
 PgMP Dashboard and the Client Script

Slide 1:  
Program Management Portal: PgMP Dashboard and the Client
Audio:
Welcome to the web lecture on the Program Management Portal (PgMP): PgMP Dashboard and the Client.  This module is intended to show Client users how to leverage the capabilities of this robust tool. 

Slide 2:  
Learning Objectives

Audio:

In this module you will learn how to log into the PgMP Dashboard, navigate the Welcome page, customize template views, save and share templates, sort table fields, add and view annotations, export table views, as well as how to get Help and/or learn additional information about the Dashboard. 
Slide 3:       Accessing the Dashboard
Audio:
The PgMP Dashboard is accessible via a link in PgMP. Once you have logged into PgMP using your IBM ID and password, click on the PgMP Dashboard link under the Related Links section to access the application. You will be taken to the Dashboard Welcome Page which we will cover in the next slide.
Slide 4: 
Setting default record type from My Preferences
Audio:
The My Preferences section of PgMP accessed through Settings in the top navigation, has an optional field for setting "Dashboard default record type“. From the drop down list users will find record types for Issue, Contract Change, Contract Deliverable, Project Change Request and Request + Catalog Only Request. If a value is set, it will pre-fill the new field on the Dashboard Welcome page, but users can still change this value as desired. 

Slide 5: 
Welcome Page
Audio:
Once logged in, the user is taken to the PgMP Dashboard Welcome Page. It gives a bit of information about the sections of the tool. There are convenient links on the left hand side of the screen that display any templates that were saved using the “Custom views” capability that we will discuss later on in this presentation. Note: The Welcome screen requires the user to have a Contract filter set before leaving this page. [There is a word bubble on the screen that states, “Note: The Welcome screen requires the user to have a Contract filter set before leaving this page.”] It defaults to the user's default Organization if they have one set up in PgMP. If a user tries to click another tab without providing a Contract name a warning message will pop up like the one shown here reminding the user to provide one. A Record Type filter was added in R16.5 as part of the strategic plan to expand PgMP Dashboard to cover additional record types. Users can now view Issues, Risks, Contract Changes, Contract Deliverables, Request and Catalog-only Requests or PCR record types. The Dashboard has four tabs that remain on the top of the screen no matter where the user is in the application. Custom views displays PgMP record records that are accessible based on the user’s PgMP role authorization and allows users to customize which PgMP fields are displayed. My saved templates lets users manage the templates that they have created and saved and/or shared using the “Custom views” capabilities. Lastly, the Help tab instructs users where to go for help and/or additional information on the PgMP Dashboard.

Slide 6:  
Custom Views Introduction
Audio:
This slide provides an overview of the “Custom views” basic capabilities.  Detailed instructions on how to use these capabilities is provided in subsequent slides. First time users of “Custom views” are presented with a Default template view. The default template displays 15 fields. These are as follows: Annotation/Details, Record ID, Title, Client reference number, Phase, Request received by IBM date, Client requested proposal date, Client revised proposal requested date, Proposal sent to client date, Proposal accepted date, Planned implementation completed date, Client requested implementation date, Client revised requested implementation complete date, and Status. The Default template can be configured using the Customize table fields button and/or Add filters button. The View annotations, Share and Save as buttons are used to allow the user to view annotations that have been created for PgMP records, share custom templates that have been created, and name custom templates. The “Public view on/off control” view allows Clients to see the view that would be seen by an IBM user.

Slide 7:  
Types of Filers
Audio:
Filters can be used to select which PgMP records are displayed in the Dashboard.  There are three filter types available in the application. Filters with selection list populates all possible values for a filter in the selection box below the list of filters. To add a filter value the user highlights the desired item in the left hand column and clicks the arrow pointing to the right. To remove a filter click it in the right hand column and click the arrow to the left. Filters with free text search lets the user type a text string into a search box to select filter values that contain the text string. For this filter type this step can be repeated to add additional filter values. Filters with date ranges lets the user specify a date range for a selected date filter.  The ranges are set by clicking on the calendar icon. For each of the three filter types once the desired filter items or ranges have been set, users click on the Close button. The filters selected are shown on the Dashboard with an X next to the filter and its values. The data in the table reflects the filtered results. The filters can be removed by clicking on X next to the filter and its values.

