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Project Portfolio Management

Project Portfolio Management is a powerful, integrated portfolio management solution
from Serena Software that helps people in your organization -- project managers,
portfolio managers, resource managers, team members, executives, and other project
stakeholders -- make better decisions, which helps to ensure maximum returns on the
items your organization chooses to make. Using Project Portfolio Management, an
organization can manage applications, projects, product initiatives, resources, and assets
-- also called a portfolio -- in @ manner consistent with the principles of best-in-class
business practices. All of this can be accomplished in a single system that integrates,
manages, and analyzes enterprise data.

Project Portfolio Management provides key benefits for the following user types:

= Executive Stakeholders Executive stakeholders require visibility across a
portfolio. Project Portfolio Management helps your organization get that visibility by
helping you build a set of value-based initiatives and then make key item decisions
with greater confidence. A role-based home page provides personalized status
information when users log on, which helps give everyone quick insight into the
items on which your organization is currently working.

= Portfolio Managers Along with project managers, portfolio managers help manage
IT projects and other items so they are on-time and on-budget. Portfolio managers
can start with high-level portfolio views, drill-down into detailed project data, and
use "what-if" analysis tools to help asses the impact of changes within the portfolio
and to ensure continued alignment of a portfolio with the overall business
objectives.

= Project Managers Along with portfolio managers, project managers help manage
IT projects and other items so they are on-time and on-budget. In order to help
drive consistent team collaboration, project managers build task plans, find and
schedule the appropriate resources, resolve issues, mitigate risks, and track
progress. Automated reporting and built-in notifications help ensure that project
managers spend less time managing documents and data and more time managing
projects. Project Portfolio Management also supports bidirectional integration with
Microsoft Project.

= Resource Managers Effective resource management leads to fewer bottlenecks,
better forecasting of demand, and more measurable performance. With Project
Portfolio Management, resource managers have the ability to assess competing
demands for resources and then efficiently direct the right people to the most
critical tasks and activities. Agreements with project managers about resource
allocation (both generic and specific resource types) are clearly tracked.

- Team Members Team members are freed from the randomizing effects of shifting
priorities and demands. Project collaboration, document management, and time
tracking tools help individuals make better decisions in support of the portfolios to
which they have been assigned. Project Portfolio Management provides a familiar
browser-based user interface that is intuitive and easy to use.

Users who belong to these user roles will have access to the project portfolio tree, the
Projects module, the Analyzer module, the Resources module, and the Workspace
module. Not all users will have access to all of the features within these areas at all times
-- how users get access to the various features of Project Portfolio Management and the
projects your organization adds to the project portfolio tree depends on how your
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Project Portfolio Management

organization chooses to configure Project Portfolio Management and the licenses available
to the users in your organization.

Another key role for Project Portfolio Management is the Administrator. Users in your
organization who belong to the Administrator role are the users in your organization that
are responsible for configuring Project Portfolio Management. Depending on your
organization -- its size, project methodologies, and so on -- an administrator role can
range from the traditional IT administrator to a project management office to a small
group of skilled, hands-on project managers. The administrator role in Project Portfolio
Management is a security group that enables access to the Administration and
Configuration modules in which decisions can be made that affect your organization's
global project portfolio.

Project Portfolio Management provides granular administrative tools through the use of
the Project Portfolio Management Administrative and Configuration modules. An
administrator is responsible for installing, setting up, and maintaining Project Portfolio
Management. It is important that you understand how Project Portfolio Management
works and how users interact with data. This information helps you understand how to
customize Project Portfolio Management so that it properly captures the type of data that
is meaningful to your organization and so that the Project Portfolio Management system is
maintained while new users, project portfolios, and item types are added.

For more information, see the following topics:
= Release Notes [page 16]
= Document Downloads [page 24]

= Application Toolbar [page 24]

Release Notes
Overview

We STRONGLY RECOMMEND that Customers deploy all service releases, service packs and
patches to a test environment before deploying to a production environment. A test
environment should have:

= A separate test application server, not in the production environment

= A separate test database, not in the production database

After deploying to the test environment, testing should be performed on all user activities
prior to deployment in production. Proper industry practice is to always complete a backup
before deploying software, including new installs or updates of any kind. Thus, before
deploying this release, the host environment should be prepared as follows:

= Backup the database
= Backup the application server
= Prepare a plan for restoring the database and application server from these backups

For more information about deployment see the deployment guide, found here:
http://help.serena.com/downloads

project portfolio_management_2009_rl1_ deployment_guide.pdf.

