The 5 Minute Update

How to Progress your Primavera
Schedule in 8 Easy Steps

Designed and presented by
D.Forrest MPEO
President of Primavera UK User Group
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This presentation will illustrate how to
update a schedule in 8 short stages.

1 Create a Baseline

2 Switch ON auto schedule

3 Ensure that Baseline Bar is switched ON

4 Apply Actuals

5 Move Data Date Forward

6 Review IN PROGRESS activities
*Update Remaining Duration/Finish Dates

7 Review progress of activities on Data Date
*Update Start Dates

8 Switch OFF auto schedule
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5 Minute Update

Resources

Repaorts

Tracking

E TeamPlay Project Manager: GSD_GPROCZ_REP_BSSS5YW - B1 (RM at
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Select ‘Project’

— g wes ' "
i RLI=" .
e Basen.—.es.n% Select ‘Basellnes’
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5 Minute Update
Create a Baseline - 2

B Baselines x|

W | Uze cunent project az baseline

Project M ame/B azeline Mame Bazeline Type Data Date

& |G5D0 GPROC2 REP BSS55W -EB1 SeleCt ‘Add ?

Bazeline Mame

Bazeline Type [rata D ate

| = |
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5 Minute Update

Create a Baseline - 3

Add New Baseline x|

YWhat wiould you like to do’? o

0 Cancel

% i5ave 3 copy of the curment project as a new bazeling

oNRaahother praject to a new bazeline of the current project

Help

Select ‘Save a copy of the current
Project as a baseline’
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5 Minute Update

B Baselines x|
[ Usze cument project az bazeline aEl Cloze
Project Mame/Eazeline Mame | Bazeline Type | Drata D ate | IJze
E=3 GSD_GPROCZ_RERP BSSSWw -B1 RM at 31 July 02 [ Add
T | (2dugl2 3 Select ‘Use’
.4 Delete
12 Restore
Help
Bazeline Mame
wieek ending X000 — :
sk ending 1 Insert ‘Baseline Name’
Bazeline Type Data Date
x| |p2aug0z
<hohes =

—lInitial Planninn B azeling
\ 2 Select ‘Baseline Type’
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Erprise | Toals b SeleCt ‘TOOIS,

ag @ Time Spproval., ..

' Top Diown Eskirmation. ..
g ™
= apply Actuals, .,

aszic WE @

EE; Level Resources. ., Shift+F2
GPROC Summarize g
S60 Job Services. .
GFROC Global Change, ..
37U Monitor Thresholds. ..
380 .

Issue MNavigator..,

GPROC
380 Feports r
0 A Report Wizard. .
10 Publish 3
120 _ _
a0 Check Project Integritsy, ..
00 Synchronize Resource Prices. ..

BOC? REP RECCSW -RT 2 FPRA T AM and P
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Select ‘Schedule’
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5 Minute Update

Switch ON auto schedule 2

Schedule R §
@ Cancel

Froject(z] to zchedule 1

Current Data D ate 02-Aug-02 J

Froject Forecast Start Date

.Fu .
[T Set Data Date and Flanned Start to Praject Farecast Start during scheduling Help
I Advanced...
T D dvanced

IE:HP‘rngram FilezhEPMSA\T eamPlay3hbintSchedlog. bt _I

Select ‘Advanced’
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Advanced Schedule Dptions

[ Ignore relationships to and from other projects

@ Cancel

[™ Use Expected Finish D ates

[~ Constraints have higher priority than relationships [ Default

[T Make open-ended activities critical

Help

v Schedule automatically when a change affects dates \

[T Level resources during scheduling
Select ‘Schedule automatically when

A change affects dates

Crhical activities have float lezs than or equal to
| 0.0d

Compute Total Float az

| Firish Float = Late Firish - Early Firish ]
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Activities
BEs s B LB B S EfHE 2
“ | anmk Clazze WIBRS | anmnt — \ | Filtar ¢

