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Overview

Overview

Team members who do not need to alter project plans use Seavus Project Viewer to view
the tasks they have been assigned. But wouldn't it be better to know the progress status
of each task in real time as well?

Seavus Project Viewer is the only viewer for Microsoft® Project that provides a
collaborative environment for project teams without server installation.

The process of sharing is very simple:

e The project manager creates a project plan in Microsoft® Project and uploads it
on a shared location

e Team members open the project plan with Seavus Project Viewer and report task
progress or assignment progress (% Completed, % Work Complete or Actual
Work).

e The project manager then opens the project plan and accepts or rejects
submitted task updates.

Create Project

- Update Task or
| Assignment

Accept/Reject
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Overview

With this very simple task update process, teams can easily introduce a collaborative
project environment where they can:

e Get real-time project status
e Continually evaluate team's performance
e Build knowledge for future projects

The project’'s categories that are available for updating are presented on the diagram

below:
Task Update
Feature
1
[ ] 1
Assignment Custom Text
Update lEs el Update
Resource Task Usage Gantt Chart Gantt Chart
Usage view view views views

Assignment update

Team Members can update the assignments in the project plan using the Resource Usage
or Task Usage view. Project Manager will view this updates using the “Get Updates”
functionality in Microsoft Project that is already developed, accept or reject them and the
project plan will be updated.

Task Update

Team Members can update the assignments in the project plan using the Gantt Chart view
and the fields that are prepared for this purpose. Project Manager will view this updates
using the “Show Updates in Gantt Chart” functionality in the Gantt Chart tablet that will be
developed.
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Chapter 1: Introduction to Task Update

Chapter 1.: Introduction
to Task Update

In this section you will learn:

v Detailed features of the entire application

Introduction

With Task Update option in Seavus Project Viewer the users now have the ability to
collaborate with project managers so they will have up-to-date information about the
current status of the project tasks and track if all assignments in the project plan are
finished on time. Team members that are using Seavus Project Viewer and Project
Managers using Microsoft Project can collaborate with only shared location in their
company'’s network.

In order to use task update you must have:

e Seavus Project Viewer with Task Update feature installed on your computer;

e Microsoft Project and Seavus Add-in for Microsoft Project installed on Manager's
Computer, file previously marked as collaborative by project manager, located on a
shared location;

e Read/write permissions to the shared location.

Benefits from Task Update

Since collaboration between the Project Manager and his Team members is essential for
successfully running projects, Seavus Project Viewer Task Update can be great tool for
reaching this goal.
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Chapter 1: Introduction to Task Update

Seavus Project Viewer Task Update can help companies to decrease their costs, easily track
their projects and have better overview of their projects.

Moreover, you can avoid useless e-mail communication with your project manager.
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Chapter 2.: Seavus Project
Viewer Task Update

In this section you will learn:

v About the Task Update ribbon
4 How to update task and assignments

Task Update ribbon

Task Update ribbon is a dynamic ribbon that appears next to the “View” ribbon when the
Task Update add-in is installed within Seavus Project Viewer™. It contains set of functions
that allows users to update tasks and assignments, insert or delete comments regarding
their daily activities, view the comments that are inserted by project managers, etc.

O - Project plan for Getinge.mpp - Seavus Project Viewer GARN
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE
— = N - — — X
© B | = NE = B D =
Collaboration Update Copy Paste Insert Clear All Resetto Marked As Insert Delete
Mode Method = | Selection Value Values Reff. Values Completed
Collaboration Edit Marked As Completed Comments

Figure 1. Task Update ribbon in Seavus Project Viewer™

Collaboration group

The look of the Collaboration group in the Compare Project ribbon is presented on the
figure below:

Page | 6

Seavus Project Viewer™ User Manual



Chapter 2: Seavus Project Viewer™ Task Update

dyii[?'

S

Collaboration Update
Mode Method

Collaboration

Figure 2. Collaboration group in Task Update ribbon

The features that are implemented in Collaboration group are:

Feature Description

o Collaboration Mode Turn on/Turn off the collaboration feature within Seavus
Project Viewer™
% Update Method Change the updating method from “Update Assignments”

into “Update Tasks” and vice versa. When changing the
updating method, all previously created updates for the
current update method will be deleted.

Edit group

The look of the Edit group in the Task Update ribbon is presented on the figure below:

= E=y p— — —
= E = B
Copy Paste Insert Clear All Resetto
Selection YValue Walues Reff, Values
Edit

Figure 3. Edit group in Task Update ribbon

The features that are implemented in Edit group are:

Feature Description

= Copy Selection Copy the value from the selected cell in the Gantt Chart view
= or in Usage views.
";:‘: Delete Insert the copied value in the selected field(s). In case of
= multi selection, where fields from different columns are
selected, the value will be copied in the those fields from
which the value is copied
— Insert Value Opens the "Insert Value” dialog where you user can insert
—+ the appropriate value for updating selected task(s) /
assignment(s)
— Clear All Values Deletes the created updates for selected
=X task(s)/assignment(s)
— Reset to Referent Resets all updates to the referent value.
D Values
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Marked As Completed group

The look of the Marked As Completed group in the Task Update ribbon is presented on
the figure below:

&IIID

Marked As
Completed

Marked As Completed

Figure 4. Marked As Completed group in Task Update ribbon

The features that are implemented in Comments group are:

Feature Description

‘% Marked As Completed Marked the assignment as 100% complete, although there
~ are still days left for completing it.

