Primavera Lab Manual

WVW

PROJECT PLANNER®
FOR WINDOWS

Primavera Project Planner (P3) is a Copyrighted product of Primavera Systems, Bala Cynwyd, PA

Version 3- Fall 1998



Table of Contents

Lab 1 — Creating a Project

11
1.2
1.3
1.4
1.5
1.6
1.7
1.8

Starting a Project

Entering Activities and Durations
Predecessor and Successor Relationships
Schedule Reports and Calculation Run
Resources

Calendar Adjustments

Backing up the Project (Saving it to a disk)
Restore the Project

Lab 2 — Reports, Graphs, and Diagrams

2.1
2.2
2.3
2.4

Practice Starting a Precedence Network
Early Start and Relationship Reports
Project Diagrams

Histograms and S — Curve Graphs

Lab 3 — Leveling and Targets

3.1
3.2
3.3

Setting Max and Min Levels
Leveling and Comparing to Targets
Input a New Network

Lab 4 — Updating

4.1
4.2

Data Dates and Rescheduling

Updating: Dates, Constraints, Logs, and Resources

23

23
26
30
35

41

41
51
52

55

55
60



Lab 1 — Creating a Project

1.1 Starting a Project

Once the Primavera icon has been selected and the appropriate
password entered, this screen will appear.

Prnmavera Project Planner M= E

| | ———

The Menu at the top of the screen may also be used to setup a new
project or open an existing project.
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Primavera Project Planner MEE
4R Tool: Help

New. .. Chrl+M

Open..  Chl+

Send Mail...
Beceive Mail...

1LAR2
2 LAB
JAFEXAUTO
4FRP3

E it Al+F4 Add a New Project

Current directory: c:\p3win\projects Dir___ | 0K

Projec e ) el

Number/¥ersion: Help

FlE-

Project Litle:

Company name:

Planning unit: | Day j Project start: IZIIJUNS? :l
Workdays/week: | 5 Project must finish by: I :l

Week starts on: | Monday - Decimal places: 2 j

IQ

™ Add this new project to a project group

| | Project group: |
= | Slalll IF Primavera Project Pla._. | EW Microzoft W

Project 1D: I

=

When entering a new project, enter the Project Name and then fill in
the Project Title and Company Name fields. Most projects work a five-
day week and begin the week on Monday, but if a different workweek
is required use the appropriate fields.

Do NOT enter a date in the Project Must Finish By field. This will

artificially constrain the project and potential eliminate a zero total
float critical path.
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If you have already created a project, use the Open command to enter
an existing project or the list of most currently used projects at the
bottom of the File menu.

Primavera Project Planner

IHC) Toolz Help
MNew. .. Chrl+M
Open... Cyl+D

Exit

(1] 4 I
Project Group/ Project name: Directones:

|
=5 eh » Options.._. | Cancel |
- |

Diives: =9 projects Access... Help |
iiSlalll I-FPrimavem Project Pla___ _]] I Se j i r Exclusive  Network... |

chp3winiprojects Dverview..

Projects:
: panzion and Modernization ;l
AUTO Robolics Automation System _I
BLDG Office Building Addition
CONY Conveyor System
BASE Sample Target Plant Expanzion Project -- Bazeline
AUTO Robotics Automation System
BLDG Office Building Addition
CONY Conveyor System
CLIN Pharmaceutical Climcal Research and Development
PREM1 PRM-01 Phase 3 Clinical Studies
PRM2Z PRM-D2 Phase 3 Clinical Studies ﬂ

This is a scrollable index of projects in the default directory. If a
project is located on the A Drive, change the directory to see a list of
projects located there.
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Practice 1.1
1.  Create a new project with a unique 4 letter identifier.

2. Create a profect title that suggests when and where the lab is taking place.
3. Put your name in the company name field.

1.2 Entering Activities and Durations

Once a new project has been entered or an existing project opened the screen
below appears. For a new project, the data entry screen defaults to the ADD
mode.