Slide 8:  
Adding Filters with Selection List - 1
Audio:
To begin adding a filter users click on the Add filters button. A pop-up window displays with a list of possible filters. The user can either scroll down through the filters or enter a text string in the search box. If this option is chosen only those filters containing the text string entered will be listed. Next he or she selects one of the filters using the radio button. The screenshot on this slide shows the Complexity filter has been selected. A few other choices include: User owns record as IBM RFS Mgr, User owns record as Client Approver and User owns record for any role. A list of possible values for the filter appears below the filter. The filter values can be selected directly from the list or the filter values can be located using the search text box (this is useful when there is a long list of possible values). If desired the user enters the text string into the box and the filter values containing that text string are listed below. 

Slide 9:  
Adding Filters with Selection List - 2
Audio:
To select the filter values users select the desired value from the list of possible values (the selected value will be highlighted). Next he or she clicks on the right facing arrow to move the value into the box with the selected value or values. (Filter values can be removed by using the left facing arrow button). The value selected is then displayed in the box on the right. Repeat these steps to select multiple values. Lastly users click on the Close button. The selected filter and values are shown below the “Configure template” label and above the table. As a reminder, if a filter is no longer needed it can be deleted. Users click on the X next to the name of the filter and its value(s) to remove it. 

Slide 10:  
Adding Filters with Free Text Search
Audio:
When an exact value is unknown and/or large the “Title” contains filter can be quite useful. The user clicks on the radio button next to a filter. Enters text that is in the title of the PgMP record then clicks the Add filter button. Next the user clicks the Close button. The table then displays only those PgMP records whose title contains the text entered. 

Slide 11:  
Adding Filters with Date Filters
Audio:
To add a date filter users selects a date field filter and then click on the calendar icon. A pop-up calendar is shown and the user selects the “From” date for the filter.  That date is displayed in the “From” field. Next he or she clicks on the calendar icon displayed in the “To” field. Then the user clicks on the Add filter button and then finally he or she clicks the Close button. The name of the date filter and the date range are displayed below the “Configure template” label and above the table. As previously mentioned to delete a filter users select the X next to the filter name and date range to be deleted. Multiple filters can be used from any and all of the filter types described in the previous slides.  For example a filter can be created to show all Active Request and Catalog Only Request records for Test – Core Business Team – Catalog Testing organization requested between August 4th 2014 and September 4th 2016.

Slide 12:  
Adding and Deleting Table Fields
Audio:
The PgMP Dashboard allows users to not only select the PgMP fields they want to use to display PgMP records but also the order in which they wish the fields to appear in the table. Note: Annotations/Details fields will always appear in the first column of the table. [There is a word bubble on the screen that states, “Note: Annotations/Details fields will always appear in the first column of the table. This cannot be changed.”] This cannot be changed. To customize a table users click on the Customize table fields button. After clicking on the button a pop-up is displayed showing a list of the table fields currently selected. It is displayed in the “Selected table fields” box. To the left of that is box that contains a scrollable list of table fields that can be added to table currently displayed. To add a table field users select an item from the list in the box on the left. The item is highlighted. Next the user clicks on the right facing arrow button.  The item will move from the box on the left to the end of the list in of the box on the right. Users repeat this step until all the desired table fields have been added.  Lastly, he or she clicks on the Close button to view the table with the selected filters. To search for a field in the list of table fields users enter a text string in the box labeled “type here to search”. Only those fields where the text string occurs will be displayed in the list of table fields in the box on the left. To delete a table field from those currently being displayed users select an item in the box on the right. The item is highlighted. Then the user clicks on the left facing arrow button.  The item moves from the box on the right to the box on the left and is placed in alphabetical order.

Slide 13:  
Ordering Fields in the Table
Audio:
The order in which the fields appear in a table can also be customized by selecting a table field to move up or down in the order on the list of selected table fields. To move a field users click on the Customize table fields button. A pop-up appears with the selected table fields listed in the box on the right. Users then select the table field to move up or down in the order on the table. Next he or she clicks on the Move up button to move the item up in the order or the Move down button to move the item down in the order. Once the fields have been arranged in the desired order, the user clicks on the Close button. The columns in the table are now reordered.  

