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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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5 Minute Update
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 
Create a Baseline - 1

Select ‘Project’

Select ‘Baselines’
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5 Minute Update 
Create a Baseline - 2

Select ‘Add’
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5 Minute Update 
Create a Baseline - 3

Select ‘Save a copy of the current
Project as a baseline’
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5 Minute Update 
Create a Baseline - 4

1 Insert ‘Baseline Name’

2 Select ‘Baseline Type’

3 Select ‘Use’
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5 Minute Update 
 Switch ON auto schedule 1

Select ‘Tools’

Select ‘Schedule’
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5 Minute Update 
 Switch ON auto schedule 2

Select ‘Advanced’
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5 Minute Update 
 Switch ON auto schedule 3

Select ‘Schedule automatically when
A change affects dates
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5 Minute Update 
 Ensure That Baseline Bar is Switched ON

1 Select ‘bars’ icon

2 Select Baseline

3 Select ‘OK’

At this stage it is recommended
that you save the layout for

future use
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5 Minute Update 
 Apply Actuals 1

Select ‘Tools’

Select ‘Apply Actuals’
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5 Minute Update 
 Apply Actuals 2

1 Select ‘Each project has its
Own data date’

2 Chose New Data Date

3 Select ‘Always recalculate’

4 Select ‘Apply’
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5 Minute Update 
 Move Data Date Forward 1

Select ‘Tools’

Select ‘Schedule’
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5 Minute Update 
 Move Data Date Forward 2

1 Set current Data Date to the same
 date that actuals were applied

2 Select ‘Schedule’
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5 Minute Update 
Review IN PROGRESS activities 1

Select ‘Status’

New
Data Date
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Review IN PROGRESS activities 2

Update  ‘Remaining Duration’
(In this case A2300  was changed to 10)

This sample shows an
Update of Remaining 

Duration
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5 Minute Update 
Review IN PROGRESS activities 3

Autoschedule then runs
and the activity is shown

as being on time
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5 Minute Update 
Review IN PROGRESS activities 4

This sample shows an
update of Actual

Finish Date

Select ‘Finished’

Select ‘No’
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5 Minute Update 
Review IN PROGRESS activities 5

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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5 Minute Update 
Review progress of activities on Data Date 1

Select ‘started’ on Activity A2500

This sample shows an
update of Actual

Start Date
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5 Minute Update 
Review progress of activities on Data Date 2

Either double click on 10

(or click Select)

Select 10th August
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5 Minute Update 
 Review progress of activities on Data 
Date 3 The Activity and

all Successors
are automatically

updated

Actual and remaining duration
are automatically calculated
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5 Minute Update 
Switch OFF auto schedule

Deselect