* Primavera Project Planner - [LAB3] [_[2] =]
Efile Editt Wiew |msert Eammat leols Data Windows Help _|E|ﬂ

| DBSEPY7 Sat
Alr:;!rty Dens::tri:::!i'on (I;:? JUH [ JUL [ AUG [ S?Ig?. [ OCT [ HOY I DEC IJ
\ 8 1623307 1421284 11182351 8§ 1522296 A3 2027 3 4047 241 & 15 22 .2!!A
[—~—1—— [This blue area -
indicates you are
The cursor will be adding an activity.
blinking here. Enger an
activity ID like 10} 20, or When you
30. Remember the KJSS completed
principle. adding the
activity, click
Ll el on OK. ﬁ
Budget | Codes | Constr | Cost | Custom | Dates | Log | Pred | Res / Succ | WBS |
i | [Providus| Newt || Help |
ob[ o Pet [ 00 callt es [ [ i I | TF:
RD| 0 Type| LS |—E| LF |—|3 FF-
C 1T T 1 N
Resp Area Mile Item Locn Step\WBS
| Enter activity . | d;&@c Schedule Layout Al Activities
LoD = Original
Duration
RD = Remaining An activity description
Duration goes here. Remember

the action verb.

Note: KISS = Keep It Simple, “Stupid”
Once OK has been selected, the activity will be entered and appear not
only in the blue area, but also as a bar. All of the information will
remain at the bottom of the screen along with a set of menus directly
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related to the activity that is currently selected. If the menu should
disappear, F7 will bring it back.

" Pumavera Prooct Plamner - 1LABT <[N8 TIPS (MICE ALl S kI S

EEiIe Edit Define Digplay Fomat Calculate Beports  Window  Help -8 x|
E1E = EIREVE] Y B E B REFEFEE) (& ) (2]
IEE I |

Activity Activity Orig 1996 1997
- SEP OCT HOV OEC JAH FEE MAR __ [A
10 Description Dur 17916 23 30,7 14,21 284 M 18 25,2 3 623,30 613 20,27 3 A0 A7 24,3 A0 A7 29,31
| 10 [Mokilization 25| Ae—— Mobilization -
L 3 | KN r
Budget | Codes | Constr | Cost | Custom | Dates Log | Pred | Res | Succ | WBS I
ID| 10 |[Mobilization [Previous]| Mext || Help |
ob| 25]Pet| o.o]cal [1 | |[1ES[125EP% |- | | EF [160CT96 |~ TF.0
RD| 25 Type [Act | LS [125EP96 |~ LF [16DCTS6 |- FF: 0
| | L |1 10 T1 |
Hesp Area Mile Item Locn Step WEBS
[ | Classic Schedule Layout | il ctivities

To add additional activities, click on the plus sign “+” above the
Activity ID column, use the down arrow, or select EDIT and then ADD.
Doing any of these will give you a new blue line and a blinking cursor
in the activity ID box toward the bottom of the screen.

Practice 1.2

1. Using the list of activities on the next page, enter each activity ID,
Description, and Original Duration.

2. As you finish entering each activity’s data, click on OK.

3. When you have entered %2 of the activities, turn the keyboard over to
your partner, Iif you have one.

4. You can also enter the activities by selecting the VIEW button from the

upper menu followed by the PERT.
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Primavera Lab Class #1: P3 Basics

CON495

Construction Planning & Scheduling

20 50 80
Act B AT |
3 5 1
10 40 60 90 120
Act A Act D Act G . <
L
4 3 Z Z 4
30 70 100
Act C Act F Act H
3 6 2
The total budgeted resource use (mh) for each activity is listed as follows:
Activity Name Man-hours (MH Man-hours (MH Activity Name Man-hours (MH
A 32 E 20 | 4
B 12 F 18 K 16
C 15 G 16 L 8
D 18 H 8
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“ Primavera Project Planner - [LAB3] HEE

% File Edit “iew Insert Fomat Tools Data Window Help _|ﬁ'|5|
ElZziZe EEE BT ElnmE (2=
=[+]-] 10 | 02JUNS7 Mon
Activi Actiui ori 1997
e - Ity g JUH JUL [ AUG I SEP | OCT [ HOW | DEC ]
0 LEscuption Dur "5 16 23307 4421264 N1 A8251 B 15222956 A3 I3 A0A7T 241 & 572 29
[ Tuowitrstion 2 A— Wobilization —
Cut Chrl+
LCopy Chrl+C
Paste Clrl+4/
FilllEe]
Activity Dietail 3 Budget
Edit Activity LCodes
Delete Activity Constraints
[igsalve Setiit Cost
Extrant St Custom Data
Dates
Columng..  F11 =
Row Height. ..

