INSTRUCTIONS TO CREATE INVOICE AND PROJECT

SCHEDULE

REPORT (IPS REPORT)

From the Gantt Chart top bar pull down menu, click on View, then on Table: Entry and then

on More Tables... as shown below.
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This will open the following window.
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On this window above, first toggle on the Task button to create a task table and then click on
New, which will open the following window for table definition.

Table Definition in ‘Major_1_REVISED.mpp’

Mame: m I~ show in menu

Table

Uk R I Copy Ru:uwi Haste ::Lr.*-wi Inserk Rnwi Delete Row

Field Mame " align Data | width Title: &lign Title | Header Wrapping

Crake Format; iDeFauIt :j Fow height: I 1 E

¥ Lock first column
I~ auto-adjust header row heights

Help i 8] 4 1 Cancel i

Toggle on Show in menu button. In the Name box, type a new name “IPS_REPORT” for
the table. Select a Field Name, Align Data, Width, Align Title and Header Wrapping
from the menu by clicking the tab located at right end of each column width as shown
below. Type in text in the Title column corresponding to each Field Name item for the
column heading.
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Table Definition in "Major_1_REVISED.mpp'

Mame: ]IPS_REPORT W Show in menu
Tahle

Zuk Row | Copy Row L Insert Row | Delete Row

Xl

Field Marne | Align Data | Width | Title align Title | Header 'Wrapping

4

%o Complete e
% Work Complete
Actual Cost

Actual Duration
Actual Finish

Actual Crvertime Cost
Ackual Crvertime Wark, - Row height: II—Z:I
Actual Skart

Actual Waork,

ACWP -

Help 2k | Cancel i

Fill out each column exactly as they are shown in the tables below. Make sure the desired
Date format is picked from the pull down menu, the Row height is set to 1 and and Lock
first column and Auto-adjust header row heights buttons are checked on. In order to
manipulate the table entries, use the buttons Cut Row, Copy Row, Paste row, Insert Row
and Delete Row located above the data columns by selecting the desired row and then
clicking the desired button.

Table Definition in ‘Major_1_REVISED.mpp'

Mame:! |IP5_REPORT ¥ show in menu
Tahle
Uk Rowy | Copy Fow | Fasic Bow Insert Row 1 Delete Row

Critical Path Activity

.......... FieldMame  |AlignDats Width =~ Ttle  Alian Title | Header Wrapping.
(ID Zenter 510 Cenker Yes
{Mame Left &4 i Milestone Cenker Yes
|Baseline Skart Right 104 Baseling) Scheduled 51 Center Yes
{Ackual Skart Right 10¢ Actual Start Cenker Yes
| Skart Yariance Fight Qi 5kart Variance Cenker Yes
| Baseline Finish Right 104 Baseling) Scheduled Fii Center Yes
| Ackual Finish Right 104 Actual Finish Cenker Yes

Date formak; | 1jzat0z j Row height; 1 :I

¥ Lock first column
IV auto-adjust header row heights

Help (8] ] Cancel
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The title name for Baseline Start and Baseline Finish field names are Baseline/ Schedule
Start and Baseline/ Schedule Finish respectively.

The table below is Continuation of the table above with scroll down data.
Table Definition in ‘Major_1_REVISED. mpp®

Mame: iIF‘S_REF'ORT ¥ sShow in menu

Table
Uk Row i Copy Row Faste oy Insert Row i Delete Row
| Baseline) Scheduled Finish A
Field Mame Align Dakta | width Title Align Title | Header Wrapping
Finish Yariance Right 2 Finish Variance Cenker Yes B
Critical Cenker f§ Critical Path Ackivity i Cenker Yes
L¥3

Diake Format: l 1/25/02 _:] Row height: i 1 :
¥ Lock first column
V¥ auto-adjust header row heights

Help i lTi

Cancel

After the table is completely filled, click OK on this window which will close the window.
The More Tables window will now show the name of the newly created/defined table (the

one we have just completed) in the list of table names. While it is highlighted in the table list,
click on Apply.

