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Chapter 1: Introduction

About This Document

Welcome to Mercury IT Governance Center ™!

This document provides the basic details you need to navigate Mercury I T
Governance Center. The document also describes how to make changes to the
standard interface, perform common tasks, and personalize the standard
interface to make it work best for you. The document also introduces you to the
Mercury IT Governance Workbench. For the most part, only advanced users,
configurators, and application administrators use the Workbench. Some
common tasks, such as those involving projects and packages, require using
the Workbench.

Most IT Governance Center userswork in the standard interface. The standard
interface opensin aWeb browser and offers you a customized view into
Mercury IT Governance Center. From the standard interface, you can run
reports, create requests, and search for packages, among other things. Most
importantly, you view and use the Mercury IT Governance Dashboard™. The
Dashboard is area-time view into your Mercury IT Governance Center
system. Using portlets, you can view almost anything, from the status of
requests assigned to you, to comparisons between current projects and staffing
profiles. Figure 1-1 shows an example of the standard interface.
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Figure 1-1. Mercury IT Governance Center standard interface

In addition to the standard interface, some users need to use the Mercury I T
Governance Workbench to accomplish certain tasks. Unlike the standard
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Chapter 1: Introduction

interface, which opensin aWeb browser, the Workbench opens in its own
window. Designed for more advanced users, the Workbench is where much of
the Mercury IT Governance Center is configured. Configurators can use the
Workbench to define workflows, create request types, set up automatic
notifications, and a host of other tasks and procedures. Figure 1-2 shows an
example of the Workbench.

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt|

Project Momt
pov——— £ | Package | agvanced | =l
ange Mor H]
a Package Mo.: | Package Groug, | Guery: [None -
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£ Wrkflaw: | Package Status: |ALL -
Configuration H | T | T
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Dashboard || —&—
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Object bane: |

Sys Admin

Dates

Praperty

" Dete Created 15 I r I
" Date Mocitied

" Date Submitted o ! j

I~ Eligible Action Only

I™ Submittsd Onty

|| PKG Workhench
Figure 1-2. Mercury IT Governance Workbench

The following chapters describe the standard interface and the Workbench in
greater detail. Each chapter titleisfollowed by abrief summary of the
information covered.

e Chapter 1, Introduction, on page 11

This chapter, which contains information about this document and related
documents, as well as an overview of the standard interface and the
Workbench.

e Chapter 2, Using the Sandard Interface, on page 31

Describes how to run reports, create requests, search for packages, and
accomplish other tasks. Also explains how to personalize the Dashboard
and portlets. Whether you are an administrative assistant, engineer,
manager, accountant, or programmer, you can personalize the Dashboard
to suit your needs.

About This Document 13



Chapter 1: Introduction

e Chapter 3, Using the Workbench, on page 71

Unlike the standard interface, which opensin aWeb browser, the
Workbench opensin its own window. Some users access Workbench
windows by performing specific tasksin the standard interface. These tasks
include such things as creating packages or projects. More advanced users
access the Workbench through the Administration menu in the standard
interface. This chapter isfor both types of users.

Who Should Read This Document

Anyone new to Mercury IT Governance Center should read this document.
The document provides information for end users, configurators, and system
administrators.

Installation and system administration issues are covered in the System
Note Administration Guide and Reference.

Related Documents

Here are some related documents you should know about:

e For information about Mercury IT Governance Center documents and how
to access them, see the Guide to Documentation.

e For information about terms and concepts, see the Key Concepts document.

e For information about reports, see the Reports Guide and Reference.

14 Getting Started



Chapter 1: Introduction

Overview of the Standard Interface

The Mercury IT Governance Center standard interface opensin aWeb browser
and offersyou a customized view into Mercury I T Governance Center. From
the standard interface, you can run reports, create requests, search for
packages, and accomplish many other tasks. Figure 1-3 shows the standard
interface.
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Figure 1-3. Mercury IT Governance Center standard interface

The Mercury IT Governance Center has the following components (see
Figure 1-3):

e Dashboard. The Dashboard is at the heart of the standard interface. Using
the Dashboard, you can obtain accurate, up-to-the-minute status on your
projects and deliverables. With the Mercury IT Governance Dashboard,
project teams always know exactly where they stand. Managers gain
real-time insight into progress and problemsin projects under their
purview. Executives can view all initiativesfrom an I T value perspective at
ahigh level, ensuring alignment with the company’ s overall strategic
direction.

Overview of the Standard Interface 15



Chapter 1: Introduction

e Navigation path. Above the Dashboard is the navigation path. The
navigation path lists the pages opened during the current 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 Create > Package and Create > Project, Open
windows in the Workbench.

Dashhoard Pages

Dashboard pages are away of organizing application data. One Dashboard
page can be devoted to project information while another can be reserved for a
Mercury IT Governance Center product, such as Mercury Demand
Management™ or Mercury Portfolio Management™. How you organize your
dataisentirely up to you.

At the top of each Dashboard pageisatab. The tab is used to identify and
access a Dashboard page. Figure 1-4 shows a Dashboard with several
Dashboard pages.

Dashboard page tabs
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Figure 1-4. Typical Dashboard page
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Dashboard pages can come from several different sources. Most of the time,
you can pick and choose the Dashboard page and its content, but not always.
The following isalist of the different Dashboard pages.

e Default Dashboard page. The default Dashboard page is configured by
your application administrator and distributed to every Dashboard. It isthe
first Dashboard page you see when you log on to Mercury IT Governance
Center. There isonly one default Dashboard page.

e Published Dashboard pages. Published Dashboard pages are configured
by your application administrator and published to one or many users. You
cannot edit a published Dashboard page. Only the application administrator
can remove or replace a published Dashboard page. Published Dashboard
pages include the word Publication on the page. When a published
Dashboard page is added or updated to your Dashboard, the Page Update
icon appears on the tab.

e Distributed Dashboard pages. Distributed Dashboard pages are
configured by your application administrator and distributed to one or
many users. Y ou can edit adistributed Dashboard page, or even removethe
page. Once the application administrator gives you adistributed Dashboard
page, it’syours. Your application administrator can’t edit or remove the
page. When a distributed Dashboard page is added to your Dashboard, the
Page Update icon appears on the tab.

e Pre-configured Dashboard pages. Pre-configured Dashboard pages are
Dashboard pages you choose to add to your Dashboard. Pre-configured
Dashboard pages are either provided by Mercury or configured by your
application administrator. Once you add a pre-configured Dashboard page
to your Dashboard, you can edit the page to met your specific
requirements.

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

Overview of the Standard Interface 17



Chapter 1: Introduction

Portlets

Portlets reside on Dashboard pages and display real-time data you want to see.
Portlets are very configurable, allowing you to filter through al the datain 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 1-5 shows the Request List portlet.

e Chart portlets. Chart portlets present datain agraphical form, such as bar
charts, pie charts, and bubble charts. Figure 1-5 showsthe Open Request By
Priority chart portlet.
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Figure 1-5. Typical portlets

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 filtersfor displaying datayou want to see. If
your portlet isalist portlet, you also have a Choose Display Columns Section.
The Choose Display Columns section lets you decide which columns will appear
in the portlet.
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Chapter 1: Introduction

Accessing Mercury IT Governance Center

Businesses often need to control access to certain information and business
processes. This can be done to protect sensitive information, such as employee
salaries, or to simplify business processes by hiding data that isirrelevant to
the user. Mercury IT Governance Center includes a set of features to help
control data and process security on the following levels:

Limiting who can access certain windows or pages
Limiting who can view or edit certain fields
Limiting the data displayed in sensitive fields or screens

Limiting which users can view, create, edit or process Mercury IT
Governance Center entities, such as requests, packages, projects,
portfolios, and programs

Limiting which users can view, create or edit Mercury IT Governance
Center configuration entities, such as workflows, request types, object
types, and security groups

Limiting which users can alter the security settings

The following features control the data and process security in Mercury IT
Governance Center. These features can be combined in a number of ways to
provide a secure system:

Licenses. Each user is assigned a license that provides the user with the
potential to accessto aset of Mercury IT Governance Center
product-related screens and functions. Licenses dictate available behavior
but need to be used in conjunction with access grants to enable specific
fields and functions.

Access grants. Linked to users through security groups, access grants
define which windows and functions users can view, edit, or perform
actionsin. Access grants also provide varying levels of control over certain
entities and fields.

Entity-level restrictions. Settings on the entity that specify who can
create, edit, process, and delete Mercury IT Governance Center entities,
such as requests, packages, and projects. Y ou can also control which
request types and object types can be used with certain workflows. These
restrictions are often configured in the configuration entities, such as
workflows, request types, and object types.

Overview of the Standard Interface 19



Chapter 1: Introduction

o Field-leve restrictions. For each custom field that you define in Mercury
IT Governance Center, you can configure when it is visible or editable. For
some fields, you can additionally specify which users can view or edit the
field.

e Configuration-level restrictions. Y ou can specify, using ownership
groups settings, which users can modify configuration entitiesin the
system. For example, you can control who is allowed to edit an existing
workflow. This allows you to guarantee that only appropriate users are
altering your processes controlled by Mercury IT Governance Center.

Using Mercury IT Governance Center

The following scenarios provide examples of how different individualsin an
organization might use Mercury IT Governance Center. Each scenario consists
of apersonin aparticular job role going about his or her daily duties and using
the Mercury IT Governance Center to accomplish tasks.

Executive Scenario: Managing Your Portfolio of Projects

Lindaisthe CIO of anIT organization. Asthe ClO, sheisresponsiblefor al of
the hardware and software used by the company. She attends executive,
program, and project meetings. The following scenario describes how she
might use Mercury IT Governance Center:

Preparing for a Meeting to Discuss Project Status

Lindais preparing for an executive meeting to discuss the current status of all
the projects. She wants to see the current status of all projects. Sheis not
currently logged on to Mercury IT Governance Center.

e LindalogsontoMercury IT Governance Center. (See the section Logging
On and Off Mercury IT Governance Center.)

e Her front page has been personalized to include the Program Project portlet
for every program. The Program Project List portlet displays all the projects
within a program, their summary condition, and the project manager. Her
front page also includes the Project List portlet. The Project List portlet has
been personalized to display all projects not associated with a program.
(See the section Personalizing Portlets.)