Ll

Budget| Codes | Cons Cloze &l

lom | Dates; Log | Pred | Res | Succ | -;& I

y 4 )

D 10 [Mobilization [Previous| Mext | Help
IJDI 25 Pctl 0.0 Cal|1 TES [200UN97 :0

RD| 25 Type|Task LS |2l]JUN9? :[ LF IZNULST :[ FF:0
Resp Area Mile Item Locn Step WEBS
| Clazszic Schedule Layout All Activities

|
b= | Slalll ﬁb Primavera Project Pla.__ ¥ Microsoft WWord - Primaver... |<EJ§£} & {030 AM

1.3 Predecessor and Successor Relationships

The row of menu buttons on the bottom half of the screen above
provides a means of entering relationships (Succ = successors or Pred
= predecessors), resources (Res), and many other valuable attributes
of the activities in your network. Remember, that for today’s class
only, activities will be related Finish-to-Start (FS) only. So when you
see two activities like this:

10 20 30

A > B C

4 6 9
Predecessor Successor,

you have a choice. You may go to activity B, by highlighting it with the
mouse. Then to enter this relationship, select the Succ menu button
and enter activity C as the follower or successor of B. You can also use
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the right button of the mouse to insert relationships. The FS
relationship will be put in automatically when you click on OK, as it is
the default relationship. Your other choice is to select Pred. Then
enter activity A as the predecessor of B (see the diagram on the
previous

==l

Sl ZF] @) |

05SEPS7 Fri
e T o 1997
iU e - JUN [ JUL [__AlG [ SEP __ocT N T 1 3 1]
0 Description Dur "9 16 23,307 1421264 N1 18254 8 15,22 296 13 20 21,3 1047 24,4 & 1522 29
10 |Mobilization 25 Mobilization -
20 |a i A =
30 [B 3 B e
Activity: 30 -8B
TF [Desci
0a =
: -
Lol 3 KW _»d
Budget| Codes | Constr | Cost |[Zuslom| Dates | Log Pred Res | Succ | wWBS I
IDI 30 IB 0K I Cancell Help |
I]DI 6 Pct | 0.0 |:a||1 " ES |2I]JUN9? :[ " EF |2?JUN9? :[ TF:0
FlD| 6 T}'DelTask LS |2mun9? :[ LF IZ?'JUNS? :[ FF: 0
Resp Area Mile Item Locn Step WES
[ | Classic Schedule Layout Al A ctivities
iﬂﬁlalllﬁbPrimavera Project Pla... W Microsoft Word - Primaver... |<B§&3¢ 10:49 &M

Because most people read from left to right (in this country), it is often
easier to use Succ than Pred. However the figure above shows activity
B being selected and its Predecessor, activity A, being entered.

Practice 1.3

1. Using the diagram on page 6 enter the relationships for each of the
activities.
2. Use either the Pred or Succ window to add the relationships.
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1.4 Schedule Reports and Calculation Run

Now that the activities have all been entered and their relationships to
other activities, it’s time to see how long this project will take.

* Primavera Project Planner - [LAB3]
EEile Edit “iew |nsert Fomat o [ata Wwindow Help 18] x|

Dl=|S|E] [RISIL]E  Schede. S&Eg
’ |

T=I+FEs @ ‘L=

=R, 24JUNSIY Tue
o — obal Change...
Act Act 1997
ity “"ty [ AlG I SEP [ OCT [ HOW | DEC 1]
1y Hesciption Tabular Reports blZ84 1118251 8 A5 22206 A3 027 3 AOAT 241 & A5 22 29
10 |Mabilization Graphic Reports » 7 Mobilization -
20 |A |
! Draw =
Look
ReportSmith
Update Data Dictionary. ..
Wieh Publizhing *izard
=R +—— |Use the Tools Button on the
Project Utilities »
Fraanet , Menu and Select Schedule. Don’t
Options R use F9.
1 Monte Carla
Ll 1K _»d
Budget| Codes | [Zunslll Cost |[Zuslom| Dates | Log | Pred | Res | Succ | wWBS I
IDI el IB |Previous|| MNext || Help |

I]DI [ Pctl 0.0 |:a||1 " ES |2I]JUN9? :[ " EF |2?JUN9? :[ TF:0
FlD| [ T}'DelTask LS |2mun9? :[ LF IZ?'JUNS? :[ FF-0

Resp Area Mile Item Locn Step WES
[ | Classic Schedule Layout Al Activities
b= || Slalll ﬁb Primavera Project Pla.__ | [} Microsoft Word - Primaver... I |<ﬂ§&3 & {055 A

The calculate button and schedule command will give a new screen.