Comments group

The look of the Comments group in the Task Update ribbon is presented on the figure
below:

X

Insert Delete

Comments

Figure 5. Comments group in Task Update ribbon

The features that are implemented in Comments group are:

Feature Description
Insert

Opens the "Add comments” widow where user can insert its
comments regarding the task/assignment and reads the
comments that are inserted by the project manager

Deletes previously inserted comments for the
task/assignment

X Delete
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Creating Updates

When you are opening a project file from a shared location, if collaboration is enabled on
it, you should get a popup asking you how you would like to open the file. You have two
options:

e Collaboration mode - if you choose this option you'll be able to create you
updates.

e Standard mode - if you choose this option your project plan will be opened
without editing options.

e —

@™  The selected project file is colaborative,
MY  Flease select in which mode you want to open the file.

| Collaboration Mode Standard Mode

Figure 6. Collaboration dialog

If you have opened the project file in one mode and you want to change the mode while
working, you can always select or unselect the Collaboration mode option.

If you are working in Ribbon Graphic User Interface, the option for activating/deactivating
the Collaboration mode is located in the Task Update ribbon, in the Collaboration group,
as it is presented on Figure 7.

o B

Collaboration Update
Mode Method -

Collaboration

Figure 7. Collaboration option in Seavus Add-in ribbon

In case you are working with Standard Graphic User Interface, the position of this feature
in the Tools menu is presented on Figure 8.
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Chapter 2: Seavus Project Viewer™ Task Update

Tools Iiject Custom Layer \

E Progress Lines...

Links Between Projects...

Customize,..

Options...

| u"'| Collaboration Maode

User Profiles 4
Language 4
Graphic User Interface 4
Style 3

Figure 8. Collaboration option in Tools menu

After you have opened the project file in Collaboration mode, you can create your updates
by using either the Resource/Task Usage views or Gantt Chart.

Updating Assignments

Updating Assignments process is performed on those assignments for which the resources
are selected from the dialog box that is presented on Figure 9.

The selected project file is collaborative.
Please select in which mode you want to open the file.

Collaboration Mode Standard Mode

Please select time range and resource to create appropriate progress
updates.

From: |12/13/2013  [E*| 71 [12/13/2013 [~

Resource Name:

Resource Mame
R1

R2

R3

R

[ remember selection

Continue

Figure 9. Selecting resources and time range
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Chapter 2: Seavus Project Viewer™ Task Update

You can report time and progress on working days beginning from the start date of the
project till the finish date of the project. The updating can be done in %Work complete or
Actual Work and/or Actual Overtime Work.

With Seavus Project Viewer Task Update your project plan is flexible enough, so you don't
have to worry about missing a day out of work or forgetting to send updates.

e You can report more work than the planned work and planned overtime work for
the proper day.

e You can report time or progress for incoming days or for days in the past, out of
the task’s time range.

e You can report overtime work even if your project manager did not planned
overtime work.

e You cannot create updates out of project’'s time range. Your updates must be
within the start and end date of the project.

e You cannot report %Work complete smaller than 0% or bigger than 100%.

e You can report time or progress on tasks that has no assigned resource
(Unassigned tasks)

e The updates can be created only on work resources.

e You can insert comments regarding the updates

Updating via Task Usage and Resource Usage Views

After you have opened the project from the shared location you can start making updates.
Resource and Task Usage views contain two types of fields:

e General assignment fields in the left panel
e Time phased fields in the right usage panel.

If using collaborative project file you will be able to edit %Work complete in the left panel
or Actual Work and Actual Overtime Work (time-phased) in the right usage panel.

Updating % Work Complete

You can update % Work Complete using the table sheet in the Task or Resource Usage
view, as it is presented on Figure 10.
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Chapter 2: Seavus Project Viewer™ Task Update

o Resource Mame Work 6 Work
Complete
4 = R4 64 hrs 38%

& task 5 32 hrs B H

Figure 10. Updating % Work Complete

The process of updating assignment’s % Work Complete is more than easy. Just perform

the following steps:

1

2
3.
4

Select the assignment that you want to update
Click with the mouse in the appropriate cell of the % Work Complete column

Using the cell’s spinner (%) navigate to the desired value or type it in the cell
Save the updates (File=Save)

Besides updating the assignment through table field, you can update the assignment(s)

trough “Insert Value” feature, which is located within the Task Update ribbon. After
clicking on the icon, new dialog will appear where you can insert the appropriate value.

Value to be inserted:

1

Figure 11. Insert value dialog

Updating Actual Work

Updating the Actual Work and Actual Overtime work is done in the right part of the
Resource Usage or Task Usage view, as it is presented on Figure 12.
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Work 8h 8h 8h
Actu..] 8h |8

Ove...

Actu... 0Oh

Figure 12. Updating Actual Work

To update assignment’s Actual Work and/or Actual Overtime Work follow the next
procedure:

1. Select the assignment that you want to update

2. Click with the mouse in the appropriate cell of the Actual Work and/or Actual
Overtime Work row in the time-phase data

3. Insert the appropriate value in the cell

4. Save the updates (File=>Save)

Updating Tasks

Updating Tasks from the project plans starts with the dialog presented on Figure 13:

The selected project file is collaborative.
Please select in which mode you want to open the file.

Collaboration Made Standard Mode

Task Mame

Secure required resources

Secure project sponsorship

Secure Core resources

Review software spedfications /budget with team
Obtain approvals to proceed (concept, timeline, budget)
Incorporate feedback on software specfications

Draft preliminary software spedfications

Develop preliminary budget

[ |remember selection

Figure 13. Select tasks
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After selecting the tasks form the dialog, you can report progress on project’s tasks using
the following available fields: % Complete, % Work Complete, Actual Work and Actual
Start/Actual Finish.

