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Slide 1:  
(PgMP): Overview for the Client Advanced
Audio:
Welcome to the Program Management Portal (PgMP): Advanced Overview for the Client web lecture.  It is one of six education modules available within the PgMP suite of education. We recommend that all users review the Basic Overview module and then start using PgMP either in test or a production environment prior to viewing this module. Next complete this web lecture to learn more advanced aspects of the tool.

Slide 2:  
Learning Objectives

Audio:
In this module, you will learn about Supporting Assets and Child record types in PgMP, Attachments, Notes, the Explorer and History tabs and the View Audit button.  Additionally, you will learn how to perform tasks in the Portal, about the functions available in it, and next steps after completing this module. [Text on the screen states, “Supporting Assets, Child record types, Attachments, Notes, Explorer and History Tabs and the View Audit button, Tasks in the Portal, Portal Functionality, and Next Steps”]
Slide 3:  
Supporting Assets Records

Audio:
A child record is a record associated with another record, in PgMP. All Child records with the exception of Attachments, Catalog only, and Notes are located in the Supporting Assets tab of a record. Record types are listed as hot spots on this tab.  The count of records of that type that currently exist is shown to the right of the hot spot.  Click a hot spot to list those records or to create a new record of that type. Some fields are auto populated from parent records in select supporting asset records (Projects, PCRs, and Contract Change Requests). We will cover child records in more detail in the next several slides. Note: Catalog Change Requests or changes to Catalog-only requests, which have an RFS as a parent record, are not covered in this presentation. They are however, covered in the PgMP Catalog and the Client module. Also, if your role cannot create a selected Supporting Asset record you will see a message that states, “You are not authorized to create this type of record. Please contact your Account Focal Point to discuss authorization. “
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Actions

Audio:
An Action is a very powerful record that can be used to not only notify people of their assignments and due dates but allow them to store their piece of a larger project, proposal or deliverable in a central location. There are 5 steps to process an Action: Create one (Initiation), Assign it to someone (Assigned), Mark it in Progress (In Progress), Mark it ready for closure (Closure) and Complete it (Completion). An Action can be rejected if the initiator does not agree that it has been completed as desired. At the Initiation step an owner can be assigned to the Action as shown here. An Action in PgMP cannot be a top-level record; it must be a child of another record, such as an RFS, an Issue, or a Risk. Actions can have Approvals, Attachments, and Comments as child records allowing users to provide updates and documentation. Any read/write user of PgMP can create Actions, put them On Hold and/or Complete them. They can be Assigned to anyone who can view its parent record. Actions are closed when they are complete or are no longer needed, they cannot be withdrawn. 
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Approvals

Audio:
Approvals are child record types that allow any PgMP user to create a record to request that a user or group of users approves an activity and/or attachments associated with a step in a parent record’s workflow. An approval that is pending a user’s action for approval or is assigned to a user will display in their My Work queue. Note: If another approver rejects an Approval, it will not be displayed in a user’s My Work queue anymore. [There is a word bubble on the screen that states, “Note: If another approver rejects an Approval, it will not be displayed in a user’s My Work queue anymore.”] Approvals can be set up to all go out at once or users can elect to dictate the order approvals must take place. Also, approvers can be marked as required or optional.  Identify any attachments in the approvals record's parent to be reviewed as part of this approval. Click Identify attachments to add additional attachments to the list. Use the Remove link to remove a row in the list. You cannot start the approval review until all attachments in this list are in the Final state.
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Approval Profiles
Audio:
A "Save profile" button appears next to the "Add approval group" button in an Approval record. It saves the approval groups and their contents (group names, users in each group and whether each is optional or required) plus the parent workflow type, the "Parent workflow step to approve", and the record's Organization as an "Approval profile". The creator chooses for All users to see it, Only Client users to see it or only the creator to see it and clicks OK. Once an Approval Group is saved a new button is displayed, Load Profile allowing the profile to be used again and again with the touch of a button. If a user saves an Approval profile, he or she will have a new entry in their top navigation under Settings called “My Approval profiles”.  This view allows users to view, delete or rename their existing saved profiles.  As text on the screen states, “You cannot edit an approval profile from here. To change an existing profile, make the changes the next time you load that profile in its original organization and then save the profile using the same name.”
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Comments

