        You will need to either have the Project created from the Proposal, or create the Project Header manually (Project Management | Projects & Tasks | Create a Project).   The process for importation is included below.

       IMPORT an Active Project Schedule from Microsoft Project 

1. Review your Microsoft Project Schedule and for each task “in-progress” (with actual hours but not complete), add a like task below the in-progress task with the same name. Assign the resources with remaining effort from the in-progress task to the new task with the remaining effort as indicated on the in-progress task.
2. Change the remaining effort for each resource in the “in-progress” task to 0 & % Complete to 100%. This should change the status of the task to 100% Complete. Imported tasks with actual hours will not process through a time sheet entry.

3. Once all in-progress tasks have been replicated and changed to complete, validate your schedule prior to SEND. 
4. Reset the server from DEV to PROD:

· In the Microsoft Project, HP-PPM drop down menu select Log Out from HP-PPM Server

· In the Microsoft Project, HP-PPM drop down menu select Clear Server Default

· In the Microsoft Project, HP-PPM drop down menu select Project Details; select Remove Association (if the Server name is http://atlk456 you are pointing to the dev environment) Click Remove in the pop-up warning box; click OK

· Your Send work plan to HP-PPM selection should now be available
5. SEND the schedule to the HP-PPM v7.0 HP-PPM Project Header – in the Microsoft Project, HP-PPM drop down menu select Send work plan to HP-PPM
6. in the Login pop-up Server name box enter HPPPM
7. In the Login Username Password box, enter your network password (not your HP-PPM v6.0 password – unless of course, they are the same)

8. Select the Find button to list all HP-PPM Project Headers that do  not have a work plan associated with them (this should be few.

9. Select the Project Header based on the Name above and your identification as the Project Manager for same. Click Select

10. Map any unmapped resources to legitimate HP-PPM resources by highlighting the line with the  ?  ?  ? HP-PPM User Name indications and selecting Map

11. Once all resources are mapped (or will be ignored and not transferred into HP-PPM – the task will be imported), Select Finish

12. If you have left resource unmapped, select Continue at the warning pop-up

13. Your Exporting to HP-PPM progress box will indicate progress. Select Done button when finished.

14. You can view the synchronization report or export it to excel through the Show Info button, otherwise click Done.

15. Your work plan should now be visible in your HP-PPM v7.0 HP-PPM Project. If you had the Project open, select refresh to display.

16. You should check with your Portfolio leadership about adding “other” or “Miscellaneous” tasks to your work plan to facilitate time entry for tasks which may not be in your schedule for the purposes of capturing and reporting capitalized hours.

17. Don’t forget to reschedule your project after you make your changes. Remember there is no auto-calculate mode and HP-PPM is a duration only schedule driven algorithm. Your downstream dependent tasks will be reschedule based on Actual Finish dates, but only if the reschedule icon button is executed.

18. Open the top task in your work plan and change the status from “In Planning” to “Active” or you won’t be able to see the tasks from the time sheets.

Build your HP-PPM Project Work Plan from a template, or from HP-PPM, for Change Request management and time tracking 
1. Access the Production environment via your Browser by entering HP-PPM in the URL

2. From the left NavBar under Project Management select Search Projects under Projects and Tasks

3. Select Search (all projects will be listed)

4. Select your Project Name link, or click Project Manager at the top of the listing to resort by Project Manager to find you project link

5. Your Project Overview page will list two options under Work Plan:  Create blank work plan or Create work plan from a template

6. See the Project Work Plan job aide for additional details (Notes Page view or print out of the HP-PPM Project Work Plans.ppt file at Project Work Plans.ppt
7. When your project is ready for time sheet entry - open the top task in your work plan and change the status from “In Planning” to “Active” or you won’t be able to see your tasks from the time sheets.

Please submit all problems via email HP-PPM Support Team and please indicate that the problem is with v7.0 Production.  You can change the name of your project in the Project Details tab in the Project Details section “Project Name” field.