20
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Figure 1-6. Executive scenario

e From the Program Project List portlet, Linda selects the project and opensthe
Project Overview page. On the Project Overview page, she sees one task is
late. There is no reason why the task is late. (See the Mercury Project
Management User’s Guide.)

e From the Project Overview page, Linda selects the program. The Manage
Program page for the program opens. On the Manage Program page, three
issues are shown in the Details section. One of the issuesiscritical. Linda
opens the critical issue. From the issue’ s detail page, she discovers two
important developers have been reassigned to a corporate mission-critical
project. (See the Mercury Program Management User’s Guide.)

e Linda checksthe resource pool to seeif replacement devel opers can be
assigned to the late task. (See the Mercury Resource Management User’s
Guide)

Management Scenario: Scheduling Tasks and Resources

Hans is the manager of an application support group within an I T organization.
Asmanager, heisresponsiblefor several mission-critical software applications
being used by the company. Asan I T manager, he attends project meetings and
isavoting member of the IT Release Team. The following scenario describes
how he might use Mercury IT Governance Center:

Verifying a Package

Hans receives an automatically generated email stating that a package is ready
for release. The email includes a link to the package. He clicks on the link to
open the package. As heisnot currently logged on to Mercury IT Governance
Center, he must log on before he can see the package. (See the section Logging
On and Off Mercury IT Governance Center.)

e The package opensin the Package window of the Workbench. Attached as
references are the test plans and test results. He opens and reads the test
plans and test results and determines the package isready for release. In the
Package window, he approvesthe release of the package. (See the Mercury
Change Management User’s Guide.)
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e He closesthe Workbench but |eaves the standard interface open. (Seethe
section Opening and Closing the Wor kbench.)

Assigning a Resource

In the standard interface, Hans checks his Request List portlet to seeif there are
any new requests assigned to him. His Request List portlet has been
personalized to show only new requests assigned to him. Three new requests
arelisted in the portlet. (See the section Personalizing Portlets.)

My Request List =d

Reg Request Type Status Priority Creation Date ‘Workflow licati Most Recent

Hote

30423 DEM - Application
Enhancement

Mew High Dec 2, 2004 DEM - Enhencement  Other
Reduest Process

a weely basis -
rtly morthy

rrrrr
basis
30422 DEM- Application  Payroll Accounting  New Hormal Dec 2, 2004 DEM - Bug Request  Other
Bug Phy, currenc y Wrkflow
conversion

30421 DEM - Application ERP w23, Print e Mormal Dec 2, 2004 DEM - Bug Request  ERP Application
Bug miciuile ot enabled Wiorkfiow
- should b

Showing 1103 0f 3 Mendmize

Figure 1-7. Management scenario

e FEachrequest listed in the Request List portlet islinked to its request detall
page. Hans clicks the link to open the request’ s detail page, where he
evaluates each request. Two of the requests are valid. The third request is
not valid and he rejects the request. (See the Mercury Demand
Management User’s Guide.)

e For each of the valid requests, he uses the resource finder to determine
which resourcein hisresource pool isavailable and hasthe right skills. The
most qualified resources are assigned to each request. (See the Mercury
Resource Management User’s Guide.)

Watching a Project

In the standard interface, Hans checks on the projects. He opens the Project
Overview page for each project to view the current status of several ongoing
tasks. (See the Mercury Project Management User’s Guide.)

Adding a Portlet

On one project, several tasks are running later than anticipated. He decidesto
keep acloser watch on these tasks. To keep a closer watch, he adds the Project
Gantt portlet to one of his Dashboard pages. He then personalizes the portlet to
show the project and all in-progress tasks. (See the sections Adding Portlets to
Dashboard Pages and Personalizing Portlets.)
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User Scenario: Completing Tasks and Requests

Jane is an application coder in the application support group managed by Hans.
Sheisresponsible for implementing changes to a mission-critical software
application being used by the company. She attends some project meetings.
The following scenario describes how she might use Mercury IT Governance
Center:

Keeping Requests Current

Jane needs to know if any new jobs have come her way. Jane logs on to
Mercury IT Governance Center. In the standard interface, Jane checks her My
Requests portlet to seeif there are any new requests assigned to her. There are
atotal of six requests listed in My Requests portlet. Five of the requests are
Pending Or In Progress. One of the requestsis Open.

e Eachrequest listed in the My Requests portlet islinked to its request detail
page. For the Open request, Jane clicks the link to open the request’ s detail
page, where she evaluates the request. She adds an estimated start date to
the request. She also adds a note to the request, asking a specific question
concerning the request. (See the Mercury Demand Management User’s
Guide)
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MERCURY SIGH OUT

IT Governance Center

& print Business Case
DEM - Application Enhancement - #30424

Description:  Invertory control shw needs report showing current shortfalls Most Recent Hote:  [Jane Smith) Meed additional information regarding fields for report.
( Wiew Notes Below)

Request Status: Functional Specs Complete (Yigw Full Status Bielow)
=l Available Actions

Sign-off High Level Design

Approved Not Approved

Make a Copy Delete
d Al call Al Save

=l Header

= Summary

Request 30424 Requested .. Smith
Ho.: By
Request DEM - Application Enhancement |Ehange Created December 2, 2004
Type: on:
Request
5 st Functional Specs Complete
Workflow:  DEM - Enhancement Request Process

Lot — ]
et [ |H
Depariment

Description: |\nvervtury control s needs report showing current shortfalls.
=l Details
# Notes Last Updated December 2, 2004
# Status
# References

Make a Copy Delete

< |

&

Figure 1-8. User scenario

e Jane sends an email to the originator of the request, asking that person to
review the request’ s detail page and add specific information to the Notes
section.
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Keeping Tasks Current

Jane completes atask that is part of a project. Janelogson to Mercury IT
Governance Center. On a Dashboard page isthe My Tasks portlets. For the task
completed, she sets the Task State to Completed.

My Tasks [Esit
Preferences: Master Project - KLY Upgrace v2.3;

Review Test Plan XLY Uparade v2.3 » Review Test Plan

Task State: In Progress Sched Start: 1211104 Sched Finish: 1272104

“% Complete: 40

Showing 1101 0f 1 Maximize

Figure 1-9. User scenario

After This Document

Once you' ve read this document, you’ll be able to get around the Mercury IT
Governance Center standard interface and the Workbench.

But then what?

You'll beready to learn to use Mercury IT Governance Center in greater detail,
according to the role you play in your organization. Table 1-1 lists possible
roles and some of the tasks associated with the Mercury IT Governance Center,
and where the task is documented.

For complete information concerning Mercury IT Governance Center
documents and how to access them, see the Guide to Documentation. For
information about Mercury IT Governance Center terms and concepts, see the
Key Concepts document.
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Table 1-1. Roles, processes, and documents

Roles Processes Documents
Logging on and logging off
All Users Mercury IT Governance Getting Started
Center
All Users Adding and personalizing Getting Started
portlets
All Users Adding and personalizing Getting Started
Dashboard pages
All Users Running reports Getting Started
All Users Running searches Getting Started
All Users Creating requests Mercury Demand Management User’s Guide
All Users Finding and modifying Mercury Demand Management User’s Guide
requests
All Users Creating Time Sheets Mercury Time Management User’s Guide

Application Developers

Creating packages

Mercury Change Management User’s Guide

Application Developers
and Managers

Processing packages

Mercury Change Management User’s Guide

Application Developers
and Managers

Migrating packages

System Administration Guide and Reference

Application Developers
and Managers

Releasing packages

Mercury Change Management: Configuring a
Deployment System

System/Instance/
Database
Administrators

Installing Mercury IT
Governance Center

System Administration Guide and Reference

System/Instance/
Database
Administrators

Upgrading Mercury IT
Governance Center

System Administration Guide and Reference

System/Instance/
Database
Administrators

Backing up Mercury IT
Governance Center

System Administration Guide and Reference

System/Instance/
Database
Administrators

Monitoring Mercury IT
Governance Center

System Administration Guide and Reference
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Table 1-1. Roles, processes, and documents [continued]

Roles

Processes

Documents

Application Developers
and Configurators

Creating workflows

Mercury Demand Management: Configuring a
Request Resolution System

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating request types

Mercury Demand Management: Configuring a
Request Resolution System

Application Developers
and Configurators

Creating object types

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating environments

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating environment
groups

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating user data

Mercury Demand Management: Configuring a
Request Resolution System

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating notification
templates

Mercury Demand Management: Configuring a
Request Resolution System

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Creating contacts

Mercury Demand Management: Configuring a
Request Resolution System

Application Developers
and Configurators

Creating and using
validations

Commands, Tokens, and Validations Guide
and Reference

Application Developers
and Configurators

Creating and using special
commands

Commands, Tokens, and Validations Guide
and Reference

Application Developers
and Configurators

Creating and using tokens

Commands, Tokens, and Validations Guide
and Reference

Application Developers
and Configurators

Creating users

Security Model Guide and Reference

Application Developers
and Configurators

Creating security groups

Security Model Guide and Reference

Application Developers
and Configurators

Assigning access grants

Security Model Guide and Reference

Application Developers
and Configurators

Migrating Mercury IT
Governance Center

System Administration Guide and Reference
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Table 1-1. Roles, processes, and documents [continued]

