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P/IPMS Quick Reference/Learning Guide

Chapter 1 OVERVIEW
Section A - An Introduction to Job Scheduling

The Program/Project Management System (P/PMS) was designed and built to assist the Department in
planning and scheduling the pre construction design process for trunk line road and bridge projects. Once a
project is selected, the project manager enters the characteristics describing the project into the system. The
system then creates a scheduling network using those characteristics, and using the standards provided by
the Department'’s operational and supporting units, to determine which tasks will be included in the network
and what the durations should be. At the same time, the people required to perform the task are identified
and added to the schedule. Following this generation process, project managers may need to further refine
the schedule since all projects are unique in some way.

When schedules have been created and refined, they can be pulled together to summarize, analyze, and
report on jobs, tasks, resources, and costs throughout the Department. Project schedules are brought
together in the system’s Program Area where system and program managers can assess the impacts of
progress, changing schedules and organizational changes. Some information from the project schedulesis
automatically rolled together and presented in the Executive Information System where users can quickly
review and evaluate what's going on with all projects. Please refer to the EIS Users Guide for more details
on that application.

This document is intended to be an informal guide that explains how to DO each of the steps described
above, and more. The following chapters were pulled from the Combined Quick Reference/Learning Guide
to deal specifically with how to perform some of the more common tasks in the P/PMS Job/Project Area (for
Project Managers and Scheduling Specialists).  This guide will sometimes assume a certain minimal level
of knowledge about P/PMS and its usage and functionality. It isrecommended that the user take the P/PMS
Training Course before utilizing this manual, especially for the Project Manager and Prograny/System
Manager portions. If you have more questions, please call the P/PMS Hatline at (517) 373-9020.

Throughout the document, reference will be made to other familiar PPPMS manuals. Many P/PM S manuals
exist to cover system functions, menu structures, task standards, job characteristics and much more. The
intent of this manual is to provide answers to most questionsin a concise, easy to find way. In many cases,
one of the other manuals will provide detail that will not be reproduced here. Current manuals can be found
on the intranet at http://interchange/computing/design/ppms.htm

Section B - Conventions

Throughout this document information will be presented using the following basic standards:

Menu options will appear in bold with initial upper case letters (e.g. File, New, Job where underlined
letters are hot keys and menu selections are separated by commas).

Items of special note will be preceded by Note: and/or will be underlined or italicized. Figures are identified
by number.

OVERVIEW 1-1
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Chapter 2 PROGRAM/SYSTEM MANAGERS

Section A - How to Get I nto P/IPMS

Purpose: The purpose of this section isto detail the steps for getting into P/PM S to start working with
jobs.

BeforeYou

Begin: If you do not have P/IPM S, contact the PIPM S Support Team to get the software installed and
alogin password. You will be notified when your login isavailable. If it isdesired, Support
Team personnel can set up your PC to bypass the login/password screen. Please contact us
with any questions regarding P/PM S!

P/PM S Support Team Personne!: HOTLINE: (517) 373-9020

Dennis Kelley (517) 373-4614 User/Printer Administration &
Technician

Norm Kieliszewski (517) 335-1913 Design Expert/engineering Technician

Lenny Robinson (517) 335-3291 Consultant

Scott Habetler (517) 335-3278 Consultant

Melissa Tucker (517) 335-7298 Consultant

Amy Gusfa (517) 335-2255 Student Help

Procedure:  Follow these steps to get started with P/PMS.

Step Action
1 | Double-click the PP/PM S icon on your desktop.
If... Then...
A. Alogin screen Typeinyour login name, ENTER,
appears and your password, and proceed to
the next step.
B. The Main Menu Proceed to the next step.
appears

Chapter 2 PROGRAM/SY STEM MANAGERS 2-1
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Section B —How to Find Out What Jobs are Ready for Program Addition

Purpose:

The purpose of this section isto detail the steps for identifying jobs to be added to the PFIPM S

Statewide Master Program.

Before You
Begin:

Jobs or versions that have been submitted for programming in P/PM S are marked as refined.

See also Chapter Il - Project Managers, Section A (Page 3) for categories of job networks
and their descriptions.

Procedure:
Step Action

1 | Read Section E through Part V to understand how to use the Selection Screen.

2 | If you are not aready in the Program Area of PIPMS, select File, Go to Program
Area.

3 | Sdlect Listings, Refined Jabs.

4 | A selection screen will appear. Fill out the fields to narrow your search, or blank out
the fiscal year fields to see all refined jobs. Use the Sort button to choose your sort
order.

5 | The Refined Jobs Listing appears (Figure 2 below), showing information including
the version submitted, target PC and L etting, and the date it was submitted.

6 | Using the Refined Jobs Listing for reference, each of the submitted versions needs to
be checked for:

Correct target PC and Letting (either approved in MPINS or existing 2604).

Network schedule not |ate (see Late Criteria - Page 4).

7 | Check for the target PC and Letting to match MPINS by opening MPINS and:

Click the Job Locator button

Type in the job number and select Change Request

Click OK

Figure2
File Goto Help
MICHIGAN DEPARTMENT OF TRANSPORTATION — P/PMS I3
All FY s Refined Jobs Listing

