P3e REPORT WRITER
CREATING A BLANK REPORT
1. On the Reports window, select a report, then click Copy.
2. Click Paste.
3. Click Modify.
4. Click the New Report icon.

The report will look like the following example:

PARTS OF A REPORT
Page Header Area: The fields inserted in the Page Header area appear on each page of the
report.
Report Header Area: The fields inserted in the Report Header area appear at the top of the first
page of the report.
Detail Area: The fields inserted in the Detail area are the line items on the report.
Report Footer Area: The fields inserted in the Report Footer area appear at the bottom of the
last page of the report.
Page Footer Area: The fields inserted in the Page Footer area appear on each page.
If you click an area, a blue box outlines it.
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ADDING ROWS TO A REPORT
1. Right-click in the Page Header area and choose Add Row, or highlight the Page Header area
and click the Add Row icon.
NOTE: The Edit Report dialog box does not display the actual height, or amount of vertical
space, the row will occupy in the compiled report. To view the row's actual height in
the compiled report, click Print Preview.
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ADDING CUSTOM TEXT
1. Right-click a row and choose Add Text Cell, or highlight a row and then click the Add Text
Cell icon.
2. In the Cell Type field, select Custom Text, then, in the Custom Text field, type the text you
want to include in the report.
3. In the Align Cell field, select how the cell will be aligned on the row.
If the cell's alignment is Center, you cannot enter the cell's width.
4. In the Text alignment field, select how the text will be aligned horizontally within the cell.
There is no vertical alignment option.
5. In the Font style field, select the font style, size, and color.
6. In the Left field, type the number of inches between the left margin and the left of the cell.
7. In the Width field, type the horizontal width of the cell in inches.
There is no vertical setting. The cell height is always the same as the row height.
8. In the Color field, select the background color of the cell.
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ADDING VARIABLE TEXT
1. Right-click a line and choose Add Text Cell, or highlight a line and click the Add Text Cell
icon.
2. In the Cell Type field, select Variable.
Variable text reports information related to the overall report, rather than a specific data
source.
3. In the Cell Variable field, select a data item.
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ADDING A LOGO
1. Right-click a row and choose Add Image Cell, or highlight a row and click the Add Image
Cell icon.
2. Click Select Image.

3. Click Load.

4. Browse to the bitmap or jpeg and click Open.
5. Click OK.
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ADDING A LINE
1. Right-click a row and choose Add Line Cell, or highlight a row and click the Add Line Cell
icon.
2. In the Number of Lines field, type the number of lines you want to display on the report.
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ADDING A DATA SOURCE
1. Right-click the Detail area and choose Add Data Source, or highlight the Detail area and click
the Add Data Source icon.
2. In the Loop Through field, select the category of data on which you would like to report.

NOTE: You can only add a data source to a report's Detail table or to another data source’s
Detail table.
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ADDING DATA
1. Insert a blank row in the Detail area.
2. Add a text cell.
3. In the Cell Type field, select Field Data.
Field data are standard data items (activity ID, calendar, duration, resources, and so on) from
P3e.
4. In the Cell Object field, select the type of data on which you want to report. Then select the
standard data item in the Cell field.
NOTE: All field data on the same line must have the same cell object defined.
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ADDING COLUMN TITLES
1. Insert a blank row in the Data Source Header area.
2. Add a text cell.
3. In the Cell Type field, select Field Title.
Field titles are the titles for standard data items (activity ID, calendar, duration, resources, and
so on) from P3e.
4. In the Cell Object field, select the type of data for which you need a title. Then select the
standard data item in the Cell field.
NOTE: All field data on the same line must have the same cell object defined.
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USING THE REPORT CAN VAS
Left Margin Helps you identify each data source and row.
To identify data sources, the left margin displays each data source's name and grouping, if
any, in the upper-left corner of the data source area. Data sources are color-coded. If a data
source is embedded, or nested, in a parent data source, then each data source is displayed in
an original color.
To help you identify rows, the left margin displays each row's type in the upper-left corner of
the row. The H icon indicates rows that are part of a header area. The F icon indicates rows
that are part of a footer area.
Text Cells Coded according to the type of data they report. To determine a text cell's type, you
can refer to the icons that appear in the upper-right corner of the cell:
C indicates a Custom Text cell. Custom text allows you to enter any information you want to
display on the report.
D indicates a Field Data cell. Field data are standard data items (activity ID, calendar,
duration, resources, and so on) from P3e.
T indicates a Field Title cell or a cell that contains the name of a field you specify. Field titles
are the titles for standard data items (activity ID, calendar, duration, resources, and so on)
from P3e.
V indicates a Variable cell. Variable text reports information related to the overall report,
rather than a specific data source.
Text cells that appear in red indicate that the cell's properties either have not been defined or
conflict with the properties of the data source that contains the cell. To view a cell's
properties, double -click the cell.
Ruler Indicates the horizontal position of each report component. A blue, shaded area identifies
the position and width of the selected cell. A red, vertical bar shows your cursor's position on the
Report Canvas.

