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Documentation Updates

This manual’s title page contains the following identifying information:

m  Software version number, which indicates the software version

m  Document release date, which changes each time the document is updated

m  Software release date, which indicates the release date of this version of the software

To check for recent updates, or to verify that you are using the most recent edition of a document,
go to: http://ovweb.external.hp.com/lpe/doc_serv/.

You will also receive updated or new editions if you subscribe to the appropriate product support
service. Contact your HP sales representative for details.



Support

Mercury Product Support

You can obtain support information for products formerly produced by Mercury as follows:

If you work with an HP Software Services Integrator (SVI) partner (www.hp.com/
managementsoftware/svi_partner list), contact your SVI agent.

If you have an active HP Software support contract, visit the HP Software Support site and use
the Self-Solve Knowledge Search to find answers to technical questions.

For the latest information about support processes and tools available for products formerly
produced by Mercury, we encourage you to visit the HP-Mercury Software Support web site
at: support.mercury.com.

Contact your HP Sales Representative if you have additional questions.

HP Software Support

You can visit the HP Software Support web site at www.hp.com/managementsoftware/services.

HP Software online support provides an efficient way to access interactive technical support
tools. As a valued support customer, you can benefit by using the support site to:

Search for knowledge documents of interest

Submit and track support cases and enhancement requests
Download software patches

Manage support contracts

Look up HP support contacts

Review information about available services

Enter into discussions with other software customers

Research and register for software training

Most of the support areas require that you register as an HP Passport user and sign in. Many also
require a support contract. To find more information about access levels, go to: www.hp.com/
managementsoftware/access_level.

To register for an HP Passport ID, go to: www.managementsoftware.hp.com/passport-
registration.html.



Table of Contents

LiSt OF FIGUIES .vvteiieeieieeiteie ettt ettt ettt et s e et seeteensesseennenseens vii
Chapter T: IntrodUCON ........coiiiiiiieciece e et eeb e e eenas 9
Overview of HP Project and Portfolio Management Center ............cccocveieriininiinieiiesieeienees 10
WED POGES ...ttt ettt ettt et ettt et et neeeneeaean 13
PPM Dashboard Pages...........ccuieueiieiiiiieeeeee e 14
POIHEES. ...ttt 16

PPM WOTKDENCH ...t 17
Viewing Product Information and Online Documentation.............cccooereeierienienenieieieeeeen. 18
Accessing Documentation ...........coocuiiiiiiiiiiiiiic e 18
Viewing Version and User Access Information .............ccoceeieienininieienieniccceeee e 19
Chapter 2: Using the Web Pages...........ccveiuiiiiiiiiieiiieiieieeseeseeseeee et 21
Logging On and Off PPM Center..........cccieieiieniieiieieeieeieesie ettt sae e saae s s enne s 22
Logging On 10 PPM Center.......c.ueiiiiiiiiiiiiiceiic ettt 22
Logging O PPM Center .......cc.veuiiuieiieiieiesiecie ettt sttt nse s ens 25
Expanding and Collapsing Menus...........cc.couiiiiiiiiiiieeeeeee e 26
Hiding and Displaying the Menu Bar ............ccccoooiiiiiiieiiiieeee e 26
Creating Requests, Packages, and Other EntHes ..........cooieiieierienieeecceeeee e 27
Searching for Requests, Packages, and Other Entities .........cccoveiriririenieinineccececiees 29
Running New Searches...........c.ooouiiiiiiiiiee e 29
Using the Query BUlder............couiiiiiiiee e s 29
SAVING SEATCRES ....evviiieiieie ettt et sttt e et esta e aeenteenseenaeenne e 30
Running Saved Searches............ocoiieiieiiieiicieceeeeee et 31
Managing Saved SEArches ...........coeeieieiiiiiieieecee e 31
Managing Saved Search Categories ..........ccoieuiriirieiieeee et 33
Using the Request BrOWSET ........cc.eiiuiiiiiii e 34
RUNNING REPOIS. ...ttt ettt et e s st e st e e 36
RUNNING NEW REPOIS ......iiiiiiiiiiiice et 36
Opening EXisting REPOIS ......ccoiiiiiiiiiiiiiieiie ettt e 37
Changing YOUE SEHINGS......ccveitieiieieeie sttt ettt ettt et e et e e b e saeesseeseenseesseennenes 38
Changing Your PASSWOrd...........cccuiiiiiiieiieieeie ettt ettt e sse e e 38
Setting Warning Message Display ..........ccceviiiiieieninineeee e 39
Setting Maximized Views for Portlets ...........coociiieieiiniiiicieeeeeeeee e 40
Setting Work Plan Page View Preferences .............ccoviiiiiieiiniiniiieceeeeee e, 41
Setting Cost DISPlAYS ......eeuviriiiiiieieee e 41



Using the PPM Dashboard ..o 4]

Opening PPM Dashboard PAges ..........c.eecuieiieienienieniieie ettt 41
Sething Portlet VIEWS .......oviiiieie e 42
Arranging Data in List POrlets ..........cccoeviiiiiiiiiieieccecesee e 44
Drilling Down from Portlets...........cceeiiiriiniiiieieieee e 45
Exporting Data to Excel Spreadsheefs ...........ccooirieieiiniiieieeceee 46
ADOU EXCEl EXPOMES ....c.eviieiiieiiieeie ettt et e e s enbeeense e 47
Exporting PPM Dashboard Pages to PDF Files..........ccccoeririiiineniniiieieececeeee 48
Cycling Through PPM Dashboard Pages Automatically.............cccoveiieiiiiiniiiie 48
Personalizing the PPM Dashboard.............cccooiiiiiiiiieee 49
Adding PPM Dashboard PAges ............ccueeierieriieiieiecieseeeee et 50
Copying, Moving, and Deleting PPM Dashboard Pages ............cccooveieieniinininieieeee, 51
Renaming PPM Dashboard Pages...........ccuevuiiiiieieiiniiiieieeecceeeee e 51
Setting Refresh Rates for PPM Dashboard Pages ............cccceeveieriinieieieneniecceieeeee 52
Adding Portlets to PPM Dashboard Pages ...........cccoeviiieiininininieicnccceceneeee 53
Copying and Moving Portlets on PPM Dashboard Pages ..........cccccevievieiiiiinienieieeee, 55
Previewing PPM Dashboard Pages.............ccvviiriinieiieiicecee e 55
WOrking With GrOUPS .......coviiuiiiieieiecie ettt eneas 56
Personalizing POrHEtS .........cc.eiieuieieie e 56
Deleting POrHEts ........ooueieieiee e e 57
Changing the Size of Portlefs.........ccoiiiieriericieieee e 57
Configuring POFHEES ...t 58
Using the Query Builder for Portlets............ccoocuiiiiiieiiieiicieceee e 59
Chapter 3: Using the PPM Workbench .............cccooiiiiiiiiii e, 61
Opening and Closing the PPM Workbench ..o, 62
SeArching fOr ENTHES ......ccvieuieieieiecieeieete ettt sttt nsesae s 63
SAVEA QUETIES ...ttt sttt ettt sb ettt 63
Creating SAVEd QUETIES ..........c.ecuiiuieiieiiciieieetiee ettt b e teeae e seeaeenis 63