Produced by: kelleyd
Produced on: 09-22-2000 Page: 1o0of 1
Control Job Project Location Work Target Target Construction Job MPINS Submit
Section Number Ver Manager Route Description Tupe Region Plan Comp Letting Cost Priority Status Date
63174 49565 1 burnellc I-75 @CROOKS RD-CITY OF T 213 METRO 19-11-2007 12-14-2007 $590. 000 2 Active 09—05-2000
73033 31804 2 burnellc M84 MN/PIERCE ROAD-S/DELT 210 BAY 12-02-—2002 02-14-2003 $26,.000.000 2 Yersion 09-08-2000
13961 36201 2 clausk I-94BL ELM —-E/JAMES ST. BTL 212 SOUTHWEST ©¢7-02-2002 10-11-2002 $4.200.000 2 Version Q9—05-2000
13061 36202 4 clausk I-94BL I-94BL-E/JAMES& SOUT 212 SOUTHWEST 12-03-2001 02-08-2002 $16.000,000 2 Yersion 09-05-2000
39022 28212 3 clausk 194 @SPRINKLE ROAD INTER 213 SOUTHWEST 12-05-2000 02-02-2001 $ 900,000 2 Version 09-14-2000
39052 53544 2 clausk M-331 PARKWD ST N-N/KLMAZO 142 SOUTHWEST 12-05—2000 02—-02—-2001 $1,.300,.000 2 Version 09-22-2000
06111 45451 2 cloutiew I-75 STERLING ROAD-OGEMAW 160 BAY 08-01-2002 02-14-2003 $9.496.350 2 Version 09-14-2000
73033 45884 2 cloutiew M-84 M-58 NORTH TO WEISS— 140 BAY 02—-08—-2002 03-08-2002 % 305,000 2 Version 09-21-2000
73033 45887 2 cloutiew M-84 WEISS RD-TITTABAWASS 140 BAY 01-18-2002 03-08-2002 $2.034.000 2 Version 09-14-2000
73131 48595 2 cloutiew M-83 MCL OF Frankenmuth t 142 BAY Q7—03—2002 01-10-2003 $1,202,.000 2 VYersion 09-08-2000
38023 51440 2 garciaj M-69 Over Paint River 137 SUPERIOR 09-04-2001 11-09-2001 % 970.000 2 Yersion 09-22-2000
39014 50799 1 lippertr US-131 Ov Amtrak & KL Ave. 131 SOUTHWEST 01-03—2001 03-02-2001 % 484_000 2 Active 09—22-2000
18033 45426 2 mazurekg US-27 US—-10— HATTON 222 BAY 01-19-2001 03-02-2001 $12,460.000 2 Yersion 09-18-2000
83043 30154 2 saxbyj M59 @ ADAMS RD RCHR H 51 320 METRO 08-01—-2008 11-14-2008 $10.620_000 2 Version 09-08-2000
25132 50882 1 thorpk I-69 VYARIOUS LOCS ON I-47 185 BAY 01-10-2001 03-02-2001 $ 120.000 2 Active 09-01-2000
80071 48547 2 wandenbt M-51 Mills to Evergreen A 160 SOUTHWEST 04-02—2002 10-11-2002 $1,550, 000 2 Version 09-08-2000
79081 53853 2 wilsondo M-25 M-25 IN UNIONVILLE 411 BAY 11-20-2000 01-10-2001 $1,026.000 2 Yersion 09-—21-2000
The Number of Refined Jobs that match the Selection Criteria is; 17
Sorted By: proj_mgr job_section job_no

T

Eie || Comime | Setect | Amothor || Fina || peos | Zouns | _Puim |
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Section B — How to Find Out What Jobs are Ready for Program Addition, (continued)

Procedure:
Step Action
8 Y ou should see the MPINS Change Request Summary Screen. Click on the bottom-
most change request. If it has not been a[[roved, and is In Review or Follow-Up, do
not yet program the version.
9 Select Change Request — 2604 — date info
10 Check the Change Request — Date Information screen that comes up. The column of
dates on the right includes the PC and L etting to be matched by the version. Note:
The letting date may not match exactly, but needs to be in the same month and year.
The same appliesto the P.C.
11 If... Then...
A. PC and Letting do not match | Contact the PM and inform them
the latest 2604 the version can not yet be
programmed.
B. PC and Letting match the Check to seeif the latest 2604 is
2604 approved (step 11)
12 If... Then...
A. Thelatest 2604 isIn Review | Wait for the 2604 to be approved
or Follow-Up (see step 7) before proceeding.
B. Thelatest 2604 is approved Proceed to step 12.
(seestep 7)
13 In PIPMS, click Reports, Jobs/Projects, PC and L etting Dates. (Check the PC and
Letting Dates Report.) Y ou will see the Scheduled vs. Approved Plan Completion
and Letting Dates for your network. See Figure 11.
14 Compare the scheduled dates to the approved dates for the Plan Completion and
L etting, taking note of how far in the future they are form today, and recognizing the
float.
15 | Apply thefollowing criteriato determineif your network is late (late network will
not be approved/programmed in P/IPMYS):
A jobislateif the approved date for the PC and/or Letting is...
...within the next 2 months and the schedule is > 5 days late (float is worse than -5).
...within the next 3 months and the schedule is > 10 days late.
...within the next 6 months and the schedule is > 15 days | ate.
...within the next year and the schedule is> 30 days | ate.
...within the next 2 years and the schedule is > 50 days late.
...within the next 3 years and the schedule is >70 days | ate.
...within the next 4 years and the schedule is > 90 days late.
...4years or greater and the schedule is >110 days | ate.
16 Note all jobs with correct target dates, approved 2604’ s, and good schedules.

Chapter 2 PROGRAM/SY STEM MANAGERS 2-4
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Section C - How to Add/Remove Schedules To/From the Program/Scenario

Purpose:

Before
You Begin

Procedure:

The purpose of this section isto detail the steps for identifying and adding jobsto the PFIPM S
Statewide Master Program. Once schedules are added to a program they can then be used to
perform resource scheduling, resource summarization, generate resource histograms, perform
cost and hours summarizations, and organizational and work type rollups. All of this
information can then be used to do analysis of the program. Program Managers can find out
where their program is and where it is going, and then the Program Manager can make
informed decisions about where it should go.

Because the PIPM S Statewide Master Program of jobs is protected, you must first create a
scenario of jobs, much like creating aversion of ajob. You may then add or delete jobs and
versionsin the scenario, and then replace the PIPM S Statewide Master Program with the
scenario. Scenarios may also be used to perform program what-ifs. Note: In the scenario to
replace the Program with, you should delete the ‘old’ version 1 of jobs you want to replace
with the new versions, and add the new versions (see Part 11).

Part | — Creating a Scenario

Step Action

1 From the Program Area menu, select File, New, Scenario. You will then seethe
window in Figure 3 (next page). Note: Scenarios are automatically identified in
much the same way as versions, but use letters instead of numbers. The created
scenario will have the next letter available in series, usually A for the New Program
Scenario.

