoft
Project (MSP) users to work in the MSP environment while being
connected to Primavera's enterprise features. The functionality enables
MSP users to open and save projects from or to the Project Management
module database from within the MSP application. Moreover, MSP
users have the ability to invoke Primavera's resource management
within the MSP environment. ProjectLink benefits organizations that
have a substantial amount of project data stored in MSP but require
some users to have the additional functionality and optimized data
organization available within Primavera applications.

Primavera - Methodology Management
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Using Documentation and Help

For a list of new features
included in this version of
the Methodology
Management module, refer
to the What’s New in
Methodology Management
topic of the online help.

This book guides you through the process of establishing
methodologies, or project templates, using the Methodology
Management module. Read the first chapter to become familiar with
methodologies and how they are used in the process of project
management with the Project Management module, then follow the
steps in each successive chapter to build and manage your
methodologies. This manual is organized as follows:

Part 1: Overview and Configuration Provides an overview of
project methodologies using the Methodology Management module,
simple steps for getting started quickly, and information about the
standard layouts you can use to view project data. This part also
provides a quick tour of the module, including information on using
wizards to perform many of the Methodology Management processes,
and instructions for configuring user workstation preferences.

Part 2: Structuring Methodologies Includes the basics for
creating new methodologies, opening existing methodologies, and
defining methodology properties. This chapter also introduces Project
Architect, which enables you to import cost and time estimation values
(methodologies) from the Methodology Management module to the
Project Management module. In addition, Part 2 describes how to:

m  Establish and use a work breakdown structure (WBS) as the basis
for itemizing the work within the methodologies

m  Use an organizational breakdown structure (OBS) in conjunction
with methodologies to ensure that each project is effectively
managed

m  Establish the personnel and equipment required to perform the
work, define unlimited hierarchical resource codes for grouping
and rollups, and create a standard set of roles based on skill
requirements that you can assign to resources and activities in all
methodologies

Primavera - Methodology Management
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Part 3: Implementing Methodologies Describes how to define a
set of codes you can use to categorize methodology activities for
organizing, grouping, selecting, and summarizing. Part 3 also explains
how to:

m  Establish the activities that compose methodologies and apply
durations, dates, resource information, activity types, activity
relationships, and other activity details

m  Set up the expenses, or nonresource costs, associated with a
methodology, and create global expense categories to track activity
costs

m  Calculate the effect that a project risk — a concern or uncertainty
about a project or one of its components — will have on a
methodology’s schedule, costs, and durations

m Catalog and track all methodology-related documents and
deliverables

m  Check projects in and out of the module to maintain the most up-to-
date methodology data possible

Part 4: Customizing Methodologies Describes how to customize
layouts for analysis and easier data entry, and to display specific
information about methodologies in the module. Part 4 also explains
how to produce reports that detail or summarize information stored in
the Methodology Management module database.

Methodology Management Help Provides an extensive online
help system to supplement the printed documentation. Use the Help to
access general information about Methodology Management options,
detailed descriptions of windows and dialog boxes, and step-by-step
instructions for specific tasks. The Help also includes Hint Help for
column values in various windows. Access Hint Help by clicking the
Layout or Display Options bar, choosing Hint Help, and then clicking a
value in a column.

Primavera - Methodology Management
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Where to Get Support

If you have a question about using Primavera products that you or your
network administrator cannot resolve with information in the
documentation or Help, contact Primavera Customer Support at the
times and locations listed below.

Please provide your Primavera product serial number when contacting
Primavera. Each interaction is logged to help Primavera resolve your
questions quickly.

Office Time Zone Hours Telephone FAX E-mail Address*
Bala Cynwyd, ET 8:00-8:00 +1-610-668-3030 +1-610-667-0652  support@primavera.com
Pennsylvania, (Mon-Fri)
USA 9:00-2:00
(Sat)
London, GMT 8:30-6:30 +44-20-8563-5555 +44-20-8563-5543 support@primavera.com
England, UK (Mon-Thur)
8:30-5:30
(Fri)
Hong Kong GMT +8 8:00-5:00 +852-2111-8299 +852-2111-9477 support@primavera.com
(Mon—Fri)

*Primavera's Web site at http://www.primavera.com/customer/index.asp provides support and product information,
such as knowledge bases, file downloads, user group and newsgroup information, and a product enhancement
request form.

In the United States, Primavera periodically and randomly
monitors technical support calls to ensure that you receive
the highest quality support.

All Primavera products are backed by comprehensive support and
training.

Primavera - Methodology Management
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Part 1

Overview and Configuration

In this part Quick Tour

Setting User Preferences



R ead this part to learn more about methodologies and how
they are used to build project plan templates that incorporate
“best practices” in an organization. This part also describes how
to define global and methodology parameters and user-specified

preferences to customize your use of the module.

“Quick Tour” provides an overview of methodology types and
describes how to perform basic tasks, such as opening a new

methodology and using wizards.

The “Setting User Preferences” chapter explains how to

customize the module to fit your special needs.




Quick Tour

|
In this chapter:

Overview of Methodologies
Getting Started

Selecting a Language

The Workspace

Layouts

Customizing Displays

Using Wizards

17

The Methodology Management module is a
system for authoring and storing
methodologies, or project plan templates. By
using the module, your organization can
gather its “best practices” and store them in a
central location. These best practices, or
methodologies, can then be used to create
custom project plans, rather than creating
project plans from scratch for each new

project.

This chapter provides an overview of
methodologies and then introduces you to
the workspace. It discusses the layout
approach to viewing data and includes
information about customizing displays to
help you start creating your own layouts.
You will also learn the basic steps for
starting the module, opening a methodology,

and using wizards to speed up your work.



18 Part 1: Overview and Configuration

Overview of Methodologies

A methodology is a set of activities and associated information that
serves as a template for a project plan or part of a project plan.
Methodologies can have one or more activities; the module does not
limit the number of activities you can include in a methodology. In
addition to activities, a methodology can also include a work breakdown
structure (WBS), organizational breakdown structure (OBS), activity
relationships, activity role and resource assignments, expenses, work
products and documents, activity codes, and estimation data.

To help you organize your methodologies, the module supports three
types of methodologies: base methodologies, plug-in methodologies,
and activity libraries.

Base methodologies provide the basic infrastructure of activities
performed during a project. Base methodologies can include a WBS,
OBS, and work product and document assignments. A project plan uses
one base methodology.

Plug-in methodologies solve specific development needs and can
be “plugged in” or linked to base methodologies as needed. Plug-in
methodologies are specialized topics that may or may not be required by
a project. Examples of plug-in methodologies are quality assurance,
independent auditing, and extra security. A project plan can combine
zero, one, or more plug-in methodologies with a base methodology.

Activity libraries provide a convenient way to store and edit
commonly used activities and their related information. An activity
library is a set of reusable tasks or activities that can be defined once and
reused in any number of methodologies as needed. Project plan
development does not directly use activity libraries.

Once you build a library of methodologies and estimation factors, you
can import them to the Project Management module as a basis for new
projects. The import process enables you to specify the data and factors
to be added to the Project Management module via Project Architect,
which interprets the cost and time estimation values from the
Methodology Management module to establish more realistic projects.

Primavera - Methodology Management
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Getting Started

1 Type your login name.

2 Type your password, ——__ _Iplasswmd Help

3 Accept the database ——._| patabase

shown, or select
another database.

The installation process guides you through setting up the module on
your computer. Refer to the Administrator’s Guide for detailed
instructions.

Start the Methodology Management module Click Start, then
choose Programs, Primavera, Methodology Management.

Log in Before using the module, you must enter a valid login name
and password. If you do not know your login name or password, see
your system administrator.

Login ko Primavera

Login Mame o oK +— 4 Click to open the Welcome

—Iadmin @ cancel dialog box.

DIEE =

g Login names and passwords are case-sensitive. Depending

on the password settings your system administrator has set

for you, your password either is required to be a minimum of

8 characters in length, including one alpha and one numeric
character, or it can be up to 20 characters in length.

Use the Welcome dialog box to:

m create a methodology
®  open an existing methodology or the last open methodology

m  open global data only

Primavera - Methodology Management



20 Part 1: Overview and Configuration

Welcome. What would you like to do?
Create a new methodology.
Starts the Creatg a New [ creste New.
Methodology Wizard for
adding a new methodology
Displays the Open @ Qe Open an existing methodology .
. Existing...
Methodology dialog box for Hsind
selecting an existing
Last methodalogy: 15012207
mel‘hOdO/Ogy to Opef'l ’ Open Last Software Development
Opens the last methodology — 7|
you used Open global data only - Roles,
5 Open Global | R Work Products &
Opens the module without [ Tty e e
opening or creating a

methodology. Only global
data and administrative
functions are available. Help | @ Concel

I Do not show this wincdow again.

Mark the Do Not Show This Window Again checkbox if you do not
want the Welcome dialog box to appear each time you open the module.
The module automatically opens the last methodology you used at
startup. To turn this option back on, choose Edit, User Preferences, then
click the Application tab and mark the Show the Welcome Dialog at
Startup checkbox.

Primavera - Methodology Management
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Selecting a Language

Use the Set Language dialog box to select the language in which to
display the information in menus, dialog boxes, and messages.

This option does not affect the data you enter; this infor-
mation appears exactly as typed.

Select a language Choose Tools, Set Language.

Set Language

Set Language: o 0K

0 Cancel

Restart the Methodology Management module for the language change
to work properly.

Primavera - Methodology Management
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The Workspace

Use the toolbar to quickly access options that —
pertain to the window displayed and to change

Choose a menu
to open a list
of commands.

When you first open a methodology, the Home workspace displays the
main functions available in the module. For example, click Activities to
focus on activity data and customize layouts. The workspace for each

main window consists of a menu bar, navigation bar, directory, toolbar,

and command bar.

the look of your layout.

Use the navigation bar to move —
between open windows, display
and hide the directory, and open
help quickly for a specific window.

fFile Edit View Methodology Defins Tools Admi

Help

Use the directory —|
to switch your focus.

KT

it |- . o |
IACT|V|t|e5 ] Back Fowad  Home  Di Help
- - |
B |[§-» Eas 54 vE @3®
WPs £ Docs = - —
 Layout: Classic WBS Layout |~ Fiter Al All Activites O ad
8 Activiy ID Bctivi Name Low| _ High Roles =
EESiees ¥ Duration|  Duration x Delete
1 S$WD.42 Software Installaion and Acceptance
S230  Instal the software products 03w 06w Database Admiristiator & Cu
I e T 2 tng | 1Ewl 2] | Comy
52380 Provide user aining and software sup... D) -
_,H [ =) Paste |

General | Resources [ Pred

[ Successars [ Cod

tibutes | Notebook [ Steps | wPs & Docs [ Expenses |

il Activity [52370 | [Support software acceptance testng ¥ Ouner
Activity Type Duration Type Low High
[Task Dependent =] [Fired Units/Time =] | Leborbnits 513 10.00
WES % Complete Type Ot Wit 0.00 0.00
T By 5042 Sofwac nstala .| [Duration S| || Goges = T

& Resources
8¢ Rarcby Aol
2%  RAolks

B Activity Codes
55 Predscessors

B Successors

Click the buttons in the Command bar to perform —

various functions specific to the open window.
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Display data at the —

enterprise level

Display data at the —
methodology level

Display the directory bar Use the directory to display windows
quickly. Choose View, Toolbars, Directory, to display or hide the
directory bar. To display or hide directory bar button text, choose View,
Toolbars, Directory Button Text.

=
Wihs & Docs

8

Resaurces

8

Roles. ..

Achivities

|

WEBS

|

Expenzes

2
Rizks

2
=

Meth. Linksz

Displays the Work Products and Documents window. Use to
create, edit, assign, or delete work products and documents for
the open methodology.

Displays the Resources window. Use to maintain the resource
hierarchy and individual resources in your organization, and
assign resources to activities in any methodology.

Displays the Roles dialog box. Use to create, edit, or delete
roles for assignment to activities in any methodology.

Displays the Activities window. Use to create, edit, or delete
activities in the open methodology.

Displays the Work Breakdown Structure window. Use to create
or edit the open methodology’s work breakdown structure
(WBS).

Displays the Methodology Expenses window. Use to add, edit,
or delete expense items for the open methodology.

Displays the Risks window. Use to add, delete, or calculate
risks for the open methodology.

Displays the Methodology Links window. Use to create, view,
and remove links between a base methodology’s work
breakdown structure (WBS) and a plug-in methodology's
activities or WBS.
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Display the navigation bar Use the navigation bar to move
between open windows. You can also use the navigation bar to display
and hide the directory, and to open help for the current window or dialog
box. The navigation bar is displayed or hidden when you choose View,
Toolbars, Navigation Bar. To display or hide navigation bar button text,
choose View, Toolbars, Navigation Bar Button Text.

Displays the Home workspace —

Displays the next window in a series of
windows you opened. The Forward button is
available only after you use the Back button to
redisplay a previous window.

Displays the last window you opened —|
I T

4 > o F

Back, Fornmard Home Dirl. Help

Displays or hides the directory J J
Opens Methodology Management Help

Use shortcut menus Instead of using standard menus and buttons,
you can also use the right mouse button to access frequently used
commands. To use shortcut menus, right-click an element or the white
space in any window, then choose the appropriate command.

Select multiple items To select a group of items that are next to
each other in the display, hold down the Shift key, click the first item in
the group, then click the last item in the group. To select multiple items
that are not next to each other in the display, hold down the Ctrl key,
then click each item you want to select.
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Layouts

A layout is a customizable view of a methodology’s activities and
activity information. To customize a layout to meet specific needs, you
can choose from a wide range of methodology information, columns,
colors, fonts, and activity groupings, and you can display these data in
the top and/or bottom layouts. For example, show an Activity Table in
the top layout and Trace Logic in the bottom layout. Each time you
change the way data are presented in the top and bottom layouts, you
create a unique layout. The module automatically prompts you to save a
layout when you close it, allowing you to define a unique name for it so
you can use the layout again with the current methodology or a different
methodology.

Activity Table displays activity information in spreadsheet format.
Use this type of layout to quickly update a methodology. You can use
filters and group data to see only those activities with a specific activity
type. You can customize Activity Table columns. You can also sort,
filter, and group activities in the Activity Table, as well as change the
font of the activity information and the color of the table background.
The Activity Table can be displayed in the top and bottom layouts.

Activity Network provides a graphical display of activities, including
logical relationships. You can specify which information you want to
display, and you can change Activity Network colors and fonts. You can
also group and filter activities in the Activity Network. The Activity
Network can be displayed in the top layout only.

Trace Logic provides a graphical display of dependency relationships
for an activity you select in either the Activity Table or the Activity
Network. Trace Logic can be displayed in the bottom layout only.

Activity Details display detailed information for an activity you
select in either the Activity Table or the Activity Network. You can also
use Activity Details to enter and edit an activity’s information, such as
codes, resource assignments, and predecessor and successor
relationships. Activity Details can be displayed in the bottom layout
only.
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You can display any of these layout types in the Activities window.
Additional layouts are available in other windows, such as Work
Breakdown Structure and Resources.

Use toolbar buttons to customize the layout.

File Edit View Methodology Define Tools  Admin/Help
fpon 4 b LR ©]
Activities Back Fowad  Home  Di Help
[E-r Fe@rFm v8 23 K)
T
¢ Layout: Classic WBS Lajout |~ Filier &1l A Aetiviies 'm0 4w
To completely close the T . “’l ity Name | Low|  High| ks -
. Duration|  Duration x Delete
lower lay O.Ui and view only = SWD.CM Configuiaion Management =
the data in the top layout, [ | ciooJFeea nancgemeniglan] 05wl GoWl | L
; ; ti020 Perfor caniiguration eenirol of softwar.. 5w 50w = -
click the ShOW./ Hide Bottom [BLE Perform evalation of software tems u.. Ddw|  Odw i
Window button. 1040 Perform configuration stalus accounting 05w 50w B P
= SwD.1 System Engineeiing
s1010 Define system requirements ) §  Fesouces
s1020 Perform system archiecture design 0w 3w .
To hide or show more of the S S Dl & rootync |
information in each pane, General | Resources | Predecessors | Successars | CodesdAtrbutes | Motebook [ Steps | wPs & Doss | Expenses | & R
. . = Activity [C1010 [Frepare canfiguation management plan o
drag the horizontal split bar = l l e =3 Activiy Coses
between the two layouts. Activity Type Duration Type Lows High Predh
4 [T sk Dependent =] [FiedDuration =] | Lebertnis 250 25.00 s dlLE
WBS % Complate Type Nonlabor Units lw lw g% Suecessors
ﬁ SWD.CM Configunation Manag | [Durstion =1 Duaion m IW
A

In this sample layout, the top part of the window shows activity data in
an Activity Table, and the lower part of the window displays Activity
Details.

Primavera - Methodology Management



Quick Tour 27

Customizing Displays

For main windows, you can
also choose View, Display
Options, to access a menu
of available commands.

Click the Layout Options
bar to display a menu of
the options available for

the Activities window.

Most windows and dialog boxes include a Display or Layout Options
bar at the top of the screen that contains commands that enable you to
customize the current display. Click this bar to display a menu of the
commands available for that window or dialog box. You can also access
many of these commands from the View menu.

Fle Edt View Methodology Define Tools Admin Help

Layout

o @ *
Activities Back  Fowerd  Hems  Dir Help
B Daaf YTE @98

ool Classis WhS Lawout | Fiter. Al Activities =
v pe High| Foles =

Dulatiun| Duration

X Delets

& Gantt Options... e architecture

B columns... Vlevel software design
& Table Font and Row, .,
Activity Metwarl -
Bttom Layout Options. ., mal interfaces
ation
7 Fiers... e software

Group and Sort... & external interfaces

14.0d 14.0d | Database Architect, Spstem Analyst, 5

4.0d 4.0d| Project Software Manager, Serior Soft & Cut
Ell Admiristrator
_ Copy

[ =9 Paste
| 8  Resources

27 5d 27.5d  Senior Software Enginesr

11.0d 11.0d | Senior Software Enginesr, Software En

Show on Top

»
+ ] cocesdatibutes | Notebook | Steps [wPs & Docs | Expenses |

&F FRsrcbyRole

Show on Bokkom 36
sform detailed software design % Owner Fioles
Hint Help = et
- clivity Codes

*, Expand Al | Deseription Atribute Name
= Collapse &l & Predecessors

ool e = Successors

4 _>| Al _’I

B2 Assign | B Aemove B fssion | B Fenove

[ [User: admin [Aiccess Mode: Shared [Type: Base A
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For details about The module also enables you to switch your display from a hierarchical
customizing and printing view to a list view when displaying information that is arranged in
layouts, see “Customizing K

Layouts” on page 189. different levels, such as resources and the work breakdown structure. To

switch a display from hierarchy to list view, click the leftmost column
label that appears in the display.

— An outline symbol ( = )in the leftmost
column label indicates a hierarchy

‘ — A triangle symbol (5 ) in the leftmost
view.

column label indicates a list view.

= F

Select Resource Code |

| Offic

[P

E_.Resource Codes B3 I

 Display: Office Select Resource Code |
Fesource Code V... =| Code Description

CHi e C— ] B ks,

~& RMK.AL.. Testing LabAlpha

-8 FNK.EBE... TestingLab Beta | Display: Dffice | B s

@ BNKIT  Roanoke T Department Fesource Code ... © | Code Description

=& ATL Atlanta I O &
-8 ATLPM  Project ffice 8 ATLPM  Project Qffice
-8 ATL.SALM Sales and Marketing 8 ATLSALM - Sales and Marketing X Delete
-8 sLC Sal Lake Ciy 8 g:z P E"m'”ghi:‘_ o % ow
@ SLCELAR Electiical Engineering Lab 8 B AP E"‘“‘D“S Wf”QT”e
- & SLC.MLAB Materialz Engineering Lab 8 : SMpus Wing Two Copy
=& BRM Bimingham & BRM.IT Campus IT Department
: -& BRM.CA... Campus Wing One & RNK Hoahoke ® Paste
& BRM.CA... Campus Wing Two 8 RMK.ALPHA  Testing Lab Alpha
G ” .
-& BRM.T  Campus IT Department & RNKBETA  Testing Lab Beta 4 »
& RNKIT Roanoke T Department -
& sLc Salt Lake City
& SLCELAR Electrical Engineering Lab Help

& SLCMLAB Materialz Engineering Lab

After you change a display to list view, you can also sort the displayed
information by clicking any column label.
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Using Wizards

If you prefer to work without
wizards, mark this checkbox
on the first dialog box of each
wizard, or choose Edit, User
Preferences, Assistance, and
set your choices in the

Wizards section. ——F  Da nat show this wizard again.

Wizards are a great way to speed up your work. They quickly guide you
through repetitive steps, doing most of the work for you.

The module contains wizards for creating new methodologies, adding
activities, creating resources, and building reports.

New Resource Wizard =

8N New Resource Wizard

Resource ID and Name

Enter & Resource ID and & Resource Mame. The Resource ID uniguely idertifies this resource.

Resource ID
IR

Resource Mame

I(New Resource)

0 Cancel ‘

You can specify whether you want wizards to help you add activities
and resources. Other wizards are also available to export and import
methodology data, and define administrative preferences. Wizards are
discussed in more detail in the appropriate chapters of this manual or in
the online help.
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Set wizard options Choose Edit, User Preferences. Click the
Assistance tab.

x
Time Units Wizards |
Dates viyould you like to use wizards when adding new activities and

7
TS resources?
S Use Mew Activity Wizard |7/

Application

Password

Uze Mew Resource Wizard

I

AN

Help

| @ Close |

Mark to use the
New Activity
Wizard.

Mark to use the
New Resource
Wizard.

Navigate wizards To move between different wizard windows, click
Prev or Next. To save your changes and close the wizard at any time,
click Finish. To close the wizard without saving your changes, click

Cancel.

New Resource Wizard

Resource Type

Specify whether this resource is Labor, Monlabor or Material.

The unitz of work performed by this resource will be classified as Labor, Nonlsbor or Material
according to this sefting. Choose Labor or Monlabor to measure wwark in units of time. To measure
swark in units ather than time, choose Material and select s Unit of Measure.

Resource Type

Unit of Measure

E H|

{* Labor ( People )
" Monlahor ( Machinery, Equipment, et )
= Material [ Supplies )

[ Do not show this wizard again.

0 Cancel

4

Prev | g

B2 Finish |
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Setting User Preferences

|
In this chapter:

Formatting Time Units
Formatting Dates
Setting Resource Calculations

Setting View Currency and
Symbols

Implementing Wizards

Setting Startup Options, Creating
a Log of Tasks, and Setting Group
and Sort Options

Changing Your Password

In the Methodology Management module,
you can tailor certain options to fit your
specific needs. For example, indicate the
format for displaying time units and dates,
specify the currency to use for viewing costs,

and set startup display preferences.

This chapter describes how to set these

options in the User Preferences dialog box.
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Formatting Time Units

Time unit settings affect how the module displays time unit values in
layouts, activity durations, resource prices, availability, and work
efforts. Choose Edit, User Preferences, then click the Time Units tab.

Units Format
Unit of Time Sub-unit \ Decimals This option is
» |\~ Hours - X
[oay = ;/ b=l disabled when Show
Mark to display the time [ Show Unit label Bxample [5q Unit label or Show
unit abbreviation with the - Duration label is not
time/duration value. CurationslEonmat marked.
Unit of Time Sub-unit Decimals

Dy +|\J~ Hours |1 vl
¥ Showy Duration lakbel Example I1D.1d

Units/Time Format

Resource UnitsiTime can be shown as a percentage or a3
units per durstion

{* Show as a percentage (50%)

" Show as units/durstion (4hid)

Set time unit options In the Units Format section, select the time
unit used to display work efforts, and resource prices and availability. In
the Durations Format section, select the time unit used to display
activity duration values.

Mark the Sub-Unit checkbox to include the next smallest time interval
for the Unit of Time selected; the field name changes accordingly. For
example, if you select Day in the Units field, the Sub-Units field
displays Hours. You can also select the number of decimal places you
want to include in time unit displays throughout the module.

In the Units/Time Format section, choose to show resource units per
time as percentages or as units per duration. Your choice determines
how rates are displayed. For example, 4h/d is the same as 50 percent of
an eight-hour day.
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Formatting Dates

Choose Edit, User Preferences, then click the Dates tab to specify how
the module displays dates.

Date Format |
Esample — Displays an example
of your format
preferences
Order Options |
" Month, Day, Year A-digit Year
* Day, Month, rear Manth Marme I
= Year, Maonth, Day Leading Zeroes I
Separator I- VI

Specify date format Choose the date order format you want to use
in the Order area, then mark the applicable checkboxes in the Options
area to indicate how the selected date format should appear. In the
Separator field, select the character the module uses to separate days,
months, and years.
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Setting Resource Calculations

Choose Edit, User Preferences, then click the Calculations tab to specify
how cost and units are allocated when you add or delete multiple
resource assignments. You can also choose the default behavior when
replacing a resource/role on an existing activity assignment with a
different resource/role.

Resource Assi t:

vwhen adding or removing multiple resource assignments on
activities
{~ Preserve the Units, Duration, and Units/Time for

existing assignments

{+ Recalculate the Units, Durstion, and Units/Time for
existing assignments based on the activity Durstion
Type

Assi it Staffing

vwhen assigning & resource to an existing activity assignment:

i Always use the newy resource's Units per Time:
i Always use current assignment's Units per Time:

' Ak meto select each time | assign

Choose resource assignment defaults You can specify how to
calculate remaining values when new resource assignments are added to
or removed from activities. Remaining duration, remaining units, and
remaining units/time will not change for existing assignments,
regardless of the duration type.

When the first assignment is added, units/costs are
calculated based on the activity’s duration type.
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m  Preserve the units, duration, and units/time for existing
assignments

When adding or removing multiple resource assignments on
activities, choose this option for units, durations, and units/time to
remain constant when additional resources are assigned to any
activity. Regardless of the duration type of an activity, this equation
is always true:

Remaining Units = Remaining Duration x Remaining Units/Time

m  Recalculate the units, duration, and units/time for existing
assignments based on the activity duration type

When adding or removing multiple resource assignments on
activities, choose this option to calculate a resource assignment’s
remaining values based on the activity’s duration type, specified in
the Activity Details General tab.

Choose assignment staffing defaults In the Assignment Staffing
section, you can choose the module’s default behavior when you replace
a resource on an existing activity assignment with a different resource.

When assigning a resource to an existing activity assignment, you can
choose to always use the units/time of the new resource or of the current
assignment (i.e., the resource you are replacing) on the existing
assignment; or, you can choose to be prompted to select which units/
time you want to use each time you replace a resource on an existing
activity assignment.

Primavera - Methodology Management



36 Part 1: Overview and Configuration

Setting View Currency and Symbols

Choose Edit, User Preferences, then click the Currency tab to specify
the currency used to view cost data, and whether to show or hide the
currency symbol and/or decimal values in cost and price fields.

You must enter all cost data in the view currency selected in
User Preferences.

Mark to include the symbol used
/ for the currency.

F— Click to select the
Curmrency Options | B .
currency for viewing
Sele7/a currency far viewing monetary values costs; this may differ from
| | the base currency used

to store monetary values.

¥ Show decimal digits 0o

Mark to show
decimal values for
costs.

g The currencies available for viewing monetary units are
defined by your Methodology Management module
administrator in the Currencies dialog box.
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Implementing Wizards

Choose Edit, User Preferences, then click the Assistance tab to enable
the use of wizards when adding resources and activities.

Wizards |

Wwiould you like to uge wizards when adding new activities and
Tesources?

=

r— If you clear one or both
checkboxes and add a
new resource or activity,
you will need to use the
current layout to add the
information.

&

Usze Mew Resource Wizard

Set assistance options Wizards guide you through the steps
necessary to complete a function. Once you feel comfortable adding
resources and activities, you may not need to use them. Mark the
checkboxes in the Wizards section to instruct the module to
automatically display the New Resource Wizard when you add a new
resource, and the New Activity Wizard when you add a new activity.
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Setting Startup Options, Creating a Log of Tasks, and

Setting Group and Sort Options

Mark to automatically create a
log file called ERRORS.LOG
each time you work in the
module.

You must choose Show ID/
Code, Show Name/
Description, or both.

Choose Edit, User Preferences, then click the Application tab to
establish the default window or dialog box displayed when you start the
module and to record the actions you perform in the module to a log file.
You can also set options for grouping and sorting.

1

Startup Window

Application Startup 'Window

JHome

V' Show the ‘Welcome dialog at startup

Application Log File

=T Wwiite trace of intemal functions to log file

Group and Sorting

Labelz on grouping bands
¥ Show D / Code

V' Show Mame / Description

Make your selection based
on the area of the module in
which you work most often;
you can change this setting
as your requirements
change.

Set startup and log file options Seclect the window to display each
time you start the module. Select Home if your work varies each day;
the Home workspace enables you to select the applicable window or

layout for each session.

You can also indicate whether to display the Welcome dialog box, from
which you can create a new project, open an existing project, open the
last project viewed in your previous session, or display global data only.

Primavera recommends that you use the log file only with the
assistance of Primavera Customer Support staff.