More Tables

Tables: ¥ Task " Resource

Cask ~
Delay T

Earned Yalue Edit... 1
Earned Yalue Cost Indicators =

Earned Yalue Schedule Indicators i 1
Enkry s

Export

.ﬁ.pplg i Cancel i
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The Gantt Chart will appear detailing the columns and data that have been set up under
IPS_REPORT table as shown below.

P % & = Show~ | Arial

bl 8] 5| N Grou 8 Q&

Major Project

Milestone Bazeline/ iAc‘tuaI Start.  Start E Bazeline! Actual I Finish | Critical
Scheduled | “ariance | Scheduled | Finish | Wariance | Path
= Major Project 17305 MlA - Odays 4728011 M&  Odays Yes
2 =l Step 1- Work with Stakeholders to Understand Problems, Needs, 14305 M& - Odays 37105 MA& - Odays Yes
and Goals

3 E Define Study/Project Area 1/3/05 NA - Odays  2/15/05 NA - Odays Yes
4 Define Study Area 1305 A Odays) o 14/08 & Odays) Yes
3 Feview and Appraval by ODOT 1/5/05 MA - Odays  A115/05 Ma  Odays Mo
g |dentify documentation of existing issues 1805 A& Odays  1/11/05 fA, O days) Yes
T Identify stakeholders 1412405 M& - Odays  1/18/05 M&  Odays) Mo
g = |dentify Environmental Justice Populations 1/12/05 MNA - Odays  3/1/05 NA - Odays  No
9 Identify EJ Populations 1/12¢05 M& o Odays  1/18/05 M&  Odays) Mo
10 Feview and Appraval by QDOT 111905 MlA - Odays  3/1/05 M& - Odays) Mo
1 E Develop Public Involvement Plan 1/5/05 M& - Odays  3/1/05 & Odays Mo
12 Draft the public invokement plan 11505 MNA& - Odays  1/18/05 MA& - Odays No
13 Review and approval by CDOT 1/18/05 MNA - Odays  3/1/05 MA - Odays Mo
14 = Involve Stakeholders and Public 1418/05 M& - Ddays  2/1/05 & Odays Mo
b Contact and involve QDOT stakeholders 171904 MA - Odays  1/25/05 MA - Odays Mo
18 Contact and involve other stakeholders 1/19/05 MA - Ddays 1/25/05 MA - Ddays Mo
17 Contact and invalve Environmental Justice Populations 1/18/05 MNA& - Odays  1/25/05 MA& - Odays No
) 18 Develop stakeholder goals and measures of project success 1/18/05 MN& - Odays - 2/1/05 MN& - Odays  No

structions to print this Gantt Chart table (IPS_REPORT) are as follows:

From the Gantt Chart top bar pull down menu, click on View, then on Reports... as shown
below.

Calendar

Gankt Chart

Metwork, Diagram
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Tracking Gantt
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IPS_REPORT_062705.doc 5



This will bring up the following window.

Reports

Close ;

Overview, ., Current Activities. .. Cosks...

Assignments. .. Weorkload., .. Cuskom. ..

Click on Overview box and click on Select button which will open the window as shown
below.

Owverview Reports

Project Surmmary: Top-Level Tasks Critical Tasks

Milestones Working Daws

Click on Milestones box and click on Edit.. button which will open another window “Task
Report” as shown below.
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Task Report

Marme: i Milestones | oK I
Feriod: iEntire Project _:j Cancel 1
Eitip|e ;..i...............ﬂ Texk... i
Table:  |IPS_REPORT -

Eilker: iMiIestDnes _:j I Highlight Help 1

[ Show summary basks
¥ Gray bands

Click on the Definition tab and fill the boxes by typing text/selecting from the pull down
menu exactly as shown in the Task Report window above. Also make sure to select the
correct table name in the Table box.

Similarly click on the Details tab and Sort tab and fill the boxes by typing text/selecting
from the pull down menu exactly as shown in the Task Report windows below.

Task Report
Definition ; Sort |
- Task EAssionmenE e i
W Mokes | T Motes
[ objects [T Scheduls ......C.ir.'EEl.....j
I~ Predecessors | [ Cost o i
[T successors E I work

™ Border around details
I cridlines between details
I Show totals
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Task Report

Definition
ir'-.lame :j % fAscending
{ Descending ....E.‘?':'.EEL....!
Text... 1
~Then by

;

i j & Ascending Reset
" Descending

-Then by
I :j % fAscending
{" Descending

r keep outline structure

Click OK to save the setting and close the Task Report window.