2 Fill in the description of the scenario for further identification.

3 Fill in the Resource Availability Profile you wish to use with the scenario. Thiswill
typically be the same one used with the Program, which is Profile 1.

4 Click on Update, and then Exit.

5 Y ou will be asked if you wish to copy the program or a scenario (Figure 4 - next

page).
6 If... Then...
Y ou want to build the scenario from Go to Part |1
scratch Click cancdl. .
Y ou want to copy the program or a Click OK.
scenario

7 Y ou will be presented with a menu of scenario choicesto copy. You will want to
select the Statewide Master Program if you wish to update it.

8 Y ou will need to wait while P/PM S copies the program/scenario to the new scenario.

Chapter 2 PROGRAM/SY STEM MANAGERS 2-5
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Section C - How to Add/Remove Schedules To/From the Program/Scenario, (continued)

Figure3

% CAT Il Data Entry

File  Edit Goto  Find

Figure4

Help

MICHIGAN DEPARTMENT OF TRANSPORTATION - P/PMS
Scenaric Details

., Copy the Statewide Master Program or
an existing Scenario to the new Scenario?

Scenario Generation Date

Scenaric Name ......c.vvvsvanees B
Scenario Description ,.........

PR 09—13-2000

Resource Availability Profile .

ER

Cancel |

. [IEW PROGRAM

.

RECORDSET: scen_dir Find: 1 of 1 Rec: 2

Part || —Adding or Deleting Jobsfrom a Scenario

Action

From the Program Area menu, select File, Open, Scenario.

Select the scenario you wish to work on from the pop-down menu

Select Edit, Scenario Jobs.

Procedure
Step
1
2
3
4

If...

Then...

A. You want to delete jobs from
the scenario

NP

Click on Subrec.

Scroll or use Find to locate the job
you wish to delete.

Click Delete.

Click OK for verification.

Repeat 2 - 4 for each job to delete

B. Youwant to add jobsto the
scenario

5.

WN PR~

4.

Click on Subrec.

Click on New.

Enter Job Number and Version
Number.

Use up or down arrow to save.
Repeat 2-4 for each job to add.

Click Exit when finished. You will need to wait while P/PM S adds your jobs to the

scenario.

Chapter 2 PROGRAM/SY STEM MANAGERS
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Section C - How to Add/Remove Schedules To/From the Program/Scenario, (continued)
Part |11 —Replacing the Program with a Scenario

Purpose This part outlines steps to replace the Program with the Scenario you have created, which is

also how ajob’s version replaces the original in the Program.

Before

You Begin  Because replacing the Program requires extensive data manipulation, it is recommended that
this process be conducted at the end of the work day, or else at the very beginning, to avoid
problems with data sharing.

Procedure

Step

Action

1

From the Program Area menu, select File, New, Statewide Master Program.

Y ou will be notified and asked if you want to continue. Click OK to verify.

Select the scenario you wish to replace the Program with from the pop-down menu.

P/PM S will check the scenario you selected for a missing availability profile, the
presence of generic jobs/versions, for jobs/versions whose schedules have been
modified since their inclusion in the scenario, and for jobs/versions with status
exceptionsin MPINS. In each of these cases, an informational message will instruct
you what to do to fix the scenario before programming it.

If there are no exceptions, you will be asked to continue. Click OK.

There may be other usersin P/PM S when you are attempting to replace the Program.
If so, an informational message will alert you to these other users. Click OK to see
thelist.

If you believe that the number of users will not be adversely affected by any data
sharing problems, click OK when asked to continue. Otherwise, click Cancel.

Chapter 2 PROGRAM/SY STEM MANAGERS 2-7
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Section D - How to Change Resource Availabilities

Purpose This section provides information and steps concerning how to add and update resource
availabilitiesin the resource availability table.

Before

You Begin A resource availability profile is used to tell the system how many people are available to do
work on any given day. The profile can be used by the system to Resource Level the
program, and to compare against the required resources to show the manager if there are
enough people to get the work done. For this manual we will only discuss modifying an
existing profile.

Procedure

Step

Action

1

From the Program Area, select File, Open, Resour ce Availability Profile. A pop-
menu of profileswill appear.

Select an existing profile. Typically, you will work with Profile 1.

Select Edit, Resour ce Availability Profile Table. You will see awindow like Fig. 5.

AW

The first column represents the Org Code, the second column is how many people per
day are available to work from the organization - originating from the availability
forms provided to & received from units. The next column shows the calendar that
the resource uses. The next two columns show the dates that the resource will be
available.

Modify existing availabilities by using the Find feature or scrolling to the record you
wish to change, or click New to add more. Calendar 2 isthe MDOT work day
calendar.

»

Use the mouse or arrow keys to move between fields and edit.

\‘

Click Exit when finished.

Chapter 2 PROGRAM/SY STEM MANAGERS

Figure5
./5CAT Il Data Entry
File Edit Goto Find Help

RN: Resource Feople ‘ Calendar | Beg Avail Date End Avail Date
892 |[22700f .03 2 01-01-1998 01-31-1998

895 |[22700 7.35 2 02—01-1998 02-28-1998

898 |[22700 771 03—01-1998 [©3-31-1998

901 22700 7.7 04-01-1998 [04-30-1998

913 700 7.41 05—01-1998 05-31-1998

04 700 7.7 06—01-1998 06—30-1998

a16 700 7. 41 07—01-1998 07-31-1998

07 | 22700 .7 08—01-1998 08-31-1998

919 |[22700 7.41 2 09—01-1998 109-30-1998

910 |[22700 7.7 2 —01-1998 —-31-1998

922 22700 .73 —01-1998 —30-1998

925 700 .68 —01-1998 —31-1998

893 700 .03 —01-1999 [01-31-1999

896 700 7.35 02—01-1999 [02-28-1999

899 |[22700 .71 03—01-1999 03-31-1999

902 |[22700 P 2 04—01-1999 04-30-1999

914 22700 7. 41 05—01-1999 [©5-31-1999

905 |[22700 7.7 06—01-1999 | [06-30-1999 |
917 |22700 .41 07—01-1999 | [07—31-1999 ]

RECORDSET: prog_1_avl Find: 1 of 5273

rn I
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Section E - How to View Reports on Programs

Purpose

Before
You Begin

Chapter 2 PROGRAM/SY STEM MANAGERS

The purpose of this section is to describe how to run common reports on groups of jobs
(‘programs’) in PIPM S that detail certain types of information, and what those reports show.