Display a label on grouping bands You can show or hide the ID/
Code or Name/Description fields as labels in the group-by bands when
grouping by hierarchies that include both an ID/code and a name
description. This user preference setting affects windows/dialog boxes
where you cannot access a Group and Sort dialog box.
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Changing Your Password

The Enable Password Policy check box of the Admin Preferences dialog
box controls the type of password to enter in the Change Password
dialog box:

m If the Enable password policy setting is selected in the Password
Policy field of the Admin Preferences dialog box, enter a password
that is a minimum of 8 characters long, and that contains one alpha
and one numeric character. This requirement is also shown in the
Change Password dialog box.

m  If the Enable password policy setting is not selected, enter a
password up to 20 characters long.

Choose Edit, User Preferences, then click the Password tab to open the
Change Password dialog box, in which you can enter a new password.

x
Time Units Wizards |
Dates wiouldd you like to use wizards when adding new activities and 1 Click to change your
X rESOUrces’?
Calculations /password.
e Use New Activity Wizard v |
Agsist
S Uze Mew Resource Wizard r
Application
2 Enter a new password.
Password

3 Enter the new password
again to confirm it.

Change Password

Mew pasaword / | o OK |
I @ cacdl |
; |
Confirm new passward 0 anee
Help = o
] =l

(Minimum of & characters. Must
contain &t least 1 letter and 1
number.]

/

These password specifications are required when the Enabled
Password Policy check box is marked in the Admin Preferences
dialog box.
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x
Time Units Wizards |
Dates viyould you like to use wizards when adding new activities and
7
TS resources?
S Use Mew Activity Wizard I
Agsist
SRS Use MNew Resource YWizard u Change Password
Application
Mewy password | o Ok |
Password Il
0 Cancel
Confirm new passward
I Help

[Pazsword length: 0to 20
characters.)

Help | @ Cloze

These password specifications
are required when the Enabled
Password Policy check box is
unmarked in the Admin
Preferences dialog box.

Additional Considerations:

m  If the Project Management module is running in LDAP
authentication mode, password management is handled through the
directory server. You cannot change your password through the
module and the Password tab does not appear in the User
Preferences dialog box.

m  Passwords are case-sensitive.

m  Passwords that were set before the new password policy was
enabled are valid and usable.
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Structuring Methodologies

In this part

Creating and Linking Methodologies

Establishing a Work Breakdown
Structure

Setting Up the Organizational
Breakdown Structure

Defining Resources and Roles

Working With User-Defined Fields



ﬂis part describes how to start creating methodologies.
“Creating and Linking Methodologies” explains how to add
methodologies and link them to other methodologies; for

example, link a base methodology to a plug-in methodology.

“Establishing a Work Breakdown Structure” describes how to
use the work breakdown structure (WBS) to plan and manage
methodology information, while “Setting Up the Organizational
Breakdown Structure” shows you how to establish the managers

directly responsible for maintaining methodologies.

“Defining Resources and Roles” explains how to set up
resources and roles. The last chapter in this part, “Working With
User-Defined Fields”, describes how to configure user-defined
fields.
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Creating and Linking Methodologies

|
In this chapter:

Working with Methodologies
Defining Methodology Properties
Linking Methodologies

Defining Estimation Factors
Using Bottom-Up Estimation Data
Using Project Architect

Defining Methodology Codes

Methodologies consist of activities but can
also include work breakdown structure
(WBS) and organizational breakdown
structure (OBS) definitions, activity
relationships, role and resource assignments,
expenses, work products and documents,
codes, and estimation data. You can create
and assign attributes to methodologies, and
define size and complexity factors for users
of the Project Management module. Once
you establish two or more methodologies,
you can create relationships between base

and plug-in methodologies.

This chapter describes how to create
methodologies and their attributes, link
methodologies, add size and complexity
factors, define values for calculating bottom-
up estimation data, and use Project Architect
to import methodologies to the Project
Management module as prebuilt project
plans from the Methodology Management

module.
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Working with Methodologies

Identify the methodology... =
| Create a New Methodology
Methodology Name
Please enter the name of your new methodology .

8N Create a New Methodology

The Create a New Methodology Wizard helps you quickly create a new
methodology by defining general information and default settings such
as the methodology’s type, default activity cost, and auto-numbering
values.

Create a methodology Choose File, New.

Methodology Type

actoss different methodologies.

Select a methodology type. A base methodology provides the founds
Plug-in methodologies can be linked to hase methodologies and provid
wehich can be included as needed. Activity libraries are for storing ac

Methodology Mame
I(New Methodalagy -1

0 Cancel ‘

Pl B Finish |

Methodology Type

{+ Base = Plug-in

0 Cancel

'@ vy Uiy ...then choose the type of methodology
to create.

Enter the price that will be used for activities that have units but no
assigned resources. Next specify the activity ID prefix, suffix, and
increment that is automatically assigned to new activities as they are
added to the methodology. Click Finish to create the new methodology.

@ To save your changes and close the Create a New
Methodology Wizard at any time, click Finish. The module
creates the methodology according to the information you
provided.

To define additional methodology information, display Methodology
Properties (choose Methodology, Methodology Properties), then refer to
“Defining Methodology Properties” on page 49.
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Choose how you want to open
the methodology. Depending
on your security profile, some
of these options may not be
available.

Use projects to create methodologies You can use a successful
project from the Project Management module as a template for future
projects that are similar in scope. The Import Wizard prompts you to
specify the information to be imported and to identify the type of
methodology in which it should reside.

Use Status to Categorize Methodologies

You can identify methodologies as available or unavailable when
creating projects in the Project Management module. Change the default
status of Available to Unavailable when the methodology is not
complete, is undergoing changes, or is simply not applicable for use in
establishing current projects. Choose Methodology, Methodology
Properties, click the General tab, then select Unavailable in the
Methodology Status field. Methodologies with a status of Unavailable
cannot be imported in the Project Management module and are not
listed in Project Architect.

Open methodologies Choose File, Open. Select the methodology
you want to open.

Click to view a list of users who are currently Click to open
using the selected methodology. the selected
methodology.
Bomnrerodaioss )
v Display: Methodologies \ | 'B’* Open

Methodology Mame + | Methodology Type

0 Cancel
5 Chib Level 3 Flug-in
'E] 150 12207 Project Management Flug-in B Uszers...

535 150 12207 Quality Management Plug-in

'E] 150 12207 Software Acquizsition Flug-in
(23 150 12207 Software Development  Base

535 150 12207 Software Mairtenance Plugin

(23 MIL-STD-498 Software Development Base

'E] Pl Project Management Flug-in

% Feuszable Taszk Library Activity Library

(23 Sample Methodology /150 12207 - .. Base

'E] Sample Plug-in / PMI Project Mana...  Plug-in

Help

A

Access Mode

(("' Exclusive +' Shared e HeaanID
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After you open a
methodology, open a window
containing global data for all
methodologies, or...

...open a window containing
data that pertain only to that
methodology.

Mark to allow the module to
automatically fix
inconsistent information.

Mark to save and view the
results of the data integrity
check to a log file (.txt).

Only one user at a time can have Exclusive access to a

methodology.

Fle Edt Wiew Methodology Define Tools Admin Help

Home

Back  Fomard

LEe 2

Hame Dir. Help

Enterpiise Data

WPs & Docs

5 ik

Resources

bl i

Roles...

Methodology Data

=== Activities
(o

i_g_li s

@ You can select the window to display each time you start the
module. Choose Edit, User Preferences, and click the
Application tab; select from the available windows listed in
the Application Startup Window field.

Check methodology integrity To identify and/or correct errors and
inconsistent information in the open methodology, choose Tools, Check

Methodology Integrity.

Check Data Integrity
N

T~ Automatically fix conectable erors

v Logta file

IE:\Program Files\CHEDATA TET

& Close

_I G iew Log
Help

P Check

L The name of the file in which you
want to save the results of the data
integrity check; click the Browse
button to select a new file.

|,— Click to identify

and/or correct
inconsistent
information in the
open
methodology,
depending on the
options you select.
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Type the name of the
new methodology.

If you save the results to a log file, the module overwrites the
existing log file each time you perform a data integrity check.

Copy methodologies You can copy an existing methodology to use
as a template for a new one. Open the methodology you want to copy.
Choose File, Copy.

Click to copy the
methodology. —‘

Copy Methodology I
t

“f'ou are going to copy the 'Sample Methodology /150 12207 - Software Copy

Development [PA)]' methodology and zave it s a new methodalogy.

Please enter the name of the new methodology below. @ Cancel
Help

Mew Methodology Mame

Copy Method |

" Reuse all activities fram current methadalogy

{+ Copy all activities from current methodology

Reuse activities To copy activities and activity information from the
methodology, and maintain a connection or link between the copied
activities and the original activities, choose Reuse All Activities from
Current Methodology. If you change a reused activity, the module
updates all instances of the reused activity in all methodologies.

Copy activities To copy activities and activity information without
maintaining a connection or link between the copied activities and the
original activities, choose Copy All Activities from Current
Methodology. When you copy an activity, any changes you make to one
instance of the activity do not affect other instances of the same activity.
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Reusing Activity Cores

The module enables you to copy and link, or reuse, core information
from activities within a single methodology and across multiple
methodologies. Core information includes the activity’s name, duration
type, percent complete type, attributes, activity type, steps, and
notebook topics. The module does not include, or reuse, more specific
information, such as assigned resources, work breakdown structure
assignments, relationships, work products and documents, estimates,
and activity codes.

If an activity’s core information changes, you can simply edit the
activity’s master core copy, and the module applies your changes to all
instances in which you reused the information.

The module also contains a standard copy feature that allows you to
copy an activity without maintaining a link or connection between the
original activity and the activity copy. If you copy an activity, any
changes you make to one instance of the activity do not affect other
instances of the same activity.

You can only delete a Delete a methodology Open the methodology, then choose File,
methodology that is Delete. Confirm that you want to delete the methodology by clicking
opened in Exclusive mode. Yes.
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Defining Methodology Properties

Use the Methodology Properties dialog box to define methodology
details and defaults used throughout a methodology and to view and edit
the open methodology’s properties. Choose Methodology, Methodology
Properties. Click each tab to view and edit that type of information for
the open methodology.

For more information General information Use the General tab to view and edit general
::;umtai?::?gc:gr information about the selected methodology. This information includes
categories, see the methodology’s name, type, and estimation factor category value.

Primavera’s
Administrator’s Guide.

— Indicates whether the methodology is
checked in or out.

Methodology Mame
ISampIe Methodaology / 150 12207 - Software Development [F)

Use status to identify active B\
(Available) or closed
(Unavailable) methodologies.
Unavailable methodologies

cannot be imported in the Methodalogy Type D ate Added

Project Management module [Base | [31Jurga
using Project Architect.

Methodology Status Check Out Total Activities
[ available =] |checkedin = | [ 48

E stimation Factor Category Added By
hﬂfg Product Maintenance _I Iadmin

Select the predefined category with
assigned estimation factors that are
best suited to the methodology.
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For more information
about adding methodology
codes and values, see
“Defining Methodology
Codes” on page 60.

Methodology codes Use the Codes tab to assign methodology code
values to the open methodology. In the Assign Methodology Codes
dialog box, click the value for the applicable code, then click the Assign
button. You must first add methodology codes and values (choose
Define, Methodology Codes).

Click to assign a —~
methodology code, then

= "
Methodology Code | Code ' alue D] Assign Methodology Codes [ %] L Close
Emmﬁ v Display: Methodology Code Yalues
Methodology Code E| Drescription @/ button
=l 3 Methodology Code: Class
Software ' Assign
Groupware @ button
Database

Financial System
Hardware

Metwark.

select a code in the Assign = Workstation
Methodology Codes dialog 5 ssion | B Remove|
box.
Click to remove a selected — ] ]
code from the list. —
Notebook topics Use the Notebook tab to assign notebook topics
and details to the open methodology. These topics are defined in the
Notebook Topics tab of the Admin Categories dialog box.
Motebook Topic Dretail ! |
o 17 sssign Notebook Topic KA,
@ Entry Criteria A = = v Display: Motebook Topics
Exit Criteri Motebook Topic
@ «it Criteria . SDf.tW . gl
. Em-]ec @ Entry Criteria
Click to add a topic; then s Ouali] [P Ei Citeia =
select a topic in the \ trainin| (2 Metries o
. . @ Werification /W alidation
Assign Notebook Topic !
. ) @ Tools / Techniques
dialog box and click the ] N [ Core Fequirements
Assign button.
O add | X Delste

|
Click in this area to type a J
description of the selected topic.

K| M|

In description fields, you can use HTML editing features,
which include formatting text, inserting pictures, copying and
pasting information from other document files (while retaining
formatting), and adding hyperlinks.
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Activity IDs Use the IDs tab to specify a prefix and a suffix for the
open methodology’s activity IDs. You can also specify the increment by
which you want the module to create activity IDs for new activities.

Activity ID Auto Humbering |

Activity |0 Prefix Activity [0 Suffix Increment
@ 1000 10

Auto-Numbering Activity IDs

When you create a new activity, the activity ID is automatically
generated using auto-numbering. The prefix and suffix are linked with
the increment in a chain that produces a unique ID. For example, “A”
(prefix), “1000” (suffix), “10” (increment) yields activity IDs of
“A1010,” “A1020,” “A1030,” and so on. If you change the activity ID
prefix, suffix, or increment, the module applies the change only to new
activities, not existing activities.
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For more information
about bottom-up
estimating, see “"Using
Bottom-Up Estimation
Data” on page 58.

This setting is used to
calculate the cost for activities
that have labor/nonlabor units
with no assigned resources or

resources that do not have
prices.

For more information
about setting up links
between methodologies,
see "Linking
Methodologies” on

page 53.

Costs Use the Costs tab to view the open methodology’s total labor,
nonlabor, material, and expense cost estimations, and specify a default
price for activities without resources. You can establish low and high
estimates for labor, nonlabor, and material costs in the Resources tab of
Activity Details, and for expenses in the General tab of Methodology
Expense Details. These low and high cost estimates enable users of the
Project Management module to perform bottom-up estimations in
Project Architect.

Default Price/Unit | Costs
Specify the Default Price Low Cost High Cost
for activities withaut Labor | $71,000.00 | $595,350.00
resources Price / Units
Nonlabor | $2,00000 | $12,000.00
Drefault Price / Unit Material T 000
|— 5 .
] $50.00h =eta | I | g
Expenzes I $200.00 I $500.00
Total | $73.20000 | $707,850.00

Links Use the Links tab to view a list of methodologies linked to the

open methodology. To establish links between base and plug-in
methodologies, choose Methodology, Methodology Links.

Linked Methodologies

ChdM Lewvel 2

Chd Lewvel 3

150 12207 Project Management
150 12207 Software Acquizsition
150 12207 Software Maintenance
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Linking Methodologies

The module enables you to create relationships, or links, between base

To show the links for all the
linked plug-in
methodologies, choose
Include All Linked Plug-in
Methodologies.

To view a list of all
methodologies linked to
the open methodology,
choose Methodology,
Methodology Properties,
then click the Links tab.

and plug-in methodologies. Base methodologies contain the critical
infrastructure of activities performed during a development process,
while plug-ins solve specific development needs. You can link WBS

elements and activities in plug-in methodologies to WBS elements in

base methodologies.

When you use Project Architect to create a project plan from a base
methodology in the Project Management module, you can choose to

include linked, plug-in methodologies in the base methodology.

Create methodology links Choose Methodology, Methodology

Links.

Fle Edt View Methodology Define Tooks Admin Hslp

\

B} Uniink ‘Eﬁ Unlink Al

Methodology Links e o T
Base Methodology Select Plugin Methodolagy
[S.ample Metiodelaay /150 12207 - Softwsre Development (PA) [0 12207 Preject Management i
“ Biplap: Include Selected Plugin Methodolagy ~ Display:
Expand Al ethodalogy Name: & | | Activity Name -
Collapse Al - J
ample Methodol £ g WBS: Contract
ample Methodol Prepare and negoliste contract
ample Methodol Prepare 3 wotk proposal
Unlink Al Links ample Methodol Review RFP
[T E——— ample Methodol £ g WBS: Plans
- oo TreTEme—d ample Methodol -1 WES: Project Management Plan [PMP)
Iy WBS: Software Architect .. Sample Methodol Define software enginesring environment
Iy WBS: Software Detailed . Sample Methodol Prepare project management plan
Iy WBS: Software Code an... Sample Methodol Prepare plans for acquirer and user involvements
Iy WBS: Software Integrati.. Sample Methodol Prepare project ttacking and reparting plans
Iy WBS: Software Qualfica... Sample Methodol Define project organization and responsibilties
£ g WBS: System Integration and Te... Sample Methodol Perfom resource planning, scheduing, staffing,
1y WBS: Integration and Intema... Sample Methodol Prepare master scheduls
Iy WBS: System Qualication T... Sample Methodol Update PMP
£ WBS: System Deplopment Sample Methodol -1 WBS: Training Plan
Iy WBS: Software Instalstion P... Sample Methodol Prepare raining plan
Iy WBS: Software Instalation ... Sample Methodol Update training plan
-5 wBS: 150 12207 Project Manag =

150 12207 Proje L‘ =] |E “wBS: Documentation Plan
\ ‘a* GoTolink | [ Createlink ‘

plug-in element to see
where it is linked in the
base methodology.

— Click for a selected WBS
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You can also create a link
by dragging a plug-in
methodology’s WBS
element to a WBS element
in the base methodology.

If the open methodology is a base methodology, click the Browse button
in the Select Plug-In Methodology field, then select the plug-in
methodology you want to link. If the open methodology is a plug-in
methodology, click the Browse button in the Select Base Methodology
field, then select the base methodology you want to link.

In the Base Methodology WBS table, select the WBS element under
which you want to link a plug-in WBS. In the Plug-In Methodology
WBS table, select the WBS element you want to link, then click Create
Link. The blue WBS symbols change to orange to identify linked WBS
elements.

é You can only create links between a base methodology and
one or more plug-in methodologies.

Delete methodology links Choose Methodology, Methodology
Links. If the open methodology is a base methodology, in the Base
Methodology WBS table select the WBS element link that you want to
delete, then click Unlink. You can also unlink a WBS element by
selecting the element in the Base Methodology WBS table and dragging
it to the Plug-In Methodology WBS table. To delete all links, click
Unlink AlL

If the open methodology is a plug-in methodology, in the Plug-In
Methodology WBS table select the WBS element link you want to
delete, then click Go to Link. The link is selected in the Base
Methodology WBS table. Click Unlink.
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Defining Estimation Factors

The Methodology Management module enables you to define the
estimation factors used by project managers to determine project size/
complexity when performing bottom-up estimations of work efforts and
cost in the Project Management module. Each estimation factor consists
of a factor name and description and one or more values; you can
specify one value as the default for the factor. You can also assign an
estimation factor category to each factor; you can use these categories to
organize and apply multiple factors at once when size/complexity is
calculated.

Project managers perform bottom-up estimations in the Project
Management module using the Size and Complexity Wizard in Project
Architect, by selecting values that match the defined set of estimation
factors established in the Methodology Management module. The user’s
selection for each factor determines a project’s size/complexity value.

To calculate the size and complexity percentage, Project Architect adds
all factors you select, divides that sum by the sum of the maximum
factor values for each factor, and produces a value between 0 and 1. This
value is multiplied by 100.

You can specify an unlimited number of estimation factors per factor
category, with a maximum of six values for each factor.
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Add estimation factors Choose Define, Estimation Factors. Click
Add, click the General tab, type the factor’s name, then type a brief
description of the factor. Optionally, select a factor category for the new
factor.

E_.Estimation Factors E

. Dizplay: &ll Estimation Factors = Cloze |
i Factor Mame E| Estimation Factors |Default Factor ID |;|
Factor categories help Elg Estimation Factars: Intemet development _ [ Add
to organize related FIEeaI-tirnEe Updating | Intemet development

factors for a mﬂ [rata Communication  Internet development 3 X Delete

methodo/ogy_ g Re-engineering Internet development 3 ~ Shift up

=] mﬂ Estimation Factors: D atabase front end

mﬂ Uszer Interaction D atabase front end 2 ¥ Shift down

mﬂ Performance [ratabase front end 3
a3 Multiple Sites D atabase front end 2 LI Help
General | Values
Factor Mame Factor Category
IHeaI-time Updating hﬂfg Internet development _I
Drescription
m EEE OEES &
_ o _ 2l
Azsess the degree to which the application will provide real-time _
updates to centralized data. LI
For more information Factor categories enable you to organize factors for a methodology
:::i“mtastf;:':gc‘t‘gr according to phase or some other characteristic. To use the Size and
categories, see Complexity Wizard in Project Architect, you must have assigned
Primavera’s estimation factors to a factor category, and also assigned the factor

Administrator’s Guide. .
ministrators Guide category you want to use for the methodology in the General tab of

Methodology Properties (choose Methodology, Methodology
Properties).
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You can define up to
six values per factor.

For more information on
using the Size and
Complexity Wizard, see the
Project Management
Reference Manual.

For more information on
reporting capabilities in
the module, see
“Customizing Reports” on
page 197.

Click the Values tab.

E_.Estimation Factors E

. Dizplay: &ll Estimation Factors = Cloze |
Factor Mame E| Estimation Factors |Default Factor ID |;|
Elg Estimation Factars: Intemet development _ [ Add
mﬂ Fieal-time Updating Internet development 1

ommunication  [Intermet development X Delete

mﬂ Re-engineering Internet development 3 - Shift up

=] mﬂ Estimation Factors: D atabase front end

mﬂ Uszer Interaction D atabase front end 2 ¥ Shift down

mﬂ Perfarmance D atabase front end 3
a2 Multiple Sites [ atabaze front end 2 LI Help
General Values

Drescription |

Application iz pure batch processing or a
stand alone PC.

To add a factor value, click Add, type the numeric value, then type a
description of the value. To set a default factor value, choose the value in
the Default column. Type a description for each factor value. These
descriptions, which should indicate the complexity of the value, are
displayed when the value is selected in the Size and Complexity Wizard.

Produce report listing factors You can produce a standard report
that lists the available estimation factors, organized by estimation factor
category. You can use the report as a quick reference when selecting size
and complexity factors in Project Architect. Choose Tools, Reports, then
select Estimation Factor Categories in the Admin Categories report

group.
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Using Bottom-Up Estimation Data

For details on how Project
Architect calculates size/
complexity using
estimation factor values,
see the preceding section.
For more information on
bottom-up estimation, see
the Project Management
Reference Manual.

In the Methodology Management module, you can define each activity’s
low and high estimation values for labor and nonlabor resource units,
and expense costs. These values enable users of the Project
Management module to perform bottom-up estimations in Project
Architect.

Calculating bottom-up estimations In the Project Management
module, project managers perform bottom-up estimations by first
calculating the size and complexity of a project. The Project
Management module uses this project size/complexity value to calculate
a value between the low and high estimation values defined for the labor
and nonlabor units and expense costs defined for each activity in the
project.

A project’s size/complexity value can be between 0 and 100. If the size/
complexity value equals 0, the Project Management module uses the
low estimate for each activity. If the size/complexity value equals 100,
the Project Management module uses the high estimate for each activity.
For size/complexity values between 0 and 100, the Project Management
module calculates an intermediate value between the low and high
estimates for each activity. The value calculated using the size/
complexity factor is then copied into the budgeted labor/nonlabor units
and expense costs for each activity.

You can supply the size/complexity value, or have Project Architect
calculate it for you based on estimation factor values you specify in the
Methodology Management module.
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Using Project Architect

For more information on
Project Architect, see the
Project Management
Reference Manual.

Users of the Project Management module can select, customize, and
import methodologies as prebuilt project plans from the Methodology
Management module. Project Architect is a wizard that walks you
through each step of this process. You can use Project Architect to
create a new project plan or to add activities and associated information
to an existing project. Also, as you customize methodologies, Project
Architect allows you to enter rationales for your tailoring decisions.
Because Project Architect copies methodologies from the Methodology
Management module database, the information you change does not
affect source methodologies.

In addition to providing access to methodologies, Project Architect also
contains a bottom-up estimation feature that allows you to estimate
resource units and costs for your methodology selections. Project
Architect bases this estimate on project size and complexity factors that
you specify during the architect process. This allows you to estimate
work effort and cost before creating or adding a project.

After you select and customize the methodology you want to import,
Project Architect displays detailed summaries of the project plan you
developed, including a list of information you removed. This allows you
to return to a previous window and make additional changes before
importing the project.

Project Architect is available from the File menu in the Project
Management module.
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Defining Methodology Codes

Use methodology codes to group methodologies in categories in reports
and when using Project Architect in the Project Management module.
For example, create a code to group methodologies concerned with a
specific product or outcome, such as software.

Methodology codes are set up in the Methodology Codes Dictionary,
which is available to all methodologies. You can create values for the
predefined codes provided in the Methodology Management module, or
you can create new methodology codes and values for use with your
methodologies.

Define methodology codes and values Choose Define,
Methodology Codes. Click Modify in the Methodology Codes dialog
box, then define as many methodology code definitions as you need.

E_.Methodology Codes B3

—— Click Add, then supply a methodology

Select Methodology Code

code name, along with the number of

S

characters that will be available for each

code value. —'

B odify...

v Display: Class

Methodology Cod... = | Description
(23 SOFT.GW Groupware
~[Z1 SOFT.DE Databasze

E-E3 HARD Hardware
[E1 HARD.S... Servers
(3 HARDUM... Netwark,
L-EI HARD.... Workstation

| B [
0 v Display: Methodology Codes | @ Close
X
&

Methodology Cofde
(23 Class 0O Add

= gepar!ment > Delete

[ =X ¥ Shift down

4 |- Help

(=
——— | Methodology Code Name /Mﬁen_gth

|iNew) 7 )
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To add values to a methodology code, in the Methodology Codes dialog
box select the methodology code for which you want to establish values,
then click Add. Type the values and descriptions.

To change a code value’s position in the methodology codes hierarchy,
select the code, then click the appropriate arrow button. For example, if
you create a code called Funding Source, you may then want to specify
code values for the different sectors from which the funding is received,
such as Public, Private, and Government Agency. Within these sectors
you can create values for the specific funding sources. To indent a
source beneath a sector, first select the source, then click the up or down
arrow buttons until the source is directly below the sector. Click the
right arrow button to indent the source.

E_.Methodology Codes B3 I
Select Methodology Code |
IFunding Source j B Modify...
. Display: Funding Source | gl Cloze
Methodology Code Yalue = | Description
=123 Public Public Sector 0 Add
[E3 Public.Newman Mewman Fund
Lblic. Barclay Barclay Group > Dielete
=123 Private Private Sector
----- [E3 Private.Escrow Escrow Account & Cut
...(2 Private. Feserve Management Reserve
En C
(23 Govemn Government Agency Rl
[ =} Faste
e .
4 » I—— Click the arrows to
A4
move values up or
Help down in the list, or
to change a
selected value’s
position in the
hierarchy.
K| 2

For instructions on
assigning code values to
methodologies, see
“Defining Methodology
Properties” on page 49.

To see a graphical display of the methodology codes hierarchy, click the
Display Options bar in the Methodology Codes dialog box and choose
Chart View. You can also modify the appearance of the table or chart

using the other menu commands available from the Display Options bar.
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Establishing a Work Breakdown

Structure

|
In this chapter:

WBS Overview
Viewing and Editing a WBS

Applying Estimation Weights to
WBS Elements

Adding WBS Elements and
Assigning Properties

Using WBS Milestones

A work breakdown structure (WBS) is a
hierarchical arrangement of the products and
services produced during and by a project.
Each element of a WBS may contain more
detailed WBS elements, activities, or both.
When a user of the Project Management
module creates a project from a
methodology, the methodology’s WBS
becomes the project’s WBS.

When creating a methodology, you typically
develop the WBS first, assign work products
and documents to each WBS element, and
then define activities for performing the
element’s work, along with an organizational
breakdown structure (OBS) element
responsible for all work included in the WBS

element.

Read this chapter to learn how to set up and

implement a WBS.
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WBS Overview

Each methodology in your database is arranged in a work breakdown
structure (WBS) hierarchy. The WBS can be subdivided into as many
levels as needed to parallel work in the methodology. The root, or
highest level of the WBS, represents the methodology, with the first-
level elements representing distinct milestones or phases in the
methodology, and the second and subsequent levels representing the
tasks necessary to complete those milestones and phases. A well-
constructed WBS in the Methodology Management module provides
the foundation for successful projects in the Project Management
module.