S chedul t
chedule | » [This should be the

0K start date of your
project — likely
_Cancel |1 |TODAY’S DATE

Help

| List activities with out-pf-sequence progress

DOptions. .

v

Notice that all of the options are
defaults. Leave these as defaults.
Click on OK to see what happens
next.
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T

"+ View on screen oK
>+ Print immediately Cancel
> Save to the following Look Fle: |P3.0UT
Db o0ind Help
et o Bapess:
=4 p3 S o j Metwork._.

— 4

\—> Here, although there are 3 choices, it is

usually wise to see the output before you

decide to print. This will reduce the number
of trees used for paper and reduce your cost.
Click on OK or hit Enter to see the report you

will create.

Primavera Scheduling and Leveling Calculations -- Scheduling Report Page: 1

}' This Primavera software is registered to Weber & Associates.
Start of schedule for project LAB1.
Serial number...19380329

User name SANDIW

Open end listing -- Scheduling Report Page: 2
Activity 10 has no predecessors
Activity 120 has no successors

Scheduling Statistics for Project LAB1:

Schedule calculation mode - Retained logic

Schedule calculation mode - Contiguous activities

Float calculation mode - Use finish dates

SS relationships - Use early start of predecessor

Schedule run on Fri Sep 13 17:45:39 1996
Run Number 1.

Number of activities.................. 11
Number of activities in longest path.. 6
Started activities........ ... ... ...... 0
Completed activities.................. 0
Number of relationships............... 16
Percent complete.... .. ... .. ... ... ..... 0.0
Data date.............. ... ... ....... 12SEP96
Start date............ - 12SEP96
Imposed finish date... .

Latest calculated early finish.._....._._ 110CT96

This is an open end listing. You
should find only one activity
without a predecessor and one
without a successor. Hereiitis
activities A and L, which start
and end the project. If there are
more, you must add
relationships. Remember, only
one start and one finish.

As long as there is only one start and one finish and NO LOOPS, your

project has been successfully calculated.
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Practice 1.4

1. When your project has successtully calculated, place your name at the top of
printout page 2 using the computer in Primavera LOok.

2. Printout pages 2 and 3 only of the calculation report and submit it to the TA.

3. If your network has problems and you are unable to correct them, request
help from the instructor or TA.

1.5 Resources

" Primavera Project Planner - [LAB1] HEE
E File Edit “iew Insert Fomat Toolz Data ‘Window Help 18] x|
Di=iglE RISt =Ex EagZe BE=EE [ % | dn | I
=+l w0 | 07AUG97 Thu
Activity Activity Orig 1997
0 Description Dur N i PRI e ot e
| | A —
20 |B 3| | ae —
ElE 3l | A2wc =
=0 |E 5 AT E
40 |D 3 MEND
70 |F & S F
80 |3 4 A7 G
80 I 1 I
a0 12 4 A7 12
100 |H 2 SFYH
110 |C 2 &L
Ll 3 i I LE‘
Budget | Codes | Conshr | Cost | Custom | Dates | Log | Pred | Hes | Succ | WBS I
IDI o IA |Plevious|| Next || Help I
DDI 4 Pct I 0.0 Cal|1 " ES |1BJUN9? :I " EF |23JUN9? :l TF: 0
RD| 4 Type|Task LS IIBJUN!]? | LF |23.IUN9? | FF-0
Hesp Area Mile Item Locn Step WEBS
[ | Classic Schedule Layout | &l & ctivities

Your network now looks like the one above with some activities in red
and some in green. The red ones are on the critical path. Can you tell
how the activities are related from this bar chart?

Select the Res button at the bottom of the screen. This will allow us to
enter the resources assigned to each activity. For the example project
on Page 6, the resource is man-hours or workhours. Use the
abbreviation MH to indicate that the resource is man-hours. The data
entry screen will look like the one on the next page.