11

Blue Border Indicates the selected report component. To select a component, click the
component. To increase the scope of the selected area, press Esc. For example, if a text cell is
selected, pressing Esc selects the report row that contains it. Pressing Esc again selects the data
source that contains the row.
Toolbar
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ADVANCED FORMATTING TECHNIQUES
ADDING BORDERS TO TEXT CELLS
1. Double-click the text cell to which you want to add borders.
2. Click the Cell tab, then click Borders.
3. Mark the appropriate checkboxes to add borders to the cell.
NOTE: Cell borders always appear in black. You cannot change the color of a cell's borders.
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DEFINING STANDARD FONTS
1. Double-click the text cell for which you want to define fonts.
2. Click the Report tab, then click Report Font Styles.

2. Click Modify.

3. Select the font and click OK.
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SORTING
You can sort a report's records by applying a sort order to one or more of the report's data
sources.
1. Double-click the data source whose records you want to sort.
2. Click the Source tab, then click Add.

3. Select the field by which you want to sort the data source's records.
The list of available sorting fields reflects the sort object you select from the Sort by Object
list.
4. To sort records in ascending order, choose Ascending. To sort records in descending order,
choose Descending.

5. Click OK.
6. To sort by additional objects and fields, repeat steps 2 through 4.
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ADDING HTML LINKS TO IMAGE CELLS
1. Double-click the image cell to which you want to add an HTML link.
2. Click the Image tab, then click HTML Links.
3. Type the prefix of the Internet address to which you want the selected cell to link.
4. If you want each report record to be a hot-link to another file, mark the Enable Link Field
checkbox.
NOTE: To disable the link if a specific field does not produce any records in the compiled
report, mark the Disable Link If Empty Value checkbox. Select an object, or
category of information, and a field from the Link Object and Link Field lists. The
list of available objects and fields reflects the type of information reported by the
cell's row.
5. Type the suffix of the Internet address to which you want the selected cell to link.
6. To create a link to a specific frame in the Web page, if the Web page uses frames, type the
name of the frame.
NOTE: The Link Prefix field is usually the URL prior to the file to which you want to link,
for example, http://www.primavera.com/. The Enable Link Field checkbox and the
Link Suffix field are used to generate the actual filename and extension to which
you want to link. If the Enable Link Field checkbox is marked, then the Link Object
and Link Field fields determine the filename, and the Link Suffix field provides the
extension of the file to which you want to link, for example .html. If the Enable Link
Field checkbox is not marked, then the Link Suffix field provides both the filename
and extension of the file to which you want to link, for example index.html.
NOTE: Both Link Prefix and Link Suffix are used to build the URL link for the image. The
URL is built as follows: [Link Prefix]+[Link Field]+[Link Suffix], if the Enable
Link Field checkbox is marked. If the Enable Link Field checkbox is not marked,
then the URL is built as follows: [Link Prefix]+[Link Suffix].
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TREE RECURSION REFERENCE
In tree recursion, the virtual database engine behind the Report Writer interface performs either a
top-down or bottom-up display of the data rows, depending on where you place the LOOP
THROUGH CHILDREN construct within the data source. Normally, when you set the Organize
Hierarchically property of a data source, LOOP THROUGH CHILDREN appears at the
beginning of the data source Detail area, resulting in a top-down display. Top-down means like a
normally indented outline. Top-down is how items are displayed in the Activity table:
1
1.1
1.1.1
1.1.2
1.2
2
2.1