File Edt WView Methodology Define Tools Admin Help

4 > & T+ (©]
Work Breakdown Structure . e o et
When you a create a —\ | - Disslay:wes | | 0 O s |
W G <[wesn WS Cal Methadol -
methodology, the module i%jﬁ T Love 3 = T Love 3 _] QX RelfiNcios
automatically creates a WBS By Chib1 Ficject Miestanes CMM Level 3 4 ca
. E Ficject Plans Ficject Plaring CMM Level 3
element at the root hierarchy Software Configuation Management | Praiect Planning CHM Level 3 Copy
level and with the same name Software Development Plan (SDF) Prgject Planning CMM Level 3

Software Quality Assurance (S04] Plan  Froject Planning MM Level 3 B P
as the methodology; you can Soltware Test Plan [STF) Prsiect Planing CMM Level 3 j = j
; i Statement of Work, Ficject Flanning CMM Level 3 :‘,
differentiate the WBS level Ficject Management Ficject Management CMM Level 3

from that of the methodology

Management Project Management ChiM Level 2
by adding numbers or letters Cos Cpaai g P e Lot
such as CMM. 1, CMM.B. Subeaniractar Management TMM Level 3
Reviews Project Management ChiM Level 2
z riemal Heviews Project Management ChiM Level 2
B CMM.35.2 Intergioup Reviews Project Management ChiM Level 2
YOU can further break dOWﬂ the B CMM.35.3 Subcontract Reviews Project Management ChiM Level 2
work, to extend the CMM.3.5.4 Customer Reviews Proiect Management CMM Level 3
methodology 10 aI’IOtheI‘ IeVel = “ M_51 Software Develupml \mplmenlatlu Leve\
and develop a more detailed I ChMM.5.11 Requirements and Design Implementation CMM Level 3
. B CMM.5.1.2 Code and Urit Test Implementation ChiM Level 2 hd
project plan. ‘ ;IJ
| [ | 4
For more information Top-down estimates You can use the WBS in each methodology for
::;::att?g;d::enthe Project top-down estimations of data when projects are created from the
Ma,,ageme'nt Reference methodologies in the Project Management module. When the
Manual. methodology WBS is transferred to the project WBS, the estimates

established in the Methodology Management module are used as the
basis for labor, nonlabor, and material unit and cost distributions for the
activities associated with the WBS elements.
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For more information Weighted milestones In the Methodology Management module,
;ﬁfe‘;tt“;‘ﬂgh::: “Using you can add an unlimited number of WBS milestones, which can be
WBS Milestones” on used to calculate earned value in the Project Management module.
page 72. Milestones are assigned at the WBS level, and each milestone is given a

weight that indicates its importance to the project schedule. When you
mark a WBS milestone as complete, the Project Management module
uses its weight to calculate the performance percent complete of all
activities included in the WBS level.
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Viewing and Editing a WBS

To change the display’s
appearance, click the Display
Options bar, then choose
Chart Font and Colors.

To change the WBS
display from hierarchy to
list view, click the WBS
Code column label. An
outline symbol (= )in the
column label indicates a
hierarchy display, and a
triangle symbol (%) in the
column label indicates a
list display.

You can view a WBS as a chart or as a table. Open the Work Breakdown
Structure window by choosing Methodology, WBS; you can also click

WBS from the Home workspace if you have not yet selected a window
for the open methodology.

View the Work Breakdown Structure chart Click the Display
Options bar, then choose Chart View. To change the displayed
information, click the Display Options bar and choose Chart Box
Template, then an information type.

Fle Edt View Methodology Define Tools Admin Help

4 » & P @
Work Breakdown Structure B e Home . Dilh
"7 Bisplaw: WES 0 Add |
[ wes Dyais = X ool Merge
o Table view f - |
Arrange Chidren ’
Align Children » o Copy
E chart Box Template ’ B P

—8¥] Chart Font and Colars. .,

Zoom 4

O==0

*4 Expand Al
= Callapse Al

General | Motebook | WES Milsstanes [ wPs & Docs |

WES Code WBS Name
|5 ISnltwale Development

__FResponsible Manager

[ Fioiect Manager -]

Project Phase

Fﬁ Implementation =]

View the Work Breakdown Structure table Click the Display
Options bar, then choose Table View. To list and sort WBS elements,
click the WBS Code column label. To change the information displayed
in the table, click the Display Options bar, then choose any of the
following:

m  To view detailed information about a specific WBS element, choose
WBS Details (the checkmark should be displayed next to the
command), then select the WBS element whose information you
want to view. To hide WBS Details, choose the command again (the
checkmark should not be displayed).

m  To change the columns in the WBS display, choose Columns, then
one of the predefined displays, or customize the columns.

Primavera - Methodology Management



Establishing a Work Breakdown Structure 67

This display includes each WBS
element’s name, total activities, and
—— estimated weight.

File Edt WView Methodology Define Tools Admin Help

4 » @ * @

Work Breakdovlvn Structure Back  Fouwd  Home  Di Help
| |
| |
-+ Display: W85 (| Add |
WES Code <[ WES Name Total Activities | Estwaight B vy
- MM MM Lewel 3 8 10 _| ga o
By Tk 1 Pioject Milestanes 3 10 % ut
£ By O 2 Pioject Plans 20 10
B4 CMM21  Softwars Configuation Management [SCM) Plan 2 0 Copy
B4 CMM22  Softwars Development Plan [SDF) 12 10
| - Paste
Ty CHM.23

O==0

B CHM.25
By CMM.3 Proiect Management 34 10
B CHM.31 Management 3 10
By CMM.32  Software Quaity Assurance [SO4) 13 10
B CMM.33  Software Configurstion Management (SCH) 4 10
W ChM.34  Subcontractor Management 4 10 =

General | Motebook | WES Miestanes | wPs & Dacs |

ER Assign | B Remove| B Detais..|

[ I Y,

You can also directly edit
some WBS information in
the Work Breakdown
Structure table. Double-
click the information you
want to change, then type
or select the new value.

Edit a WBS element Select the WBS element you want to edit. To
change the element’s position in the WBS, click the appropriate arrow
buttons at the bottom of the command bar on the right side of the Work
Breakdown Structure window. Display Work Breakdown Structure
Details by clicking the Display Options bar and choosing WBS Details,
then enter new information in the tabs as described in this and
subsequent sections in this chapter.

Delete a WBS element Select the WBS element you want to delete,
then click Del./Merge. If the WBS element has activity assignments,
you are prompted to delete the WBS element and all of its activity
assignments, or delete the WBS element and reassign, or merge, all of
its activity assignments to the element’s higher-level WBS element.
Click OK, then click Yes.

g If you delete a higher-level WBS element, the module also
deletes all elements contained in that element.
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Applying Estimation Weights to WBS Elements

For more information
about top-down

estimation, see the Project

Management Reference
Manual.

Top-down estimation data consist of estimation weights for work
breakdown structure (WBS) elements and activities in a methodology.
The Project Management module imports these weights when project
managers import methodologies to develop project plans. When
performing a top-down estimation in the Project Management module,
the user first specifies the labor, nonlabor, or material units to apply to
the project. Then, according to the estimation weights defined in the
Methodology Management module, the Project Management module
distributes the units in a top-down manner, via the WBS, to the project’s
activities.

Apply estimation weights to WBS elements Choose
Methodology, WBS. Click the Display Options bar, then choose
Columns, Size. In the Est Weight column, enter the applicable weights
for each element listed for the open methodology.

You can also right-click to select the columns to —
display for entering data.

File

Edii Vien Methoddlogy Define Tools Admin Help

Work Breakdown Structure Efck o Sp

[ Display: WES () Add |

Total Activities

X Del /Hergs

By CH.34
= By CMM.35

By ChiM.4
= By CMM.4.1

By CMM.5

Project Milestones 3
Praject Plans 16
Software Configuation Management | H
Software Developmert Plan [5DP) 10
Software Qualiy Assurance (504) Flan H
Statement of Work 2
Praject Managemert %
Management 3
Software Qualty Assurance (504) 1
Software Configuation Management |

Subconiractor Management

Reviews

1
4
4
1
g CMM. 351 Intemal Fieviews 1
Ty CMM.35.2 Subcontiact Reviaws 2
[ CMM.2.5.3 Customer Reviews 1
2
2
H
1

Software Development
Saftware Product 1 toN

-y Chihd.4.1.1 Fequiemenis and Design

System Integration and Testing

WBS Details
& Chat iew

& Cut
Copy
{ T

=L FilDon

Cul#,
T
Chl#.

0 add
X Delte

& Table Font and Flan.

5 Expand)ill
~ Collapse All

Ins
el

[v Size
Riesponsible Manager
Cost
Customize...

ES Cut

Copy

B Pk

=0

[Uset: admin [Access Mode: Shared

[Type Plubi

Type directly in the Column field for the

WBS element to enter its estimated weight.
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Adding WBS Elements and Assigning Properties

When you create methodologies, the module automatically creates a
WBS top-level element with the same name as the methodology. Use
the Work Breakdown Structure window to create, view, and edit the

open methodology’s WBS. Choose Methodology, WBS.

Add a WBS element Select the WBS element immediately above
and at the same hierarchy as the element you want to add, then click

Add.

Display Work Breakdown Structure Details by clicking the Display
Options bar and choosing WBS Details.

Fie Edt Yiew Methodology

Defire Tools Admin Help

Click the WBS Code ~ |
column label to display the
WBS hierarchy, if
necessary. An outline
symbol ( =) in the WBS
Code column label
indicates a hierarchy
display.

Display Work Breakdown
Structure Details so you
can add and assign
information for each WBS
element you are creating.

Work Breakdown Structure B:Ek it H?me i e
-~ Display: WBS O Add ‘
BS Code = | WBS Name [Total Activities | Est eight| N
= (G MM ChiM Level 2 4@ 10 M
By ChMM.1 Milestones 3 10 % o
By Chikd 21 e Configuration Management | 2 10 By Coy
By CMM22  Soltware Development Plan [SDF) 0 0
- CMM.2.3 Software Quality Assurance (SQ4) Plan 2 10 B P
By ChiM.24  Stetement of Work 2 10 a
B ChiM.2 Praject Management % 0 jz‘j
By CM31 Management 3 10
By CMM32  Soltware Qualiy Assuiance (S3A) n 0
- CMM.3.3 Software Configuration M anagement 4 10
By ChiH34  Subcorbactor Management 4 10
= B CMM 35 Reviews 4 10
B CMM 351 Intemnal Feviews 1 10
By CMM .35 2 Subcontract Reviens 2 10
* g CMM.3.5.3 Customer Reviews 1 10
By Chird 4 Saftware Development 2 10
o B e 1o Demciiei 1o bl 1 -
General | Notebook | WBS hilestones [wPs & Does |
WHS Code Name
|2 [Proiect Plans
Responsile Manager Proiect Phase
[ System Engineeing and Inegration ][R Profect Flanring |

[User. admin

[Access Mode: Shared

[Type: Plugrn
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For more information General information Use the General tab to view and edit the
:'r”_"’;';‘)':fas,scate9°"'es' see selected WBS element’s general information. This includes the code,
Administrator’s Guide. name, custom WBS category (Project Phase, in the example), and
responsible manager (OBS element). For more information about
assigning OBS elements to WBS elements, see “Setting Up the
Organizational Breakdown Structure” on page 75.
WEBS Code Mame
|2 IF‘roiect Plans
Fesponzible Manager \ Toject Phase
I_g System Engineering and Integlat\orj _I IFE Project Planning ) _I
The name of the selected WBS — The WBS category name and —
element’s root OBS element associated values are established in
the Admin Categories dialog box.
Notebooks Use the Notebook tab to assign notebook topics and
details to the selected WBS element. These topics are defined in the
Notebook Topics tab of the Admin Categories dialog box.
Matebook Topic Detail
@Cure Feguirements A EE= SiE EE & ﬂ
Establish I30 12207 schedule based on contractural obligations, =
sponsor support, reviewed and approved documentation for
h i haze, and dhi d dards —
Click to add a topic. D add | X Dokto ot pipens canpteion ”E””mfmpe ot dondsds 2

Click in this area to type a description of
the selected topic.

You can use HTML editing features in description fields,
which include formatting text, inserting pictures, copying and
pasting information from other document files (while retaining
formatting), and adding hyperlinks.
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For more information
about work products and
documents, see “Creating
and Maintaining a
Document Library” on
page 153.

Work products and documents Use the WPs & Docs tab to assign
documents to specific WBS elements to track work for adherence to
organizational as well as product standards. These documents are pre-
established in the Work Products and Documents window, and are
categorized for organizational purposes in the Admin Categories dialog
box.

i B Ertical Computer Resourc
-[E] Management Review Procedure

--[E] Organization-wide Process Definition Guidelines

i T2 Mrazmizakional Trainina Blan

Eﬁ Aszsign ‘ Eﬂ Remove | B Details... |

‘wfork. Product ;I

Click to assign a work —
product or document
to a selected WBS
element.

|7—T?I—|l
-

— Click to display a description Indicates this document
of the selected work product is a work product.
or document.

Primavera - Methodology Management



72 Part 2: Structuring Methodologies

Using WBS Milestones

In the Methodology Management module, you can add an unlimited
number of WBS milestones, which can also be used to calculate earned
value in the Project Management module. Milestones are assigned at the
WABS level, and each milestone is given a weight that indicates its
importance to the methodology. When the methodologies are imported
to the Project Management module, and you mark a WBS milestone as
complete in the project schedule, the milestone’s weight is used to
calculate the performance percent complete of all activities included in
the WBS level; that is, the performance percent complete is applied to
all activities under that WBS level and then rolled back up to the WBS.

You may want to use WBS milestones when higher-level task
increments comprise a body of activities and you want to control the
activities at the WBS level. For example, to control the testing work in
final code preparation, you might assign WBS milestones to the major
steps required to complete the testing—such as test plan review, test
plan modification, performance testing, regression testing, and so on.
Each of these milestones would contain the detailed activities required
to complete it.

Choose Methodology, WBS, then display WBS Details.

Add WBS milestones Use the WBS Milestones tab to add an
unlimited number of WBS milestones to a WBS element. Click Add,
then type a name for the milestone and assign a weight for calculating
performance percent complete for all activities in the WBS element
when the methodology is imported in the Project Management module.

Because regression testing is the
culmination of the other milestones
and activities for the WBS element, it is
assigned a heavier weight.

4
7

WES Milestone [ Jueight

10

= Test plan review
=2 Test plan modification 1.0
1.0
e an testing

D add | X Dekete| « | + |
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The following example shows how the methodology WBS milestones
are used in the Project Management module.

The Project Management module calculates —

this performance percent complete, or — A number indicating the significance of
earned value, based on the weighted this milestone relative to the others listed,
milestones you mark as complete on this and used to calculate a corresponding
tab, independent of the child activities percent complete value when the
corresponding to the selected WBS element. milestone is marked Completed

% Complste 0% )

WBS Milestone | \N’eightl Completed |

] Test plan revievs 1.0 |

ol Testplan modification -

=] Performance testing 1.0

] Regression testing E.0

0O add | X Delete ‘ e ‘ - ‘

L

When you mark the checkbox for a
milestone, the module calculates the
performance percent complete for
the WBS element based on the
milestone’s weight value in
combination with the other
milestones listed.
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Setting Up the Organizational
Breakdown Structure

|
In this chapter:

OBS Overview

Viewing an OBS

Setting Up and Assighing an OBS
Editing OBS Elements

An organizational breakdown structure
(OBS) is a hierarchical arrangement of a
project’s management structure. The OBS
feature in the Methodology Management
module supports larger projects, which
involve more than one project manager, to
accommodate the enterprise project structure
(EPS) environment in the Project

Management module.

An OBS is not the same as a resource pool.
While resources are assigned to activities,
OBS elements are assigned to work
breakdown structure (WBS) elements. The
OBS element assigned to a WBS element is
typically the project manager responsible for
that WBS element.

Read this chapter to learn how to set up an
OBS and associate its elements with the
WBS.
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OBS Overview

The organizational breakdown structure (OBS) is a global hierarchy that
represents the managers responsible for the methodologies in the
module. The OBS usually reflects the management structure of your
organization, from top-level personnel down through the various levels
constituting your business. You can associate the responsible managers
with their areas of the WBS. When you associate a responsible manager
with a WBS element, any elements you add to that branch of the WBS
are assigned that manager OBS element by default. In the Project
Management module, the OBS hierarchy is also used to grant users
specific access privileges to projects and the WBS levels within

projects.
E_.Drganizational Breakdown Structure B3 I
v Display: OBS | @ Cloge |
OBS Mame E| -
: % Project kanager | Add
; % 150 12207 Software Acquizsition - Do Mot Modify _I
% Directar X Del /Mege
1oje echor
Cut
: % Project kanager é{)
-0 Project Management LI Copy
ﬁ Faste
OBS Mame
IF'roiec:t Directar 4 -
A4
OBS Description
A EE = = i= 4E 4= | Help

Click to move elements up/down —
or indent/outdent.
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The module associates the
OBS assigned to the WBS
level in which the new
element is added.

For more information
about producing OBS and
other standard reports, see
“Customizing Reports” on
page 197.

OBS elements Creating a WBS element in the Work Breakdown
Structure window creates and associates an OBS element as the
responsible manager.

Fle Edt View Methodology Define Tools Admin Help

N

Work Breakdown Structure B::k . H?ne E]i,: ,%D
- Display: WES [} Add |
WES Code =[WES Name Total Activities | EstWeight| ~|
- CHM M Lewel 3 i 0 | M
By CHH Fioject Mikestones 3 10 % ut
2 Ry CMM 2 Fioject Plans ] 10
B4 CMM21  Softwars Configuation Management [SCM) Plan 2 10 Copy
B4 CMM22  Softwars Development Plan [SDF) 12 10
Ty CMM 23 Softwars Quality Assurance [S0A] Plan 2 10 B Fa
By CMM24  Softwars Test Plan [5TF) 2 10 -
W CMM25  Statement of work 2 10 jz‘j
By O 3 Pioject Management 34 10
By CMM31  Management 5 10

B CHM.33

General | Motebook | WES Miestanes [ P & Dacs

WBS Code WES Name
B [Software Qualiy Asswance SA4)
Responsible Manager Project Phase
X |18 Project Manager Fﬁ Project Management |

You can also produce reports based on your OBS; several standard OBS
reports are included with the sample methodologies supplied with the
module.
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Viewing an OBS

The module provides two ways to view an OBS: as a chart or as a table.
Choose Define, OBS, to open the Organizational Breakdown Structure

dialog box.
E_.Drganizational Breakdown Structure B3 I
v Display: OBS @ Cloge |
OBS Name | |
E% Enterprize _I 0O Add

1B Praject Manager

B, 150 12207 Software Acquisiion - Do Mot Modify ¥ Del./ Merge

% Director %

Cut
% Facilities Manager Y
-0, Training Manager LI Copy
[ = Faste
OBS Mame
IF'roiec:t Diirector 4 -~ »
A4
OBS Description
A EE= 2 =& W& v |
=]
=

View the Organizational Breakdown Structure chart Click the
Display Options bar, then choose Chart View. To change the information
that is included in the chart and the way in which it is displayed, click
the Display Options bar and choose Chart Box Template, Customize.

E_.Drganizational Breakdown Structure B3
| @ Cloce |
L ;I E_.Ehart Box Template Hi=E3 I
——— v 0K

OBS Mame @  Cancel
I | _,|; OBS Description = Aok

O Add

OBS Mame X Delete |

- Shift up

ITraining M anager

Field M ame

OBS Description Height

— - - = = - 0BS5S Mame I *  Shift down
A EEE 5 BE # & 0BS Desciption 0% |3
- g
Responsible for training materials and scheduling - b Bkl

Help

Total \wWidth: I‘I 60 ﬁ
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View the OBS table Click the Display Options bar, then choose

Table View.
E_.Drganizational Breakdown Structure B3 I
) v Display: OBS | @ Cloge |
Click the OBS Name OBS Name =
column once to view the Erpiize 0 Add
OBS hierarchy; click it ||| - B Project Manager
again to listand sort OBS ||| - B 150 12207 Software Acquisition - Do Mot Modify ¥ Del /Merge
elements. 1 Director E T
Facilities Manager
% Training kanager Copy
B8 Project Director
OBS Details are hidden I8 Project Manager B P
so that more of the table 1§ Project Management a
is visible Adminiztration 1 - 4
: System Engineering and Integration
% System Software
I'_—'I% Fesource Management et
e % Fesource Manager
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Setting Up and Assigning an OBS

Root OBS element; you can
change the name to
represent the top person or
group in the organization.

Use the Organizational Breakdown Structure dialog box to create, view,
and edit the global OBS used by all methodologies in the module.

Create an OBS A root OBS element is automatically created when
you create a new methodology so that an OBS element is available for
assignment to each WBS element you add to the methodology. When
you use the Work Breakdown Structure window to set up the WBS as
the foundation of the methodology, you can use the existing root OBS as
the default for each WBS element, or you can set up the OBS before you
build the WBS. You can then assign actual responsible managers when
you create WBS elements. Once your basic OBS is in place, and you
bring the methodology into the Project Management module as a
project, you can include additional OBS elements to provide access to
specific EPS nodes, projects, and WBS elements, to users not included
with the original OBS element.

E Organizational Breakdown Structure [ %] I
{7 Bislai 065 o ok |
OBS Mame =z 1=
= N

[ % Project kanager

EI% Project Director 7 Del /Meme

[ % Project kanager é{) i
----- [ 150 12207 Software Acquisi...
EI% Director Copy
% Facilities b anager
: % Training kanager " Easte
EI% Project kanagement .
: Adminiztration 4 - > ‘
% System Engineering and...
% System Software
----- B Resource Management Help

Projects Management Dept.
% Project Coordinator
1@ Infrrmatinn Terhnolnnu Dent LI
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Click the OBS Name
column to display the OBS
hierarchy, as indicated by
this symbol.

The module inserts the
new OBS element at the
same level as the selected
element.

Type a meaningful name
for the new OBS.

This description
contains a bitmap.

Add an OBS element Choose Define, OBS. Select the OBS element
immediately above and at the same hierarchy level as the element you
want to add, then click Add.

An OBS can have only one root element.

E_.Drganizational Breakdown Structure B3 I
v Display: OBS | @ Cloge |
OBS Hame {=) |
E% Project kanagement | Add
% Adminiztration
: % System Engineering and Integration X Del / Merge
= é{; Cut
Rezource Manageme
ﬁ Hew OB5) :| Copy
ﬁ Faste |
0BS Name P Il (S ‘
|iNew OBS) i
OBS Description Help
A EE= 22 =& W& H

OBS Mame

IHesource M anager

OBS Description

A E

1.—
=
oy

*
il
[l

*

b &

8 Responsible for res

Lel

ource placement and

-

Click in the OBS Description area to type a description of the OBS
element. You can use HTML editing features, which include formatting
text, inserting pictures, copying and pasting information from other
document files (while retaining formatting), and adding hyperlinks.
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Assign an OBS element to a WBS element Choose
Methodology, WBS. Select the WBS element to which you want to
assign an OBS element. Display Work Breakdown Structure Details by
clicking the Display Options bar and choosing WBS Details. Click the
General tab, then click the Browse button in the Responsible Manager
field. Select the OBS element you want to assign, then click the Select

button.

File Edit Wiew Methodolagy Define Tools Aadmin  Help
4 i T+ ©]
Work Breakdown Structure bt Foweril i Vo
- Display. WBS D i ‘
WES Code WS Name Total Activities Est Wesight -
= = K Del/berge
Ty o Froject Mikestones 3 1.0 % cut
=1y o2 Project Plans: 18 10
By owmza Softwware Configuration Management ( 2 10 Copy
By cvmzz2 Softwvare Developmert Plan (ST = =
= il x
[ - Softveare Gualty Assurance L
Ly cvm24 Statement of Work BT O -
= g o3 Froject Management Search A=
-y chm3a Managemert OBS Name =] 5| =
- E Chimt.3.2 Saftweare Gualty ssurance (8 bt Hanagement —
Select button B . . - =)
Ly cvm3a Subcontractor Management L, System Engineering and I X
=0y cmas Reviews B System Sattware
Wy OMM3SS Internal Reviews B Resaurce Management @
[y CMM3.5.2  Subcortract Reviews 51 Projects Managemert Dert 2
G Project Coordinator
General | Notehoak | WES Misstones [W4Fs & Docs 1 Information Technolegy Degt
=8 inHouse Developmert
WBS Code Name: B Developments Lead
fenma [enm Lever2 B Testing Dept
LG System Acministration
Responsible Manager ~
ﬁ Project Management L =l
[Diser: acimin |Bccess Mode: Exclusive [Tyme: Plug-n 7

Primavera - Methodology Management




Setting Up the Organizational Breakdown Structure 83

Editing OBS Elements

The Resource Manager
OBS element was moved to
the right using the right-
arrow button, to make it an
element of the Resource
Management OBS.

You can edit an OBS in several ways. You can change an existing OBS
element’s position and information, you can add an OBS element
(described earlier), and you can delete an OBS element. Choose Define,
OBS.

Edit an OBS element Click the OBS Name column label to display
the OBS hierarchy. (An outline symbol = in the OBS Name column
label indicates a hierarchy display.) Select the OBS element you want to
edit. To change the element’s information, type a new name and/or
description for the element. To change the element’s position in the
OBS, click the appropriate arrow buttons.

E_.Drganizational Breakdown Structure B3
v Display: OBS | @ Cloge |
0BS Name = [=]]

1B Administration O Add

% System Engineering and Integration
X Del/ Merge

% System Software

E% Fesource Management é{) Cut
m Fiesource Manager j
hd Copy |

ﬁ Faste

OBS Mame

| =YY n = N

I = | r
A4

OBS Description

A EE = S = sE<E W & H Help

Responsible for resource placement and management

Ll

Delete an OBS element Click the OBS Name column label to
display the OBS hierarchy. Select the OBS element you want to delete,
then click Del./Merge. If the OBS element you want to delete has work
breakdown structure (WBS) assignments, you are prompted to merge
the element with its higher-level OBS element. To delete the OBS
element and reassign its WBS assignments to the element’s parent OBS
element, choose Merge Element(s). To delete the OBS element without
reassigning its WBS assignments, choose Delete Element(s). Click OK,
then click Yes.

If you delete a higher-level OBS element, the module deletes
all of the elements contained in that element.
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Defining Resources and Roles

I
In this chapter

Resources and Roles Overview
Viewing and Adding Resources

Defining and Assighing Resource
Codes and Values

Setting Up Roles

Assigning Roles to Resources

Resources include the personnel and
equipment that perform work on activities
across all methodologies. In the
Methodology Management module, you can
create a resource hierarchy that reflects your
organization’s resource structure and
supports the assignment of resources to
activities. The Methodology Management
module also enables you to establish
unlimited resource codes that can be used in
the Project Management module for
grouping and rollups, and you can set up
roles with specific skill sets and use them as
resource assignments until specific resources
can be assigned. This enables you to plan

costs by role at the project planning stage.

This chapter describes resources, roles, and

resource codes.
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Resources and Roles Overview

Use the Methodology Management module to develop a methodology
resource plan that integrates resources and costs, so you can effectively
control the methodologies when they become projects in the Project
Management module. Begin by defining a list of all the resources
necessary to complete the projects included in your enterprise project
structure (EPS). For each resource, set availability limits and unit prices.
Group the resources by broad categories so you can easily find a specific
resource when assigning resources to activities in a methodology.

To enable grouping and rollups of your resources for a methodology
once it becomes a project in the Project Management module, set up
resource codes and assign code values. Use this information to produce
resource reports and layouts in the Project Management module that
help you analyze resource allocation.

Roles If you are in the planning stage of your methodology or want to
see how certain resource assignments will affect costs, you can assign
roles as temporary placeholders for resource assignments. Roles are
project personnel job titles or skills. They represent a type of resource
with a certain level of proficiency—rather than a specific individual.
Roles can also be assigned to specific resources to further identify that
resource’s skills.
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Viewing and Adding Resources

Use the Resources window to maintain both your organization’s
resource hierarchy and individual resource information. You can assign
resources to activities in any methodology, enabling users of the Project
Management module to create projects with preassigned resources.

@ Resources are different from expenses. While resources can
be time-based and generally extend across multiple activities
and projects, expenses are one-time expenditures for
nonreusable items required by activities.

Choose Define, Resources, or click Resources on the Home workspace,
to display the Resources window.

You can also open the
Resources window at the
global level—without any
methodologies open.

Fle Edt Wiew Methodology

Define  Tools Admin  Help

@ I @
Resources Back Fowerd  Home  Dir Help
O Add |

+ Display: All Fesources

Resource D

T
& Loan
& JPHIL

=& ORG

E-§ PO
8 ADMIN
=g M
& IMCD

Default Lnits / Time

Resource Name

j X Del / Merge

a PM.PPOC

kS Cut
Laura Daniels TC 100
Jeremy Phillips P00 100 Copy
Orgarization 2800%
Project Office 00% B P
Project Administration 300% =~
Project Management G00% jz‘j

John MeDougal P SP& onx L

General | Codes | Detais | Fioles [ Nates |

Fesource D

Fesource Name

[svsDEV

Employee D

ISystems Development

Title

[116380000

E-Mail Address

Office Phone

[718-456-3021
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To change the resource
display from hierarchy to
list view, click the Resource
ID column label. A triangle
symbol (i) in this column
label indicates a list
display. You can sort
resource information in a
list display by clicking a
column label.

View resources Click the Display Options bar, then choose one of
the following:

m To view detailed information about a specific resource, choose
Details (the checkmark should be displayed next to the command),
then select the resource whose information you want to view. To
hide Resource Details, choose the command again (the checkmark
should not be displayed).

m To view resources as a chart, choose Chart View.

m  To select the columns to include in the display, choose Columns,
Customize.

m  To select the resources to display, choose Filter By, then choose All
Resources to view all resources, or Current Methodology to view
only those resources that have assignments in the open
methodology.

m  To organize the resource hierarchy, choose Group and Sort By, and
choose one of the predefined groupings or customize your own.

Add a resource Click the Display Options bar, then choose Group
and Sort By, Default, to display the resource hierarchy. Select the
resource immediately above and at the same level as the resource you
want to add, then click Add. Depending on your user preferences, the
New Resource Wizard may start. The wizard prompts you to add the
information included in each tab in Resource Details. If you do not use
the wizard, this information can also be entered directly in each tab. To
display Resource Details, click the Display Options bar, then choose
Details.