Using SAVEd QUETIES .........cviviiieeieiieti ettt ettt ettt ee e e s e steeasesseaesbeeaeeneas 63
Deleting Saved QUENIES.........ocveverieiieiicieieieteie ettt ee 64

Case Sensitivity and Using Wildeards ............cooooiiiiiiiiieeeeee e 65
AQVANCEA QUETIES ...ttt ettt ettt et et eneeeneeseeeseenneenneas 65
Selecting Configuration ENHEES .......c.ceiruirierieieiieiieieieieiecee e 68
Opening, Deleting, and Copying Entities. .........cc.ceviirierieiieii e 69
Creating New Entities ........oeiiiiiieice e e 70
Navigating Among Workbench Windows ...........cccccoeviiiiiiiinieiecce e 70
Chapter 4: WHat's NEXt.........cociiiiiiiiiiiiieieieeieeteste ettt ese s s eaens 73
After This DOCUMENT .....iuiiiiiiieiiieet ettt sttt sb ettt ene s e 73
e =5 OSSP 75

Table of Contents vi



List of Figures

Figure 1-1
Figure 1-2
Figure 1-3
Figure 1-4
Figure 1-5
Figure 1-6
Figure 2-1
Figure 2-2
Figure 2-3
Figure 2-4
Figure 2-5
Figure 2-6
Figure 2-7
Figure 2-8
Figure 2-9
Figure 2-10
Figure 2-11
Figure 2-12
Figure 2-13
Figure 2-14
Figure 2-15
Figure 3-1
Figure 3-2
Figure 3-3

PPM Center standard user interface ...........ccoevueverieienieneniecieeece e 11
PPM WOTKDENCh ... 12
PPM Canter PAgE .....eeoiuiiiiiiiiieiieeeite ettt 13
Typical PPM Dashboard page ..........ccueeveieeriieiiiiesiesieeie et 15
TYPICAl POPHEES ...ttt 16
PPM WOTKDENCh ...t 17
Logging Off PPM Center ........ccuieuieiiieeiieiieieie ettt 25
Expand All and Collapse All butons............c.coveiiieiieiiiieieeeeee e, 26
Hiding the menu bar .........ccooiiiiii e 26
Displaying the menu bar..........c.ccooiiiiiiiiceee e 26
Request Browser results............coouieiiiiiiieiiceceee e 34
Request Browser search ..........c.ooievuieiiieieeiieieseee e 35
Buttons for switching between PPM Dashboard pages ............ccecvevieriinieieienienennns 41
Normal and minimized views of portlets ............cc.ccoeviiiiiiiiiiiicceee e, 42
Portlet MOXIMIZE ICONS ......eeueeiiiiiiieiieiee ettt 43
Portlet MaXimized VIEW .........cciiiiiiiiiiiieeeceee e 43
SOOI ICON. .ttt ettt ettt 44
Drilling down from a list portlet .........cooiieiiiiiiieee e 45
Drilling down from a chart portlet............coooveiiiiiiiiee 46
Exporting data 1o EXCel.........ooiiiiiie 47
Personalize PPM Dashboard page...........cecveieiiniiieienencceeeeeeeee e 49
Package Workbench window............ccoeiiiiiiiiiieiece e 65
RESUIES 1A ... e e 68
Navigating among multiple open detail Windows...........ccccoereiieiinininiiieences 71

Vil



viii List of Figures



e
1 Introduction

In This Chapter:

m  Overview of HP Project and Portfolio Management Center
o Web Pages
o PPM Workbench
m  Viewing Product Information and Online Documentation
o Accessing Documentation
o Viewing Version and User Access Information




Overview of HP Project and Portfolio Management Center

10

Welcome to HP Project and Portfolio Management Center!

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

Most PPM Center users work in the standard user interface, which appears as a
collection of specialized Web pages. These pages open in a Web browser and
offer you a customized view into PPM Center. From these pages, you can run
reports, submit requests, and create projects, among other things. Most
importantly, you view and use the PPM Dashboard. The PPM Dashboard is a
real-time Web page view into your PPM Center system. Using portlets, you
can view important information about your work environment, from the status
of requests assigned to you, to comparisons between current projects and
staffing profiles. Figure I-1 shows an example of the standard user interface
and its pages. Chapter 2, Using the Web Pages, on page 21, discusses the pages
and how to navigate them in greater detail.
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[ Project and Portfolio Management Center

Figure 1-1. PPM Center standard user interface
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In addition to the standard user interface, some users need to use the PPM
Workbench to accomplish certain tasks. Unlike the Web pages, which open in
a Web browser, the PPM Workbench opens in its own window. Designed for
more advanced users, the PPM Workbench is where much of the PPM Center
is configured. Configurators can use the PPM Workbench to define workflows,
create request types, set up automatic notifications, and a host of other tasks
and procedures. Figure 1-2 shows an example of the PPM Workbench.
Chapter 3, Using the PPM Workbench, on page 61, discusses the PPM
Workbench and how to navigate it in greater detail.
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Figure 1-2. PPM Workbench
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Your view of PPM Center is determined by your level of access to features and data,
which is set by your system administrator. The set of pages, portlets, and fields that
you see may be different from another user’s, depending on the level of access
provided to you.
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Web Pages

Introduction

The PPM Center standard user interface appears as a set of specialized Web
pages that open in a Web browser and offer you a customized view into PPM
Center. From these pages, you can run reports, create requests, search for
packages, and accomplish many other tasks. Figure 1-3 shows a typical page.

Figure 1-3. PPM Center page
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The PPM Center has the following components:

= PPM Dashboard. The PPM Dashboard is at the heart of the standard user
interface. Using the PPM Dashboard, you can obtain accurate,
up-to-the-minute status on your projects and deliverables. With the PPM
Dashboard, project teams always know exactly where they stand.
Managers gain real-time insight into progress and problems in projects
under their purview. Executives can view all initiatives from an IT value
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4

perspective at a high level, ensuring alignment with the company’s overall
strategic direction.