With Seavus Project Viewer Task Update your project plan is flexible enough, so you don't
have to worry about missing a day out of work or forgetting to send updates.

e You cannot report % Complete and Work complete smaller than 0% or bigger
than 100%.

e You can report time or progress for incoming days or for days in the past, out of
the task’s time range.

e You cannot create updates out of project’s time range. Your updates must be
within the start and end date of the project.

e You can insert comments regarding the updates

Updating via Gantt Chart Views

After you have opened the project from the shared location you can start making updates.
Gantt Chart views contain only one category of fields:

e General task fields in the left panel

If using collaborative project file you will be able to edit % Complete, % Work complete
and Actual Work in the left working panel i.e. in the Gantt Chart table.

Updating % Complete

You can update % Complete using the table sheet in the Gantt Chart view, as it is
presented on Figure 14.

D = Project plan for Getinge.mpp - Seavus Project Viewer GANTT CHART TOOLS
TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT
— = — — —
- = & ®
Collaboration Update Copy Insert Clear All Reset to
Mode Method ~ | Selection Walue Walues Reff. Values
Collaboration Edit Marked 4As Completed Comments
Task Task Name Duration _ Start Finish % Complete Dec 22,'13
Maode M M v M M MlE F
1|9 B Software developn 19.5 days? 12/23/13 8:00 AM  1/17/14 12:00 PM 0% | —
22 B Scope 5.5days? 12/23/138:00 AM  12/30/13 12:00 PM 0% | \——
3 (e Determine pi 4 hrs?  12/23/138:00 AM  12/23/13 12:00 PM Product Man
a = Secureprojer 2days  12/23/131:.00PM  12/25/13 12:00 PM Marke
5 %] Define prelin 2 days 12/25/131:00 M 12/27/1312:00 P |8 : ;:I

Figure 14. Update % Complete
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The process of updating assignment’s % Work Complete is more than easy. Just perform
the following steps:

Select the task that you want to update
Click with the mouse in the appropriate cell of the “% Complete” column

1
2
3. Using the cell’s spinner (%) navigate to the desired value or type it in the cell
4. Save the updates (File=>Save)

Besides updating the assignment through table field, you can update the assignment(s)

trough “Insert Value” feature, which is located within the Task Update ribbon. After
clicking on the icon, new dialog will appear where you can insert the appropriate value.

Value to be inserted:

Figure 15. Insert value dialog
Updating Actual Start/Actual Finish

When updating task’s dates, you are able to update only one date: either Actual Start Date
or Actual Finish Date.

You can update task’s Actual Start/Actual Finish using the table sheet in the Gantt Chart
view, as it is presented on Figure 23.
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3 - Project plan for Getinge.mpp - Seavus Project Viewer GANTT CHART TOOLS
TASK RESOURCE PROJECT VIEW SEAVIS ADD-INS SEAVUS TASK UPDATE FORMAT
e E =
Collaboration Update Copy Insert Clear All  Reset to Insert
Mode Method = | Selection Value Values Reff. Values
Collaboration Edit Marked As Completed Comments
Task  Task Name . Duration _ |Start - Finish - Actual Start _ |Predecessc | Dec 22, "
Mode :IE':S T
12 B Software developn 19.5 days? 12/23/13 8:00 AM  1/17/14 12:00 PM NA p—
e B scope 5.5days? 12/23/138:00 AM  12/30/13 12:00 PM NA p—
3 Determine pi 4 hrs? 12/23/13 8:00 AM  12/23/1312:00 PM  [12/12/2013| w @Pro
4 i ¥ ¥
=3 Secure projer 2 days 12/23/13 1:00 PM  12/25/13 12:00 PM . December 2013 v
5 i ¥ ¥
=3 Define prelin 2 days 12/25/13 1:00 PM  12/27/13 12:00 PM Sun Mon Tue Wed Thu Fri  Sat
6 2 Secure core r 1day 12/27/131:00 PM  12/30/13 12:00 PM 4 25 % 27 28 29
7= Scope compl 0 days 12/30/13 12:00 PM  12/30/13 12:00 PM ; ; 13 1‘11 n; 12 11
8 2 B Analysis/Softwal 14days  12/30/13 1:00PM  1/17/14 12:00 PM 15 16 17 18 *19 0 3
ERNE-S Conduct nee: 5 days 12/30/13 1:00 PM  1/6/14 12:00 PM 2 23 4 5 27 28
10 |2 Draft prelimii 3days  1/6/141:00PM  1/9/14 12:00 BM ¥ 3% s 1 2 3 4
[ Today: 12/26/2013
11 |&= Nevelon nrel 2 davs 1/9/141:00 PM 1/13/14 12:00 PM R —

Figure 16. Update Actual Start of the task

The process of updating task’s date is more than easy. Just perform the following steps:

Select the task that you want to update
Click with the mouse in the appropriate cell of the Actual Start/Actual Finish column

1
2
3. Using the cell’'s drop-down (E]) navigate to the desired date
4. Save the updates (File=>Save)

Besides updating the assignment through table field, you can update the assignment(s)

trough “Insert Value” feature, which is located within the Task Update ribbon. After
clicking on the icon, new dialog will appear where you can insert the appropriate value.

Value to be inserted:

12/12/201308:00 AM | [El+

1 December 2013 k

Sun Mon Tue Wed Thu Fn Sat
24 2% 26 27 28 29 30
1 2 3 4 5 ] 7

g 9o 1w 1EiF 13 14
15 16 17 18 19 20 2

22 23[24) 25 2 27 28
29 30 3N 1 2 3 4

[ Today: 12/24/2013

Figure 17. Insert value dialog
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Updating Duration

You can update task’s duration using the table sheet in the Gantt Chart view, as it is

presented on Figure 18.

