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Following these best practices
cannot guarantee a successful project

but they will provide a better chance of success.
Disregarding these best practices

will almost certainly lead to project failure.



Project Management Course
Using               - Level 1

Table of content

I. About Lecturer
II. Agenda
III. Course Goal
IV. Start Up
1. Introduction

a. What Is Project Management
b. Common Terms are used in management, P3
c. Open the P3 software.

2. Develop Projects
a. Add a new projects
b. Work with activities and different relationships
c. How to Calculate and Adjust the Schedule
d. Create and save layouts
e. Define calendars
f. Activity Code

3. Manage Projects
a. Schedule the project
b. Assign Target Project
c. Maintain targets

Page 2 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Table of content, cont…

d. Project utilities

4. Analysis, Presentations and reports 
a. Group
b. Sort
c. Filter
d. summarize data
e. Printing reports

5. Overall Case Study within the course

6. General discussion

Page 3 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

i. About Lecturer
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Sherif Abdel Baset Mohammed

Thesis “Study of the financial structural of Contracting Companies ”

B.S.C. Civil Engineer 
 Higher Diploma in Construction Management
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ii. Agenda
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Agenda

1st Lecture
Introduction

Develop Projects

2nd Lecture
Manage Projects

Exercise
Presentations and reports

3rd Lecture
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iii. Course  Purpose, and Objective
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Getting started with Primavera Project Planner (P3) through hands-on, basic training. Participants 
will gain a through background in the concepts of planning and scheduling, while learning how to 
use P3 software through hands-on workshops to learn, and train you on how to utilize P3 for  
project planning, scheduling, controlling, and reporting. 
By the end of this course, the participants will be able to:

Add new project 
Add Activities
Organize Activities
Create Activity Code Dictionary 
Add Codes to Activities 
Create Relationships 
Schedule a Project
Add Constraints
Create calendars
Integrate data with OLE
Optimize the Schedule 
Presentations and reports
Enter Actual Status to Update the project

Course  Purpose, and Objective
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vi. Course  Start Up
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1. Introduction
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1. Introduction

a. What Is Project Management
b. Common Terms are used in management, P3
c. Open the P3 software.
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What Is Project Management

Project management is the process of planning, organizing, and 
managing project’s tasks and resources to accomplish a defined 
objective.
Usually within constraints on time, resources, or cost. 
A project plan can be simple, for example, a list of tasks and their 
start and finish dates written on a notepad. 
Or it can be complex, for example, thousands of tasks and resources 
and a project budget of millions of dollars.
Most projects share common activities, including breaking the 
project into easily manageable tasks, scheduling the tasks, 
communicating with the team, and tracking the tasks as work 
progresses. 
all projects consist of three major phases:

Build the plan
Track and manage the project
Close the project

Management

Project
Management

Software
Project

Management
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a. What Is Project, Program

According to the PMBOK:

A project is a temporary endeavor undertaken to create a unique product, service, or 
result.

A program is a group of related projects managed in a coordinated way to obtain 
benefits and control not available from managing them individually.
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a. What Is Project, Program
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Key Terms

Activity: task to be done in a specific duration to accomplish the project

Resources: to perform a task we should have our resources (labor, material,
equipment, S/C, miscellaneous )

Schedule: to distribute the activities on the project time bar to fulfill the job on 
time.
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What Is Project Management

Need
Identified

Initiating
the Project

Planning
the Project

Executing
the Plan

Monitoring and
Controlling
the Project 

Closing
the Project

Figure 1.1 depicts the process flow of the Project Management Process Groups.
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Open P3

Page 18 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

2.  Develop Projects 
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2. Develop Projects

a. Add a new projects
b. Work with activities and different relationships
c. How to Calculate and Adjust the Schedule
d. Create and save layouts, filter
e. Define calendars
f. Activity Code
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Add New Project

To get this Window, Go to menu bar,  Choose File, New, 

When you finish 
entering Data, Click 

Add
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Add New Project

Create a new project including the above Data
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New Project

Bar AreaColumns Area

Edit Bar
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Add An Activity

Add act. By using activity 
Form (press F7)

Add act. By using activity 
Form (press F7)

1
2 3

Activity should has, description,  
start, finish date, and duration

Data date is the 
starting point for 

the schedule 
calculations

5
6
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Exercise share with Lecturer

Create a project , and add the following activities :
Main Data

Name : AB01
Project title: Main Tower
Company Name: The Builders for construction
Project Start Date : 1St March, 07
Project must finish by : 1st March , 08

Activity Details:
ID        Description Dur.