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

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

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

PPM Dashboard Pages

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

At the top of each PPM Dashboard page is a label used to identify a PPM
Dashboard page. Figure 1-4 shows a PPM Dashboard page.
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Figure 1-4. Typical PPM Dashboard page
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PPM Dashboard pages can come from several different sources. Most of the
time, you can pick and choose the PPM Dashboard page and its content, but
not always. The following is a list of the different PPM Dashboard pages.

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

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

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

m  Blank pages. Blank pages are PPM Dashboard pages without portlets.
Once you add a blank PPM Dashboard page to your PPM Dashboard, you
can configure the PPM Dashboard page to your specifications.
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Portlets
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Portlets reside on PPM Dashboard pages and display real-time data you want
to see. Portlets are very configurable, allowing you to filter through all the data
in the system, finding just what you need. There are two basic types of portlets:

m  List portlets. List portlets present data in tabular form using rows and
columns. Figure I-5 shows the Request List portlet.

m  Chart portlets. Chart portlets present data in a graphical form, such as bar
charts, pie charts, and bubble charts. Figure /-5 shows the Open Request
By Priority chart portlet.

Figure 1-5. Typical portlets
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A portlet’s edit page is where a portlet is personalized to meet your specific
needs. Every portlet edit page has a Preferences section. The Preferences
section is where you configure the filters for displaying data you want to see. If
your portlet is a list portlet, you also have a Choose Display Columns section.
The Choose Display Columns section lets you decide which columns will

appear in the portlet.
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PPM Workbench

For most PPM Center users, tasks are started and completed in the Web pages;
some users, however, need to use the PPM Workbench for their work. The
PPM Workbench is designed to help application administrators, configurators,
and advanced users configure PPM Center. Figure 1-6 shows the PPM
Workbench.

Introduction

Figure 1-6. PPM Workbench
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The PPM Workbench opens in its own window, not in a Web browser window.
You can open the PPM Workbench through the standard interface’s
Administration > Open Workbench menu item, or you might reach the PPM
Workbench by creating packages.

The PPM Workbench has the following components (see Figure 1-6):

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

= Shortcut bar. The shortcut bar is used to organize the configuration entity
Workbench windows. Each configuration entity Workbench window
belongs to a screen group, such as Demand Mgmt, Time Mgmt, or

17



Configuration. When a screen group is selected, the associated Workbench
windows are displayed as icons in the shortcut bar (see Figure 1-6).

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

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 Library and
About HP Project and Portfolio Management Center page.

Accessing Documentation
To find the available documentation:
1. Log on to PPM Center.
2. From the menu bar, select Product Information > Library.

The Documentation Library opens.

[/ Project and Portfolio Management Center

Documentation Library
Click a link to view a document.

User's Guides Configuration Guides
Mercury Deployment Management User's Guide [} PDF Mercury Deploymert Management Configurstion Guids [ PoF
Mercury Demand Management User's Guicke E— PDF Mercury Demand Management Configuration Guide D_L,‘- PDF
Mercury Financial Management Liser's Guide 2 PDF Configuring IT Demand Tracking and Management (4 POF
Gidle to Tracking and Managing IT Demand [ PoF Configuring the Standard Interface [ PoF
Mercury Portfolio Managemert User's Guide [ POF Mercury Porttolio Management Configuration Guide [ poF
Mercury Program Management Liser's Guids [} PDF Mercury Program Managemert Configuration Guide A} POF
Mercury Proiect Management User's Guice E— PDF Mercury Project Management Configuration Guicke: Iz,‘- PDF
Mercury Resource Management User's Guide [ PDF Mercury Time Management Configuration Guide X PoF
Mercury Time Management User's Guide [ POF
G ral Guides and Reference Manuals
System Administration Guides Commands, Tokens, and Validations Guide and Reference [} PDF
System Administration Guide and Reference E,l PDF Open Interface Guide and Reference Iz,‘- PDF
Document Management Guide and Reference [ POF Reports Guide and Reference [ PoF
System Requirements and Compatibility Matrix Security Model Guide and Reference [ poF
Service-Oriented Architacture: Web Services Guids [4 POF
Can’t find the information you need? Mercury-Supplied Ertties Guide [ POF

View Master Index | View documents by role |

 cmeEEEEEEEEEE————————————————
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Viewing Version and User Access Information

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

1. Log on to PPM Center.

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

The About HP Project and Portfolio Management Center page opens.

About HP Project and Portfolio Management Center

“ersion 7.1.0

HP Project and Portfolio Management Center @ 1997.2007 Mercury Interactive Corporation. 7,1,0,350 02:21/2007 01:59 AM
Al Rights Reserved.

This program is protected by copyright law and intermationsl treaties

Unauthorized reproduction or distribution of this program,

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

and will be prosecuted to the maximum extert possible under the: law.

User Access Information

Configuration
Demand Managemert

Deploymert Management

Project Manzgement
User Administration

Introduction
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Using the Web Pages

In This Chapter:

Logging On and Off PPM Center

o Logging On to PPM Center

o Logging Off PPM 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

Using the Query Builder

Saving Searches

Running Saved Searches

Managing Saved Searches

Managing Saved Search Categories

Using the Request Browser

Running Reports

o Running New Reports

o Opening Existing Reports

Changing Your Settings

o Changing Your Password

o Setting Warning Message Display

o Setting Maximized Views for Portlets
o
o

O0OO0OO0O00aoa0Q

Setting Work Plan Page View Preferences
Setting Cost Displays
Using the PPM Dashboard
Opening PPM Dashboard Pages
Setting Portlet Views
Arranging Data in List Portlets
Drilling Down from Portlets
Exporting Data to Excel Spreadsheets
Exporting PPM Dashboard Pages to PDF Files
Cycling Through PPM Dashboard Pages Automatically
Personalizing the PPM Dashboard
o Adding PPM Dashboard Pages
o Copying, Moving, and Deleting PPM Dashboard Pages
o Renaming PPM Dashboard Pages
o Setting Refresh Rates for PPM Dashboard Pages
o Adding Portlets to PPM Dashboard Pages

o I Y o [ A o R
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o Copying and Moving Portlets on PPM Dashboard Pages
o Previewing PPM Dashboard Pages
o Working with Groups
m  Personalizing Portlets
o Deleting Portlets
o Changing the Size of Portlets
o Configuring Portlets

Logging On and Off PPM Center

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

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

m At least one PPM Center product license

Logging On to PPM Center
To log on to the PPM Center:
1. From the Web browser, enter the PPM Center Web address.

The PPM Center Logon page opens.
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Using the Web Pages

Project and Portfolio
Management Center

Username
Passward

] Remember my logon

Submit Clear

© Copyright 19972007 Mercury Interactive Corporation

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

To have the server retain a password, select the Remember my logon
checkbox. Once this checkbox is selected, you don’t have to enter a
password each time you log on.