O 3 - Project plan for Getinge.mpp - Seavus Project Viewer GANTT CHART TOOLS
TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT
s < s s ™
o y
Collaboration Update Copy Paste Insert Clear All Resetto
Mode Method = | Selection Value Values Reff. Values
Collaboration Edit Marked As Completed Comments
Task _ Task Name - |Duration _ Start Finish Predecessor _ |Actual Durat _ Re Dec 22,13 [Dec2
Mode sIMITIW[T[F[s[s[m
1|2 Bl Software developn 19.5 days? 12/23/13 8:00 AM  1/17/14 12:00 PM 0 days v
2 || B Scope 5.5days? 12/23f138:00 AM  12/30/13 12:00 PM 0days P —
=" Determine pi 4 hrs? 12/23/13 8:00 AM  12/23/13 12:00 PM 0.38 days| Pr Produci Manager
4 |2 Secure projer 2 days 12/23/13 1:00 PM  12/25/1312:00PM 3 1d M Marketing Mana,
ERNEN Define prelin 2 days 12/25/13 1:00 PM  12/27/1312:00PM 4 0 days| P2 PA Manag
6 = Secure core r 1day 12/27/13 :00PM  12/30/1312:00PM 5 HF

Figure 18. Update Actual Duration

To update task’s duration perform the following steps:

Select the task that you want to update
Click with the mouse in the appropriate cell of the Actual Duration column
Type the appropriate value

Hw N =

Save the updates (File=Save)
Besides updating the assignment through table field, you can update the assignment(s)

trough “Insert Value” feature, which is located within the Task Update ribbon. After
clicking on the icon, new dialog will appear where you can insert the appropriate value.

Value to be inserted:

1

Figure 19. Insert value dialog
Updating Notes

There are three possibilities to update task’s notes. The first one is updating the notes
through “Notes” column, much similar like updating the parameters in the Custom Text
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Fields columns. Double click on cell from the Notes column, where you want to add note

and start typing.

The updating process is presented on Figure 20.

D = Project plan for Getinge.mpp - Seavus Project Viewer GANTT CHART TOOLS
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT
p— — p— —
S =Y = = =
Collaboration Update Copy Insert Clear All
Mode Method = | Selection Value Walues
Collaboration Edit Marked As Completed Comments
Task _ Task Name - |Duration _ Predecessor _ Resource Name _ Motes - Dec 2
Mode 1|5 |M
1|2 E Software development p 19.5 days? o=
= B Scope 5.5 days? =
3R Determine project s 4 hrs? Product Manage This is test me] [ 91

Figure 20. Insert notes from “Notes" column

The second process is updating the notes through “Task Information” window. You can
insert your notes, remarks or additional information regarding the assignments in specially
designed "Task Update Note" field inside the “Task Information” window.

The process is as follow:

Double click on the task’'s name

In the Task Information window select the Notes tab
In the Task Update Note field insert your notes

Click on the Apply button

Save the updates (File=Save)

AR N

The look of the Notes tab from the Task Information window is presented on the Figure
21.
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| General | Predecessors | Resources | Advanced | Notes |

Mame: | Determine project scope | Duration: «| Estimated

Motes:

Task Update Note:
Task Motes inserted from the Task Information window for the Getinge.mpp project plan|

Figure 21. Notes tab in the Task Information window
Finally, task notes can be inserted through “Insert Value” feature, which is located

within the Task Update ribbon. After clicking on the icon, new dialog will appear where

you can insert the appropriate value.

Value to be inserted:

Figure 22. Insert value dialog

Insert Comment

No matter in which update mode you are working, you can insert comments for the
updates that are inserted. These comments will be sent to the project manager together

with the assignment’s updates.
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Copy Selection

Clear Updates
Insert Value

Insert Comments

Figure 23. Comment menu

Pointing the mouse cursor over cell and clicking on the right mouse button, a context
menu will pop-up with the following options (Figure 23):

o Insert Comments — You can insert comment for the appropriate update, or
give reply to the project manager's comment
X

o Delete Comments — Deleting all comments that are inserted for the

appropriate updates

o Clear Value - You will delete entire set of information that is connected for
the appropriate assignment (updates and comments)

The dialog that wills pop-up after you select the Insert Comments feature is presented on
the figure below.

Team Member Comment

Comment that is inserted by the Team
Member

Project Manager Comment

Figure 24. Insert Comment dialog
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In case when comments exist for the assignment you can edit the comments by selecting
the Edit comments from the Comment contextual menu.

Besides inserting comments for the assignment/task through contextual menu, you can

also insert them trough “Insert comments” feature, which is located within the Task
Update ribbon.

Note: You can't insert comment until you don’t update the assignment.
Indicators Column

By clicking on the icon in the indicators column, you can:

e Reset to referent values — Your updates will be reset to the referent values they had
before making any changes;

e C(lear all values — All of you updates that you made, but did not saved, will be
cleared and you will have the possibility to create new updates;

e Mark assignment as completed — If you finish you task earlier, you can always mark
it as completed. This option will not add hours or percent complete to you task,
but will notify your project manager that your task is finished.

e Change update method — If you started to update an assignment with %Work
complete, the editing fields in the right usage panel will be disabled.

