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Train Communication Template 	
	 
GOAL: Define the WHAT, announce upcoming training
FOCUS:
· What role-based training do I need?
· What’s going to happen on the release date?
· Where do I go with questions?

SUBJECT: Daptiv to Planview Portfolios Training and Release Plan
The migration from Planview’s Daptiv to Planview Portfolios is just around the corner. Are you excited yet?! 
If you have not yet registered for Training, please sign up today. 
INCLUDE TRAINING SIGN UP INFO 
In addition to role-based learning opportunities, we also have your back with job aids and office hours. 
Quick Reference Guides:   (EXAMPLES OF JOB AIDS TO BE CREATED)
	Quick Reference Guides
	Links (Click to Access)

	Day in the Life of a Resource Manager
	ADD LINK HERE

	Day in the Life of a Project Manager
	ADD LINK HERE

	Time Reporting
	ADD LINK HERE 



Support Resources:
Self-Service
A variety of on-demand options are available to support you best in the way you work and learn. 
LIST RESOURCE LINKS HERE 

Office Hours
A standing Teams based chat providing an open forum for customers to ask “drop-in” questions on tools / processes / procedures / reports / etc.:
For new users moving from Daptiv to Planview Portfolios: (ADD LINKS)
· Friday, October 7th - TIME 
· Monday, October 10th - TIME

Open to all Planview Portfolios team members:   
· Tuesday 1pm – 2pm
· Thursday 9am – 10am

Upon request, meetings can be scheduled to consult with your Planview support team on specific initiative inquiries / unique delivery scenarios / process guidance / etc. 
What we need from YOU to ensure we are ALL successful:
· Project Managers – Help us by learning how to maintain your project schedules keeping your project data current in Planview Portfolios. 
· Resource managers – Your participation is crucial. Help us by maintaining estimated “standard activities” in Planview Portfolios for your resources (i.e. average unplanned and administrative time) and by reserving named resources based on resource role requirements sent by project managers. 
· Time Reporters – Please enter your time on a regular basis and set up calendar reminders so all SLAs are met.  This will help us keep our project schedules accurate and improve our estimates in the future.
Please help us with your active participation in this important training program. 
Thank you, 
X
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