





Lesson 19— Reporting Performance in P6

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.

Report Wizard E|

&\ Report Wizard

Create or Modify Report

You can create a newy report, or & report bazed on the previous screen displayie.g., Activities,
WWBS, Expenses).

To modify a report created by the wizard, go to the Reports screen, select the report, and click on
the Wizard button.

f+ Mewy Repor
~

~

. e
@ . 4

Steps:

1. Click on the Reports button on the Directory bar
2. Select the Cost Project Group
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Lesson 19— Reporting Performance in P6

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

X

Report Wizard

&N\ Report Wizard

Select Subject Area

Select the subject area for the report.
Click Time Distributed Data checkbox to see which information may be displayed over time.

v Time Digtributed Data

= Activities

IH Activity Rezource and Role Assignments
Cost Accounts

m High Level Planning Assignments

@ Project Expenses

By ProjectEPs

8 Resources

0 Cancel " Pres: Plet }

5.4

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

&\ Report Wizard

Configure Selected Subject Areas

Canfigure columns, group and sart, and fiter aptions for each subject area, if desired.

Selected Subject Areas I Activities
.....
Calumns... |
Group & Sor. . |
Filter ... |
[~ Hide Subject Area

@ cancel 4 prev L pet P B

8. Click on Columns

| Awailable Options v i |

Activity Codes - Global a.ctivity (D ;
o Aetivity Steps > .ﬂ-.v atus = ‘ @ LA |
+  Costs e ==
o i = ‘ B 2paly |
i+ Durations |
i+ Earned Yalus !
i+ General | [+ Defautt |
i+ Lists S
% Mutiple Flost Paths “ ‘ B Edit Column.. |
i+ Mumber of Activities a1
i+ Percent Completes Help |
i+ Project Codes
i+ Timeshest Feedback
i+  Units
#  User Defined

o Jl| >

9. Verify the Selected Options column are Activity ID and

Activity Status
10. Click OK

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

19-12



Lesson 19— Reporting Performance in P6

2 Group and Sort

Display Options Ok

[v Showe Grand Totals
Cancel

[v Shovy Summaries Only

Group By
Group By |Inder|t |Tc: Lewvel |Gru:uup Irteryal |F|:|r|t & Color e
Total
WBS level 1 m- 9 MS Sans Serif
9 MS Sans Serif
9 MS Sans Serif

Delete

o
@
B Apply
x
B
4

Detault

- w
3 9 M5 Sanz Senf 5 Helpa
Group By Options
v Hide if empty: Show Tetals
[ Sort grouping bands alphabetically Bottom ﬂ
Shiasy
[v D i Code

[v Mame ! Description

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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B Filter
~ Dizplay: Fitter vp O
Display all rovws |F‘arameter ||S Walie High “'alue
= £l of the following) @  cancel
. l y I COPS2008
B Ay
‘ ] A
g Delete
b Cut
Copy

[
|
()

Helg

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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x]

Report Wizard

&\ Report Wizard

Date Options

Select a timezcale, time-distributed data fields ta viewy, and options far viewing data over time.

Timescale. .. Time Interval Fields. .

v Showy Time intervalz
[ Showy Prior

Iv Showe Period Total
[ Show Post

[ Show Total

@ cancel 4  prev U hext P

21. Click Timescale
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Timescale rz|

Timescale Start: FS J o ik
@ Cancel

Date Interval:

Shift Calendar: B ] Help

(* Timeszcale Finisk FF J

(" Duration |

Diate Format
(* Calendsr
(" Fizcal
~
(" Ordinal Dates
Ordinal Start: [

Averaging

[ Calculate Average
Divide interval totals by

e
Unit of Meazure:

22. Click on Date Interval drop down arrow and select Quarter
23. Click OK
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EY Fields X

| Available Options Selected Options o Ok
BL Project Total Co #
BL1 Expenze Cost »
BL1 Lakar Cost
BL1 Material Cost 33
BL1 Monlabor Cost
BL1 Total Cost
Budgeted Expenze L | Helg
Budgeted Labar Cc
Budgeted Material
Budgeted Monlakbor
Remaining Expens:
Remaining Lakor C
Remaining Material
Remaining Monlakbo
Retnaining Total Co

+  Earned Walue LT

<l ¥

Budgeted Total Cost A 0 Cartel

24. Add Budgeted Total Cost to the Selected Options column.
25. Click OK
26. Click Next
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X

Report Wizard

&N Report Wizard

Report Title

Add a title for your report.