Saving updates

When you are finished updating, all you have to do is to save your updates. You can do
that by using the Save functionality inside the Backstage view (File ribbon).
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Open

Save

Open from SharePoint

Info

Recent

Print

Figure 25. Save Updates functions in Seavus Add-ins ribbon
The same functionality is located in the File menu:

File | Edit View Insert Forme

Open... Ctrl=C
_ Recent Files 4
= Wy [ Close Ctrl+F4

B> oOpen from SharePaint

Save Ctrl+5

Pack Custom Layer

Figure 26. Save Updates in File menu

and in the Standard Toolbar.

Standard v M

- GIE 6 G [ R EE [ Necow - | @ QQE T @

ung

Figure 27. Save Updates in Standard toolbar

When your updates are saved, your project manager can review and accept or reject them.
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Chapter 3.: Example for
updating tasks and
assignments

In this section you will learn:

4 How to update task and assignments

Introduction

The project plan is created, project’s resources are assigned to the tasks and placed on
shared location, where the team members have access for viewing and updating. The
example project plan is the same plan that is described in the "Work with Task Update —
Project Manager” document. In this chapter, all updated methods will be presented and
explained.

Updating Project Tasks

Updating project tasks is performed using the Gantt Chart view. Team member can choose
the updating method and give proposal for the task’s progress.

Updating % Complete

For updating the % Complete of the task, team member should use the "% Complete”
column in the Gantt Chart table.

The process is as follow:

1. Select the collaboration project file that contains the tasks should be updated.
2. Click on the “Collaboration Mode” button.
3. The first three tasks will be selected for updating.
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The selected project file is collaborative.
Flease select in which mode you want to open the file,

Collaboration Mode Standard Mode

Task Name:

Task Name

Secure required resources

Secure project sponsorship

SEeCure core resgurces

Review software spedfications /budget with team
Obtain approvals to proceed (concept, timeline, budget)
Incorporate feedback on software spedfications

Draft preliminary software specifications

Develop preliminary budget

OO000ORKEK @

0

Remember selection

Continue

Note: If the team members works with same tasks in defined period of time, with using the
“Remember selection” check box, the selected tasks will be pre-checked and the opening
process will be faster.

4. Select the task with ID 4 in SPV.

5. Click on the Seavus Task Update ribbon, and select the Update Method feature.
6. From the drop-down list select the “Task Percent Complete update method”.

@ 3 - Project plan for Getinge.mpp - S
FILE TASK RESOURCE PROJECT VIEW SEAVLS £
o S S s S
© SREWERE
Collaboration Update Copy Reset to
Made Methaod = | Selection Reff. Walue:

Collabor: Iv‘ Task Percent Complete update method I

(1] Task Percent Work Complete update method i
Task Actual Work update method

Task Actual 5tart update method

Task Actual Finish update method

g LW R
@e

Task Actual Duration update method

Figure 28.

After opening the project file, moving the "% Complete” column at the beginning of the
table and choosing the update method, the project file will look like the image below:
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D ¥ Project plan for Getinge.mpp - Seavus Project Viewer GAMNTT CHART TOOLS
TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVLUS TASK UPDATE FORMAT
E =3 =3 [ i
= | |catibri MEERINE o Find
& T GoTo
Gantt - A - Info  Motes Details
Chart = B 71U — @Hyperlink <
View Font Ta Properties Editing
a Task _ Task Name - Duration _ % Complete _ |Start . |Dec22, 13
Mode S F
1 = B Software developn 19.5 days? 0% 12/23/13 8:00 AM P
2 = B Scope 5.5 days? 0% 12/23/13 8:00 AM PE——
3 @ = Determine pi 4 hrs? 12/23/13 8:00 AM Product Man:
1 ® = Secure proje: 2 days 12/23/13 1:00 PM Markef
s @ = Define prelin 2 days 12/25/13 1:00 PM ¥

Figure 29.

Next step is to insert value in the % Complete cell. Thus:

1. Double click on the cell for the task with ID 4
2. Insert value for % Complete — 25%.
3. Save the changes (File -> Save)

Note: The presented process is the same when updating the "% Work Complete”

Update Updating Actual Work

For updating the Actual Work of the task, team member should use the “Actual Work”"
column in the Gantt Chart table.

The process is as follow:

1. Select the collaboration project file that contains the tasks should be updated.
2. Click on the “Collaboration Mode” button.
3. The first three tasks will be selected for updating.

Page | 25
Seavus Project Viewer™ User Manual
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The selected project file is collaborative.
Flease select in which mode you want to open the file,

Collaboration Mode Standard Mode

Task Name:

Task Name

Secure required resources

Secure project sponsorship

SEeCure core resgurces

Review software spedfications /budget with team
Obtain approvals to proceed (concept, timeline, budget)
Incorporate feedback on software spedfications

Draft preliminary software specifications

Develop preliminary budget

OO000ORKEK @

0

Remember selection

| Continue | | Cancel |

Note: If the team members works with same tasks in defined period of time, with using the
“Remember selection” check box, the selected tasks will be pre-checked and the opening
process will be faster.

1. Select the task with ID 4 in SPV.

2. Click on the Seavus Task Update ribbon, and select the Update Method feature.
3. From the drop-down list select the “Task Actual Work update method”.