Several pre defined listings, reports and graphs are available under the Listings and Reports
menus that let you review the progress your program is making, find out where problems
may have arisen and communicate your situation to interested parties. Many predefined
reports are intended to provide information about job status and to highlight problems. See
Appendix A for details on using the report viewer. Common items of interest are listed
below, arranged according to the menu structure.

The Selection Screen is the heart of the majority of the Listings and Reports available.
Figure6

i+ SELECTION SCREEN

I Michigan Department of Transportation - P/PMS

Create a Report/Listing based on the following Criteria:

Beginning Fiscal Year: II2DDl vears| I Quarters |

Ending Fiscal Year: [;,00, | vears| | Quarters |

Letting Month: I Monthsl
Region: I Regionsl
TSC: | TS(‘.«;'

Build Michigan only: .~ yp < YES

Jobs Owned By Johs Grouped By
Organization: I— Organizations | Joh Group: |_ Job Groups |
Manager: li Managersl Work Group: I_ Work Gruupsl
Tasks By Joh Type: l_ Joh Typesl
Time Frame: li Framesl Work Type: I_ Work Typesl
Resource Unit: I_ %I Fund Template: I— Templatesl
Resource Group: Ii Gmupsl Task Number: l— EI

Sorted By: |: Sonsl
. l_ | Submit I Cancel |
Bepart Tyue: |_ -;-Ypﬁgl

The Selection Screen alows the user great power, and yet flexibility to customize lists and
reportsto view just the data that the user would like to see. Before you begin using the
listings and reports, we will define the items on the Selection Screen for usage.

Note: Many combinations of selection criteria are available for use, but certain listings and
reports may preclude the usage of certain items on the Selection Screen. These will be
ghosted and unavailable to the user. Also, blue buttons next to categories will access pop-
down menus of the choices available, and some combinations of selection criteriamay yield
no results.
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Section E - How to View Reports on Programs, continued

Quick Reference/Learning Guide

Part | —Main Criteria

tem Description
Fiscal Year | Allows selection of jobs by Fiscal Y ear of target (approved) letting; i.e. Fiscal
Y ear 2002 covers jobs targeted for letting between 10/1/01 and 9/30/02.
Quarter Y ou may further refine your year selection by choosing jobs with target
lettings in a certain quarter of the fiscal year.
Let Month | The user can select jobs with atarget letting in a specific month of afiscal
year.
Region The user may select jobs located in one of the seven regions of the state.
TSC The user may select jobs within the counties and coverage area of a specific
TSC.
Build Build Michigan jobs are specifically identified in MAP, and thus PPPMS, as
Michigan | highest priority jobs. These jobs are typically requested by the Governor.

Part || —Jobs Owned By:

ltem Description
Organization | Allows selection of jobs by Project Managers within specific units.
Manager Allows selection of jobs owned by specific Project Managers

Part |11 —Jobs Grouped By:

ltem Description

Job Group | Allows selection of 1 of 6 different Job Groups, groupings of jobs based on
Funding Templates into larger categories such as Bridges.

Work Group | Selection of Work Groups picks jobs within 1 of 6 Work Group areas, such as
Roadway jobs, Bridge jobs, or Landscaping jobs.

Job Type Job Type selection further narrows choices to specific Job Types, based on Job
Groups, but more defined, like Expand: New Routes or Preserve: Other.

Work Type | The user may select jobs of a specific Work Type, the 3-digit code defining the
main type of work on ajob. Many different options are available.

Funding Users selecting a specific Funding Template may select jobs from which the

Template majority of money for the Design Phase comes from 1 of 34 specific
categories.

Task Users may choose to select jobs which contain a specific task number within

Number their critical path networks.

Chapter 2 PROGRAM/SY STEM MANAGERS
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Section E- How to View Reports on Programs, continued

Part |V — Tasks By:

[tem Description
Time Frame | For Task Reports, the user may select tasks scheduled to start or finish within
the next 1 month, 4 months, 1 year, or 2 years from today.
Resource | The user may select tasks performed by various resources from a pop menu.
Unit
Resource | Selection of al tasksto be performed by a group of resources may be made. A
Group pop-down menu includes Real Estate, North Region, and Grand Region Project
Development/Design, among others.

Part V — Sorted By and Report Type

ltem Description
Sorted By The user may select to have items on the listing or report sorted by Region,
Project Manager, Approved Letting, or Work Type. The default sort is by
Control Section and Job Number.
Report Type | Report types may vary, depending on the information the user isinterested in

for certain reports. Report types are keyed to Design, Real Estate,
Environmental, Traffic & Safety, Capital Preventative Maintenance, and
Region Design.

Part VI — Common Listings and Reports

Listings

Job I nvolvement by Unit - Thislisting allows you to select a single resource and see
all jobsin the program that the resource in involved in, including their approved and
scheduled plan completion and letting dates, plus the project manager.

Programmed Jobs - The user uses the selection screen to provide a specific list of
jobsthat are currently in the Statewide Master Program, presenting general job details
that include project manager, work type, target PC and letting, and construction cost.
A similar report highlights Scenario Jobs.

Refined Jobs - See Section B, through Step 4.

Unrefined Jobs - Selection criteriawill provide alisting of jobs that have networks
and management units, but have not yet been submitted for programming in P/PMS.
Again, general job details are presented.