Refer to this section to establish basic resource information. To specify
additional information, refer to the following sections later in this
chapter:

m  Codes — “Defining and Assigning Resource Codes and Values” on
page 93

m  Roles — “Setting Up Roles” on page 95 and “Assigning Roles to
Resources” on page 99
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File Edit View Methodology Define Tools Admin  Help
4 > & @
Resources B oo Homs - Didi N
[~ Display: &ll Resources [} Add |
Resource ID = | Resource Name Primary Fole Default Units / Time - X Dol ?Merge
aMFﬁs Manutacturing Systems 3 Cut
& sLs Sales Support Systems 0|
- @ SADM System Administration BO0% Copy
& Jsan John Sanford SADM.DBA 100%
& PwiL Frederick Williams DBAR 100%
& RCAR Rabert Caroll SADM 100%
& EJOH Edward Johnsan TSP 100%
& MLaw Mary Lawrence SADM 100% =
Use Resource Details to Genersl| Codes | Detais | Roles [ Wotes |
add, view, and edit detailed .
) A esource D Resource Name
information about a new or [HE [Management Infamalion Systems
selected resource. Emploges D Tite
[ [
E-Mail &ddress Office Phone
[ [
[ I 4
Click the left/right arrows to indent or —
outdent a selected resource to denote its position in the
hierarchy; click the up/down arrows to move a selected
resource up or down in the hierarchy.
General information Use the General tab to enter general
information about the selected resource, including the resource’s ID,
name, title, employee ID, e-mail address, and office phone number.
Fesource 1D Fesouce Mame
IS lohn S anfard
Emplayee [T Title
The employee identifier I‘?s INetwork Adrmiristrator
Correspondlng to the E-Mall Address Office Phone
resource usatech@primavera, com |2'| 2-591-77E1 »d1

Primavera - Methodology Management



90 Part 2: Structuring Methodologies

Details Use the Details tab to specify a resource’s labor classification
(labor [personnel], nonlabor [equipment], or material [supplies]),
indicate whether a resource can log overtime hours, and define the
resource’s standard rate and availability.

The available time units are minutes, hours, days, weeks,
months, and years. Your system administrator sets the
abbreviation for each time unit in the Admin Preferences

dialog box.
The number of units available during each workperiod — ,
s . Type the resource’s
(hour, day, week, or month) of the specified timeframe; you ;
. monetary price followed by
can enter a percentage, or a numeric value followed by a
: . : a forward slash (/) and the
forward slash (/) and the appropriate time duration, . j .
. . . . unit associated with the
depending on your user preference setting for time units. price

The minimum amount of time a resource is available to —
work on an activity.

By defau”’ _\ Resource Type Units / Time & Prices
displays the view
currency selected i+ Labor = Monlabor = Material Diefaul Urits # Tim
in User Unit of Measure I .00/
! g
Preferences when e lnks / Time__|_
the resource was mency and Owvertime 240.00/d
{J IL\JrrEncy Price [ 1ini Settinos
added; you can ot o [ senowh
select a different
Curl’enCy l‘O ™ Overtime Allowed [ Calculste costs from units
associate with the IDVB'“"EFE%
resource. |
Mark to enable the J |— Type the number by which the ———— Mark to indicate that any new
resource to record resource’s standard price should assignments for the resource
overtime hours for be multiplied to determine the will have its costs recalculated
activities in Primavera resource’s overtime price whenever any quantity
Timesheets. (standard price * overtime factor changes occur.

= overtime price).
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Default Units/Time

You can enter the default units/time value as a percentage, or as a
numeric value followed by a forward slash (/) and the appropriate time
duration, depending on your user preference setting for time units. For
example, if the selected resource is one person, a reasonable value may
be eight hours (units) per day (duration). In this case, the Default Units/
Time would be 8.00h/d, or eight hours of work per day. If you are
entering a percentage, you would enter 100 indicating that the resource
is available to work full-time. Similarly, if the selected resource is a
department with five people, then the Max Units/Time may be 40.00h/d,
or 500 percent. This means that five people can perform 40 hours of
work per day, rather than one person performing 8 hours of work per
day.

Default cost linkage settings for resources at the dictionary
level

Specifying the Calculate costs from units field at the dictionary level
determines whether new assignments for a particular resource will have
their costs recalculated whenever any quantity changes occur. This field
only applies to new resource assignments — existing resource
assignments are not changed by this setting. By default, this field is set
to true.

You can change the default setting of this field to false for new resource
assignments for a resource. Setting this field to false unlinks the
calculation of costs from quantity changes.

You can also display the Calculate costs from units field for multiple
resources. To set this field for multiple resources, choose Define,
Resources. Click the Display Options bar, and then choose Columns,
Customize. In the Columns dialog box, select Calculate costs from units
from the General grouping band and then click ™ Use the | and =
buttons to place the Calculate costs from units column as desired and
then click OK.
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Notes Use the Notes tab to enter comments about the resource. You
can use HTML editing features, which include formatting text, inserting
pictures, copying and pasting information from other document files
(while retaining formatting), and adding hyperlinks.

Resource Notes

A EE= EiE EE W& H

Rose is responeible for market research, analyeiz of competitive products, and trend analysis. The outcome of her
investigation will be the basis for the initial design of the product.
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Defining and Assigning Resource Codes and Values

Resource codes provide another way to categorize project resources. For
example, establish a code called Responsibility, and create values for it,
such as Team Lead and Engineer. Assign these values to the appropriate
resources so you can quickly group, filter, or sort by all engineers or all
team leads once you import a methodology as a project in the Project
Management module. Choose Define, Resource Codes, to display the
Resource Codes dialog box.

Set up resource codes Click Modify to add resource code
definitions—broad categories for which you will be adding values. Type
the resource code name and enter the maximum number of characters
for each value you will be assigning to the code. Click Close when you
are finished adding codes and value lengths.

Select Resource Code |

[office =l & Modiy. 1

; | = Cloze |
E_.Resource Code Definitions B3 I

 Display: Office
Fesource Code V... =| Code Description

v Display: Resource Codes

.. Testing Lab Alpha

| = Cloze

Resource Code

.. Testing Lab Beta

Fioanoke IT Department ] 0O Add
Atlanta &> Classification
Project Office &> Employes Class X Delete
& ATL.SALM Sales and Marketing
5§ 5o Sal Lake Ciy o Eillop

& SLCELAB Electrical Enginesring Lab

Birmingham
... Campusz Wing One
... Campusz Wing Two

¥ Shift down

Help

Campus IT Department

Resource Code Mame

Max Length

Office

7
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Add resource code values Sclect the code for which you want to
establish values, then click Add. Type the resource code value name; the
maximum number of characters is preset at the resource code level.
Type a description for the value. To create a hierarchy of code values,
click the right arrow key to indent the selected value one level.

Freowceoes B

Select Resource Code

| v Display: Classification

Fesource Code V... =| Code Description
) MGT 0
You can further categorize =& TECH Techrical
code values by arranging | /<@ TECHIT  Information Technalogy x

them in a hierarchy.

.. Testing and

.. Software Development
.. Databaze Engineering
.. Software Integration

.. Performance Management

QA

3 Cut

Copy

[ =} Faste

B odify...
| @ Cloze

Add

Delete

-

4 » ‘
-

Help

Assign resource code values You can assign code values to

resources using the Codes tab in Resource Details. Click the Display
Options bar and choose Details, click the Codes tab, then click Assign.

Resource Code [ Resource Code V...

Click Assign to select the
resource code value for the
selected resource.

& Classification | TECH
8 Emplayee Class | PROS

_ﬁ Assign | E® Remave |

Code Description

Campu

Technical

Profeszional Staft

£ Assign Resource Codes E I

v Display: Resource Code Yalues

Une Resource Code

E|E.0dz.e Dlesc:ription ;I =
g

8 M&T
=& TECH

K|

Campus IT Departr

=] &> Resource Code: Classification

M anagement
Techrical
Information T echne
Software Developr

Testing and Q4 _I
= &> Fesource Code: Emplopee Class

Support Staff
Part Time
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Setting Up Roles

Roles are project personnel job titles or skills, for example, software
engineer, database administrator, and quality insurance inspector. You
can create a standard set of roles that you can assign to resources and
activities in all methodologies. You can establish an unlimited number
of roles and organize them in a hierarchy for easier management and
assignment. The set of roles you assign to an activity defines the
activity’s skill requirements.

Assign roles to activities as you would resources during methodology
setup and cost planning. When your plans are finalized, you can replace
roles with resources, based on each activity’s role and skill
requirements.

View roles Choose Define, Roles, then click the Display Options bar.

m  To view only those roles that have assignments in the open
methodology, choose Filter By, Current Methodology.

m  To view all roles, choose Filter By, All Roles.

Foe &
= Cloze |
|7 Roles Details =
&2 Chart Yiew 40 Add
Htabase Architect
@ Find Chrl+F Liabase Administrator 7 Del /Mege
Find Mext F3 ki
O!E_Ct M anager é{) Cut
& Print Preview ining Maniager
ject Sponsor Copy
&) Table Font and Row... ality Assurance Manager e
Faste
¥ T - - o
i . a{j’ Current Methodology 4 e > ‘
A4
General | Resources
Role ID Role Mame Help |
IBA Business Analyst
Fespongibilities
A EEE 2 &
Responsible for gathering, analyzing and defining the business
requitrements for the developed system or services.
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View roles for a specific resource Choose Define, Resources.
Select the resource whose roles you want to view. Display Resource

Details by clicking the Display Options bar and choosing Details. Click
the Roles tab.

Fle Edt ¥ew Methodology Define Tools Admin Help

(=)
Resources . & o
- Display: All Resources [} Add ‘
Resource ID = | Resource Nams Primary Role Default Units / Time|  «
F-g Fo Proiect Dffice 300% M
MIS Management Information Systems 14002 % Cut
§ MFGS Manufacturing Systems |
8 sLs Sales Support Systems 0% Copy
£ § SADM System Administration

I rd
Frederick Wiliams
Rohest Caroll
Edward Johnson

[ -1 Faste

=l

Mary Lawnence

| Fraficiency
3 - Skiled
3-Skiled
2-Expert -

Line Manager
Froject Manager

0]
B Asion | B Remove

You can customize the Resources tab columns to include
other information for resources and roles. Right-click in the

Columns area of the tab, then choose Edit Resource
Columns.
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View roles for a specific activity Choose Methodology, Activities.
Select the activity whose roles you want to view. Display Activity
Details by clicking the Layout Options bar and choosing Show on
Bottom, Activity Details. Click the Resources tab.

File Edit View Methodology Define Tools Admin Help

i 4 4 o hiid @
Activities e Foraed T Help
G &) [Osl& s viel &A
2 Layout: Classic WBS Layout | Fiker. Al Actiilies D s
Activity [D Activity Name High| Aokes -
K Duration|  Duration *  Delete |
5238 Integiale and update project plan 254 250d
B PM.Exec Execute & L
Support project activiies 254 250d
2: C
04 Perfom qualty assuance 254 2504 bk
4048 Perform subconltact management 254 250d B e
4065 Perform team development 254 250d

6237 Begin development miestone ood ood 0 s
241 Petform procctinspeclions 254 2504 [0 B |
= PM.Cl Control &4 Rsio by Roks
4051 Maritst pojest perfomence 25 2504
054 Peiform change control 260 250d & Robes
4083 Perform aualty cortrol 254 2504
456 Petfam ik contrl 284 260 1 iy o |
= PbCiose Close o Predesessars
4043 2.5d 25.0d
| | | 087 e | 2sd] j = Suoosssors
Gieneral | Fesouces | Rellionships | Codes /Atibutes | Notebook | Steps | WPs & Docs | Expenses |

= Activity [4067 [Perfom suboartiact cose-oLk 5 Dwrer

Resource ID Name |ResowceType | Unite/Time|  LowUnits|  High Unite| B
Fd Labor 100% 250d Project Manager
Resources have not yet

been associated with the
roles added to the selected
activity.

ER Add Rssumce‘ E2  AddRoe ‘ ER AssionbyFols| ER  Remove

[ |User: admin |Bccess Mode: Shared Type: Plugin £

— Roles can be added to activities
during the planning stage.
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Add a role Choose Define, Roles. Select the role immediately above
and at the same level as the role you want to add, then click Add. Type
the role’s ID and name. To create a hierarchy of roles, click the right
arrow key to indent the selected role one level. For example, you may
want to list specific roles included under Project Manager, such as
Director and Sponsor.

Type a description of the role’s responsibilities. You can use HTML
editing features, which include formatting text, inserting pictures,
copying and pasting information from other documents (while retaining
formatting), and adding hyperlinks.

E_.Roles B3 I
o Display: Al Roles | @ Cloge |
Role ID E|F|0Ie Mame | -
as1c Test Coordinator | Add
84TE Test Engineer _I
@& D User Documentation Writer ¥ Del / Merge
Replace the highlighted —- g IDW.JRDOC Junior D ocumentation YWiter I Cut
text with the ID and name User Representative

of the new role. System Analpst Copy
84 5sR0 Systern Architect
84 M Configuration Manager [ = Paste
2% DAM Guality Assurance Manager LI -

£t 4 »
General Resources i
Role ID Role Mame Help |
IJF!DDE Junior Documnentation witer
Fespongibilities
A EE = 2= EE W7 H
. o o 2
A gsists the lead writer with documentation projects as necessary.

Click the up/down arrows to —
move a role up or down in the
list; click the left/right arrows to
change a role’s hierarchy level.

Primavera - Methodology Management



Defining Resources and Roles 99

Assigning Roles to Resources

The set of roles you assign to a resource describes the resource’s skill
capabilities. These role assignments make it easy to assign resources to
activities according to role. You can also assign roles to activities
directly when you are unsure of the actual resources available to work
on those activities. You can later replace the roles with the applicable

resources.
For information on The module provides two ways to assign roles to resources. You can
etiviticd ;si‘;‘l’;c::? assign roles to resources from Resource Details, and you can assign
“Working with Activities” roles to resources from the Roles dialog box.

on page 109.

Assign roles to resources from Resource Details Choose
Define, Resources, then select the resource to which you want to assign
arole. Click the Display Options bar, then choose Details. Click the
Roles tab, then click Assign. Select the role you want to assign, click the
Assign button, then click the Close button.

Mark the checkbox for the role —
you want to use as the default
role, if more than one is listed for
the resource.

| Proficiency
Displays resource roles for — 3 - Gkilled
the selected resource; click 3 Skilled
the Role ID column label to Software Engineer 3 - Skilled
sort the display.
You can modify role names in  — |
the Roles dialog box (choose B Awion | BB Remove |
Define, Roles). J

Project managers can use the proficiency
levels for roles in the methodology to analyze
resource and skill supply and demand using
role and proficiency usage profiles in the
Project Management module.
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Assign roles to resources from the Roles dialog box Choose
Define, Roles. Click the Display Options bar, then choose Roles Details.
Select the role you want to assign. Click the Resources tab, then click
Assign.

Select the resource to which
you want to assign the selected
- Display: &l Roles Cloze | role; Click the Assign button,

Fole ID = Riole Name | ] then click the Close button.
8‘ BA Business Analyst _I 0O Add
84 DBAR D atabase Architect |
& o Datsase il & aesgnresources &3]
B2 P F'“:'E’: . Display: &l Resources
Traln.lng Marager Reszource |0 E| Reszource Mame
Buality Assurance Manager E-& SYSDEW Systems Development
Software Process Administrator B &7 Testing
Project Problem / Defect Contraller ‘& LD&N Laura D ariiels w
a# 55 Secuty Specialit B TR deremy Phlis
E-§ ORG Organization

General Resources

Fesource Code Proficiency Frimary Role

- @ PO Project Office
8 Mis

Management Informati
Engineering

Quality Assurance
Operations

Marketing & Sales
Customer Support

LI

8 BMCA.Bob Modrthur 3 - Skilled r
& EJOH.Edward Johnson 3 - Skilled r
& FLEE.Frank Lee 3 - Skilled r
& GSCH.Gretchen Schantz 3 - Skilled vl
& HCUR.Haskell Curry 3 - Skilled vl
& JBRU.John Brunner 3 - Skilled r
& JSAM.John Sanford 2 - Expent r

Eﬁ Aszsign | Eﬁ Femove

Double-click the displayed proficiency level, then select the appropriate

proficiency level.
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Working With User-Defined Fields

|
In this chapter:

Creating User-Defined Fields

Working with User-Defined Fields

User-defined fields enable you to customize
fields and values and add them to the
methodology database. For example, you can
use them to track additional activity data
such as delivery dates and purchase order
numbers. You could also track resource- and
cost-related data such as profit, variances,

and revised budgets.

This chapter describes how to configure
user-defined fields to meet your

methodology’s needs.
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Creating User-Defined Fields

User-defined fields (UDFs) enable you to add an unlimited number of
custom fields and values to the methodology database. Examples of
UDFs include purchase order numbers, delivery dates, drawing
numbers, profit, variances, and revised budgets.

Subject areas You may customize an unlimited number of UDFs in
any of the following subject areas: Activities, Activity Steps, Activity
Resource Assignments, and Resources. In each of these subject areas,
you can add columns and group, sort, and filter data based on the UDFs
applicable to the subject area.

Data types For each custom field you create, you can specify any of
the following data types for that field: Cost, Integer, Number, Text, Start
Date, and Finish Date. The data type you select determines the type of
data you can specify in a field. For example, if you select Start Date,
when you create a column for the Start Date you can only enter dates in
the Start Date column.

The following table summarizes the data types available and their uses
in user-defined fields:

Data Type Use For

Text Text or combinations of text and numbers
Start Date  Start date

Finish Date Finish Date

Number Numeric value with two decimal places
Cost Currency value
Integer Numeric data except money
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You must select a subject area
before entering a Title or Data

Type.

Enter a Title and Data Type
for the user-defined field.
For example, you could
enter Change Order # as
the title and select Number
as the data type.

Defining user-defined fields From the Define menu, select User
Defined Fields. In the Select Subject Area drop-down list, select the
subject area to which you want to add a new field, then click Add.

You must select the subject area before you can input any
additional information for the UDF.

Double-click in the Title column and type a name for the UDF. Double-
click in the Data Type column and select the appropriate data type, then
click Close.

&

The maximum size of user-defined text fields is 255
characters.

& User Defined Fields

Uszer Defined Fields

- IActivities

|

| “ Display: Uszer Defined Fields

uzer_end_date?
uzer_end_dated

uzer_end_dateh
uzer_end_datef
uzer_end_date?
uzer_end_dated
uzer_integer]
uzer_integerd
uzer_integerd
uzer_integerd
uzer_integers

4 |

o |Data Type

irish D' ate
Finizh D ate

Finizh D ate
Finizh D ate
Finizh D ate
Finizh D ate
Finizh D ate

Integer
Integer
Integer
Integer
Integer

ol

|
= Cloze

O
X

. Delete
Help

Add

The Add and Delete buttons are
disabled if you do not have edit
privileges for user-defined fields.
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Only users with security privileges to edit UDFs can add,
modify, or delete UDFs in the User Defined Fields dialog.
Users that do not have access rights to edit UDFs can still
view them in the User Defined Fields dialog. Any user can
assign values to existing UDFs in columns. Also, only users
with project security privileges to view project cost data can
view UDF values with a Data Type of Cost.
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Working with User-Defined Fields

For detailed information on
adding columns, refer to
“Customizing Layouts” on
page 189.

For detailed information on
grouping, sorting, and
filtering data, refer to
“Grouping, Sorting, and
Filtering Data” on

page 177.

For detailed information on
reports, refer to
“Customizing Reports” on
page 197.

Like other data fields, you can create columns for UDFs, group, sort,
and filter based on UDF data, and view UDF data in reports. Read the
following sections to learn more about utilizing these capabilities.

Creating UDF columns You can display UDFs in the columns of
the Activity Table, Activity Steps, Activity Resource Assignments, and
Resources.

é You can only create columns for a UDF in the layout of the
subject area in which you created the UDF. For example, if
you create a UDF called Purchase Order Number in the
Resources subject area, the Purchase Order Number UDF
can only be viewed in the Resources layout.

Group, sort, and filter UDFs When a layout is grouped by user
field, you can group, sort, filter, and view summaries. To group and sort
based on UDFs, click View, Group and Sort. To filter data based on a
UDF, select View, Filters.

Viewing UDFs in reports You can view UDFs in reports and
display them in columns. In the Report Wizard, you can select any UDF
to be included in the report. You can also group, sort, and filter data
based on a UDF. After you run the report, any UDFs you selected will
appear in columns.
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Part 3

Implementing Methodologies

In this part

Working with Activities
Working with Methodology Expenses
Managing Risks

Creating and Maintaining a Document
Library

Checking Methodologies In and Out of
the Module



R ead this part to learn how to more fully define
methodologies. “Working with Activities” describes how to add
activities and relationships to methodologies, while “Working
with Methodology Expenses” discusses how to monitor activity

expenses and identify potential problems with methodologies.

“Managing Risks” describes how to define risks and assign them
to work breakdown structure (WBS) elements. In “Creating and
Maintaining a Document Library” you learn how to track related

documents and deliverables.

The final chapter in this part, “Checking Methodologies In and
Out of the Module”, discusses how to track methodologies that
are used outside of the Methodology Management module

database.
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Working with Activities

| Activities are the fundamental building
In this chapter: blocks of a methodology. They are the lowest

level of a work breakdown structure (WBS)
Activities Overview

and, as such, are the smallest subdivision of
Adding Activities

the methodology. This chapter describes how
Defining General Activity L . L
Information to add activities and their properties in the

Establishing Relationships Methodology Management module.

Displaying Activity Details for
Assignments

Assigning Resources and Roles
Assigning Notebook Topics
Adding Steps

Creating and Assigning Activity
Step Templates

Creating and Assigning Activity
Codes and Attributes

Viewing Core Reuse
Adding Expenses

Assigning Work Products and
Documents
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Activities Overview

Activities represent work that must take place in a determined amount of
time. Use the Activity Table or Activity Network layouts to add
activities and build your methodologies. Within these layouts, the
module enables you to define the following activity information:

m  Activity ID and name — to uniquely identify and describe the
activity

m  Predecessor and successor relationships — to define relationships
with other activities in the same methodology

m  Activity type, duration type, and percent complete type

m  Low and high resource unit and duration values for bottom-up
estimating in Project Architect

m  Work breakdown structure (WBS) element
m  Activity codes and values — to categorize activities

m  Activity attributes — to sort, filter, and group activities, and to
maintain corporate standards in project plans

m  Core reuse — to copy and link, or reuse, activities within a single
methodology and across multiple methodologies

m  Expenses

m  Work products and documents

m  Resources

m  Roles — to identify skill requirements for staffing the activity
m  Notes about performing the activity

m  Steps — to divide the activity into smaller units

m  Activity Step Templates — to specify reusable sets of steps common
to many activities
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Adding Activities

For more information
about Activity Core Reuse,
see “"Creating and Linking
Methodologies” on

Use the Activities window to create, view, and modify activities for the
open methodology. The Activities window can be divided into upper
and lower layouts. For example, show an Activity Table or Activity
Network in the top layout, and/or show Activity Details, an Activity
Table, or Trace Logic in the bottom layout. Customize the layouts to suit
your requirements.

You can also reuse an activity’s core information for multiple activities
within a single methodology and across multiple methodologies. This
expedites the activity creation process because an activity’s core

page 43. information does not need to be defined more than once. Core
inf on includ e, Jurati |
information includes an activity’s name, duration type, percent complete
type, activity type, attributes, steps, and notebook topics.
Choose Methodology, Activities, to display the Activities window.
File Edit View Methodology Define Tools Admin Help
it d ® P
Activities Gk Fowad  Home D Help
O Do &l TE 4A %
i — 1~ Leyouk Al Colurns | Fiter: All Activilies I acd
TO Op en a Iay Out, Cll Ck th e Activity 1D | etiviy Name Activity Type ‘Ammules Durtion Type Estu/eight fﬂ = ‘
H K Delete
LayOUt Optlons bar and = WBS:CMM CMM Level 3 %
= WBS:CMM.1 Project Milestones Cut
Choose ShOW On Top/ShOW TC11E0 Milestone: Project intiated Start Milestone. Fined Duration and Units/Time: oo B a
TC170 Milestone: Initial project plas approved Start Milestone Fired Dutation and Urits/Time. [iXi} op
on Bottom, then select the o e
= WBS:CMM.2 Project Plans
/ayout type. 5 WBS: CMM.2 1 Solftware Canliguialion Managemen (SCM) Flan
4678 Prepare SCM Flan Task Dependent  CMM Software Configuration Fired Duration and Units/ Time: 1.0 8 Resouces
TC1020  Update SCM Plan TaskDependent  CMM Software Configuration ... Fised Duration and Units/Time: 1.0 % Rsicby Roke
= WBS: CMM.2.2 Software Development Plan (SDP) ¥
4839 Prepare peer review plan Task Dependent | CMM Pesr Reviews (Level 3] Fired Duration and Units/Time: 10 & Foles
4853 Prepare plans for project tracking and repotting Task Dependent  CMM Software Project Plannin... Fixed Duration and Urits/Time 10
47 Fomalize SDF' Task Dependent | ChM Software Project Flannin... Fised Duration and Urits/Time 10 =2 Activity Codes
5591 Define project organizational structure/responsi.. Task Dependent CMM Interated Software Man. . Fixed Duration and Urits/Time: 1.0 Predscessars
5693 Update SDP Task Dependent  CMM Software Project Plannin... Fised Duration and Units/Time: 1.0 =

5594 Define projeet ife cycle, WES, softvare wark pr.. TaskDependent  CMM Integrated Software Man. Fired Duration and Units/Time

0] e
»rl

K]
ieneral | Felationships | Resoues | Noiebook | Steps | Core Reuse | Expenses | Predecessors | Successors | Codes/Atirbues |

= Acivity [1524 [Pevelon aining couses and mateil

IV Ouner
Activiy Type Duration Type: Low High
[Levelof Effart =] [Fixed Durstion and Urits/Time. = || =l 250d 25,00
wes % Complete Type Bl 0.00d 0.00d
R CMM.E Training (Digarizalion-wide] | [puration Jia| Duration 75d P
[User. admin [Agoess Mode: Shared [Type: Plugin 7

To add an activity to a methodology, use the Activity Table or Activity
Network. Depending on your user preferences, the New Activity Wizard
may start to help you add an activity.

Primavera - Methodology Management



112 Part 3: Implementing Methodologies

Add activities in the Activity Table In the Activity Table, select
the group band or another activity within the group band into which you
want to add the new activity, then click Add. To add a new activity, click
Create a New Activity. To reuse or add a linked copy of an existing
activity, click Reuse Existing Activity Core, then select an activity. To
reuse an activity from a different methodology, click the Display
Options bar in the Select Activity dialog box, choose Select
Methodology, then select the methodology whose activity you want to

Flo Edl Vien Mothodobogy Define Took Admn Help
RyG 4 im @
Activities Back  Foiged Home  Di Help
B Boam YE &S &
~ Layout: &) Columns | Fitter: Al ctivities ' Add
Actvity 1D _[etviy e Activiy Type Duraton Type Estweight

‘ Attrbutes

= WBS: ChM ChiM Level 3
[ WBS: ChM.1 Project Milestones

= WBS: CMM.2 Proiect Plans

E P
TCR0 Lo S04 B

Select an existing activity

TCI1B0  Milestone: Project iniisted
TC1170 Milestone: Inkial project plans approved
TCII90 | Milestone: Project completed

(=] WBS: CMM.2.1 Software Configuration Management [SCH) Pln

Start Milestane
Start Milestane

Start Milestane

4639

to reuse its information for

£ WBS: CMM.2.2 Software Development Plan (SDF)
Prepare peer review plan

Fived Duration and Units/Time
Fied Duration and Units/Time
Fived Duration and Units/Time

Fived Duration and Unis/Time

4553 Prepare plans for project tacking and reporting Tash [ |22V 1D
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Add activities in the Activity Network In the Activity Network,
select the group band or another activity box within the group band into
which you want to add the new activity, then click Add. To add a new
activity, click Create a New Activity. To add a linked copy of an existing
activity, click Reuse Existing Activity Core, then select an activity.

“ Layout: Al Columns | Filter &l Al Activities

— [ES ChMM Chid Lewel 3 J

WEBS: CMM.A_Froject Milestones
Mikstue: Prfect Wiks e Wil pifect Mikstie: Prfect
Il [pians approsed Joompeed

General | Rissources | Notebaok | Steps | Core Reuss [ Expenses | Predesessors | Successors | wiPs & Doss | Codes/attributes |

il

4

The new activity was added —

to the top-level WBS group
band i‘ Activty [E1000 [Hew Activiy [ Ourer
Activity Type Duration Type ) Low High
| Fesource Dependent =] [Fixed Units =] || E=lis 20h 200k
WBS % Complets Type Nonlabor Units [ Oh
L | R MM O Lovel | [Duation =l | Dustion 25d 25.0d

If no groups are set up in the Activity Network, the activity is
added to the bottom of the layout.
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Defining General Activity Information

To specify which Activity Use the General tab in Activity Details to define general information for
Details tabs you want to the selected activity, including duration type, WBS assignment, activity
display and their order, type, and low and high estimation values.

click the Layout Options
bar, then choose Bottom

. Choose Methodology, Activities, then select the activity whose general
Layout Options.

information you want to define. Click the Layout Options bar, then
choose Show on Bottom, Activity Details; click the General tab.