@ 3 ¥ Project plan for Getinge.mpp - 5
FILE TASK RESOURCE PROJECT VIEW SEAVUS £
e = S S £
e SH
Collaboration Update Copy Paste nsert Clear A Reset to
Mode Method = | Selection alue dlues  Reff, Value:
Collabor Task Percent Complete update method

(i) Task Percent Wark Complete update method I

I ~  Task Actual Work update method

Task Actual Start update method
Task Actual Finish update method
Task Actual Duration update method

o s W R

eooe

Figure 30.
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After opening the project file, moving the “Actual Work” column at the beginning of the
table and choosing the update method, the project file will look like the image below:

O ¥ Project plan for Getinge.mpp - Seavus Project Viewer
TASK RESCOURCE PROUECT VIEW SEAVUS ADD-INS SEAVU
— = — — —
Ol 1B | 5= = = 2
Collaboration Update Copy Insert Clear All  Reset to
Mode Method = | Selection Walue Values Reff. Values
Collaboration Edit Marked As Compl
Task Name - |Duration _ Actual Work _ |Start -
1 O Software developn 19.5 days? 0 hrs 12/23/13 8:00 AN
2 B Scope 5.5 days? 0 hrs 12/23/13 8:00 AN
3 Determine pi 4 hrs? 0 hrs| 12/23/13 8:00 AN
4 Secure projer 2 days 0 hrs| 12/23/13 1:00 PM
5

Define prelin 2 days 12/25/13 1:00 PM

Figure 31.

Next step is to insert value in the Actual Work cell. Thus:

4. Double click on the cell for the task with ID 4
5. Insert value for Actual Work — 10h.

D C Project plan for Getinge.mpp - Seavus Project Viewer
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVLIS TASK UPDAT
p— = = p— p— p—
S B  HE E = &= D
Collaboration Update Copy Paste Insert Clear All Resetto
Mode Method ~ | Selection Value Values Reff, Values
Collaboration Edit Marked As Completed Com
Task Name - Duration _ Actual Work  _ |Start Dec 22, '13

E Software developn 19.5 days? 0 hrs 12/23/13 8:00 ANV
B Scope 5.5 days? 0 hrs 12/23/13 8:00 AN
Determine pi 4 hrs? | 0 hrs| 12/23/13 8:00 AM Produc

Secure projer 2 days 10h| 12/23/13 1:00 PM

A T N

HIE

6. Save the changes (File -> Save)
Update Updating Actual Start

For updating the Actual Start of the task, team member should use the "Actual Start”
column in the Gantt Chart table.
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The process is as follow:

1. Select the collaboration project file that contains the tasks should be updated.
2. Click on the “Collaboration Mode” button.
3. The first three tasks will be selected for updating.

—

=%  The selected project file is collaborative.
W'  FPlease select in which mode you want to open the file,

Collaboration Mode Standard Mode

Task Mame:

Task Name

Secure reguired resources

Secure project sponsorship

SEeCure Core resources

Review software spedfications/budget with team
Obtain approvals to proceed (concept, timeline, budget)
Incorporate feedback on software spedfications

Draft preliminary software spedfications

Develop preliminary budast

OO0O0O0R KR [

[ ]remember selection

Continue

Note: If the team members works with same tasks in defined period of time, with using the
“Remember selection” check box, the selected tasks will be pre-checked and the opening
process will be faster.

4. Select the task with ID 4 in SPV.

5. Click on the Seavus Task Update ribbon, and select the E*‘ Update Method feature.
6. From the drop-down list select the “Task Actual Start update method".
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O - Project plan for Getinge.mpp - 5
FILE TASK RESOURCE PROJECT VIEW SEAVLS £
© 4 N
Collaboration Update Copy Reset to
Mode Method = | Selection Reff. Value:
Collabor; Task Percent Complete update method
ask Percent Work Complete update metho
a Task P t Work C let dat thod
1 Task Actual Work update method !
2 +  Task Actual 5tart update method
3 0 Task Actual Finish update method
a o Task Actual Duration update method
s @
& @

Figure 32.

After opening the project file, moving the “Actual Start” column at the beginning of the
table and choosing the update method, the project file will look like the image below:

O ¥ Project plan for Getinge.mpp - Seavus Project Viewer GAMNTT CHART TOOLS
TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT
A4 -+ =
Collaboration Update Copy Reset to
Maode Method ~ | Selection Reff, Values
Collaboration Edit Marked As Completed Comments
[i] Task _ Task Name - Duration _ | Actua _ Start L. | Decaa, '13 Dec Z
Mode Start sIM[TIW[T[F[s[s[m
1 = H software developn 19.5 days? NA 12/23/13 8:00 AM A E—
2 = B Scope 5.5 days? NA 12/23/13 8:00 AM P —
3 @ = | Determine p||4 hrs? 12/23/13 8:00 AM Product Manager
s O = Secure proje: 2 days 12/23/13 1:00 PM Marketing Mana
s @ = Define prelin 2 days 12/25/13 1:00 PM PA Manag
& @ = Secure corer 1day 12/27/13 1:00 PM %

Figure 33.

Next step is to insert value in the Actual Start cell. Thus:

1. Double click on the cell for the task with ID 4
2. Insert date for Actual Start —23.12.2013.
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O ¥ Project plan for Getinge.mpp - 5eavus Project Viewer
TASK RESCOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE
©
Collaboration Update Copy Insert Clear All Reset to
Mode Method = | Selection Value WValues Reff. Values
Collaboration Edit Marked As Completed Commen
o Task  Task Name - |Duration _ | Actua _ |Start , Dec2
Mode Start 5|M
1 = H Software developn 19.5 days? NA 12/23/13 8:00 AM L
z = = Scope 5.5 days? NA 12/23/13 8:00 AM L
3 © =, Determine pi 4 hrs? MA 12/23/13 8:00 AM 9%
s+ O = Secure projer 2 days 12/12/2|»|12/23/13 1:00 PM
5 ;
g = Define prelin 2 days p December 2013 ,
B (=]
o Secure corer 1day Sun Mon Tue Wed Thu Fri Sat
7 = Scope compl 0 days 24 25 2% 27 28 29 30
8 =, B Analysis/softwa 14 days T2 3 4 5 6 7
s - conduct 4 8 05 1 1 EfEE 13 4
= onouct nee - cays 15 18 17 18 18 20 2
10 = Draft prelimil 3 days i; %3 ;1 215 26 EE
1 = Develop prel 2 days SR
=) T
Today: 12/27/2013
12 = Bowicwr cafhe A hre ocay 2/er