Network Status - Provides alisting organized into the 6 Work Groups, identifying
for each, given the selection criteria: 1) total number of networksin the group, 2)
number and % of networks that are new, unrefined, refined, and programmed, as well
as on time and late networks.
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Section E- How to View Reports on Programs, continued

Part VI - Common Listings and Reports, continued

Reports

Program/Pr oj ect

The Project Status Report provides the basic information for selected jobs,
plus extrainfo on network status, and approved and scheduled dates for the
major milestones on ajob to show whether it is on time or not.
Custom Report - allows usage of the selection screen to choose the
data the user would like to view.
Combined Report - the user can view areport for all Mgjor Programs
in aspecific fiscal year.
Historical Report - this generates areport for a selected Job Group that
can view the status of a past fiscal year, at the beginning of a specific
week (collection started 9/11/00).
The Program Status Report provides for an overview of an entire selected
program for major milestones, showing number of originals, approved, and
actualsto date, as well as the gap and what % are on target. It also shows
projected lettings by month and costs as shown in MAP, approved in P/IPMS,
and scheduled in P/PMS.
Custom Report - same as above
Combined Report - same as above
Historical Report - this generates areport for all programs that can
view the status of the current fiscal year, at the beginning of a specific
week (collection started 9/11/00).
The Program Performance Report utilizes the selection screen to choose the
data you wish to view. Thereport itself provides a view of approved letting,
scheduled letting, float, and construction cost for the jobs selected.

The PC and L etting report here uses the selection screen to choose jobs to
see on the PC and L etting date report, which shows the approved dates,
scheduled dates, and float for the PC and Letting for the selected jobs.

Use the L ate Tasks report to determine which tasksin a particular program
are unfinished and late. This report shows the Approved, Scheduled, and
Actual starts and finishes for al late tasks in a particular network.

The Milestone Status report can be used to show the status of al of the
milestones for a program. This report also shows the Approved, Scheduled
and Actual dates for each milestone. This report will let the user know ahead
of time which milestones arein jeopardy of slipping behind schedule and
which have missed their completion dates.
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Section E- How to View Reports on Programs, (continued)

Part VI- Common Listings and Reports, (continued)

Milestones
The Late Milestones report lists all late milestones. The late milestones may
come from all jobs, by Project Manager, Squad, etc. Thereport issimilar to
the Late Tasks Report, but consists of Milestones only.

The Major Milestone Gantt Chart gives the same information asin the
Network Milestone Report in graphic form. Schedule dates for each
milestone are represented as diamonds placed against atime line. Schedules
for each WBS task group are shown as horizontal bars. The report is grouped
by job number for a multi-job project.

Resour ce
The Responsibilities Work Schedule can select tasks using the selection
screen, and the report provides information on durations, budgeted and actual
labor hours, and approved, scheduled, and actual start and finish dates, as well
asfloat.

The Resour ce Histogram allows the user to select aresource (index or
organization) code and a start and finish date to view a chart showing the
combined work in labor hours versus the unit’s availability over the chosen
time period.

A Resour ce Summary report allows the user to select one or more resources
to view over the user-input time frame. The resultant report shows histogram
information specifics in tabular form, along with breakdowns of hours
required and available per day, and average overload/under load per day.

Payroll
Payroll reports may be based on either DCDS (more detailed) or PPIPMS (less
detailed). Y ou can use these reports to see what units/people have logged time
and money against agiven job, or you can see how many hours and dollars
have been logged by your unit against al jobs, among other things.

Under DCDS, you may see reports by job, employee, or resource. By job,
you may choose the fiscal year of info you want. By employee and resource,
you can pick the FY and quarter. Output may include Job Number, Task
Number, Resource, Employee Name, Actual Hours, Actual Costs, Pay Period,
and Calendar Y ear.

Under P/PM S, you have the option of payroll by job, manager, task, or
resource. Thisreport coversall jobs and timeframes. The subsequent picks
work similar to the DCDS. Output may include Job Number, Resource, Task
Number and Description, Actual Hours, and Actual Costs.
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Section F - How to Quit, Close, Exit, Log Off or Out, or Otherwise L eave the System

Procedure

Step Action
1 Choose Exit from the File Menu.

Note that it is not necessary to close your template, job, scenario, or program
session before exiting.

Use of the Window Control button (the “X” sign in the upper right of the
window) to close windows is not recommended, as thiswill kill your
sessions abnormally, and may leave things running on the P/PM S server
which may preclude you from accessing the system later, or preclude other
users from accessing certain system data.
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Appendix A - The View File Window

usrAtmp/ul11206560

File Goto

Quick Referencel/l earning Guide

Help

MICHIGAN DEPARTMENT OF TRAMSFORTATION |2
All FY's Refined Jobs Listing

Al

1 Letting Months

Produced by: kelleyd
Produced on: 01-31-2000
Control Job Project Location Work Target
Section Number WVer Manager Route Description Type Region Plan Comp
41031 34693 2 alghuram M37 S/KRFT NW-N/60TH ST 212 GRAND 01-04-2000
81032 46619 2 awwas US-12BR E Mi Ave over Cnrail 130 UNIVERSITY 04-11-2000
82023 46982 1 bottm I-94 Wyoming to M-102 114 METRO 08-15-2000
47082 34519 1 burnellc M59 @US23 INTCHANGE 193 UNIVERSITY 05-05-2003
24051 45848 2  burnse M-119 BEACH-W/STATE RD—HRB 142 NORTH 03—14-2000
81073 30127 2 burnse US31BR US31SB MWest—MWhite Rv 142 GRAND 11-17-1999
03092 52083 3 clausk M-179 US5-131 E TO M-43 141 SOUTHWEST 04-183-2000
11016 50791 2 Jjildehr I-94EB & I-94 @ M-139 138 SOUTHWEST ¢05-01-2001
39042 47647 1 Jjildehr M-96 SPRINKLE RD BR ECL K 137 SOUTHWEST 08-01-2001
18033 45426 2 mazurekg U5-27 US-10— HATTONROD 222 BAY 11-14-2000
82061 45688 2 mazurekg U5-12 WAYNE COL — BELLEVIL 180 METRO 07-18-2000
65041 45865 2 parkerd I-75 S5 OF COOK RD N-5 OF 155 NORTH 07-18-2000
47082 48762 2 saxbyj M-59 EAST OF C&0 RR—0AKGR 210 UNIVERSITY 08-01-2001
63043 30154 2 saxbuyj M59 @ ADAMS RD RCHE H 51 320 METRO 08-15—2005
63022 50521 2 sweeneym M-5 6 RMPSRI-96/M-5/1-27 159 METRO 07-18-2000
01052 46935 2 thayers U5-23 Black River Rd N to 174 NORTH 07—-20-1999
35032 50955 2 thayers US23 @TAWAS BEACH RD-E-TW 12¢ NORTH 12-01-2000
30061 37992 2 wvandenbt U5-12 W COL TO WCL — JONES 147 UNIVERSITY 08-15-2000
70041 47840 2 wisneyp M-45 GYSU 40TH AVE-68TH A 310 GRAND 03-14-2000
64012 45805 1 wynsr US-31Br W/US31 NW E/Longbrid 142 GRAND 08—06—2000