Generall Resources ‘ FRielationshipz | Cades/Attributes | Matebook, | Steps | ‘wiPe & Docs | Expenzes ‘

jl Achivity |A1 000 |NewAclivily ¥ Owner
Activity Type Duration Type Law High
ITask Dependent j IF\xed Dration and Units/Time j et Ul 250d 25.00d
WwWhS % Complete Type Hanlabior Urits 0.00d 0.00d
IE ChM ChiM Level 2 =] IDuratlom =1 | Durstion 254 IW

Activity type Select the activity type according to the activity’s
function in the methodology and the calendar that should be used for the
activity during scheduling when the methodology is imported as a
project in the Project Management module.

m To indicate that the activity’s resources are scheduled according to
the activity calendar, select Task Dependent.

m To indicate that each of the activity’s resources are scheduled
according to the resource’s own calendar, select Resource
Dependent. Use this activity type when several resources are
assigned to the same activity but may work separately.

m  To indicate that the activity’s duration is dependent on its
predecessor and/or successor activities, select Level of Effort
(LOE). LOE activities do not have constraints and are considered to
be ongoing; examples include project management tasks, reviews,
and meetings. The Project Management module does not include
LOE activities when leveling resources.

All finish to start and start to start predecessors and start to
finish and start to start successors drive the start date of the
LOE activity; all finish to finish and start to finish
predecessors and finish to start and finish to finish
successors drive the finish date of the LOE activity.
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To indicate that the activity marks the beginning or end of a major
stage in the project, select Start or Finish Milestone. Milestones do
not have time-based costs or resource assignments. The module
does not recognize durations for milestone activities.

To indicate that the activity’s duration is dependent on the earliest
start date and latest finish date of the activities that share a common
WBS level, select WBS Summary.

Driving resources can not be assigned to WBS Summary

activities.

Duration type Select the duration type based on whether resources,
the schedule, or costs will be most important when activities are updated
in a project created using the methodology. The duration type applies
only when resources are assigned to the activity. The following equation
must hold true regardless of which data are updated:

Remaining Units (resource) = Units/Time x Remaining Duration (activity)

For example, if a resource is assigned to an activity for 8 hours/day for 5
days, the remaining units or work effort is calculated as 40 hours. The
duration type enables you to control which variables of this equation are
calculated when you change a value.

Select Fixed Duration & Units/Time or Fixed Duration & Units to
indicate that the schedule is a limiting factor in your project. The
activity's duration does not change regardless of the number of
resources assigned when you modify or update activities. You
usually choose this duration type when you are using task
dependent activities.

When you update the remaining duration for the activity, you can
choose to calculate either the remaining units or the units per
timeperiod. If you want to recalculate the remaining units and keep
the units/time for the resource constant, choose Fixed Duration &
Units/Time. The module uses the equation:

Remaining Units = Units/Time x Remaining Duration

If you want to keep the remaining units constant instead and
recalculate the units/time, choose Fixed Duration & Units. The
module uses the equation:

Units/Time = Remaining Units/Remaining Duration
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You can modify labor,
nonlabor, and material high
and low estimated units in
the Activity Details
Resources tab.

Select Fixed Units/Time to indicate that resource availability is the
most critical aspect of your project. In this case, the units/time or
rate of the resource remains constant, even if the activity's duration
or work effort changes. You most often use this duration type when
you are planning resource dependent activities.

Select Fixed Units to indicate that the budget (units or cost) is a
limiting factor; that is, the total amount of work is fixed. When you
update activities, the work effort required to complete the activity
does not change, even if the activity's duration or the resource rate
changes. Typically, you would use this type in conjunction with
resource dependent activities. Increasing resources can decrease the
activity duration.

WBS Click the Browse button to assign a new WBS element to the
selected activity.

Percent complete type You can calculate an activity’s percent
complete according to activity duration, activity units, or a physical
percent complete that you enter for each activity. You must define a
percent complete type for each activity.

To specify that the activity’s percent complete be calculated from
the actual and remaining units, select Units.

To specify that the activity’s percent complete be calculated from
the actual and remaining duration, select Duration.

To indicate that the activity’s percent complete will be entered by
the user for this activity, select Physical.

Labor units The selected activity’s low and high estimated work
effort for labor resources.

Nonlabor units The selected activity’s low and high estimated work
effort for nonlabor resources.

Duration A low and high estimation of the number of workperiods
required to complete the selected activity.
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Establishing Relationships

Create relationships between activities to indicate whether an activity
can begin only after other activities start or finish. The module provides
several methods for assigning relationships. Use the Activity Network to
visualize the flow of logic as you link activities, or use the Relationships
tab in Activity Details to assign relationships to activities. Choose
Methodology, Activities, to display the Activities window. Click the
Layout Options bar, then choose Show on Bottom, Activity Details;
click the Relationships tab.

Relationship types and lag You can define the following four
types of relationships. Typically, you define relationships from the
predecessor to the successor activity.

. - Finish to start (FS). The successor activity can
z' begin only when the predecessor activity
completes.
. A . | Finish to finish (FF). The finish of the successor
;' activity depends on the finish of the predecessor
activity.
P — 4 Start to start (SS). The start of the successor
""""""" . activity depends on the start of the predecessor
b activity.
e - | Start to finish (SF). The successor activity cannot
ﬁ finish until the predecessor activity starts.

When a successor activity cannot start or finish as soon as its
predecessor starts or finishes, you can define a lag time for the
relationship. Lag is the number of time units from the start or finish of
an activity to the start or finish of its successor. Lag can be a positive or
negative value. For example, a start to start relationship with a three-day
lag indicates that the successor activity can start three days after the start
of its predecessor.
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While you are dragging the
relationship line between
two activities, the module
displays a hint window that
indicates the type of
relationship that will be
created when you release
the mouse button.

Create relationships in the Activity Network Drag the mouse
between any two activities that you want to connect. Point to the left or
right of the predecessor activity and drag the mouse to the left or right of
the successor activity. The mouse pointer changes to a ' as you define
relationships.

Drag the mouse from the end of activity
52160 to the start of activity S2170 to define
a finish to start relationship.

52160 52170
Prepare for software o |Petform software
integration and testing " |integration and testing

To modify or delete a relationship, double-click the
relationship line.

Assign relationships using Activity Details Select the activity
to which you want to add a predecessor or successor relationship.
Display Activity Details by clicking the Layout Options bar and
choosing Show on Bottom, Activity Details, then click the Relationships
tab. Click Assign in either the Predecessors or Successors section.
Select the predecessor or successor activity you want to assign, click the
Assign button, then click the Close button. Double-click the
Relationship Type field, then select a relationship type. Double-click the
Lag field, then type the relationship’s lag time value.

G
Use the gv Activity IA1T5D IA\Iocate Resources ¥ Ouner

eneral F\e\ationshinsl Resources ‘ Motebook | Steps ‘ Core Reuse | Expenses | Predecessors | Successors | Codes/Attributes |

arrow ‘ Predecessors

Successors

buttons to

move from £
. = WIRET.SW 41340 Agzsign resources to tasks FS
one activity
to the next
activity. S [F b 7 Bf Asion | BR FRemove & Golo

You can also use the Predecessors or Successors tabs in
Activity Details to assign relationships. The Relationships tab
combines the predecessor and successor information in a
single tab. The data stored in the Relationships tab is
synchronized with the information in the Predecessors and
Successors tabs.
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This Trace Logic layout

shows three predecessors

and successors for the
selected activity.

Trace Logic The module provides a separate Trace Logic layout so
you can examine a path while still viewing the entire methodology.
Click the Layout Options bar and choose Show on Bottom, Trace Logic.
In the Activity Table or Activity Network, select the activity from which
you want to begin tracing a path in the network.

To move through the chain of activities, click a predecessor or successor
of the selected activity. To modify the number of predecessor/successor
levels, click the Layout Options bar, then choose Bottom Layout

Options.

Fle Edt View Methodology Define Tools Admin Help

Prepare plans for project
tracking and reporting

roducts

Define project lite oycle,
VB3, software work

5535
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EI==
X Delete
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SUI[WGIEEDHHQUI. gg:l:l:l:l:l:ll:l:ll:ll:l:ll:l:ll:ll:l:ll: Cupy
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Software Qualty 4. =y B Fase |
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Statement of Wark, EET Ay s
) By CMM 3 Project Managem... E== d\
e Mol 1] 2 8 PRsctyRioke |
5505 4673
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structureiresponsibiities B Activity Codes
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Displaying Activity Details for Assignments

Choose Methodology, Activities, to display the Activities window. Click
the Layout Options bar, then choose Show on Bottom, Activity Details.
Display the following Activity Details tabs so you can assign additional
methodology information:

Codes/Attributes, which are used to categorize activities according
to your organizational and project needs, and to categorize activities
according to corporate standards in project plans in all
methodologies.

Resources, which include the personnel and equipment that
perform work on activities across all methodologies. You can also
assign and remove project personnel job titles or skills, known as
roles.

Notebook, or additional information that further describes the
activity according to specific categories of information.

Steps, which divide activities into smaller units.

Core Reuse, which is a list of methodologies that reuse the selected
activity. You can also view the number of times the activity appears
in each methodology, and the activity’s owner methodology.

Expenses, which are one-time expenditures for nonreusable items.
You can associate predefined cost categories with expenses to
categorize them.

WPs & Docs, which enable you to catalog and track all
methodology-related documents and deliverables.
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Modify Activity Details tabs Click the Layout Options bar, then
choose Bottom Layout Options. In the Available Tabs column, click the
tab that you want to display, then click the right arrow button. To shift
the tab left in Activity Details, with the tab selected, click the up arrow
button. To shift the tab right in Activity Details, with the tab selected,
click the down arrow button.

EAclivily Details Layout [ %] I

v 0K

» - e @ Cancel
Resources
Maotebook,
» St?e;soo b B Apoly
i

Available Tabs Dizplay Tabs

WPs & Docs

Core Reuse
3 . Expenses
To shift all tabs listed from —=2 Codes/Attributes P Default
one column to another in \
the dialog box, click the “
applicable double-arrow
button.

Help
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Assigning Resources and Roles

For information about
establishing resources and
roles for your
methodologies, see
“Defining Resources and
Roles” on page 85.

You can customize the
Resources tab columns to
include other information
for resources and roles.
Right-click in the Columns
area of the Resources tab,
then choose Edit Resource
Columns.

Choose Methodology, Activities, to display the Activities window. Click
the Layout Options bar, then choose Show on Bottom, Activity Details.
In the Activities window, select the activity to which you want to assign
a resource or role. Click the Resources tab.

il Activty [A1760

ICost Analysis of Proposed Improvements ¥ Owner
Resource [0 Resource Mame T Units / Time: Low Units High Urits | R ole:
Gretchen Schantz 25% 1.22d | Project Manager
& RMAR Robert Marchall 28% 1.22d 1.22d | Project Problem / Defi
& sPOO Sidney Paor 25% 1.22d 1.22d | JSP Developer
. 2

Eﬁ Add Resource

B addRoke | B sesign by Role

ﬂ Femave |

Click Add Resource to assign a resource to the selected activity; click
Add Role to assign a role to the selected activity. Select the resource or
role you want to assign. To assign multiple resources or roles, hold
down the Ctrl key, then click each resource/role you want to assign.
Click the Assign button, then click the Close button.

To define detailed information, double-click each appropriate cell and
enter the information for the selected activity. To replace a resource or
role assigned to the activity, select the resource or role you want to
replace, click Add Resource or Add Role, then click the Replace button.
Select the new resource or role, then click the Close button.

g In the User Preferences, Calculations tab, you can define the
default behavior when replacing a resource assigned to an
activity. Choose to always use the units/time of the new
resource or of the current assignment (i.e., the resource you
are replacing); or, choose to be prompted each time you
replace a resource on an existing activity assignment.

Roles with specific skill sets can be assigned resources to enable
schedule and cost planning until specific resources are identified. You
can later replace the role with the correct resource, based on the
proficiency requirements established for the role.
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To quickly find a particular
resource in the Assign
Resources by Role dialog
box, click the Display
Options bar, then choose
Group and Sort By, and the
resource code assigned to
the resource. The list of
resources will be resorted
by resource code within
role.

Assign resources to activities by role At least one role must be
assigned to activities to assign resources by role. Click Assign by Role;
the Assign Resources by Role dialog box lists the roles assigned to the
selected activity. The resources who can fulfill each role are listed below
each role. Select the resources you want to assign. Click the Assign
button, then click the Close button.

Once you assign a resource or role and specify the budgeted units
anticipated for its use on activities, project managers can use this
information in the Project Management module (when they import
methodologies) to perform bottom-up estimations of work efforts and
cost.

Specify a Resource/Role Lag The Methodology Management
module provides a lag field for both resource and role assignments. The
lag that is available in Methodology Management corresponds to the
Project Management module’s remaining lag field. A lag is used when a
resource will not be available to start when the activity could start. A lag
is introduced to offset the delay.

Lags that you specify in the methodology are imported into Project
Management projects that have been created or updated with the
methodology using Project Architect.
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To specify a resource/role lag, choose Methodology, Activities. Click
the Resources tab in Activity Details. If the lag column is not displayed,
perform the following steps to display it:

» Right-click on a column in the Details tab and then click Edit
Resource Columns.

* Select Lag from the Durations grouping band and then click o

« Use the =/ and =/ buttons to place the lag column as desired
and then click OK.

Then select the resource assignment for which you want to enter a lag,
and enter the desired lag in the lag column.
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Specify the cost linkage settings for resources at the
assignment level Specifying the Calculate costs from units field at
the assignment level determines whether a specific assignment for a
resource will have its costs recalculated whenever any quantity changes
occur. This allows you to assign a particular resource to a project with
the costs linkage different from the way the resource's costs linkage is
defined at the resource (dictionary) level.

To specify the Calculate costs from units field at the assignment level,
choose Methodology, Activities. Click the Resources tab in Activity
Details. If the Calculated costs from units column is not displayed,
perform the following steps to display it:

» Right-click on a column in the Details tab and then click Edit
Resource Columns.

* Select Calculate costs from units from the General grouping
band and then click 2.

« Use the 2! and ! buttons to place the Calculate costs from
units column as desired and then click OK.

Finally, select the activity for which you want to specify the cost linkage
setting. Then clear the Calculate costs from units field to set the field to
false for this particular assignment, or mark the field to set it to true.
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Assigning Notebook Topics

Choose Methodology, Activities. Click the Layout Options bar, then
choose Show on Bottom, Activity Details. In the Activities window,
select the activity to which you want to assign a note. Click the
Notebook tab in Activity Details.

@ Notebook topics are predefined in the Notebook Topics tab of
the Admin Categories dialog box. To make the topics
accessible for assignment to methodologies, WBS elements,
and/or activities, mark the appropriate checkboxes in the
Admin Categories dialog box.

il Activity 4524 IDeve\op training courses and material ¥ Owrner
Notebook, T opic Entry Criteria
g rurece A EEE S EE @
nitry Criteria
[ Werification / Validation El
A organizational training plan has been documented and approved.
Ll | o]
O add | X Delete =l

Assign notebook topics Click Add. Select the notebook topics you
want to assign. To assign multiple topics, hold down the Ctrl key, then
click each notebook topic you want to assign. Click the Assign button,
then click the Close button.

In the right section of the Notebook tab, type a brief description for the
selected notebook topic. You can use HTML editing features, which
include formatting text, inserting pictures, copying and pasting
information from other information fields (while retaining formatting),
and adding hyperlinks.
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Adding Steps

For more information on
creating Activity Step
Templates and assigning
them to activities, refer to
the next section, “Creating
and Assigning Activity Step
Templates” on page 129.

You can divide an activity into smaller task increments called steps and
then assign weights to the steps to calculate the activity’s percent
complete when the methodology is imported in the Project Management
module. Weighted steps enable you to track the progress of an activity
based on the number of steps completed.

In the Methodology Management module, the percentage value is
shown, relative to the weights of the other steps. For example, three
steps are assigned to an activity; the first step has a weight of 2, and the
second and third steps each have a weight of 1. When you mark the first
step (weight of 2) complete in the Project Management module, the
percent complete is 50. When you mark the first and second steps
complete, the percent complete is 75. When all three steps are marked
complete, the percent complete is 100.

You can add steps unique to each activity. You can also create Activity
Step Templates that capture a group of steps common to multiple
activities, then assign the step group to activities. This section describes
how to add unique steps to activities; the next section describes how to
create and assign Activity Step Templates.

Add steps Choose Methodology, Activities. Click the Layout Options
bar, then choose Show on Bottom, Activity Details. In the Activities
window, select the activity to which you want to add a step. Click the
Steps tab in Activity Details.

You may want to use
weighted steps when a
methodology consists of
large activities that
encompass distinct tasks.

i‘ Aictivity |A8204 IPrepare Drawvings for Temp Control Equipmert ¥ orwener
ibep Wisight Review specs |
3 A E=E= == =
= Complete Preliminary Design 1.0 - =
= Prototype 10 . =
= Test 10 Review all requirements for
= Incorporate Changes 10 Temperature Control
] Final Drawings 10 Equipment.
D s | O sddtomTempete | X Delte | o | ¥ =l

Click Add. Type the name of the new step. Type a brief description of
the step for the selected activity. You can use HTML editing features,
which include formatting text, inserting pictures, copying and pasting
information from other information fields (while retaining formatting),
and adding hyperlinks. To move the step to an earlier stage of the
activity, click the up arrow. To move the step to a later stage of the
activity, click the down arrow.
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Enter a number indicating the weight of the step, relative to the other
steps listed for the activity. The weight can be any number between 0.0
and 999999.0. The Step Weight indicates the step’s importance to the
activity. The higher the value, the greater the importance. The Step
Weight Percent column displays the percent value that corresponds to
the step’s weight. The step weight percent value is calculated based on
the step weights assigned to the activity. This column is O percent for
nonweighted steps.

You must select Physical as the percent complete type in the
General tab in Activity Details to use weighted steps to
calculate an activity’s percent complete in the Project
Management module.

Add user-defined fields to the Steps tab If you are the activity’s
primary resource, you can change the titles of user-defined fields and
use them to enter values, such as finish date, start date, cost, or number
of hours worked for a step. Choose Enterprise, User Defined Fields to
assign and edit these titles. To add columns for user-defined fields,
right-click over the columns in the Steps tab, and choose Customize
Steps Columns.

E Steps Columns [ %] I
. Available Options | Selected Options 4 ak.
General
B User Defined Step Weight - @ Cancel

uzer_cost]
uzer_end_datel
uzer_number]
uzer_start_datel
uzer_text]

Step Weight Percent

Completed —
B Applk

3 Drefault
B Edit Title...

Help

(2] [5[-
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Creating and Assigning Activity Step Templates

Your organization may have several activities that repeat within a
project or across projects. For example, every time you construct a
building, several specifications must be written and approved.
Developing a specification is a multi-step process that never changes.

For example, the “Write Specifications” activity could have the
following steps:

m  Submit initial spec
m  Review initial spec
m Revise initial spec
m  Final review

m  Final revision

These steps may apply to many or all “Write Specifications” activities in
a project or across all projects. Rather than manually inputting these
steps into each “Write Specifications” activity, you can create an activity
step template containing these steps and assign the template to each
applicable activity at once. You can create an activity step template
manually or convert existing step(s) into a template.

Creating activity step templates manually Choose Define,
Activity Step Templates. In the top grid of the Activity Step Templates
dialog, click Add. Type a name in the Step Template Name field (e.g.,
Specification steps). To add steps to the template, click Add in the
bottom grid. Type a Step Name and a Step Weight. The Step Weight is
used to calculate the progress of an activity; the greater the weight of the
step, the more progress has been made on the activity when you mark a
step complete.
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For more information on
weighted steps, refer to
the previous section,
“Adding Steps” on

page 127.

You can add an unlimited number steps to a template.

B3 Activity Step Templates x|

s Display: Activity Step Templates | @ Cloze ‘
Step Template Mame
1y

0 Add

b Delete
' Shift Lp
W Shift down

Help
Step Mame Step Wieight Write: initial spec
Wiite C — _ — . ._
= = = E:i=
2 Review initial spec A 5 = d &= B=
2 Revize spec 10 =]
=1 Final review 10 Subtrit to project manager.
2 Final revision 1.0
O a0 | X Deete | o] w -

Converting existing step(s) into an activity step template In
the Activity Table, select the activity that contains the step(s) you want
to convert to a template. In the Steps tab of Activity Details, ctrl-click to
select the desired steps, then right-click in the Steps tab and choose
Create Template. Enter a name for the template when prompted. The
steps and their associated name, description, weight, and UDFs are
added to the new template.
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Assigning Activity Step Templates to activities You can assign
an Activity Step Template to activities separately or to several activities
at once. To assign a template to one activity, select the activity in the
Activity Table. Click the Layout Options bar and choose Show on
Bottom, Activity Details. In the Steps tab, click Add From Template. In
the Assign Activity Step Templates dialog, select the template you want
to add and click the Select icon (+ symbol). The Steps tab is
automatically populated with the steps listed in the template.
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AS102 | Approve System Design i Assign Activity Step Template x|
43204 Prepare Drawings for Temp Control E [ Disglay: Activiy Step Templates
43205 Review and Approve Temp Control Eq Step e Name e | - 8
i &¢ Rsrchy Role
General | Resources | Relationships | Codesatirioutes | Hotebook | |
j‘ activity [45101 | [System Design - &  Foles
Septare ez o] i EEIER
2] Wite infial spec 30 @ = 55 Predecessors
2 Review inttial spec 10 r
2 Revise spec 10 EI & Successors
2] Final review 10
Final revision ol Steps J
[ add | [ addtromTempisle | X Delete | |4 | F
T
L Click to add steps from Click to add a —
an Activity Step template to
Template, then select multiple activities

the template. (the activities must

be selected in the
Activity Table).

You can also assign an Activity Step Template to multiple activities at
once. In the Activity Table, Ctrl-click each activity you want to add a
template too. From the Command Bar, click Steps to launch the Assign
Activity Step Templates dialog. Choose the template you want to add to
the selected activities, then click the Select button (+ symbol).
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Creating and Assigning Activity Codes and Attributes

Activity codes represent broad categories of information, such as
manufacturing, quality control, or location. For each code, you can
define specific values that further describe that category. For example, if
your organization has more than one location, you can create a Location
code with values such as New York, Los Angeles, and Chicago. You can
then associate activities with a specific location, such as New York. You
can define an unlimited number of values for each code.

When project managers create a project plan from a methodology,
Project Architect copies your activity code assignments. In the Project
Management module you can sort, filter, and group activities according
to the activity codes and values you assigned to the activities in the
Methodology Management module.

Attributes are characteristics that enable you to categorize activities in
all methodologies, and to maintain corporate standards in project plans.
Examples of attributes are quality assurance, auditing, and security. You
can assign attributes to activities in any methodology.

In the Methodology Management module, use attributes to sort, filter,
and group activities. In the Project Management module, attribute
assignments enable project managers to customize their project plans
more efficiently and effectively by including and removing activities
according to attribute assignment.

@ You can also create “locked” attributes to guarantee that a
project plan includes an activity or a group of activities. If you
assign a locked attribute to an activity or a group of activities,
users of the Project Management module cannot remove the
activities from a methodology.

In the Methodology Management module, activity codes and attributes
are global; that is, they are available for assignment to activities in all
methodologies.
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Create global activity codes Choose Define, Activity Codes, then
click Modify. Click Add, then type the name of the activity code.
Specify the maximum number of characters for the activity code’s

values.

Select Activity Code |

I Contractor Code j B Modify...
“ Display: Contractor Code | gl Cloze
i |

Activity Code Yalue =| Description
| = Cloze

0 Add

&, Location Code X Delete
Optimization Code

Signat K Fs Shift up

Carnbr

Great ¥ Shift down

Help

% Contractor Code

Activity code values —

Activity codes

Activity Code Mame Max Length
7 -

Contractor Code
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Create global activity code values Choose Define, Activity
Codes. Select the activity code for which you want to create a value,
then click Add. Type the value’s name and description.

T e~ |
Select Activity Code |
ILocation Code j B Modify...
v Display: Location Code | gl Cloze
Activity Code Value = | Description |
& MHL Mew Haven labaratory 0O Add
& BDC Birmingham development center
&L RTC Foanoke test center Delete
=0 Virginia office — Use these
EH% Chicago Chicago arrows to
: B, Chicago.... Chicago - downtown indent/
i ... Chicaga - airport
Type the new value name —] e outdent a
and description directly in London sales office valqg in the
. B I activity code
these cells; the name’s Salt Lake City engineering ‘

[ength cannot exceed the & ATLE Aflanta corporate center hlerarchy,
length specified in the Max and to move
Length field for the code. il a selected
value up or
down in the

list.

If you change activity codes or values, the module applies
your changes to all activity assignments.
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Any activities assigned this —

attribute cannot be removed
from a methodology in the
Project Management module.

Create activity attributes Choose Define, Activity Attributes. Click
Add, and type the attribute’s name. To prevent users of the Project
Management module from removing activities with this attribute, mark
the Locked checkbox. Type a brief description of the attribute.

S~ |
o Display: Activity Attributes gl Cloze
Altribute Mame E| Locked =]
|E| MIL-5TD-498 Configuration Management |l _I 0 Add
[E ] MIL-STD-433 Coordination with Associate Developers r
tion X Delete
|E| MIL-STD-498 Cost/Schedule Reporting Il
[E] MIL-5TD-492 CSCI Qualification Testing r 4 Shitup
[E] MIL-5TD-495 E stablishing Software Ervitarment |l v  Shitt down
[E] MIL-5TD-498 Following and Updating Plars |l _ILI
e I S
Help
Altribute Mame
IMIL-STD-498 Carrective Action ¥ Locked?
Drescription
A EE = 2= EE W7 H
. . oA
Addresses MIL-3TD-498 requirements regarding Cotrective Action.

Assign codes, code values, and attributes Choose
Methodology, Activities. Click the Layout Options bar, then choose
Show on Bottom, Activity Details. In the Activities window, select the
activity to which you want to assign a code and value. Click the Codes/
Attributes tab in Activity Details.

il Aichivity |4524 IDeve\op training courses and material [¥ Dwner
Activity Code Code Value Attribute Mame
=g [Contractor Cade| CTG Calumbia Technol ChM Training Program [Level 3]
&2 Location Code |RTC Roanoke test cen
iR 2
Eﬁ Assign Eﬂ FRemave Eﬁ Aszign Eﬁ Femave

Click Assign in the left section of the Codes/Attributes tab. Select the
activity code and value you want to assign. To assign multiple codes and
values, hold down the Ctrl key, then click each code value you want to
assign. Click the Assign button, then click the Close button.
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To assign attributes to the selected activity, under the list of attributes in
the right section of the Codes/Attributes tab, click Assign. Select the
attribute you want to assign. To assign multiple attributes, hold down the
Ctrl key, then click each attribute you want to assign. Click the Assign
button, then click the Close button.

Fi= Edi View Melhodoogy Defne Took Admin Help
Activities DA
[Eee [Balzd 7 G
e it - Gereral [ Fite: All Activites 0 A
Activiy ID Activity Hame Aotivty Type | Duratian Type Resomces =
e
P | X Dekete
Activities are = Attibutes: CMM Project Tracking and Dversight [Level 2)
grouped by 582 Condhct el eviews Task Dependent | Fised Duration and Units/Time & u
2668 Conduct customer/user reviews 1 to N) Task Dependent | Fised Duration and Urits/Time X
attributes in this 4633 Perform @4 of project tacking and oversight Levelof Effot | Fived Duralion and Units/Time e
layout. ::;0 ?a:kﬂ'Ana\yzE moetisks Levelof Effat | Fised Urits/Time B Fa
tack/Bnalyze costéschedule variance Levelof Effat | Fised Urits/Time
a3 Track/Analee software work projects Levelof Effat | Fised Urits/Time 8 Resouces
—[THE Atibutss: ChM Qualty Assurance (Lavel 2) 8 Fewucss |
580 Prepare 504 Plan Task Dependent | Fised Duration and Units/Time 8F Reto by Rols
582 Perform 0 of software enginesing Levelof Effat | Fised Duration and Urits/Time
583 Perform 04 of software deliverables Levelof Effat | Fised Duration and Urits/Time & Roles
568 Rieview S0A results with customer Levelof Effat | Fised Duration and Urits/Time = e
588 Support indeperdent evaluation of A activiies | Task Dependent | Fised Duration and Urits/Time = civty odes
5452 Update 504 Plan Task Dependent | Fised Duration and Urits/Time = Predscessars
50 Review S04 activiles with software engineering org.. | Level of Effot | Fised Duration and Urits/Time
TITE  Attributes: CMM Requirements Managsment Level 2) = Successors
545 Perform 04 of scftware requirements management | Level of Effot | Fised Duration and Uits/Time
511 Review system requirements Task Dependent | Fised Duration and Urits/Time
514 Review/incorporate requiements changes Task Dependent | Fised Duration and Urits/Time
LHtm  attibutes: CMM Software Configuration Management Level 2]
%7 Prepare SCM Plan Task Dependent | Fised Duration and Units/Time
%57 Perform conlfiguration control Task Dependent | Fised Duration and Urits/Time
e Perform configuration audits Task Dependent | Fised Duration and Urits/Time
%3 Perform 04 of configuration management Levelof Effat | Fised Duration and Urits/Time
" a3 Establish confiquration management system Task Dependent | Fised Duration and Urits/Time _';I
4 »
I [User: adnin [Bccess Mode: Shared [Type: Plugin 7
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Viewing Core Reuse

When you copy activities and activity information in a methodology,
you can maintain a connection or link between the copied activities and
the original activities by choosing to reuse the activities from the
methodology. Then, if you change a reused activity, the module updates
all instances of the reused activity in all methodologies. You can reuse
activities in one methodology and across multiple methodologies.

