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Report Wizard 
 

The Report Wizard enables the user to create a wide variety of ad-hoc 
reports very easily. The reports can be modified as they are being 
built, or they can be reopened at a later point in time to be modified. 

 
Wizard reports are created by first selecting a base table and pertinent 
data fields, then organizing the data via grouping, sorting and filtering 
options. 

 
 

Creating a Report with the Report Wizard 
 

You can report cash flow by type of funds for your projects. 
 

 
 
Steps: 

 
1. Click on the Reports button on the Directory bar 
2. Select the Cost Project Group 



Lesson 19— Reporting Performance in P6 
 

Primavera Project Manager for the Enterprise 19-11 
Revision 4, September 2008 
Custom for The University of North Carolina 
 

3. From the Command bar, click Add.  
4. Verify the report option <New Report> 
5. Click Next 
 

 
 
6. Select a subject area <Activities> 
7. Verify Time Distributed Data is checked. 
8. Click Next 
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8.  Click on Columns 
 

 
 
9.  Verify the Selected Options column are Activity ID and 

Activity Status 
10.  Click OK 
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11.  Click the Group and Sort button 
12.  Mark Show Grand Totals, Show Summaries Only and Hide 
if empty 
13.  Mark Hide if empty 
14.  Click OK 
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15. Click the Filter button  
16. Click the Add button 
17. Under the Parameter column, press drop down menu arrow 

and select <Cost Accounts> 
18. Under Value double click and type in COPS2008 
19. Click OK 
20. Click Next 
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21. Click Timescale 
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22. Click on Date Interval drop down arrow and select Quarter 
23. Click OK 
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24. Add Budgeted Total Cost to the Selected Options column. 
25. Click OK 
26. Click Next  
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27. Type in report title Quarterly COPS2008 Cash Flow 
28. Click Next  
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29. Click Run Report 
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30. View pages of report, then close  
31. Click Next  
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32. Click Save Report 
33. Click Finish 
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Creating a Report Using the Current Layout 
 

The Report wizard can also be used to create reports based on the 
layout that is currently displayed.  Reports can be modified as they are 
being built through the wizard. 
 

 
  

Steps 
1. Adjust columns in layout to look like above. 
2. In the Tools menu, click Report Wizard 
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3. In the Create or Modify Report window, select Use Current 
Screen. 

4. Click Next for the next three screens, reviewing the data 
selected for each screen. 

5. On the Report Title screen, type in Project Cost Loading. 
6. Click Next. 
7. On the Report Generated dialog, click Run Report.  
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User Preferences 

A-1 

User Preferences 
 
Select Edit…User Preferences for the drop down menu.  Set the parameters as follows: 
 

1. Time Units 
 

 
 



User Preferences 

A-2 

2. Dates 
 

 
 

3. Currency – No Change 
 
4. E-Mail – Type your return address 

 
5. Assistance – Unchecking all is recommended 



User Preferences 
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6. Application – Startup Window - Projects recommended 
 

 
 
 

7. Password – Set as needed 



User Preferences 
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8. Resource Analysis 
 

 
 



User Preferences 
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9. Calculations 
 

 



User Preferences 

A-6 

10. Startup Filters 
 

 