3. On the PPM Center Logon page, click Submit.

The Web pages open. First-time users might be prompted for a new
password.
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[/ Project and Portfolio Management Center

welcome, Admin User P
Feb 23, 2007 04:05:13 PM ST
Last Login: 22307 02:28 FM P

Expand All Collapse Al
E Dashboard
Fromt Page
Resource Management Part
Budget Portlets
Pragram Manager
My Personalized Page
Demand Manager
Project Portlets
Mew Project tems
Time fems
Work Breakdowns
Misc Program ltems
Frort Page (Standard TG D
Perzonalize Dashboard

Demand Management
B Project Management
Projects & Tasks
Staffing Profiles
Project Controls

Ti

e Management
Resource Management

Program Management

Portfolio Management

Product Information

/)
; ‘J SIGH OUT

Dashboard Page: Frontpage | ¢« | Switch to page...~ | » @@E

Fage last refreshed: Feb 23, 2007 02:56:01 P PST

Request List

Req | Request Type | Desci Status Assigned To Priority Created By
=V
30242 Project Issue Mo verification that upgrade requirements are in My Finn Gill High Agmin User
place. Mesd &t least ons resource for 5
‘working...
30218 Project lssue Usability testing ey Bridget Holorook  Mormal Acmin User
30217 Projsct Issue Rewrite and distribute specifications ey Barbara Getty Mormal Acdmin User
30151 Project Issue We need ancther cube for cortractors expscted  New Mormal Joseph Banks
next morth
30150 Project Issue Company shutdown directly impacts delivery Merw Critical Joseph Banks
timeline
Showing1ta 5of T Prev Next Maximize
nalyzs Resource Pools

Preferences: Showing capacty from Resource Pools: Shared DBA. Resource Pools and Staffing Profilss with Sps

FTE's

A ——— —
T T T T T T T T T T
02707 03/07 04/07 05/07 O&/07 OF/0F 08/0F7 09/07 10007 11707 12/07 01708 0208 03/08 04/08 05/08

0
4

Assigned Demand: Committed Assigned Demand: Softbooked B Unmet Demand
— Named Resource Capacity

— Total Resource Capacity

Yiew Data Table
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Logging Off PPM Center

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

Figure 2-1. Logging off PPM Center

[ Project and Portfolio Management Center

D - B

wielcome, Admin User

Fet 24 shor nansa pmpsry  Dashboard Page: FrontPage | ¢ | Switch to page...~ | » =l ] &3
Last Login: 262307 02:28 PM P

Expand &Il Collapse All
= Dashboard

Page last refrashed: Feb 23, 2007 03:56:01 PM PST

Request List

Frort Page

Resource Management Port Req | RequestType | Description Status Assigned To | Priority Created By

Bucget Portlets #Y

Prodram Manager 30242 Project Issue Mo verification that upgrade requirements arein~ New Finn Gill High Admin User

My Personalized Page place. Meed ot least one resource for &

Demand Manager Haiking

Project Portlets 30216 Project Issue Usakility testing Mew Bridget Holorook  Normal Admin User

Mevwy Project fems 30217 Project Issue Rewrite and distribute specifications My Barbars Getty Mormal Agmin User

Time ftems 30151 Project lssue We need ancther cube for cortractors expected  Mew Mormesl Joseph Banks

Wiork Breakdowns next morth

Misc Program ftems 30150 Project lssue Company shutdown directly impacts delivery ey Critical Joseph Banks

Front Page (Standsrd ITG i timeline

Ps lize Dashboard

Frsonalze Sasnbear Showing 110 50f 7 | Preu Next| Masinize

Demand Management
E Project Management Analyze Resource Pools

Projects & Tasks Preferences: Showing capacity from Resaurce Poals: Shared DBAs. Resource Podls and Staffing Prafiles with Spe...

Staffing Profiles

Project Controls

FTE's

ime Management

Resowrce Management
14—

Program Management

Portfolio Management 12—
nancial Management
Deployment Management 10—
Reports
Administration 1
Product Information
=
4
| |
0-

T T T T T T T T T T T T T T T T
02/07 0307 04707 05/07 0R/07  OF/OF 0G/0F7 O3/07  10/0F LL/0F7 12/07 01/08 02706 03706 04/08 05/08

4

Assigned Demand: Cammitted Assigned Demand: Softbooked M Unmet Demand — Tatal Resaurce Capacity
= Mamed Resource Capacity

Yiew Data Table

Using the Web Pages 25



Expanding and Collapsing Menus

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

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

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

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

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

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

Figure 2-2. Expand All and Collapse All buttons

Welcome, Barbara Getty 4
Feb 23, 2007 04:10:47 P PST
2=t Login: cuesir 02 osd Phy P

Hiding and Displaying the Menu Bar

26

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

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

Figure 2-3. Hiding the menu bar

WWelcome, Barbara Getty Q
Feb 23, 2007 04:10:47 Phi P

Last Login: 252307 02:34 FM F

Expand All Collapse All

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

Figure 2-4. Displaying the menu bar

O Dashboard Page: Front page

Fage last refreshed: Feb 23, 2007 040135
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Creating Requests, Packages, and Other Entities

Using the Web Pages

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

To create an entity:

1. Log on to PPM Center.

2. From the menu bar, click the appropriate link for the product area you
want.

For example, to create a new request, click Demand Management > Create a
Request. To create a new project, click Project

Management > Projects & Tasks > Create a Project.

The create page opens. The create page includes the fields associated with
the entity type. Not all entities are alike. Some entities have a single entity
type, such as budgets and skills.

Create New Budget

*Budget Hame:

Thisisa v | Budgetfor
Actuals are rolled up:

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

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

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

Parent Budget for Comparison: v

Will this Budget have capitalized Costs?  (Oves Mo

‘Region: |MercurylIs [
'Start Period: | March 2007 [
'Finish Period: May 2007 j

Continue

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

Create New Request

'Request Type: v Create

Create Based On Desired Action
Most Recently Created
Request a Mew Initiative
Generic Request
Feport an Applisation Bug
Recuest an Application Enhancement
Subimit Project Risk
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Some entities, such as programs, require you to follow a process to create
an entity. For those entities, you must complete the entire process to create

the entity.

Create New Program

*Program Hame: [

Description:

Benefit:

Status Hotes:

Program Budget

Projects

Project Hame % Complete

Add Project

Business Ohjectives

Hame State

Add Business Objective

Project Status Sched Start Sched Project Manager
Finish

Owner Priority Deseription

Notes

Hew Hote:

Create
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Searching for Requests, Packages, and Other Entities

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

Running New Searches

To run a new search:

1.

Log on to PPM Center.

2. From the menu bar, click the appropriate link in the product area you want

to work in.