Slide 14:  
Saving a Customized Template
Audio:
We have shown how the “Custom views” capabilities allow users to select the PgMP fields they want to use as well as the order in which they appear. These preferences can be saved as a template for future use or to share with other users. This can be very helpful for standard meetings or reports. To save a template users click on the “Save as” button. A pop-up displays asking for a name and description of the new template.  The user enters the name of the new template in the “Template name” field. This name will appear on the screen when opened next to “Using saved template:” Optionally he or she can enter a description of the new template in the “Template description” field. Then the user clicks on the Save button. A pop-up appears indicating the template has been successfully saved. Finally the user clicks on the Close button to view PgMP records using the saved template. The table is now labeled with the name given to the saved template.

Slide 15:  
Sharing a Template
Audio:
Sharing templates allows users to view PgMP records with the same PgMP fields used and filters applied as other users. To share a template users click on the Share button. A pop-up displays allowing the user to provide a name and description for the template. The name of the template currently being viewed is displayed in the “Shared template name” text box. The “Shared template description” box is empty allowing the user or the person sent the template to provide a description. Then the user clicks on the Next button. A pop-up is displayed showing a link to the template. The user can either copy the link or click on the Share by email button. This button allows the user to launch an email client to send the template link.  The email message will open with the link in the body of the email, with “PgMP Client Dashboard Shared Report” listed  in the subject line.

Slide 16:  
Exporting a Report
Audio:
The PgMP records for particular table views can be exported to a csv file format and uploaded into an Excel spreadsheet or to any other application that can read the csv file format. To export a view into a report users click on the “Export” link. A pop-up is displayed  allowing the user to open the file in Microsoft Excel (the default application) or select another application or the user can save the file in the csv format to open at another time. If the user selects the Open with Microsoft Excel, the PgMP records are exported to an Excel spreadsheet and displayed as they are shown in the Dashboard view. The file will be titled PgMPDashboardReport_(the date the file was exported)_(a unique ID).csv. The columns of the spreadsheet are labeled as they are shown in the Dashboard view.

Slide 17:  
Creating Annotations - 1
Audio:
Annotations or notes, can be created for each PgMP record. There is a 2000 single byte character limit to the length of an annotation.  Annotations are viewable by all users who have permission to see a PgMP record. They are not private. In the next slide we will provide more details on creating one. As previously mentioned annotations are found in the first column of the table view. A small gray box displays the number of annotations that have been created for a PgMP record and a plus (+) icon is used to expand the space below the row in the table to allow the user to create a new annotation or view existing ones. When clicking on the plus (+) icon the space below the PgMP record row expands and the user is allowed to create an annotation (clicking on the minus (–) icon collapses the space). The annotation can include a date by which the action described in the note is expected to be completed or resolved. Existing annotations can be marked as complete or deleted as appropriate.

Slide 18:  
Creating Annotations - 2
Audio:
To create an annotation users click on the annotation icon. He or she can click on the calendar icon if a Due Date is required. If so, A calendar pop-up will be displayed. The user must then select a date on the calendar. Then the date will appear in the date field below it. He or she enters their note in the text box to the right of the date. Next he or she clicks on the Add annotation button to add it A pop-up appears indicating that the annotation has been successfully added. The gray box now indicates that one additional annotation has been added to those previously created.  The number in the box will increment by one. Note: Viewing Dashboard in full screen mode may be required to view the Add Annotation button. [There is a word bubble on the screen that states, “Note: Viewing Dashboard in full screen mode may be required to view the Add Annotation button.”]
Slide 19:  
Viewing Annotations
Audio:
Users can view all the annotations they have created for a specific table using the View annotation function. Additionally, users can navigate to the PgMP record in the table from the annotations view. To view all the annotations created for PgMP records in the table currently being viewed users click on the View annotations button. A pop-up labeled “All annotations for the selected records” is displayed. A table with a row for each record with an annotation is shown. For each PgMP record the table shows the Client reference number, Record ID, Due date (if provided), the text of the Annotation, a check box indicating if the action or issue has been completed, and a delete button. To mark an annotation as complete users click the box next to it. To delete an annotation users click the Delete button next to it. A pop-up is displayed indicating the annotation has been successfully completed or deleted respectively. Users can click the Close button to return to the “All annotations for the selected records” screen. To view a PgMP record listed on this screen users click on the link in the Client reference number column. The user is taken to the PgMP record in the table view with the annotations area open. 

