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Overview

This document describes the standards of operation in Primavera P3e.
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Introduction

The Enterprise Primavera P3e database provides a multi-user environment for projects.  It supports linking inter-project dependencies and facilitates program status analysis within and across projects, project groups, business unit programs or the entire enterprise.

Scheduling effort for individual database components must comply with global structure, processes and procedures to support summary level views of program or enterprise status.  Likewise, the timing and duration for data updates will be coordinated to support global reporting requirements.

Consideration will be given to specific program’s unique requirements for form and format (including coding options, etc.).  However, the overriding requirement is intended that the database will support summary level reporting and cross-functional linking.  Requirements that do not support that principle will not be accepted.  Administration of the database is the responsibility of the Primavera Data Administrator (PDA).  

1. Training & Access

1.1 Training

Primavera Enterprise requires a login user ID and password (if required).  However, the user is required to complete a Project Planner, Progress Reporter or Customized Training class before obtaining an ID.  The scope of the user ID will reflect the level of training received.  The class descriptions are as follows:

Project Planner:

This training is required for (and should only be taken by) those who will build, manage, and maintain project schedules, i.e. project managers, project controls, and detailed project analysts. It is usually a 3-day course, but can be broken into half-day sessions.



Progress Reporter:

This 2-hour class is for those who will only be responsible for statusing particular activities through use of the web-based Progress Reporter application.  Users learn how to status and maintain communication with the project manger.  Use of Progress Reporter is recommended for those who only need to report on the status of specific activities and will not need to run reports or maintain project schedules. 

Customized Training:

Customized training classes, coaching, and mentoring can be provided.    Contact The PDA for   further information.

Classes are scheduled through the PDA on an as-needed basis.  Once the user has completed the class they are now ready to request a login ID from the PDA. 

1.2 Access and Security Profiles

1.2.1 User Access

Requests for user ID's are made through the PDA.  A standard form has been created for use, which can be obtained from the PDA or at the FAA Primavera Website.  The form is filled out and sent back to the PDA or via email.  A minimum 24-hour turnaround upon receipt of that email is required to verify and approve the information submitted.  Upon approval, an ID and temporary password will be emailed back to the user.  Included in this email will be steps on changing the temporary password, along with installation instructions to Primavera P3e.  The actual Primavera application will not be loaded on a user’s machine.  Once the installation is complete, the user will click on the Primavera Icon and enter the user ID and temporary password.  (Refer to Appendix A for the “Project Management Software Tools User Access Form)

1.2.2 Security Profiles

Security profiles determine a user's level of access to project information. P3e recognizes two types of security profiles: global profiles and project profiles.  

1.2.2.1 Global Profile

 A global profile determines the user's access to application-wide information, such as user names and global changes to the data structure.  The Global profile will only be assigned to an Admin Super user. Exceptions will be granted on a case-by-case basis and limited only to specific functions (such as saving reports in Primavera).  This standard is in place to protect the integrity of the program structure for all users.  (Refer to Appendix B)

1.2.2.2 Project Profile

A project profile determines the user's level of access to each project within the Enterprise Project Structure (EPS). When you assign a project profile to a user, you also associate the project profile with an Organizational Breakdown Structure (OBS) element/responsible manager. The user's access privileges, as defined in the project profile, will then apply only to those elements of the EPS that are assigned to the OBS element/responsible manager you selected.  The default project profile assigned to users will be the “Project Manager”. (Note: if a user has not completed training/mentoring, they will be assigned a Read-Only status).

If a project needs to be reassigned to another user (i.e. the “Responsible Manager” needs to be changed), contact the PDA.   

When a project manager needs to link (predecessors or successors) across projects he must contact the PDA. The PDA will review and determine if this link should be made. This will allow the procedure to maintain security and program reliability.  (Refer to Appendix C)

2. Project Structure

2.1 Enterprise Project Structure (EPS)

The Enterprise Project Structure (EPS) is the high-level hierarchy that encompasses the entire project structure. The EPS is broken out to lower levels or nodes. This format enables users to manage projects separately while retaining the ability to rollup and summarize data to higher levels. Projects must be connected to a node in the EPS.   