Dlslilay | Name. . | TlmesFaIe | Filter | Freview ﬂ o 0 1 Select 4 bars 2 icon
v Remaining Lew...  Remain Bar Lewvel of Effart
vl actual Level of . Actual Bar Level af Effart Caneel
¥ Basdline Baseline Bar Normal
LR Tocuovoi Liowine lona L
- =115t Remain Bar Mormal and Mon-critical
- ini... | Aemain Bar Mormal and Critical I—
- Remain Bar Has Start Congtraint G Delete 3 SEleCt ¢ OK,
[T Finish Constrd Remain Bar Has Finizh Congtraint _I_I
ﬂ_l Bz, Copy From.. |

Bar Style

I [ AR RN ENEN Y
. Shift Lp
2 Select Baseline = | _
shape [ -] = — M At this stage it is recommended

coor || (I | | B Optons.. that you save the layout for
Pattern Iﬁ Iﬁ Iﬁ P Drefault future llse

Optionz | [~ Show when collapsed Row

Y Help

[ Show for Summary Bars 1 =1
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e | Tools Admin  Help

@ Time approwal. ..

SD_GPROCZ_REP_BSSSW - B1 (RM at 31 Jul

j Top Down Eskimation, ..

Select ‘Tools’

| Apply Ackuals, .,
H|:|:, Actua
— % Schedule ... Fa

EE; Level Resources. ., Shift+Fa
ac Summarize %

Job Services. .

oc Global Change. ..

Manitar Thresholds. .,

Issue Mavigator...

oc
Feports k

# Report Wizard. ..
Publish 3

Check Project Inkegrity. ..

Synchronize Resource Prices, ..

P BFP RECSWS -R1 2 FPGA T AM and P
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Select ‘Apply Actuals’
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x
Project{z] to be updated: | | ™= Apply |
Project |0 Project Mame Curmrent Data Date | Planned Start 0 Cancel |

G50 _GP.. |BM at 31 Julk 02 02-Aug-02 M -Jan-02
Help |

A new data date iz uzed when actuals are applied.

9
{* The same new data date iz used for all projects Own data date

NewDataDate  [02Aug02 Jﬁ‘— 2 Chose New Data

“When actuals are applied from timesheets, calculate activity remaining durations:

{ Baszed on activity duration type

& tiways ecad-ummnn 3 Select ‘Always recalculate’

1 Select ‘Each project has its
{~ Each project uses its own new data dh p J

0D.Forrest MPEO
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4 Select ‘Apply’

Date
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erprise | Tools As

g @ Time &ppraoval. .,

er: GSD_GPROC2_REP_BSSSW - B1 (RM at 31 July D

' Top Down Estimation, .. =
&) =m0

AL = apply Actuals...

3zgic @
BB | el Resources Shift+F2
oo T
GPROC Summarize r
SE0 Job Services. ..
GRPROC Global Change. ..
71 Monitor Thresholds, .,
=] )
Issue Mavigator. ..

GPFROC
80 Reports k o
00 # Report Wizard,
10 Publish r
=] : .
a0 heck Project Integrity. .,
00 Synchronize Resource Prices. ..
BOC? RFP BRSSSWW -R1 2 FPGA T &AM and Pru
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Select ‘Schedule’
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5 Minute Update

Move Data Date Forward 2

x|

Cancel
Projectz] to schedule 0

Curent Data Dae || 2 Select ‘Schedule’
Froject Forecast Start Date

-
[T | Set Data Date and Flanned Start to Project Forecasg@iftart duting scheduling Help
P Advanced...
T D advanced. |

IE:'&F‘ngram Files\EPMST eamPlayIibins ciffdlog. bt _I

1 Set current Data Date to the same
date that actuals were applied
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1
=l GSD_GPROCZ_REP_BSSSW -B1 RM at 31 July 02
= G50_GPROCZ_REP_BSS5SW - B1.GPR3 GPROC3 ROM