Slide 20:  
Viewing PgMP Record Details
Audio:
Users can view key details about a PgMP record within the Dashboard. Users can then view the PgMP record in PgMP itself with the click of a button. To view PgMP record details users click on the blue icon next to the annotation indicator. A pop-up will display more detailed information about the chosen PgMP record. Selecting the View in PgMP button allows the user to navigate to the PgMP record’s record in PgMP. 

Slide 21:  
Status Field
Audio:
Users can also add a short status description for each PgMP record containing a maximum of 250 single byte characters. This allows an “at a glance” view of the statuses of PgMP records. To add a status description users click on the “Yet to be added” link in the Status column or the current status link of an existing Status field. A pop-up displays allowing the user to add or update a brief status description. Once the description has been added or updated, users click on the Save button and the new status description replaces the “Yet to be added” text or the previous text. 

Slide 22:  
My Saved Templates Introduction
Audio:
The My saved templates tab allows users to manage their saved and shared templates. Customizations that were made when the templates were saved or shared are used to view PgMP records when the templates are opened. Each time a saved or shared template is opened from the My saved templates tab the latest data in PgMP will be shown.  Saved and shared templates also can be deleted from the My saved templates tab when they are no longer needed. After selecting the My saved templates tab the “My saved templates” window is displayed. There are two main sections to this window. The Saved templates area, where the saved templates are listed and the Templates Shared with Others, where shared templates are listed. The plus (+) icon to the right of these sections is used to open one of the two areas. When one area is opened the other is closed.  The screen shot shown here shows the Saved templates area is open and the Shared templates area is closed.  

Slide 23:  
Opening Saved Templates
Audio:
As previously stated, Saved templates can be opened from the My saved templates tab. To do so users select the My saved templates tab and the window will display a list of the saved templates. The names, descriptions (if provided) and the dates each template was last saved of the saved templates are displayed. To open a saved template users click on the Open button. The template selected opens up under the “Custom views” tab. The table displayed is labeled with the name of the template and with the fields, filters, and order of the table fields specified at the time the template was saved.

Slide 24:  
Deleting Saved Templates
Audio:
As previously mentioned, Saved templates can be deleted from the My saved templates tab. To do so users go to the tab and select the Delete button next to the saved template he or she wishes to remove. Once this is done that template is no longer listed in the My saved templates tab. Note: Templates that are deleted from the Saved templates list are not deleted from the Shared templates list if the template appears on both lists. [There is a word bubble on the screen that states, “Note: Templates that are deleted from the Saved templates list are not deleted from the Shared templates list if the template appears on both lists.”]

Slide 25:  
Opening and Deleting Shared Templates
Audio:
Shared templates can also be opened and deleted from the My saved templates tab. To open a shared template users go to the My saved templates tab and select the plus (+) icon to the right of the “Templates shared with others” label. An area opens up displaying a list of the shared templates. As a reminder when shared templates are open the saved templates area is closed. The name of each shared template, a description (if provided) as well as the date each template was shared is displayed. Users can click the Open or Delete button to open or delete a shared template. As previously mentioned templates that are deleted from one template list are not deleted from another.  

Slide 26:  
Additional Support
Audio:
Your IBM Account Focal point is an invaluable resource on PgMP. He or she is the go to person for Client PgMP support. The focal point can answer questions about PgMP including the Dashboard as well as help troubleshoot issues with the tool. Additionally the Client Users Guide, accessible from the Help link in the left hand navigation of PgMP, provides detailed information on PgMP as well as links to the other education modules in the PgMP Client Education Suite. This concludes the PgMP Dashboard 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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