2.2 Organizational Breakdown Structure (OBS)

The Organizational Breakdown Structure (OBS) is a global hierarchy that represents the responsible management within the EPS structure.  The OBS and its relationship to nodes in the EPS drive the user access and rights.  

2.3 Work Breakdown Structure (WBS)

The Work Breakdown Structure (WBS) shows the hierarchy of products and services produced during and by a project.  The summary rollup of the highest WBS level is equal to that of the project level in the EPS.  This allows for efficient top-down planning.

Note that the EPS and OBS cannot be modified at the user level.  Due to the company-wide ties of those structures, only the PDA has access to change the layout.  If you need the structure changed/modified, please contact the PDA.

3. Configurations

3.1 Calendars

In P3e, you can create and assign calendars to each resource and each activity.  You can also specify national holidays, your organization's holidays, project-specific work/non-workdays, and resource vacation days.  These calendars define the available workhours in each calendar day. P3e uses your calendar assignments for activity scheduling. Whether an activity uses its assigned calendar or the calendar of an assigned resource depends on the activity type you specify.

P3e supports three calendar pools: global, resource, and project. The global calendar pool contains calendars that apply to all projects. The project calendar pool is a separate pool of calendars for each project. The resource calendar pool can be a separate pool of calendars for each resource. You can assign either resource or global calendars to resources, and you can assign either global or project calendars to activities.

3.1 Percent Complete

It is necessary to understand the analysis assumptions that Primavera is making in order to correctly interpret the significance of the reported percent complete in the Schedule Percent Complete column and why Primavera chooses this column in their default layout setup.

Initially, Primavera suggests the use of baseline projects. This provides a basis for comparing the period within which a Project Manager planned to perform work and the period in which the work actually occurs.

The activity percent complete types that will be used are Duration or Physical.

Duration Percent Complete

Duration Percent Complete is a comparison of the amount of time remaining between the current data date and completion of the activity’s scope of work (Remaining Duration) with the Planned Duration of the activity. The formula for Duration Percent Complete is: 
PD - RD 




                                                                                                           PD

Physical Percent Complete

Physical Percent Complete is an assessment of progress in the subjective opinion of the Project Manager. It reports the relative value of work-in-place compared with the total scope of work to be accomplished.

Each percentage calculation is based on different assumptions (because each provides a different indication of the project’s status) A complete analysis of the project’s status requires an understanding of the role of each number and its relationship to the others.
4. Status/Progress Update

The status/progress update cycle will be determined by each work scope owners.

Individual work scope owners will be responsible for assuring that status of their scope has been updated and represents an accurate view of their progress.  During this process, consideration must be given to standard update data such as Start and Finish Dates, Progress % (including use of “Steps” as required), and Remaining Duration for open activities.  

Individual work scope owners have the option to “Ignore relationships to and from other projects” when they calculate their portion of the schedule database.  However, the full effect of inter-project logical relationships will not be realized until all status has been updated including impact from interdependencies between projects.

5. Reports

In addition to providing a large library of standard project management reports, P3e includes two reporting tools you can use to access and report information stored in the P3e database: the Report Wizard, and Report Editor.  In addition, you can use the data Primavera Reports generate and upload them into other programs such as Excel.

All reports are setup by report groups under the Report section in Primavera. There are two main groups, User Define Reports and Project Office. P3e provides standard (default) reports that are located in Report Group Project Office.    

Each group should have an assigned person who will be the "owner" of posting reports in Primavera. However, individual users can run any report in the Global List.  Reports can be created and saved in Primavera two ways: Global and Project-Specific.  Global means that anyone can use that report format for his or her use.  The user can also change that report format, but will be prompted with a conformation request before overwriting the previous layout.  Project-Specific is just that - the Report Wizard generated is exclusive to that particular project. (Note: In order to save a report Globally, you must have user privileges to do so, otherwise you can only save your reports on a per-project basis)

Reports under the "Project Office" band are not to be altered in any way.  Reports may be copied and pasted into the Global User Defined section, but do not modify reports within "Project Office" section.  Contact the PDA to add a Group to the User Define Section.