AB010 Contract award 1 days
AB020 Mobilization 20 days
AB030 Excavation 30 days
AB040 RC Frame 50 days
AB050 Project completion 5 days
AB060 Summary 106 days
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Exercise share with Lecturer

Result will be as the following
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• Key Term

• Activity logics
• Predecessors
• Successors

• Activity different relationships:-
• SS: Start   - Start
• FS: Finish - Start
• FF: Finish - Finish 
• SF: Start   - Finish
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(A) Is the predecessor of (B)
(B) Is the successor of (A)

A

B

Relationships

What Is The Lag
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Relationships

Sample:
columns and Slab, 
Excavation and Foundation
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Relationships

Sample:
Slab conduits and Slab,
Excavate Footing, Footing 
Formwork 
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Relationships

Sample:
Block, Plaster 
Excavate Footing, Footing 
Formwork
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Relationships

Sample:
Wall conduits, plaster 
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Relationships

To apply the relationship between activities:

• press F7
• press both bottoms
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Add Relationships

•Activate the activity
•In the pred. window write the predecessor act., add the relationship
•Repeat the same with the secc. window
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Use the previous project  and change the duration as the 
following:

ID Desc dur Pred

1

20

30

50

5

106

relation SUCC.

AB010 Contract award FS AB020

AB020 Mobilization FS AB030

AB030 Excavation FS AB040

AB040 RC Frame FS AB050

AB050 Project completion FS AB060

AB060 Summary 

Exercise

Then fill the pred. columns

Page 35 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Exercise share with Lecturer

Result will be as the following
To show the relationship 
we should schedule the 

program
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How To schedule a project

•P3 calculates the earliest start and finish dates for 
each activity from the beginning to the end of the 
project, 
•then calculates the latest start and finish dates for 
each activity, working from the end of the project 
back to the first activity. 
•During the backward pass, P3 also calculates float 
values. 
•P3 uses the project planning unit and calendar 
definitions to calculate these dates.

•Calculate a schedule Choose Tools, Schedule, or
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How To schedule a project

1
2

•Option 1: press F9, specify a data date, and click Schedule Now.
  •Option 2:Choose Tools, Schedule
              pecify a data date, and click Schedule Now.
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How To schedule a project 1

specify a data date.

press F9

click Schedule Now.2 3
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Calculating a Schedule
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Exercise

Result will be as the following
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Add the following relationship

ID Desc dur Pred

50

relation SUCC.

AB040 RC Frame FS AB020

Exercise

Then schedule the program “
Press F9
Press “ENTER”
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avoid the
Loop

The Loop
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10 20 30 60 70 80

40

50

Loops indicate circular logic between two activities

P3 will not calculate until the loop is eliminated

Determine proper logic

Re-run schedule

What is the 
Loop
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How To schedule a project

1
2

•Choose Tools, Schedule
• specify a data date, and click Schedule Now.
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Use the previous project  and change the duration as the 
following:

ID Description Dur. PRED.

1

20

30

50

5

106

relation SUCC.

AB010 Contract award FS
SS

AB020
AB060

AB020 Mobilization FS AB030

AB030 Excavation SS AB040

AB040 RC Frame FF AB050

AB050 Project completion

AB060 Summary FF AB050

Exercise

Then fill the pred. columns
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Exercise

Result will be as the following

Page 48 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Activity types

Task: the most common activity with start, finish date. Could be updated 
with progress less than 100%

zero duration activity
Start Milestone, 
Finish Milestone,
Flag 

They used to indicate the start/finish of a major event or any other important 
point in the project., flag only has predecessors, cannot has a successors

Only 0% or 100% are available

Hammock: used to monitor the elapsed beginning-to-end duration of a 
group of activities (i.e. the hammock duration is the number of days 
between the beginning of the first act. And the end of the last act. In the 
group and not the sum. Of the act’s duration)

Page 49 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Modify the activities types to be as the following:

a. Contract award Start MS
b. Mobilization task
c. Excavation task 
d. RC Frame task
e. Project completion Finish MS
f. Summary Hammock

Exercise
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Exercise

Result will be as the following
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Work with activity

Select activities
Cut
Copy
Past
Edit activities
Define activity types
Find activities
Delete
Dissolve
Extract
Row Height
Assign activity IDs
Rename activity IDs
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Define calendars: P3 enables you to establish up to 31 
calendars per project to accommodate different work patterns. 
For example:

if some activities require a 5- day workweek, while others are 
performed part- time (such as Monday, Wednesday, and Friday) or
Work period during Ramadan at site is less than at period at 
engineering work (designer at India)

you can create different calendars (up to 31) and assign the 
activities to them.

Calendars
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Calendars

Go to Data then press Calendar
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The global calendar defines 
non-work periods that apply 
to all calendars. Use the 
global calendar to designate 
all holidays and non-work 
periods your company 
observes, especially if you 
plan to use more than one 
calendar. P3 automatically 
reflects these non-work 
periods in all project 
calendars so you need not 
define them on each 
calendar you use. 

