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1 Introduction

Overview of HP Project and Portfolio Management Center

Welcome to HP Project and Portfolio Management Center!

This guide provides the basic details you need to navigate PPM Center. The
guide also describes how to perform common tasks and personalize your pages
to make them work best for you.

Most PPM Center users work in the standard user interface, which appears as a
collection of specialized Web pages. These pages open in a Web browser and
offer you a customized view into PPM Center. From these pages, you can run
reports, submit requests, and create projects, among other things. Most
importantly, you view and use the PPM Dashboard. The PPM Dashboard is a
real-time Web page view into your PPM Center system. Using portlets, you
can view important information about your work environment, from the status
of requests assigned to you, to comparisons between current projects and
staffing profiles.

In addition to the standard user interface, some users need to use the PPM
Workbench to accomplish certain tasks. Unlike the Web pages, which open in
a Web browser, the PPM Workbench opens in its own window. Designed for
more advanced users, the PPM Workbench is where much of the PPM Center
is configured. Configurators can use the PPM Workbench to define workflows,
create request types, set up automatic notifications, and a host of other tasks
and procedures.

Your view of PPM Center is determined by your level of access to features and data,

) which is set by your system administrator. The set of pages, portlets, and fields that
you see may be different from another user’s, depending on the level of access
provided to you.
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The PPM Center standard user interface appears as a set of specialized Web
pages that open in a Web browser and offer you a customized view into PPM
Center. From these pages, you can run reports, create requests, search for
packages, and accomplish many other tasks. Figure I-1 shows a typical page.

Figure 1-1. PPM Center page

[} Project and Portfolio Management Center
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Welcome, Admin User 4
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The PPM Center has the following components:

e PPM Dashboard. The PPM Dashboard is at the heart of the standard user
interface. Using the PPM Dashboard, you can obtain accurate,
up-to-the-minute status on your projects and deliverables. With the PPM
Dashboard, project teams always know exactly where they stand.
Managers gain real-time insight into progress and problems in projects
under their purview. Executives can view all initiatives from an IT value
perspective at a high level, ensuring alignment with the company’s overall
strategic direction.

e Navigation path. Above the PPM Dashboard is the navigation path. The
navigation path lists the pages opened during the current PPM Dashboard
session. Users can access previously visited pages by selecting entries on
the navigation path.

e Menu bar. The menu bar presents a hierarchical organization of menus,
submenus, and menu items. Menus and submenus organize the menu
items. Menu items are links to task-oriented pages, such as reports and
searches. Some links, like Administration > Program Processes > Manage
Issue Process, open windows in the PPM Workbench.

) If you have a pop-up blocker or download blocker active on your Web browser, you
may have difficulties using the Web pages.

PPM Dashboard Pages

PPM Dashboard pages are a way of organizing application data. One PPM
Dashboard page can be devoted to project information while another can be
reserved for a PPM Center product, such as HP Demand Management or HP
Portfolio Management. How you organize your data is entirely up to you.

At the top of each PPM Dashboard page is a label used to identify a PPM
Dashboard page. Figure 1-2 shows a PPM Dashboard page.

Introduction 17
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Figure 1-2. Typical PPM Dashboard page
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PPM Dashboard pages can come from several different sources. Most of the
time, you can pick and choose the PPM Dashboard page and its content, but
not always. The following is a list of the different types of PPM Dashboard

pages.

e Default PPM Dashboard page. The default PPM Dashboard page is the
first PPM Dashboard page you see when you log on to PPM Center. For
users who have personalized their PPM Dashboard, it is the first private
page on the list; for new users, it is the first shared page on the list.

e Private PPM Dashboard pages. Private PPM Dashboard pages are
created and configured by you. You can add portlets to a private page,
move it up or down in the list of pages, or delete it.

e Shared PPM Dashboard pages. Shared PPM Dashboard pages are
configured by your application administrator and published to one or many
users. You cannot edit a shared PPM Dashboard page. Shared PPM
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Dashboard pages are created as modules. For detailed information on
creating modules, see the Creating Portlets and Modules guide.

e Blank pages. Blank pages are PPM Dashboard pages without portlets.
Once you add a blank PPM Dashboard page to your PPM Dashboard, you
can configure the PPM Dashboard page to your specifications.

Portlets

Portlets reside on PPM Dashboard pages and display real-time data you want
to see. Portlets are very configurable, allowing you to filter through all the data
in the system, finding just what you need. There are two basic types of portlets:

e List portlets. List portlets present data in tabular form using rows and
columns. Figure 1-3 shows the Request List portlet.

e Chart portlets. Chart portlets present data in a graphical form, such as bar
charts, pie charts, and bubble charts. Figure /-3 shows the Open Request
By Priority chart portlet.

Figure 1-3. Typical portlets

My Packages H=gE
Pkg | Workflow Priority | Description Assigned To Created By
#4
30007 DEV = TEST = PROD Normal Patch v3 migration test Carolyn Sayer Admin User
30008 DEV > TEST > PROD MNormal Carolyn Sayer Admin User
30018 DEV > TEST » PROD Normal Patch v4a migration test Carolyn Sayer Admin User
30029 DEV » TEST » PROD Normal Upgrade for release 7.06  Holly Haywood Admin User
30032 DEV = TEST = PROD Normal Patch v3 migration test Carolyn Sayer Admin User
Showing 1to 50f & Next| Maximize
Analyze Resource Pools =i
Preferences: Showing capacity from Resource Pools: Shared De
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&
5
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z
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A portlet’s edit page is where a portlet is personalized to meet your specific
needs. Every portlet edit page has a Preferences section. The Preferences
section is where you configure the filtering and/or sorting to determine what
and/or how to display data you want to see. If your portlet is a list portlet, you
also have a Choose Display Columns section. The Choose Display Columns
section lets you decide which columns will appear in the portlet.

PPM Workbench

For most PPM Center users, tasks are started and completed in the Web pages;
some users, however, need to use the PPM Workbench for their work. The
PPM Workbench is designed to help application administrators, configurators,
and advanced users configure PPM Center. Figure 1-4 shows the PPM
Workbench.

Figure 1-4. PPM Workbench

() HP Project and Portfolio Management Workbench: Admin User, (admin) on kintana (rmi:/ammvitgl002:48001/KintanaServer) : Demand Mg... E]E)&]
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Deployrment Mg mt|

(D Request Type Workbench

Time Mamt
Dashhoard

Query: |Nnne

Query

<]

Z
Emviranments E Reguest Header Type: Extension
Configuration x| Frompt: Status:
Sye Arnin Enabled:
=0
Contacts
Request Types
=

Feady

Request Header
Types

Request Type Warkbench
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Introduction

The PPM Workbench opens in its own window, not in a Web browser window.
You can open the PPM Workbench through the standard interface’s
Administration > Open Workbench menu item or from shortcuts you create on
your desktop.

The PPM Workbench has the following components (see Figure 1-4):
e PPM Workbench window. PPM Workbench windows are used to find

and act on configuration entities, such as request types, object types, and
workflows. Each configuration entity has its own unique PPM Workbench
window. You can reach a configuration entity Workbench window using
the shortcut bar.

Shortcut bar. The shortcut bar is used to organize the configuration entity
Workbench windows. Each configuration entity Workbench window
belongs to a screen group, such as Demand Mgmt, Time Mgmt, or
Configuration. When a screen group is selected, the associated PPM
Workbench windows are displayed as icons in the shortcut bar (see
Figure 1-4).

PPM Workbench menu. The PPM Workbench menu provides
configuration functionality to the PPM Workbench. This includes such
things as user profile settings and regional settings. In addition, some PPM
Workbench windows, such as packages, add an extra menu when that PPM
Workbench window is selected.

15



Viewing Product Information and Online Documentation

16

At the bottom of the menu bar is the Product Information menu. The Product

Information menu provides you with access to the Documentation Library and
About HP Project and Portfolio Management Center page.

Accessing Documentation

To find the available documentation:
1. Log on to PPM Center.

2. From the menu bar, select Product Information > Library.

The Documentation Library opens.

Figure 1-5. Documentation Library page

Documentation Library

Click a link to view a document.

General Interest System Administration Guides

Suggested General Interest Guides [A pOF Suggested System Administration Guides [} POF

User Guides Configuration Guides

Suggested User Guides [ poF Suggested Configuration Guides [ PoF

Supplemental Information General Guides and Reference Manuals

Additional Project and Portfolio Management Center Products

Suggested Reference Manuals I')_L,‘- PDF
Custom Documentation

Figure 1-5 shows the Documentation Library page available when PPM
Center is first installed. Each document displayed includes a list of
suggested guides containing pertinent information for the selected topic
area. Your system administrator can customize this page to display only the
documents relevant for your organization. See Customizing the Standard
Interface for more information about customizing your Documentation
Library page.

You can also view the available documentation from the PPM Workbench. Select
Product Information > Library from the PPM Workbench interface.
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Viewing Version and User Access Information

To view the current version of the PPM Center, and to see the user access
information:

1. Log on to PPM Center.

2. From the menu bar, select Product Information > About HP Project and
Portfolio Management Center.

The About HP Project and Portfolio Management Center page opens.