5.1 Report Wizard

You can use the Report Wizard to easily create a wide variety of customized reports. The wizard steps you through the process of creating new reports, enabling you to select the category of information and specific data fields to include. You can group, sort, and filter project information and include time-distributed data for units and costs. When you create a report with the Report Wizard, you can later use the wizard or the Report Editor to modify the report, if necessary. (Note: If this report is created without the Global Save permission or saved at the Project Level, you will not be able to save the report layout for future use.  

5.2 Report Editor

The Report Editor is a powerful tool that enables you to customize reports. Although you can create reports with the Report Wizard, the Report Editor provides the capability to arrange the report more closely to your specific requirements. The Report Editor enables you to visually group, sort, filter, and roll up project information as well as edit layouts, margins and change colors. You can also display time distributions for units and costs and include graphics and HTML links in your reports.  However, if you modify a Wizard report in the Report Editor, when you reopen the report in the wizard, you lose all of the modifications made in the Report Editor.  There is no function in Primavera to save layouts created in Report Editor.

5.3 Other Reporting Methods

Reports can also be saved as text or HTML files. If you save a report to a file, you can import the data to a spreadsheet program, e-mail the report, publish the report to a Web site, and/or archive the report.  The most common format is to save reports as a text file from Primavera then translating the data in to Excel.  

6. Changes

There are two types of changes in Primavera: Global and Project.

6.1 Global Changes

Global changes are performed only by the PDA as this function could potentially affect the entire EPS.  Contact the PDA to process any Global Changes.

6.2 Project Changes

Depending on security rights, users have the ability to change project information in activities such as names, predecessors, successors, codes, etc.

7. Codes

7.1 Activity Codes

P3e enables you to create both global and project-specific hierarchical activity codes. Each activity code can have an unlimited number of values. You can use these codes and values to classify and categorize activities according to your organizational and project needs. For example, if your organization has more than one location, you can create a Location code values for each location.

In P3e, you can sort, filter, and group activities according to the activity codes and values you assign.

Global activity codes are managed by the PDA.  Additions or changes must be requested though the PDA to ensure data integrity across programs and projects.


Project activity codes are managed at the project level.  It is strongly suggested that the PDA utilize Global activity codes to ensure standardization across all projects and programs.

7.2 Project Codes

P3e enables you to organize projects within your assigned WBS to specific categories, such as location and manager, using project codes.  P3e supports unlimited hierarchical project codes so you can establish as many project codes as necessary to fulfill the filtering, sorting, and reporting requirements for your projects, and arrange them hierarchically for easier management and assignment.

The Project Codes Dictionary is global to the entire enterprise.

Use project codes to group projects, consolidate large amounts of information, and to distinguish one project from another. All projects assigned a value for a code are grouped by their corresponding values when you group and sort by project code. Any projects not assigned a value for the project codes are placed at the bottom of the view under a No Code grouping band.

8. Retained Logic Update

When P3e calculate schedules, the system evaluates constraints and relationships of predecessor activities when projecting earliest possible start date values for “downstream” activities.  If status of activities represents “out of sequence” progress, P3e adds the remaining duration of incomplete activities in the logic path to the next “open” activity downstream. This is referred to as retained logic. The logical links between predecessor and/or successor activities must be modified accordingly to remove the effect of retained logic and allow for progress override. To schedule out of sequence progress and maintain logic path you can schedule (F9) the project and check progress override.

