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Health Product Support Primavera (TeamPlay)
1. Purpose
To establish a process by which the Health Product Support (PS) Service’s Planners, Managers, Project Managers and Specialists will follow the guidelines provided in this document when working on project activities identified in the Fiscal Year (FY) Health Product Support Maintenance Project within the Primavera IT Project Office software. The FY Health Product Support Maintenance project is a record of ongoing Health Product Support functions performed by all staff in Health Product Support. The time entered is to cover the full 80 hours, this includes overtime or comp time worked on Remedy tickets or assigned projects. This applies to all team members in Health Product Support and will enable the Health Product Support metrics to be captured accurately. 
2. Responsibilities
a. Health Product Support Division Directors
The Health Product Support Division Directors serves as leads over the Healthcare Management and Clinical Health Product Support divisions ensuring that all Health Product Support team members comply with this guidance document. 
b. Project Planner or Project Manager or Designee

The Planner or Project Manager or Designee will be responsible for the overall project creation and maintenance for each Fiscal Year project. This includes creating activities, adding the resources, approving timesheets and applying actuals, as outlined in SOP004 "Create a Primavera Project" and SOP008 "Complete Primavera Timesheets". In addition, the planner or designee will generate reports identifying any missing or delinquent timesheet submissions and activities requiring closeout as a result of a released patch/product. These reports will be sent to the Health Product Support Managers for follow up.
c. Health Product Support Managers

The Healthcare Management and Clinical Health Product Support Managers are responsible for completing and submitting the Primavera (TeamPlay) Resource/User Form to the VA OIT OED Primavera Tools mail group to add, change or inactivate employees as resources on the FY Health Product Support Maintenance Project. In addition ensure their team specialists submit timesheets in a timely fashion and any additional team related activities are added to the FY Health Product Support Maintenance Project.

d. Health Product Support Specialist

1) Health Product Support Specialists are responsible for submitting timesheets on a weekly basis, no later than noon Eastern Time on the following Monday of the week time was applied (Tuesday if Monday is designated as a federal holiday) and ensuring that time estimations provided are as accurate as possible. Timesheets may be submitted up to three weeks in advance if a team specialist knows they will be on travel or extended leave.
2) Health Product Support Specialists are responsible for posting all the time worked on Remedy Tickets to the appropriate support activity. These activities are prefixed with “Support for” and include the PACKAGE NAME (NAMESPACE), i.e. Support for Prosthetics (RMPR).

3) Health Product Support Specialists are responsible for requesting that patch/product activities be added to the FY Health Product Support Maintenance Project. Time is applied to those activities and the activities are closed in the appropriate manner following the procedures outlined in SOP008 “Complete Primavera Timesheets”.
3. Steps
e. At the end of each Fiscal Year, the FY Health Product Support Maintenance project must be prepared for use in the next Fiscal Year. The Planner, Project Manager or Designee will take the following steps in ensuring that this is accomplished. 
4) Review the current FY Health Product Support Maintenance Project for open activities and identifying those that need to be closed or carried into the new FY project (a spreadsheet will be generated and disseminated to the Health Product Support Managers with these activities for their input). 
5) Verify all time was submitted against the project.

6) Resolve any timesheet issues.

7) Apply actuals to the project.

8) Close out all activities identified from spreadsheet.
9) Verify all Work Breakdown Structure (WBS), and Activities have been checked as complete, NOTE: All steps must be checked as complete before the overall calculation of the project will display as 100% complete.

10) Create the new FY project by copying the previous FY project and place in the Sandbox where any changes or updates provided by the Health Product Support Managers can be applied.

11) Set target date for activation of the new FY project and move into the production environment once all changes have been made and confirmed by the Health Product Support Managers.

f. The FY Health Product Support Maintenance project will be maintained during the Fiscal Year by the Project Planner, Project Manager or Designee in conjunction with the Health Product Support Managers as follows:
12) Health Product Support Specialists assigned as Release Coordinators to patches or new products will send an e-mail message to the 005QD3 Product Support Planners mail group with the product name, patch number of product name and resources assigned, both primary and secondary, if applicable.
a) Patch activities for Development and VistA Maintenance team will be added to the project using the format:

XXX*XX*XXX Perform Full Product Review of PACKAGE NAME (NAMESPACE) Patch

The XXX*XX*XXX is to be replaced with the particular patch number and PACKAGE NAME (NAMESPACE) would be replaced with the name and namespace for the product. If there are multiple patches, then an activity would be added for each patch.

An example of the activity:

RMPR*3*35 Perform Full product Review for Prosthetics (RMPR) Patch

b) If an additional activity is needed for training on a patch (either received or given), the PS Specialist should request that the activity be added. It will be added using the same format.
XXX*XX*XXX Training for PACKAGE NAME (NAMESPACE) Patch

An example of the activity:

RMPR*3*35 Training for Prosthetics (RMPR) Patch

c) For the release of a new product, activities will be added to the project using the format:
Meetings/Training/Other for PRODUCT NAME VERSION NUMBER
Perform Full Product Review for PRODUCT NAME VERSION NUMBER

Examples of these activities are:

Meetings/Training/Other for VSS V4.0

Perform Full Product Review for VSS V4.0

Once the product is released a “Support for PACKAGE NAME (NAMESPACE) activity should be added to the appropriate WBS level in FY Health Product Support Maintenance project.

g. Support activities required as a result of being assigned to a project other than a patch or product can be created once approved by the team manager by sending an e-mail to the 005QD3 Product Support Planners mail group. These activities could be for other teamplay projects, receiving training, providing training, attending special interest group calls or meetings, etc.
h. Non-working time (NWT) (e.g. leave, holidays) will be entered against a non-work activity and Non-project time (NPT) (e.g. administrative work or work not currently being tracked as overhead time within the project) will be entered against non-project time activities created for Health Product Support. These activities are created for each fiscal year by the Primavera System Administrator and will be assigned to the Health Product Support team members. The activities created are listed in the table below. If you are missing an activity please send an email to the 005QD3 Product Support Planners mail group. 
	NWT Non Work Activities

	Health Product Support Generic Leave

	Health Product Support Holiday

	Health Product Support No Contractor Work for Entire Week

	Health Product Support Timesheet Opened in Error


	NPT Non Project Time Activities

	Health Product Support Non-Project Related Meetings

	Health Product Support Non-Project Related Training

	Health Product Support Non-Project Related Administrative / Operational Time

	Health Product Support Non Project Related Travel

	Health Product Support Supervisory Duties


Note: For reporting purposes, TeamPlay timesheet holidays take precedence over co-occurring alternate work schedule (AWS) days. When applying time to your timesheets during holidays enter the hours for the holiday on the calendar date of the holiday and for the co-occurring compressed day off (CDO) enter no hours in the previous work day or the next work day of the holiday. If an early release is granted, other than a presidential grant, time is to be posted to generic leave.
i. If a team member works or travels outside of their normal tour of duty they are to enter the number of regular hours worked, a forward slash (/), and the number of additional hours worked. For example, “8/2” denotes eight regular and two additional hours for a total of ten hours worked. If working or traveling on a weekend enter a forward slash and the number of hours worked or traveled “/4” which would indicate the number of hours outside the normal tour of duty.
4. References and Links
· TeamPlay for Health Product Support Services SOP 196-33 (SOP Obsolete)
· Primavera SOP004 Create a Primavera Project
· Primavera SOP008 Complete Primavera Timesheets
· Primavera SOP013 Project Closure
· Primavera Timesheets 5.0 Entering and Submitting Time and User Options
5. Follow Up Responsibility and Follow Up Date
Health Product Support Managers
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