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

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

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

parameters and click Search.

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

Using the Query Builder

Using the Web Pages

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

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

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

To use the Query Builder:

1.
2.

Log on to PPM Center.

From the menu bar, select Demand Management > Search Requests.
The Search Requests page opens.

Provide a value for the Request Type field.

The Query Builder button is enabled.
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9.

Click Query Builder.

The Query Builder Search Terms window opens.
Click Add.

The Add Query Builder Search Term window opens.

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

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

Click Done.

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

Click Done.

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

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

Saving Searches

You can save and re-run commonly run searches for requests.

To save a search:

1.

2.

30

Log on to PPM Center.
Run a search.

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

E s Bwort to Excel

Modify Searchi

Save this search as:

Save

Manage Saved Searches|

Request Search Results

oooo oo

O

Req #
30150

30151

30063
30217
30242

30218

30030

Check All

Request Type | Description

Proiect lssue

Project Issus

Project lssug
Proiect lssue

Project ssue

Project Issue

Project lxsue

Company shutdown directly impacts defivery timefine
W need another cube for contractors sxpected next month
Mew requirements for Order Processing introduced during testing

Rewrite and distribute specifications

Ma werification that upgrade requirements are in place. Need at least
one resource for 5 working days to complete.

Usatbilty testing

Loging our Oracle Apps expert G& person

Status &

Assigned To

Barbara Gefty
Finn Gill

Bridget
Holbrook

Jozeph Banks

Showing 1 -7 of 7

Priority
Critical

Mormal

Critical
Mormal

High

Mormal

Critical

Showing 1 -7 of T

Created By

Jozeph
Banks

Jossph
Banks

Admin User
Admin User

Admin User

Admin User

Jozeph
Banks

R Exwort to Excel

Managing Saved Searches

Using the Web Pages

To run a saved search:

1. Log on to PPM Center.

To manage a saved search:

1. Log on to PPM Center.

The Manage Your Saved Searches page opens.

Modify Search

A dialog window opens, displaying the results of the save.

m  Click Manage Saved Searches to go to the Manage Saved Searches
page.

m  Click Return to Search Results to return to the search results.

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

You can move between saved search categories and delete saved searches.

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

3. In the Save this search as field, enter a name for the search and click Save.

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

Add New Cateqory| Save

Ho Category Quick lssues

Quick Risk

il

Al Category

E Hame:

Froject tems

Save

3. Move or delete a saved search.

a.

To move a saved search:
Select a saved search.

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

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.

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.

To delete a saved search:
Select a saved search.

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

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.
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Managing Saved Search Categories

You can create, move, or delete saved search categories.

To manage a saved search category:

1. Log on to PPM Center.

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

The Manage Your Saved Searches page opens.

Manage Your Saved Searches

Ho Category Quick lssues
Quick Risk
¥
r'y
& Category  [project ems
| hame:
Save

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

a.

Using the Web Pages

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.
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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.

m  To delete a saved search category:

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

category.

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

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.

Using the Request Browser

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

typical results.

Figure 2-5. Request Browser results

Browse PFM - Project Requests

Modify Preferance Set Reload
Business Objective > Status Total
Total 15
= Efficiency Across Teams 3 o)
Design 1
In 24 1
Requirements 1
= <Blank> 12
Azsign Project Manager 1
Business Readiness Sign-Off 3
Deploy 1
Design 1
Detailed Project Definition 1 a
Request Search Results (Filters: Business Ohjective=<Blani=, Stalus=Assign Project Manager) Showing 1 -6 of 6
Project Ho 7 Request Type Description Status Assigned To Priority Created By
30301 PFM - Project Assign Project Manager Admin User
30271 PFM - Project Testing the description Assign Project Manager Admin User
amar PFM - Project Assign Project Manager Barbara Getty
30030 PFM - Projsct Assign Praject Manager Carolyn Sayer
30060 PFM - Project Azsign Project Manager Admin Uzer
30014 PFM - Project Internal Wieh Site Rolout - sales Assign Project Manager Carolyn Sayer

Showing 1 -6 of 6

[Es Bwortto Excel

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

Figure 2-6. Request Browser search

Browse Requests

Browse Cancel

Request Browser List Configuration Clear Fields

Request Type: |

Priority:
Assigned To: & gf‘fliﬁ')':'e" Te F=|
Created By: &

Department: Application:

Workflow: Request Group:

Contact: Company Name: i

Linked Project:

Creation Date !
From: Eo: =
Last Update Date _

From: ETe: =

Request Key Words: Sesrchthe content of Reguest Motes and Descriptions:

Preventing Action Eligible for My
on: [ Requests Action? Orves Emo
[ packages Include Closed? Oves @no
SortBy:  |Req# v | (D) Ascending
(%) Descending
*Maximum Results Per Page: 50 ‘Maximum rows at each Tree Level: 25
Choose Columns for Request List

Available Columns Selected Columns

Note: Columns followed
by an asterisk (*)
cannot be removed
from the display.

Request Browser Tree Configuration

Choose Additional Column to Display in Request Browser Tree
Additional

Column:

Choose Fields to Group by in Request Browser Tree

Available Columns Selected Columns

Note: At least 1 field
needs to be selected.
(Macximum 5 fields can
be selected).

Last Upcated b

Save this Preference Set as: Save

Browse ‘ Cancel |

Specify search criteria for the Request Browser the same way you would use

the Search Requests page.

You can only specify one Request Type in the Request Browser.
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The following Request Browser features help to organize your results:

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

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

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

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

Running Reports

36

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

For More Information

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

Running New Reports

To run a new report:

1.
2.

Log on to PPM Center.

From the menu bar, select Reports > Create a Report.
The Submit New Report page opens.

Select a report.

The following lists the ways in which to select a report:

m In the Recently Submitted Reports section, select a report. The report’s
submission page opens.
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m In the Report Category ficld, select a report category. The Submit New
Report page is refreshed with the available reports. Select a report. The
report’s submission page opens.

Submit New Report

Recently Submitted Reports

Proiect Cost Breakciown

Biseline Comparizon Report
Special Command Detail Report
Walidations Report

Data Source Detail Report

This Report shows the costs for the Proiect and the Activities with which the costs are sssocisted. Labor and
Mon-Lahor costs are included in the totals

Compare current schedule to a Baseling or compare Baselines
Wiewy the configuration details of one or more special commands. Useful for debugging execution problems.
Wiew the configuration details of one or more walidations

“iew the configuration detsils of one or more Data Sources. Details all fiter fields, displayed columns, query, and
uzed by for each Data Source.