Roles

Processes

Documents

Application Developers
and Configurators

Configuring time policies

Mercury Time Management Configuration
Guide

Application Developers
and Configurators

Configuring delegations

Mercury Time Management Configuration
Guide

Application Developers
and Configurators

Configuring time sheet
reviewers

Mercury Time Management Configuration
Guide

Application Developers
and Configurators

Configuring Program
Management

Mercury Program Management Configuration
Guide

Application Developers
and Configurators

Configuring Demand
Management

Mercury Demand Management: Configuring a
Request Resolution System

Application Developers
and Configurators

Configuring Change
Management

Mercury Change Management: Configuring a
Deployment System

Application Developers
and Configurators

Configuring IT demand

Configuring IT Demand Tracking and
Management

Application Developers
and Configurators

Configuring Portfolio
Management

Mercury Portfolio Management Configuration
Guide

Application Developers
and Configurators

Configuring Time
Management

Mercury Time Management Configuration
Guide

IT Managers Creating portfolio scenarios | Mercury Portfolio Management User’s Guide
IT Managers Managing and analyzing IT Guide to Tracking and Managing IT Demand
demand
IT Managers Creating projects Mercury Project Management User’s Guide
IT Managers S;Z:Jsplng it B gl Mercury Resource Management User’s Guide
IT Managers Creating budgets Mercury Financial Management User’s Guide
IT Managers Creating work allocations Mercury Time Management User’s Guide
Managers Creating projects Mercury Project Management User’s Guide
Managers S;g;lsplng and assigning Mercury Resource Management User’s Guide
Managers Creating budgets Mercury Financial Management User’s Guide
Managers Reviewing time sheets Mercury Time Management User’s Guide
Managers Creating work allocations Mercury Time Management User’s Guide

Project and Program
Managers

Creating projects

Mercury Project Management User’s Guide
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Table 1-1. Roles, processes, and documents [continued]

Roles Processes Documents

Project and Program . , ,
Creating programs Mercury Program Management User’s Guide

Managers
Project and Program Grouping and assigning Mercury Resource Management User’s Guide
Managers users
R G e T Creating budgets Mercury Financial Management User’s Guide
Managers
Project and Program Reviewing time sheets Mercury Time Management User’s Guide
Managers

Project and Program

Creating work allocations Mercury Time Management User’'s Guide
Managers
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Using the Standard Interface

In This Chapter:

Logging On and Off Mercury IT Governance Center
= Logging On to Mercury IT Governance Center

= Logging Off Mercury IT Governance Center
Expanding and Collapsing Menus

Hiding and Displaying the Menu Bar

Creating Requests, Packages, and Other Entities
Searching for Requests, Packages, and Other Entities
= Running New Searches

= Running Saved Searches

» Creating Saved Searches

= Managing Saved Searches

= Managing Saved Search Categories

Running Reports

= Running New Reports

= Opening Existing Reports

Changing Your Settings

= Changing Your Password

»  Setting Maximized Views for Portlets

n  Setting Cost Displays

Viewing Product Information and Online Documentation
= Accessing Documentation

= Viewing Version and User Access Information
Using the Dashboard

= Opening Dashboard Pages

m  Setting Portlet Views
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= Arranging Datain List Portlets

= Drilling Down from Portlets

= Exporting Data to Excel Soreadsheets
e Personalizing Dashboards
Adding Dashboard Pages
Moving and Deleting Dashboard Pages
Renaming Dashboard Pages
Setting Refresh Rates for Dashboard Pages
Adding Portletsto Dashboard Pages
Copying and Moving Portlets on Dashboard Pages
e Personalizing Portlets

n Deéleting Portlets

= Changing the Sze of Portlets

= Configuring Portlets

Logging On and Off Mercury IT Governance Center

The standard interface is accessed through a Web browser over a network.
Before logging on to the standard interface, you must have the following:

e Mercury IT Governance Center Web address (URL)
e A username
e A password

e Atleast one Mercury IT Governance Center product license

Logging On to Mercury IT Governance Center
To log on to the Mercury IT Governance Center:

1. From the Web browser, enter the Mercury IT Governance Center Web
address.

The Mercury IT Governance Center Logon page appears.
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MERCURY

Logon

Wou either haven' logged on or
your session has timed ot dus to nactivy
Please log on to access Mercury T Governance. (KNTA-10674)

[ Remembsr my logan

Submit

2. Enter the 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.

3. Onthe Mercury IT Governance Center Logon page, click Submit.

The standard interface opens. First-time users might be prompted for anew
password.

MERCURY SIGH OUT
IT Governance Center > > Creste & Reauesf
‘Welcome, Jeremiah Smith
Mon Oct 18 08:26:54 PDT 2004 ™
Etpand 1| Collapse 41 My Front Page Sales Demo Program Corporate HR Page F InstallationmManager Sales Page I Dashboard Update
=l Dashboard . 5
ashboar Dashboard: My Front Page Personalize
My Fromt Page
Sales Demo Program Fage last refreshed:Oct 18, 2004 09:26:33 AM GWT-07:00
Corporate HR Page
A 2 B Request List Open Requests by Priority
Personalize Dashbaard
& Crente Req | Request | Description  Status Priority & Rl
#l Search = Tvpe
=l Reports 30052 :MO - N::: , Mewy Critical
esource  addtionsl l
Sukmit Mew Report Request gt Low
I (RS engineers
“iew Reparts
s e 0. e hew e o (Y
GReCTzo Resowrce  addtional
 Cost Request test High l
# pemand rEsOUrCes
+I Team Manager 30104 PMO-lssus  Marketing hew Crtical Sriiont —
| Portfolic Management hias not iitical
+1PMO provided
L —— 30088 PMO-Risk  SalesDemo  New Crtical
E— Scenario
Settings Data wil not 1 2 E] 4 5 [ 7 8 o
Eclt my Profils
- W B — be ready Number of Requests
LSk 017 (e e 30097 PMO-Risk  SelesDemo  New Critical
=1 Product Information Scenario
Documentation Data will not
Training b readly
About Mercury IT Governance Showing 1 to 5 of 23 Prev Next Mecdimize
L) | @
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Logging Off Mercury IT Governance Center

To log off Mercury IT Governance Center, in the upper-right corner of the
standard interface, click Sign Out (see Figure 2-1).

MERCURY SIGH OU

IT Governance Center

Weloome, Jeremizh Smith
Mon Oct 18 09:26:54 PDT 2004
Espand Al | Collapss My Front Page Sales Demo Program Corporate HR Page | T Installationanager Sales Page I Dashboard Update
=l Dashboard -
asbodr Dashboard: My Front Page __Personalize_|
Wy Front Page
Sales Dema Program Fage last refreshed:Oct 12, 2004 09:26:30 AM G W T-07:00
Corporate HR Page
et Suers el Request List Open Requests by Priority
Personalizs Dashboard
4 Create Req |Request  Deseription | Status Priority & Rl
I Search 2 JEAE
SR 30082 :MO = N;::_ | Newy Critical
. esource addtions ’
Subrmit News Report Retuest st Low
Ind et engineers.
“igsw Report;
_ vsaeis o Wo- Wt tew  cooa o
HESSAES Resource addtional
# Cost Renuest test Hig! )
4l Demand resources.
# Team Manager 30104 PMO - lssue  Marketing Mew Critical catical —
+| Portfolic Management has not e
1 pMO provided
i e — 30098 PMO-Risk  SalesDemo  New Critical
Sisot Seenario
Settings Dt will not 1 2 3 4 5 & 7 8 a
Edft my Profi
i my '; = o foe reatly Number of Requests
few my Resource Informatio 30097 PMO-Risk  SelesDemo  Mew critical
=l Product Infermation Scenatio
Documentation Data wil nat
Training b resacly
About Mercury IT Governance Shawing 1ta 5 of 23 Prev Nest Maoximize
< | =

Figure 2-1. Logging off the standard interface

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
Create > Package and Create > Project, open windows in the Workbench.

Y ou can expand all of the menusto view every menu, submenu, and menu
item. You can aso collapse all of the menus, leaving only the menusvisible.

e Toexpand all of the menusto view every menu, submenu, and menu item,
click the Expand All button at the top of the menu bar.

e Tocollapse al 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.
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MERCURY

IT Governance Center

‘iglcome, Jeremiah Smith 1
hon Dot 18 09:26:54 PLT 2004

Erpand &l | cCollapss a1 |

Figure 2-2. Expand All and Collapse All buttons

Hiding and Displaying the Menu Bar

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

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

MERCURY

IT Governance Center

‘iglcome, Jeremiah Smith
Mon Dot 18 09:26:54 PLT 20

Erpand &l | cCollapss a1 |

Figure 2-3. Hiding the menu bar

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

MERCURY

IT Governance Center Dazhboard

iy Front Page Sales Demo Program Corporate HRE Page
Dashboard: My Front Page

Fage last refreshed:Oct 18, 2004 09:43:45 Al Gk T-07:00

Figure 2-4. Displaying the menu bar
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Creating Requests, Packages, and Other Entities

Entities are the requests and packages and projects and other objects you work
with when using Mercury IT Governance 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 onto Mercury IT Governance Center.

2. From the menu bar, select Create > <Entity>, where <Entity> is the entity
type you want to create, such as a Request Or Project.

The create page appears. The create page includes the fiel ds associated
with the entity type. Not all entities are alike. Some entities have asingle
entity type, such as budgets and skills.

MERCURY ["sicwour
g Create Program = Creal w Bud

IT Governance Center

Create New Budget

‘Budget Hame: |

Actuals are: (3 Ertered Manually

This Budget rolls up to: | v | | ] view

Will this Budget have capitalized Costs? Oves @ no

‘Start Period:  |Movermber 2004 [ ]
‘Finish Period: | January 2005 E

Continue Cancel

CopatEIZal MereTy

Some entities have multiple entity types, such as requests. For those
entities, you must select the entity type before the create page appears.
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MERCURY SIGH OUT

IT Governance Center Dashhoard > Create Program > Create 4 Reguest

Create New Request

‘Request Type: v treate

Create Based On Desired Action
Wost Recently Created
HR Requests

CopTINtEI 0l WerETy

|

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.

MERCURY SIGH OUT

IT Governance Center Dashboard > Create Program

Program Creation: Enter Program Information

1. Enter Program Information B 2. Atach Frojects and Refersnces B 3. Adust Progrsm Seftings B 4. Configure Access

‘Program Hame: ‘ |

Program Information

progammanager: || (@l

Description:

Benefit:

Status Hotes:

Program Budget
Business Objectives

Add Business Objectives: |:| =l

The following Business Objs will be added to this program:

Remove
Naotes
Hew Note:
Cancel Hext Step P
Copmite L ey
) 3
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Finally, some entities, such as packages, require the Workbench to create
the entity. For those entities, you must complete al of the required
Workbench Detail windows to create the entity. Y ou must also have the
access grants required to open the Workbench. For more information on
how to create packages, see the Mercury Change Management User’s

Guide.

