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Slide 1:  
PgMP: Overview Basics for the Client
Audio:
Welcome to the initial web lecture on the Program Management Portal (PgMP): Basic Overview for the Client.  It is one of six education modules available within the PgMP suite of education. This web lecture gives new users a high level view of PgMP and introduces existing users to enhancements made in the tool. We recommend that all users review this module and then start using PgMP either in test or a production environment. Users who seek additional information on the tool should then review the PgMP Advanced Overview for the Client module.

Slide 2:  
Learning Objectives

Audio:
In this module, you will learn about the basics of PgMP, how to access it, how records are created and routed, functions available in it, support and next steps.

[Text on the screen states, “Client Education, Introduction, Access / Login, Tool Basics, Record Basics, Navigation, Support Model, and Next Steps”]
Slide 3:       PgMP Client Education Suite

Audio:
Pictured here is the overall PgMP Education Suite for the Client. There are six education modules on PgMP. [A purple box appears around: Overview Basics, Overview Advanced (Optional), Request Mgmt, PCRs and the Client, Contract Mgmt and the Client, PgMP Catalog and PgMP Dashboard.] The boxes in the top of the graphic indicate the topics covered and the boxes beneath list the elements within them. [A purple box appears around: Portal Basics, Record Basics, Workflows, Support (Overview Basics); Record Types, Tasks in a Record, Tasks in the Portal (Overview Advanced (Optional); Request Mgmt and PCR Overview, Client and IBM Roles, Request Mgmt and PCR Workflows (Request Mgmt); Contract Mgmt Overview, Client and IBM Roles and Contract Mgmt Workflows. (Contract Mgmt)] The Overview Basics module, denoted by a red asterisk, is recommended for all users of PgMP. [A purple box appears around Overview Basics] The Overview Advanced module is optional and intended for those users who seek additional details on the tool. [A purple box appears around Overview Advanced (Optional)] Request Management, PCRs and the Client and Contract Management and the Client modules are available if required by your account or your job role. [A purple box appears around the Request Mgmt, PCRs and the Client and the Contract Mgmt and the Client module boxes] Additionally there is a Catalog and PgMP Dashboard module for accounts and users who utilize these optional functionalities. [A purple box appears around the Catalog and Dashboard module boxes] Users can click in the lower right-hand corner of the screen to view or download the PgMP Client Education Index to find more information on the contents of each module. [A red box appears around the PgMP Client Education Index] Click the hyperlink in the upper left-hand corner of the screen to go to the PgMP Education Suite located in the PgMP Client User Guide. [A red box appears around the PgMP Education Suite Link] 

Slide 4: 
PgMP Overview
Audio:
The Program Management Portal, PgMP is a globally standard tool that has the workflow and customization that other tools have lacked. It uses IBM technology to provide an intuitive tool that requires nominal instruction to use. There are over 1600 Contracts worldwide using PgMP. It has been updated over time to provide requested enhancements, usability updates and to increase performance.
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PgMP Access / Login 
Audio:
Clients using an IBM tool, such as PgMP, must first register on IBM Registration. He or she creates an IBM ID which is their e-mail address and chooses a unique password. Once registered, Clients notify their IBM Account Focal Point to set them up in the tool. Clients have 24X7 access to their data (except during a 10-hour maintenance window which takes place over the weekend). Once PgMP access is confirmed, Clients log in with their IBM ID and password and click “Sign in”. The very first time a user logs into PgMP, they are presented with Terms and Conditions. The user is to read these Terms and Conditions and click “I agree.” If a user chooses not to agree, he or she will not be allowed to proceed. 