The MNumber of Refined Jobs
=]

that match the Selection Criteria

is: 20

The window, in which listings and reports are displayed, shown below, is called the View File window.

This screen allows you to:

1.

Scroll up and down the listing using the vertical scroll bar

Scroll right and left in the listing using the horizontal scroll bar

Search for atext string in the listing

Print the listing

Savethelisting to afile

Display listing files you have saved (by clicking on Utilities, View a File)

Y ou can al'so maximize the View File window to see alarger part of the listing.
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Appendix A - the View File Window, continued
The menu bar at the top of the screen gives you access to three menus:

File
Goto
Help

In addition, there are seven buttons at the bottom of the screen. The functions assigned to menu items and
buttons are summarized below.

MENU BAR FUNCTIONS: VIEW FILE WINDOW
MENU |MENUITEM | FUNCTION
File
Print Prints the listing on the default printer.
Save As Saves the listing to the file you specify in the Prompt
pop up window.
Exit Closes the View File window and returns you to the
P/PM S area window.
Goto
Top Movesthe View File window to the top of the listing.
Bottom Moves the View File window to the bottom of the
listing.
Left Moves the View File window to the left side of the
listing.
Right Movesthe View File window to the right side of the
listing.
Help
About Viewfile | Displaysinformation about the View File window.
About Windows | Displays information about X Windows.
BUTTON BAR FUNCTIONS: VIEW FILE WINDOW
BUTTON FUNCTION
EXIT Closes the View File window and returns you to the P/IPM S area
window.
CONTINUE | Allows processing to continue in the P/PM S area window.
SELECT Displaysin aView File window the file you select in the File
Requestor pop-up window.
ANOTHER | Displays a selected file in another View File window.
FIND Searches for the text string you enter in the Prompt pop-up window.
REPEAT Searches for the next occurrence of the text string.
PRINT Prints the listing on the printer you select from the pop-up window.
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Appendix B - Constraint Types

Constraints are the means which will be used to show how the activities relate to each other. The following
diagram lists the major types.

A B A B

Finish to Start Start to Start

Finish to Finish

Finish to start means that activity B cannot start until activity A isfinished.
Start to Start means that Activity A must start before activity B can start.

Finish to Finish means that Activity B cannot finish until activity A finishes.
Each of these types of constraints may also contain a delay inserted between the two tasks involved.

Thereis one other kind dependency that exists - Start to Finish - but it israrely used, soitisnot included in
the above.
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Appendix C - Glossary of Terms

2604 Form. A change request form in MPINS used to obtain authorization for such changesto ajob as
adding or deleting phases, and splitting ajob, as well as changes to a job=s cost, mgor work type or work
performed, location, financia cost divisions, and major milestone dates. Thisform isusually submitted
before creating aversion of ajob. (See Version)

Actual Finish Date (AF) - The actual point in time that work is finished on atask. (Note: in some cases,
the task is considered “finished” when work is *substantially complete”).

Actual Start Date (AS) - The actual point in time that work started on a task.

Approved Finish Date - The target point in time that work should finish on atask in order for the job to
meet its targeted plan compl etion date.

Approved Start Date - Thetarget point in time that work should start on atask in order for the job to meet
its targeted plan compl etion date.

Characteristics - Itemsin the scope of ajob that make it unique, including work type and region, road
class, FHWA involvement, subgrade work or work outside existing shoulders, and many more.
Specifically, these items of scope determine what tasks are in P/PM S job networks, their durations, and
more.

Constraint - A dependency between two tasks, or between atask and a milestone. The four types are:
Finish-to-start - the “from” task must finish before the “to” task can start.
Finish-to-finish - the “from” task must finish before the “to” task can finish.
Start-to-start - the “from” task must start before the “to” task can start.
Start-to-finish - the “from” task must start before the “to” task can finish.

Construction Cost - The programmed A-phase amount minus the estimated Construction Engineering (CE)
amount. Both values are retrieved from the MAP database and are shown on the MPINS Job Info Screen.

Critical Path - The series of activities determining the earliest completion of the project. The critical path
will generally change from time to time as activities are completed ahead of or behind schedule. Although
normally calculated for the entire project, the critical path can also be determined for amilestone. The
critical path is usually defined as those activities with float less than or equal to a specified value, often zero.

Duration - Number of work days (not including holidays/other non-working days) required to complete a
task.

Float - The amount of time, in days, that atask may be delayed from its approved dates without delaying
the project finish date. Float isamathematical calculation and can change as the project progresses and
changes are made to the project. Also called slack time, total float, and path float.

Generic Job - A job containing all of the tasks, milestones, and constraints necessary to constitute a
network, but missing the necessary Management Units to finish assigning all resources to tasks.

Job Schedule - The planned dates for performing the tasks and for meeting the milestones.
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Appendix C - Glossary of Terms (continued)

Labor Hours - The amount of actua “hands-on” time aresource (work unit) spends performing atask or
group of tasks.

Letting - The date that ajob is put up for bid by contractors.

Management Units - Work units (resources) involved in major portions of ajob & the P/PM S network of
tasks.