Audio:
Through the use of Comments, users can have a running dialogue about a record in PgMP. A Comment can be open for discussion or closed which does not allow others to respond to it. If a comment is open other users can respond to it and these discussions can be viewed along with the original comment. Comments cannot be top level records; they must be a child of another record in the tool, such as an RFS, a Project, or a Deliverable. Comments cannot have child records, such as attachments, associated with them. Comments can be created by either IBMers or Clients. Even Read Only users can create a comment. They cannot be put on hold or withdrawn. Comments and their responses can only be modified by the user who created it. When a user creates a Comment he or she can create a list of users they wish to notify of its creation. Additionally, users can choose to be notified of additions to a particular Comment by subscribing to it or remove their name from a list if they no longer wish to be alerted of new comments being added. [There is a word bubble on the screen that states, “Unsubscribe to no longer receive notification of new Comments”] A comment will appear in a user’s My Work queue if he or she is the creator, was added as a user to be notified, or is a subscriber. Users can choose to “Remove from My Work until the next change to this comment”. Once this option is selected, the user will not see the comment in their My Work queue any longer. If an update is made to the comment, it will reappear in their My Work queue.
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Contract Chg / Issues / Risks / PCRs
Audio:
A Contract Change is a change to the contract Term, Conditions or Schedules. A Program Issue is an issue that could not be resolved at a lower level and requires the help of the PE and / or the Account management team to be resolved. A Program Risk is a risk that cannot be managed at a lower level. It requires PE or Account Management team involvement to be managed properly.  A Project is a Program level projects that is created and worked on by IBM users. Clients can view these records and create Comments or PCRs off of them. Contract Changes, Issues, Projects and Risks can be top level records in the tool, or be a child of another record, such as an RFS. These record types, with the exception of Projects, are covered in more detail in the “Contract Management and the Client” education module. A Project Change Request or PCR is a directive to implement a change to an approved Request for Service or a Project. PCRs can only be a child record in PgMP. This record type is covered in more detail in the “Request Management, PCR and the Client” education module. Accounts that have enabled the Catalog functionality have an additional child record type: Catalog Request Change (CRC). It is a change to a previously submitted Catalog Request. It is covered in more detail in the PgMP Catalog and the Client module.
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Attachments - 1
Audio:
Attachments and or URLs can easily be added to PgMP records to link backup materials or share important information in a central location. There are several ways users can add Attachments to PgMP. We will cover attachments in this and the next slide. To add attachments to an individual record users can go to the Attachments tab of the record, then click Add New Attachment or use the Drag and Drop method in the Attachment list. Attachments can also be added from the Select button in the Work list screens for a record or at the Organization level from the My Organizations view. Multiple attachments can be added at once by using the Drag and Drop method or via the Attachments list in a record or the Organization Attachments list. Any method a user chooses to add an attachment results in a pop up window appearing and asking him or her to fill out a bit of information such as Attachment Type, Title and Audience. Users can browse their hard drive to upload files or type in or copy and paste a URL. If multiple attachments are added at once a pop up will appear for each of the attachments added. Users can add new versions of a draft attachment to show the progression of a document. This can be done two ways. The first way uses the Attachment list or the My Organizations Organization information and attachments view by clicking the “Add new version” button.  The second way utilizes the Drag and Drop method in an Attachment list.
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Attachments - 2
Audio:
Multiple attachments can be downloaded at one time. Users go to the Attachments list view, put checkmarks in the checkboxes to the left of the attachments they wish to export and click the Export button. A pop up window lets users know, “Provide a title for this export request and click OK. Export files are produced by a batch process and are made available for you to download usually within an hour. To see if the exported file is ready, click on the Export file choice in the top navigation bar under Create and look for an export type of Attachments in the list on that page.” Once a title is given to the Export, users click on the OK button. An email will be sent once the download is complete. The user can click on the link provided in the email or directly on the Export file choice in the top navigation bar under Create to locate them. They are provided to users in a zipped file. Some other important facts to know about Attachments in PgMP are: Attachments can be made visible to all users, or just Clients. The name of the user who added or updated attachments is shown in the Attachment’s list under the “File/URL updated by” column. Attachments can be marked “obsolete” to remove them from view without replacing them. This is helpful if an attachment cannot be deleted due to being marked Final but should not be in the Attachments list. The default view in the tool filters obsolete attachments out of the attachment list, however this filter can be deselected to view attachments marked as obsolete if desired. Multiple Attachments can be marked obsolete by selecting the check box for an attachment row or multiple rows and clicking on the "Mark Obsolete“ button. Users must confirm the attachments to be made obsolete, by clicking on the OK button on the pop up validation screen. The latest draft of an attachment can be deleted. Once an attachment is marked “Final” it cannot be updated. However other elements such as Audience and Category can. Attachments cannot have the same title as an existing Attachment. If a user tries to add an Attachment with the same title as an existing Attachment an error message will appear stating, “Attachment title is already in use. Please use a different title.” Do not attach any file that contains Personal Information or Sensitive Personal Information that identifies or is capable of identifying an individual as PgMP is not allowed to store such data. There is a 50 MB size limit for attachments. As a reminder users can Search for attachments by clicking on Search PgMP from the top navigation as described in the Overview Basics module.