A1000 GFROCS SFRAS Rele:
Al010 FRAS

B = — [T -
A2310 GPROC3BSS S F'rcq
A2520 GPROC3 BSS Software

= GSD_GPROCZ RER_B5S5SW

2320

E GSD_GPROCZ_REF_BSSSW - B1.GPR2.21.2 |

A1020 R amp-up
Al1030 Exec HLDALLD
A1040 Code

A1050 FTD

LA e

o |

-B1.GPR3.3 EXEC - Of
=l GSD_GPROCZ_REF_BSSS5Y - B1.GPR3.3.1 Basic

= GSD_GPROCZ REP_BSSSWw - E1.GF‘H3.3.1iIILI
TR R =

ICE Ewaluation

Wan-02 2 '3 . 071-Feb-02 A _S_I:I'Illh_ Glenn _E anett Stephen
28-lan-02 .-’-\ i 13-5ep-02. Parsnns Fiober
0 Feb02 A -:#¥ 1 24
i 20Jun02 & &:I 27-Sep2, Arena Antor
= Py (145002, GSD_GPROCZ |
E v - - 123-\Ju| 02, G5D_GPROCZ_REF_BS!
E EE 1ﬂdul 02 & 4 23du| 02 &, frena, .f-‘mtanlu|

ﬁw.&pr 02, GSD GF'FH:II:2 REP_BSS5Ww - B1.GPR3.
21-Jan-02 4 - .-q 28-Jan-02 A, Arena Antoniol :
28-Jan-02 .-’-‘« 1-!_ 10-Feb-02 A _.f-‘«rena .&ntonlu:u
13-Feb D2 ey ;19 Apr-02 A, .i‘-.rena Antonio

11- IMar EI2 A . T1-Apr-02 A, Aren

i Wi4-Feb-02, GSD GPHDE2 HEP BSSSW -B1. GPF|331| .3 Phil:

13 CAk ﬂ".l!t' LAACAR T femie- J\.HL.-W-\.H

o |

General | Statusl Resources | Predecessors | Successors | Codes | Motebook | Steps | Feedback | WPz & Docs | Expenzes | Summary |

Activity |A23EIEI

IGF'FH:II:3 BSS Software Consultancy

Project |GSD_GF'F|IZII22_F|EF'_BE

| Status | . Labor Uitz
Flarne IW ¥ Started Im Dwration % IW Planned I_
Achual [ 1400d | T Finshed  [i3Sep02 | Totslfloat [ 32504 | Actudl [
Femaining IW Ex=p Finish Iﬁ Free Float 0.0d Femaining I_
At Cornplete 160.0d At Complete I_
D ate Iﬁ
Select ‘Status’

[User admin |Data Date: 16:Aug-02

|Access Mode: Shared
Page 15

|Baseling: Week ending He400

-
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New
Data Date
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El GSD_GPROCZ_REF_BSS5% -B1 RM at 31 July 02
[ GSD_GPROCZ_REP_BS55% - B1.GPR3 GPROC3 ROM

A1000 GPROCS SFRAS Rele:
A1010 FRAS

N T — "
A2310 GPROC3 BSS 5w F'r-:||
A2520 GPROCS BSS Software

= GSD_GPROCZ_REF_BSSSW -B1.GPR3.3 EXEC - 0f
[l G5D_GPROC2_REFP_BSSSWw - B1.GPRZ2.3.1 Basic

AZ320 ICE Ewaluation
E GSD_GPROCZ_REP_BSSSW -B1.GPRZ.31.2 |
A1020 Ramp-up
Al030 Exec HLDALLD
A1040 Code
A1080 FTD

A - [RTR=SIN

= GSD_GPROCZ_REP_BSSSW -B1.GPR3.21.2 Iv
| _>l_I

— %% This sample shows an

GPROC3 SFRAS Released Update of Remalnmg
Wan-02 b 01Feb-02 4 _S_I:I'I!lh_ Glenn _B_alrett Stephen Duration
2lan 02 £, - S 3520012, Pars
01 Febe02 A v E— 24
20-Jun 2 & !:I 27-Sep02, Arena Artor
p— ml—— 04-G ep-02, GSD GPHDI:2 [
; . mhy 23-ub02, GSD_GPROC2_ REP RS
1EI-.J|uI D2A 23-.Ju| 02 A, Arena, Antanio

—19.&@ 02, GSD GF'FEDE2 REP_BSS55Ww - B1.GPR3.