For more information Choose Methodology, Activities. Click the Layout Options bar, then
about core reuse, see choose Show on Bottom, Activity Details. In the Activities window,
Creating and Linking L. | . . .
Methodologies” on select the activity for which you want to view a list of methodologies
page 43. that use the activity. Click the Core Reuse tab in Activity Details.

The number of times the selected activity —
appears in the corresponding methodology

il Activity |4811 IMi\estona: Syztemn qualification tests completed ¥ Owner

ethodology Using Activity Care

Indicates the selected -
activity’s originating
methodology
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Adding Expenses

For information about
setting up expenses for
your methodologies, see
“Working with
Methodology Expenses” on
page 141,

Choose Methodology, Activities. Click the Layout Options bar, then
choose Show on Bottom, Activity Details. In the Activities window,
select the activity to which you want to add an expense. Click the
Expenses tab in Activity Details.

i‘ Activy [45100 Frovide user aining and soltware support 7 Owner

Experise liem +[Enperse Category Accrual Type LowCast]  High Cost|Vendar Unit of Heasure

Canference Properties

O A X Delste

Click Add, then type the expense’s name. To assign an expense category
to the expense, double-click the Expense Category field, then select an
expense category from the list and click the Select button; click the
Close button. To change the expense’s accrual rate, double-click the
Accrual Type field, then select a new accrual rate. Double-click the Low
Cost field, then type your low cost estimation of the expense. Double-
click the High Cost field, then type your high cost estimation of the
expense. These low and high cost estimates enable users of the Project
Management module to perform bottom-up estimations in Project
Architect. This allows you to estimate costs before creating or adding a
project.

To specify the organization or business to which the expense is payable,
double-click the Vendor field, then type the vendor’s name. Double-
click the Unit of Measure field to specify a unit of measure for the
expense item.
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Assigning Work Products and Documents

Work products and documents enable you to catalog and track all
project-related documents and deliverables. You can assign these
documents to activities and work breakdown structure (WBS) elements
in all methodologies. A document may provide standards and guidelines
for performing work, or it may be a work product or deliverable
produced by work on the activity. Examples of work products are testing
plans, design specifications, and airframe blueprints. When you assign a
document to an activity, you can also indicate whether it is a work

product.
For more information Set up the categories for work products and documents by choosing
ggg:;";’:t": 22?‘5'5::;?:9 Admin, Admin Categories, then clicking the Document Categories tab.
and Mainta'i.-.ing a Categories are assigned to documents in the Work Products and
Document Library” on Documents window.

page 153.

Assign work products and documents Choose Methodology,
Activities. Click the Layout Options bar, then choose Show on Bottom,
Activity Details. In the Activities window, select the activity to which
you want to assign a work product or document. Click the WPs & Docs
tab in Activity Details.

il Aictivity |S23ED I\nstall the software products v Dwner
Title 7| Work Product
B B |Category: Plans

[E] Software Installation Plan )
=1 2] Categony: Procedures
[E Software Corfiguration Management Procedures -

Eﬁ Assign | qﬁemove| M Details.. |

Click Assign. Select the work product or document you want to assign.
To assign multiple work products and documents, hold down the Ctrl
key, then click each document. Click the Assign button, then click the
Close button. To view detailed information about and/or open a work
product or document, select the item, then click Details.
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Working with Methodology
Expenses

] Expenses are nonresource costs associated
In this chapter: with a methodology and assigned to a

methodology’s activities. They are typically
Adding Expenses . . .

one-time expenditures for nonreusable items.
Defining Expense Details . .

Examples of expenses include facilities,

travel, overhead, and training.

Read this chapter to add expenses to
methodologies.
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Adding Expenses

You can create methodology-specific expenses and assign them to
activities. You can also categorize expenses, and specify whether an
expense accrues at the start, at the end, or uniformly over the duration of
an activity. The module also enables you to enter a low cost and a high
cost estimation value for each expense to facilitate bottom-up
estimations.

@ Expenses are not the same as resources. Resources can be
time-based and generally extend across multiple activities
and/or multiple methodologies. Examples of resources are
personnel and equipment. Unlike resources, expenses are
methodology-specific and they are not time-based.

Use the Methodology Expenses window to create, view, and edit
expenses and related cost information for activities in the open
methodology. When project managers use the methodology to develop a
project plan in the Project Management module, this information
enables them to estimate the project’s total cost. You can also assign a
corresponding work breakdown structure (WBS) code so you can
identify the area of work with which it is associated.

The Methodology Expenses window is displayed when you choose
Methodology, Expenses. To include Methodology Expense Details at
the bottom of the Methodology Expenses window, click the Display
Options bar and choose Expense Details.
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For steps on adding
expenses to activities from
the Activities window, see
“Working with Activities”
on page 109.

Fle Edt View Methodology Define Took Admin Hslp

Methodology Expenses .. > & HCZH
[~ Display O 2 ‘

| Expense Category

X Delete
[ Product Manuals Publishing ABC Printers & Cut
[ Risk Management Cansulting Consulting SWD.1 Risk Management Corp.
[E] Test machines - stress testing Hardware SwD 225 Mational Computer Systams, Copy
[ Test machines - unit testing Software SWD.226 National Computer Systems,
[ User Training Facilties Faciities SWD.4.2 Conference Propsttiss, Inc m

General | Activiy | Description

Expenss ltsm Expenss Category

[E Fadnse |

Wendor Law Cost High Cast
| 436,000.00 $42,000.00

[Network Hardware

[National Computer Systems

Uit of Measure
Each

Add expenses Click Add. Select the activity that incurs the expense,
then click the Select button. The activities in the Select Activity dialog
box are organized by WBS code, so you can easily find the activity by
WABS association.

Click the General, Activity, and Description tabs, and enter the
expense’s information. For an explanation of the fields on these tabs,
refer to “Defining Expense Details” on page 144.

Group expenses You can group expenses by WBS code, expense
category, or vendor, to make assignment easier. Click the Display
Options bar, then choose Group and Sort By. Choose one of the
grouping items listed.

Copy expenses Select the expense item you want to copy, then click
Copy. Select the expense item group to which you want to add the
copied expense, then click Paste.

@ If the expenses are grouped by WBS, you can only paste into
the same WBS from which the expense was originally
copied. The WBS is assigned to the expense’s activity and
cannot be changed from within the Methodology Expenses
window.
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Defining Expense Details

Use Methodology Expense Details to view and edit detailed information
about the selected expense item. Methodology Expense Details are
displayed in the lower portion of the Methodology Expenses window
when you choose Expense Details from the Display Options bar. To
display the Methodology Expenses window, choose Methodology,

Expenses.

General information Use the General tab to define general
information for the selected expense item, such as the item name,
category, vendor, and low and high cost estimations. You can also enter

the expense’s unit of measure.

For more information
about defining expense
categories, see
Primavera’s

— Define expense categories in
the Admin Categories dialog
box.

Administrator’s Guide.
Expense |tem

Expense Category

Network. Hardware

Yendor

[ Hadware _I

ﬂow Coat

High Cost

The name of the business
or organization to which the
selected expense is payable

{Matianal Computer Systems

Uit of Measure

IEach

Examples of units of —

ya

$35,000.00

$42,DDD.@

measure include Yards,
Cubic Feet, and Each (if an

expense is
per item).

The rate at which the selected expense accrues —

These low and high cost estimates enable users —
of the Project Management module to perform
bottom-up estimations in Project Architect.

Activity information Use the Activity tab to change the selected
expense item’s activity assignment and specify the expense item’s
accrual type. You can also view the item’s activity assignment according
to WBS element.

The ID and name of the —]
activity that incurs the
selected expense

Activity
'il 52260 Perform system integration and testing

WBS
Swh.3

Acecrual Type

The code for the WBS
element that contains
the selected expense’s
assigned activity

Start of Activity j
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Select one of the following accrual types:

m  Start of Activity, to accrue the entire expense on the date the
activity begins

m  End of Activity, to accrue the entire expense on the date the
activity ends

m  Uniform Over Activity, to evenly distribute the expense over the
course of the activity’s duration

To change an expense assignment, click the Browse button in the
Activity field. Select the activity to which you want to reassign the
expense, click the Select button, then click the Close button.

Description Use the Description tab to enter a description of the
selected expense item. You can type a new description. You can use
HTML editing features, which include formatting text, inserting
pictures, copying and pasting information from other document files
(while retaining formatting), and adding hyperlinks.

Expense Description

A ===

U

|l

[l
111
111
il
il
2]
L
EE]

MNewr getver, installed
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Managing Risks

|
In this chapter:

Adding Risks
Calculating Exposure Values

Customizing Risk Layouts

147

The Methodology Management module
contains an integrated risk management
feature that enables you to identify,
categorize, and prioritize potential risks
associated with specific work breakdown
structure (WBS) elements. You can also
create risk control plans and assign a

probability of occurrence to each risk.

This chapter describes how to add risks,
calculate a risk’s exposure values, and

customize how you view risks.
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Adding Risks

The Methodology Management module contains an integrated risk
management feature that enables you to identify, categorize, and
prioritize potential risks associated with specific work breakdown
structure (WBS) elements.

You can also perform a “what-if” impact analysis for each risk. The
Methodology Management module uses a risk's probability of
occurrence, and resource unit and expense estimates to calculate a risk's
net exposure values. These exposure values are then used to determine
the risk's impact on the project's cost, float, and finish date when Project
Architect is used to import the methodology in the Project Management
module. The current project data are not changed.

Choose Methodology, Risks, to display the Risks window. Click the
Display Options bar, then click Risk Details.

Add a risk Click Add, then click the General tab in Risk Details. Type
the risk’s name, then select the WBS element that the risk will affect.

Fle Edt ¥ew Methodology Define Tools Admin Help

For instructions on

h . ; 4 > P
adding risk types, see Risks e Homs D Hel
Primavera’s o
Administrator’s Guide. [ i a

= X Delets

] In: days PM.Exec 3 - Narmal
{] Overall Schedule Delay PM.Chrl 2-High
] Performance Testing PM.Exec 3 - Narmal
General| | Diseription [ Impact_| | Control |

Risk Name

[Desian Delays

#ppiies to WBS Prioiity Risk Typs

ﬁ PM.Plar Plan =l [z Hign =] [l Teshnology rformation |

I [ A

Click to select the type that best —

Select a priority from 1 to 5, | )
categorizes the risk.

where 5 is the most critical.
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Add a risk description and control plan Click the Description
tab, then type a description of the risk. To enter a description of the
risk’s control plan, click the Control tab, then type the description in the
Risk Control Plan field. You can use HTML editing features in both
tabs; these features include formatting text, inserting pictures, copying
and pasting information from other document files (while retaining
formatting), and adding hyperlinks.
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Calculating Exposure Values

The Methodology Management module uses a risk’s probability of
occurrence, and resource unit and expense estimates to calculate a risk’s
net exposure values. These exposure values are then used to determine
the risk’s impact on the project’s cost, float, and finish date when Project
Architect is used to import the methodology in the Project Management
module. The current project data are not changed. Choose Methodology,
Risks, to display the Risks window. Click the Display Options bar, then
click Risk Details.

Calculate a risk’s exposure values Sclect the risk whose
exposure values you want to calculate, then click the Impact tab. Type
the estimated number of labor and nonlabor time units, and the
estimated total cost of expenses the risk will incur, if the risk occurs.
Type or select a percent estimate of the probability that the risk will
occur. The module calculates and displays the risk’s exposure values as
Exposure = Impact x Probability.

This number is calculated using the WBS. —|

1
Impacted Activities I 10
Low High Impact Exposure |
Labor Units 200h I 2000k 200k . 100k
Frobability
Monlabar Units | Dhl Oh % [50 ﬁ % = ||
Expenses $D.UU| $0.00/ I

These fields contain the low and high labor and -
nonlabor time unit estimates, and the low and
high expense cost estimates, for the WBS
assigned to the risk currently selected.
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Customizing Risk Layouts

Use the Columns dialog box to specify which columns you want to
display in the current risk spreadsheet layout. Choose Methodology,
Risks, to display the Risks window.

Customize risk layout columns Click the Display Options bar and
choose Columns, Customize.

N ~ |

o Bwailable Options o 0K
Exposure Expense Cost Fs 0 Cancel

High Expenze Cost
h B Appl

Selected Options

WES
Friority
Impact Expensze Cost
Low Expense Cost

= General
Impacted Activities
Probability P Default
Risk Count
Rizk Description o
Risk Type i Edit Title...
=1 Units

Exposure Labor Unitz
Exposure Monlabor Units
High Labor Units

High Monlabor Unitz
Impact Labor Units
Impact Monlabor Units
Low Labor Urits

Low Monlabor Uitz

Help

Double-arrow buttons add/remove all available J Click to change the column —
columns in the current layout; single-arrow buttons title of a selected item.
add/remove selected items in the current layout.

Modify the columns shown in the risk layout by clicking the right/left
arrow buttons to move data items between the Available Options and
Selected Options columns.

Items listed in the Selected Options column are included in the current
layout when you click OK. Click Apply to see your changes without
closing the dialog box.
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Filter, group, and sort risk layouts You can select the risks you
want to view and specify how you want to display them, and you can
restrict which risks you view. In the Risks window, click the Display

Options bar. Choose Filters or Group and Sort By and the option that
best describes how you want to view risks.

Fle Edt ¥ew Methodology Define Tools Admin Help

This risk layout is grouped —

by WBS element and filtered
by probability for quick
analysis.

g (=)
Risks s A O
- Display: Risks 0O Add ‘
Risk = | Prierity npacted Activilies  npact Laber Units | esure Labor Units | WES -
=0 WES: PM PMI Project Management 100h _ m
B WES: PM.Init Initiate h
B WES: PM.Plan Plan 100k
[ Design Delaps 2-High 10 200h 100h PM.Plan
£ By WBS: PM.Exec Execute h
[ Instalation Delays 3-Nomal g PM.Exec
] Performance Testing 3-Nomal H PM.Exec
rsal Oh

= B WBS: PM.Chl C

El- Doy
Oy WES: PM.Close Close
4

General| | Dieseription [ Impact_| | Control |

Impacted Activities 4
Law High Impact Exposure |
Labor Units | &0h | gth [ T
robabily
Norlabor Units | Oh | oh | ® IEEI EE: =
Expenses | $0.00 [ 000 |
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Creating and Maintaining a
Document Library

|
In this chapter:

Viewing a Document Library and
Adding/Deleting Documents

Specifying Work Product and
Document Location References

Assigning Work Products and
Documents

Use the Work Products and Documents
feature to catalog and track all methodology-
related documents. These materials include
guidelines, procedures, standards, plans,
design templates, worksheets, and all types
of deliverables. A document can provide
standards and guidelines for performing an
activity’s work, or it can be a work product
or deliverable produced by work on the
activity. Examples of work products are
testing plans, design specifications, and
airframe blueprints. When you assign a
document to an activity, you can also

indicate whether it is a work product.

This chapter describes how to maintain your

methodology’s library of documents.
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Viewing a Document Library and Adding/Deleting

Documents

To change the list of work
products and documents
from a hierarchy display to
a list view, click the Title
column label. A triangle
symbol (5)in the Title
column label indicates a
list display.

The Work Products and Documents feature allows you to maintain
general information, such as revision date, location, and author, about
your organization’s documents. The actual document files can be stored
on a network file server, configuration management system, or Web site,
depending on your organization.

Choose Define, Work Products & Documents, to display the Work
Products and Documents window. Click the Display Options bar and
choose WP & Doc Details.

View a methodology’s document library Select the work product
or document whose information you want to view.

Fle Edt View Methodology Define Tooks Admin Help

Work Products and Documents E:ck e H‘fn',e §'j HCZ?D
~ Display: All'wPs & Dacs [} Add ‘
Title =|Reference No. Document Category | *
= B0 AEC 12207 _l &
= [2] work Products & Cut

£ [E] Configuration Management

[Configuration Management Plan Tem. ] Template By Copy
Configuration Management Plan 150101 Plan
B Pt
-[E] Configuration Management Status Fe.

[E] Contract Iniiation a

[E] Database Design Jz‘j
[El Documentation Management

[ Evaluation/Reviews

w =1 o 4 bt T hd
Genersl | Desorption Files | Assignments
Tite Flsference Na.
IEunflguvatlun Management Flan Template |\SU—IUU
Yersion Revision Date: Author Dacument Category
[ro 07-Jur01 | [iohn Santord [& Tenplate 1
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Add a work product or document Select the work product or
document immediately above and at the same level as the item you want

to add, then click Add. Click the General tab in Work Product and

Document Details. Type a name for the work product or document, then

add general information about it.

Fle Edt Wiew Methodology Define Tools Admin Help

Enter the reference or —
catalog number for the
selected work product or
document.

Track the version of the = —
work product or document
by entering the
corresponding number

[Z] Documentation Management
| [E Evaluation/Revisws
Elp

Generl | Descriplion | Filss——Assignments |

Title Fieference No.
IEnnhguralmr\ Management Plan Template ‘]T‘sn-w [il]
ersian RevisonDate O\ Auther Document Category
T\ o O-Jun 0l j | [Jobn Santord [ Template |

4 by * 3
Work Products and Documents o L hEL
~ Display: Al'WPs & Docs O Add ‘
Title =|Rieference Mo. | Diocument Categary | | X bu
=-[E 150/IEC 12207 | elele
E-[E] Work Products % ot
£ [E] Configuration Management
Configuration Management Plan Tem. . [150-100 Template Capy
Configuration Management Flan Flan
] Configuration Management Status Re... B P

[Z] Contract Initiation a
. 4 »
[E] Database Design -

and last update date.

Set up document categories by choosing -
Admin, Admin Categories.

Use Work Product and Document Details to view, add, and edit detailed
information about and/or open the selected work product or document.
You can also use Work Product and Document Details to assign the

selected item to work breakdown structure (WBS) elements and
activities.
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Enter a document description Click the Description tab and type
a description for the document. You can use the HTML editing features,
which include formatting text, inserting pictures, copying and pasting
information from other document files (while retaining formatting), and
adding hyperlinks.

Delete work product or document records Select the work
product or document or group of work products or documents you want
to delete, then click Delete. Click Yes when prompted.

Deleting a document record deletes only the record, not the
actual file that contains the document.
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Specifying Work Product and Document Location

References

Private Location
Use this field to define the —| [C\Progiam Fies\CMPTEMP.DOT ‘DE‘ Launch...
document as private.
3 . ) Public Location
Use this field to define the — [FTemplates'\CHTEMF DOT] ) B Launch..
document as public.

To use the Launch feature,
the files listed in the
Private Location/Public
Location fields must be a
type recognized by
Windows.

The module supports two types of work product and document location
references, private and public. Private location references can be viewed
only by users of Methodology Management and Project Management
modules. Public location references can be viewed by all project
participants, including users of Primavera Timesheets. For this reason,
public location references typically refer to files stored in a widely
accessible network location, an intranet, or the Internet.

Choose Define, Work Products & Documents. Click the Display
Options bar, then choose WP & Doc Details.

Enter work product and document location references Select
the work product or document for which you want to enter a location
reference. Click the Files tab.

Open a work product or document Select the work product or
document you want to open. Click the Files tab. To view the private file
for a work product or document, click Launch next to the Private
Location field. To view the public location for a work product or
document, click Launch next to the Public Location field.
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Assigning Work Products and Documents

For instructions on
assigning work products
and documents from the
Activities and Work
Breakdown Structure
windows, see “Working
with Activities” on

page 109 and “Establishing
a Work Breakdown
Structure” on page 63.

To change the sort order
of any column, click the
column labels.

Use the module to assign work products and documents to both
activities and WBS elements. For example, during a methodology’s
early planning stages, you may assign a work product or document to a
WBS element. Later, you can assign the same work product or
document to one or more activities as your methodology’s activity
details develop.

Choose Define, Work Products & Documents. Click the Display
Options bar, then choose WP & Doc Details.

Assign work products and documents from the Work
Products and Documents window Select the work product or
document you want to assign. To assign multiple work products or
documents, hold down the Ctrl key, then click each work product or
document. Click the Assignments tab.

Click Assign. Select the activity or WBS element to which you want to
assign the selected work product or document. Click the Assign button,
then click the Close button. To remove a work product or document
assignment from an activity or WBS element, select the item in the
Assignments tab, then click Remove.

WwEBS Code Activity 1D Activity Mame work Product

Prepare configuration management plan v

= 5wD.4 C10z0 Perform configuration contral of softw...

Eﬁ Assign | E® Remove |

Mark to indicate the item is a J
work product.
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Checking Methodologies In and Out
of the Module

] The Check-In/Check-Out feature enables
In this chapter: you to keep track of methodologies that have

. been checked out for use at other locations.
Managing Remote Methodologies . . .
Until the methodologies are checked back in
Checking Out Methodologies
. to the module, other users cannot change
Checking In Methodologies . ) .
activity, resource, and other information for

the methodologies.

This chapter describes how to check

methodologies in and out of the module.
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Managing Remote Methodologies

Check methodologies out of the module to work on them at remote
locations. When a methodology is checked out, it cannot be modified in
the module until it is checked back in.

You can check methodologies out in Primavera proprietary format
(XER), which enables you to use activity, cost, resource, and other types
of methodology information with other Methodology Management
installations, regardless of the database being used (Oracle, or Microsoft
SQL Server, including SQL Server Express).

Track check-in/check-out status You can easily determine
whether a methodology has been checked out of the module. Choose
Methodology, Methodology Properties.

E_.Methodology Properties B3 I
Click the General tab, then |
review the value in the Cotes Methodology Name
Check Out field. = mple Flug-in / PRI Project Management [PA)
Motebook
o5 Methodology Status Check Out Total Activities
Costs | available | TChecked In = | [ 2
Uit Methodology Type Date Added
I Flug-in - l |D4-D ec-98
E stimation Factor Category Added By
hsfg _I Iadmin
Help | = Cloze
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Checking Out Methodologies

The Check-Out wizard guides you through the steps for checking out a
methodology. Before you start the wizard, open the methodology that
you want to check out. Note that you can only check out one
methodology at a time.

Check out methodologies Choose File, Check Out. Specify the
name of the file and the location where the file will be saved, then click
Finish.

x|
BN Check Out

File Name

wWhat iz the name of the xer file to check out to?

File Mame
Isample.xer _i Click the
Browse
button to
select
the file
location.

0 Cancel ‘ Erew | [t
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Checking In Methodologies

A methodology previously checked out of a Methodology Management
module database can be checked back in to any Methodology
Management installation. Before you start the wizard, open the
methodology that has been checked out.

Check in a methodology Choose File, Check In. Click the Browse
button to select the methodology file that you want to check in, then
click Next.

x|
8N Check In

File Name

Please enter the file name of the xer file being checked in.

File Mame

Isample.xer _I

Ed Finish |

0 Cancel ‘
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Choose update methodology options Select a layout
configuration to use when importing methodology data. The options
specified in the layout configuration determine how the module handles
data in the import file that match data in the database. You can create
and save several different configurations; however, only one
configuration can be used to check in the file. Select Yes in the Use field
next to the configuration you want to use.

i
8 Check In

Update Methodology Options

Import configurstions of update options may be saved and reused. These define the action to
take when imported data (e.9., resources, activities) conflict with existing dsta. Please choose
swehich layout configuration to use during the import. You may alzo Add, Remove or Modify 2
lzyout.

Use Layout Mame

Default Configuration Click to
customize
the layout

] config-
Click to crea?te anew 0 Add | B#  Remove | B~ Moify... | uration.
layout configuration.
@ Cancel 4 Prev | B Finish |
Modify a layout configuration To modify the options specified in a
layout configuration, select the layout name in the Update Methodology
Options dialog box, then click Modify.
ﬂ Modify Import Configuration
Modify the selected configuration by choosing the action to take when the same
data exists in the import file and project being updated.
0 Cancel
Check Delete to delete those values in the database that are not contained in the
il i rting.
To delete data that are =L e e 1 Help |
in the methodology Data Type
being updated but that Data Type: Global
are not included in the Activity Codes Updste Existing i
import ﬁ/e, mark the Resource Codes Keep Existing Il
checkbox. To retain the T\T'TP I ieen :xf;‘fng r
data, clear the iork Products and Documents  Keep Xf fng Il
Resource Code Values Keep Existing Il
checkbox. Resources Keep Existing Il
Data Type: Methodology

Activity Cores Update Exizting Il

WHS Update Exizting Il

Activities Update Exizting Il

Risks Update Exizting Il

Expenzes Update Exizting Il
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The

Modify Import Configuration dialog box lists the data types for

which you can set options. Mark the Delete checkbox next to a type to
remove data that exist in the methodology being updated but that are not
included in the file being checked in. For example, if risks are defined in
the methodology being updated, but they are not included in the file
being checked in, mark the checkbox in the Delete column to remove
the risks from the methodology being updated. Select one of the
following in the Action field to indicate how the data type is updated:

Keep Existing - Retains data in the existing methodology and does
not overwrite them with the updated data; adds new data if the
record does not exist.

Update Existing - Overwrites data in the existing methodology
with updated data; adds new data if the record does not exist.

Insert New - Retains data in the existing methodology and adds
any new data items. For example, if a new role was added to the
data, but you don’t want to change the existing roles, choose Insert
New to add the new role to the existing methodology.

Do Not Import - Retains data in the existing methodology and does
not import the updated data.

Click OK to save changes to the layout configuration. Click Next.

=

If the module is unable to detect the view currency specified
for the methodology being checked in, a dialog displays to
allow you to select it. Click the Browse button to select a
matching currency, then click Finish to complete the check-in.
If the view currency of the methodology you are checking in is
not available, cancel the wizard, then contact your
administrator to request that the currency be added.

Primavera - Methodology Manage
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Part 4

Customizing Methodologies

In this part

Working with Layouts
Grouping, Sorting, and Filtering Data
Customizing Layouts
Customizing Reports

Printing Layouts and Reports



R ead this part to learn how to customize your desktop and
create layouts that show you the data you need to manage your

methodologies.

“Working with Layouts™ describes the types of layouts you can
create and explains how to add, open, and save layouts. It also
describes how to import and export layouts to share with other
users. Read “Grouping, Sorting, and Filtering Data” to learn
how to organize the data displayed in layouts to focus

immediately on the information you need to see.

“Customizing Layouts” shows you how to change the look and
content of layouts by modifying columns, customizing Activity
Network boxes, and editing fonts and colors. “Customizing
Reports™ discusses how to create reports and assign them to
report groups. The last chapter in this part, “Printing Layouts and
Reports”, describes how to preview and print layouts and
reports, and save layouts and reports as HTML files.
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Working with Layouts

|
In this chapter:

Layout Types

Creating, Opening, and Saving
Layouts

Exporting and Importing Layouts

Use the module to create layouts that display
the data you want to see, in the format you
need to see them. You can customize the top
and bottom areas of the layout to include
tables, Activity Network diagrams, and
Activity Details. Once you are satisfied with
your layout, you can save it so you or other

team members can use it again.

This chapter describes the different layout
types and explains how to create, open, save,

export, and import layouts.
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Layout Types

You can open the following types of activity layouts: Activity Tables,
Activity Networks, Activity Details, and Trace Logic. Split the
Activities window into top and bottom panes to display different types

of layouts at the same time. For example, show an Activity Table in the
top pane and Trace Logic in the bottom pane.

Fle Edt View Methodology Define Tools Admin Help

Click the Layout Options bar —
to display a menu of options
that you can use to
customize the top and
bottom panes of the
Activities window.

Click Show on Top and —|
Show on Bottom to select
the layout type displayed in
each area of the Activities
window.

s @ +* =
Activities Back Fowad  Home  Din Help
O [Dogf YE @28
—_—

7 Lavalk Classic WES Lavout Yoo Filter: All Activities o Add
— o Low High| Floles |
Duration Duration b4 Delete
£ Gantt Optiens. . em architectue 140d  14.0d| Database Architect, System Analst, ...
£l Colurms... lewel software design 404 4.0d | Project Software Manager, Senior Soft & e
¥ Table Font and Row... b 3004 30.0d| Database Administial By G
Actvity Hetwork ; _
Bottom Layaut Gptions, .. inal interfaces 7.0d P Paste
tation
W Fiers... e soltware 2754 27.5d] Senior Seftware Engineer, ., A Fomes
Group and Sort... & extemnal interfaces 11.0d 11.0d| Serior Software Enginesr, Software En_ 7|

L3
odes/Atiibutes | Motebook | Steps | WPs & Docs | Expenses
, ] codesdaicutes [ oteback [ Steps [ wPs £ Dacs [ £ |

Show on Top
Show on Bottom

Tform detailed softwars desian

¥ Owner

& RschyRole
2% Role:

Hint Help
N =w—— [Dessiiption Attribute Name 3 Ae
~ Collapse &l o5 Predecessors
Collapse To... 2 successas
4 30 Bl I |
ER  Assign B Femove ER Assion | B Femove
I [User. admin [Aicozss Mode: Shared [Type: Base >
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For additional information
about layout types and
examples of sample
layouts, see “Quick Tour”
on page 17.

Activity Table

Displays activity
information in spreadsheet
format. Use this type of
layout to quickly update a
methodology.

You can use filters and
data grouping to see only
those activities that occur
in your current status
cycle.

Refer to the examples on the following pages:

— Click the Show/Hide Bottom Layout button to
display the top layout in an expanded view.