About HP Project and Portfolio Management Center

ersion 7.5.0

HP Project and Portfolio Management Center @ 1997-2007 7,5,0,419 12A12/2007 06:20 PM
All Rights Reserved.

This program ig protected by copyright law and international treaties.

Unauthorized reproduction or distribution of this program,

or any portion of it, may result in severe civil and criminal penaties,

and will be prosecuted to the maximum extent possible under the law.

User Access Information

Configuration

Demand Management
Deployment Management
Project Management

User Administration

You can also view the current version of PPM Center and user access information
) from the PPM Workbench. Select Product Information > About HP Project and
Portfolio Management Center from the PPM Workbench interface.
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2 Using the Web Pages

Logging On and Off PPM Center

The set of PPM Center Web pages is accessed through a Web browser over a
network. Before logging on, you must have the following:

e PPM Center Web address (URL)
e A username
e A password

e At least one PPM Center product license

19



Logging On to PPM Center

To log on to the PPM Center:

1. From the Web browser, enter the PPM Center Web address.

The PPM Center Logon page opens.

Project and Portfolio
Management Center

Username ||
Password

[] Remember my lagon

| submit | Clear |

® Copyright 1997-2008 Hewlett-Packard Development Company, LP

2. Enter your username and password in the appropriate fields.

To have the server retain a password, select the Remember my logon
checkbox. Once this checkbox is selected, you don’t have to enter a
password each time you log on.
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3. On the PPM Center Logon page, click Submit.

The Web pages open. First-time users might be prompted for a new

password.
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Logging Off PPM Center

To log off PPM Center, in the upper-right corner of the page, click Sign Out
(see Figure 2-1).

Figure 2-1. Logging off PPM Center

[ Project and Portfolio Management Center
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Expanding and Collapsing Menus

The menu bar presents a hierarchical organization of menus, submenus and
menu items. Menus and submenus organize the menu items. Menu items are
links to task-oriented pages, such as reports and searches. Some links, like

Administration > Program Processes > Manage Issue Process, open windows
in the PPM Workbench.

You can expand all of the menus to view every menu, submenu, and menu
item. You can also collapse all of the menus, leaving only the menus visible.

e To expand all of the menus to view every menu, submenu, and menu item,
click the Expand All button at the top of the menu bar.

e To collapse all of the menus, leaving only the menus visible, click the
Collapse All button at the top of the menu bar.

Figure 2-2 shows the location of the Expand All and Collapse All buttons.

Figure 2-2. Expand All and Collapse All buttons

Welcome, Barbara Getty
Feb 23, 2007 04:10:47 P PST

S P P
Expand All Collapse All

S
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Hiding and Displaying the Menu Bar

You can hide or display the menu bar, depending upon your preference.

e To hide the menu bar, click the Hide Menu Bar icon at the top of the menu
bar (see Figure 2-3).

Figure 2-3. Hiding the menu bar

YWelcome, Barbara Getty gG
Feb 23, 2007 04:10:47 Ph P

Last Login: 22307 02:34 P P
Expand All Collapse All

e Once the menu bar is hidden, you can display the menu bar by clicking the
Display Menu Bar icon below the HP logo (see Figure 2-4).

Figure 2-4. Displaying the menu bar

Dashboard - Front Page
° 1 Front Page [ 4 |[ Switch to page... = [+ |

Fage last refreshed: Feb 14, 2008 01:12:31 FM PST

Creating Requests, Packages, and Other Entities

Entities are the requests and packages and projects and other objects you work
with when using PPM Center. The entities you can create depend upon the
access grants you have been given by the application administrator.

To create an entity:

1. Log on to PPM Center.

2. From the menu bar, select the appropriate product area in which you want
to work.

For example, to create a new request, select Demand Management > Create
a Request. To create a new project, select Project
Management > Projects & Tasks > Create a Project.
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The create page opens. The create page includes the fields associated with

the entity type. Not all entities are alike. Some entities have a single entity
type, such as budgets and skills.

Create New Budget

*Budget Hame:
Thisisa v | Budgetfor

Actuals are rolled up:

(@ Wanually. Actusl costs will be entered manually in the budget

The Budget to Budgst comparison porlst can be ussd to compars planned costs of & parent budget against the planned or actual costs of fts children

budgets. The parent-child refationship amongst the budgets is defined here. This relationship is only used by the Burget to Budget comparison portiet. The
rollup o1 actual values from projsct to program budgets is configured above

Parent Budget for Comparison: v

Will this Budget have capitalized Costs?

Oves Ono

‘Region: |MercuryUs =

‘Start Period:  March 2007

'Finish Period: May 2007 j

Continue
Some entities have multiple entity types, such as requests. For those
entities, you must select the entity type before the create page opens

Create New Request

'Request Type:

v Create

Create Based On Desired Action
Most Recently Created

Request a Mew Initiative

Generic Request

Feport an Applisation Bug

Recuest an Application Enhancement

Subimit Project Risk
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Some entities, such as programs, require you to follow a process to create
an entity. For those entities, you must complete the entire process to create

the entity.

Create New Program

‘Program Hame: |

Programtanagers: [l

Description:

Benefit:

Status Hotes:

Program Budget

bwge: | & e

Projects

Project Hame % Complete

Add Project

Business Objectives

Hame State

Add Business Objective

Project Status

Owner

Sched Start Sched

Finish

Priority

Project Manager

Deseription

Notes

Hew Hote:

Create
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Searching for Requests, Packages, and Other Entities

Searches are used to find existing entities within PPM Center. Searching for
entities does not use the PPM Center document management capabilities.

Running New Searches

To run a new search:
1. Log on to PPM Center.

2. From the menu bar, select the appropriate product area in which you want
to work.

For example, to search for requests, select Demand Management > Search
Requests. To search for a project, select Project
Management > Projects & Tasks > Search Projects.

The Search Requests page opens. The search page includes the fields
associated with the search type.

3. On the search page, fill in all the required parameters and any optional
parameters and click Search.

The Search Results page loads, displaying the results of your search.

Using the Query Builder

Using the Web Pages

The Search Requests page includes the Query Builder, which you can use to
build a detailed search query within a request type using Boolean operators.

For example, you could search for all Enhancement requests whose
Description contains the words “Release Notes” and whose Priority is Critical.

In order for the Query Builder to be available, you must provide a single value
in the Request Type ficld.

To use the Query Builder:
1. Log on to PPM Center.
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2. From the menu bar, select Demand Management > Search Requests.

The Search Requests page opens.

Search Requests

View detais or requests: || |18 =

Search for Requests to View Clear Fields|

Request Type: |:| i e

| T
Created By: |:| & Request Sub Type: l:| =
Workflow: | - RequestGrowp: | |&

Creation Date [ | Eo: | | 1=

From:

Last Update Date ‘
From:

ETo: | =]

Request Key Words: Search the content of Request Notes and Descriptions.

Preventing Action Eligible for My
on: [ requests e QOves @no

[ Packages Include Closed? Oves ®io
Additional Filters: Query Builder

() Descending

“Maximum Results Per Page: *Limit Rows Returned To:

Choose Columns

Available Columns elected Columns

% Complete -~ Reg#* Mote: Columns
Application = Request Type folowed by an
Assigned To Group Description asterisk (*) cannot be
Company Name > Status A removed fromthe
Contact Assigned To display

Creation Date L Priority L]

Department T Created By

Last Updated

Request Group v

Save this search as: Save Manage Saved Searches|

3. Provide a value for the Request Type ficld.

The Query Builder button is enabled.
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Using the Web Pages

. Click Query Builder.

The Query Builder Search Terms window opens.

A Close Window X
Search Terms
There are currently no Search Terms to display
R
Done Cancel
. Click Add.

The Query Builder Search Terms - New Entry window opens.

['jﬂ [Close Window X

Query Builder Search Terms - New Entry

“Field: [

Cancel

. Specify a Field, a Boolean Comparison Operator, and the desired Value the

field should have.

The list of available options for the Comparison Operator depends on the type of
Field specified.

Value does not display until you have specified a Field.

. Click Done.

The term is added to the Query Builder Search Terms window. Click Add
Above or Add Below to add more search terms to the query. You can also
group search terms by selecting the checkbox in front of each term and
clicking Group or Ungroup.

. Click Done.

The query is added to the Additional Filters section of the Search Requests
page.

. Click Search to run the search using the query you have built.
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Saving Searches

You can save and re-run commonly run searches for requests.
To save a search:

1. Log on to PPM Center.

2. Run a search.

For instruction on how to run a search, see Running New Searches
on page 27. The Search Results page loads, displaying the results of your

@ Export to Excel Maodify Search|
Save this search as: Save Manage Saved Searches|
Request Search Results Showing 1 - 7 of 7
Req# | Request Type  Description Status & | Assigned To | Priority | Created By
[] 30150 Projectkssus Company shutdawn directly impacts delivery timsline P Critical  Joseph
Banks
] 30151 Project lssue ‘e need another cube for contractors expected next month e Mormal Joseph
Banks
[] 30083 Proect lssue Mew requiremerts for Order Processing introduced during testing M Critical ~ Admin User
] 30217 Project lssus Rewrite and distribute specifications ey Barbara Getty Mormal Admin User
[0 30242 Projectlssue Io werificetion thet upgrade requirements are in place. Need at least  New Finn Gill High Admin User
one resource for 5 working days to complete
[] 30218  Projectlssus Usabilty testing M Bridget Mormal  Admin Ussr
Holbrook
[] 30030 Project lssue Lasing our Oracle Apps expert Q& person Cpen Joseph Barks  Critical  Joseph
Barks
Check All Showing 1 -7 of 7
@ Export to Excel Modify Search|

3. In the Save this search as ficld, enter a name for the search and click Save.
A dialog window opens, displaying the results of the save.

e C(lick Manage Saved Searches to go to the Manage Your Saved
Searches page. See Managing Saved Searches for more information
about this page.

e Click Return to Search Results to return to the search results.
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Running Saved Searches

To run a saved search:
1. Log on to PPM Center.