[There is a word bubble on the screen that states,” The user is to read these Terms and Conditions and click “I agree.” If a user chooses not to agree, he or she will not be allowed to proceed.”] Additionally, users are required to accept the Terms and Conditions on an annual basis. PgMP can be viewed in many languages. Your IBM Account Focal Point assigns the language for your PgMP account when he or she sets you up in the tool. Users can elect to change their default language to one of the following: Chinese Simplified, Chinese Traditional, English, French, French Canadian, German, Japanese, South Korean, Brazilian Portuguese, or Argentinean Spanish. [There is a word bubble on the screen that states,” PgMP can be viewed in: Chinese Simplified, Chinese Traditional, English, French, French Canadian, German, Japanese, South Korean, Brazilian Portuguese, or Argentinean Spanish.”] To make this change, users go to the User preferences section of Settings in the top navigation which we will cover later on in this presentation. 
Slide 6:  
Contract Setup – Org. Structure
Audio:
The Program Management Portal is structured by organizations. Contracts can elect to have a simple organization structure, Single Tier, or a Multi Tier organization where data can be separated out into a maximum of five layers. They can be divided by geography, by tower and/or by work groups. The simplest structure is recommended. This tree structure allows users to view all records assigned to their organization as well as its children, however, they cannot access records above their organization.  
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Basics of Contract Setup Continued
Audio:
All records in PgMP are role based. Records can only be created or updated by users who have a specific role assigned in their organization structure and during a particular step in the process. Some records, such as Contract Deliverables, can only be viewed or worked on by Clients, while others, like Issues, can also be created. Client and IBM roles differ in PgMP. A list of the roles involved in PgMP Client records is displayed here. We will address roles in more detail in this and the other PgMP Client education modules. There is a Primary or lead assigned for each role. This person can view, edit or reassign records assigned to its process, and he or she receives an automatic e-mail notification when a record in PgMP is assigned to their role in the process. A Secondary owner can perform the same tasks as a Primary but will not receive automatic e-mail notifications. There can only be one Primary for each role but there can be as many Secondary roles as needed on an account. *Note: Catalog-Only roles are only available to accounts that enable the Catalog functionality.
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PgMP Record Basics – Part 1
Audio:
All records in PgMP have fields that must be filled out, others are optional. Fields marked with a red asterisk (*) are required to be filled out to submit the record. If you try to submit a record without filling out these fields red text will pop up stating that there are errors in the data and you will not be able to proceed until you have filled out the highlighted areas. You can save a record if you do not have the required information to submit a request. There are custom fields that the account team can elect to use to better fit your preferences. Most records have 6 text and 6 date fields that can be customized for Client use and/or Public use, however Request for Service (RFS) and Project Change Request (PCR) records can have up to 35 text and 15 date fields. [There is a word bubble on the screen that states, “Request for Service (RFS) and Project Change Request (PCR) records can have up to 35 text and 15 date fields.] In PgMP any record you create is initially assigned to you or routed to another user by the automated workflow. If you are not the intended owner you will need to “reassign” the record to another PgMP user. We cover this in more detail in the PgMP Advanced Overview for the Client module.
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PgMP Record Basics – Part 2
Audio:
Clients can create 5 top level or parent record types: Catalog Only Requests, Contract Changes, Issues, Requests and/or Risks. Clients can also create records off of top level records. These are called child records and are located in the Supporting Assets tab with the exception of Attachments that have their own tab. Clients can create the following child record types: Actions, Approvals, Attachments, Comments, Issues, PCRs and/or Risks. Clients can view Catalog Request Changes (CRCs), but they cannot create them. PgMP has the ability to show how elements in the tool are related to each other. Depending on a user’s access level they may also be able to create top level and/or child records. Shown here is a screenshot of a Contract Deliverable that has a Risk, that became an Issue, that has a Comment record attached to it. Users can see at a glance if a record has any related records by clicking on the Explorer tab which we will discuss later on in this presentation. Any element shown here in blue here is a hyperlink allowing the user to view it in more detail.
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Navigation
Audio:
PgMP is navigated using the 4 options in the upper right-hand corner of the screen: Create, Lists, Search PgMP, and Settings. Users can jump to a particular location in PgMP with the click of hyperlink. We will cover each of these in more detail in the next 12 slides. Note: PgMP Dashboard, and Help are located under Related links and are covered later on in this presentation.
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PgMP Home
Audio:
The PgMP Home page provides announcements related to planned outages, planned updates and new features in the tool. Additionally, it serves as a welcome page that orients users to navigating the tool. Lastly it informs users that Sensitive Personal Information or SPI should not be entered into this application.  Note: The Home page can be configured on an account by account basis. Client logos and organization specific announcements can be added if desired. [There is a word bubble on the screen that states, “Note: The Home page can be configured on an account by account basis. Client logos and organization specific announcements can be added if desired.”] Fast paths to create common records and to send emails to IBM are also available here making it faster and easier to use and keep communication lines open between IBM and the Client. Note:  Users can set their preferences to open PgMP to a page other than the home page. However, it will revert to opening to the home page, if there are announcements that are new or have changed since their last login. [There is a word bubble on the screen that states, “Note: Users can set their preferences to open PgMP to a page other than the home page.”]
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My organizations
Audio:
My organizations is where users can view all organizations in which he or she is authorized to view or modify records. It instructs users that they can navigate directly to a list of records by clicking on a number in the table cell under “My work” or “Active work”. And that each of their organizations can have its own set of notification filters. Users can also click on an organization name to Add, View or Print attachments or export a list of organization level attachments. Lastly it indicates that users can click on a notification profile name to select a different notification profile for that organization if desired. We will address notifications later on in this presentation.
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Work Queues
Audio:
Users can access PgMP records through five work queues in the top navigation’s Lists section: My work, Active work, Completed work, On hold work and Deleted work. My work is where a user can view and or update records currently assigned to them.  Within My Work, filters allow users to expand this view to also include records where the user may be assigned or have an interest. The Active work queue shows all work that is active, a user’s work plus all work that exists within the queues of the organizations he or she has access to but does not currently own. Completed work contains all the work that is marked complete by the account team. On hold work houses requests that have been placed on hold. And finally Deleted work shows all work that has been marked for deletion.
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Create
Audio:
There are several tasks within PgMP that users will perform again and again. The most common of which is Create. Creating a top-level record is a very simple process. Users go to the top navigation and Click “Create” and choose “PgMP record”. Next, they choose the appropriate organization for the record, and then choose the record type and off they go. Record types will vary based on a user’s access. PgMP ensures that all the required fields are filled out before it routes the record to the next step in its workflow. 
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Automated Workflows