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt|

Project Momt
Change Mgmt

Time Mgmt

Caonfiguration
Dashboard

Environments

Sys Admin

kesu Its| Query

Package | Advanced |

Package Mo.: |

Package Groug, |

Query: |Mone

Warkfiow: [

Package Status: [ALL

Assigned Liser: |

& crestedby |

Assigned Group Object Type Package Type: |ALL

Affafla]]e

&0 Priority: |ALL

Ohject Marne: |

Praperty
I~ Eligible Action Only
I™ Submittsd Onty

Mew Package

Dates

€ Dete Crested (=

" Date Mocified

-~
" Date Submitted

| & o

MaxRows [200 ‘ ”T'

M [ <]

Fesacy

|| PKG Warkbench
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Searching for Requests, Packages, and Other Entities

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

Running New Searches
To run anew search:
1. Log onto Mercury IT Governance Center.

2. From the menu bar, select Search > <Entity>, where <Entity> iS the entity
type you want to find, such as a Request or Project.

The search page appears. The search page includes the fields associated
with the search type.

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

The Search Results page appears in a separate page.

Running Saved Searches
To run a saved search:
1. Log onto Mercury IT Governance Center.

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

The saved search isrun. The Search Results page appears in a separate
page.
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Creating Saved Searches

Y ou can save and re-run commonly run searches.

To save a search:
1. Log onto Mercury IT Governance Center.
2. Run asearch.

For instruction on how to run a search, see the section Running New
Searches. The Search Results page appears in a separate page.

MERCURY SIGH OUT

IT Governance Center

M
[E s Export Data to Excel Modify Search
Swethissearchas: | | Save ETFr Sz e o

Request Search Results Showing 1 ta 30 of 30
Req 2 Request Type Description & Status Assigned To Priority Created By
[] 30003 Generic Reguest Copier BLOT-01 jammed. e High Buoh Brown
O 30002 Generic Request HR Vacation Request URL not responding Mewy Critical Bob Brown
O 30100 PMO - lssue Marketing has not provided input. MNew Luis Sanchez Low Jane Smith
O 30101 PMO - lssue Marketing has not provided input Mewy Luis Sanchez High Jane Smith
O 30103 PMO - lssue Marketing has not provided input. e Luis Sanchez High Jane Smith
O 30102 PMO - lssue Marketing has not provided input Mewy Luis Sanchez High Jane Smith
O 30105 PMO - lssue Marketing has not provided input. e Luis Sanchez Mormal Jane Smith
O 30080 PMO - lssue Marketing has not provided input Mewy Luis Sanchez Mormal Jane Smith
O 30104 PMO - lzsue Marketing hes not provided input. Mewy Luiz Sanchez Critical Jane Smith
O 30064 PMO - Resource Request Meed addtionsl coder. Mewy Jose Orteds Critical Jane Smith
O 30062 PMO - Resource Request Meed additional test engineers. Mew Luis Chan Critical Jane Smith
O 30063 PMO - Resource Request Meed addtionsl test resources. Mewy Fredrick Schmict Critical Jane Smith
O 30097 PMO - Risk Sales Demo Scenatio Data will not be ready Mewy Fredrick Schimict Critical Jane Smith
O 300896 PMO - Risk Sales Demo Scenatio Data will not be ready Mewy Fredrick Schimict Mormal Jane Smith
CopIND 2l My
< >

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

e Click Manage Saved Searches t0 go to the Manage Saved Searches
page.

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

Y ou can move between saved search categories and del ete saved searches.

To manage a saved search:
1. Log on to Mercury IT Governance Center.
2. From the menu bar, select Searches > Manage Saved Searches.

The Manage Your Saved Searches page appears.

MERCURY

SIGN ouT

IT Governance Center

Manage Your Saved Searches

Add Newr Category Save Cancel
Al Ho Category
X
Y

A
Al Category Hame:  [req psts |

) =

v

Save Cancel

CopatEIZal MereTy

3. Move or delete a saved search.
e To move asaved search:

a. Select a saved search.

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

b. 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.
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c¢. 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 ddete asaved search:
a. Select a saved search.

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

b. Click the enabled Delete icon to delete the saved search.
The selected saved search is deleted.
¢. 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.

Managing Saved Search Categories
Y ou can create, move, or delete saved search categories.

To manage a saved search category:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Searches > Manage Saved Searches.

The Manage Your Saved Searches page appears.
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MERCURY SIGH OUT
Create & Reouest > Re ches

IT Governance Center

Manage Your Saved Searches

Add Newr Category Save Cancel

X
hd

[./]

Ao Category

Al Category Hame:  [req psts |

) =

Save Cancel

CopatEIZal MereTy

3. Create, move, or delete a saved search category.

a.

To create a saved search category:
On the Manage Your Saved Searches page, click Add New Category.

A new category section opens.

. 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.

To move a saved search category:

. 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.

. 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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e To delete asaved search category:

a. In aCategory 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.

b. 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.

Running Reports

Mercury IT Governance 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.

Running New Reports
To run a new report:
1. Log on to Mercury IT Governance Center.
2. From the menu bar, select Reports > Submit New Report.
The Submit New Report page appears.
3. Select areport.
The following lists the ways in which to select a report:

e Inthe Recently Submitted Reports section, select a report. The report’s
submission page appears.
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e |Inthe Report Category field, select areport category. The Submit New
Report page is refreshed with the available reports. Select areport. The
report’ s submission page appears.

MERCURY SIGH OUT

IT Governance Center

Submit New Report

Recently Submitted Reports

Select Report by Category

Report Category: | Demand Management v

Contact Detail Report “igw the details of one or more Kintana contacts

Demand Creation History Report Demand Creation history by period and by various demand fields. Useful for exporting reguest data to MS Excel or other data analysis tools

Historical SLA Yiolstions Historical SLA Yiolations period and by warious demand categories. Useful for exporting request deta to MS Excel or other data analysis tools.

Request Detail (Fiter by Custom Audit the details of one or more requests, which can be fitered by a request type's custom field values. Includes header and detail information, notes,

Fielis) Report and status for each selected request.

Request Detail Report Auddit the details of one or more requests. Includes header and detail information, notes, and status for each selected request.

Request History Report Audit the ransaction history of one or more reguests. Details the complete history of the request workflow and fields configured for auditing, showing
every status change (date, time, user responsible) for every step traversed.

Request Guick View ‘iew & guick summary of open and closed requests, categarized by priority. Also shows request activity for the current week and other selected
information

Request Summary (Fitter by Custom  Categorize and tally Requests based on flexible criteria. Lists total counts, and optionally subtotal counts, for the categories selected.
Fieltis) Report

Requsst Summary Report Categarize and tally Requests based on flexibls criteria. Lists totsl counts, and optionally subtotal courts, for the catsgeriss selectad
Resource Load Report by Priority Audit resources working on project tasks, categorized by priority. Useful for helping & proiect manager distribute weork and balance high-priorty
assignments ACrOSS resourGes
Satisfied Demand History Satisfied Demand History by period and by various demand fislds, Usetul for exporting request data to M3 Excel or other data analysis tools.
COpTITEIZI0 ety
< >

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 appears prior to the report.

Opening Existing Reports

Once areport isrun, Mercury IT Governance Center saves that report,
allowing you or others to view the report at a later date.

To open an existing report:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Reports > View Reports.

The Search Reports page appears. The Search Reports page includes the
fields associated with searching for an existing report. To view your saved
reports, select Reports > My Reports.
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3. On the Search Reports page, fill in all the required filter fields and any
optional filter fields, and click Search.

The Report Search Results page appears. 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.

Changing Your Settings

Using the Settings menu, you can adjust several interface settings to fit your
own preferences. Y ou can aso change your password.

Changing Your Password
To change your password:
1. Log onto Mercury IT Governance Center.

2. From the menu bar, click Settings > Edit my Profile.

Change your password in the Change Password section.

MERCURY SIGH OUT

IT Governance Center Searc ch Budgets > ort > Edit My Profile

Edit My Profile
Change Password
Qld Password:

Hew Password 1:

Repeat Hew Password:

Overview Page Section Preferences
Results in Maximized Portlets:

Cost Display
I prefer to see Costs displayed inthe:
@ Base Currency: United States Dollar (LISD)

O Local Currency

CopatEIZal MereTy

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

The new password is accepted.
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Setting Maximized Views for Portlets

A portlet’s maximized view 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.

To change your portlet’s maximized view setting:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, click Settings > Edit my Profile.

Change your portlet maximized view setting in the Overview Page Section
Preferences section.

MERCURY SIGH OUT

IT Governance Center Search Resu Sesr igets > Manace Submit lew Report > Edit My Profile:

Edit My Profile

Change Password

p— —
Overview Page Section Preferences

Results in Maximized Portlets:
Cost Display

I prefer to see Costs displayed inthe:
@ Base Currency: United States Dollar (USD)

O Local Currency

CopatEIZal MereTy

3. In the Results in Maximized Portlets field, enter the number of entries you
want to see in amaximized view and click Done.

The new portlet maximized view setting is accepted.
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Setting Cost Displays
To change your cost display setting:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, click Settings > Edit my Profile.

Change your cost display setting in the Cost Display section.

MERCURY SIGH OUT

IT Governance Center <eport > Edit My Profile

Edit My Profile

Change Password

p— —

Overview Page Section Preferences

Results in Maximized Portlets:

Cost Display

I prefer to see Costs displayed inthe:
@ Base Currency: United States Dollar (USD)

O Local Currency

CopatEIZal MereTy
>

3. In the Cost Display section, select how you want to view costs.

Selecting one option deselects the other option. Choose one of the
following:

e Base Currency: United States Dollar (USD)
e Loca Currency
4. At the lower-right corner of the Edit My Profile page, click Done.

The new cost display setting is accepted.
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Viewing Product Information and Online Documentation

At the bottom of the menu bar is the Product Information menu. The Product
Information menu provides you with access to the Documentation page, Training
page, and About Mercury IT Governance Center page.