Display the global calendar 
Choose Data, Calendars, 
and select Global Calendar 
in the Calendars dialog box.

Global Calendar
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What is the Layout 

The appearance of the project depends on its layout.

A layout is a picture of the project that stores visual elements such as 

the format of activity bars.

The columns format, 

the organization of activities,

and screen colors.

P3 displays the default layout, called the Classic Schedule Layout,
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How To Open/Save A layout 

1

2
3

4
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How To Open/Save A layout 

3

4
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CPM is a project network analysis technique used to manage total
project duration

A critical path for a project is the series of activities that determines 
the earliest time by which the project can be completed

The critical path is the longest path through the network diagram and 
has the least amount of float

What is the Critical Path Method (CPM)
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What is the Critical Path Method (CPM)

Page 61 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Finding the Critical Path

We have to calculate it manually to feel it (Very Important)

First develop the project network diagram

Calculate the durations for all paths on the project network diagram

The path with the longest duration is the critical path

If one or more activities on the critical path takes longer 
than planned, the whole project schedule will slip unless
corrective action is taken
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Consider the following project network diagram.  Assume all times are 
in days.

a. How many paths are on this network diagram?
ABDF, ABCE

b. How long is each path?
c. Which is the critical path?
d. What is the shortest amount of time needed to complete this project?

Finding the Critical Path

2 3
4

5

A=2 B=5
C=2

D=7

1 6
F=2

E=1

start finish
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Finding the Critical Path
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Misconceptions:

The critical path is the one with all the critically important activities.

The critical path cannot change as the project progresses.

There can be only one critical path

More on the Critical Path
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Misconceptions:

The critical path is the one with all the critically important activities.
Wrong: Critical path considers only task durations for criticality

The critical path cannot change as the project progresses.
Wrong: Yes, it can.

There can be only one critical path
Wrong: If the lengths of multiple paths are the same and they are the 
longest, they are all critical.

More on the Critical Path
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Excercies 
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Activity Constraints

•Use constraints when activities 
must start or finish at a specific 
time and/ or date. 

•P3 provides two types of 
constraints: date constraints and 
float constraints.

•Use date constraints when a 
specific date controls an activity 
or project.
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How to open activity Constraints window
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Float
The amount of time an activity can be delayed without delaying the overall completion 
date.  Also defined as the time between when an activity can start and when it must start.

Free float is the amount of time an activity can be delayed without delaying the early start of 
any dependent activities

Free Float = Late Finish - Early Start - Duration

Total float is the amount of time activities may be delayed from their early start without 
delaying the planned project finish date

Total Float = Late Finish - Early Finish

What is Float 
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• Float helps identify schedule problems and analyze 
schedule status.

• if the Total Float is Negative this mean your 
program is behind schedule 

• P3 calculates a negative total float only when you 
impose a constraint or a project finish date; the late 
dates are earlier than the early dates, which indicates 
that the activity is behind schedule.
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Activity Code System

Use the Activity Codes Dictionary to define a set of codes you Can use to categorize 
project activities to be able to: 

organize,
Group,
select, 
summarize activities; 
produce reports, and graphics 

based on the defined activity codes.

To define activity codes Choose Data, Activity Codes, then choose the Activity Codes 
option. 

For each code you want to define, type a name containing up to four alphanumeric 
characters, specify a length of up to 64 characters, and type a description.

Activity code vary from planner to other, according to your character, experience, 
type/nature of the project, and your company requirement, policies.
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Activity Code System

To define values and descriptions In the Codes 
section of the Activity Codes Dictionary:

select the activity code to which you want
to assign values and descriptions.

In the Values section, type a value and 
description.

Specify an order number from 1 to 255 if you 
want the value to appear in an order other than the 
default alphanumeric sequence.
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3.  Manage Projects 

Activity Code System
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Schedule the project

All the participants to create the actual 
data and update the project 

accordingly
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Creating a Target Project

•Before you update a schedule the first time, we suggest that you create a target 
plan. 
•The simplest target plan is a complete copy of the original schedule. As the 
project progresses, use the target as a benchmark or baseline for comparing the 
target dates, and costs to those for the current schedule. You can also use the 
target to measure project status and performance.

•To create a copy of the current project and designate it as a target, choose Tools, 
Project Utilities, Targets.
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Creating a Target Project
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Project Utilities

Copying Projects

•Use the Copy command to create a duplicate of any project. Copy a project to:

• Explore “what-if” scenarios using the duplicate project, so the original project 
files do not change.

•Also make a copy before update 

•You can also quickly create a new project from an existing one if the new project 
uses data similar to the old one. Simply copy the existing project and  rename the 
duplicate. 

Choose Tools, Project Utilities, Copy.
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Project Utilities

Copying Projects
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Deleting Projects
The Delete command permanently deletes a project from the specified folder, 
including layouts and report/graphic specifications.