2. On the menu bar, under Demand Management > Saved Searches > Manage
Saved Searches, click on a saved search.

The saved search is run. The Search Results page loads, displaying the

results of your search.

Managing Saved Searches

You can move between saved search categories and delete saved searches.
To manage a saved search:
1. Log on to PPM Center.

2. From the menu bar, select Demand Management > Saved
Searches > Manage Saved Searches.

The Manage Your Saved Searches page opens.

Manage Your Saved Searches

Ho Category Quick lssues
Quick Risk
¥
ry
& Category |pgject fems
& Hame:
Save
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3. Move or delete a saved search.
e To move a saved search:
i. Select a saved search.

The Move Arrow and Delete icons for the selected saved search are
enabled.

ii. Click an enabled Move Arrow icon to move the saved search.

The selected saved search can move up or down in the category and
move between categories.

ii. On the Manage Your Saved Searches page, click Save.

The changes to the Manage Your Saved Searches page are saved
and the menu bar is updated.

e To delete a saved search:
i. Select a saved search.

The Move Arrow and Delete icons for the selected saved search are
enabled.

ii. Click the enabled Delete icon to delete the saved search.
The selected saved search is deleted.
i. On the Manage Your Saved Searches page, click Save.

The changes to the Manage Your Saved Searches page are saved
and the menu bar is updated.
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Managing Saved Search Categories

You can create, move, or delete saved search categories.
To manage a saved search category:
1. Log on to PPM Center.

2. From the menu bar, select Demand Management > Saved
Searches > Manage Saved Searches.

The Manage Your Saved Searches page opens.

Manage Your Saved Searches

Ho Category Quick lssues
Quick Risk
L]
A
& Category  [project tems
| name:
Save

3. Create, move, or delete a saved search category.
e To create a saved search category:

i. On the Manage Your Saved Searches page, click Add New
Category.

A new category section opens.

i. In the Category Name field of the new category section, enter the
name of the new category and click Save.

The new category is created and saved. When the category includes
a saved search, the category will appear in the menu bar.
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e To move a saved search category:

i. In a Category section to move, click a Move Arrow icon to move the
category.

The Move Arrow icons available to a category are always enabled.
i. Onthe Manage Your Saved Searches page, click Save.

The changes to the Manage Your Saved Searches page are saved
and the menu bar is updated.

e To delete a saved search category:

i. In a Category section to delete, click the Delete icon to delete the
category.

When a Delete icon is enabled, the category can be deleted. If the
Delete icon is not enabled, you cannot delete the category.

i. Onthe Manage Your Saved Searches page, click Save.

The changes to the Manage Your Saved Searches page are saved
and the menu bar is updated.
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Using the Request Browser

Using the Web Pages

The Request Browser is another way to search for requests of a specific type. It
allows you to view sets of requests hierarchically grouped by fields you
specify. Each group can be expanded and easily listed by clicking on their
numerical totals. Figure 2-5 shows an example of the Request Browser’s

typical results.

Browse PFM - Project Requests

Figure 2-5. Request Browser results

Modify Preference Set

Business Objective > Status

Total

= Efficiency Across Teams

Design
In @A,

Retuirements

= <Blank=

Agsign Project Manager
Business Readiness Sign-Off

Deploy
Design

Detailed Project Definition

Total

N I I I

Reload

Request Search Results

ProjectHo ¥
30301
30271
30187
30090
30060
30014

Request Type
- Project
FFM -
PFM -
PFM -
PFM -

PFM

PFM

Project
Project
Project
Project

- Project

Description

Testing the description

Internal Yyeb Site Rollout - =ales

(Filters: Business Okjective==Blank=, Stalus=Assign Project Manager)

Status

Assign Project Manager
Assign Project Manager
Assign Project Manager
Azsign Project Manager
Azsign Project Manager
Assign Project Manager

Assigned To

Priority

Showing 1 - B of &
Created By
Admin Lser
Acmin User
Biarbara Getty
Carolyn Sayver
Admin Lser
Carolyn Sayer
Showing 1 - 6of 6

R Exort to Excel

Access the Request Browser by selecting Demand Management > Request
Browser > Browse Requests from the menu bar.

35



36

Figure 2-6. Request Browser search

Browse Requests

Delete Preference Set

Browse Cancel

Request Browser List Configuration

I — ST

Advanced Search

Priority:

Created By: |:| &l Request Sub Type:

Department: l:| g Application:

Workflow: - Request Group:
Linked Project: T
\ | Ero: | | =

Company Name:

Last Update Date ‘ | =i ‘ | =

From:

Request Key Words: Searchthe content of Recuest Notss and Deseriptions

Preventing Action Eligible for My
on: [ Reguests Action?

[ packages Include Closed?

(3 Descending

‘Maximum Results Per Page:

Choose Co s for Request List

Available Columns Selected Columns
% Complete ~ Project Mo *
Application Request Type
Azgigned To Group Description
Company hame Status

Cortact Aszigned To
Creation Date Priority

Department Crested By

Last Updated

Reo # -

= =
= =

‘Maximum rows at each Tree Level:

Oves @mo
Oves @no

Mate: Calumns folawed

by &n asterisk (1)
cannat be removed
from the display

Clear Fields,

Resquest Browser Tree Configuration

Choose Additional Co

Cotumn: [ -
Column: =]

to Display in Request Browser Tree

Choose Fields to Group by in Request Browser Tree

Available Columns Selected Columns
Application ~
Assigned To
Azgigned To Group
Company hame
Cortact

Created By
Creation Dete
Department

Last Updated b

|
= =
£l

Save this Preference Set as: Save

Pote: At least 1 field
needs to be selected

(Mendimum & fields can

be selecte)

Browse

Cancel

Specify search criteria for the Request Browser the same way you would use
the Search Requests page.
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) You can only specify one Request Type in the Request Browser.

The following Request Browser features help to organize your results:

e Choose Columns for Request List. When you click the numerical totals
in the Request Browser’s hierarchy groups, the Request Browser displays
those requests below the search results. Use this section to specify any
additional request fields to display as columns below the results.

e Choose Additional Column to Display in Request Browser Tree. Use
this section to determine any additional columns to display in the Request
Browser.

e Choose Fields to Group by in Request Browser Tree. Use this section to
specify the specific request fields that will determine the hierarchy into
which the search results are arranged. This list can be rearranged.

e Save this Preference Set as. You can save the search criteria and
preference sets you have entered, similar to saving searches in the Search
Requests page. These searches can be re-run later.

Running Reports

PPM Center comes with a number of ready-to-run reports. Many of these
reports can also be customized to meet your specific requirements.

For More Information

For information about specific reports, see the Reports Guide and Reference.
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Running New Reports

To run a new report:
1. Log on to PPM Center.
2. From the menu bar, select Reports > Create a Report.
The Submit New Report page opens.
3. Select a report.
There are two ways in which to select a report:

e In the Recently Submitted Reports section, select a report. The report’s
submission page opens.

e In the Report Category field, select a report category. The Submit New
Report page is refreshed with the available reports. Select a report. The
report’s submission page opens.

Submit New Report

Recently Submitted Reports

Project Cost Breakdown This Report shows the costs for the Project and the Activities with which the costs are associated. Labor and
Mon-Labor costs are included in the totals.

Brassline Compatizon Repart Compare currert scheduls to & Baseling o compars Baselines

Special Command Detsil Report “igw the configuration details of one or more special commands. Useful far debugging execution problems

Walidations Report “iew the configuration details of one or more validations

Data Source Detail Report Wiews the configuration details of one ar more Data Saurces. Details al fiter fields, displayed columns, query, and

used by for each Data Source

Select Report by Category

Report Category: | Project Management v

Biseline Comparizon Report Compare current schedule to a Baseling or compare Baselines

Project Cost Breakdown This Report shows the costs for the Project and the Activities with which the costs are associated. Labor and
Mon-Labor costs are included in the totals.

Project Cost Details “Wiew Cost Details for a Project

4. On the report’s submission page, fill in all the required filter fields, any
optional filter fields, and click Submit.

The Report Submitted page opens prior to the report.
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Opening Existing Reports
Once a report is run, PPM Center saves that report, allowing you or others to
view the report at a later date.
To open an existing report:
1. Log on to PPM Center.
2. From the menu bar, select Reports > View Reports.

The View Reports page opens. The View Reports page includes the fields
associated with searching for an existing report. To view your saved
reports, select Reports > My Reports.