Guarterly COPS2008 Cash Flow

0 Cancel ‘ Pres Pt }

27. Type in report title Quarterly COPS2008 Cash Flow
28. Click Next

Primavera Project Manager for the Enterprise 19-18
Revision 4, September 2008
Custom for The University of North Carolina



Lesson 19— Reporting Performance in P6

x]

Report Wizard

&N Report Wizard

Report Generated

“Your report has been created. Click the Run Report button to preview and print the repoart.

Fun Report ...

[w Format Mumbers

& Cancel 4 Brev { Mewt }

29. Click Run Report

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

19-19



Lesson 19— Reporting Performance in P6

22 Print Preview
oBEBeq » = B R =
UNC Building 09-Sep-D3 11:45
Quarterly COPS2008 Cash Flow
Activity 10 Budgeted Total Cost [ Gfr 2, 2008 | Gtr 4, 2008 ‘ Gtr 4, 2008 ‘ Gtr 2, 2009 | Gtr 3, 2009 | Gtr 4, 2009 ‘ @tr 1, 2010 ‘ Gtr 2, 2040 ‘
01-Jul-08 - 30-Sep-11
40200-316 UNC Building $700 000 03515 §2,339,979
40200-318.2 3514 §2.599.979
Construction
A0200-316.2 2 3514 §2.339.979
FPhase 1|
Construction
40200-316.3 Project 700,000 31 0
Clossout
Total $700,000 493515 $2.339.979
¥
< b
185% Page 1 of 2
30. View pages of report, then close =
31. Click Next
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x]

Report Wizard

&N Report Wizard

Congratulations

If ywou save your report, you can rerun it lster from the Reports screen, otherwize | it will be lost.

Save Report

0 Cancel 4 Prew E Finizh

32.Click Save Report
33.Click Finish
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Lesson 19— Reporting Performance in P6

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.

2 Primavera : 40B00-316 (UNC Building)

ctivities

4 -

Back Faryvato

Ha

SR EE-* DELBRalg Fm TE Mm% XY \

Revision 4, September 2008

Custom for The University of North Carolina

~ Layout: Current vs. Baseline Bars |Fi|ter: All Activities | D
Activity ID Activity Matme Start Finish Budgeted [ Cost Account [Ds Pl
- Resources T Tl Eom = X
T B
s = 40800-316 UNC BUI|dIr'Ig 01-Julog s 0d-Jul11 411,850,083
- 40800-316.1 Design 01-Jul0gs  Od-bdar-10 $RE0.002
‘ A1000 Designer Advertize Milestone 01-Jul-03 A& 30 3
WHS A1010 Adwvertizement for Designer M-Julk08 A 28-Jul-08 4 $0
21020 | Shortlst 15Aug0E | g0 | &
Artivities Interview Designers 15-bug-08 29-Sep-08 30 &‘
Designer Selected Milestone 29-5ep-08 $0 (=5
Preparation of Designers Fee Propozal 26-Movw-08 01-Dec-08 30 =
A1060 Megotiation of Desigrers Fee 0M-Dec-08 22-Dec-08 $0
A1070 Preparation of Designers Contract 22-Dec08 0B-Jan-09 $0 =
A1020 Ewecution of Designers Contract 06-Jan-09 27-Jan-09 30
Design Contract Milestone 27-lan-09 $0
Programming letter agreement 29-5ep-08 06-0ct-02 30
Pragrariming 06-0ct-08 05-Mav-08 $50,000 | UNC.4pp
Review and Approval of Program 05-Mow-08 26-Mow-08 30
Advertise for CH 01-Aug-08 21-4ug-08 $0
A1130 Shartlist CM 21-bug 08 12-5ep03 30
A1140 |nberview Ch 12-5ep-08 03-0ct-02 30
A11580 Selection Ch 03-0ct-08 0E-Oct-08 $0
21160 Preparation of Ch Preconstruction Contract 0B-0ct-08 20-0ct-08 $0
A1170 Approval of C Preconstiuction Contrack 20-0ct-08 27-0ct-08 30
A1180 Erecution of Ch Preconstruction Contract 27-0ct-08 17-Mavw-08 $0
A1190 E=ecution of CM Preconstruction Contract Mi... 17-Mow-08 $0
O-bug08 ATMewDs 00 &,
[ [Portfolio: All Projects  User: tharris  |Data Date: 01-Aug-08 |Acoess Mode: Shared  [Bassline: Current Project 4
Steps
1. Adjust columns in layout to look like above.
2. Inthe Tools menu, click Report Wizard
Primavera Project Manager for the Enterprise 19-22
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Report Wizard