Select Report hy Category

Report Category: | Project Management v

Bassline Comparison Report
Froject Cost Breakdown

Project Cost Details

Compare currert scheduls to & Baseline or compare Basslines

This Report showes the costs for the Project and the: Activities with which the costs are associasted. Labor and
Mon-Labor costs are included in the totals,

iew Cost Details for a Project

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

Opening Existing Reports

Using the Web Pages

optional filter fields, and click Submit.

The Report Submitted page opens prior to the report.

Once a report is run, PPM Center saves that report, allowing you or others to
view the report at a later date.

To open an existing report:

1. Log on to PPM Center.

2.

From the menu bar, select Reports > View Reports.

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

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 opens. All existing reports meeting the
report search criteria are listed.

On the Report Search Results page, select the report.

The previously run report is opened.
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Changing Your Settings

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

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

Change your password in the Change Password section.

EgjefmyrrOTT

Change Password

/

ld Password:

lew Password:

epeat Hew Password:

Wiarning Messages that you chose nol to show again can ke turned back on here

[ Bring back all warning messages

Overview Page Section Preferences

Results in Maximized Ouerview Sections: 50

Project Work Plan Preferences
The number of tasks displayed per page in the project work plan can be configured here.
@20 tasks per page

100 tasks per page.

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

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

O Lacal Currency

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

The new password is accepted.
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Setting Warning Message Display

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

time.

To reactive warning messages:

1. Log on to PPM Center.

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

Change your warning message setting in the Dismissible Message Dialogs

section.

Edit My Profile

Change Password
Old Password:
Hew Password:

Repeat Hew Password:

ismissihle Message Dialogs

[ Bring back all warning messages

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

Results in Maximized Ouerview Sections:

Project Work Plan Preferences

The number of tasks displayed per page in the project work plan can be configured here

@20 tasks per page

100 tasks per page.

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

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

O Lacal Currency

Done

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

warning messages checkbox and click Done.

Warning messages will display again.

Using the Web Pages
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Setting Maximized Views for Portlets

A maximized view for a portlet displays more of the data gathered from the
system than in the normal view. The number of rows displayed in the
maximized view can be configured to be greater than in the normal view.

To change your portlet’s maximized view setting:

1. Log on to PPM Center.

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

Change your portlet maximized view setting in the Overview Page Section

Preferences section.

Edit My Profile

Change Password
Old Password:
Hew Password:

Repeat Hew Password:

Dismissible Message Dialogs

Wiarning Messages that you chose nol to show again can ke turned back on here

[ Bring back all warning messages

verview Page Section Preferences

sults in Maximized Overview Sections:

ProjectWWoIKk Plan Prelelences

The number of tasks displayed per page in the project work plan can be configured here

@20 tasks per page
100 tasks per page.

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

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

O Lacal Currency

Done

3. In the Results in Maximized Overview Sections field, enter the number of
entries you want to see in a maximized view and click Done.

The new portlet maximized view setting is accepted.
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Setting Work Plan Page View Preferences

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

Setting Cost Displays

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

Using the PPM Dashboard

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

Opening PPM Dashboard Pages

Using the Web Pages

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

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

Dashboard Page: Fiontpage 4 || Switch to page... ~ | »

Fage last refreshed: Feb 23, 2007 001:25 P PET
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Setting Portlet Views
Portlets can be set to one of the following views:

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

m  Normal view. The default view of the portlet. For list portlets, the default
rows and columns are visible in the portlet. For chart portlets, the chart or
graph is visible. A portlet retains a normal view between PPM Center
sessions. To return a minimized portlet to the normal view, in the portlet’s
minimized view, click the Normal icon (see Figure 2-8).

Figure 2-8. Normal and minimized views of portlets

My 2007 Proposals in Progress
Proposal | Proposal Hame & Business Unit Status Return on Investment Total Score
lio
30006 Buile neww data certer Corporate High-Level Business Case 171000 3
30009 CIO's pet project Corporate ITSC Review 150000 40
30012 Create performance Corporate High-Level Business Case 128000 36
center of excellence
30007 Expand to Ching Corporate High-Level Business Caze 154000 28
30008 Expand to Eurape Corporate High-Level Business Case 163000 64
Showing 1ta 5 of 15 Next enditmize:
Hew Proposals to Review ‘

m  Maximize view. A maximized view of a portlet opens in a new page. A
maximized view of a portlet contains more rows and columns than a portlet
in a normal view. Maximized views of portlets are not retained between
PPM Center sessions. To see a portlet’s maximized view, in the portlet’s
normal view, click the Maximize icon (see Figure 2-9). To return a
maximized view portlet to the normal view, in the portlet’s maximized
view, click Back (see Figure 2-10).
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Using the Web Pages

Figure 2-9. Portlet maximize icons
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Figure 2-10. Portlet maximized view
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Arranging Data in List Portlets

For list portlets, you can personalize the data gathered and the way the data is
presented, using the portlet’s edit page. However, you can temporarily change
the way the data is presented using the portlet’s Sort icon (see Figure 2-11).

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

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

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

) Using the portlet’s Sort icon to change the presentation of the data is valid only during
the current PPM Center session.

Figure 2-11. Sort icon
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Drilling Down from Portlets

Using the Web Pages

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

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

Figure 2-12. Drilling down from a list portlet
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m  To drill down from a chart portlet, click on a segment of the graph or

legend.

Figure 2-13. Drilling down from a chart portlet
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Exporting Data to Excel Spreadsheets

Data on a list portlet’s maximized page can be exported to an Excel
spreadsheet, if Microsoft® Excel is installed on your system.

m  To export data to an Excel spreadsheet, click the Export Data to Excel icon.
A browser page is opened and the data is displayed in a Microsoft Excel
spreadsheet. Once the data is imported into Microsoft Excel, all the
standard Excel functions are available, including saving the file.
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Figure 2-14. Exporting data to Excel
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About Excel Exports

Using the Web Pages

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

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

Task exception indicators translate into a red exclamation mark.

Milestone indicators translate into a black diamond character.

Status bars export with the percentage number plus a percent (%) character.

Currency values export with the currency sign, commas, and periods.

Links to URLs export but are altered to open in a new Web browser page
(instead of the current Web browser page).
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Exporting PPM Dashboard Pages to PDF Files
PPM Dashboard pages can be exported as PDF files for use in presentations.
To export a PPM Dashboard page to a PDF file:
1. Open the PPM Dashboard page to export.

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

The PDF Settings window opens.