MAP - Michigan Architectural Project. The MDOT corporate database.
Milestone - A significant event in the job, usually the completion of a major deliverable.
MPINS - Michigan Project Information System. The user interface to the MAP database.

Network Analysis - The process of identifying early and late start and finish dates for the uncompl eted
portions of project activities.

Network Logic Diagram - A schematic display of the logical relationships of project tasks. Always drawn
from left to right to reflect project chronology. Often referred to asa“PERT chart”.

New Job - A valid job whose basic data has been loaded from MAP and needs a P/PM S network created.
Valid jobsinclude:
- Concepts with job numbers not beginning with 9, with valid P/IPM S work types, region codes greater
than 0, and which will be let by MDOT during or after the current fiscal year.
Approved or active trunk line jobs, with job numbers not beginning with 9, valid P/PM S work types,
region codes greater than 0, and which will be let by MDOT during or after the current fiscal year
(or Study jobs).

Plan Completion - The date at which all plans are complete, and the job is turned in to Specifications and
Estimates for packaging to be advertised and let.

P/PM S - The Program/Project Management System.

Program - A group of related projects managed in a coordinated way. Programs usually include an element
of ongoing activity.

Programmed Job - A job that has been approved and added to the P/PM S Statewide Program. These jobs
reguire updating and monitoring for progress.

Project - A temporary endeavor undertaken to create a unique product or service.

Project Management - The application of knowledge, skills, tools, and techniques to project activitiesin
order to meet or exceed stakeholder needs and expectations from a project.

Project Manager - The main person responsible for developing schedule & plans for a job/group of jobs.
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Appendix C - Glossary of Terms (continued)

Refined Job - A job that has a version waiting to be included in the P/PM S Statewide Program. The
version must have satisfactory dates and/or coincide with an approved 2604 before it can be * programmed”
n P/PMS.

Resource— A unit that performs at |east some of the work on the task or tasks they=re involved with.
Scheduled Finish Date - The planned point in time that work will be finished on atask.

Scheduled Start Date - The planned point in time that work will be started on atask.

Scheduling Specialist - The “right-hand” of a project manager, whose duty with regardsto PPPMSisto
perform the ground work necessary to create and update the P/PM S network for ajob.

Target Date - An imposed date which constrains or otherwise modifies the network analysis. Target dates
are set approved dates from which the network schedule is calculated. These include the Target Start (Task
0000), Target Plan Completion, Target Letting, Target Finish (Task 9999), and Target Float.

Task - An element of work performed during the course of a project. A task has an expected duration, and
expected cost, and expected resource requirements.

Ungenerated Job - A job that has been opened in PPPMS. The job may even have some characteristics
entered, but does not yet have a network generated.

Unrefined Job - A job containing all of the tasks, milestones, constraints, and resources necessary to
constitute a network, but that needs to be checked, updated, and verified to ensure the network correctly
reflects al work to be done.

Version - A copy of ajob network, with which a project manager or scheduling specialist is able to make
changesto the network. Thisis sometimes utilized to perform a“what-if?’ scenario.
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Appendix D - Entry of Actual Start and Finish Dates

Other than in PPPM S itself, actual start and finish dates get to us through MAP from other systems, MPINS,
and now from DCDS. The MPINS and DCDS methods are presented here.

How to assign an employeeto a P/IPM S Task in MPINS

This function can be performed by the Supervisor of the Unit for an employee assignment to be made.

1.

|dentify the job record for which an employee assignment is to be made as described in How to
| dentify Desired Recor ds. From the Job List, select Job/Phase Task Status from the menu bar, and

in the Job Locator select Jobs and Phase Task Status.

In the Phase Tasks section of the Phase Task Status window, use the vertical scroll bar to locate and
select the PPM S Task Number/Unit record in which an employee assignment is to be made.

In the Task Status section of the window use the pick list associated with the Employee field to
select the employee to be assigned to the task.

Save the changes by clicking on the Save tool bar button. H
Save

Repeat from step 2 as desired. When done, the user can close the window by H

clicking on the Close tool bar button. e

How to record datesfor P/IPMS Tasksin MPINS

This function can be performed by the Unit Leader or Project Manager for a given job, and by the
Supervisor of the Unit or an employee they designate as assigned to the Task.

1.

Open the Job Locator by clicking on the Job L oc. tool bar button. The Job L ocator window opens,

asillustrated here. = Job Locator [~ ]~
Select
. O ance @ o O ange RefuUes’
Select Job at the top of the above window. Ocomen ®son O crange e
Job # |
Enter the desired job number in the Job # field. r cha‘e 0
Cantral Sections
. . ) Related Jobs
Select Phase Task Statusin the Locate section of the © Project Jobs
window. ) Joh Assignment
) Road/Bridge Info.
Select OK at the bottom of the window to proceed. e ln

) Environmental Info.
O Job Comments

| GE I |Cance||
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HP"YKELLEYD?2 - MAP Project INformation System (MPINS) - 05/14/1998 07:51 am

Quick Referencel/l earning Guide

File List ¥iew Actions Job Show Beports ‘Window Help
k- 52 d @ & A, & 2 <@ -
List Mgr. | Concept Environ. Alldobs | Pers. Jobs Task Chng Riqst | Job Loc. Refresh | Help Index Exit
"4 Phase Task Status [J# 38187] (Read Only)
List Pgr. —Joh
E 5
b Job Nurn EB18?A Contral Section E9031 Structurel
7 Route I Location PINE ST - W/STATE RD
Delete
)| & Incomplete Tasks ¢ Completed Tasks
Sare —~Phase Tasks
= PPMS Task org Unit 2
By 2810 [Conduct Initial Site Assessment (1S4) for Conta 443[ppraisal Services Unit
i 2820 |Conduct Prelim. Site Investigation (PSI) for Cont 420|Geoenviranmental Services
2820 |Conduct Prelim. Site Investigation {PSI) for Cont 443Appraisal Services Unit
2830 |Conduct Remedial Investigation (RI) for Contam 420|Geoenviranmental Services
— Task Status
Unit Marme J43 |Appraizal Services Unit

Est Completion Date
Scheduled Start Date
Actual Start Date

ﬁDa‘DDa‘DDDD Employee

10/11/1995  Scheduled End Date
[0/00/0000  Actual End Date

11/22/1995

00/00,/0000

_| Fieady

6.