3. On the View Reports page, fill in all the required filter fields and any
optional filter fields, and click Search.

The Report Search Results page opens. All existing reports meeting the
report search criteria are listed.

4. On the Report Search Results page, select the report.

The previously run report is opened.
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Changing Your Settings

Using the Administration menu, you can adjust several interface settings to fit
your own preferences. You can also change your password.

Changing Your Password

To change your password:
1. Log on to PPM Center.
2. From the menu bar, select Administration > Edit My Profile.

Change your password in the Change Password section.

Edit My Prafile

/

Change Password
Id Password:
lew Password:

epeat Hew Password:

VIS v

Warning Messages that you chose not to show sgain can be turned back on herg

[ Ering back all warning messages

Overview Page Section Preferences

Results in Maximized Overview Sections: =0

Project Work Plan Preferences

The number of tasks displayed per page in the project work plan ean be configured here.
@ 20 tasks per pags

100 tasks per page

@] 50| Tasks per page (max allowed = 5007

Cost Display
I prefer to see Costs displayed in the:
(@ Base Currency: United States Dollar (USD)

O Local Currency

Done
3. In the Change Password section, complete the fields.

4. Click Done.

The new password is accepted.
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Setting Warning Message Display

As you use PPM Center, you may encounter warning messages that you can
choose not to view again. You can reactivate these warning messages at any

time.

To reactive warning messages:

1. Log on to PPM Center.

2. From the menu bar, select Administration > Edit My Profile.

Change your warning message setting in the Dismissible Message Dialogs

section.

Edit My Profile

Change Password
Old Passwor d:
lew Password:

Repeat Hew Password:

Dismissible Message Dialogs

() Bring hack all warning messages

o I (et B e Vet

iarning Messages that you chose not to show again can be turned back on here

Results in Maximized Overview Sections:

Project Work Plan Preferences

The numbser of tasks displayed per pags in the project work plan can be configursd hers

(&) 20 tasks per page.

100 tasks per page

Q 50| Tasks per page (max allowed = 500]

Cost Display
I prefer to see Costs displayed in the:
@ Base Currency: United States Dallar (USD)

O Local Currency

Done

3. In the Dismissible Message Dialogs section, select the Bring back all

warning messages checkbox.

4. Click Done.

Warning messages will display again.

Using the Web Pages
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Setting Maximized Views for Portlets

A maximized view for a portlet displays more of the data gathered from the

system than in the normal view. The number of rows displayed in the

maximized view can be configured to be greater than in the normal view.

) You can display up to 200 rows in the maximized view.

To change your portlet’s maximized view setting:

1. Log on to PPM Center.

2. From the menu bar, select Administration > Edit My Profile.

Change your portlet maximized view setting in the Overview Page Section

Preferences section.

Edit My Profile

Change Password
Old Password:
Hew Password:

Repeat Hew Password:

Dismissible Message Dialogs

Wiarning Messages that you chose not to show sgain can be turned back on here

[ Bring back all warning messages

Overview Page Section Preferences

esults in Maximized Overview Sections:

The numbser of tasks displayed per page in the project waork plan can be configured here.

@20 tasks PEr page

100 tasks per page.

@] 50| Tasks per page (max allowed = 500)

Cost Display
I prefer to see Costs displayed in the:
@ Base Currency: United States Dollar (USD)

O Lacal Currency
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3. In the Results in Maximized Overview Sections field, enter the number of
entries you want to see in a maximized view.

4. Click Done.

The new portlet maximized view setting is accepted.

Setting Work Plan Page View Preferences

HP Project Management allows you to control the number of tasks in your
work plan that can be displayed at one time, allowing you to efficiently
manage your work plan regardless of whether you are working on a fast local
LAN or a distributed network. You can change these settings in the Edit My
Profile page. For more detailed information on these specific settings, see the
HP Project Management User’s Guide.

Setting Cost Displays

HP Financial Management allows the system to display cost data in different
currencies. You can change your personal cost display setting in the Edit My
Profile page. For more detailed information on these specific settings, see the
HP Financial Management User’s Guide.

Using the PPM Dashboard

Using the Web Pages

The PPM Dashboard collects data from the PPM Center and displays the data
in real time. System data is organized using PPM Dashboard pages and
portlets. Every PPM Dashboard has at least one PPM Dashboard page.
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Opening PPM Dashboard Pages

Every PPM Dashboard can have one or more PPM Dashboard pages. Every
PPM Dashboard page includes a label at the top of the PPM Dashboard page.
To move from one PPM Dashboard page to another, click Switch to page and
select the desired page (see Figure 2-7). You can click the arrow icons to either
side of Switch to page to move through PPM Dashboard pages sequentially.

Figure 2-7. Buttons for switching between PPM Dashboard pages

1 Front Page |I|| Switch to page... ¥ |[ b |

Page last refreshed: Feb 14, 2008 01:19:31 PM PST

Also, from the menu bar, you can select Dashboard and select the desired page.

Setting Portlet Views

Portlets can be set to one of the following views:

e Minimize view. Only the portlet’s title bar is visible. A portlet retains a
minimized view between PPM Center sessions. To minimize a portlet, in
the portlet’s normal view, click the Minimize icon to the left of the portlet
name in the title bar (see Figure 2-8).

Figure 2-8. Portlet minimize icon

equest List B ==
RequestNo¥ | Request Type Description Request Status
30481 DEM - Application Bug CSM app throwing exceptions on save New
30480 DEM - Application Bug Application missing module for new Ops division Hew
30452 DEM - Application Bug request 1 In Further Review

30256 DEM - Initiative This intiative addresses Phase 2 of the overhaul New
30254 DEM - Application Bug Cannot access Euro email groups New

Showing 1to 5 0f 16 Pre MNext Maximize
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Using the Web Pages

e Normal view. The default view of the portlet. For list portlets, the default
rows and columns are visible in the portlet. For chart portlets, the chart or
graph is visible. A portlet retains a normal view between PPM Center
sessions. To return a minimized portlet to the normal view, in the portlet’s
minimized view, click the Normal icon (see Figure 2-9).

Figure 2-9. Normal and minimized views of portlets

Request List
Request o7

30481 DEW
DEW
DEW

DEM

DEM -
- Application Bug

Request Type
- Application Bug
- Application Bug
- Application Bug

Initiative

Description
CSM app throwing exceptions on save
Application missing module for new Ops division
request 1

This intiative addresses Phase 2 of the overhaul

Cannot access Euro email groups

Request Status
New
New
In Further Review
New
New

Showing 1 to 5 of 16 Prre

Fl=r 1]

Hext Maximize

Analyze Resource Pools

Hi=m |
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e Maximize view. A maximized view of a portlet opens in a new page. A
maximized view of a portlet contains more rows and columns than a portlet
in a normal view. Maximized views of portlets are not retained between
PPM Center sessions. To see a portlet’s maximized view, in the portlet’s
normal view, click the Maximize icon (see Figure 2-10). To return a
maximized view portlet to the normal view, in the portlet’s maximized
view, click Back (see Figure 2-11).

Figure 2-10. Portlet maximize icons

My Packiges
Pkg | Workflow Priority | Description Assigned To Created By

#4

30007 DEV = TEST = PROD Normal Patch v3 migration test Carolyn Sayer Admin User

30008 DEV > TEST > PROD MNormal Carolyn Sayer Admin User

30018 DEV > TEST » PROD Normal Patch v4a migration test Carolyn Sayer Admin User

30029 DEV»TEST=PROD  Normal  Upgrade forrelease 7.06  Holy Haywood Adnin User

30032 DEV = TEST = PROD Normal Patch v3 migration test Carolyn Sayer Admin User

Showing 110 5 0f 6 H(m

Analyze Resource Pools

Preferences: Showing capacity from Resource Pools: Shared De..

FTE's

[T Y A -

0807 1007 1207 0208 0408 0808 0809

Month

B Execution Phase - Exposing Mainframe Account Data
TEst

W Test2

M Upgrade BB version

[ Web site milout to Fagilities

— Total Resource Capasity

— Hamed Resource Capacity

View Data Table
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Figure 2-11. Portlet maximized view

Maximized Vie =

My 2007 Proposals in Progress =g

Showing 1ta 15 of 15

Proposal | Proposal Hame Business Unit Status Return on Total Score Value Rating Risk Rating
lio 4 Inuestment
30006 Build new data Corporate High-Level 171000 El 45 15
center Business Case
30009 CIO's pet project Corporate ITSC Review 150000 40 B0 20
30012 Create Corporate High-Level 126000 36 45 10
performance Business Case
center of
excellence
30007 Expand ta China Corporate High-Level 154000 28 38 11
Business Case
30008 Expand to Europe  Corporste High-Level 183000 B4 72 8
Business Case
30004 Implement IT Corporste High-Level 176000 110 1o o
Governance Business Case
30005 Implement Corporate High-Level -11000 18 r 19
paperless office Business Case
30061 Maintrame Data Corporate Detailed Business  -405820 13 18 a
Awailabilty Case
30002 Maintain CRM Corporate High-Level B1000 ) 5 20
Business Case
30013 Maintain SOX Corporste High-Level 47000 -5 1) 5
compliance Blsiness Case
30010 Cverhaul YPN Corporate High-Level 40000 24 67 13
Business Case
30003 Streamline supply  Corporate High-Level 144000 a7 57 20
chain Business Case
30001 Upgrade DB Corporate High-Level -477538 8996 36 52 16
wersian Business Case
30017 Web site rofloutto Corporste ITSC Review -B8640 18 17 1
Facilities
30011 Wireless access Corporste High-Lewve! 120000 2 35 13
for customers Business Case
[ & Export to Excel Showing 1o 15 of 15

Arranging Data in List Portlets

For list portlets, you can personalize the data gathered and the way the data is
presented, using the portlet’s edit page. However, you can temporarily change
the way the data is presented using the portlet’s Sort icon (see Figure 2-12).

e To move the Sort icon from column to column, click on a column’s
heading. The Sort icon will move to that column. The data displayed in the
portlet will then be sorted by that column.