Primavera Lab Manual - Version 4 11 Spring 1999



i Hesources

Resourne Initially there was a + in
Cost Acct/Categofy = this area of the Resource
Curve box. Click on the plus
Unitz per day 0.00
Budgeted quantity 0.00 and enter MH. Then
Resz Lag/Duration 0 move the cursor to the
Percent complete H
Actual thiz penod 0.00 BUdget Quantlty and
Actual to date 0.00 enter the Total number of
To complete 0.00 _ H
Al completion Gl man .hours asaqngd to
Variance [units] 0.00 aCtIVIty A. Here itis 20.
Early ztart 18JIUNS7
E arly finizh 23UNS7
Late start 18JUNS7
Late finish 23RIUNIT

a |

When you enter the number of total resources and click on OK for the
first time with a new resource, here’s what happens.

Add Resource |

Add MH to dictionary?

Title:| |

OK I Cancel I Help |

You are given an opportunity to more fully describe the resource.
Enter the words, Work Hours and click on OK. This is the result you
will see.

—|+]~ & 20.00
Resource MH
Cost Acct/Category
Diiving ] » [The program
Curve .
Units per day 500 aUtomatlca”y
Budgeted quantity 20.00 calculates the
RBes Lag/Duration 1] ;
Percent complete resource units per
Actual this period 000 -
Actual to date 0.00 day aSSIQned to
To complete 20.00 i i
At completion 20,00 thlS a_CtIVIty by
Yariance [units] 0.00 leldlng the total
E arly start 18JIUNSF -
E arly finish ZAING7F quantity by the
Late stark 18JUNSF i
Late finizh 23JUNS97 duration.

R ]

You can enter either the Budgeted quantity (total number of resources)
or the Units per day and the program will calculate the other quantity
and the quantity to complete and at completion.

Primavera Lab Manual - Version 4 12 Spring 1999



Practice 1.5

1. Enter the resources for all of the activities in the network shown on page
6.
2. If you are working in pairs, switch so that the one doing the data entry Is

different than the one of you that calculated the network.

The term Histogram has been used frequently in class. Let’s create the
first histogram in Primavera.

Select the View button from the upper menu followed by Resource
Profile. Note that the same task can be accomplished with the function
keys.

" Primavera t Planner - [LAB1] HEE
Insert Farmat Tool: Data Window Help -|ﬁ'|5|
2B slglFe =EEE (2 m | (2]
Layout > | 15JUNS7 Sun
- = . 1997
D v Activity Form I T JUL | AUG I SEP | 0CT
Agtivity Detail L PO 3 T T O O P O O F PO . O T C T O - = TN T TP T PP
10 E Resource Profle Chl+F7 A a
120 Resource Table  ShifteF7 F [
20 [B Relationships Fa A7 B
30 |C Fanresri e
@ E ¥ D atometer AT E
oo ¥ Toolbar D
0 IF Page Breaks S F
50 e ¥ Thouzands Separatars AT G
80 | Attachment Tools fAF—FI
80 |12 D Ejects ApmEF 12
100 [H MFFH
oL Current Users. . F& a0
Leld 5B T o]
Budget | Codes | Constr | Cost | Custom | Dates | Log | Pred | Res | Succ | WBS I
IDI 10 IA |Plevious|| Next || Help I
I]DI 4 Pect | 0.0 |:a||1 " ES IIBJUN!]? :[ " EF |23.IUN9? :[ TF:0
HDI 4 T}'IJEITask LS |13JUN9? :l LF |23.IUNEI? :l FF: O
Hesp Area Mile Item Locn Step WBS
| Dizplays resource profile or cost curve | Clazsic Schedule Layout Al Activities

ﬂ Slalll ¥ Microsoft Word - Primaver... ”-'!bP[imavera Project Pla__.

DS 11:47aM

The resulting profile should appear at the bottom of your screen
covering the Activity Data Table.
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You may have to change your profile slightly. The one shown below is
shown in days, not weeks or months. (These diagrams do not
represent the page 6 project.)