&\ Report Wizard
Create or Modify Report

You can create a newy report, or a report bazed on the previous screen displayle g., Activities,
WHBES, Expenszes).

To modify a report created by the wizard, go to the Reports screen, select the report, and click on
the Wizard button.

(™ Mewy Report

x]

i+ ilze Current Screen;

~

@ Cancel

No o

In the Create or Modify Report window, select Use Current
Screen.

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

On the Report Title screen, type in Project Cost Loading.
Click Next.

. On the Report Generated dialog, click Run Report.
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22 Print Preview

Eli= KIS AR | -5
UMC Building 049-Sep-08 12:02
Froject Cost Loading

WES

Actiwity D Activity Hame Start Finish Budgeted Cost Account

Total Cost 1Ds

40800-316 UNC Building

40800-316.1 Design

40800-316.1.1 Designher Selection

Al000 Dezigner Advertise hilestone 01-Jul-02 A w0

Ald1D Advertizement for Designer O01-Jul-0F A 28-Jul-03 A k1]

Al0ZD Shartlist Designers 28-Jul-0F A 15-fug-0% k1]

A1030 Interview Deszigners 18-fug-08% 29-Sep-08 k1]

A1040 Dezigner Selected hilestonse 20-Sep-02 kil
Subtotal 0-Jul-02 8 29-Sep-02 $0
40800-316.1.2 Designer Contract

A1050 Preparation of Designers Fee Proposal 26-MNow-08 01-Dec-02 w0

A1060 Megatiztion of Dezigners Fee 01-Diec-03 22-Dec-03 k21l

Al0To Preparation of Dezigners Contract 23-Dec-08 0fi-Jan-09 k21

Al0e0 Execution of Designers Contract O6-Jan-09 27-Jan-09 k1]

A1080 Dezign Contract hilestone 27-Jan-09 k1]
Subtotal 26-Mow-08  27-Jan-09 10
40800-316.1.3 Pre-Design

AIGTD Programming letter agreement 29-Sep-08 0-0ct-08 k1]

Allod Programming 06- Dot-03 05-Mow-08 50,000 UNC . App

Ao Review and Approval of Program 046-How-08 26-Now-08 w
Subtotal 29-Sep-03 26-Now-03 $50,000
40800-316.1.4 Construction Manager Selection

A0 Advertize for Chi 01-fug-0% 21-fug-08 k21

A0 Shortlist Chd 21-fug-08 12-Sep-08 w0

Al140 Interview Chi 12-Sep-03 03-0ct-08 k21l

Al1E0 Selection Chi 03 et -0 0 0ct-08 ki)

A160 Preparation of Chd Preconstruction Contract OG- Oct-08 20-Dict-08 k1]

ANT0 Ppproval of Ch Preconstruction Contract 20-Oct-0% 27-0ct-02 k1]

Alig0 Execution of Ch Preconstruction Contract 27-0ct-08 17-How-02 o

5% Page 1 of 5
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User Preferences

User Preferences

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

1. Time Units

User Preferences

£3

e Ui Units Format
Dates nit of Time Sub-unit Decimalz
Currency |Hn:|ur j [ Minutes ||:| =
E-Mail
= [v Showe Unit label Example |41h
Azsiztance
Application Durations Format
Passvword Uit af Time: Sub-unit Decimals

Ciay ﬂ [ Hours ||:| =
Resource Analysizs
Calculations [w Showy Duration label Example |1 s
Startup Filters

Units/Time Format

Resource Unitz/Time can be shown as a percentage or as
units per duration

" Show az a percentage [50%)
f* Shaow &z unitziduration (dhid)

Hours per Time Period

Specity the number of wark hours far each time period.