Audio:
One of the most powerful aspects of PgMP is that all records have an automated workflow. Automated workflows improve efficiency and effectiveness which controls costs. They ensure data integrity and eliminate the need for duplicate work. Workflows in PgMP vary from the basic 3 step flow you see here (for a Customer Satisfaction, Formal Correspondence or Governance record for example) to a very complex flow like a Client Initiated RFS which can have 10 times as many steps. Some workflows in PgMP allow routing back to prior steps for rework. Note: Users receive automatic e-mail notifications when a record is assigned to them in the workflow.
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Search for Records

Audio:
PgMP allows users to search for records across all record types and all work lists in an organization. Users can search by Title fragment, Record ID, Client Reference #, Record type, who it is Assigned To, State: of Active, Active – On hold, Completed, Deleted, Rejected, and/or Withdrawn; was Created by, Subscription status of: All records, Only records to which I am subscribed, and/or Only records to which I am not subscribed; or between particular dates created. To use the Search for records option users click on it from Search PgMP in the top navigation. Next, he or she enters in the desired criteria, clicks the Search button and the search results appear below the query. Users can elect to Subscribe, Unsubscribe or Export to PDF desired records by putting a check mark in the boxes next to the items in question and clicking on the corresponding button.  The export will appear in the Export file section of the tool found under Create in the top navigation when they are ready for download.
Slide 17:  
Search for Attachments

Audio:
PgMP allows users to search for attachments across all record types and all work lists in an organization. Users can search by Title fragment, or Filename/URL fragment. Additionally there are Advanced search criteria such as: Attachment type (File and/or URL), Audience (Client and IBM, Client Only), Status (Draft, Final, or Not applicable), Obsolete (Yes or No), Content contains (Yes or No), Tag, Client reference #, Created by, or between particular dates created and/or Updated. To use the Search for Attachments option, users click on it from Search PgMP in the top navigation. Next he or she enters in the desired criteria, clicks the Search button and the search results appear below the query. Attachments can be exported if desired by putting a check mark next to the desired items and clicking on the Export button. The export will appear in the Export file section of the tool found under Create in the top navigation when they are ready for download.
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My Preferences - 1