3. Select the desired options for the following settings:
m  Display of the PPM Dashboard page
m  Paper size
m  Whether to open the PDF file in a browser window
m  Whether to leave the PDF Settings window open

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

Cycling Through PPM Dashboard Pages Automatically

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

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

1. Log on to PPM Center.

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

3. Select the desired options for the following settings:
= Time interval
m  Whether to display using the full screen

4. Click Start.

The PPM Dashboard will begin displaying its pages one by one according
to the specified timed cycle.
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Personalizing the PPM Dashboard

Personalizing the PPM Dashboard refers to making changes to your PPM
Dashboard and PPM Dashboard pages. To personalize the PPM Dashboard,

you can do the following:

Add PPM Dashboard pages
Move and delete PPM Dashboard pages

Rename PPM Dashboard pages

Set the refresh rate for PPM Dashboard pages

Add portlets to PPM Dashboard pages

Copy and move portlets on PPM Dashboard pages

Preview PPM Dashboard pages
Add groups of PPM Dashboard pages

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

4

Figure 2-15. Personalize PPM Dashboard page
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The area to the right of the menu bar displays the PPM Dashboard pages

currently being used, split into the following major categories:

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

m  Shared pages. These are PPM Dashboard pages that have been created by
other users and made available for you to use.

Using the Web Pages
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Adding PPM Dashboard Pages
When adding PPM Dashboard pages, you can add:
m  Blank PPM Dashboard pages
m  Preconfigured PPM Dashboard pages
To add a PPM Dashboard page:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.
The Personalize Dashboard page opens.
3. Add a PPM Dashboard page.
m  To add a blank PPM Dashboard page:
a. Click Private pages in the area to the right of the menu bar.
b. Click the Add New icon.
c. Select New Page.
A blank PPM Dashboard page is added to your PPM Dashboard.
m  To add a preconfigured PPM Dashboard page:
a. Click Private pages in the area to the right of the menu bar.
b. Click the Add New icon.
c. Select Add Preconfigured Pages.
A list of available preconfigured PPM Dashboard pages is displayed.
d. Select a preconfigured PPM Dashboard page or pages and click OK.
The page is added to your PPM Dashboard.

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

PPM Dashboard pages can be copied, moved up or down in the list, or deleted
entirely. To copy, move, or delete a PPM Dashboard page:

1.

Log on to PPM Center.

2. From the menu bar, select Dashboard > Personalize Dashboard.

The Personalize Dashboard page opens.

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

want to move or delete.

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

Copy, move, or delete the PPM Dashboard page.

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

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

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

The changes to your PPM Dashboard are automatically saved.

Renaming PPM Dashboard Pages

To rename a PPM Dashboard page:

1.
2.
3.

Using the Web Pages

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

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

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

In the Edit page, in the Page Name field, enter the new name of the PPM
Dashboard page.
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Edit page
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The changes to your PPM Dashboard are automatically saved.

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

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

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

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

The number entered in the field must be a whole number.
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Edit page
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The changes to your PPM Dashboard are automatically saved.

Adding Portlets to PPM Dashboard Pages
To add portlets:
1. Log on to PPM Center.

2. From the menu bar, select Dashboard > Personalize Dashboard.

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

want to configure.

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

4. On the Edit page, click Add Portlets.

The Add Portlets to Dashboard Page opens.

Using the Web Pages
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5. Search for the portlets to add.

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

m  To list 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 PPM Dashboard page. The changes
to your PPM Dashboard are automatically saved.
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Copying and Moving Portlets on PPM Dashboard Pages
To copy and move portlets:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

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

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

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

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

m  To copy the portlet, select the portlet in the area to the right of the menu
bar and click the Copy icon.

m  To move the portlet to another PPM Dashboard page, select the
destination page in the area to the right of the menu bar and click the
Paste icon.

The changes to your PPM Dashboard are automatically saved.

Previewing PPM Dashboard Pages

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

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

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

1.
2.
3.

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

In the area to the right of the menu bar, click Private pages.

. Click the Add New icon.

. Select New Group.

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

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

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

Add new pages to the group as described in Adding PPM Dashboard
Pages on page 50.

While you can reorder PPM Dashboard pages within groups, you cannot move a PPM
Dashboard page from one group to another. However, you can copy a PPM
Dashboard page and paste it into other groups.

Personalizing Portlets

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

56

Deleting portlets
Changing the size of portlets

Setting the content and display of portlets
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Deleting Portlets
To delete portlets:
1. Log on to PPM Center.
2. From the menu bar, select Dashboard > Personalize Dashboard.

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

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

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

The portlet is deleted.

Summary Task List [ = (]

The changes to your PPM Dashboard are automatically saved.

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

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

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

m  On narrow portlets, click the Portlet Wide icon.

Summary Task List [ | ¥

m  On wide portlets, click the Portlet Narrow icon.

My Tasks | == =

The changes to your PPM Dashboard are automatically saved.

Configuring Portlets

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

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

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

Preview Change Titde

Done | Cancel |

Preferences

() Specific Projects:

@ Projects matching criteria:

Project Manager:

G B

Status:

Include Finished Projects

Project Type:

Program:

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

Done Cancel
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3. Personalize your portlet.

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

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

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

m  Choose display columns. You can configure how to display the data in
the portlet. The Available Columns field lists all of the columns
available to be displayed but not chosen. The Displayed Columns ficld
lists all columns the will be displayed in the portlet’s normal view. The
Additional Columns Displayed in Maximize View ficld 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. You can configure how to display the data. Select the
options that best suit your business need.

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

4. In the portlet edit page, click Done.
The changes to the portlet are saved.

Using the Query Builder for Portlets

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

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

For more details on using the Query Builder, see Using the Query Builder
on page 29.
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3 Using the PPM Workbench

In This Chapter:

Opening and Closing the PPM Workbench
Searching for Entities

Saved Queries

Case Sensitivity and Using Wildcards
Advanced Queries

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

m  Navigating Among Workbench Windows

[ R O R o R R |
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Opening and Closing the PPM Workbench

The PPM Workbench is accessed through the menu bar to the left of PPM
Center’s standard Web pages.

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

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

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

3. In the Warning Security window, select Yes.

The PPM Workbench opens.

() HP Project and Portfolio Management Workbench: Admin User, (admin) on kintana (rmi:/ammvitgl002:48001/KintanaServer) : Demand Mg... E]E)&]
File Edit Tools Mavigate Window RequestType Product Information

BEUEUCLMINE () Request Type Workbench

Deployrment Mg mt|

Time Mgmt Query: |Nnne

v
Dashhaard Reguest Type: Crested By: | &1
Configuration Frampt: Status:
Sys Admin
2 Enabled:
=0
Contacts
Request Types
=

Feady
Request Header
Types

H
To close the PPM Workbench:

1. From the Workbench menu, select File > Exit.

The PPM Workbench closes.
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Searching for Entities

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

Saved Queries

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

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

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

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

The configuration entity Workbench window opens with the Query tab.
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3. In the Query tab, from the Query field, select a saved query name and click

List.