Accessing Documentation
To find the available documentation:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Product Information > Documentation.

The Documentation home page appears.

MERCURY

@ Mercury IT Governance Center Documentation

Click a title or link to view a document (available in HTML, PDF, or both).

General Interest System Administration

What's Hew in Release 6.0 [} POF Version (for system, instance, and database administrators)

Guide to Documentation m PDF Version System Administration Guide and Reference Iﬂ' PDF Version
o - (includes installation, upgrade, and migration infarmation)

Getting Started m PDF Version - IZ} -
Key Concepts E} PDF Version Dacument Management Guide and Reference PODF Version
el Configuration

(for application administratars, application developers, and configurators)
Mercury Change Management User's Guide [} POF Version

Wercury Demand Management User's Guide |2} PDF Version Guides
Mercury Financial Management User's Guide |2 PDF Version Mercury Change Management: Configuring & Deploymert System [} PDF version
Guide to Tracking and Managing IT Demand [ POF Version Mercury Demand Management: Configuring a Request Resolution System [ PoF version
Mercury Portfolio Management User's Guide [} PDF Version Configuring IT Demand Tracking and Management [} PoF version
Wercury Program Management User's Guide |2} PDF Version Configuring the Standard Interface [} PF version
Mercury Project Management User’s Guids m PDF Version Mercury Portfolio Management Configuration Guicds Iﬂ' PDF Version
Mercury Resource Management User’s Guide [} PDF Version Mercury Progrem Management Configurstion Guide [} PF version
Mereury Time Management User's Guide [#3 POF Version Mercury Time Management Configuration Guide [} PF version
Can't find the information you need? Combination Guides and Reference Manuals
See Guide to Documentation for details shout your product documentation Commands, Tokens, and Validations Guids and Refersnce [} POF Version
O, open any HTML documert and use the Index and Search tabs Open nterface Guide and Reference [ POF Version
Reports Guide and Reference [} POF versien
Security Model Guide and Reference [} POF version

Additional Information

(available at the Mercury IT Governance Download Center)
System Requirements and Compatibility Matrix

Mercury Change Management Extensions

Mercury Object Migrator and Mercury GL Migrator

Release Hotes

For More Information

For more information about Mercury IT Governance Center documentation,
see the Guide to Documentation.
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Viewing Version and User Access Information

To view the current version of the Mercury IT Governance Center, and to see
the user access information:

1. Log onto Mercury IT Governance Center.

2. From the menu bar, select Product Information > About Mercury IT
Governance Center.

The About Mercury IT Governance Center page appears.

MERCURY

About Mercury IT Governance Center

Wersion 8.0.0

Mercury IT Governance Center @ 1997-2005 Mercury Interactive Corporstion.
All Rights Reserved.

Thiis program is protected by copyright law and internationsl treatiss
Unautharized repraduction or distribution of this program,

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

and will be prosecuted to the maxdimum exdent possikle under the law.

User Access Information

Caonfiguration
User Administration
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Using the Dashhoard

The Dashboard collects data from the Mercury IT Governance Center and
displaysthe datain real time. System data is organized using Dashboard pages
and portlets. Every Dashboard has at least one Dashboard page.

Opening Dashhoard Pages

Every Dashboard can have one or more Dashboard pages. Every Dashboard
page includes atab at the top of the Dashboard page. To move from one
Dashboard page to another, select the Dashboard page tab (see Figure 2-5).

MERCURY

IT Governance Center Search Budnets > Manage Your 53 Submit Mesy Report > Edit My Profile > Dashboard

r
.My Front Page | Sales Demo Program Corporate HR Fage | P Installationtanager Sales Page
Beywinimewf |\l Front Page

Fage last refreshed:Oct 12, 2004 10:21:27 AW GMT.0F:00

Figure 2-5. Dashboard page tab

Setting Portlet Views

Portlets can be set to one of the following views:

e Minimize view. Only the portlet’stitle bar isvisible. A portlet retains a
minimized view between standard interface sessions. To minimize a
portlet, in the portlet’s normal view, click the Minimize icon (see
Figure 2-6).

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
graphisvisible. A portlet retainsanormal view between standard interface
sessions. To return aminimized portlet to the normal view, in the portlet’s
minimized view, click the Normal icon (see Figure 2-6).
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MERCURY SIGH O

IT Governance Center

My Front Fage ‘ Sales Demo Program Corporate HR FPaoe F InstallationmManager Sales Page [ Dashboard Update
Dashboard: My Front Page Personalize

Page |ast refreshed:Oct 18, 2004 10:22:53 Al GMT-07:00

quest List hen Requests by Priority
Request Type Description Status Priority &
#
30062 PMO - Resource Meed additional My Critical
Reguest test enginesrs.
30063 PMO - Resource  Meed acditional e Critical
Request test resources.
30104 PMWO - Isaue Marketing has Mesar Critical
nat provided
input
30098 PMO - Risk Sales Demo v Critical

Scenatio Data
will nt be ready.
30097 PMO - Risk Sales Dema Mew Critical
Scenatio Data
will nat be ready

Showing 110 5 of 23 Prev Next Maximize

Figure 2-6. Normal and minimized views of portlets

e Maximizeview. A maximized view of a portlet appearsin a new page. A
maximized view of aportlet contains more rows and columns than a portl et
inanormal view. Maximized views of portlets are not retained between
standard interface sessions. To see a portlet’s maximized view, in the
portlet’snormal view, click the Maximize icon (see Figure 2-7). Toreturn a
maximized view portlet to the normal view, in the portlet’s maximized
view, click Back (see Figure 2-8).

MERCURY SIGH O

IT Governance Center

My Front Fage Sales Demo Program Corporate HR FPaoe F InstallationmManager Sales Page [ Dashboard Update
Dashboard: My Front Page Personalize

Page |ast refreshed:Oct 18, 2004 10:22:53 Al GMT-07:00

Request List Open Requests by Priority

Reg Request Type Description Status Priority &
#
S00E2  PMO - Resource  MNeed additional Mew Critical
Reguest test enginesrs.
30063 PMO - Resource  Meed acditional e Critical
Request test resources.
30104 PMO - Issue Marketing has Mew Critical
nat provided
input
30098 PMO - Risk Sales Demo v Critical

Scenatio Data
will nt be ready.
30097 PMO - Risk Sales Dema Mew Critical
Scenatio Data
will nat be ready

Showing 110 5 of 23 Prev Next Maximize

Figure 2-7. Portlet maximize icons
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MERCURY SIGN OUT

IT Governance Center Iute 2 > Submit New Report > Edit My Profile > D leimized Portlet
Harimizes
Request List [Edit
Showing 110 23 of 23 Prev Next
Beq Request Type Description Status Briority & Assigned To Briority & Created By
30082 PMO - Resource Meed addtional test ey Critical Luis Chan Critical Jang Smith
Request engineers
30063 PMO - Resource MNeed addtional test Mew Critical Fredrick Schmict Critical Jans Smith
Request resources

30104 PMO - Issue Marketing has not Mew Critical Luis Sanchez Critical Jane Smith
provided input.

30098 PMO - Risk Sales Demo Scenario Mew: Critical Fredrick Schmict Critical Jane Smith
Data will not be
ready

30103 PMO - Issue Marketing has not Mesor High Luis Sanchez High Jang Smith
provided input

30100 PMO - Issue Marksting has not Mew Low Luis Sanchez Low Jans Smith
provided input.

30081 PMO - Risk Sales Demo Scenario Open Normal Fredrick Schmict Mormal Jane Smith
Data will not be
ready

30105 PMO - Issue Marksting has not Mew Normal Luis Sanchez Mo mal Jans Smith
provided input.

30085 PMO - Risk Sales Demo Scenario Mew: Normal Fredrick Schmict Mormal Jane Smith
Data will not be
ready

30088 PMO - Risk Sales Demo Scenario Mew Normal Fredrick Schmict Mo mal Jans Smith
Data will not be:
ready

30096 PMO - Risk Sales Demo Scenario  Mew Mormal Fredrick Schmict Marmal Jane Smith
Data will not be
reacly.

30090 PMO - Issue Marketing has not Mew Mormal Luiz Sanchez Mormal Jane Smith
provided inpLt

30121 PFM - Proposal Mew: Jang Smith

[ & Export Data to Excel Showing 1o 23 of 23 Prev Next

CopyTigta 2004 Mereay

Figure 2-8. Portlet maximized view

Arranging Data in List Portlets

For list portlets, you can personalize the data gathered and the way the datais
presented, using the portlet’s edit page. However, you can temporarily change
the way the datais presented using the portlet’s Sort icon (see Figure 2-9).

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

Once you have selected the sort column, you can then select the order of the
sort. When the Sort icon points up, the datais sorted in aphanumeric order
from lowest (0 or A) at the top to highest (9 or Z) on the bottom. When the Sort
icon points down, the datais sorted in aphanumeric 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.
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Using the portlet’s Sort icon to change the presentation of the data is valid only
Note during the current Mercury IT Governance Center session.

Request List [z TEan
Req Request Type Description Status Priority A

30062 PMO - Resource  Meed addtional e Critical

Request test engineers.
30063 PMO - Resource Meed addtional et Critical
Request test resources
30104 PMO - lssue hiarketing has ey Critical
ot providecd
inpLt.
30095 PMO - Risk Zales Demo ey Critical

Scenario Data
will not be ready.
30097 PMO - Risk Sales Demo Mewy Critical
Scenatio Data
will not be ready.