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Notes 
Audio:
Any user who has access to a record can create a Note related to it. Attachments and/or Comment records cannot have Notes associated with them. Notes are public records visible to both IBM and Client users. Notes can only be viewed within the tool they cannot be exported. As with other tabs for a record the number of existing Notes will be displayed in parentheses in the tab. Text in a Note is limited to 2000 single-byte characters. [There is a word bubble on the screen that states, “Text in a Note is limited to 2000 single-byte characters”] If a user enters additional text it will not be included in the Note. Each Note includes a timestamp listing the author of the Note and when it was entered into the tool. Notes are stored newest to oldest. 
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Explorer/History/View Audit
Audio:
The Explorer tab shows the parent-child relationship between records. Note: All records types except Notes appear here. [There is a word bubble on the screen that states, “Note: All records types except Notes appear here.”] Users can navigate to any direct ancestor or descendent record attachment using the hyperlink for a record. Use + and - symbols to expand and contract each level of the hierarchy as required. An asterisk after a record's title indicates that you have subscribed to that record. The History tab allows users to see the chronological order of changes made to a record. It clearly traces each step through the process showing who took what action, when, as well as the next step in the process and the next owner of the record. It can be accessed by clicking the History tab in a record or from the Take Action column of a worklist. The History log shows the most recent changes on top. Note: Additional Information is shown for prior steps only. [There is a word bubble on the screen that states, “Note: Additional Information is shown for prior steps only.”]  To view Additional Information for the current step users must click on the Details tab.  All times shown in the history tab are displayed in the user's time zone. Users can click the printable version button to view the information in a printer friendly format. Only one page of history is displayed at a time. Users can print out all of the history for a record but it must be done one page at a time. The View Audit button located at the bottom of each record’s detail section, provides the complete history for one field in a record. Any user can select a data field name for a single record, and he or she will be shown the change history for that field.
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Copy
Audio:
There are several activities that can be initiated through the Take Action column of a work queue. The first of these is Copy. This function can save time and energy when entering in records that are similar to ones that are already in the tool. To create a copy users find a record in any of the work queues and click Copy under Select in the Take Action column. [There is a word bubble on the screen that states, “Only authorized users will be able to Copy a record.”] The basic information of the record that can be entered in the first step of the workflow is copied from the initial request and placed into a new record. Note: Date fields and child records such as attachments are not copied. [There is a word bubble on the screen that states, “Remember to change the title of your copy to reflect the new record’s details.”] Be aware that the tool allows for more than one record to have the same title so remember to change the title of your copy to reflect the new record’s details. 
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On hold
Audio:
Users holding specific roles in the portal, varying by record type, can temporarily remove a record from the active queue if it has stalled due to changing business needs, due to funding issues etc. By placing it on hold it is automatically removed from cycle time metrics. Once the record is ready to be worked again it can be put back in an active status or it can be withdrawn if it should not be pursued any further. To place a record on hold any authorized user (the current record owner) finds the record in the Active or My work queue and clicks on Place on hold under Select in the Take Action column. The reason the record is being placed on hold must be provided at the time the status change is requested.  Examples of these are: Business needs changed, Funding not available and Other. To take a record off of Hold, authorized users find the record in the On Hold work queue and click on Remove from hold under the Take Action column. Authorized users can make changes to a record while it is on hold but cannot change the workflow step.
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Withdraw / Unwithdraw
Audio:
The Withdrawal function is used to signify records that do not need to complete the full workflow for a process. Withdrawn records are removed from the active work queue. Records can also be “Unwithdrawn” or moved back to the Active queue. Note: Only users holding specific roles in the portal, varying by record type, can withdraw or unwithdraw and certain record types cannot be withdrawn. [There is a word bubble on the screen that states, “Note: Only users holding specific roles in the portal, varying by record type, can withdraw or unwithdraw and certain record types cannot be withdrawn.”] To withdraw a record, authorized users find the record in the Active, On hold or My work queue and click on Withdraw under Select in the Take Action column. A window will pop up like the one displayed here asking to provide the reason for the removal. RFS/PCR Business needs changed, Funding not available and Other are a few of the reasons provided in the pick list. To Unwithdraw a record, authorized users find the record in the Completed work queue and click on Unwithdraw under the Take Action column.
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Delete / Undelete
Audio:
The Delete function is used to remove a record and all of its children from the Active work queue. Deleted records are moved to the Deleted work list. This is a soft delete; it can be restored to the active status through the “Undelete” action. To delete a record an authorized user finds the record in the Active or My work queue and clicks on Delete under the Take Action column. A message will pop up like the one shown here warning the user that he or she is about to delete a record and lets them know if it has any children. A user can click Cancel if they decide not to delete the record after all. To undelete an authorized user finds the record in the Deleted work queue and clicks on Undelete under the Take Action column. Note: Only authorized users can delete or undelete a record in PgMP, the current owner or someone with the same role in the same step. 
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Subscribe / Unsubscribe