Using the Web Pages 47



48

Once you have selected the sort column, you can then select the order of the
sort. When the Sort icon points up, the data is sorted in alphanumeric order
from lowest (0 or A) at the top to highest (9 or Z) on the bottom. When the Sort
icon points down, the data is sorted in alphanumeric order from highest (9 or
Z) at the top to lowest (0 or A) on the bottom.

e To change the order of the sort, click a column heading containing the Sort
icon. The Sort icon toggles from pointing up to pointing down, or from

pointing down to pointing up.

Using the portlet’'s Sort icon to change the presentation of the data is valid only during

the current PPM Center session.

Figure 2-12. Sort icon

Wy 2007 Proposals in Progress

Proposal ff Proposal llame & Business Unit
lio

30006 Build nevy data center Corporate

30009 CI's pet project Corporate

30012 Creste performance Corporate
center of excellence

30007 Expand to China Corporate

30008 Expand to Europe Corporate

Status

High-Level Business Caze
ITSC Review

High-Level Business Case

High-Level Business Case
High-Level Business Case

Return on Investment

171000
150000
128000

154000
AB3000

Showing 1to 5 of 15

Fl=C]E]

Total Score

3
40
36

28
B4

Next | Maximize
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Drilling Down from Portlets

Using the Web Pages

Drill-down pages contain additional, detailed or background information
concerning a linked entry. Some drill-down pages contain portlets, which have
their own linked entries and their own drill-down pages.

e To drill down from a list portlet, click on a linked entry.

Figure 2-13. Drilling down from a list portlet

My 2007 Propesals in Progress =5 |
Proposal | Proposal Hame & Business Unit Status Return on Investment Total Score
Ho
30006 Build nevy data center Corporate High-Level Business Caze 171000 H
30009 CIO's pet project e —— s ——— ITSC Review 150000 40
30012 Create performance Corporate High-Level Business Case 128000 36
center of excellence
30007 Expandto China Corporate High-Level Business Case 154000 28
30008 Expand to Europe Corporate High-Level Business Case 163000 B4
Showing 110 5 of 15 Next Maximize

& Printable ‘ersion [ Resut 2 0115 ]

PFM - Proposal - #30009

Description:  CIO's pet project
Request Status: [TSC Review (Visw Full Status Beiow)

Ho Available Actions

Make a Copy|
Expand All| Collapse Al Save

=l Header

= Summary

Proposal Ho.: 30009 Created By: Biarbara Getty

Driving Process: PFM - Proposal

Business Unit: Corporate hd Status: ITSC Review
Description: CI0's pet project

Request Type: PFM - Proposal

Project Type: E Region: El
Proposal =

Dependencies:

Details

*

Notes Mo Mates Exist

1

3

Status

*

References

Make a Copy]

Save
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e To drill down from a chart portlet, click on a segment of the graph or

legend.

Figure 2-14. Drilling down from a chart portlet

Project Health Pie Chart

Ga%

| . (8% Green

] 32% vellow

Total: &6 Projects

Drill Down From Project Health Pie Chart |[[Back

Project List

Hame

O whirtwind

O 1T Developer
Tools
Improvemerts

[0 ERP Service Pack
- Sept 2006

O ops Backotfice
sceeleration

O ERP Upgrade

O Finance
Specialized ek
Site Develapment

O apple Proj
[ & Export to Excel

Project Ho

30211
30123

30091

30126

30018

30090

30224

Waork Plan % Complete

13%
2%

45%

65%

20%.

| I
|

Status
In Planning

Design

Business
Readiness Sign-
Off

Recirements

In @A

Assign Project

Manager

Artive

Planned Start

Sep 1, 2006
Jul 1, 2008

Sug 1, 2008

Jul 1, 2006

Jan 1, 2006

Ot 1, 2008

Jun 1, 2008

Showing 110 Tof T

Planned Finish

Dec 31, 2006
Sep 30, 2005

Sep 30, 2008

Aug 31, 2006

Dec 31, 2006

WJan 31, 2007

Jul 31, 2007
Showing 1t0 Tof T

Prev Next
Project
Manager

Allen Zurmwatt
Jozeph Banks

Joseph Banks

Jossph
Banks; Caralyn
Sayer

Jozeph
Banks, Teju
Krishna

Teju Krishna

tmpm

Prev Next
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Maintaining a Favorite Page List

If you have created many personalized PPM Dashboard pages and access some
pages more than others, you can create a Favorites list. Like the Favorites list
of a Web browser, you can create a list of links to your most accessed PPM
Dashboard pages. Unlike the Favorites list of a Web browser, the list starts
across the top of the PPM Dashboard page and extends into a drop-down list.

Figure 2-15. Favorite page list

(% Front Page |4 || Switch ta pagen = || ¥ | (_]DemandManager [ Portfclia Manager ) *q@@ﬂ
Page lsst refreshed: 2/14/08 040853 FI ¥3 Add To Favorites

Shared Page

Package List

No results found

By clicking the Favorites icon, you can choose to add the current PPM

Dashboard page to your Favorites list or to manage your Favorites list (from
the Manage Favorites dialog).

Figure 2-16. Favorites icon and drop-down menu

) amans ansr 3o anager NEE
Page last refieshed: 2114/08 04:08:53 PM 4 Add Ta Favorites sfared Page
5% Manage Favorites
Package List N epers
[1 Team Manager
No resutts found
1 Time Management

Adding to Your Favorites

You can add a PPM Dashboard page or URL to your Favorites list.

e To add the PPM Dashboard page you are currently viewing, click the

Favorites icon and select Add to Favorites. The page is appended to your
Favorites list.

Using the Web Pages 57



52

e To add one or more PPM Dashboard pages to your Favorites list,
a. Click the Favorites icon and select Manage Favorites.

The Manage Favorites dialog opens.

Manage Favorites

Select a page to add to your favorites. Press "New’ to create a new favorite link with URL specified by you. Select a favorite from the list to change their order, edit it, or remove it. Click ‘Done’
when finished

i Demand Manager
EHZ] Private pages Portfolio Manager

+H_ ] Demand Manager Program Manager

+H_] Portfolio Manager Team Manager

+H] Program Manager Time Management

+H_ ] Team Manager

+H T Time Management

&

[EH ) shared pages -

E‘E_r“standard PPM Dashboard

e |
| |

b. On the left side of the dialog, select the page to add and click the Add
icon (™, in the middle of the dialog between the two panes). The
selected page appears in the list on the right side of the dialog.

Repeat this step until you have added all the pages you want add.

c. Click Done.
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e Toadd alink to a URL to your Favorites list,

a. Click the Favorites icon and select Manage Favorites. The Manage

Favorites dialog opens.

b. Click New.

The New Favorite dialog opens.

New Favorite

Insert title and valid URL (use "hitp:i” if possible) to create a new fawoirte link. Click "done” to save and close, or "cancel” to close this dialog without saving. Description is optional

*Favorite Title:

*Favorite URL: hitp:lf

Favorite Description:

c. Provide the details using the information from the following table.

Done Cancel

Field Name (*Required)

Description

*Favorite Title

Specify a name for the favorite. The
name is displayed in the Favorites list.

Type any alphanumeric string.

*Favorite URL

Specify the URL to which to link.

Favorite Description

Specify the favorite definition.

The definition is displayed as a tool tip
when the cursor rolls over the link (only
when the link appears at the top of the
PPM Dashboard page, not in the
drop-down list).

d. Click Done.

e. Repeat step b through step d for each URL you want to add.

f. Click Done.

Using the Web Pages
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Managing Your Favorites

You can manage your Favorites list by sorting the order of the list, editing the
title and description of an existing PPM Dashboard page, or editing the title,
URL, or description of an existing URL link.

Links listed at the top of your Favorites list are easier and quicker to access.
They either appear at the top of the PPM Dashboard page or at the top of the
drop-down list. You may want to move your most frequently accessed pages to
the top of your Favorites list.

To sort the order of your Favorites list, do the following:

1. Click the Favorites icon and select Manage Favorites. The Manage Favorite
dialog opens.

2. Select a favorite to move and click on the Move Arrow icons (located on the
right side of the dialog).

Repeat this step until you have sorted your favorites to your desired order.
3. Click Done.
To edit a favorite, do the following:

1. Click the Favorites icon and select Manage Favorites. The Manage Favorite
dialog opens.

2. Select a favorite to edit and click Edit.
The Edit Favorite dialog opens.

Edit Favorite

Change favorite's details. Edit URL not available in links for Dashboard Pages, only user generated links.