Showing 1 to 5 of 23 Next higimize

Figure 2-9. Sort icon

Drilling Down from Portlets

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

e Todrill downfrom alist portlet, click on alinked entry.
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Request List
Req Request Type Description Status Priority A
GO0EZ Iy e Critical
Request test enginesrd
30063 PMO - Resource  Meed addtion e Critical
Request test resource:
30104 PMO - lssue htarketing has| e Critical
niot provided
input.
30095 PMO - Risk Sales Demo e Critical
Scenatio Datey
will not be resglly.
30097 PMO - Risk Sales Demo e Critical
Scenatio Datey
will not be re
Showwing 1 to § of li Prev Next taimize

MERCURY SIGH OUT

IT Governance Center

& print Business Case 4| Resutt10f 23 =]
PMO -Resource Request - #30062

Deseription:  Need adcfitional test enginesrs Most Recent Hote:  (Yigw Notes Below)
Request Status: New (view Full Status Below)
& Available Actions

Authorize Request

Approved Deferved

Make a Copy Delete

_exend a || cotispss | $
# Header

# Details

H Notes Mo Motes Exist

# Status

# References 1 Reference Exists

Make a Copy Delete

CopatEIZal MereTy

Figure 2-10. Drilling down from a list portlet

e Todrill down from achart portlet, click on a segment of the graph or
legend.

Using the Dashboard 55



Chapter 2: Using the Standard Interface

Open Requests by Priority

Priarity

tow J

High l
1 2 3 4 5 G 7 3 9
Number of Requests

MERCURY SIGH OUT

IT Governance Center

Crill Fram Cpen Requests by Priority | IBagk
Showing1to Tof T Prev Next
Req Request Type ipti Status Assigned To Priority Created By
30081 PMO - Risk Sales Demo Scenatio Cpen Fredrick Schimict Mormal Jane Smith
Data will not be ready
30083 HR Requests Mesd PMO Health Care Mew Mormal Jeremiah Smith
Information
30085 PMO - Risk Sales Demo Scenario Mew Fredrick Schmict Mormal Jane Smith
Datta will niot ke reachy
30099 PMO - Risk Sales Demo Scenario Mew Fredrick Schmict Mormal Jane Smith
Data will not be reacly
30105 PMO - Issue Marketing has not Meiy Luiz Sanchez Mormal Jane Smith
provided input
30090 PMO - Issue Marketing has not Mesor Luis Sanchez Mormal Jane Smith
provided input
30086  PMO - Risk Sales Demo Scenatio Mew Fredrick Schimict Mormal Jane Smith
Data will not be ready
[ 5 Export Data to Excel Showing 110 T of T Prev Next
CopyTigiD 2004 Mereary

Figure 2-11. Drilling down from a chart portlet

Exporting Data to Excel Spreadsheets

Dataon alist portlet’s maximized page can be exported to an Excel
spreadshest, if Microsoft Excel isinstalled on your system.

e To export datato 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 thefile.
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MERCURY

IT Governance Center

M

port > Edit by Profile >

Mencimized Portlet

SIGN OUT

Maximized Visw | Back

Request List

M

;0052
30063
30104

30098

30103
30100

30061

30105

30095
30089
30096

30090

[ & Export Data to Excel

Request Type
PMO - Resource
Request

PMO - Resource
Request

PMO - Issue

PMO - Risk

PMO - Issue

PMO - Iszue

PMO - Risk

PMO - Iszue

PMO - Risk

PMO - Risk

PMO - Risk

PMO - Issue

Description

Meed addtional test
Eengineers.

MNeed addtional test
resources

Marketing has not
provided input.

Sales Demo Scenario
Data will not be
ready

Marketing has not
provided input
Marketing has not
provided input.

Sales Demo Scenario
Data will not be
ready

Marketing has not
provided input.

Sales Demo Scenario
Data will not be
ready

Sales Demo Scenario
Data will not be:
ready

Sales Dema Scenario
Data will not be
reacly.

Marketing has not
provided inpLt

Status

ey

Mesar

Meww:

My

ey

Mesar

Open

Mesar

Meww:

Mesar

e

My

Priority &

Critical

Critical

Critical

Critical

High

Low

Mormal

Mormal

Mormal

Mormal

Mormal

Mormal

Assigned To

Luis Chan

Fredrick Schmict

Luis Sanchezr

Fredrick Schmict

Luis Sanchez

Luis Sancher

Fredrick Schmict

Luis Sancher

Fredrick Schmict

Fredrick Schmict

Fredrick Schmict

Luis Sanchez

Showing 1to 23 of 23

Priority &

Critical

Critic:al

Critical

Critical

High

Lo

Mormal

Mior il

Mormal

Mior il

Marmal

Marmal

Showing 1to 23 of 23

Prev

Created By

Jang Smith

Jane Smith

Jane Smith

Jane Smith

Jang Smith

Jane Smith

Jane Smith

Jane Smith

Jane Smith

Jane Smith

Jane Smith

Jane Smith

Jane Smith

Prev

Copy T D 204 Me ey

Figure 2-12. Exporting data to Excel

About Excel Exports

Datafrom alist portlet’s maximized pageis exported as-is. Excel trand atesthe
data into the various formats with afew exceptions. Thefollowingisalist of

those exceptions:

Red, yellow, and green indicators trand ate into a shaded cell with awhite
R,Y, or G |etter.

Task exception indicators trand ate 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.

Linksto URLs export but are altered to open in a new Web browser page
(instead of the current Web browser page).

Using the Dashboard
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Personalizing Dashhoards

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

e Add Dashboard pages

e Move and delete Dashboard pages

e Rename Dashboard pages

e Set the refresh rate for Dashboard pages

e Add portlets to Dashboard pages

e Copy and move portlets on Dashboard pages

Adding Dashhoard Pages

When adding Dashboard pages, you can add:
e Blank Dashboard pages

e Pre-configured Dashboard pages

To add a Dashboard page:

1. Log on to Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

Y ou can also click the Personalize button on a Dashboard page. The
Personalize Dashboard page displays.
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MERCURY SIGH OUT

IT Governance Center

‘Welcome, Jeremiah Smith
Mon Oct 18 09:26:54 PDT 2004
Etpand 1| Collapse 41 My Front Page Sales Demo Program Corporate HR Fage F InstallationManager Sales Page | )
=1 Dashboard . -
e Dashboard: My Front Page
Sales Demo Program Fage last refreshed:Oct 18, 2004 09:26:38 AM GMT.07:00
Corporate HR Page
Prratmlze Doaiomrd. A Request List Open Requests by Priority
ersonalize Dashboar:
. Req |Reguest  Deseription | Status Priotity & ey
#l Search = Tvpe
=l Reports 30082 PMO - heed Mewy Critical
Resource  addtional '
Submit New Report Request e Low
I (RS engineers
“iew Reparts
T W mo- e en o et (D
GReCTzo Resowrce  addtional
 Cost Request test High l
# pemand rEsOUrCes
+l Team Manager 30104 PMO-lssus  Marketing Mewy Critical Sroal —
+l Portfolio Management has nat e
FEIGTT) provided
e Time ot e [
T ——— 30098 PMO-Risk  SslesDemo  New Critical
S st Scenario
Settings Data wil not 1 2 E] 4 5 [ 7 8 o
Edlt my Profile o readly
Humber of Requests
S (R e 30097 PMO-Risk  SelesDemo  Mew Criical
=1 Product Information Scenario
Documentation Data will not
Training b readly
About Mercury IT Governance Showing 1 to 5 of 23 Prev Next Mecdimize
< | B8

3. Add a Dashboard page.

e To add ablank Dashboard page, on the Personalize Dashboard page,
click Add Blank Page. A blank Dashboard page is added to your
Dashboard.

e To add apre-configured Dashboard page:
a. On the Personalize Dashboard page, click Add Pre-configured Pages.
A list of available pre-configured Dashboard pagesis displayed.
b. Select a pre-configured Dashboard page.
The page is added to your Dashboard.
4. On the Personalize Dashboard page, click Done.

The changes to your Dashboard are saved.
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MERCURY SIGH O

IT Governance Center Dash

< Add Blank Page | Add figured Pages | > Save Done

£ =
Ny Front Page Sales Dermo Pragram Corporate HR Page InstallationManager Sales Page
‘Page Hame: |y Front Page [] Automatically refresh this page every l:lmmules
Add Portlets
Click and drag to select and move portiets
Drag outside box to cancel movemert
Request List =3 [Editl [X| | Open Requests by Priority e [Edi X
My Tasks e |Edi X

Selected Portlet: | Copy Wove to Page: | Sales Demo Program + | | Move

Save Dane

CopTig Nt 2004 Mercary

Moving and Deleting Dashhoard Pages
To move or delete a Dashboard page:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

Y ou can aso click the Personalize button on a Dashboard page. The
Personalize Dashboard page displays.

3. Select the tab of the Dashboard page you want to move or delete.

The selected Dashboard page is displayed in the Personalize Dashboard
page. The Delete icon and the available Move Arrow icons are enabled for
the Dashboard page.

4. Delete or move the Dashboard page.

e To delete the Dashboard page, click the Delete icon. The Dashboard
page isremoved.

e To move the Dashboard page, click one of the enabled Move Arrow
icons. The Dashboard page is moved.
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5. On the Personalize Dashboard page, click Done.

The changes to your Dashboard are saved.

MERCURY SIGH O

IT Governance Center o

Personalize Dashboard

Add Blank Page Add Pre-configured Pages Save Done
Al ]
Sales Dero Pragram Corporate HR Page InstallationManager Sales Page
‘Page Hame: |My Front Page [ Automatically refresh this pags every l:lmmulas
Add Portets

Click and drag to select and move portists

Drag outside box to cancel movement

Request List e==> [Edifl X|| | Open Requests by Priority o [ X
My Tasks —+mie (B [

Selected Portlet: | Copy Wove to Page: |Sales Dema Pragram v | | Mave

Save Done

CopyTig D 2004 Mercay

Renaming Dashhoard Pages
To rename a Dashboard page:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to rename.

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

4. In the Personalize Dashboard page, in the Page Name field, enter the new
name of the Dashboard page.
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MERCURY SIGH O

IT Governance Center

Personalize Dashboard

Add Blank Page | Add figured Pages | Save Done
£ =
Sales Derno Pragram Corporate HR Page InstallationManager Sales Page
‘Page Hame: |y Front Page | [] Automatically refresh this page every l:lmmules
Add Portlets
Click and drag to select and move portiets
Drag outside box to cancel movemert
Request List =3 [Editl [X| | Open Requests by Priority e [Edi X
My Tasks e |Edi X

Selected Portlet: | Copy Wove to Page: | Sales Demo Program + | | Move

Save Dane

CopTig Nt 2004 Mercary

5. On the Personalize Dashboard page, click Done.

The changesto your Dashboard are saved.