File Edt View Methodology [Define Tools Admin Help

e @)
Activities s L
E =5 O al(e) 5o 78 %5 %

“ Layout: Classic WBS Layout |~ Fiter &Il Activities s 2dd
Activity ID Activity Hame Low High| eles -
o ‘ Duration|  Duration ‘ j X Delets
=1 PM PMI Froject Management
1 PRIk Initiste & Cut
4042 Initiats the Project 264 2504
E PM.Plan Plan B
3 Define pi workbreakd. | 250  asod) | B Fa:
Define and ssquencs project activitiss 254 2504
Plan project organizalion, communicati 254 50d 8 Resouces
Estimate and schedule activiies 26d  250d
Estimate and budast costs 264 2504 & FercbyRolke
Develop risk management plan 254 50d
Devwelop quality management plan 25d 25.0d & Roes
Develop subcantract management plan 264 2504 B Activity Codes
523 Aeqire project resources 254 2504
5238 Integrate and update praject plan 254 04 58 Predecsssors
El PM.Exec Exscule m
4046 Suppart proiect activiies 25d  250d
4047 Petform qualty assurance 254 04
4048 Petform subcantiact management 264 2504
4065 Perform team development 26d  250d
5237 Begin development milestane 0.0d 0.04
5241 Perform product inspections 254 2504 |

I I I I Y
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Activity Network
Provides a graphical
display of activities,

including logical
relationships. The
Activity Network can
be displayed in the top
layout only. The left
side of this example
displays the WBS
hierarchy, while the
right side shows the
activity flow in
graphical format. Use
this layout to change
the sequence of
activities as your
methodology evolves.

File Edt View

Methodology Define Tools Admin Help

el 4 » b +*
Activities Ssck  Fowsd  Home D Hel
BslE Bale 5o v/E 82
“ Layout: Classic WBS Layout |~ Fiter &Il Activities s Add ‘
WBS Code | w85 Name
=0 P M Froiect .. || VWBS: PM.Plan Plan X Deles
I PM.Init Initiste
Ty PMEsec Execule 4043 4044 4045 Copy
~EgPM.CWl Contral Define project scope Define and sequence Plan
|E PM.Close Close and work breakdown project activities orgal W% Paste
|structure comt
& Fesouces
& FochyFoe
&  Foks
=y Activity Codes
== Predecsssors
= Giccessors
T / 2

To quickly zoom in on an Activity
Network box, hold down the Alt
key, then click and drag in the
Activity Network section.

Fle Edt ¥iew Methodology Define Tooks Admin Help

it A it
Activities BT e nome I
B~ [Bas =jm 78 2 &l
~ Layout. Classic WBS Layout | Filter: All Activities D add
Activitg 1D Activity Mame Low High | Foles -
& Duration|  Duration x Delete
4044 Define and sequence project activities 25d 25.0d
4045 Flan project organization. communicati. 25d 25.0d & G
4055 Estimate and schedule activities 25d 25.0d Cony
4056 Estimate and budget costs 25d 25.0d
4053 2.5d 25.0d B Pt
.. 4060
4081 8  Resources
523 Acquire project resources

=] &F Rarcby Rols ‘

General | Core Reuse | Resauses | Fredk Successars | Codh

rbutes | Wotebook [ Steps [ WPs & Docs | Expenses |

&% Roles

il Acthvity [a0EN [Develep qusity management plar ¥ Ouner
Activity Codes
Adtivity Type Duration Type Low High
[Task Dependert =] [Fied Duration and U= | Leber Urits E 200
WeS % Complete Type Ot Wit ] [
Pk P P o CTe— R =

Activity Details

Display and enable you to
modify detailed
information for an activity
you select in either the
Activity Table or the
Activity Network. This
type of layout can be
displayed in the bottom
layout only. Use this
layout type to add and
update activities.

To show or hide any of the
Detail tabs, right-click on a
tab title and choose Edit
Activity Detail Tabs.
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Fle Edt View Methodology Define

Tools  Admin  Help

Activities

&

Back  Fomward Home

sl o & Fl® v/E &ale

“ Layout Classic WES Lapout

|~ Fier: All Activities

w5 Code [wss

TVES: PAAFlan_Flan

PHI Pr.
Initiate

Execute
Control
Cloge

et e
e scnm octez a2 tes

De e avl re e

|

P
Dir. Help

| [ Add ‘
X Delete
& Cut

Copy
[ =9 Paste

8  Resources
&F Rarcby Rols

&% Roles ‘

4043
Define project scope and

4044

4045

Define and sequence

work breakdown structure

project activities

o |Plan project organization,

" communications, key
personnel

B Activity Codes
5 Predecessors

B susceson |

|

A

To quickly zoom in on a box, hold
down the Alt key, then drag in the

Trace Logic layout.
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Creating, Opening, and Saving Layouts

Choose Layout, Open, to
apply an existing layout to
the current methodology.

For detailed instructions on
customizing the top and
bottom layouts, see
“Customizing Layouts” on
page 189.

Once you create a layout, you can save it and use it again at other stages
of the methodology or with different methodologies. Make layouts
available to all users (global) or to a specific user only.

File Edt View Methodology Define Todls Admin Help
P 4 » b i d &}
Activities Back  Fowad  Home Dt Help
[Ber [Dogf YE @28
(€7 Lok Classie WES Lavenk { Fiter. 4l Activites D s
oo ousin| o] r
= . B save X Dekte
5 Gantt Option: e T60d 14.0d Database Architest, System Andyst, 5...
e o o0d 4.0d Projact Software Manager, Senior St b o
Table Fort and Row... hase 300d  30d Database Administator o
Activity atwork ¥ Liled software cesign 130d  13.0d Senior Saftware Engineer, |
Eottom Layout Options. .. inal interfaces 7.0d 7.0d | =} Paste
kation
7 Fikers... e soltware 275d)  27.5d| Senior Saftware Engineer, ., 8  Resources
G ) ST e & extemnal interfaces 11.0d 11.0d | Serior Software Enginesr, Software En_ 7|
v R by Rlols
SHEIENIED [ Codesiattibutes | Hotebaok [ Steps | wFs & Dacs | Expenses | & d
Show on Bottom 4 8‘6
T aTte etem ¥ Ouner Hoe
Hink: Help
Ik — Aty Codl
P— Duration Type Law High 3 ety B
~ Colapse al Fired s Elflts i 30| = Prdcossas |
Collapse To.. % Camplete Type Manlabor Units 0.00d 0.00d B Successus ‘
@ HADEV S| System stallion | [Duration =1 | uation [ 0d | 404
[User. admin [ficcess Mode Shared [Type: Base 4

Add a new layout Customize the top and bottom layouts to create a
new layout, then save the layout using a name you specify. Click the
Layout Options bar, then choose Layout, Save As. Type the layout
name, then select who will be able to use this layout: All Users, the
Current User, or Another User. If you select Another User, click the
Browse button in the User field, then select the user’s name. (If you save
a layout and specify a user other than yourself, you will no longer be
able to access the layout.) Click Save.

Open a layout Click the Layout Options bar, then choose Layout,
Open. Select the layout you want to open, then click Open. To preview
the layout without closing the Open Layout dialog box, click Apply.

Save changes to a layout Click the Layout Options bar, then
choose Layout, Save. To save a copy of the layout using a different
name, choose Layout, Save As. Type a name for the layout copy, then
click Save.
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Save an Activity Network layout You can save an Activity
Network layout as an.ANP file, to use later or e-mail to another project
user. To save an Activity Network layout, click the Layout Options bar,
then choose Activity Network, Save Network Positions.

Fle Edt View Methodology Define Tooks Admin Help

it 4 4 L 2
Activities i Back Fowsrd  Home  Dir Help
B Dalz®m TE & & &
{2 Lavout, Dlassic WES Laveut | Filter: &l Activities o add ‘
Layaut ¥ [ | ["WES 2986 Systemn Inteqration and Testing x ‘
WHS: 49861 Integration and Internal Testing Delete
o colurns.., .
& Table Fort and Row.., ' & Cut

Activity Network Options. .

E
. Coy
Bottom Layout Options. . Open Network Pastions. . M
F Flers. Save Network Positions. .. | = Paste
a
Group and Sert... . |[WES: 498.6.2 System Qualification Testing
. & Pesouces
Shows on Tap b
Show on Bottom » ba = 1 T 1 T 1 &' Rty Rols
- = Trepare BrogEm a2z T qralfeaton
. | | = B T =
a
*+ Expand All a. my Activiy Codes
~ Colapse Al a
T B FmsTE il - Predecessors
E = Giccessors
By 4385.1 Integra
By 49362 System
Iy 4987 Softwa.
K1} | 2
[User: admin [Access Mode: Shared [Type: Base 4

savens (x|

Save in: I@ Methodology Management j = EF '
[:Ilogs

Type a unique name to
identify the layout, then
click Save.

e name: 150 1 bwaare j Save I
Save az type: Fasitian Files [*.anp) | Cancel |
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Open a saved Activity Network layout Click the Layout Options
bar, then choose Activity Network, Open Network Positions. Browse to
the folder where the saved layout file is located. Select this file and click
Open.

open 21|

Look in: I@ Methodology Management j = EF '

File name: IISD 12207 Software Development_A. anp j Open I
j Cancel |

Files of type: IPosition Files [*.anp]
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Exporting and Importing Layouts

If you want to share a layout with other users, export it to a central
location from which they can import the layout to use with their own
methodologies.

Export a layout Click the Layout Options bar, then choose Layout,
Open. Click the name of the layout you want to export, then click
Export. Specify a name and location for the export file, then click Save.

2| x|
Save in: I@ Methodology Management j - rj( Ed-

-1 logs

File name: t"n.l.lt}'u:nriru:l - Roles and Resources. j Save I
|| Save as ype: IPrimavera Layout File [*.plf) j Cancel |

v
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Import a layout Click the Layout Options bar, then choose Layout,
Open. Click Import, then select the location of the layout file you want
to import. (Primavera layout files have a .PLF extension.) Click Open. If
you want to make the layout available to all users, click Yes when
prompted.

Look in: I@ Methodology Management j = EF '

logs
. Authoring - Roles and Resources. plf

File name: IAuthoring - Roles and Resources. plf j Open I
j Cancel |

Filez of type: IPrimavera Layout File [.plf)
¥

To overwrite the current layout with your changes, click the
Layout Options bar and choose Layout, Save.
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Grouping, Sorting, and Filtering

Data

|
In this chapter:

Grouping Data
Sorting Data
Filtering Data

The module provides extensive grouping,
sorting, and filtering capabilities so you can
view a methodology from many different

perspectives.

Grouping organizes activities into categories
that share a common attribute. For example,
focus on activities by resource,
responsibility, or durations. Sorting arranges
activities or resources in any order you

select, such as by labor cost.

Use filters to narrow your selection to a
specific data group. The module provides
several filters which you can use or modify;

you can also add new filters.

Read this chapter to learn how to group, sort,

and filter data in your methodologies.
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Grouping Data

This layout is —
grouped by multiple
levels of the WBS.

Group to organize information in categories that share a common
attribute, such as work breakdown structure (WBS), code value, or
resource. You can customize group criteria when you are working with
activities and resources. Group by simple, one-level lists of information,
such as durations, costs, and other numeric data. You can also group by
multiple data items in the same layout. For example, group by activity
type, then resources. Each group band can have a unique color and font.

Group criteria can also be arranged in hierarchies of data at multiple
levels (up to 20). These items include WBS and activity codes. Choose
whether to indent each level in the hierarchy, and specify up to which
level to show. If you limit the number of levels, you can group by
additional data items.

Fle Edt View Methodology Define Tools Admin Help

P % * @
Activities Back  Fowad  Home  Di Help
Bl B s & Flom 78 43
 Layout: Classic WBS Layout [~ Filter &1l Activities 0O ad
Activity ID r|;:\cmy Name Low High| Ridles -
| Duration|  Duratin T X Dele
= CMM CMM Level 3
5 CMM.1 Project Milestones & E
TC1160 Miestone: Project inliated 00d 00d -
TC1170 Miestone: Inital project plans approved 00d 00d
TC1130 Miestone: Project completed 00d 00d [ R
= CMM.2 Project Plans
(5CH) Pl 8 Resouces
TC1020 | Updal 25.0d & Rsrcby Role
) CMM.2.2 Software Development Plan (SOF)
4679 Pienare neer eview olan Al 2611 I |
General | Fesources | Predecessors | Successars | CodesdAtrbutes | Motebook | Core Reuse | Steps [ WPs & Docs [ Expenses | B Activity Codes |
S| oty [578 [Frepare 500 Pl v Owner w Predscassors
Activity Type Duration Type Low High & Successars |
[T sk Dependent =] [Fired Duration and Uy x| | Lebertnis | | 200
WES % Complete Typs Marlaer Units 0 0
ﬁ CHM.21 Software Configuratio | [Durstion =1 Duaion l— l—
254 2504
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To select the data item by —|

which you want to group data,
click the Group By field and
select a value from the drop-
down list.

Customize grouping In the Activities window, click the Layout
Options bar, then choose Group and Sort. You can also click the Display
Options bar from the Resources window and then choose Group and

Sort By, Customize.

When grouping by a hierarchical item, such as
WBS, mark the Indent checkbox to indent each
level, and specify how many levels to show.

B2 Group and Sort

x|

Display Options /

| v o

¥ Show Group Totals
[~ Show Grand Totals

[ Show Summaries Only

0 Cancel

B Al
> Delete

Group By I

Incent |T0 Lewel XIGroup IntervaD |F0nt & Colar

Iﬂ | Sart...

} Default

W &l 8 Arial
g Arial
WEBS level 3 g Arial
WES level 4 g Arial
WEBS level 5 g Arial
WHS level B 8 Arial

| Group By Options |

These settings apply to the — T Hieif emty

Group By field selected above.

[ Sort bands alphaketically

Showy :

I~ Title

¥ D/ Cade

¥ Mame / Descrigtion

When grouping by numbers or durations, choose an ——
interval for each group. For example, group activities by

actual costs in increments of $3,000.
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You can show or hide the ID/Code and Name/Description fields as
labels in the group-by bands when grouping by hierarchies that include
both an ID/code and a name description. Mark or clear the checkboxes
to choose the text to display on the grouping bands.

m To display the field name on the grouping band, mark the Show
Title checkbox.

m  To display the ID or Code value on the grouping band, mark the
Show ID/Code checkbox.

m  To display the Name or Description on the grouping band, mark the
Show Name/Description checkbox.

You must select either Show ID/Code or Show Name/
Description.

= WES: ERP Systemz.ERFP1 ERP System Installation

= WES: ERP Sypstems ERP Spstems
. 1630 Project Execution

= WES: ERP Sypstemz.ERP1.1 Analyze Spstem
A1100 Dresign system architecture
A1110 Perform high-level software design
Al120 Design database
A11680 Perform detailed software design
A1380 Design external interfaces

= WES: ERP Systemz.ERF1.2 Perform Test Rollout
A1280 Prepare for system integration and testing
A1260 Perform system integration and testing
Al280 Perform strezs testing

erfarm interface testing

|— Title L ID/Code - Name/Description

You can sort grouping bands alphabetically rather than hierarchically. If
the Sort Grouping Bands Alphabetically checkbox is not marked, the
group bands are sorted by default according to their placement in the
hierarchy.

g This sorting option can be applied on a row-by-row basis for
each group by row. For example, alphabetically sort the
band of the first hierarchical group by row, and hierarchically
sort the band of the second hierarchical group by row.
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Activity [D Activity Mame Law High| Rolex
¥ Duration|  Duration
. ' Lapout: Clazsic WBS Layaut Filter: All Activities
FUSYS.DS System Diesign Aativity 1D Aty Mame Low High| Fioles
¥ Duration

FUSYS.IM Spster Implementation
FUSYS.IT System Integration Tests
FUSYS.PA Project Administration
FUSYS.04 04 Tests

FUSYS.RE System Requirements
FUSYS.SI System Installation

i oject Administration
FUSYS.RO System Requirements
FUSYS.DS Spstem Design
FUSYS.IM System Implementation
FUSYS.IT System Integration Tests
FUSYS.0A DA Tests
FUSYS.51 Spstem Installation

L These grouping bands are
sorted alphabetically. . .

L ... and these grouping bands are
sorted hierarchically.
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Sorting Data

To select a data item to use
as the sort method, double-
click the Field Name cell and
select the field.

To select a sort order,
double-click the Sort Order
cell and choose Ascending

or Descending.

Sorting determines the sequence in which the module lists activities or
resources, depending on the displayed window. You can sort
alphabetically, numerically, or chronologically based on the data item
you choose. For example, sort by high duration in descending order to
see activities estimated to take a longer period of time at the top of the
layout.

Specify sort order In the Activities window, click the Layout
Options bar, then choose Group and Sort. Click Sort. You can also click
the Display Options bar from the Resources window and choose Group
and Sort By, Customize, then click Sort.

o EH|
m: 4 0K
Azcending w
00 ad —— ClickAddto
RSN | i
: additional
Help sort criteria.
o >
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Sort columns alphabetically You can sort rows within a column
alphabetically by clicking on the column header. The three-way toggle
enables you to sort the column by hierarchy or an ascending or
descending alphabetical list.

An outline symbol (= )in the column header indicates a
hierarchy view. Depending on the direction it is pointing, a
triangle symbol (%) indicates a descending or ascending
alphabetical list.

Fle Edt Wiew Methodology| Define Toolf Admin Help

4 » iy T
Work Breakdawn Structure R Hone i
~ Display: WBS [} Add ‘
= [wBS Name
Finan st X Del /Merge
Project Adrinstiation 3 a0 % Cu
I FUSYS RO System Flequifements 4 50
Iy FUSYS.0S System Diesigl 5 20 Copy ‘

Fle Edt View Methodology| Define Tools Admin Help

4 4 @ * @

Work Breakdawn Structure T o i
[~ Display: W8S (| Add |
‘WS Corde ©[wBS Hams T otal Activlties Estwisight
Ber\aralL foos | e - X Del /Mege
was e Iy FUSYS DS System Disigr 5 20 M o
Iy FUSYS M System Implemsrtation 4 40
FUSYS gy FUSYSIT System Intenyation Tests 4 15 Copy
Respan Ry FUSYS PA Pioject Admiristrstion 5 a0
5 gy FUISYS.04 QA Tests 3 10 B Pan
FUSYS AT System Pmirsmsrts 4 50 -
4 »
R FUSYS 5! System Instalstion 5 10 =
General | Motebook | WES Miestones | wPs & Docs
WES Code Hame
|FUSYS IFmar\:\a\ System Upgrade
Fiespansible Manager Project Phase
[ Tnfomation Technolegy Dept. = @ ]

[User admin [Access Mode: Shared [Type: Base 7

You can also change sort order with the Sort dialog box. Click Sort in
the Group and Sort dialog box.
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Filtering Data

Displays the name of the
filter currently applied to the
layout

Use filters to focus on specific data. A filter is a set of instructions that
determines which data are displayed in a layout. You can create a set of
filters for activities, or you can use predefined filters. Filters can be user-
defined or global. User-defined filters are filters that you define. They
are available only to you for all methodologies to which you have
access. Global filters are available to all users for all methodologies.
When you apply a filter, you can specify whether to change the current
layout to include only those activities that meet the filter criteria, or you
can simply highlight the activities that meet the criteria.

Fle Edt View Methodology Define Tooks Admin Help

i 4 » i
Activities Ph0 Foead  Home . Di S
EoFOna Fm 78 43

Tayout CIassic WHS Layou T Filter &ny: Level of Effort ) D add
Activity ID Activity Nams Activity Typs High| lcles -
K Duration|  Duration ¥ Delels
CMM.25 Statement of Work ml
EI CMM.3 Project Management L3 Cut
51 CMM 3.1 Management e
4636 Pertorm ntergroup cocrdination Level of Effort 25d 2504
5588 Trackanalyzs project risks and citical.. | Level of Effor 254 250d B ot
5595 Impleent changes Level of Effort 254 250d
5600 Track/analyzs cost/schedule variance  Level of Effor 254 250d 8 Fesourcs
5602 Archive deta Level of Effort 254 250d
TCI70 Track/analyzs software work products  Level of Effor 251 2504 & Rsrcby Foke
51 CMM 3.2 Software Quality Assurance [SOAI =
% Rokes ‘
General | Resources [ Pred [ Successars | Codesbtibutes [ Woteboak [ Core Reuse [ Steps | wPs & Docs [ Expenses | = Aciiviy Codes |
il Activiy [4624 [Develop traring couses and maters ¥ Owner = Fredecessors
Activity Type Duration Typs Low High & Successor ‘
[Levelof Effon =] [Fied Duration and U= | Leber Urits | | 200
WS % Complete Type Nonlabor Urits [ o[ o
[y M3 Training (Organization- | [Duration =l | bustion 25d 50d
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Select a filter In the Activities window, click the Layout Options bar,
then choose Filters. Mark the checkbox next to each filter you want to

apply.

Choose All or Any to combine
multiple filters. Combining filters
further narrows the selected data.

E_.Filters H=E3 I
Mark to view all activities —{I¢_AllActivities ) Gmw activities that math v oK.

(and remove all filters). ‘o ettt

" Any selected filker 0 Cancel |
These predefined filters ier 7| Select
are available when you = ?De[au"l — = B Aenb
. Y evel ol orl
are selecting activities T Misstons [ 0 Mew.
in the Activities window.
7 Nomal O X Delete
= User Defined
| | ¥ [Engineeing | | G

B P To convert a
- user-defined
m filter into one

that all
Choose to display only the ’ Methodology
activities in the current Management
layout that meet the filter Help users can
criteria or to simply access, select
h’ghhght the activities in the ‘wihen applving the selected filker(s): | it, then click
current layout that meet the Make Global.

. (v Fleplace activities shown in current layout
criteria.  —

" Highlight activities in current layout which match criteria

You can also customize individual filters when creating reports (using
the Report Wizard).
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To view a user-defined or
global filter’s settings
before applying it, select it,
then click Modify. To view
the criteria for a predefined
filter, first copy and paste it.
The filter is copied to the
user-defined list, which you
can then modify.

Create a user-defined filter In the Activities window, click the
Layout Options bar, then choose Filters. Click New. Type a filter name.
Click the Parameter cell and select a data item. Double-click the Is cell
to select a filtering criteria. Specify a value in the Value field. If the
values require a specific entry, you can select from a drop-down list. For
example, if filtering by activity type, you must select from a list of the
available types.

Click Add to define multiple selection criteria. Specify whether all
criteria must be met or at least one criteria.

If you specify that All criteria must be met, the module
joins each statement with an “And.” If Any criteria can
be met, an “Or” is used.

You can also click the
Display Options bar from
the Risks window, then
choose Filters to filter the
current list of risks. You
cannot save filters created
in Risks.

EdFilter =] B3 I
Filter Mame I[Untitle Filter] o QK
. Display: Filter / | 0 Cancel
Dizplay all rows |F'ar meter |Is |Value |High Walue |
= [l of the following] 0 add
B WBS MM 1
And  WES equals ChiM.3 X Delete
é{; Cut
Copy
ﬁ Faste
-
4 »
A4
Help

You can “nest” criteria to create multiple levels of selections. If you
specify the topmost parameter as All of the Following, each successive
level selects from only the activities that meet the criteria of previous
levels. If you specify Any of the Following as the highest parameter,
each group of criteria is separated by an “Or.”

Remove filters In the Activities window, click the Layout Options
bar, then choose Filters. To remove a specific filter, clear the Select
checkbox next to that filter. To remove all filters, click All Activities. To
preview your changes, click Apply.

Delete user-defined activity filters In the Activities window, click
the Layout Options bar, then choose Filters. Select the filter you want to
delete, then click Delete. You can only delete user-defined filters.
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Combining Filters

To create a filter that selects any activity from one selection criteria and
any activity from another selection criteria, you must define two
separate filters and then combine them when you run the filters. For
example, to select any activity belonging to the Engineering group that
is not complete, you might create one filter that selects any activity that
falls under various WBS levels (specific to the Engineering group), and
another filter that selects any activity with remaining labor units greater
than zero. To run the filters, choose Activities Must Meet All of the
Selected Filters and mark the checkboxes for the two filters on the
Filters dialog box.
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Customizing Layouts

] This chapter describes how to customize
In this chapter: layout columns and specify the look of

Activity Network boxes to help you analyze
Modifying Columns L .
methodology activities. You will also learn
Formatting Activity Network . .
Layouts how to customize activity layouts.
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Modifying Columns

You can customize the look and content of the columns included in
tables and spreadsheets in the Activities window. Choose which
columns you want to include; change the column widths, the order in
which columns are displayed, and the row height; specify column fonts
and colors; edit column titles; and copy column formats from other

layouts.

— To move a column,
click and drag it to a
new location.

Click a column title to toggle the sort
order from ascending to descending.
The down arrow indicates that the

data are sorted in descending order.

File Bt View Methodology Define }«{ms Admin Help

You can also customize
the columns displayed in
most windows, such as
Resources, WBS, and
Expenses.

4

Adtivities - . T
Ehe Tog Fl TE 238
Lapeut-Elassie wiBSLayqut | Fiter. &1l Activities 0o Add
Activity ID GP;\cuw Name Activity Type Low High [ Fioles -
‘ Duration|  Duration J x Delste
=1 CHM CMM Level 3
= CMM.1 Project Milestones ] Cut
TC1160 Milestane: Project intiated Start Milsstors 0.0d 0.0d Copy
TE170 Milestane: Initsl project plans sppraved | Start Milestons 0.0d 0.0d
TE1190 Milestane: Project completed Start Milsstors 0.0d 0.0d [
1 CMM.2 Project Plans
(] CMM.2.1 Software Configuration Managsment [SCM) Plan 8 Resouces
4678 Prepare SCM Plan Task Dependent 254 2504
TC1020 | Update SCM Plan Task Dependent 254 2504 &f HsrcbyHu\E
1 PhdRA 2 Grfhniara Navimlnmmmsnt Plar, (G180

_l_l a4 Ficles |

General | Resources | Predecessors | Successars | CodesdAtirbutes [ Motebook [ Steps | WPs & Doss | Core Reuse [ Expenses |

=2 Activity Codes

i‘ Aclivy [4524 [Develon trairing courses and materia el @ & Predecessors |
Activity Type Duration Type: Lowt High & Successors
[Covelof Etfor =] [Fied Duration and Uy =] | Lebortinits
- ¢ Complete Tope Norlsbor Urits |— |—

[ THM.8 Training (Organization | [Duration =l Duation [ zod [ 04
%0d
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Add or remove columns In the Activities window, click the Layout
Options bar, then choose Columns.

To include a column in the layout,
select it in the Available Options area,
then click the right arrow. To remove a

column from a layout, select it in the

Selected Options area, then click the
left arrow. Click the double-arrows to
add or remove all columns at once.

|

' & 0K

The sequence of columns in
the layout will be the same as
their order in this list. Click the
up and down arrows to move
columns higher or lower in the
list.

I
o Bwailable Options Selected Options

Activity Core Reuse

Percent Complete Type
Predecessors
Reference Docs

Activity Mame

j @  Cancel

Activity Count Activity Type

Activity Count Low Duration -

Altributes High Duration = Apply
Core Reused Foles

Diuration Type Bz

Durdton I Copy From...
Methodalogy

Cwner

)3 Drefault
B EditTitle..

Resource Dz
Resources

Role Dz

Source Methodology
Successors

WhS

K1

Help

ol

Copy column format from another layout In the Columns dialog
box, click the Copy From button. Select the layout and click Open.

Edit column titles In the Available Options or Selected Options area
of the Columns dialog box, select the column name you want to change.
Click Edit Title. Type the new name, then specify the maximum number
of characters for the column width. Choose how the title will be aligned.

Edit Column Title B3 |
Default Title:  Est "Weight
0 Cancel |
Mew Title: IESt weight
J» Default
fidth: =] ﬁ
Help
Alignment |
" Left {~ Center  {+ Right
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Change column fonts, colors, and row height In the Activities
window, click the Layout Options bar, then choose Table Font and Row.
Click the Font button to change a font. To change a color, click the
Color button.

Table, Font and Row E I

Font and Color | o oK

CEETH
Click these fields to —j Bl
customize your table. I:l = Ap

Fant

Help
FRow Height
Clear this checkbox to I¥ Keep Cunent Fow Heights
enter SpeCiﬁC row = Optimize height by row content
heights. I~ Do not excesd |2 ﬁ lire:s per rov

(% Select height for all rows |18 ﬁ

¥ Show leons

— Mark to show the symbols that identify
the different levels of information
included in a layout.

You can also specify the height for rows:

m  The Keep Current Row Heights option enables you to retain all
custom row heights manually set in the layout during your current
user session.

m  Clear the Keep Current Row Heights checkbox to automatically
size each row based on cell content, font size, and column width or
to specify a height for all rows in the layout. If you choose to
Optimize Height by Row Content, you can set a value to limit the
amount of lines per row that are automatically adjusted during text
wrapping.
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Formatting Activity Network Layouts

The Activity Network layout displays a methodology as a diagram of
activities and relationships, according to the work breakdown structure
(WBS). You can control nearly every aspect of the Activity Network,
including the appearance of activities, the contents of activity boxes, and
the spacing between activities.

Fle Edt Wiew Methodology Define Tools Admin Help

i 4 » by * 3
Activities Back  Fowad  Home  Dit Hel
B Dalsa F8 YE RIFK
# Layoul: Classic WES Layout | Fier All Activiies IR
WS Cods [wes [ B

ChM L VWES. CNL.2.2_Software Developmert Plan (S0P) X Delete ‘
Project
& Cut
Project Cony
Softwa
System =G
Proces
Trainin, & FHesources
& Fecby Aol
& Aol
F—:"”m‘ i I%;k — i Ny Activity Codes
e
He=E——
™ Predecsssors
WS CMM 23 Software Quallty Assurance (S0A) Flan B Successon
F 1 ’E ]
v < i | ok =i |

[l | 3

EN

You can use an Activity Network layout to

m  Easily view relationships among activities and the flow of work
through a methodology

m  Examine and edit an activity and its predecessors and successors
m  Focus on the driving relationship path
An Activity Network box visually represents a methodology activity.

