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	Oklahoma Office of Enterprise and Management Services
Information Services Division 

	How To: Create a PPM Tool Team Member Project Status Report Request



The purpose of this procedure is to demonstrate how to create a PPM Tool Team Member Status Report Request.
This task can be completed by project team members and project managers.
This process requires the creation of a request, the project status report, for the designated project. 
To create the Team Member Status Report Request for a project:
1. Log into the PPM Tool in Production
2. Navigate to the Create Drop Down and Select Requests
                                          
3. Under the Request Type Select PMO – Project Status Report, Click Create
                                          [image: ]
4. Complete the required and appropriate fields on the form.
 (
*Under the Project Status Report Summary Section, you can add a person to be assigned to the Status Report.
)[image: ]
5. Click Submit
6. The Status Report Request will be sent to the manager for approval.
Example of what is sent to the Project Manager:
 (
The Project Manager can click on the Status Report Request link to view the request.
)[image: ]
7. If the Status Report Needs More Information, the Project Manager will make a note of what information needs to be provided and a notification email will be sent to the team member who created the request. The notification will be similar to the one below:
 (
Click on the Request # link and provide the requested information.
)[image: ]
8. Once the information has been reviewed by the project manager, the project manager can select the Info Completed button.
· This will cause the request to go back into a status of In Review, in which, it can now be approved.
[image: ]
9. Once approved, the Status Report Request will be closed in the Tool and the Status Report will be created and sent to the Project Manager.
10. Then, each additional status report request needed for the project can either be completely recreated by following the above steps or it can be copied from the last request that was created.
11. To copy a project status report:
· Open the Status Report you want to copy. At the top of the page, under the Description and Request Status, select the Make a Copy button.
[image: ]
· The next screen informs you what request you are making a copy of, and allows you also to choose whether you would like copy Request Notes and Request References. 
 (
*Select your preferences
)[image: ]
· Select the Copy button
· The Project Status Report should appear with certain fields filled out. Make any necessary changes and select the Submit button.
[image: ]
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