The query is run with the parameters of the saved search query.

Deleting Saved Queries

To delete a saved query:

1.
2.

(D HP Project and Portfolio Management Workbench: Admin User (admin) on kintana (rmi://ammvitgl002:48001/KintanaSemver) : Demand Mg... [E]E&)
=N Edit Tools MNavigate Window Request Type  Product Information

Open the PPM Workbench.
Select the configuration entity Workbench window.
The configuration entity Workbench window opens with the Query tab.

In the Query tab, from the Query field, select a saved query name.

The selected saved query is highlighted.

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

uest Type Workbench

Query: |Demand Types

g
Renuest Type: Crested By: | (&4

Revert Demand Types Request Header Type: Extension;
Save Demand Types i S

Exit

Request Type Warkbench

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

The saved query is deleted.
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Case Sensitivity and Using Wildcards

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

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

Advanced Queries

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

Figure 3-1. Package Workbench window

¢ Package Workbench

E" Package I Advancedl
é Package Mo.: l:l Package Grougp: GIErY:
T Workflow: I Package Status: |ALL A
§ Azsigned User: I—EH Created By: I—EE Priority: | ALL A4
= Azsigned Group: Ohject Type: Package Type: [ALL hd
Cihject Mame: I Ef
Property Drates
[ Eligioke Action cnly | Dete Crested [ [
() Date Modifisd
[ Submittest Onty P T
hfax Rows List
heady

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

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

3. In the Package tab, complete the search criteria and click the Advanced tab.

The Advanced tab opens.
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(p Package Workbench

E" Package Mdvanced
a Find Packages that metch these criteriz:
% Ciperation Figld Condition Walle Enabiledd
i
Mesay
Mewe Packace e Rows
haady

4. In the Advanced tab, click New.

The Advanced Query window opens.

(D Advanced Query ®
|—Deiine more criteria:

Field Condition alue

[ ke Il

Figld Type: |

“alidation Mame: |

Token: |

Enabled:

Lox ]

[ Cancel ]

|Read;r

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.
Table 3-1. Boolean operators (page 1 of 2)
Condition Description
. Looks for close matches of the value to the contents of the
Like .
selected field.
. Looks for contents in the selected field which are not close
Not like .
matches to the value field.
Looks for an exact match of the value to the contents of the
Equal to )
selected field.
Not equal to Returns all results which are not an exact match of the value to
q the contents of the selected field.
Is null Returns all instances in which the selected field is blank.
Is not null Returns all instances in which the selected field is not blank.
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Table 3-1. Boolean operators (page 2 of 2)

Condition

Description

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
equal to

Looks for a numerical value in excess or the same as the value
entered in the Value field.

Less than
equal to

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

(p Package Workbench

Package Mdvanced I
Find Packages that metch these criteriz:

GUErY:

Ciperation Figld

Walue Enakiled
|priarity [+

Concfition
|Deseription: Jlike:

Fesults| Query

Mesay

Mewe Package

MaxRoWslMU ‘[ Save Query ][ Clear H List ]

haady

6. In the Advanced tab, click List.

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

Using the PPM Workbench
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Selecting Configuration Entities

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

Figure 3-2. Results tab

(p Package Workbench

2 |Package No Drescription Workflowe Package Group Package Status
< | Patchv3 migration test DEY = TEST = FROD M ew
S 30016 DEY = TEST = FROD Mew
£ 30m3 DEV = TEST = FROD Mew
E 30008 DEY = TEST = PROD [Customnization Mew
[ 30007 FPatch v3 migration test DEV = TEST » PROD |Customization In Progress
< >
[ Mewns ] { Open ] [ Copy ] [ Delete ] [ Refresh
b Package Records are loadedd

To select a contiguous group of configuration entities:

1.
2.

Open the PPM Workbench.

Select the configuration entity Workbench window.

In the Query tab, enter the search criteria and click List.

The results are displayed in the Results tab.

. In the Results tab, select one entity.

The entity is highlighted.

. Hold down the Shift key and select another entity.

All of the entities between the two select entities are highlighted.

Click Open or Delete.

All of the highlighted entities are opened or deleted.
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To select several separated entities:

1. Open the PPM Workbench.

2. Select the configuration entity Workbench window.

3. In the Query tab, enter the search criteria and click List.
The results are displayed in the 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 buttons for executing other common tasks. From
the Results tab, users can create New entities, Open, Copy, or Delete existing
entities, or re-run the query by clicking Refresh.

Opening, Deleting, and Copying Entities
To open, delete, or copy an entity:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.
3. In the Query tab, enter the search criteria and click List.
The results are displayed in the Results tab.
4. In the Results tab, select an entity.
The entity is highlighted.
5. Open, delete, or copy the entity.
m  To open the entity, in the Results tab, click Open.

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

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

To create a new entity:
1. Open the PPM Workbench.
2. Select the configuration entity Workbench window.

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

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

The entity is created.

Navigating Among Workbench Windows

70

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

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

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

D HP Project

File Edit Tools MNavigate \Window Reguest Type

BEUEUCTININE | ¢ [Request Type Workbernch

Deployrment Mg mt|

and Portfolio Management Workbench: Admin, User, (admin) on kintana (rmi:/ammvitgl002:48001/KintanaServer) : Demand Mg... [
Product Information

Time Mamt

Request Type Description Enabled

Dashhoard

B
] (7 Request Type : Program Issue

Environments

Canfiguration

Request Type Mame: |Program Issue
4 E2 g Fecuzst Header Type: | Program Issue EH

Creation Action Marme: |Lug Program Issue ‘

Results Query

Sys Adrmin

Categary: | ~]

Extension: | ~|

Description: |A standard Reguest Type for logging program Issues |

IENE ~ bR L=l

Meta Layer view: |MREQ_ | [PROGRAM_ISSUE |
M Fields: |50 V|Enameu. (@ Yes O Mo
Commands | Sub-Types | wiorkflows | User Access | Nofifications | Lser Dsis I Ownership | Help Cortent
Fields | Layout | Display Columns | Reguest Stalus Status Dependencies | Rules
p2 [promet Token Enabled Componert Type Validation
— Summary

Issue Details | | | |

Remove

I Program lssue

)
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4 What's Next

After This Document

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

But now what?

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

m  User’s Guides

m  Configuration Guides

m  System Administration Guides

m  General Guides and Reference Manuals

You should also be ready to learn to use PPM Center in greater detail,
according to the role you play in your organization. Click View documents by
role in the Documentation Library page to view PPM Center documentation
arranged by roles such as:

m  Portfolio Manager
m  Project Manager
m  Time Approver

To view the Master Index of all topics in the PPM Center documentation, click
View Master Index in the Documentation Library page.
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