If you need additional assistance, use the Serena Support webpage to find the appropriate

phone number. You can also send e-mail to support@serena.com, and a representative
will reply as soon as possible to help answer your questions.
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Release Notes

What's New
The following features and activities are new in Project Portfolio Management 2009 R1:
New Simplified Navigation and User Interface

The new Serena PPM has an updated user interface and layout that focuses on activity-
based navigation. The new tabular interface makes it easier to find what you want and
reduces the number of clicks it takes to get there. Interface styling has also been updated
to a simpler, cleaner look and feel.

Project Gantt, WBS, Charts and more!

Serena PPM now features a best-in-class, interactive Gantt view that gives you full control
of project schedules and work. Multiple baselines can now be used to track variance on
projects or selected portions of projects. WBS, Network, Resource Usage charts and other
views are also available, along with a histogram split-screen that makes resource leveling
a snap.

Best-In-Class Project Scheduling

At the heart of the new Serena PPM is a powerful scheduling engine that automatically
adjusts task plans based on actual data flowing in from timesheets. Scheduling and
control features include task types, a full range of task dependencies, constraints with
lead and lag times, milestone mapping, multiple baselines, a critical path that displays in
red, and down-to-the-hour task assignments.

MS Project & OpenProj Compatability

Do you currently use Microsoft Project? No problem! Serena PPM allows you to directly
import Microsoft Project and OpenProj files. Importing is easy and allows you to map
resources from your file to resources in Serena PPM. And if importing isn't enough, use
our Connector to quickly synchronize Microsoft Project files with projects in Serena PPM.

Reporting & Charting Enhancements

Serena PPM allows users to create ad-hoc reports and charts on both project and
portfolio-level objects. Our ad-hoc reporting capability will continue to improve
dramatically, but the stage has been set for flexible, ultra-customizable work-item reports
and charts.

Guidance Home Page

To help drive user adoption, we've prepared a Product Guidance Page (as a homepage)
which allows users to quickly see what processes Serena PPM supports and how they
work. Drilling into each topic of the Product Guidance Page allows users to learn more
about an activity, view video tutorials, or be taken to the product area where that activity
takes place. To add the Guidance Page to your home module, click on Your Name on the
top menu, select Settings, then move the Guidance Page to right side of the dialogue box.

Feature Updates
The following features and activities are new or modified in Task Plan view:
Task Plan User Interface (UI)

The new task plan UI has been streamlined to improve usability while maintaining the
power and functionality of a Microsoft Project-equivalent solution. The new UI is built to
be intuitive; Microsoft Project users will be able to use it immediately wtih little or no
guidance.
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Create Interface

Marking Tasks Complete

2.94 days 1001209 3:00 Akd

10/14/09 3:30 Pra

There are some new/redone configuration options to enable a resource to mark their
timesheet tasks as completed, and to give a project manager the ability to mark a task
complete in the Gantt and simultaneously lock that task in the timesheet. There are 4 new
visual indicator icons in the task plan view that a project manager can use to tell the

status of a task:

Icon

Description

o

The task is complete based on the % complete reaching 100% (the timesheet
closed icon would not be used in conjunction with this icon).

W

completed.

The task has been marked complete in the timesheet by the assignee, even
though it is not 100% complete, and the planned work hours have not been

The task is complete based on hours worked, but has not been marked
complete on the timesheet (so additional work may be needed).

The timesheet has been locked and any remaining work is truncated and the
% complete is set to 100%. This is similar to the old 'PM Complete'.
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Configuration options are available via properties for this functionality. Most users will
only use the default 100% complete and won't need to modify the default configuration.

Baselines

Project Portfolio Management 2009 R1 now supports capturing up to 11 task plan
baselines much like Microsoft Project. Project managers can baseline the entire task plan
or just a selected subset of the task plan. Also, they can compare one or many baselines
to their current task plan in the Gantt view. Upon upgrading to 2009 R1, a baseline will
automatically be generated for each project as it is opened. Old task baseline dimension
data for existing projects will be maintained for reporting purposes but will not be
available for comparison purposes to the current task plan in the Gantt view.

x

Baseline Baseline -

Far
) Entire Project

J Belected Tasks

QK Cancel Help

Resource Substitution

Named and generic resource substitution will continue to function largely as it has in
previous versions of Project Portfolio Management 2009 R1 (known as Project Portfolio
Management 2009 R1). The ability to substitute resources is now also available through
the Task Plan view for an entire project or a subset of tasks within a project.