Audio:
PgMP users can change their settings in the tool by clicking on User Preferences under Settings in the top navigation. There are two additional preferences categories: My notification preferences and My approval profiles. First, we will cover My Preferences. Time zone, Currency format, Time format, language and default organization or the position that will be displayed first in the tool can be changed if they are not correct or preferable. PgMP additionally allows users to specify that they do not want to default the Position on the Create screen. Users who have several positions in PgMP, for example global and country level positions, may find this helpful in avoiding assigning records to the wrong organization. To change this default setting, users put a check mark in the box next to “Select position every time during Create.” Additionally, users can change the number of records displayed on their screen from the default of 10 records at a time up to 100 records at a time. Users can change their default login page which defaults to the home page, their default record type for work lists (Request, Issue, Risk etc.) and their default record type for supporting assets (Action, Attachment, Project etc.) as well as the default contents of the Details tab of records (Show all fields displayable at the current step, Only show fields that are read-write to the role in control of the current step, or Only show fields that are required to the role in control of the current step). Next users can set up email notification settings based on their personal preferences versus only being notified of records currently assigned to them. We will cover this option in more detail in the next slide.
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My Preferences - 2

Audio:
PgMP sends notifications to users whenever they are newly assigned to a record and also when a record they are assigned, goes on or off hold, is withdrawn or unwithdrawn, or is deleted or undeleted. If a user would like additional notifications emailed to them about records in PgMP, they click on Notification Preferences under Setting in the top navigation. The default in the tool is to “Enable immediate and batch notifications” and be sent “Only Overnight” but users can opt to choose “Multiple times a day” if that is the preferred frequency or disable them if they do not wish to receive them at all. To Disable these notifications users, choose “Disable all notifications” from the drop down at the top of the My notification preferences screen. To change to “Multiple times a day” users click the View or Edit button and pick the Multiple times a day radio button in the Email frequency field under Batch email notifications preferences. To set up your desired notifications, click on Add at the bottom of the screen. Users type in a name for their profile and then decide what kinds of records he or she would like to be notified of: The choices provided are: Records I can view, created, I am assigned, and/or I have updated. Users can elect to be notified after specific events: Entry into a workflow step, Assignment of record changes, On or off hold, Withdrawn, Unwithdraw, Deleted or Undeleted. Additionally, users can also change the number of days before or after due dates that they want to be notified (from 0 to 28 days). As the text on the screen states, “These global notification settings apply to all record types and steps except those that you override in the other sections below.” Users can then proceed to make exceptions for particular record types if desired by opening the twisty to the left of a record type and clicking on Override for the record type check box. Users can then drill down and create notification requests for steps in a process, such as when an RFS is moved to requirements definition. You can change or delete notifications by going back into Notification preferences and clicking View, Edit or Delete. Email Notifications subject lines include the corresponding Contract Name, Record ID, Title, Step entered into and Status. Note: Users can send a request to their IBM Account Focal Point to set up for notifications for non-PgMP Client users if desired. [There is a word bubble on the screen that states, “Note: Users can send a request to their IBM Account Focal Point to set up for notifications for non-PgMP Client users if desired.”] Lastly users can modify their Approval profiles. This feature is covered in detail in the PgMP Advanced Overview for the Client module.

