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American Water Quick Reference Guide 
 

SCHEDULE MODULE 
All Projects created in AWPMIS have a standard Schedule Template.  A few key takeaways regarding the Schedule: 

• Enforces recording of key milestones 

• Does not replace the need for a comprehensive CPM schedule 

• The Tasks in the Template are the minimal requirements to be tracked for AW 

• Basic predecessor information has been included to present an initial layout of the Project Schedule 
o Once the Schedule is being properly managed, these relationships should be updated or removed 
o Lag was included for illustration purposes as most required tasks are Milestones vs. Durations 

• Additional Tasks can be added at the discretion of the Schedule Manager 

• If key tasks from the Template are removed, the Project Support & Compliance Team will work with the team to restore 
them as they may be required for reporting across Projects 

 

 

INITIAL CONFIGURATION 
Each Project must have one User in the Manager Role to 
update the schedule.  The AW Project Manager will be in 
this position initially, but External Users can replace the AW 
PM if they are in the “P20 Update Schedule” Role. 

1) Open the Project to update 
2) Go to Project Menu | Schedule 
3) Go to the Details tab 
4) Select / Update Manager User 
5) Enter the Start Date 
6) Update Work Week if needed 

o Days of the week can be toggled off / on 
7) Click Save in the upper right 
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SCHEDULE UPDATES 
Once the Start Date has been updated in the Details tab, the dates within the tasks automatically update based on the Template 
configuration.  Updates can be made directly in Task view; each Task can also be opened individually for updates. 

• Make updates within the Task list 
o Most Tasks are milestones (0 Days), but Start Dates can be updated and managed at the task level 
o Duration can be updated on Construction Timeline, Testing and Commissioning 

• If your updates violate Constraints, a pop-up will alert you 
o As the template is purely a guide to establish minimum requirements, update or remove the dependency as needed 

 
• Add any additional Tasks the Project Team wants to track 

• Click Save to review changes 
o TIP: Click Fit to view the Gantt chart within the viewing pane 

 
 

ACTIVATE SCHEDULE 
Each Task within the Schedule must be activated to be 
managed or viewed in reports. 

1) Place the mouse cursor in the upper left box to the 
left of Task Name and Left-Click the mouse 

2) Move your cursor into the list of Tasks (highlighted) 
and Right-Click the mouse 

3) Click Activate 
 

If the entire Schedule is not ready, each Task can be 
activated independently.  Right-click on each line and click 
Activate. 

 

 

 

 

 

 

 

 

 

 

ESTABLISH BASELINE 
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Establish a Baseline to have a reference point on the Project 
to compare against. 

1) Click in the upper left box to the left of Task Name 
2) Move the cursor into the list of Tasks and Right-

Click the mouse 
3) Click Set Baseline 
4) Select Entire Project and click OK 

 

 

WORKING WITH BASELINE 
The Baseline can be toggled off and on for viewing and 
comparison.  The Baseline can also be reset if needed. 

• In the Schedule Header, find Baseline and click 
Toggle to turn the view of Baseline off and on 

• The Baseline will appear as a Shadow 

• Only one baseline can exist, resetting will overwrite 
previous Baseline 

 

 

 

SNAPSHOTS 
Snapshots should be saved throughout the Project. 

• Snapshots are considered best practice and allow 
each regular period to be memorialized 

• Snapshots can also be used in reporting / analysis 
of the overall Project health 
 

 

 

IMPORTANT NOTES 
Comments – Once a Comment is entered, it cannot be edited 
or removed.  Compose your comment and check spelling, 
etc. prior to posting the Comment. 

Color Coding for Tasks 

• Grey – Draft – Not Activated 

• Orange – Activated 

• Green – On Time 

• Yellow –Early 

• Blue – Complete 
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REPORTS 
Several foundational reports have been configured to support the Schedule Module in AWPMIS.  To find the reports … 

1) Go to the Reports Tab 
2) Begin to type “Schedule” into the Filter Box 
3) Select the desired report from the list to run 
 

 

 

These reports are designed to present core information for reporting and understanding.  All AWPMIS users can create their own 
personal variations based on these reports. 

Additional information about AWPMIS Reports can be found on the landing page; click here or type “amwater.com/PMISTraining” 
to view the currently available QRG options. 

 

https://authoring-amwater-prod.awapps.com/corp/Partners-Suppliers/Suppliers/e-builder-training-trimble-unity-construct