3. Save the changes (File -> Save)

Note: The presented process is the same when updating the “Actual Finish”

Updating Actual Duration

For updating the Actual Duration of the task, team member should use the "Actual

Duration” column in the Gantt Chart table.
The process is as follow:

1.
2. Click on the “Collaboration Mode” button.
3. The first three tasks will be selected for updating.
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Chapter 3: Example for updating tasks and assignments

The selected project file is collaborative.
Flease select in which mode you want to open the file,

Collaboration Mode Standard Mode

Task Name:

Task Name

Secure required resources

Secure project sponsorship

SEeCure core resgurces

Review software spedfications /budget with team
Obtain approvals to proceed (concept, timeline, budget)
Incorporate feedback on software spedfications

Draft preliminary software specifications

Develop preliminary budget

OO000ORKEK @

0

Remember selection

| Continue | | Cancel |

Note: If the team members works with same tasks in defined period of time, with using the
“Remember selection” check box, the selected tasks will be pre-checked and the opening
process will be faster.

4. Select the task with ID 4 in SPV.

5. Click on the Seavus Task Update ribbon, and select the Update Method feature.
6. From the drop-down list select the “Task Actual Duration update method".

@ 58 - Project plan for Getinge.mpp - 5
TASK RESOURCE PROJECT VIEW SEAWUS A
i s S S L
e SEENEE
Collaboration Update Copy Paste nsert Clear A Reset to
Mode Method = | Selection alue dlues Reff. Values
Collabori Task Percent Complete update method
o Task Percent Work Complete update method :
1 Task Actual Work update method P
2 Task Actual Start update method [
3 o Task Actual Finish update method “‘
4 o IV Task Actual Duration update method I I
50 A nment Percen Complete update meth |
B

Figure 34.
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After opening the project file, moving the “Actual Duration” column at the beginning of
the table and choosing the update method, the project file will look like the image below:

D - Project plan for Getinge.mpp - Seavus Project Viewer GANTT CHART T
TASK RESOURCE PROJECT VIEW SEAVUS ADD-IMNS SEAVUS TASK UPDATE FORMAT
— —
S = =y
Collaboration Update Reset to
Mode Method = | Selection Reff, Values
Collaboration Edit Marked As Completed Comments
Task _ Task Name - Duration _ Actual Duration _ |Start . | Decii, 13
Modse 3 F
12 E Software developn 19.5 days? 0days 12/23/13 8:00 A | \SSS——
22 = Scope 5.5 days? 0days 12/23f138:00 AN | 'SSEEE=———
3 ‘.=:‘> I Determine p||4 hrs? | 0 hr5| 12/23/13 8:00 AM Product Man.
4 |8 Secure projer 2 days | 0 days| 12/23/13 1:00 PM Marke
5 2 Define prelin 2days | 0 days| 12/25/13 1:00 PM ¥

Figure 35.

Next step is to insert value in the Actual Duration cell. Thus:

1. Double click on the cell for the task with ID 4
2. Insert value for Actual Duration — 2d.

D = Project plan for Getinge.mpp - Seavus Project Viewer GANTT C
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FO
— = — — —
O B | "E =+ 5 =
Collaboration Update Copy Insert Clear All Resetto
Mode Method = | Selection Walue Walues Reff. Values
Collaboration Edit Marked As Completed Comments
Task _ Task Name . Duration _ Actual Duration _ Start .| Dec22,'13
Mode 5 [M[T [w
1 = B Software developn 19.5 days? 0days 12/23/138:00 AN | pe—
2 2 B scope 5.5 days? 0days 12/23/13 8:00 AN | e——
3 @ Determine pi 4 hrs? | 0 hrs| 12/23/13 8:00 AM Produ
1 ] Secure projer 2 days 2d| 12/23/13 1:00 PM

3. Save the changes (File -> Save)
Updating Project Assignments

Updating project tasks is performed using the Resource Usage view. Team member can
choose the updating method and give proposal for the assignment’s progress.
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Update % Work Complete

For updating the % Work Complete of the task, team member should use the “%

Complete” column in the Task Usage table.

The process is as follow:

1. Select the collaboration project file that contains the tasks should be updated.
2. Click on the “Collaboration Mode” button.
3. Select the "HR Manager” and “"Product Manager” resources.

-

Caollaborative File

The selected project file is collaborative.
Please select in which mode you want to open the file.

Please select time range and resource to create appropriate progress

-
(=]
[=]
m

[#5]
il
3
=1
Ol
[=1
[=]
[=]
m

updates, 4
i From: 1132014 [~ To: 172014 [~
[l
Resource Mame:
N [
i Resource Name it
W ] Senior PA Analyst
" |:| R &[0 Manager i
Product Manager
i |:| PA Manager = I
[l Pa Analyst
[l Marketing Manager
[ Junior PA Analyst m
HR Manager -

O

Femember selection

[ Continue ] [ Cancel ]

Note: If the team members works with same tasks in defined period of time, with using the

“Remember selection” check box, the selected tasks will be pre-checked and the opening

process will be faster.

