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	Oklahoma Office of Enterprise and Management Services
Information Services Division 

	How To: Create a PPM Tool Stakeholder Project Status Report



The purpose of this procedure is to explain how to create a PPM Tool Stakeholder Status Report.
This task can be completed by project or program managers, as they should be the one/s with access to creating such reports.
This process requires the creation of a request, which will be updated weekly for the designated project by team members (Team Member Project Status Report). Then, the project manager will compile the statuses into the final status report to distribute and/or present to stakeholders.
To run the Stakeholder Status Report:
1. Log into the PPM Tool in Production

2. Navigate to the Create Dropdown and Select Report
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3. Under the Report Category Dropdown, select Project Management
[image: ]

4. From the list provided, select PMO- Project Status Report Short
[image: ]

5. Complete the required information (indicated by a red asterisk):
· Project Name (for the report you are wanting to run)
· Risk Statuses
· Issue Statuses
· Scope Change Statuses
· Issues/Risks/Changes Closed in the Last x Weeks
· There are also several radio buttons, for which, you can select Yes or No.
 (
You may select your answers on the Radio fields.
) (
Complete the required fields
.
)[image: ]
6. Select your Scheduling and Output Options:
· To run the report immediately:
 (
Select the Run Report Immediately radio
 button
, and click Submit.
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· Or, to run the report on a set schedule: 
 (
Select the Run Report 
On
 radio
 button
, and 
select your report scheduling preferences.
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· For example, you want to run the report every Wednesday until the project is complete. Select the nearest Wednesday on the Calendar > Check the Repeat Every box and select Week > On the Until calendar field, select the date the Project is supposed to be complete.
 (
Select the 
Calendar icon button to select the date you would like to run the report on. By selecting 
Done
, 
it will cause the calendar date to appear in the Run Report On field.
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 (
To select your scheduling preferences, check the Repeat Every box. Then, select the frequency you would like to run the report and the date you would like to stop running the report. 
)[image: ]
· You can also select who you would like the email to be sent to when the report is finished. 
*It must be someone with access to the Tool.
 (
Check
 the 
Send email to
 
check box
, and 
select who you would like to send the report to.
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 (
By selecting a name in the Available (left) column, it will cause the person to appear in the 
Selected
 (right) column. When you have selected who you would like to send the report to, select OK.
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7. Once the appropriate and required information has been provided, select Submit.
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8. If you chose to run the report immediately, a webpage opens with the Project’s Status Report and you may view the report information.
Example of the Project Status Report:
[image: ]
9. If you chose to run the report on a certain schedule, an email will be sent to those selected in the Send email to field.
· The data on the report will be the data entered on the last Status Report Request for that project.
Example of the email that is sent:
[image: ]
· By selecting the View Report link you will be taken to a webpage containing the Status Report that was created.

10. If you would like to export the Status Report to Word, click the Export to Word link at the top right hand side of the page.
[image: ]
· This will allow you to save and open the status report in Word so that you may attach it in an email and distribute it to stakeholders.
Print Preview of the Status Report in Word:
[image: ]
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