*Favorite Title: Time Management

Favorite Description:

Done Cancel

3. Edit the title or description of a PPM Dashboard page or the title, URL, or
description of a URL link.
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4. Click Done.

5. Repeat step 2 through step 4 for any favorite you want to edit.

6. Click Done.

Exporting Data to Excel Spreadsheets

Using the Web Pages

Data on a list portlet’s maximized page can be exported to an Excel

spreadsheet. You must have Microsoft® Excel installed on your system to

view the data.

To export data to an Excel spreadsheet, click the Export Data to Excel icon. A

browser page is opened and the data is displayed in a Microsoft Excel

spreadsheet. Once the data is imported into Microsoft Excel, all the standard
Excel functions are available, including saving the file.

Figure 2-17. Exporting data fo Excel
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If you are having problems with the data in the spreadsheet, you may need to

configure the Internet options of your Web browser. See the HP Project Management
User’s Guide for more information.

55



56

About Excel Exports

Data from a list portlet’s maximized page is exported as-is. Excel translates the
data into the various formats with a few exceptions. The following is a list of
those exceptions:

Red, yellow, and green indicators translate into a shaded cell with a white
R, Y, or G letter.

Task exception indicators translate into a red exclamation mark.

Milestone indicators translate into a black diamond character.

Status bars export with the percentage number plus a percent (%) character.
Currency values export with the currency sign, commas, and periods.

Links to URLSs export, but are altered to open in a new Web browser page
(instead of the current Web browser page).

Cycling Through PPM Dashboard Pages Automatically

You can set the PPM Dashboard to automatically display all the pages in the
Dashboard list one by one in a timed cycle. You can also set whether the pages
cycle within the standard web pages, or take up the entire screen.

To set the PPM Dashboard to rotate through all its pages cyclically:

1.
2.

Log on to PPM Center.

In the upper right-hand corner of the page, click the Page Rotation icon.
The Page Rotation dialog box opens.

Select the desired options for the following settings:

e Time interval

e Whether to display using the full screen

. Click start.

The PPM Dashboard will begin displaying its pages one by one according
to the specified timed cycle.
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Exporting PPM Dashboard Pages to PDF Files

>»

PPM Dashboard pages can be exported as PDF files for use in presentations.

To export a PPM Dashboard page to a PDF file:

1. Open the PPM Dashboard page to export.

2. In the upper right-hand corner of the page, click the Export Dashboard page
to PDF icon.

The PDF Settings window opens.

3. Select the desired options for the following settings:

Display of the PPM Dashboard page

Portlets to export

Comments (appear at the top of the page)

Paper size

Whether to open the PDF file in a browser window

Whether to leave the PDF Settings window open

4. Click Export.

The PPM Dashboard page is exported to a PDF file that can be viewed and
saved separately.

You can also export a maximized view of a portlet to a PDF file.

Viewing Module Comments

Using the Web Pages

If a PPM Dashboard page is shared (the module’s administrator has configured
access for all users), you can view comments from the administrator about the
module.

To view comments, from the shared page, click the View Module Comments
icon. A list of all comments written by the module’s administrator is displayed.
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Personalizing the PPM Dashboard

58

Personalizing the PPM Dashboard refers to making changes to your PPM
Dashboard and PPM Dashboard pages. To personalize the PPM Dashboard,
you can do the following:

Add PPM Dashboard pages

Move, rename, and delete PPM Dashboard pages
Set the refresh rate for PPM Dashboard pages
Add portlets to PPM Dashboard pages

Copy and move portlets on PPM Dashboard pages
Preview PPM Dashboard pages

Add groups of PPM Dashboard pages

You can personalize your PPM Dashboard using the Personalize Dashboard
page. Most actions on the Personalize Dashboard page are performed in the
area to the right of the menu bar, which can be collapsed or expanded.

Figure 2-18. Personalize PPM Dashboard page

4 Edit page
Preview
Al changes for the page are automatically saved
“Page Hame: Demand Manager
[ Automatically refresh this page every minutes
Add Portlets
Consolidated Demand [Eo=T= I =)

Demand by Department  [Ee—y |3 (X ﬁ‘e‘g‘:{"{iwausme“ == =X

SLA Exceptions By g [0l [Xl| mnitiatives Pending e =X
=H_,Shared pages Department Approval
+H_j Standard PPM Dashboard
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The area to the right of the menu bar displays the PPM Dashboard pages
currently being used, split into the following major categories:

e Private pages. These are PPM Dashboard pages you have created.

e Shared pages. These are PPM Dashboard pages that have been created by
your application administrator and made available for you to use.

Adding PPM Dashboard Pages

When adding PPM Dashboard pages, you can add:
e Blank PPM Dashboard pages
e Preconfigured PPM Dashboard pages
To add a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
The Personalize Dashboard page opens.
3. Add a PPM Dashboard page.
e To add a blank PPM Dashboard page:
i. Select Private pages in the area to the right of the menu bar.

Dashboard - Front Page » Personalize Dashboard

Welcome, Admin User
Apr 23, 2008 02:19:58 FM PDT
Last Login: 4/23/08 11:58 AM PD’

Sl Frivate page:
Expand All Collapse All _

= Dashboard
New Page
Front Page (Standard PPM Dast
Personalize Dashbeard
Demand Management EHZ;Shared pages
Project Management standard PEM Dashboard

Time Management
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ii. Click the Add New icon.

Dashboard - Front Page > Personalize Dashboard

EME Frivate pages
[ Mew Page

EHZ3 Shared pagas
Standard PPM Dashboard

iii. Select New Page.

@Md preconfigured pages

g El Shared pzges
Project Management Standard PPM Dashboard

= Time Management

A blank PPM Dashboard page is added to your PPM Dashboard.
e To add a preconfigured PPM Dashboard page:

i. Select Private pages in the area to the right of the menu bar.

R Pvete pog=d
[l Dashboard
Demand Management EHC 3 Sharad pages
Project Management Standard PPM Dashboard
Time Management
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ii. Click the Add New icon.

Dashboard - Front Page > Personalize Dashboard

Expand All - Collapse All

[l Dashboard
New Page
Front Page (Standard PPM Dast

D

LSBT [EH_ 3 Sharad pagas
Project Management Standard PPM Dashboard

[ Time Management

iii. Select Add Preconfigured Pages.

Dashboard - Front Page > Personalize Dashboard

|3 5] e e e o
E|{ [ Mew Page
Al Collapse All q e
= Dashboard c@; Add preconfigured pages )
New Page
Front Page (Standard PP Dast
T D
Demand Management EHC3 Shared pages
Project Management standard PPM Dashboard
Time Management

A list of available preconfigured PPM Dashboard pages is displayed.

[T Demand Manager{Contains the default set of pc

[T Portfolic Manager{Centains the default set of po
[T Program Manager{Contains a list of portlets use
[ Team Manager{Contains the default set of portl

[T Time Management{Contains portlets for a new T

iv. Select a preconfigured PPM Dashboard page or pages and click OK.
The page is added to your PPM Dashboard.

The changes to your PPM Dashboard are automatically saved.
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Copying, Moving, and Deleting PPM Dashboard Pages

To copy, move, or delete a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
The Personalize Dashboard page opens.

3. In the area to the right of the menu bar, select the PPM Dashboard page you
want to copy, move, or delete.

The Copy icon, available Move Arrow icons, and Delete icon are enabled in
the area to the right of the menu bar for the PPM Dashboard page.

4. Copy, move, or delete the PPM Dashboard page.

e To copy the PPM Dashboard page, click the Copy icon. The PPM
Dashboard page is copied.

e To move the PPM Dashboard page up or down in the list, click one of
the enabled Move Arrow icons. The PPM Dashboard page is moved.

e To delete the PPM Dashboard page, click the Delete icon. The PPM
Dashboard page is removed.

The changes to your PPM Dashboard are automatically saved.
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Renaming PPM Dashboard Pages

To rename a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

3. In the area to the right of the menu bar, select the PPM Dashboard page you
want to rename.

The selected PPM Dashboard page is displayed in the Edit page.

4. In the Edit page, in the Page Name field, enter the new name of the PPM
Dashboard page.

Edit page

Previaw

Gnge Hame: Project Portlets )

D Automatically refresh this page every minutes

Add Portets

My Tasks =] =]

Program Project List [Ee— == =®l|  summary Task List [Ee— |=2| [®

Preject Gantt o I L | = =

Preject Health Pie | = =
Chart

Project List =" = )

=l X

Resource Gantt

:

=l =

Analyze Assignment Load

i

The changes to your PPM Dashboard are automatically saved.
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Setting Refresh Rates for PPM Dashboard Pages

To set the refresh rate for a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

3. In the area to the right of the menu bar, select the PPM Dashboard page you
want to configure.

The selected PPM Dashboard page is displayed in the Edit page.

4. In the Automatically refresh this page every minutes field, select the
checkbox and enter the number of minutes.

The number entered in the field must be a whole number.

Edit page

P, - Project Portlets
< D Automatically refresh this page every minutes)

Add Portets

My Tasks

|
(]
3¢l

Program Project List £ = = Summary Task List | =

\

Project Gantt

=l =

i

j 4 i | N N
?:::zﬂ Health Pie e == Project List =] ¥

i

Resource Gantt

b
(]
¢/

|
(]
[¢!