7.

9.

Date, Actual End Date fields as appropriate.

Save the changes by clicking on the Save tool bar button.

The Phase Task Status Screen opens, and defaults to select Incomplete Tasks.

Inthe Task Status section of the window enter any of the Est. Completion Date, Actual Start

]

Save

In the Phase Tasks section of the Phase Task Status window, use the vertical scroll bar to locate and
select the PPM S Task Number/Unit record in which dates are to be recorded.

10. Repeat from step 2 as desired. When done, the user can close the window by clicking on the Close
tool bar button.
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Start and Finish Datesin DCDS

The PIPMS Team has developed away for usersto input PPPM S task start and finish dates through DCDS
(current methods of entering actualsin MPINs and P/PM S are still supported). Task actuals can now be
entered through the Multi field in DCDS. Thisis accomplished by entering a5 digit code SMMDD or
FMMDD where Sindicates a start, F indicates finish, MM represents the month and DD represents the day.
In the case that atask was started and finished during the same pay period the two codes can be combined
resultingin SMMDDFMMDD. For the example below:

S0612 - would be an actual start date of June 12, 2000 (year from pay period) for task 3310.
F0622 - would be actual finish date of June 22, 2000 for task 3310.
S0612F0616 - would be a Start and Finish in the same pay period for task 2320.

AGL1 (task code), Project (Job Number) and Index (old Org. Code) fields must be present for the actuals to
bevalid. TheIndex (old Org. Code) will be checked to insure that the unit listed is the Responsible Unit for
the task.

Note: A delay of up to 3weeksispossiblefor P/PM Sto receive the DCDS infor mation.

Focos 32 M= E

File Edt Options Functions Params Beportz:  Window Help
P Employee Data Collection M= E3
| i Activiby Equipment T Emp Info i

Eff Dt: 1070413998 PP EndDt 0140872000 Yer: 0 Adj Type:

Hourz Entiy by Coding Block

AY  Index PCA Grant Ph AG1 Project Ph AGZ2 AG3 Multi 5ud

2
0o | 35300 | 51400 3310 | 43793C | 00 51228 a
00 | 35300 | 51400 3320 | 34098C | OO0 FO106 | L

35300 | 51400 2320 | 39674C | 00 S1228F010 | LI

Month: December
Hours Sum 26 27 28 29 30 3 oM Wkly 0z 03 04 05 06 07 03 wWklpy Pp

Type Total 5 M T W Th F 5 Total 5 WM T W Th F 5 Total Total

REGT [~] D | | 4.0 4.0 30 30 100 140
e |

Totals: 0o o0 00 50 BO OO0 OO 0O 110 00 A5 1.0 OO0 20 25 00 220 33.0

Hours Entry | Cuding Eluc | Comments | Pers Miles Errors Sy

Prev Used CEEM Delete
| Ready o
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Appendix E - Network Logic Editor (NLE)

The Network Logic Editor (NLE) isan X Windows interface enabling you to use a mouse to interactively
create and modify ajob network on the computer screen. Y ou can use the Network Logic Editor to:

Create or delete activity boxes and constraint lines with the mouse.

Modify activity or constraint information through a data entry screen
Analyze and route a network

Using the Networ k L ogic Editor to modify your network

To activate the Network Logic Editor after you have created or copied a network:

1. Click on EDIT from the CSS main menu bar
2. Select Network Logic Editor

If you are creating a network Task by Task, the Network Logic Editor screen will appear as a blank sheet.

If you have created a network by Job Type or Characteristics, the Network Logic Editor Screen will have
the tasks that represent your network.

The following will describe the operations that you can perform within the Network Logic Editor.

To Add an Activity to your network

1. Rest your mouse cursor on ablank area of the NLE screen
2. Pressand hold the left mouse button
3. Dragthe cursor to the right or left (about an inch) and release

An activity box will be inserted into your network. Please be aware that information will need to be added
to this activity. Thiswill be explained throughout this section.

To Add an Activity Constraint

1. Click onetime on the activity that you wish to impose a constraint. The activity should be
highlighted with a bolded outer edge

2. Place your mouse cursor just inside the activity box

3. When the cursor turnsinto an plussign (+) , Click and hold the left mouse button.

4. Drag the cursor to the activity with which you wish to constrain your activity

Where you place and release your cursor within an activity will determine your constraint type. The
following describes activity constraints within the NLE.
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Start to Start (SS) - Place the cursor on the left side of your task and draw aline to the left side of the task

with which you wish to constrain.

Finish to Start (FS) - Place your cursor on the right side of the preceding task and draw aline to the left side

of the succeeding task.

Finish to Finish (FF) - Place your cursor on the right side of the task box and draw aline to the right side of

the task with which you wish to constrain your selected task.

Toview or Edit a constraint record
1. Double click on the constraint line

To Edit an Activity

1. Doubleclick in the center of the activity box
2. Click at the bottom of the active window
3. Make modifications (See section on modifying activity data)

To Delete an Activity

1. Select the activity
2. Click on EDIT form the NLE menu bar
3. Click on Cut to remove the activity

The following chart describes the basic functions within the NLE:

To: Action

Create an activity box Press and drag in empty space in Edit window

Create a constraint line Press within a box: drag to another box

Select an activity or constraint Click on desired activity or constraint

Edit an activity or constraint Double Click on selected activity or constraint
or
Select activity or constraint: select Forms option
from Data menu

Delete Select Item: use Cut option from Edit menu

Move an activity When the hand icon isin an activity box, press and
drag

Paste Select item: use Cut or Copy: place cursor, press
right mouse button, use Paste from Edit Utilities
pop-down menu

Route Select Route option from Tools menu

Anayze Select Analyze option from Tools menu

Exit Select Exit option from Tools menu
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