“ Primavera Project Planner - [LAB1] HEE

%Eile Edit “iew Insert Fomat Tools Data ‘Window Help =1

30JUNS? Mon
Activity Activity Orig i | 1997 i
v Hescuption Dur V98—, 3 . . . B0, ., .., &P
10 |a 4 A a
20 |8 3 A7 B —
T 3 M ——FC 2
40 o 3 D
50 |E 5 Ae——7 E
130 1 =
60 |G 4 A—7 G
mF G St —————%F
&0 |l 1 %1
a0 W 4 AT—T K
120 1
100 |H 2
110 |L 2

Hesources &
MH ==
p,e.,,iousl Mext _:ﬁ_ﬁ'_._.....ﬁgrels......|31ii.....|?.....mlL|14.....|21...
1997
[ | Classic Schedule Layout Al Activities
EﬂSlaltl ‘[{l}?m\osoﬂ “wiord - Primaver... |ﬁbP|imavera Project Pla... |<EJ§£}O 11:56 &M

 Display _l:lose
Type: Activities: _
& dinits: AN et |
i Costs " Selected
Time interval: ¥ Histogram > Use the Dlsplay
m I~ Curves button to Change
T Exclude actual to date from current estimate from WeekS to
— Histogram dayS What is the
Calculate: Format: Yalues:
= Tiotal i Area =" Current Estimate Iarg_eSt Work hour
 Peak & Bar © Earned Value use in the example
© Average T Scheduled Budget project') What
Calendar: T Draw limits actlvitles
1 - i i .
| _Il I Emphasize overload with color Contl‘lbute tO that
— Curves use?
I+ Current Estimate I+ Earned Yalue I+ Scheduled Budget
I+ Show curves using different line types
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In the next lab session we will input another network, calculate it, and
learn how to prepare many reports. The remainder of the session
today will focus on the Calendar and Backing Up and Restoring
Projects.

1.6 Calendar Adjustments

Before you continue, double click the mouse when the cursor is on the
time scale at the top of the bar chart area (yellow usually). The box
below will appear with the Density button in the middle of the slide
area. Drag it to the right and see the time scale spread out and the
bars get longer in the display.

Timescale Definition
Density:
4 o
Start date: |s0|-2W |:| 0K
End date: IEIH M |:| Cancel
Font: | Arial 8.B j| Help

[V Calendar dates
Minimum time unit: Daps j

[ Show fizcal vears  Start Month: |Dc[uhe[ jl

[” Show manufacturing weeks

[~ Show day of week

[ Ordinal dates

Drdinal stark: |[=0]+0D |:|

Click on OK when the bars are all still on the present screen but spread
out from there original display.

The calendar is important because we normally have holidays and
other non-work periods that need to be subtracted from the number of
available work days in a project. Many projects have a need for more
than one calendar. For example if you have an activity for concrete
only, you may want it on a 7 working day calendar so that curing can
take place over the weekend. At the same time perhaps all of the
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other activities are working on a 5-day per week basis. To access the
calendar, click on DATA in the upper menu.

3= File Edit Wiew Inset Fomat loolswindow Help ===
Lalendars... @Iﬁl
Activity Codes... | 16JUN97 Mon
WBS.. 19957
JUL
Besources... T T [ T [ T T X
Resource Curves. . N
Cost Accounts... |7 B :
3 FC
3 Custom Data ltems... /5 7 wD
3 | A—7
130 1 =
60 |3 4 A—r7 G
o F & S ————%F
o |l 1 EF—%1
90 K 4 A——7 K
120 1 7
100 [H 2 s S 1
110 |C 7 AT L

Ll d K

+ Resource Profile/T able

E— Reszources &
elect...
_I— MH =1z
Qisplay...l ; [ LT - NSRRI | PPN E [ AURFRREEN | [ SPSEEI . PR
Erexious I Hest Jon | oL
1997
| Defines calendars and holidays | Clazsic Schedule Layout | Al Activities
gmsmrqﬁbpnmave.a Project Pla__. 7 Mictasoft Word - Primaver.. | |8 untiled - Paint | |§d S 1207 PM

Choose Calendars and you will see the following.

Project Calendars E3

" RBesource

Calendar: 1+ B, : .
Giobal Calondar — [You can print a
_ Help | detailed calendar

using this button.

Add .
= Xelete |
SUN|MON|TUE MWED| THU | FRI | SAT Transfer. .. |

8 L] 10 11 12 13 14 Holidays_ . |
15 16 17 18 19 20 21 ﬁlandald...l

22 23 24 25 26 27 28

29 30

woork I Honwrork: I
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This is calendar 1, the default calendar which is set up, if you didn’t

change the introductory screen, to work 5 days per week with weeks
beginning on Monday. To set up non-work days like Christmas, New
Years, and the 4™ of July, click on Holidays.