Analyze Assignment Load

The changes to your PPM Dashboard are automatically saved.
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Adding Portlets to PPM Dashboard Pages

Using the Web Pages

Portlets can be added to PPM Dashboard pages in two ways:

e Using the Personalize Dashboard page or

e Using the Add Portlets icon from a specific PPM Dashboard page.

To add portlets:

1. Log on to PPM Center.

2. Select a method to add a portlet.

e To use the Personalize Dashboard page to add a portlet:

From the menu bar, select Dashboard > Personalize Dashboard.

In the area to the right of the menu bar, select the PPM Dashboard
page you want to configure.

The selected PPM Dashboard page is displayed in the Edit page.

On the Edit page, click Add Portlets.

Edit page
Previaw

‘Page Hame: Froject Portlets

D Automatically refresh this page every minutes
My Tasks Soe (=X
Program Project List £ = = Summary Task List e =]
Project Gantt Er=1=| =] =
g:);:‘ct Health Pie == =S| ojoct List = =X
Resource Gantt oy =X
Analyze Assignment Load Eae [= =
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The Add Portlets to Dashboard Page opens.
e To add portlets directly from a PPM Dashboard page:
i. From the menu bar, select Dashboard > <Dashboard_Page>.

i. Click the Add Portlets icon (located in the upper-right corner of the
PPM Dashboard page).

The Add Portlets to Dashboard Page opens.
3. Search for the portlets to add.

e To list all of the portlets, click Find Portlets. The Select Portlets to Add
section is added to the Add Portlets to Dashboard Page. The Select
Portlets to Add section lists all of the portlets.

e To list specific portlets:
i. In Category, select the portlet’s category from the drop-down list.
i. In Portlet Name, enter all or part of the portlet’s name.
ii. Click Find Portlets.

The Select Portlets to Add section is added to Add Portlets to Dashboard
Page. The Select Portlets to Add section lists all of the portlets matching
the search criteria.

4. In the Select Portlets to Add section, select one or more portlets and click
Add.

The selected portlets are added to the PPM Dashboard page. The changes
to your PPM Dashboard are automatically saved.
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Moving Portlets on PPM Dashboard Pages

You can either drag and drop or copy and paste portlets. To move portlets:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

3. In the area to the right of the menu bar, select the PPM Dashboard page you
want to configure.

The selected PPM Dashboard page is displayed in the Personalize
Dashboard page.

4. Select the portlet you want to move.
The portlet is highlighted.
5. Move the portlet.

e Drag and drop the portlet to move it around on the same PPM
Dashboard page. Hold the cursor down on the portlet and move the
portlet to its new location.

e Copy and paste the portlet to move it to another PPM Dashboard page.
Select the portlet in the area to the right of the menu bar and click the
Copy icon. Then, select the destination page in the area to the right of
the menu bar and click the Paste icon.

The changes to your PPM Dashboard are automatically saved.

Previewing PPM Dashboard Pages

You can preview a PPM Dashboard page during the personalization process,
allowing you to view the PPM Dashboard page and its portlets as they would
appear during normal usage with their filters operating as you configured them.
To preview a PPM Dashboard page, click Preview in the Edit page. A new
window opens, displaying the portlets in their current arrangement.
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Working with Groups

You can arrange PPM Dashboard pages into groups for easy categorization.
These groups can be expanded and collapsed in the menu bar.

To add a new group to the list of PPM Dashboard pages:

1.
2.

Log on to PPM Center.

From the menu bar, select Dashboard > Personalize Dashboard.
In the area to the right of the menu bar, select Private pages.
Click the Add New icon.

Select New Group.

A new group page is added to your list of PPM Dashboard pages, and the
Edit Group page opens.

In the Group Name field, enter a name for the new group.

The group name will update automatically in the list of PPM Dashboard
pages after you click away from the field.

. Add new pages to the group as described in Adding PPM Dashboard

Pages on page 59.

You can reorder PPM Dashboard pages within groups and you can copy a PPM
Dashboard page and paste it into another group. However, you cannot drag and drop
a PPM Dashboard page from one group to another.
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Personalizing Portlets

Personalizing portlets refers to making changes to your portlets. This includes
the following:

Deleting portlets
Changing the size of portlets

Setting the content and display of portlets

Deleting Portlets

Using the Web Pages

Portlets can be deleted from PPM Dashboard pages in two ways:

Using the Personalize Dashboard page

Using the Delete menu bar selection from a specific PPM Dashboard page

To delete portlets using the Personalize Dashboard page:

1.
2.
3.

Log on to PPM Center.
From the menu bar, select Dashboard > Personalize Dashboard.

In the area to the right of the menu bar, select the PPM Dashboard page you
want to configure and click the Edit icon.

The selected PPM Dashboard page is displayed in the Personalize
Dashboard page.

On the portlet you want to delete, click the Delete icon.

Summary Task List [ aof =

The portlet is deleted.

The changes to your PPM Dashboard are automatically saved.
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To delete a portlet directly from a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > <Dashboard_Page>.

3. On the portlet you want to delete, click the Pulldown icon and then the
Delete menu item.

Demand by Department mﬁ
2 Edit
No resufts found. B* Edit Portlet Title
( X Delete

The portlet is deleted.

The changes to your PPM Dashboard are automatically saved.

Changing the Size of Portlets

Portlets come in two sizes:
e Wide. One portlet per row.
e Narrow. Two portlets per row.
To change the width of portlets:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

3. In the area to the right of the menu bar, select the PPM Dashboard page you
want to configure and click the Edit icon.

The selected PPM Dashboard page is displayed in the Personalize
Dashboard page.
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4. Change the size of the portlet.

e On narrow portlets, click the Portlet Wide icon.

Summary Task List [ = =

e On wide portlets, click the Portlet Narrow icon.

My Tasks | == =

The changes to your PPM Dashboard are automatically saved.

Configuring Portlets

You can configure your portlets, both in terms of data content and in terms of
the display of the data. Use a portlet’s edit page to personalize a portlet to best
fit your business needs.

To configure a portlet:

1. Log on to PPM Center.
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2. On the portlet, click the Edit icon.
The portlet’s edit page displays.

Edit Preferences: Project Health Pie Chart (Project Health Pie Chart)

Preview Change Title

Done | Cancel |

Preferences

() Specific Projects:

@ Projects matching criteria:

Project Manager:

il

Status:

Include Finished Projects

Project Type:

Program:

Region:
'Project Health: O
|
[] Ho Health

Done Cancel

3. Personalize your portlet.

Each portlet is unique. All portlets have a portlet edit page but not all
portlets have all of the listed sections. For example, chart portlets do not
have a Choose Display Columns section. The following lists the different
ways you can personalize your portlet:

e Title. You can change the name of the portlet. Click Change Title to
open the Change Title page. You can also select the Edit Portlet Title
menu item directly from a PPM Dashboard page.

e Preferences. You can configure the filters that are used to capture and
display the data you want. Select the filters that best fit your business
need.

e Choose display columns. You can configure how to display the data in
the portlet. The Available Columns field lists all of the columns
available to be displayed but not chosen. The Displayed Columns field
lists all columns the will be displayed in the portlet’s normal view. The
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Additional Columns Displayed in Maximize View field lists the
additional columns that will be displayed in the portlet’s maximized
view. To move entries between fields, select an entry and click one of
the enabled Move Arrow icons.

e Display options. You can configure how to display the data. Select the
options that best suit your business need.

e Arrange data. You can configure how to display the data. Select the
options that best suit your business need.

4. In the portlet edit page, click Done.

The changes to the portlet are saved.

Using the Query Builder for Portlets

Using the Web Pages

Request-related portlets include the Query Builder, which allows you to build a
detailed search query within a request type using Boolean operators.

For example, you could search for all Enhancement requests whose
Description contains the words “Release Notes” and whose Priority is Critical.

For more details on using the Query Builder, see Using the Query Builder
on page 27.
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3 Using the PPM Workbench

Opening and Closing the PPM Workbench

The PPM Workbench is accessed from PPM Center using the menu bar or
from your desktop (after creating shortcuts).

) If you have a pop-up blocker or download blocker active on your Web browser, you
may have difficulties opening the PPM Workbench.

Opening PPM Workbench from PPM Center

To open the PPM Workbench from PPM Center:
1. Log on to PPM Center.
2. From the menu bar, select Administration > Open Workbench.

A PPM Workbench window opens. (If a Warning Security window opens,
select Yes.)
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The PPM Workbench opens.

(D HP Project and Portfolio Management Workbench: Admin User (admin) on kintana (rmi://ammvitgl002:48001/KintanaSemver) : Demand Mg... [EIE&)
File Edit Tools Mavigate WWindow RequestType Product information

RTINS () Request Type Workbench

Deplovrment Mg mt|

Tirme Mgmt
Dashhboard

Query: |Nune

Prompt: Status:

=)

Ervironments

<

Confiquration

]

8vs Admin

New: Retuest Type Save Guery Clear List

Fready

H Request Type Warkbench

Opening PPM Workbench from the Desktop (Initial Installation)

To open the PPM Workbench from your desktop (for the first time):
1. Create desktop and Start menu shortcuts:
a. Log on to PPM Center.

b. From the menu bar, select Administration > Open Workbench on
Desktop.

c. Click Yes when prompted to create shortcuts to the PPM Workbench. If
you have already created the shortcuts, continue to step 2.