9. Help Desk Support

For help with issues relating to Primavera Project Planner for the Enterprise (P3e) and its use, please contact 

Hours of Operation 8am-5pm EST 

The “Help” menu with in Primavera itself is also a helpful to

10. Appendices

Appendix A:  Project Management Software Tools User Access Request Form

Appendix B:  Global Profile Definitions

Appendix C:  Project Profiles Definitions

Appendix D:  Security Profiles:  Global Profile Names and Privileges

Appendix E:  Security Profiles:  Project Profile Names and Privileges

10.1 Appendix A:  Project Management Software Tools User Access Request Form

Project Management Software Tools

User Access Request Form
Return to:  Routing Symbol I&S, ACB-3 (Patrick Eigbe), or FAX to:  (609)485-6039  –  Phone# (609)485-7857

1.  Check One:  ( Add     SYMBOL 113 \f "Wingdings" \s 12 \h Delete     SYMBOL 113 \f "Wingdings" \s 12 \h Modify      SYMBOL 113 \f "Wingdings" \s 12 \h Recertify
Current P3e User ID: ______________________ Novell User ID:________________

	(See Instructions on Back and Please Print)                      (  FAA Applicant          (  Contractor Applicant 

Applicant Identification
2. Name ____________________________________________________  3.  FAA Organization Symbol (e.g. ACB-640)_______________________

4.
Telephone No.  (           ) ______________________________  5.  E-mail _______________________________________  6.  Region Code _________

7. Mailing Address and Room No.____________________________________________________________________________________________

_________________________________________________________________________________________________________________________

Under Penalty of Law, I agree to NOT disclose to any unauthorized persons information obtained as a result of access to the applications identified below.

8.   Signature ___________________________________________________________________  Date _______________________________________



	Contract Information (Required if applicant is not an FAA employee)  
 9.    Contract Number ________________________________  10.  Contract Name_______________________________________________________

11. Company ________________________________________________________  12.  Contract Expiration Date _____________________________

13.    FAA Organization Manager's signature _______________________________________________________________________________________



	Access Request and Authorization
14. PM System Tools
1. ( PRIMAVERA P3e*


  2.  ( PM Web Site (Primavision)*

3.  ( Progress Reporter*

                 ( Project Manager

                 ( Schedule Analyst

                 ( Schedule Analyst Super

                 ( Schedule Coordinator Fed

                 ( Schedule Coordinator Ctr

                 ( View Project & Financial

                 ( View Project – No Financial


Project Name  _____________________________________________________________________________________________________________


	15. ______________________________

       * PM System Tools Task Lead Approval



	16.  Comments/Special Requests:  ___________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________



	I certify and approve this applicant's request.  In accordance with OMB Circular A-130, the Applicant has been instructed not to misuse government ADP resources, to protect the confidentiality of log-in/sign-on passwords, and to report compromises of such passwords.  I agree to ensure effective implementation and application of the provisions outlined in OMB Circular A-130 and to immediately notify the FAA PM Systems Coordinator if the applicant's employment status changes or if the employee has no further need for the items requested above.

Authorization To Expend Resources:
17.  Name _________________________________________  ___________________________________________  _______________________




(Print)


                                                                     (Signature)                                                         Date

18.  Organizational Symbol  __________________________________  19. Telephone No.  (            ) ________________________________



	To Be Completed by I&S, ACB-3
20.                                                                          _______________________   21. ________________________________   __________________     

                              FAA Coordinator                                            Date                                                     Notified by                                  Date Notified

22.  ______________________________________   ________________________   23. ________________________________  24. ________________

                         User Access Coordinator                                          Date                                                        P3 User ID                                       Account No.
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Instructions

	1. Add, Delete, Modify, Recertify and Current TSO ID

FAA or Contractor Applicant
	
	Check appropriate box:  Add, Delete, Modify, Recertify. If request for Delete, Modify, or Recertify, Enter Current TSO ID

Check appropriate box for FAA Applicant or Contractor Applicant

	2.   Name
	
	Applicant's printed name

	3.
FAA Organizational Symbol


	
	FAA Organization Symbol (contractors must supply organization 

they are supporting)