When customizing boxes, you can specify particular fonts and colors,
set spacing and positioning, and copy styles from another layout.
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Choose an Activity Network box template With an Activity
Network layout displayed in the Activities window, click the Layout
Options bar, then choose Activity Network, Activity Network Options.
Click the Activity Box Template tab.

Click to display a list of predefined activity
/ box templates.

Activity Network Options B3 I

Click to customize the
selected activity box’s font
and colors.

Activity Box Template | Activity Metwork Layout | o 0K I
]

IActivity Mame ﬂ 0 Cancel |

B Appk

— Copy From...
Activity ID
Activity Name Help
B Font & Colors... B BoxTemplate...

Click to customize the
selected activity box
template.

Customize an Activity Network box template You can use one
of the predefined activity box templates, or customize your own. With
an Activity Network layout displayed in the Activities window, click the
Layout Options bar, then choose Activity Network, Activity Network
Options. Click the Activity Box Template tab. From the drop-down list,
select a template that is similar to the one you want to create, then click
Box Template. You can add rows for inserting new fields and determine
the height and width of the field cells within the activity box.
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Aligns activity boxes towards
the top of the Activity Network
window, in relation to their
predecessors/successors

Centers activity boxes in
relation to their
predecessors/successors

Choose to display the Activity
Networks with the longest or
shortest path of linked
activities on top.

-

E_.Ehart Box Template Hi=E3
o Ok
ACthlty 1D @ Cancel
Activity Name
O Add
ngh Low X Delete |
- - - - Shift up
Field Mame |W'|dth | Height |
Activity |D 00 1 *  Shift down
Activity Mame 00 |3
High Duration k:
Help
Total Width: I‘I 30 ﬁ

Double-click the Field Name
field and choose the data item
to add to the box.

Click to add
anew row to
the activity
box.

Use the
Width and
Height fields
to customize
the size of
the new data
item’s cell.

Customize the Activity Network layout With an Activity
Network layout displayed in the Activities window, click the Layout
Options bar, then choose Activity Network, Activity Network Options.

Click the Activity Network Layout tab.

Activity Box Template [ ctivity Network Layout. i o2 ok

Organization O ptions |

{~ Organize along the top

—

+ Organize centered

I~ Adjust to show all relationships

I~ Alwaps zoom to best fit after rearganize

Help

@ Cancel

B Applk
Copy From...

Activity Network Options [ %] I

|

Wertical spacing factor 05

Horizontal spacing factor 05

|

Metwork Order Options

\Q: Longest on Top

" Shortest an TDB
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When an activity’s predecessor/successor is not immediately adjacent to
its activity in the Activity Network, the relationship line may not be
visible because of other activity boxes. To reposition activity boxes so
that all relationship lines are visible, mark the Adjust to Show All
Relationships checkbox.

To have the module automatically determine the view that best shows all
activity boxes in the layout after you have reorganized it, mark the
Always Zoom to Best Fit After Reorganize checkbox.

To change the amount of vertical space between activity boxes in the
Activity Network, specify a spacing factor that is a percentage of the
height of activity boxes in the Activity Network table.

To change the horizontal space between activity boxes in the Activity
Network, specify a horizontal spacing factor that is a percentage of the
width of activity boxes in the Activity Network table.

Copy from another Activity Network layout With an Activity
Network layout displayed in the Activities window, click the Layout
Options bar, then choose Activity Network, Activity Network Options.
Click Copy From. Select the Activity Network layout whose attributes
you want to copy. Click Open.

In the Activity Network, when you select a data item for
grouping, the hierarchy on the left side of the window
contains the WBS so you can filter activities according to the
hierarchy.
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Customizing Reports

|
In this chapter:

Reports Overview

Opening Reports

Creating and Modifying Reports
Using Report Groups

Reporting is a key part of monitoring a
project and communicating its progress to
team members and executive management.
This chapter discusses how to open standard
reports, create new reports, and modify
existing reports. It also describes how you

can organize reports in hierarchical groups.

Refer to “Printing Layouts and Reports” on
page 203 for instructions on setting page and
print options, previewing and printing
layouts and reports, and publishing layouts

and reports in HTML format.
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Reports Overview

You can create new reports, or modify existing ones, using the Report
Wizard or Report Editor. The module provides you with a large library
of standard reports.

The Report Wizard allows you to create a wide variety of complex
reports very rapidly using a wizard-style interface. You can also use the
wizard to modify reports created using the wizard.

The Report Editor is a “what-you-see-is-what-you-get” (WYSIWYG)
report writer that allows you to group, sort, filter, and roll up
methodology information. You can also display time distributions for
units and costs, and include graphics and HTML links in reports.

After you create a report, you can preview, print, or save it to a text or
HTML file. If you save a report to a file, you can import the data to a
spreadsheet program, e-mail the report, publish the report on a Web site,
and/or archive the report.
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Opening Reports

Use the Reports window to create, edit, run, and delete global and
methodology reports. You can also use the Reports window to export
and import reports to and from other applications.

Click the Display
Options bar to
define screen
fonts and colors.

Indicates that
these reports
were created
using the Report
Wizard

Indicates the
reports were
created using the
Report Editor

Open the Reports window

Choose Tools, Reports.

File Edit Wiew Methodology Define Tools Admin Help C/ICk to
@& o <] i
Reports Back  Fowad  Home  Di Help print the
- Disglay Reports ) / selected
Report Name - | P RunReport. | report.
=1 G| Report Group: Administration
A0 Activity Attributes (| Add
5 PB-01 0BS Dictionary .,
| -0 Responsibilty Assignment by DBS g8 e Click to
5 FiAM-02 Responsibilty Assignment by WES % ot build
5 BP0 Global Secuity Profik Definition
5/5P-02 Methodology Securiy Profile Definition Copy reports
F'—U3 Global Secuity Profile Assignments using
[A/5P-04 Methodology Securiy Profile Assignments
£ US-01 User Details the
B Bl odiy
Fieport Group: Admin Categories Report
9 DC01 Document Categories B oo )
4 EC01 Expense Categories O e | Editor.
9 EFC01 Estimation Factor Categories B Emat
7 NT-01 Notebook Topics —— Click to
44 0B-01 0BS Dictionary # Wieard )
S P01 Project Phase easily
9 RG01 Report Goups
i3 BT.01 Biclk Tuny hd create
ad-hoc
Report Hame Feport Group reports.
[MC-02 Methodology Cade Values Codes |
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Creating and Modifying Reports

For additional information You can create and modify reports using the Report Wizard or Report

about creating and Editor

modifying reports using ’

the Report Wizard and

Relli_’o"thEC:ito"r see the The Report Wizard quickly steps you through creating ad-hoc reports

onfine help. and enables you to group, sort, and filter the data. If a report is modified
using the Report Editor and you decide to change it again using the

Report Wizard, the changes made in the Report Editor will be lost.

To include a new report in a particular report group, select the
report group in the Reports window before you start the
wizard. When you finish creating the report, it will be saved in
the selected report group.

Create a report with the Report Wizard Choose Tools, Report
Wizard, and follow the prompts. When you are finished defining the
report parameters, click Finish.

x|
&N Report Wizard

-~.determines the Select Additional Subject Areas
additional subject areas

The Subject available for the report Select additional subject areas to include in the repart, if desired.
area selected '
here. Available Subject Areas Selected Subject Areas

E-E Activities » EH- :

B, Activity Code Assignments - Activity Resource and Role As:
lﬂ Activity Resource and Role 4 -E8 Predecessors
2 Activity Steps \.E8 Successars
|E| Aftribute Assignments
El Document Assignments

Report Wiza

eport Wizard

Select Subject Area Ny T teteook . J |

Select the gubject area for the report.
0 Cancel ‘ Prev | et }l E Finizh |

== Activities

[E] activity attributes

G, Activity Code Assignments

3, Activity Code Walues

G, Activity Codes
Activity Cores

B Activity Relationships

0 Cancel ‘
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Report Wizard

| _—— Select the subject area to
configure. You can customize

Configure Selected Subject Areas

Configure columns, group and sort, and fiter options for eacl

ject area, if desired.

Selected Subject Areas
=]

I Activities...

Columns...
> Group & Sort...

lﬂ Activity Resource and Role Assig...
E Expenzes
&F Predecessors

% SUCCeSsOrs

columns and apply group,
sort, and filter options.

Filter ... j"

x|

v Available Gptions i o 0K

Selected Options

_G Costs Activity Name - )
- Durstions
Gereral > |l sy
Uits
Liss Defined

[ Default

Bl EE]

@ Help
Y

5 Edit Title. :I-

Finizh

— Click to change the name of a field
as it appears on the report.

B% Group and Sort x|
Display Options ‘ v oK
[ Show Group Totals @ cocel
I~ Show Grand Totals
I~ Show Summaries Orly [ I—
x Delete
‘ Group By
Graup By [indert [ToLevel [Group Interval [Fart & Color =
5 [T 8 Arial
VIS level 2 8 Aridl P Defout
WBS level 3 8 Arial
WBS level 4 8 Arial @ Help
WBS level § 8 Arial '
¥
WBS level B B Filter (ol x|
Group By Options ~~ Display: Filter ] ‘/ Ok
T Hide It smpty Display all rows |Paramet High Value
@  Cancel
[~ Sort bands alphabetically
- wihere Activity Type eousls Task Dependert
oy
&nd  Duration Typs eousls Fixsd Unts/Time B Ay
I~ Tile
¥ D/ Cade B fod
¥ NMame / Description x Delete
* Cut
Capy
® Peste
-
4 »
-
Hel
‘ i =

Modify a report You

can modify reports using the Report Wizard and

the Report Editor. In the Reports window, select the name of the report
you want to modify. To use the wizard, click the Wizard button. To use
the Report Editor, click the Modify button.
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Using Report Groups

Report groups are a hierarchical way to organize reports. Each report
can belong to one report group. The module provides standard groups
for organizing your reports.

Report groups are added and deleted in the Admin
Categories dialog box. See Primavera’s Administrator’s
Guide for more information.

Fle Edt Wiew Methodology Define Tools Admin Help

Reports

-+ Display. Reparts

Fleport Name

E] Report Group: Activity Details
5 AD-01 Activity Details - General

1 Select the — ' HIEQ iy Dkl - Riesou nis
A4 AD-03 Activity Details - Predecessors & Successors
report. A
7 4D-04 Activty Destails - Activity Code Assignments

5 AD-05 Activity Details - Activity Attribtes
5 AD-0B Activity Details - Activity Notebook Items
A BD-07 Activity Details - Activity Steps
A AD-08 Activity Details - wPs and Docs
A AD-03 Activity Details - Expenses
8 ADD Activities, By Activity Codes
=1 2] Report Group: Administration
] BAD1 Activity Attributes
S 0B-01 0BS Dictionary
5 RAMAOT Resporwibilty Assignment by OBS
S RAMA02 Responsibilty Assignment by WBS
4 SP-D1 Blobal Secuity Profile Definition
4 SP-02 Methodology Security Profils Defintion

F Select Report Group

~ Display: Report Groups

Feport Group = |

‘wizard Reports Default Group
Activity Details

=] Administration

=] Admin Categories

Codes
Expenses
Methodologies

@ X[d] B

WES
‘wiork Products & Documents

K Llobal Luribiy BleoFil
Fieport Name Fieport Group
[D-02 Actvity Details - Resource Assignments Activily Detals o

2 Click the Browse button in the Report Group field. —

3 Select a
new
report
group.
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Printing Layouts and Reports

] Printing layouts and reports for distribution
In this chapter: is an effective way to communicate project

data. This chapter discusses how to define
Defining Page Settings . . .
] page settings (such as page orientation,
Previewing Layouts and Reports . . .
margins, and header/footer settings), preview
Printing Layouts and Reports . . .
layouts/reports, and print them (including
Publishing Layouts and Reports
in HTML Format how to convert them to Web reports).
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Defining Page Settings

The module provides a number of options for customizing printed
layouts and reports. For example, you can customize header and footer
settings and change margins for the printed page.

Define page settings From the Print Preview window, click the
Page Setup button. Click the Page tab to set orientation, scaling, and
paper size.

Crigntation

Portrait orientation prints — " Portrait " Landscape >

vertically on the page;
landscape orientation prints

horizontally on the page. Scaling

i  Adjust to: 100 %1 % normal size
i {+ Fit to: u 3, pagels) wide by ID 3, tall
To increase or reduce the

size of the printed layout/
report, specify a percentage

in the Adjust To field. To

. Paper Size
increase or reduce the 2
number of pages to be Paper size: fLetter |
rinted horizontally and : I—ﬁ e I—ﬁ
p y yickh: 5.5 = Height: |11 =

vertically, choose Fit to, then

specify a value in the Pages
Wide by Tall field.
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Set page margins Click the Margins tab, then specify the values for
each margin.

Top:
.|
0.75 =
Left:
- -
05 = 05 =
Battam:
ID.?S ﬁ

Add headers and footers You can customize the header and footer.
You can also insert a graphic, such as your company logo, in the header
or footer. Click the Header or Footer tab.

to divide the header or footer into. print the header/footer. the header/footer.

Mark to display divider . Divide Into: |3 ﬁ Sections Include o m Height: ID.5

lines between the Define header |

Type or select the amount of sections —‘ Select when you want to —‘ Select the height of —

fah]

sections. }7 Show Section Divider Lines
Click to add a logo to the — ||
selected section. Section 1 (33%) Section 3 (34%)
Gantt Chart Legend -
Click to change the font, —RN| a4 7e
then specify font settings S
and click OK. A EEE IS
[~
In the Text/Logo section, {ps]
add text to the header or
footer by typing directly in )
the selected tab. Do not
IF'S - Earliest Project Start - O AM

modify any text between
square brackets [ ].

Select a global variable and
click Add. Global variables
include portfolio properties

(earliest project start, earliest
data date, and so on).
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In the Define Header/Footer section, define the values you want to insert
in the header or footer. Choose Text/Logo to add text variables or a logo.
Choose Picture to select an image to display in the selected section.
Choose Revision Box to allow space in the header/footer to be able to
enter dates, approvals, and revision information.

Add a logo to a header or footer Click the Header or Footer tab,
in the Define header/footer section, choose Text/Logo for the selected
section. In the Add Text section, click the Picture button. Click the
Browse button in the Picture dialog box, then select a filename and click
Open. Specify the layout and spacing options and click OK. The logo
image is displayed in the Header or Footer Sample area.

Gricore EES
Picture Source: I:\images\Iogo\Primaverango. Browse... | 0k I
Alternate Text: I Cancel |

Layout Spacing

Alignment: IBaseIine 'I Horizantal: ||
ﬁorderThickness:l Wertical: I

g If you change the report page setup from the Print Preview
dialog box, the changes will be applied only to the current
printing. To save changes to the report page setup
permanently, make the changes from the Properties palette
in the Report Editor.
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Specify layout options Use the Options tab to select whether to
include icons and grid lines in the printed layout.

Mark this checkbox if you ~\
want each group printed
on its own page. For
example, you may want to

Timescale Start:

Timescale Finish:

|D2d ul-03 l
IDB-D ec-03 l

Frint

¥ Activity Table
¥ Al Columnz
v Grid Lines
[V Gantt Chart
[~ Profile

I~ Spreadshest

group activities by
resource and distribute a
printout to each
individual.

\F'age Settings

}_ Break Page Every Group

The Options tab is not available when printing reports or with
the Activity Network layout.
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Previewing Layouts and Reports

The Print Preview option enables you to review a layout or report before
sending it to a printer.

Open Print Preview To preview a layout, display the layout in the
Activities window, then choose File, Print Preview. To preview a report,
in the Reports window, select the report you want to preview, then click
Run Report. Choose Print Preview, then click OK.

Use these buttons to move to the beginning of Click to zoom in
the layout/report, scroll through it one page at a and out of the
time, or move to the end of the layout/report. displayed page.

Click to select the default
printer, paper size, and
orientation.

When you are satisfied
with the look of the layout/
report, click to print it.

te@er Ginorm)ER) om

EROEINES

RS-02 Resource Summary

533933880 05353 |3

rrrrrr

333333§333333??§

| ( (3 Page 1of 2 )

The status bar indicates the size at which the layout/report is
currently magnified, the number of the page that is currently
displayed, and the total number of pages in the layout/report.

As you move your mouse over the Print Preview window, the mouse
pointer changes to a magnifying glass. Click the Zoom In button in the

toolbar to zoom in on details and the Zoom Out button to zoom back
out.
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Printing Layouts and Reports

The module provides several ways to print layouts and reports—you can
send them directly to a printer or create an HTML file, or you can print
to an ASCII text file (reports only).

Print a layout To send a layout directly to your printer, open the
layout you want to print, then choose File, Print. You can also click the
Print button from the Print Preview window.

Print a report From the Reports window, select the name of the

report you want to print. Click Run Report.

Send Report To

v

1 Select the destination for
the report. For an ASCII
text file, you can also
specify the character to use
to separate fields and text.

2 For HTML and ASCII
files, specify a name and
location for the saved file.

TN

" Print Preview

= Directly ta Printer

¥ Wiew file when done

Motes

" HTML File
Field Drelimiter Text Qualifier
Output file
IE:\W’INNT\report.txt J

0 Cancel

Help

3 Click to
run the
report.

You can also publish a report to an HTML file through Print
Preview. For more information, see “Publishing Layouts and
Reports in HTML Format” on page 211.
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Selecting a Printer

You can select a printer, other than the current default for the operating
system, to print your layouts and reports. The printer settings will
remain the same until you log out of the module. Choose, File, Print

Setup.

r Prirter

21|

M ame: I\\DDE\DDCHPS‘I 50

Status: Feady
Type: HF Lazerlet 8150 PCL &
Wwhere:  DocHP8150

j Froperties... |
—_—

Caomment:

— Paper Orientation
Size: ILetter j  Portrait
Source: ITra_l,l‘I j & Landscape

Metwork. .. | ()8 I Cancel

Click to adjust
the features
and settings
provided by
the selected
printer.
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Publishing Layouts and Reports in HTML Format

Use Print Preview to publish layouts and reports as HTML files and post
them to a Web site to share with other project team members.

1 Click the Publish ————#
button. =

Er o - & = R

bt 10 AcE Kame Resourses |wl: | En‘
welgh

T 12557 S0 Deiopmen
S Profect e kes

Testg Lab Facll e Er)
I Proect Anisten | cn. 15

. -
B0% Page1of 2
Publish to HTML EHE
2 Select the drive and folder —|— Savein: | 3 Pubiish x| « @k E-
where the file should be
stored.
3 Type a name for the file. ~—— Filename: | Save :I—— 4 Click Save.
Save as type: [HTML File [*htm) | Cancel |/
4
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The module opens the layout/report in your Web Browser.

T
Classic WBS Layout - Microsoft Internet Explorer [_ O[]
File Edt Wew Favortes Tools Help |
wback - = - @ [H) A @usearch [elFavortes (HHstory [N S = - H & w

Address [#] Ci\Program Fles|ClassicWBSLayout.htm ~| P |
Sarmple Methodology /150 12207 - Software Classic WA Layout 08-24-2001 1338
Development (PA)

A
Activity ID | Duration Type Activity Name Resaurces WES Est i
seiaht
SWD 12207 SW Developmert —
SIWDM Project Miestones
M... Fixed Duration & UnitsfTime Project intisted SHO M 00|
M... Fixed Duration & UnitsfTime System requirements spproved SO M 00|
M... Fixed Duration & UnitsfTime Software qualifisation testing completsd SO M 00|
M... Fixed Duration & UnitsfTime System qualification testing completsd SO M 00|
M... Fixed Duration & UnitsfTime Project completsd SO M 00|
SIWD.CM Configuration Management
C... Fixed Duration & UnitsfMime Prepare onfiguration management plan SmocM | 10
C... Fixed Untts/Time Perform canfiguration cartrol of soft SmoCM | 10
C... Fixed Untts/Time Parform svalustion of softwars ftems . | Testing SmoCM | 10
C... Fixed Untts/Time Perform configuration status accounting SMOCM | 10
SWDA System Engineering
5. Fixed Units/Time Define system requirements Testing Lab Facilty SMD1 30
5. Fixed Untts/Time Parform system architecturs design | Praject Administration SMD1 10
SWD2 System Development
SWD22 Softwars tem 1 ta N
4 | _|J
|&] pore [ [ = My computer 4

Primavera - Methodology Management



Index

A

Accrual types 138, 144, 145
Activities
adding
expenses to 138
in Activity Network 113
in Activity Table 112
steps 127
assigning
notebook topics 126
resources 122
resources by role 123
roles 122
WBS element to 116
work products and documents to 139
attributes 120
codes 120
core reuse 48, 120
creating attributes 135
defining general information for 114
displaying
Activity Details for assignments 120
general information about 114
expenses 120
IDs 51
increment for auto-numbering 51
level of effort 114
milestone 115
notebook topics 120
overview 110
prefix for IDs 51
resource dependent 114
resources 120
step templates
assigning to activities 131
creating 129
steps 120
converting to template 130

213

Activities
suffix for IDs 51
task dependent 114
types of 114
viewing 111, 114
list of methodologies that reuse 137
roles for 97
WBS summary type 115
work products and documents 120
Activity code values
assigning to activities 135
creating global 134
Activity codes
assigning to activities 135
creating global 133
Activity Details 25, 170
modifying tabs 121
Activity library 18
Activity Network 25, 170
box template
choosing 194
customizing 194
copying from another layout 196
formatting layout 193, 195
opening a saved layout 174
saving 173
Activity step templates
assigning to activities 131
creating 129
Activity Table 25, 169
API x
Attributes
assigning to activities 135
creating 135
Available methodology status 45, 49
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Base methodologies 18
Bottom-up estimation data 55, 58, 123

Cc

Categories
expense 144
Check-in/check-out 159
Claim Digger
overview X
Codes
resource 93
Columns
adding 191
changing
colors 192
fonts 192
row height 192
copying format from another layout 191
editing titles 191
modifying 190
removing 191
Columns, sorting 183
Core reuse 137
Costs, viewing and editing 52
Currencies
setting
view 36
Custom user fields 101
Customer support Xiii

D

Dates, formatting 33
Decimals, showing/hiding 36
Default

setting startup window 38
Directory bar 23

displaying 23
Display Options bar 27
Documents, categories 139
Durations

estimating low and high 116

types of 115

E

Earned value, calculating using weighted WBS

milestones 65, 72,73
Estimation factors 55

Estimations
bottom-up 55, 58, 123
low and high
for labor resources 116
for nonlabor resources 116
number of workperiods 116
weights 68
Exclusive access 46
Expense Details 144
Expenses
accrual types 144
adding 142, 143
to activities 138
assigning
activities to 144
categories 138, 143
categories 144
copying 143
defining
details 144
description 145
general information 144
grouping 143
Export
layout 175
Exposure values, calculating 150

F

Filtering 184
Filters
combining 187
creating user-defined 186
deleting user-defined 186
global 184
nesting criteria 186
project status 45
removing 186
selecting 185
Finish milestone 115
Finish to finish relationship 117
Finish to start relationship 117

G

Global filters 184
Grid lines, including in printed layout 207
Grouping 178

by hierarchical item 179

customizing 179

using interval 179
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H

Headers and footers, adding 205
Hierarchies
OBS 76, 83
roles 95
Hierarchy view 66, 154
HTML, publishing to 211

Icons, including in printed layout 207
Import
layouts 176

L

Labor units 116
Lag time 117
Language, selecting 21
Layout Options bar 27
Layouts 167
Activity Details 170
Activity Network 113, 118, 170
Activity Table 112, 169
adding 172
headers and footers 205
customizing 151, 189
defining page settings 204
exporting 175
HTML format 211
importing 176
opening 172
previewing 208
printing 203
saving 172
Trace Logic 119
types 168
Level of effort activities 114
Library, activity 18
Linking methodologies 43
Links, viewing 52
List view 66, 154

Log file, creating for Methodology Management

tasks 38
Logo, adding to a header or footer 206

Margins, setting 205
Menu bar 22
Methodologies
activity library 18
base 18
check-in 159

Methodologies
checking integrity 46
check-out 159
codes 60
adding values to 61
assigning values 50
chart 61
defining 60
copying 47
creating 44
from projects 45
defining properties 49
deleting 48
expenses 141
linking 43
links 52
creating 53
deleting 54
opening 45
plug-in 18
status 49
Methodology Management module
changing password 39
creating log file 38
documentation xi
layouts 25
logging in 19
online help xi
overview ix, 17, 18
setting
assistance options 37
startup options 38
starting 19
Milestone activities 115
Milestones, WBS 72
Multiple items, selecting 24

N

Navigation bar 22
displaying 24
Nonlabor units 116
Notebook topics
assigning
to activities 126
to WBS elements 70

Notes, entering for resources 92
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(o)

OBS
adding elements 80, 81
assigning elements to WBS elements 82
creating 80
deleting elements 83
editing elements 83
hierarchy 83
overview 76
root element 80
viewing 78
chart 78
table 79
Organizational breakdown structure. See OBS.

P

P6 Web Access, overview ix
Page settings, defining 204
Password, changing 39
Percent complete

calculating using weighted steps 128

physical 128

types 116
Performance percent complete, calculating using

weighted WBS milestones 65, 72, 73

Plug-in methodologies 18
Predecessor relationship 118
Prefix, setting for activity IDs 51
Preview

layouts 208

reports 208
Price/time

for activities without resources 52
Price/unit

setting 90
Primary roles 99
Primavera proprietary format 160
Primavera Timesheets

overtime hours, recording 90
Primavera Timesheets, overview ix
Print Preview 208
Printing

defining page settings 204
Project Architect 55, 59
Project Management module

overview viii
Projects

access rights to 76

setting

duration 32
time units 32

status 45

using to create methodologies 45
Properties, methodology 49

R

Relationships
assigning using Activity Details 118
creating in Activity Network 118
defining lag time 117
deleting 118
establishing 117
modifying 118
types and lag 117
Reports
adding
headers and footers 205
creating with Report Wizard 200
customizing 197
defining page settings 204
editor 198
global
variables, adding 205
groups 202
HTML format 211
modifying 201
opening 199
overview 198
previewing 208
printing 203
viewing user-defined fields 105
wizard 198
Resource assignments
calculating the units, duration, and units/time
based on activity duration type 35
choosing defaults for 35
preserving the units, duration, and units/time
for 35
Resource dependent activities 114
Resource Details 90, 99
Resources
adding 88
code values 94
codes 93
general information 89
assigning
code values 94
to activities 122
to activities by role 123
availability, or standard rate 90
customizing columns in Activity Details 122
defining 85
entering notes 92
labor classification 90
overview 86
price/unit 90
replacing assignments 122
units/time 90
viewing 87
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Responsible manager, WBS 70
Risk Details 149
Risks 147
adding 148
control plan 149
description 149
calculating exposure values 150
customizing layout 151
filtering 152
Role assignments
choosing defaults for 35
Role Details 100
Roles
adding 98
assigning
to activities 122
to resources from Resource Details 99
to resources from Roles dialog box 100
defining 85
overview 86
primary 99
setting proficiency 99
viewing 95
for specific activity 97
for specific resource 96

S

SDK. See Primavera Software Development Kit.
Selecting a language 21
Shortcut menus, using 24
Size and complexity factors 55, 59
Software Development Kit x
Sorting 182
specifying order 182
Start milestone 115
Start to finish relationship 114, 117
Start to start relationship 114, 117
Startup options, setting 38
Status
check-in/check-out 160
methodology 45, 49
Step
assigning templates to activities 131
converting to template 130
creating step templates manually 129
Steps
adding to activities 127
adding user-defined fields 128
using user-defined fields on 127
Successor relationship 118
Suffix, setting for activity IDs 51
Symbols, showing/hiding 36

T

Tabs, modifying Activity Details 121
Task dependent activities 114
Technical support Xxiii
Time
formatting 32
Toolbar 22
Top-down estimation data 68
Trace Logic 25, 119

U

Unavailable methodology status 45, 49

Unit of Measure, specifying for expense 138

Units/time
formatting 32
maximum 90
setting default 90
User fields
adding to steps 128
User preferences, setting 31
User-defined fields 101
reports, viewing in 105

\')
Vendor, specifying for expense 138

Views, switching between hierarchy and list 28

w

WBS
adding
elements 69
milestones 72
assigning
element to activity 116
notebook topics to elements 70
OBS elements to 82
work products and documents 71
chart, viewing and modifying 66
deleting elements 67
editing
elements 67
general information 70
establishing 63
milestones 72
overview 64
responsible manager 70
viewing 66
WBS Details 69
WBS summary activities 115
Weight, activity steps 127
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Wizards
implementing 37
navigating 30
new activity 37
new methodology 44
new resource 37, 88
Project Architect 55, 59
report 198, 200
setting options 29
using 29
Work breakdown structure. See WBS.
Work Product and Document Details 155
Work products and documents 153
adding 155
assigning
from Work Products and Documents
window 158
to activities 139
to WBS elements 71
deleting records 156
entering
descriptions 156
location references 157
opening 157
viewing records 154
Workspace, overview 22

X
XER files, format 160
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