If you drag LOOP THROUGH CHILDREN to the bottom of the data source Detail area, the
result is a bottom-up display. Bottom-up means that the items within a given row (in the
hierarchy) appear before that row:
1.1.1
1.1.2
1.1
1.2
1
2.1
2

You might use bottom-up display when you want to see numbers (such as costs) displayed as a
summary of lower level details, where the lower level details are displayed before the lines on
which they are summarized:
1.1.1
1.1.2
1.1
1.2
1
2.1

1
2
3
10
13
100

1 + 2 = 3, i.e., "1.1" = "1.1.2" + "1.1.3"
3 + 10 = 13, i.e., "1" = "1.1" + "1.2"
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Also, sometimes the numbers as displayed don't add up, as in a cost summary by WBS:
WBS
1.1.1
1.1.2
1.1

Cost
1
2
4

Costs are actually associated with activities, not WBS items. If WBS 1.1 contains activities and
costs that are not under 1.1.1 or 1.1.2, those costs are summarized in WBS 1.1:
WBS

Activity Cost
1.1.1
a1

1

a2

2

a3

1

1.1.2
1.1
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HANDS-ON ACTIVITIES
P3e reports can best be created by first addin g the new report using the Report Wizard and then
customizing the report using the Report Writer.
NOTE: Reports created or modified by the Report Writer are listed on the Reports dialog
box as standard reports. Standard reports cannot be modified using the Report
Wizard.
CREATING A REPORT USING THE REPORT WIZAR D
1. In the Reports window, click Add.
2. Choose New Report and click Next.
3. Select Activities and click Next.
4. Click Fields. Add Activity ID and Activity Name to the list of display columns. Click OK,
then click Next.
These are the items that will be shown in the data source.
5. Click Group & Sort.
This adds a second data source to the group information.
6. Choose Group By Department. Clear the Indent checkbox.
7. Click OK, then click Next.
8. Click Next again.
9. Modify the column size so that the activity description will fit in the column. (Drag the end of
the column to the right.) Click Next.
10. Title the report, Activity Report, Grouped by Department. Click Next.
11. Click Run Report, choose Print Preview, and click OK.
12. Close Print Preview and click Next.
13. Click Save Report.
14. Click OK, then click Finish.
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ADDING A TITLE TO A DATA SOURCE
1. Choose the report and click Modify.
2. Right-click in the area of the blue data source that says Detail area, then choose Add Data
Source.
3. In the Loop Through field, select Activity Resource Assignment.
4. In the Group By field, select None.
5. Close the dialog box.
6. Add a row in the Data Source Header for this new data source.
7. Add a text cell in the middle of the new row.
8. Select Field Title as the cell type.
This displays a title you specify, not the actual resource information.
9. Choose Resource as the cell object.
10. Choose Resource Name as the cell field.
This name will be displayed as a column header.
11. Specify a left margin of 3 inches.
This positions the cell 3 inches from the right margin.
12. Specify the width as 2 inches.
This makes the cell 2 inches wide.
13. Close the dialog box.
14. Right-click in the row and add another text cell.
15. Choose Custom Text as the cell type.
16. In the Custom Text Field, type Resource Cost At Completion.
17. Set the left margin to 5 inches and the width to 2 inches.
18. Close the dialog box.
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ADDING INFORMATION IN THE DATA SOURCE
1. Add a row in the Detail area of the new data source.
2. Add a new text cell in the row.
3. Choose Field Data as the cell type.
4. Select Activity Resource Assignment as the cell object.
5. Change the cell field to Resource.
This will display the name of each resource assigned to the activity.
6. Set the left margin to 3 inches and the width to 2 inches.
These settings will line the data information below the column heading.
7. Close the dialog box.
8. Add another text cell to this row.
9. Verify that the cell type is Field Data and the cell object is Activity Resource Assignment.
10. Change the Cell field to At Completion Cost.
11. Set the left margin to 5 inches and the width to 2 inches.
12. Close the dialog box.
13. Click the Print Preview icon.
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