After opening the project file, the project file will look like the image below:
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@ e - Project plan for Getinge-Assignments.mpp - Seavus Project Viewer RESOURCE USAGE TOOLS
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT

=== Metwork Diagram = === [ IResource Usage ~ | A l % E Y Fitter ~ o Q Iﬂ
- == — e
S = mCalendar < nResource Sheet = £ IE:Group = )
Gantt Task — Team sort Show  Tables

Chart~ Usage= & Other Views ~ Planner = 1 Other Views ~ ~  Outliner -

2m

—FimT o o

Task Views Resource Views Data Zaom

atire Zoom Timescale

Dec 22,'13
a Resource Name Work % Work Add New Column Details ciz,

Comuplete 5 M T W

1 B product Managet 28 hrs 0% Wark 4h 4h

Actu...

Ove...

Actu...

i Determine 4 hrs 0%, Work ah

Actu...

COve...

Actu...

i Define prel 16 hrs 0% Work 4h

Actu...

Ove...

Actu...

@ Develop de & hrs 0% Work

Actu...

COve...

Actu...

Psource Usage

Next step is to insert value in the % Work Complete cell. Thus:

1. Double click on the "Determine Project Scope” assignment under the Product
Manager resource
2. Insert value for % Work Complete: 39%.

I
@ iy - Project plan for Getinge-Assignments.mpp - Seavus Project Viewer RESOURCE
TASK RESCURCE PROJECT VIEW SEAWUS ADD-INS | SEAVUS TASK UPDATE FO
S F Fa i S S b
2 B 2 B B
Collaboration Update Copy Paste Insert Clear All Resetto Ma : Insert Delete
Mode Method = | Selection Value Values Reff. Values Completed
Collaboration Edit Marked As Completed Comments
[ ] Resource Name Work % Work Add New Column Detai Dec 22,'13
ails
Complete 3 M
1 B Product Manager 28 hrs 0% Work 4h
Actu...
Ove...
Actu...
i Determine 4 hrs 39% Work 4h
Actu...
Ove...
Actu...
i) Define prel 16 hrs 0% Wark
Actu...
Ove...
At

3. Save the changes (File -> Save)
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Update Assignment’s Work

When updating Assignment’s work team member must choose its name in the
“Collaboration File” dialog (presented on the image below). In the presented example,
generis resources are used in the project plan, but in the reality, you will assign real
resources from your team. The process of updating assignment’s work is identical whether
there are generic or real resources in the project plan.

i -

Caollaborative File

The selected project file is collaborative.
Please select in which mode you want to open the file.

(]
[=]
ul)
=)
[=]
i
(=]
)
-
(=]
[=]
m

[#5]
il
3
=1
Ol
[=1
[=]
[=]
m

Please select time range and resource to create appropriate progress

updates, 4
" From: 1132014 [~ To: 172014 [~
| |
Resource Mame:
| | - | |
i Resource Name it
W ] Senior PA Analyst
" |:| R &[0 Manager i
Product Manager
Yl |[C]  PAManager =
il [[C] Paa&nalyst
Wl [[C]  Marketing Manager
! [ Junior PA Analyst
HR Manager -

Femember selection

O

Continue ] [ Cancel ]

Updating Assignment’s work is based on company’s and team'’s working etic, which means
that every person from the working team updates its own assignments.

The process is as follow:

1. Select the collaboration project file that contains the tasks should be updated.
2. Click on the “"Collaboration Mode” button.
3. Select the "HR Manager” and “"Product Manager” resources.
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After opening the project file, the project file will look like the image below:

LEY - Project plan for Getinge-Assignments.mpp - Seavus Project Viewer RESCURCE USAGE TOOLS
FILE TASK RESCOURCE PROJECT WIEW SEAVUS ADD-INS SEAVUS TASK UPDATE FORMAT
e S S s £ -
o BB B| B
Collaboration Update Copy Reset to
Mode Method = | Selection Reff. Values
Collaboration Edit Marked As Completed Comments
o Resource Name Work sWork | |G Dec 22,'13
Comnolete 5 M T W T F
1 B Product Manager 28 hrs 0% | Work 4h 4h sh 4h
Actu...
Ove...
Actu...
@ Determine | 4 hrs 0% | Work 4h
Actu...
Ove...
Actu...
@ Define preli 16 hrs 0% | Work ah sh 4h
Actu...
Ove...
Actu...
@ Develop de| 8 hrs 0% | Work
3 Actu...
a
; Qve...
2 Actu...

Next step is to insert value in the % Work Complete cell. Thus:

From the “Update Method” button in the Seavus Task Update ribbon, select the
“Assignment Work update method”.

For the "Determine Project Scope” assignment under the Product Manager resource
name, the resource enters 4 h for the Actual Work for Monday.

For the "Define Preliminary resource” assignment under the Product Manager
resource name, the resource enters 4 h for the Actual Work for Wednesday, and 6 h
for Actual Work for Thursday.
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@ 3 » Project plan for Getinge-Assignments.mpp - Seavus Project Viewer RESOURCE USAGE TOOLS
FILE TASK RESOURCE PROJECT VIEW SEAVUS ADD-INS | SEAVUS TASK UPDATE FORMAT
o
Collabaration Update Copy Paste Insert Clear All Resetto Marked As Insert Delete
Mode Method = | Selection Value WValues Reff, Values Completed
Collaboration Edit Marked As Completed Comments
o Resource Name Work % Work B Dec 22,'13
Complete | | "2 5 M T w T F
1 B Product Manager 28 hrs 0% | Work 4h 4h gh 4h
Actu...
Ove...
Actu...
i ] Determine, 4 hrs 0% | Work ah
Actu... 4h
Qve...
Actu...
i Define prell 16 hrs 0%  Work ah 8h ah
Actu... 4 h 6h
Ove...
Actu...
4. Save the changes (File -> Save)
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