	4.
Telephone Number
	
	Applicant's area code and phone number

	5.     E-mail address
	
	Applicant’s work e-mail address

	6.
Region Code
	
	Enter the two-character region code of the applicant

	7.
Mail Address/Room Number
	
	Applicant's mailing address including room number

	8.
Signature and Date
	
	Applicant's signature and date signed

	9.
Contract Number
	
	FAA contract no. (not required if applicant is FAA)

	10.
Contract Name
	
	FAA contract name or acronym (not required if applicant is FAA)

	11.
Company
	
	Name of company (not required if applicant is FAA)

	12.
Contract Expiration Date
	
	Date current contract expires (not required if applicant is FAA)

	13.    FAA Organization Manager's signature
	
	The signature of the manager from the FAA Organization named in number 3

	14.
PM System Tool
	
	Enter PM System Tools/systems desired (P3e, etc.)

Resource expenditure - this should be consistent with number 18)

	15.    Authorization
	
	A signature of authorization is required from the PM System Tools' Lead for the PRIMAVERA tool

	16.
Comments/Special Requests
	
	Enter any Special Requests you may have

	17.
Name and Date
	
	Enter printed and written name of FAA Project Manager

authorized to expend resources

	18.
Organization Symbol
	
	Enter the Organizational Symbol of the person authorized 

to expend resources (This Organizational Symbol should match the Fee Service entered in section 14)

	19.
Telephone Number
	
	Enter the telephone number of the person authorized to expend resources


To Be Completed by Program Management Services, ACB-1

	20.
FAA Coordinator and Date


	
	Signature of FAA OPR (Office of Primary Responsibility) and date signed

	21.
Notified by and Date Notified
	
	Printed name of person notifying user and date notified

	22.
User Access Administrator and Date
	
	Signature of User Access Administrator and date signed

	23.
TSO ID
	
	New TSO ID
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10.2 Appendix B:  Global Profile Definitions

A global profile definition specifies the individual access privileges that are associated with the profile. For a global profile, access privileges apply to application-wide information and settings. P3e requires you to assign a global profile to each P3e user.

The following list defines each global privilege:



Privilege Name
















Privilege Definition

Administer Global External Applications




Administer the list of global external applications.

Administer Job Services
Administer the Job Services: set up the Scheduling and Summary services to run at specific time intervals.

Approve Resource Timesheets








Approve submitted timesheets.

Edit Admin Preferences and Categories
Change administrative preferences and categories as defined in the Admin Preferences and the Admin Categories dialog boxes.

Edit Cost Accounts














Create, edit, and delete cost accounts.

Edit Funding Sources
Create, edit, and delete funds in the Project Funding Dictionary.

Edit Global Activity Codes











Create, edit, and delete global activity user codes.

Edit Global Activity Layouts and Filters





Create, edit, and delete global activity layouts and filters.

Edit Global and Resource Calendars





Create, edit, and delete global and resource calendars.

Edit Global Portfolios
Create, edit, and delete global portfolios in Portfolio Analyst.

Edit Global Reports
Create, edit, and delete global reports; edit report groups and global report batches; and save global reports created or modified by the Report Wizard.

Edit Global Tracking Layouts









Create, edit, and delete global tracking layouts.

Edit Resources
Create, edit, and delete resources. Display resource price/time (if the View Resource Costs global privilege is also granted), and resource skill level (a resource’s role proficiency), in reports.

Edit Roles


















Create, edit, and delete roles.

Edit OBS



















Create, edit, and delete global OBS hierarchy.

Edit Project and Resource Codes
Create, edit, and delete project and resource codes hierarchies.

Edit Security Profiles
Create, edit, and delete global and project security profiles.

Edit Timesheet Dates













Create and delete timesheet batches.

Edit Users


















Add, edit, and remove P3e users.

Import Global Information
Import projects, resources, and roles. A user must also have the Create/Delete Projects Within EPS project privilege to import and create new projects.