 
Slide 20:  
Exports - 1

Audio:
Exports are accessed by clicking Create from the top navigation and choosing Export file. There are four batch exports available in PgMP, Export record log and Export record history, shown here, as well as Attachment and PDF exports which are requested from other sections of the tool but whose results appear on this page. Additionally, the Export record log can be scheduled to be run daily, weekly, monthly or on a specific date in the future. The results of these scheduled reports also appear under Exports results. We will cover these other exports in the next slide. The Export record log provides Clients a listing of the fields for selected record types. In the “Export data for all positions” field users choose which position or positions he or she wants to reference for the Export. These options are: “No, only the selected positions, All production positions, All test positions, or All production and test positions “they hold on an account”. The default selection is No, only the selected positions above. He or she can then elect to choose all or some Top-level records, in Active, On hold or Completed states as well as All or select Child record types in Active, On hold or Completed states. Additionally, users can elect to “Export combined Request, Catalog-Only and PCR records”. The Export record history provides the history of the steps a record has gone through, the user assigned to each step and the time and date it was changed. It has the same export options as the Export Record Log. Text on the screen states, “Request an export by clicking one of the following choices. Export files are produced by a batch process and made available to you in the list below when they are ready. Click the title of a completed request to download the export file to your workstation. The results might not include any changes you have made within the past 10 minutes. Export files are kept in PgMP for seven days and then are deleted. PgMP can run up to 5 export requests at the same time. “It also indicates how many requests are currently running and how many are waiting to run. Users will also receive an email notification when their requested export is available in the tool. Note: Only the user who entered in the export request will be able to use the link provided in the email to access the export. [There is a word bubble on the screen that states, “Note: Only the user who entered in the export request will be able to use the link provided in the email to access the export.”] Completed exports can be deleted if desired by putting a check in the box next to an Export and clicking the Delete button.
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Exports - 2

Audio:
As previously mentioned, Export record logs can be scheduled. When users click on Export record log from Exports he or she will see a Scheduled Date(s) section shown here. This section defaults to an immediate export but it can be changed to a date in the future or a repeating frequency in the future. On the “Manage scheduled exports” page the first column shown is “Title” which lists the scheduled exports and its hotspot which allows users to alter future exports. Buttons located here allow users to Delete, Disable existing scheduled export requests or Enable previously Disabled export report requests. Note: Users should remove a scheduled request when it is no longer needed as it will cause other exports to take longer to run. [There is a word bubble on the screen that states, “Note: Users should remove a scheduled request when it is no longer needed as it will cause other exports to take longer to run.”] PgMP will periodically check to see whether scheduled exports are being accessed and if they are not accessed for more than 6 weeks PgMP will send the user an email warning that the export will be disabled if it is not accessed in the next week. Disabled reports can be re-enabled if required. Attachment and PDF exports are requested from other sections of the tool but their results appear on the Exports page as shown here. Attachments can be exported from the Search for attachments view, My Organizations view or a record’s Attachment list. Attachment exports are covered in more detail in the PgMP Advanced Overview for the Client module’s Attachments section. As previously mentioned PDF exports can be exported from the Search for records view but also from the Take Action column of a work queue. In this case users choose the data to include: record types, Personal Information, cost and Price and sections (Details, Supporting Assets /Attachments list and/or Notes). [There is a word bubble on the screen that states, “Note: Only 200 records can be downloaded to PDF at a time.”] Once the options are selected the message shown here appears letting the requester know the export has been submitted and will appear in the Exports section. An automatic email is also sent when the PDF and/or Attachment export is available.  It provides a link to view the list of your currently available exported files. The same text appears on the screen as the Exports covered in the previous slide.
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Help
Audio:
When users click on Help from the Related Links section of PgMP, the PgMP Client User Guide is automatically opened up on their machine. This document contains details on all elements of PgMP as well as links to all Client educational videos, associated Microsoft Power Point slides and scripts. Note: PgMP Dashboard is covered in its own module. [There is a word bubble on the screen that states, “Note: PgMP Dashboard is covered in its own module.”]
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Terms and Conditions
Audio:
PgMP users can review the terms and conditions (T&C’s) text that they accepted in PgMP by clicking on Terms and conditions under Settings in the top navigation bar. Here the date the terms and conditions were accepted is shown as well as the exact text agreed to at that time.
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PgMP Support Model
Audio:
The IBM Account Focal point is the go to person for Client PgMP support. He or she can answer questions about the tool and/or troubleshoot issues.
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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. This concludes the Overview Basics 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

10

