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1 
 Introduction

1.1 Purpose

The document describes how it is possible to search in the official reports or layouts in Primavera Project Manager (in the following announced Primavera), to display needed information about e.g. Projects and/or Activities.  The definition of Official reports and layouts are that they are documented in the Report and Layout Matrix (see section 2.2) and stored in the report structure (see section 2.1)

If it is not possible to get the needed information displayed, the guide describes how it is possible to request a new Report or Layout.

1.2 Scope

The Target group for this document is all users of reports and Layouts in Primavera.

Needed changes and Request for new reports will be discussed and decided in the Primavera User Group. Requests, feedback and hints are very welcome. Please contact the Planning Office (phone +45 72195888) or Primavera Support (primavera_support@benq.com). Also the local User Group member can give support.

2 Reports and Layouts


Information from Primavera can be shown in Reports and/or Layouts. The following parts will describe where Reports and Layouts are stored in Primavera and how it is possible to find the report or layout displaying the needed information.

2.1 Storing Reports and Layouts

2.1.1 Report Structure

All Reports in Primavera are stored in the Report area. In this area, there is build a structure (see below), where all Official reports are stored.  The Reports are grouped by the function the requester have e.g. Project Manager. 

A report is stored under the function where it typically is used. If a report is useful for different functions, it then has to be searched under the function where it typically is used. All reports are only stored once in the structure.
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Table 2‑1 Report Structure in Primavera.

2.1.2 Layouts   XE "Projects in general and per site (1a)" \r "Report" 
Information can also be shown and printed from a Layout. In Primavera it is possible to create layouts in 4 different windows (Projects, Tracking, Activities and Assignments). In some cases it is easier to work with layouts instead of reports, because it is showing “live” data and changes can be made directly on e.g. the activities.  The Layouts are stored in each window under View=>Layouts or by pressing the Layout bottom in the top of each window (see Figure below)
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2.2 Report and Layout Matrix



The following section will describe how the Report and Layout Matrix can be used to find Reports and/or layouts, which can display the needed information. The matrix is made outside Primavera as an Excel sheet.
2.2.1 Overview

All Official Reports and Layouts in Primavera are described in a Matrix, and it should be possible to find and select a report or layout which fulfils the needs. This matrix is placed on the Primavera IMS pages: https://www.benqmobile.siemens.com/livelink/livelink.exe/Open/Primavera. An example of the Matrix is shown below.
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Table 2‑2 example of the Report and Layout matrix. 

2.2.2 Detailed description of Matrix
The following section contains a detailed description of the content of left and right part of the Report and Layout Matrix.
Left part of Matrix
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Table 2‑3 Part of the Report and Layout matrix.

Description of the columns in table 2-3:
1. The function the user has in Primavera.

2. ID and Name for the report or Layout. This cell also contains a comment with a more detailed description of the content of the report or layout.

3. Is the information in a Report (marked with X and green)

4. Is the information in a Layout. In this column it is marked in which window the Layout is stored and working. The following abbreviations are used:
· P = Project Window
· A = Activity Window
· S = Assignment Window
· T = Tracking View
5. The project(s) has to be opened before data is shown in the report or layout. 

6. A baseline has to be selected before data for a baseline can be shown in the report or layout.

7. The report is time distributed per e.g. week or month.

8. By clicking in this a detailed information will be shown (e.g. screen dump of first page in the report or detailed technical information for the report developer)
Right part of Matrix
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Table 2‑4 The content part of the Report and Layout matrix.

Description of table 2-4:

1. This row is a header for the detailed information in the next row.

2. This is a detailed description of the information which can be contained in the report or layout. 

3. In this part it is marked with + and green, if the Report or Layout contains the information shown in the column.

4. Here you can see what the Report or Layout is grouped by.

2.2.3 How to search?

The Matrix contains various information about Reports and Layouts. XE "Projects in general and per site (1a)" \r "Report"  This can be found in different ways. In all columns is it possible to use the Excel auto filter function and sort out exact the information you need from this column. It is a good idea to consider the following issues before the Matrix is used:

· Which information has to be in the report or Layout?
· Which grouping is needed?

· What is the best way to show the information? Layout or report.
2.2.4 An example of a search

In the following an example is shown on how the Report and Layout Matrix can be used to find a suitable report or layout.

Example.

A project manager wants to find a report which can show whether the resources assigned in the Project are overloaded. 

There is different ways to find this information. One way could be looking at the column over allocated or another could be looking at columns remaining units and limit. In the last case a comparison between the remaining units and the limit has to be done to find the amount of over allocation. The easiest solution is therefore to search for reports or layouts showing over allocated units. 

The Matrix can then be used by auto filtering in the column over allocated units. All reports and layouts containing the information Over Allocated units will be found. The report Id(s) can then be used to search for the report(s) in Primavera
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Figure 2-1 an example of a search in the Matrix.
2.3 How to request a new Report or Layout

It could be the case that it was not possible to get the needed information shown with the official reports and layouts in the matrix. The Planning Office can then be contacted with a request by calling +45 72195888 or sending a mail to primavera_support@benq.com. 

The request will be taken up in the User Group and here it will be decided if and when the request will be created and inserted in the matrix. All requesters will get some feedback on their requests.
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In this Yellow section it is shown what the Report is grouped by.
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The cell is marked with + and green  if the report or Layout contains the information





Different detailed description of the report or layout.


















































The ID and name of the Report or Layout.





The function in Primavera.





In this green section it is shown which information the report or layout can contain.








Is the information in a report or layout.























Push this button to filter rows containing +.
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