B substitute Resource x|

Original resource: :F'r-:-}-av:IMnnn-ger_ Sarah - |
Replace with: Troiner, Derek 'rl
Starting from: 10123109 =]
For: @) Entire Project

[] lgnore in-progress assignments

QK Cancel

URL Link Custom Attributes
You can now create a custom field that presents live URL links, as shown below.
Canned Report: Tasks and Assighments By Resource By Investment

This canned report has been changed to always show the task plan vs. actual data given
the fact that we no longer support capturing dimension-based baselines of the task plan.
We now support full Microsoft Project-like task plan baselining. Reporting on task baseline
dimension data will still be available.
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Creating a Project from a Template with a Task Plan

The location for setting a project's start date has been moved into the task plan (and from
the dialog box that is used to create the project from a template). After the new project
has been created from the template you can now set the project start date from the task
plan view much like Microsoft Project and have the project plan adjust based on the new
project start date. This will be more familiar to Microsoft Project users and we now warn
when the initial task start date is set to earlier than the project start date.

[T TR, T | |

Start: 1022709 3:00 Ahkd Current D
Finish: | +|october || r| 2009 Dat
Forward scheduled q
Pririty: 4 & B 7 E @ 10

12 13 14 15 168 17
15 19 20 21 22 23 24
26 26 2¥ 28 29 30 3

Calendars

Project Portfolio Management 2009 R1 now has start times for resource and company
calendars, since the new Task Plan view allows project managers to schedule to the hour,
and not just to the day. No real transition here, as the default start time will be 8:00am,
which should work for most organizations. However, if an organization wants to change
that start time on an individual user or company-wide basis, it's easy to do.

M sun M mon W Tue W owed

2 2010

W Thy M Fri T sat
| D-NDI'I-WDrI-cing Working Hours Per Day
ID-NDH-WDrI-cing B

Start Time

2:00 AM

Auto-Locking (Check Out)

A task plan is automatically locked when you edit it. It is automatically unlocked when you
publish it or revert to the last published version. The terminology describing the actions
that a project manager can take has changed with respect to editing and saving a task
plan. The "Save" action means that a project manager wants to save changes but doesn't
want others to see those changes; in this case, the project manager will maintain a lock
on the task plan. When a project manager performs a "Publish" action, the task plan is
checked in so that others may see it; in this case the project manager will no longer have
a lock on the plan.

Task Dependency Options

Like Microsoft Project, Project Portfolio Management 2009 R1 now supports a full set of
task dependencies: Start-to-Finish, Start-to-Start, Finish-to-Finish and Finish-to-Start.

Lead/Lag Time

You can now define a lag period between tasks, and lead time before a task starts.
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Critical Path
Shown in red, critical paths can be toggled on or off in the Gantt view.
WBS, Network, and Histogram Charting

There are new view charts that can display project and resource data much like Microsoft
Project.

Resource and Task Usage

There are new views that can display resource assignment data grouped by resources or
tasks much like Microsoft Project.

Earned Value Metrics

Project Portfolio Management 2009 R1 supports earned value metrics in a similar manner
to Microsoft Project, including ACWP, BAC, BCWP, BCWA, CPI, CSI, CV, CV%, EAC, SPI,
SV%, SV Percent (%), TCPI, and VAC.

Gantt Print and Print Preview
Gantt print and print preview behaves much like Microsoft Project.
Multi-undo

Undo operations can be applied all the way back to the last save operation.

Known Issues

The following features and activities are known issues in Project Portfolio Management
2009 R1:

Migration

When migrated task plans are opened in Serena Project Portfolio Management 2009 R1,
the scheduling engine will automatically run a standard set of calculations, which may
cause the task plan to move. For example, planned task start/finish dates will be changed
to match actual start/finish dates where available. This is expected functionality. When a
migrated task plan is opened for the first time, it is locked and a baseline is created for
variance reporting purposes. The user must save and publish in order to finalize the
migration. Expect slower performance when opening a migrated task plan for the first
time to allow it to perform the migration operations.