) You can remove PPM Workbench from your desktop using the system’s
standard Add/Remove Programs utility.
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2. Enter your username and password in the appropriate fields.
3. Click Logon.
The PPM Workbench opens.

Opening PPM Workbench from the Desktop

To open the PPM Workbench from your desktop:

1. Double-click the HP Project and Portfolio Management desktop icon or
select Start > All Programs > HP > HP Project and Portfolio Management.

The PPM Workbench opens.

Closing PPM Workbench

To close the PPM Workbench:
1. From the PPM Workbench menu, select File > Exit.

The PPM Workbench closes.

Searching for Entities

The PPM Workbench opens the default configuration entity Workbench
window. A configuration entity Workbench window gives you an interface to
search for a specific entity, such as the Enhancement request type. To search
for an entity, enter criteria in any combination of the fields in the Query tab and
click List. All entities matching the search criteria will be listed in the Results
tab. You can choose to ignore the filter fields and simply click List, which
returns all of the entities in the PPM Workbench window.
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Saved Queries

Queries that are run frequently can be saved and re-run using the saved query
functionality. When saving a query, the saved query is only available to the
configuration entity Workbench window where you created the saved query.
For example, a saved query in the Request Type Workbench window is not
available in the User Data Workbench window.

Creating Saved Queries
To create a saved query:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.
The configuration entity Workbench window opens with the Query tab.
3. In the Query tab, enter the search criteria and click Save Query.
The Save Query window opens.

4. In the Save Query window, in Query Name, enter a unique query name for
the query and click Save.

The query is saved.

Using Saved Queries
To use a saved query:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.
The configuration entity Workbench window opens with the Query tab.

3. In the Query tab, from the Query field, select a saved query name and click
List.

The query is run with the parameters of the saved search query.
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Deleting Saved Queries
To delete a saved query:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.
The configuration entity Workbench window opens with the Query tab.
3. In the Query tab, from the Query field, select a saved query name.

The selected saved query is highlighted.

4. From the PPM Workbench menu, select File > Delete <Query> where
<Query> is the name of the query to delete.

GILIERY: |Demand Types

ReestTops: | | cresany &

Save Demand Types e E— | Status =

Exit

Enblect

Request Types
=
=

Request Heade:

H Request Type Warkbench

A Question Dialog opens.
5. In the Question Dialog, click Yes.

The saved query is deleted.
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Case Sensitivity and Using Wildcards

Filter fields are case insensitive. For example, entering the word test in a filter
field would return test, TEST, and Test. Filter fields also return partial matches.
For example, entering the word test in a filter field could return Test Project
and Testing Project.

Filter fields also accept the wildcard character %, which matches against any
character. For example, entering %ample in a filter field could return Example
and Sample. However, simply entering ample in a filter field would not return
Example and Sample.

Advanced Queries

The Package Workbench window Query tab includes the Advanced tab, where
you can enter complex search criteria for packages (see Figure 3-1).

Figure 3-1. Package Workbench window
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To enter advanced query criteria:
1. Open the PPM Workbench.
2. Select the Package Workbench window.

The Package Workbench window opens with the Query tab. The Package
tab of the Query tab is displayed.
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3. In the Package tab, complete the search criteria and click the Advanced tab.

The Advanced tab opens.

{p Package Workhench

Package Advanced
Find Packages that metch these criteria:

Gluery:
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Mewr Package
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4. In the Advanced tab, click New.

The Advanced Query window opens.

rDeﬁne more criteria:

Figlel

Condition

Walue

I

flike

Field Type: |

“Walidation Mame: |

Token: |

Enabled:

Lo |

[ canel |
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5. In the Advanced Query window, complete the filter fields and click Add.

See Table 3-1 for the list of conditions. The advanced query logic is added

to the query.
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Table 3-1. Boolean operators

Condition Description
. Looks for close matches of the value to the contents of the
Like )
selected field.
. Looks for contents in the selected field which are not close
Not like .
matches to the value field.
Looks for an exact match of the value to the contents of the
Equal to )
selected field.
Not equal to Returns all results which are not an exact match of the value to
a the contents of the selected field.
Is null Returns all instances in which the selected field is blank.
Is not null Returns all instances in which the selected field is not blank.

Greater than

Looks for a numerical value in excess of the value entered in the
Value field.

Less than

Looks for a numerical value below the value entered in the Value
field.

Greater than

Looks for a numerical value in excess or the same as the value

equal to entered in the Value field.
Less than Looks for a numerical value below or the same as the value
equal to entered in the Value field.

(h Package Workbench

Package Advanced I
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Operstion  Field Condition “alle Enabiled
[
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Fesulisl Query

Mewe Package Maxz Rowws | 200

Save Cuery ” Clear ” List ]
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6. In the Advanced tab, click List.

The search begins. When performing the search, PPM Center uses the
search criteria specified on the Package tab. All matches are then filtered
using the search criteria specified on the Advanced tab. Only packages
matching all of the filter fields are displayed in the Results tab. If no
matches are returned, you could be less restrictive by disabling or
removing some of the search criteria.

Selecting Configuration Entities

The Results tab displays all of the configuration entities matching the search
criteria. The results can be sorted on any of the fields by clicking the column
header. In the Results tab, select any of the returned configuration entities (or a
range of configuration entities) for viewing, copying, or modifying (see
Figure 3-2).

Figure 3-2. Results tab

R, ~ -

2 |Package Mo Description Workflowe Package Group Package Status
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lS Package Records are loaded

To select a contiguous group of configuration entities:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.
3. In the Query tab, enter the search criteria and click List.

The results are displayed in the Results tab.
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4. In the Results tab, select one entity.
The entity is highlighted.

5. Hold down the shift key and select another entity.
All of the entities between the two select entities are highlighted.

6. Click Open or Delete.
All of the highlighted entities are opened or deleted.

To select several separated entities:

1. Open the PPM Workbench.

2. Select the configuration entity Workbench window.

3. In the Query tab, enter the search criteria and click List.
The results are displayed in the Resuilts tab.

4. In the Results tab, select one entity.
The entity is highlighted.

5. Hold down the ctrl key and select another entity.
Both of the selected entities are highlighted.

6. Click Open or Delete.

Both of the highlighted entities are opened or deleted.

The Results tab also provides buttons for executing other common tasks. From
the Results tab, users can create New entities, Open, Copy, or Delete existing

entities, or re-run the query by clicking Refresh.
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Opening, Deleting, and Copying Entities

To open, delete, or copy an entity:

1.
2.
3.

Open the PPM Workbench.
Select the configuration entity Workbench window.
In the Query tab, enter the search criteria and click List.

The results are displayed in the Results tab.

. In the Results tab, select an entity.

The entity is highlighted.
Open, delete, or copy the entity.
e To open the entity, in the Results tab, click Open.

e To delete the entity, in the Results tab, click Delete. A question dialog
opens, asking if you want to delete the entity.

e To copy the entity, in the Results tab, click Copy. A copy dialog
window opens, asking for a name for the new (copied) entity.

Creating New Entities

To create a new entity:

1.
2.
3.

Using the PPM Workbench

Open the PPM Workbench.
Select the configuration entity Workbench window.

In the Query tab, click New <Entity_Type>, where <Entity_Type> is the type
of entity, such as New Package.

The entity’s detail window opens.
In the detail window, complete the fields as required and click OK.

The entity is created.
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Navigating PPM Workbench Windows

86

In the PPM Workbench, the shortcut bar is typically used to navigate to a
configuration entity Workbench window. You can also navigate the PPM
Workbench using the Navigate menu on the PPM Workbench menu.

Every PPM Workbench window has a Query tab, which is used to search PPM
Center for entities associated with the PPM Workbench window. The results of
a Query tab search are listed in the PPM Workbench window’s Results tab.
Toggle between the Query tab and Results tab using the tabs in the upper-left
corner of the PPM Workbench window (see Figure 3-3).

When multiple detail windows are open, an individual detail window can be
accessed using the buttons at the bottom of the PPM Workbench, as shown in
Figure 3-3. If you minimize a detail window, or even a PPM Workbench
window, you can view the window by clicking the appropriate button at the
bottom of the PPM Workbench.

Figure 3-3. Navigating among multiple open detail windows
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4 What's Next

After This Document

Now that you’ve read this document, you should be better able to get around
the PPM Center Web pages and the PPM Workbench.

But now what?

You can access the PPM Center Documentation Library by selecting Product
Information > Library from the menu bar in the PPM Center Web pages. The
Documentation Library included when PPM Center is first installed contains
documentation lists in PDF form arranged by the following categories:

e General Interest

e System Administration Guides

e User Guides

e Configuration Guides

e Supplemental Information

e General Guides and Reference Manuals

A Master Index of all topics in the PPM Center documentation is available.
Click on PDF for the Suggested General Interest Guides in the Documentation
Library page for more information.

) The Documentation Library can be customized by your system administrator to
display only the documents relevant for your organization.
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