21-Jan-02 .t’-‘-.‘ln-q 28-dan-02 b, .t’-‘-.rena .-’-‘mtonm- E

E
£
£
£
£

' Wi4Feb 0z, GSD GPHEIC2 HEP BSS5W -B1.GPR3I.3.1.2 Phil:

'
12 C~R 07 A

4 |

FLAAC-h M7 A e J’\..—.L.—..—.L—.

General | Status | Resources | Predecessors | Successars | Codes | Matebook. | Steps | Feedback. | WPz & Docs | Expenzes | Summary |

i‘ Ackivity I.&2SDD IGF'F!DCS BS5 Software Consultancy Project Im
Duration | Statusz | . Labar Unitz
Flanned IW v Started Im Duration % IW Flatimed I_
Actual Im ™ Finished Im Total Float IW Actual I_
Remaining IW Exp Finish Iﬁ Free Float 0.0d Remaining I_
At Complete At Complete I_

traint I vI Date I I
1 o o ° 0
|User: admin  [Data Date: 16-Aug-02 Update Remalnlng Duratlon

(Im this case A2300 was changed to 10)
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Activity |D - Activity Mame

-

2002

= GSD_GPROCZ_REF_BSS5W -B1 RM at 31 July 02
= GSD_GPROCZ_REF_BSS5W -B1.GPR3 GFROC3 ROM

A1000 GPROC3 SFRAS Rele:
A1010 FRAS

7| bemo | GPROC3 55 Sof
AZ310 GPROCZBSS 5W Proj
A2E20 GPROC2BSS Software

= G5D_GPROCZ_REP_BSS55w -B1.GPR3.3 ExEC- 0!
= G5SD_GPROCZ_REF_BSS5w -B1.GPR3.3.1 Basic

AZ2320 ICE Ewaluation
= GS5D_GPROCZ_REP_BSSSw -B1.GPR3I31.2 |
A1020 Ramp-up
A1030 Exec HLDALLD
A1040 Code
A1080 FTD

AdEen - [T R

=l GSD_GPROCZ_REP_BSSSW -B1.GPR3.31.3 |
| ]

t|Nu:uv|Deu: Jan [Feb| Mar [ Apr |May | Jun [ Jul [Aug |Sep | Oct

GPROC3 SFRAS Heleased

20un0Zs I 77

Flm—— ()45 -
2302, GSD_
19UHI2 & oell 23-JUHI2 &, Are
1.—F1aﬁpr 0z, GSD GF'FHIIE2 FEF . Autoschedule then runs

21-Jan-02 A& 28-Jan-02 4, .&rena ﬂ.ntu:unu:n :

28-Jan- EI2A':-5!L]_D_F_E_I:1 02 A _Arena ﬂ.ntu:unul:u E lnd the aCtIVlty ls Shown
as being on time

N
I
[N '
[l L]
[ '
L L]
I LI
IR

N

[N

11- Ih-'lar E|2f1'n. ___________
¥ WidFeb0z, GSD GPHDEE HEF' BSS5w -

'
A I LAk 177N

|

LAA LAk M A Arminn J’l.nlnnin

General | Statusl Resources | Predecessars | Successars | Codez | Mateboak | Steps | Feedback |WF'$ t Docs | Expenses | Summa
il Activity |A23nn |I3F'FHIIE3 BS5 Software Consultancy Froject |GSC
Diuration | Statuis | o Lal
Planned IW [¥ Started |281Jan-02| _I Duration & Iw Flante
Actual [ 1400d | I Finished  [304ug02 | TewlFlest [ 3300 | Actsl
Remaining @} Finizh I _I Free Float 0.0d Remai