Holidays List |
Honworkperiods: Ok
]
C |
Start End Repeating ance
\ HEIP
Exceptions:
=]
Start End Repeating

Practice 1.6

NN

name on it in Primavera.

Primavera Lab Manual - Version 4
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Put the holidays in
here. For those
holidays that occur
on the same date
every year, the
year is omitted. If
holidays span more
than one day like
Thanksgiving,
enter and Start and
End date for the
period.

Enter the 4" of July, Christmas Day, and New Years day as holidays.
Enter Thanksgiving for this year as a holiday.
Print a copy of your calendar 1 for four months beginning this month.
Submit the calendar to the TA when you have printed it and put your
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1.7 Backing Up the Project

Although we will not need to retrieve today’s project in the future, we
will practice backing the project up and restoring it.

In order to backup a project you must exit the project. Everything has
been saved as you have progressed on the local computer drive. To
exit the project but not the program go to the Upper menu File and
choose Close. You will see the screen below.

Save Layout |

Save layout LT-01 for project LAB17?

Ho Cancel Help

Click on YES.
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Now we are back to the original screen.

Primavera Project Planner HEE

]

Select Tools, Project Utilities, Backup.

Primavera Project Planner HEE
File QSN Help
Liraw
Look
Weh Publizhing ‘Wizard

Copy...

Delete. .

Merge...

1 Monte Carlo Summarize...
Back Up...
Bestore....

Options 3

| Makes & backup copy of & project | |

= || Slalll IF Primavera Project Pla.__ | ¥ Microsaft word - Primaver. . | @untitled - Paint | |<§J§& & 1215 PM
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When you select BACKUP, you will see the menu below. Find your
project and put a check mark, 0O, in the Back up box by clicking on it.

Back Up

— From

IE:\PWIHRPHDJEETS

Back up the following projects:

Back up

¥ Compress files

[¥ Remove access list during backup

Back up Hame Title |

] Hw''1 Highway Widening .|
O PH51 Phasze 1 - Southbound
O Phase 2 - Northbound
[l

..o =l

~To
|A:"-. Dir...

Overview...

Cloze

Help

It is always wise to compress the files so that they do not take up too
much room or require a second disk. You can save your project to a
subdirectory on your disk if you have information in the root directory
that you would like to retain. Simply add a subdirectory, such as P3, to

the file area.

Back Up

—From

IE:HFB’WIN\F‘HDJEETS

Back up the following projects:

Back up Hame Title

O Hw™' 1 Highway Widening

PHS1 Phase 1 - Southbound

O
O Phase 2 - Horthbound
= ]

O

Back up

~To

|4:\P3
[v Compreszs filez

¥ Remove access list during backup

Dur....

Click on Back up or hit enter.
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Primavera Project Planner

& Backup to floppy erases destination directary's files.

ok |[f

Click on OK and watch the files scroll by.

Primavera Project Planner

B ackup/R estore Utility
Copyright &1386-1995 PRIMAYERA 5YSTEMS, IMC. Bala Cynwyd, PA
Eraszing destination directory's files.
Backing up files to A-AP3.

Backed up: LAB1DIR_P3 comprezsed [91X]
Backed up: LAB1ACZ P3 compressed [91:X]
Backed up: LAB1ACT_P3 compressed [B7%

Backed up: LABT1REL.P3

i Cancel

1.5 Restore the Project

To reverse the process and restore your project the next time you want
to work on it again go to the Tools, Project Utilities command in the
Upper menu. This time select Restore.

Hesztore
From: |A:"l. | D, Restore
Resztore the following projects: Cloze

Hestore Date of Backup T
| FTI'-'I? "I.I.F'ed Mov 15 08:19:07 1995 Help
all...

To:  (C:AP3WINAPROJECTS | Dir._.

+| Merge dictionaries from subproject

+| Restore tabular and graphic report zpecifications

+| Restore external relationzhipz from zubproject
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Again put a check mark in the box under Restore and the files will be
restored to your local computer.

This is enough for today. Go and have an enjoyable weekend.@
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