Setting Refresh Rates for Dashhoard Pages
To set the refresh rate for a Dashboard page:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to configure.

The selected Dashboard page is displayed in the Personalize Dashboard
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.
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MERCURY SIGH O

IT Governance Center

Personalize Dashboard

Add Blank Page | Add figured Pages | Save Done

EilC| X ‘

Ny Front Page Sales Dermo Pragram Corporate HR Page InstallationManager Sales Page
‘Page Hame: |y Front Page ‘ [] Automatically refresh this page every l:lmmules ’
Add Portlets

Click and drag to select and move portiets

Drag outside box to cancel movement

Request List €=  [Edit|] [%|| | Open Requests by Priority s [Edit] [
My Tasks Sme (B X

Selected Portlet: | Copy Wove to Page: | Sales Demo Program + | | Move

Save Dane

CopTig Nt 2004 Mercary

5. On the Personalize Dashboard page, click Done.

The changesto your Dashboard are saved.

Adding Portlets to Dashhoard Pages
To add portlets:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to configure.

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

4. On the Personalize Dashboard page, click Add Portlets.

The Add Portlets to Dashboard Page opens.
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MERCURY SIGH O

IT Governance Center

Personalize Dashboard
Add Blank Page | Add figured Pages | Save Done

£ =
My Front Page

Sales Dermo Pragram Corporate HR Page InstallationManager Sales Page

*Page Hame: |1y Front Page [] Automatically refresh this page every l:lmmules

Add Portets

Fct and move portiets

Drag outside box to cancel movement

Request List =3 [Editl [X| | Open Requests by Priority e [Edi X
My Tasks e B X

Selected Portlet: | Copy Wove to Page: | Sales Demo Program + | | Move

Save Dane

CopTig Nt 2004 Mercary

5. Search for the portlets to add.

e Tolistal of the portlets, click Find Portlets. The Select Portlets to Add
section is added to Add Portlets to Dashboard Page. The Select Portlets to
Add section lists al of the portlets.

e Tolist specific portlets:
a. In Portlet Name, enter all or part of the portlet’ s name.
b. In Category, select the portlet’ s category from the drop-down list.
c. 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

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

The selected portlets are added to the Dashboard page.
7. On the Personalize Dashboard page, click Done.

The changes to the Dashboard are saved.
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Copying and Moving Portlets on Dashhoard Pages
To copy and move portlets:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to configure.

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

4. Select the portlet you want to copy or move.
The portlet is highlighted.
5. Copy or move the portlet.

e To movethe portlet around on the same Dashboard page, hold the
cursor down on the portlet and move the portlet to its new location
(drag and drop).

e To move the portlet to another Dashboard page, in Move to Page, select
the name of the destination Dashboard page and click Move.

e To copy the portlet, click Copy.

MERCURY SIGH O

IT Governance Center Dashboard > Reguest #30062 >

Personalize Dashboard

Add Blank Page | Add figured Pages | Save Done
£ =
Ny Front Page Sales Dermo Pragram Corporate HR Page InstallationManager Sales Page
‘Page Hame: |y Front Page [] Automatically refresh this page every l:lmmules
Add Portlets
Click and drag to select and move portiets
Drag outside box to cancel movemert
Request List =3 [Editl [X| | Open Requests by Priority e [Edi X
My Tasks e |Edi X

( Selected Portlet: Copy Move to Page: ales Dema Progral

Save Dane
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6. On the Personalize Dashboard page, click Done.

The changes to your Dashboard are saved.

Personalizing Portlets

Personalizing portlets refers to making changes to your portlets. Thisincludes
the following:

e Deleting portlets
e Changing the size of portlets
e Setting the content and display of portlets

Deleting Portlets
To delete portlets:
1. Log on to Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to configure.

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

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

The portlet is deleted.

Open Requests by Priority = Ed| ’

5. On the Personalize Dashboard page, click Done.

The changes to the Dashboard are saved.
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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 onto Mercury IT Governance Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
3. Select the tab of the Dashboard page you want to configure.

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

4. Change the size of the portlet.

e On narrow portlets, click the Portlet Wide icon.

Open Requests by Priority = dit| x|

e Onwide portlets, click the Portlet Narrow icon.

My Tasks — e it) ||

5. On the Personalize Dashboard page, click Done.

The changes to the Dashboard are saved.
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Configuring Portlets

Y ou 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 onto Mercury IT Governance Center.
2. On the portlet, click the Edit icon.

The portlet’ s edit page displays.

MERCURY

IT Governance Center o

Edit Preferences: Request List (Request List) Change Title

Done Cancel

Preferences

Request Type: [ Bl advancedritter
Status: | =] Priority: [ E
Assigned To: I | =l Assigned To Group: |:| i5
Created By: Jane smith | Request Sub Type: |:| =]
Department: [ =] Application: -
Workflow: ‘ | = Request Group: l:l is
Contact: ‘ | [ ] Company Name: l:l [ ]
Linked ProjectTask: l:| [} Active at Workflow Step: l:l =l

Creation Date From: | | ETo: | | =

Last Update Date From: | | ETo: | | =

Keywords: I

Preventing Action On: [ Requests Eligible for My Action Oves ®ho
[] Tasks Include Closed Oves ®ho
[] Packages

Created in the last: l:l dayis) Hot modified within last: l:l dav(s)

View Specific Requests

O Descending ‘Rows Displayed in Maximized View:

Choose Display Columns

Available Columns Displayed Columns

% Complete Req # These columns will be displayed in both
Creation Date Request Type the portiet and the masximized view:
Company Mame A ||peserigtion & .

Cartact = |[Stetus | Cannot be removedd

Last Updated Priority

Recuest Graup

Application

ok flor: Ly

Most Recent Note
Request Sub Type
Department

Additional Columns
Displayed in Maximized View

Assigned To Group Azsigned To These columns will be displayed in
Priority mencimized view onky
A crested By |
C| K]

Done Cancel

CopyTig D 2004 Mercay

=
&
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3. Personalize your portlet.

Each portlet isunique. All portlets have a portlet edit page but not all
portlets have al 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:

Title. You can change the name of the portlet. Click Change Title to
open the Change Title page.

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

Choose display columns. Y ou can configure how to display the datain
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
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.

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

Arrange data. Y ou 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 changesto the portlet are saved.
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Using the Workbench

In This Chapter:

e Overview of the Workbench

Opening and Closing the Workbench

e Searching for Entities

Saved Queries

Case Sensitivity and Using Wildcards
Advanced Queries

Opening, Deleting, and Copying Entities
Selecting Configuration Entities
Creating New Entities

e Navigating Inside Workbenches
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Overview of the Workhench

For most Mercury IT Governance Center users, tasks are started and compl eted
in the standard interface; some users, however, need to use the Mercury I T
Governance Workbench for their work. The Workbench is designed to help
application administrators, advanced users, and configurators configure
Mercury IT Governance Center. The Workbench is also used to create a few
entities, such as packages and projects. Figure 3-1 shows the Workbench.

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt|

Project Momt
pov——— £ | Package | agvanced | =l
ange Mor H]
a Package Mo.: | Package Groug, | Guery: [None -
Time Mgmt B
£ Wrkflaw: | Package Status: |ALL -
Configuration H | T | T
Assigned User: Created By: Priority: |ALL -
Dashboard || —&—
Assigned Groug: Ohbject Type Package Type: |ALL -
Environments
Object bane: |

Sys Admin
Dates

Praperty

" Dete Created 15 I r I
" Date Mocitied

" Date Submitted o ! j

I~ Eligible Action Only

I™ Submittsd Onty

|| PKG Warkbench

Figure 3-1. Mercury IT Governance Workbench

The Workbench opensin its own window, not in aWeb browser window. Y ou
can open the Workbench through the standard interface’ s Administration >
Open Workbench menu item, or you might reach the Workbench by creating
packages or creating and updating projects.

The Mercury IT Governance Workbench has the following components (see
Figure 3-2):

e Workbench. Workbench is used to find and act on configuration entities,
such as request types, object types, and workflows. Each configuration
entity hasits own unique Workbench. Y ou can reach a configuration entity
Workbench using the shortcut bar.
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Shortcut bar. The shortcut bar is used to organize the configuration entity
Workbenches. Each configuration entity Workbench belongs to a screen
group, such as Demand Mgmt, Project Mgmt, or Configuration. When a
screen group is selected, the associated Workbenches are displayed as
iconsin the shortcut bar (see Figure 3-2).

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

Workbench menu Workbench

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt|

Project Momt
£ | Package | agvanced | =l
Change Mgmt 3 7
a Package Mo.: | Package Groug, | Guery: [None -
Time Mgmt B
£ Wrkflaw: | Package Status: |ALL -
Configuration H | T | T
Assigned User: Created By: Priority: |ALL -
Dashboard || —&—
Assigned Groug: Ohbject Type Package Type: |ALL -
Environments
Ohject Marne:
Sys Admin : I .
Property Dates
_',J/‘f' [~ Eligible Action Only © DateCreated [ e
e " Date Mocitied
it o]
[ Subritt=d Only  Date Submitted 1
=
“ Releases Mew Package Max Rows [200 ‘ (L
f.’ Freadty
nnnnnnnn it
Refresh
>
Object Types

|| PKG Warkbench

Shortcut bar

Figure 3-2. Mercury IT Governance Workbench
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Opening and Closing the Workbench

The Workbench is accessed through the standard interface.
To open the Workbench:

1. Log on to Mercury IT Governance Center.
2. From the menu bar, select Administration > Open Workbench.

A Workbench status window opens. A few minutes later, the
Warning-Security window opens.