Before you select this option, you may want to back up
your project files.

To delete a project, choose Tools, Project Utilities, Delete. Use the
Drives and Folders fields to select projects in other locations.
You cannot delete an open project.

Project Utilities
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Project Utilities
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Back Up

•Backing Up Projects

•P3 enables you to back up projects to diskettes or to another folder and then to 
restore projects from the backup as needed. 
•Choose Tools, Project Utilities, Back Up. Backing up projects protects project 
data and enables you to share projects with users at remote sites. P3 automatically 
backs up 

•Layouts
•Report
•graphic specifications 
•project dictionaries
•filter specifications.

• The Back Up command does not delete the project files from the folder.
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Back Up
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•Restore projects and  project groups from the backup diskette(s) or folder to the 
selected folder using the Restore command.
Choose Tools, Project Utilities, Restore.

Restoring Projects and Project Groups
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P3 enables you to convert Microsoft 3.0 or 4.0 projects to P3
format. You can also save P3 projects as a Microsoft .MPX 
file.

Convert a Microsoft Project to P3 Choose Tools, MPX
Conversion Utility, then choose File, Convert an MPX Project 
to a P3 Project. In the Projects section, select the Microsoft 
project to convert. Click OK. In the Convert Project To dialog 
box, specify a new name for the converted project.

Converting Data to and from Microsoft Project

Page 83 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Page 84 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

Converting Data to and from Microsoft Project
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Converting Data to and from Microsoft Project
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Converting Data to and from Microsoft Project
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Converting Data to and from Microsoft Project
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Converting Data to and from Microsoft Project
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Converting Data to and from Microsoft Project
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You can create , drawings, text, graphs, or other objects with an OLE server 
application, and integrate those objects into your layout. 
An OLE server is an application whose objects can be embedded or linked 
into other documents. Once you embed or link objects into a layout, you can 
edit the objects from within the layout without exiting P3.

Using OLE to Highlight Project Events
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4.  Analysis , Presentations, Reports 
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Group, sort, filter, and summarize data:

•P3 provides extensive grouping and sorting capabilities so you can view a project from 
many different perspectives.

• Sorting arranges activities in any order you select, such as by early start to view 
activities sorted according to time.

•Grouping organizes activities into categories that share a common attribute. For 
example, focus on activities by responsibility, or date. Or, for a hierarchical view of the 
project, outline the project by its work breakdown structure.
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Group, sort, filter, and summarize data:

Organize, Sort
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Group, sort, filter, and summarize data:
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•Selecting Activities by Filter:
•Filters control the activities P3 displays in the project window. When you want to work with a part of your 
project, a filter temporarily limits the activities displayed, based on criteria you specify.

What is the Filter:
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How To Open/Save A layout 

3

4

Make 
more 

layouts
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•Print

•Total bar

•Sub-total bar

•Summary bar

•reports
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tabular resource report

Page 104 of 122
Eng. Sherif Abdel Baset M.

Sr. Systems Specialist



Project Management Course
Using               - Level 1

tabular resource report
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tabular resource report
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tabular resource Loading
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tabular resource Loading
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Creating an activity code
Adding Activities 
Creating Relationships 
Scheduling 
Updating the Schedule

Workshops:
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Questions/Discussion
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Important Notes

– To Change Project Main Data:
FILE + PROJECT OVERVIEW

– To change/modify ID numbers :
File + Open + activate (Tick) exclusive Bottom

– F7  is a short cut to Activity form

– to fix the ID number Increment
Tools + Option + Activity Inserting

– to assign code to the activity
Activity Form (F7) + Codes

Or
Add column + assign the code thru it

– To activate the automatic (FS) relationship

– Insert + Autolink

– To fix the Project Must finish Date
Project overview

– To know the current deviation based on the target
Format + Column+ add Column choose :Variance 1 Early Finish “
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Important Notes

To change/modify ID numbers :
File + Open + activate (Tick) exclusive Bottom

Sign * is an indicator of a constraint is assigned to that activity

To Schedule 
Tools + Schedule “ Which Gives You A Report Of  current constraint, open end activities, out of sequence 

logic”

Press (F9) if to Perform Scheduling Only (no report is required)

To summarized the whole project 
Tools + Summarize All
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Important Short-Cut

CTRL+I: Constraint Window

CTRL+E: Predecessor Window

CTRL+J: Successor Window

CTRL+W: Save Layout Window

CTRL+O: Open Project Window

CTRL+P: Print Window

CTRL+F: Find Activity Window
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Important Short-Cut

CTRL+K: Log Window

CTRL+M: Activity Code Window

CTRL+N: Add New Project Window

CTRL+W: Save Layout Window

CTRL+O: Open Project Window

CTRL+P: Print Window

CTRL+F: Find Activity Window
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