HoursDay Hour ziveek Hours Morth Hoursear
8.0 400 | 1720 | 20000
Helg @ Close




User Preferences

2. Dates

User Preferences

Timne Unitz s
_ D ate Format Options
Dates = Month, Day, Year -

A-digit vear [
Currency v Day, Month, Year
E-Mai ¢ ‘ear, Month, Day Month name 1
Hssistance Leading zeroes [w

Application Time Separatar - - |

(" 12 hour [1:30 P
24 hour [13:30]

Pazsword

Bezource Analyziz

o Dionot zhow time

Calculations
Startup Filters v
Sample
19t ap-03

Help = Cloze

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

5. Assistance — Unchecking all is recommended

A-2



User Preferences

6. Application — Startup Window - Projects recommended

User Preferences

X

Time Units

Dates

Currency

E-Mail

A=siztance

Application

Password

Resource Analysis

Calculations

Startup Fitters

Startup Window
Application Startup Window:

Projects ﬂ

[ Show the lzzue Mavigatar dislog at startup

[ Show the Welcome dislog st startup
Application Log File

[ Write trace of internal functions to log file

Group and Sorting

Lakelz on grouping bands

[v Showe Mame f Description

[ Reorganize Automatically

Columns

Select financial periods to viewy in columns

J to

Helg

=

Close

7. Password — Set as needed



User Preferences

8. Resource Analysis

User Preferences

X

Time Units

Dates

Currency

E-Mail

Assiztance

Application

Pazzward

Resource Analysis

Calculations

Startup Filters

All Projects

yYWhen All Projects are showen in the Resource Usage Profile and
Spreadsheet, all opened projects are included as well as the closed
projects specified helovy.

(Al clozed projects (except what-if projects)
(Al clozed projects with & leveling priority

equalhigher than |1 :

f* Dpened projects only

Time-Distrilted Data

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

f+ Remaining Early dates
(" Forecast dates

Irterwal for time-distributed resource |Week -

calculations:

Dizplay the Role Limit bazed on
" Cusztom role limit

f* Calculated primary resources’ limit

Helg @ Close
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9. Calculations

User Preferences

Time Unit=

Dates

Currency

E-Mail

Assiztance

Application

Pazzward

Resource Analysis

Calculations

Startup Filters

Resource Assignments

Wtien adding or retnoving muttiple resource assigniments on
activities

" Prezerve the Units, Duration, and UnitsTime for existing assignment s

{* Recalculate the Unitz, Duration, and UnitsiTime for existing
azzignimerts based on the activity Duration Type

Assignment Staffing
vWhen assigning & resource to an existing activity assignment:

" Alwvays use the new resource's Units per Time and Cwvertime factor
" Alwvays use current assignment's Units per Time and Cwvertime factor

f* 2k me to select each time | assign

vahen a resource and role share an activity assignment:

" Always use resource's Price per Linit

(" Always use role's Price per Uni

¢ Azkmeto select each time | assign

Helg @ Cloze

X
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User Preferences

10. Startup Filters

User Preferences

X

Timne Unitz

Dates

Currency

E-Mail

Agziztance

Application

Pazsword

Bezource Analysiz

Calculations

Startup Filters

Startup Filters

Choose the default filkers to start the application. IF you choose to wview
all data the application may take longer to start. These filkers can be
rodified in the individual wiews.

Current project Wiew all data

data anly [Mo Filter]
Y FResouces - i+
" PRoles . i+
S DBS . &
S Activity Codes - &+
W Cost Accounts " 0

Help = Cloze
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