Owverview Reports

Edit... j

Close i

Project Summary Top-Level Tasks Critical Tasks

Milestones Warking Days

Make sure the Milestones report format is selected in the Overview Reports window. Click
the Select button in the Overview Reports window to open the report view window as
shown below (a partial clip of the report shown).
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25 O1-JPP ProjectMIEsDie: Desi) Lewe| Mapphg | tlated 1/5m5 [ 0 days 1505 [ 0 days No
25 D2-1P P ProjectMIksie: Desigr Lewe| Mapphg Compk kd 52L05 NA 0 days S24i08 NA 0 days Ho
11 03-F P ProjectMIESTIE: IWesTga® [110UAtHe CON@ECTING O ppe i ifes (Ecp., MAlIk a1 c2 OTTEME) 82306 Na 0 aays 823106 Na 0 aays No
105 05-JPF Eariwark Mikstore:Geotech kal Exglieerhg Nttiated 1212005 NA 0 days 1242105 N& 0 days No
211 D6-JF P Stictites Mlkstore P el hary Stictie Types Deerm hed s21m7 HA 0 days 62707 NA 0 days Ho
s 07-JF P RGITOTIEy MilesThe: "Pre® I2d COMMKAr ouer Tax Map” Complekd 10208 Na 0aays 10.2/06 NA 0 aays No
112 08-JP P ProjectMIEsDie: Colceptial A nathe Stidy App mued 6795 Na 0 days 62105 NA 0 days e
212 D9-1P P Eartiwok Mikstoie: Geoteclykal Reylew i itated s21m7 NA 0 days /27407 NA 0 days Ho
201 10-JF P UTIRES Mllesmae: SIDE N MEee Exgieerhig Wamk I nEEd 173t Na 0 aays Tami Na 0 aays No
121 12-JP P ProjectBlksDie: Certtkd Tt Compeed 102106 NA 0 days 10206 N& 0 days No
aon 13-IF P ProjectMiksDie:C1 Estmak Compeied 7708 HA 0 days 1706 NA 0 days Ho
190 T4~JPP ProjectMIESDIE: ASsessme ItTFeas bk AMEI 3tNe s Approved 7r2mi Na 0aays T2mi NA 0 aays No
151 15-JP P ProjectMlEsDie: Preim haly Valte Ergliee ihg Stidy Completed 105006 Na 0 days 102006 NA 0 days No
287 16~IF P PiojectMlksDie: Prfemed Al natye Recom merdator App oved T/16/08 NA 0 days TA6I0E NA 0 days a3
38 16-JF P ProjecthIEsDIe: PRTeMed Al N3TUE RECOM M e NI a1 APp oUed 102108 Na 0 aays 10208 Na 0 aays No
350 18-JP P ProjectBlesDie: Secand Vale Ergheerhg Stidy Compe &d 11509 NA 0 days 1/15/09 N& 0 days No
203 19-IF B Pavemert Miksbue: Paueme 1t Type Alk riathes S abm ited 8/11m7 HA 0 days 917,07 NA 0 days Ho
201 20-JF P Pauemert MIksDAe: Paveme 1L Type Se kotd /177 Na 0aays 91707 NA 0 aays No
322 21-JPP Stctites Wlkstore  Fbad PRI Coordatioy i ftiated 230/08 Na 0 days 2/30/08 NA 0 days No
332 22-P P Stictiies Mlestore Brkige P relm ihawy Des gy Report (Type. Ske and Location) Approved 1Ains NA 0 days 11108 NA 0 days Ho
282 2U-JPP PRojectMIEsDIe: NEPA Docme 1tSabm med &/11.08 Na 0 aays 617/08 Na 0 aays No

Printer type and Printing parameters need to be set in order to print the report correctly on 8
15” X 117 paper sheets. Plotters will vary based on the setting and type of printer. Click on
the Page Setup... button located on the top menu bar which will open the following window
as shown below.

Page tab window.