17
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= E5D_lEFHUCE HEF BaS5s5w - B1.aFHGE.E Dbty ) " i R R e
£1250 R amp-up b 28May02 A e L1502 A,
AZ420 HLDALLD ': : '!ExIJ:uI-EIE B, 17-lul-02 &, ThiS sample shows an
(| | 42430 : D 1Fuk02 A | 152
42440 PTD } Lt 2dduloz s Lo 1580 update of Actual
[l G50_GPROCZ_REFP_BSS5W - B1.GFPR3.3.14 EDC ': : ' - n4- Finish Date
£2490 R amp-up " v 29ullE A |-:|- 15-fac
A2500 Code : L 12Aug2 A 304
42510 PTD : P D2Sepadilloa
[l G50_GPROCZ_REF_BSS5W - B1.GPRI.3T Init : . : . 0 7 'IEwJ'_uI-EIE,G
A1260 Exec/LLD HLD/Cade/ :i 13-0ap-02 & :%]_&J‘ul-w A,
Lt B et el O el e e o T e Tl T 0 et e s P Y T O el e o e W O M T O L hal " : '—."‘_nj b_j_:,,n'j I|'_‘--|:‘r’~| (i =]
_'*IJ |
ﬂ Statusl Resources | Predeceszors | Succeszors | Codes | M otebonol, | Steps | Feedback: | Whs & Docg | Expenzes | 51
. | Status The activity Finizh D ate iz for review. Do pau want to zet
T I— the activity to complete on the Review Finish Date
- = . ..
fincd 4.0d o itz |1 TJukz —I Duration 10 @ inztead of the current Finigh D ate?
ual | 220d Firished |1 B-Aug-02 _...| Total Float A7

Select ‘Finished’

oo 15 Select ‘1\108
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HLD/LLD ; L 16002 4 L] 17-0uk02 . Twiomey, Sean
; | 17duza ol o
42440 PTD " Lt 2duk02 4 Lo 1540002, Twomey, ¢
= GSD_GPROCZ_REP_BSSSW -B1.GPRI3.14 EDL i Lo | P=—04-5ep-02, GSD_L
42490 R amp-up n D1 259ul02 & LU 15-4ug-02, Twamey, ¢
A2500 Code : Ll T2Aug02A A0-4ug-02, Twome:
42510 PTD ; L 028ep 0 D4-5ep02, Twome
= GSD_GPROCZ_REF_BSSSWw - B1.GPR3.3.7 Ini Ei A =1 6-Jul02, GSD_GPROCZ_
A1260 Exec/LLD HLD/Code/! 1302 4 e NS 15002 &, Srith, Glenn, £
4| I L e et T et B Ll B T T U B e T LEILI 4| I " | W 0 A -, (7 ZCH CODNT OCD O

General Statusl Resources | Predeceszors | Succeszors | Codes | M ateboal: | Steps | Feedback. | Whs & Docs | Expenses | Surmmary |

— Activity [42430 |Cade Project |GSD_GF’HDE:

Druration | Statuz | . Labor Unitz

Planned 4.0d ¥ Started 17-Jul-02 _I Diuration % I 100% Planned

Actual I 12.0d [+ Finizhed 01-Aug-02 S Total Float I Actual

A Finish date of 01-Aug was selected on
activity A2430, Autoshedule then runs.
Note that all predecessors will be updated as well
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A2440 FTD —
£ GSD_GPROCZ_REFP_BSSSW - B1.GPR3.3.14 EDC
A2490 R amp-up
N
AZR10 FTD

= GSD_GPROCZ REP_BSSSW -B1.GPRI.Z.T Init
A1260 Exec/LLD HLD/Code/|
£l GSD_GPROCZ REP_BSSSW - B1.GPR3.3.13 MM
A1270 R amp-up
A1280 Exec HLD/LLD

| N

|

1E- .-“-‘-.ug I:I2I
274ug 2 4
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This sample shows an
update of Actual
Start Date

23-4ug0Z, Twormey, Sean
18n0ul-02, GSD_GPROCZ_ HEF' BS55
H13May- nzﬂ -Emum 02 &, Smith, Glerr, mena Antor
h H’EE Ma_l,l EIE GSD _GPROCZ_REP_| BSSSW B1.1
22 -Apr-02 A, -! 26, -Apr- EIE.-i'-. Smlth Glenn, Arena, Antonio |