3. In the Warning Security window, select Yes.

S EIES
a

MERCURY™

BYco Links ?
IT Governance Center 2]

siGH ouT [

Workbench is currently:

walzame, Jaremizh Werifying instalistion.
Mon Oct 18 09:39:16

Expand 1| _Coliap If the Java Plug-ir ) Pane ‘ F Dashboard Update

=I Dashboard [REEeTREE Warning - Security &
My Front P Personalize
S;IeerDem:gPerogra The Workbench Do you want to trustthe signed applet distributed by "MERCURY INTERACTIVE"?
Ez:ﬁ;ii'::;ai Publisher authenticity verified by "YeriSign, Inc."
Personalize Das?’\h ority
i) =il [LEcublesTeoting The security cedificate was issued by a company that is trusted
# Search
* Reports
= 5
£l :l:e:un:e 1| The security certificate has not expired and is still valid
o

# Demand

*+ Team Manager Caution: "MERCURY INTERACTIVE" asserts that this content is safe. You should

# Portfolio Management only accept this content ifyau trust"MERCURY INTERACTIVE" to make that '
+ PMO assertion

L i [
= More Details
OpenWiorkbench :

Waify Resource Seftings

xwew gunn!ng Eemgfs Data will not 1 2 3 4 5 ] 7 El ]
iew Running Execitions
View Inlerrupgted Executions D Number of Requests
30087 PMO - Risk Sales Dema ey Critical

# Portlet Definitions Scenario

# Modules Data will not
# Settings b ready
# Product Information Shawing 110 5 of 23 Prey Next Maximize

i€

The Workbench opens.

74 Getting Started



Chapter 3: Using the Workbench

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt|
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Change Mgmt
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Package | agvanced | =l
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To close the Workbench:
1. From the Workbench menu, select File > Exit.

The Workbench closes.
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Searching for Entities

The Workbench opens the default configuration entity Workbench (typically,
the Package Workbench). A configuration entity Workbench givesyou an
interface to search for a specific entity, such as the Enhancement request type.
To search for an entity, enter criteriain any combination of the fieldsin the
Query tab and click List. All entities matching the search criteriawill be listed
in the Results tab. Y ou can choose to ignore the filter fields and simply click
List, which returns all of the entities in the Workbench.

Saved Queries

Queriesthat 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 where you created the saved query. For
example, a saved query in the Request Type Workbench is not available in the
Packages Workbench.

Creating Saved Queries

To create a saved query:
1. Open the Workbench.
2. Select the configuration entity Workbench.
The configuration entity Workbench opens with the Query tab.
3. In the Query tab, enter the search criteriaand 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.
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Using Saved Queries

To use asaved query:
1. Open the Workbench.
2. Select the configuration entity Workbench.
The configuration entity Workbench opens with the Query tab.

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

Package Workbench 1 =]
E‘ Package I Advanced} -
=
(<] Package Mo.: Package Group: I
% Whiark flou: |Release Workflow Package =totus, |5
Eg Azsigned User: I EH Created By: I EH Priority: [ALL -
Assighed Group: I Chject Type: I Package Type: |ALL -
Cihject Mame: I
Property Dates
i
I Eliible Action Only CEREEEEE g [ = o
" Date Modified
' E foavs =1
I™ Submitted Crly  Date Submitted 1 n
M|
Mewy Package Max Rows |200 | Clear | List |
r'Save" Successful.

The query isrun with the parameters of the saved search query.

Deleting Saved Queries
To delete asaved query:

1. Open the Workbench.
2. Select the configuration entity Workbench.
The configuration entity Workbench opens with the Query tab.

3. In the Query tab, from the Query field drop-down list, select a saved query
name.

The selected saved query is highlighted.

4. From the Workbench menu, select File > Delete <Query> Where <Query> 1S
the name of the query to delete.
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File Edit Tools MNavigate Window Package ProductIinformation

lackage Workbench

Package | Advanced | =
Package Mo.. | Pachage Groug: | Guery: [Release Waorkllow Que ~ >
worktlowe: [ Release Workaw Facka
Aassigned User: | B crestedby: | 21 Priority: |ALL -
Assigned Group: Object Type: Package Type: [ALL -
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(Y Mew Package Max Rows | 200 Clear List
Object Types fsave" Successful

|| PKG Workbench

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

The saved query is deleted.

Case Sensitivity and Using Wildcards

Filter fields are case insensitive. For example, entering the word test in afilter
field would return test, TEST, and Test. Filter fields aso return partial matches.
For example, entering the word test in afilter 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 afilter field could return Example
and Sample. However, smply entering ample in afilter field would not return
Example and Sample.
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Advanced Queries

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

File Edit Tools MNavigate Window Package Productinformation

Demand Mgmt

Project Momt
pov——— Package | agvanced | =l
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a o Package Group, Query: [Nane -
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=
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Figure 3-3. Package Workbench

To enter advanced query criteria:
1. Open the Workbench.
2. Select the Package Workbench.

The Package Workbench opens with the Query tab. The Package tab of the
Query tab is displayed.

3. Inthe Package tab, complete the search criteriaand click the Advanced tab.

The Advanced tab opens.
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Package Workbench

E' Package Advanced I 1=l
é' Find Packages that match these criteria: Guery: ’W
% Operation | Field Condition Walue ‘ Enabled ‘
&
e | | | 5
Mew Package e Rowe |200 | Clear | List |
r'Save" Successful.

4. In the Advanced tab, click New.

The Advanced Query window opens.

Package Workbench 19 [=]
E' Package Advancedl 1=l
C=3 Find Packages that match these criteria: Guery: ’W
é Operation p
2 = Advanced Query
L Define more criteria:
Conclition
=l
TR
“alidation Marme: |
Token: |
Enablec: (% i =1
Nesw Packad Ok | | Cancel ‘ b | List |
"Save" Succesd| | Ready

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
Like Looks for close matches of the value to the contents of the selected
field.
. Looks for contents in the selected field which are not close matches
Not like .
to the value field.
Looks for an exact match of the value to the contents of the
Equal to .
selected field.
Returns all results which are not an exact match of the value to the
Not equal to .
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 entered
equal to in the Value field.

Package Workbench 19 [=]
E' Package Advancedl 1=l
é' Find Packages that match these criteria: Guery: ’W

% Operation | Field ‘ Condition ‘ Walue ‘ Enabled ‘

) [Description [not like |4.5.5 [ |
= ana [Package Status: [like [open [ |

Mew Package e Rowe |200 Save CQuery | Clear | List
Feadv
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Selecting Configuration Entities

6. In the Advanced tab, click List.

The search begins. When performing the search, Mercury IT Governance
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 lessrestrictive by disabling or

removing some of the search criteria.

The Results tab displays al 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 3-4).
Request Type Workbench 19 [=]
E Reguest Type Description Enabled
a _{Bug Request type
P Application bugs should be used to repart problems.. |
S |DEM- Application Enhancement Application Enhancements should be used to reque..
3 DEM - Database Refresh Diatabase refresh requests can be made for all IT O
& |DEM- Initiative Initiative request should be used to request key proj...
Enhancement Enhancement Reguest tipe

Genetic Reguest

Geheral-purpose request tracking

HR Requests

Hurnan Resources request tracking

PFM - Asset

Assets should he used to add such things as Produ...

PFM - Project Projects should be used ta initiate an approved pro...
PFM - Proposal Proposals should be used to request a new Project ..
PO - Issue A standard Reguest Type for logging Issues

-
'
o
i
v
v
'
o
i
o
o
i
v

PMO - Program Reguest

Initiative request should he used to request progra...

<

T

Meswn | Open | Copy | Delete | Refresh

Setup Reguest Header |

PQ Reguest Type Records are loaded

Figure 3-4. Results tab

To select a contiguous group of configuration entities:

1. Open the Workbench.

2. Select the configuration entity Workbench.

3. Inthe Query tab, enter the search criteriaand click List.

The results are displayed in the Results tab.

4. In the Results tab, select one entity.

The entity is highlighted.
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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 severa separated entities:

1. Open the Workbench.

2. Select the configuration entity Workbench.

3. In the Query tab, enter the search criteriaand click List.
The results are displayed in the Results 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 buttonsfor 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. Open the Workbench.
2. Select the configuration entity Workbench.
3. In the Query tab, enter the search criteriaand click List.
The results are displayed in the Results tab.
4. In the Results tab, select an entity.
The entity is highlighted.
5. 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 anew entity:
1. Open the Workbench.
2. Select the configuration entity Workbench.

3. Inthe Query tab, click New <Entity Type>, where <Entity_Type> iSthetype
of entity, such as New Package.

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

The entity is created.
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Navigating Inside Workbenches

In a Workbench, the shortcut bar is typically used to navigate to a
configuration entity Workbench. Y ou can also navigate the Workbench using
the Navigate menu on the Workbench menul.

Every Workbench has a Query tab, which is used to search Mercury IT
Governance Center for entities associated to the Workbench. The results of a
Query tab search are listed in the Workbench’s Resuits tab. Toggle between
the Query tab and Results tab using the tabs in the upper-left corner of the
Workbench (see Figure 3-5).

When multiple detail windows are open, an individual detail window can be
accessed using the buttons at the bottom of the Workbench, as shownin
Figure 3-5. If you minimize a detail window, or even the Workbench window,
you can view the window by clicking the appropriate button at the bottom of
the Workbench.
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Configuration

Request Type : DEM - Database Refresh

Dashboard
Fequest Type Name: | DEM -
Ervironments Gl TiesUEst e | Reruest Heacler Type: [DEM - Database Refresh
Creation Action Name: |Reguest a Database Refresh
Bys Admin New | open
Categary: | |
— Extension: | |
Cosincty Description: | requests can he made for all IT Ops applications in the testing phase. Standard IT Ops service levels apply.
t} Weta Layer View: [MREQ_ | DEM_DATABASE_REFRESH
[
Racusst Types Max Fields: |50 | Enables: @ ves " No
Comtreands 1 Sub-Types 1 Warkfloves I User Access I Notifications I Cwnership 1 Help Cortert
T— Fields 1 Layout I Display Coiurins 1 Request Status 1 Status Dependencies 1 Rules
Request Heade:
Types Prompt Token Enabled | Component Type alidation

Summary
DB Refresh Details
Anal 5ig

E Demand Managerment SLA Field
Demand Managernent Scheduli

|
B 2 T

Bug DEM - Application Bug DEM - Application Enhanc.. DEM - Database Refresh

Figure 3-5. Navigating between multiple open detail windows
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