View Resource Costs
View all values for labor and non-labor resource costs. If this privilege is not granted to a user, all areas in P3e that display monetary values for labor and non-labor resources display dashes and cannot be edited. Such areas include resource price/time, values in resource profiles in the Activities window, monetary values in tracking layouts, and monetary values in Portfolio Analyst layouts.

10.2.1 Tips

-P3e includes a global profile called Admin Superuser. This profile automatically gives a user all of the above privileges for all projects and P3e features. To allow read/write privileges for all projects and features, you can apply the Admin Superuser profile to a user.

-P3e also includes a global profile called No Global Privileges. Assign this profile to users who require access only to Progress Reporter. This profile doesn't allow the user to edit data or view cost information.

10.3 Appendix C:  Project Profile Definitions

A project profile definition identifies the specific access privileges that are granted by the profile. Each project profile is associated with an organizational breakdown structure (OBS) element to determine which EPS structure elements an individual user can access.

The following table defines each project privilege:



Privilege Name
















Privilege Definition
Administer Project External Applications




Administer links to external applications.

Approve Timesheets as Project Manager



Review and approve or reject timesheets for a project.

Check In/Check Out Project










Check projects in and out of P3e.

Create/Delete Projects within EPS







Create and delete projects.

Edit EPS Except Financials
Edit EPS hierarchy (add/remove/move EBS nodes), edit EPS notebook, and edit all EPS-related data except financial information.

Edit EPS Financials
Edit EPS budget logs, funding sources, and spending plan.

Edit Project Activities Except Relationships
Create, edit, and delete a project's activity information, except activity relationships.

Edit Project Activity Codes










Create, edit, and delete a project's activity codes.

Edit Project Activity Relationships







Create, edit, and delete a project’s activity relationships.

Edit Project Calendars












Create, edit, and delete a project's calendars.

Edit Project Details Except Financials
Edit fields in General, Dates, Defaults, Resources, and Settings tabs in Project Details.

Edit Project Expenses













Create, edit, and delete a project's expenses.

Edit Project Reports
Edit a project’s reports, edit a project's report batches, and export reports.

Edit Project Thresholds, Issues and Risks
Create, edit, and delete a project's thresholds, issues, and risks.

Edit Project Reference Documents






Create, edit, and delete a project's reference documents.

Edit Project WBS Except Financials
Edit WBS hierarchy (add/remove/move WBS nodes), notebook entries, earned value settings, milestones (steps), reference documents, and dates.

Edit Project WBS Financials
Edit WBS budget logs, funding sources, and spending plan. Edit financial data at the project level.

Import/View Expedition Data
Import Expedition data to P3e and view it; any/all P3e privileges granted to the user apply to the imported data.

Maintain Project Baselines










Save, delete, and update a project's baselines.

Monitor Project Thresholds










Run the threshold monitor for a project.

Project Schedule, Level, and Apply Actuals
Schedule, level resources for, and apply actuals to a project.

Publish Project Website












Publish a project's Web site.

Run Global Change














Run Global Change to update activity detail information.

Summarize Project














Summarize data for all projects in the EPS.

View Project Costs/Financials
View all monetary values for a project. If a user cannot view project costs, all features that display monetary values are replaced by three dashes (---) in P3e and cannot be edited by the user. The ability to view resource price/time is controlled by the View Resource Costs global privilege. 

10.3.1 Tips

-P3e includes a project profile called Project Superuser. This profile automatically gives a user all of the above privileges for each project, according to the specified OBS element.

-To allow read-write privileges for all aspects of a project, you can assign a user to a project's root OBS element and then apply the Project Superuser profile to the project/OBS assignment.

10.3.2 Notes

-The ability to view resource price/time is controlled by the Edit Global Resource privilege.

-The ability to view risk exposure and impact costs is controlled by the Edit Project Thresholds, Issues, and Risks privilege.

Security Profiles

10.3.3 Appendix D:  Global Profile Names and Privileges
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Appendix E:  Project Profile Names and Privileges
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� � Program/Project Managers will use the P3e Profile to authorize access to specific project information.
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