'- 03-tdap-02 A ;-! 10 Ma_l,l EIE.-i'-. Smlth Glenn, Arena, .-’-'-.ntu:unln

AFE kd - 017 A |_ h pln] H-u I'I".I.l’l. Crmibl Tl e - J’\.lﬂ."ﬁlﬂ.:n

eral Statusl Resources | Predeceszors | Succeszors | Codes | M otebonol, | Steps | Feedback: | Whs & Docg | Expenzes | Summary |

::I Ativity I.-’-'-.EEEIEI IEn:u:Ie Project IGSD_GPHDEE_HEP_BSE
Lration | Statusz | . Labar Units

lanned E.0d [T Started |1 B-fulag-02 _I Diuration % I 0 Planned I_
chual 0.0d Finished  [23Aug 02 ] TotalFloat | 335.0d | Actual |_
Emaining £.0d E xp Finish I _I Free Float I 0.0d Fiemaining I_

Select ‘started’ on Activity A2500

Page 20
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5 Minute Update

Review progress of activities on Data Date 2

August 2002

T W

Select 10" August

Either double click on 10

(or click Select)

[ _soeo T |
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= GSD_EF‘HDEE_FHEF‘_ESSSW - E1.I3F'F13.3.? [ it

&1260 Exec/LLD HLD/Code/|
=] GS0D_GPROCZ REP_BSS5W - B1.GPR3.3.13 kb

A1270 R amp-up

41280 Exec HLDALLD

A A e -

=

|

! 18-Jul-02, GSD_I
b 13Map02 ..%mum 02 &, S
it | Y—— e May-02. GSD_GPROC,
22 Apr-02 A _...! 5. - EIE.-'l'-. Smlth Glent, Arern.
'- 09-kd ay-02 & -F-! 100- Ma_l,l I:IE.-'i'-. Smlth Glenn, &

:! AR kd - 10 A h hpl=] H-u I'I".l.-'\-. g P g FENPRY)

= o= ~ i3 - 1 ———
. ot |NDV|DEC -Jan |Fe|:u| b ar | Spr |May|-JunJ_-.luI |.i‘-.ug |Sep| Dt
82470 Code :: 24«Jun 024 MO UHO2 A, Twome
AZ420 PTD t 281Jun II!2 A | 15-40g-02,”
= GSD_GPROCZ_REF_BSSSW - B1.GPR3.3.6 Utiity t : - 15-4ug-02. 1
21250 Fiarmp-up w28 Ma_l,l 02 A t_% 15«Jul 02 &, Smitk
A2420 HLD/LLD t R[N L.-! mul 02 &, Twal
42430 Code | Ei L 17ul0z4
A2440 PTD h D i240u02 4]
E G3D_GPROCZ_REP_BSS5W - B1.GPR3.3.14 EDC ii : E ¥ '
42490 Hamp up ;5 ; v 259Juk IIIEf-‘-, .
llllm EE 0 T0bug2 4|l 2380502
A2510 t L1l 2TAug 2534000

J |

General | Statusl Rezources | Predeceszor | Successzors | Codes | Motebook, | Stepz | Feedback | WPz & Docs | Expenzes | Summa

% ity |g25|:||:| ||:.;..;|e Project |G5C
Diuratior | Status | s Lal
Flanned E.0d ¥ Started |1 O-fag-02 _I Diuration % I 0% Flann
Actual | Total Float | 23R nA Actual
Remaining Actual and remaining duration

are automatically calculated

- g~ ——
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The Activity and
all Successors
are automatically

updated
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Advanced Schedule Dptions |

[ Ignore relationships to and from other projects

[™ Use Expected Finish D ates

@ Cancel

[~ Constraints have higher priority than relationships [ Default

Help

[T Make open-ended activities critical
v

[T LeveNgasources during scheduling

hedule automatically when a change affects dates

Crtical activities have
0.0d

* Deselect

Compute Total Float az

Finizh Float = Late Finizh - Early Finish j
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