Page Setup - Milestones

gE l Margins l Header l Fooker l l

Orientakion

" Portrait A E ¥ Landscape

Scaling

@ Adijust to: lﬁ—| %, notmal size
r = A

Cther

Paper Size: | Letter j

First page number: Auto

Prink Preview. .. | Qpkions. .. | Prink. .. | 18] .4 ; Cancel |

Click on the Page, Margin and Header tabs and fill in exactly as shown (unless otherwise
commented below) in these windows below. The Footer tab window will be left blank.
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Margins tab window.

Page Setup - Milestones

Top: ;-D—S_.ﬂ in.

Lefk; Right:

75 o5 =

Borders around

{% Every page

Prink Preview. .. i Cpkions. .. i Prink... i Ik 1 Cancel

Page Setup - Milestones

Fage Margins Header Footer

Presview:

Header tab window showing the Left tab Alignment view.

Eoun /Routerseadon] Cats Authod=d:.......
Con wtant Compkdon Date:.....
agresmentfo.
FID Ho. :

alignment: Left! Certer

Right

Inwolos Ho. : Inwelos and FrojeotEoheduls a cof [Mhkeay' s [ale : 214M &

Imvoice No. :

Consultant:
Agreement No. :

e ke =

Al @ 8 @ el 8w

Genetal; ;F‘age Murnber :j Add i
Project fields: i% Conplete :j add i

Prink Presiew. .. i Cpkions. .. i Prink. .. i L4 ; Cancel
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Type the text in Header window tabs (i.e., Left, Center and Right tabs) exactly as shown in
the windows below and add the project specific information to the standard line items. In
these windows you must keep the standard wordings and set up as shown. The font window
can be invoked by clicking the |§| button and should be set as follows: Font: Arial, size: 9,
type: bold.

Header tab window showing the Center tab Alignment view.

Page Setup - Gantt Chart

Page 1 Margins Header l Footer Legend Wi ]
Prewvigw:
Invoice No. imwle andPg gt of [Dak] 3/i25/05
E ¢ f?n:{nrﬂed: ..............
Consultant: CompletionDate:  eveieee
Alignrment: Left enker: l Right ]

Invoice and Project Schedule as of [Date]
[County/Route/Section]
Page &[Paqge] of &[Pages]

Alf 8 E o 8%
General: |F‘age Mumber j Add
%a Camplete j Add

Prink Preview. .. 1 Opkions. .. 1 Prink... 1 Ok, | Cancel

Projeck figlds:
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Header tab window showing the Right tab Alignment view.
Page S5efup - Milestones

Page Margins Header Fooker fe 1 Wisin i

Presien:

Involon Mo. : Inwelos and FrojectEoheduls a cof [k s Cade :

o un & /Fouts/Sso 1o n]

Con wtant Compkdon Date: ...

agresmentlo. :

FD Ho. :

4 |
Alignment: Left | Center

Today's Date: &[Date] ~
Date Authorized: ....coeee.e.
Completion Date: ............. =

_v_
Al @ 68 @2 8 & &

Genetal: ;F'age Murmber _'_i add i

Project fields: ;% Complete :j Add i

Prink Presview. .. i Cipkions. .. i Prink. .. i 64 ; Cancel
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Click OK to save the setting and close the Page Setup window. Now click on the Print tab
from the Reports.. view window which will open the print window as shown below.

Printer
Mame:
Stakus; Jobs: 1
Type: HF Laserlet 55i Mx

where: prepro0] portl

Comment:

Print range

" Pagefs) Erom: jj To: j

Timescals ——————————————— .
e

Preview i

~Copies

{ Mumber of copies: 1 j

W Manual page breaks

8] 4 i Close

Make sure the printer is set to letter size printing and the IPS_REPORT table is viewed on
the screen. If it seems that either of them is not set right, then close the print window and go
back to the Gantt chart View Window to reset the view and the printer to letter size printing
and then again bring the Reports.. view window and print it. Before printing, always check
on the Print Preview to make sure the entire table can fit on the letter size paper for printing.
Depending upon the type of printer, the column widths in the Table Definition window (see
page 3 and 4 of this document) may have to be adjusted in order to fit the entire table on the
letter size paper. The printed report will have a look as shown below.
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