Audio:
Authorized PgMP users can move a record to another position or organization if desired. Note: This will move not only the record but also all of its supporting asset records. [There is a word bubble on the screen that states, “Note: This will move not only the record but also all of its supporting asset records.”]

However, this move does not move custom field data since that field usage may be different between the two organizations. This functionality is typically used if a record is accidentally added to the wrong organization. Users can only move a record if he or she created it, and has been the only one to save the record as well as any supporting asset records that have been created underneath it. Additionally, he or she must hold all the roles in the new organization that were used for the record in the original organization. To move a record to another organization an authorized user finds the record in a work queue and selects “Move to another position” under the Take Action column. A window pops up as shown here and the user selects the position or organization he or she wishes to associate with the record and clicks OK. 
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Subscribe / Unsubscribe
Audio:
PgMP users can elect to subscribe to a record to be notified by email of any future changes that are made to it. Users can select to stop notifications by unsubscribing to a record. These actions can be done on a record by record basis by clicking Subscribe or Unsubscribe from the Take Action column of a work queue. Additionally one or several records can be Subscribed/Unsubscribed from the Search for records view located under Search PgMP in the top navigation which is covered in more detail in the PgMP Overview Basics module.
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Reassign / Roles Reassign
Audio:
One of the most frequently performed tasks in PgMP is Reassign. Records in the tool are assigned by the automated workflow or to its creator depending on the record type. If another user should own a record the Reassign function must be used to change it. To reassign a record, authorized users find the record in any work queue except Deleted work, and click on Reassign under Select in the Take Action column. A pop up window will display like the one shown here asking to choose the new assignee for the record. Note: Users may not be able to assign the record to just anyone. [There is a word bubble on the screen that states, “Note: Users may not be able to assign the record to just anyone.”] PgMP will provide a list of users who are authorized to be assigned the record at that point in time. The default in the tool is “to Apply to all steps for this record that require the same role.” Users can uncheck this box if he or she only wants to apply the changes in ownership to the current step in the process. Once the user clicks Submit, the record is reassigned to the new assignee and the automated e-mail notification is sent. Roles Reassign allows users to reassign the Primary for a role for a specific record. A user clicks the Reassign link under the Roles section in the Details section in the Details section of a non Action or Comment record and a pop up window appears. Text on the screen states, “You can reassign the role to any of the PgMP users listed below. This record will be automatically routed to that person every time a workflow step controlled by this role is entered. Any changes you make on this overlay are effective immediately even if you later Cancel changes you have made on the Details tab of this record.” Note: Role listings will change as a record moves through its workflow. [There is a word bubble on the screen that states, “Note: Role listings will change as a record moves through its workflow.”] Contact your IBM Account Focal Point if you need to reassign all records from one user to another.
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PgMP Functionality for Clients
Audio:
This chart highlights the record types in PgMP and shows how they relate to each other, who can create them, put them on hold and withdraw them if applicable. [There is a word bubble on the screen that states, “Records may only be able to be withdrawn or placed on hold during steps of the record types that allow it.”] You can download this chart for further study by clicking on the link displayed here. [There is a word bubble on the screen that states, “The current owner of a record, or “button pusher”, of the workflow step can additionally place records on or off hold.”] [There is a hyperlink below the chart Click here to download a copy of this chart]
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Next Steps

Audio:
Please take advantage of the education and additional resources available to you on PgMP. Complete the appropriate education for your job role and your account. You can review the PgMP Client User Guide for more information about PgMP including links to additional Client education. As a reminder your IBM Account Focal Point is an invaluable resource on PgMP. Please do not hesitate to contact him or her with any issues or questions. This concludes the Advanced Overview module of the Program Management Portal. Thank you for your time and attention. [There is a word bubble on the screen that states, “Thank You”]

Web lecture Ends
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