Importing File Issues

= Start Dates When importing from Microsoft Project, the start date for the earliest
task in the plan is based on the PPM start date instead of the start date in the
Microsoft Project file.

= Importing Fixed Costs Importing Projity .pod and Microsoft Project .mpp files
does not import Fixed Costs. This is a known issue as the Fixed Costs that we are
not planning on fixing for 2009 R1. PPM only supports tracking non-labor (fixed
costs) at the project level and not at the task level.

= Importing MSP files Does Not Import Baselines When you import an MSP file,
baselines will not be imported into PPM. We are looking at supporting this
functionality in a future release based on customer demand.

= Importing XML Files We have attempted to turn off the ability to import XML files
for this release. There are obscure work arounds, but right now there can be data
loss associated with importing XML files. Using .MPP files is strongly recommended.
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= Importing MS Project files sets duration to zero When importing Microsoft
Project files that contain one or more tasks with defined durations but no planned
work--Microsoft Project doesn't automatically set the Work to correspond to the
Duration--the scheduling engine turns them into zero duration tasks that are
complete. To avoid this, we recommend that users set all Microsoft Project tasks to
Fixed Duration prior to importing. This retains the defined task duration, even with
zero hours of planned work.

Microsoft Project Connector Issues

Baseline task values are not published to Project Portfolio Management 2009 R1 from
connected Microsoft Project files. We are not planning on fixing this for this release as we
don’t support importing and displaying baselines created outside of Project Portfolio
Management 2009 R1 at this time. We will look at supporting this in a future release.

Substituting Resources on Work Item Types with Inherited Allocations

You cannot currently substitute resources on work item types which inherit allocations.
We are looking at supporting this functionality in a future release based on customer
demand.

Cannot Create New Tasks in WBS or Network View Modes

When you change your task plan view mode to WBS or Network, you are not able to
create new tasks in these modes. You can only create new tasks while in the Gantt view
mode within the task plan view. We are looking at supporting the ability to create new
tasks in additional modes in a future release, based on customer demand.

Task Plan Settings Not Persisted

Currently if you exit the Task Plan view, settings are not persisted unless you have
published the task plan. This is scheduled to be fixed in the next release as it is a known
high priority usability issue.

Must Reload Task Plan after Allocating New Resources

Currently if you load a task plan and then allocate new resources to the project and
navigate back to the task plan those resources won’t show up. The workaround is to
reload the task plan by going to Tools > Reload Task Plan. This is scheduled to be fixed in
the next release as it is a known high priority usability issue.

Java 1.5 update 11

Because of technical limitations, users with Java 1.5 update 11 cannot export to PDF and
cannot substitute resources or pop-up another task plan view if an existing task plan has
be opened/loaded. Users will be notified of these limitations with popups when the actions
are attempted. The solution is to upgrade to Java 1.6 update 14.

Printing
Task Plan print/print preview does not print the Predecessor and Resource Name columns.
Project Level Costs with Multiple Currency Exchange Rules

If multiple currencies are used and the exchange rate changes during the span of a
project the task plan costs may differ from project level rolled up costs. This will not be
fixed for 2009 R1.

Viewing Legacy Dimension Data
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The Task Plan view has baselines that are nearly identical to how baselines are used in
Microsoft Project. Because of this change in functionality, Project Portfolio Management
2009 R1 was required to stop using dimensions to store baseline data.

Old dimension data has been preserved and report queries can still be run against them.
You can download a sample report called Tasks By Investment (Legacy Data) that shows
you how to compare your old dimension data to the new baseline data.

In order to use this report, you must add it to your list of custom reports found in the
Report Templates tab in the System Settings module.

Download: Tasks by Investment (Legacy Data)
Not Supported

The following features and activities are no longer supported in Project Portfolio
Management 2009 R1:

Non-Labor Task Assignments No Longer Supported

You can no longer create non-labor task assignments in a task plan. The original task plan
functionality for creating non-labor task assignments was less than optimal given the fact
that non-labor items could not be tracked outside of the task or cross-project. Existing
non-labor task assignment cost data will still be rolled up into the financials (BCV) view
and will be made editable so that non-labor costs associated with a project can be
modified. When Serena product managers surveyed customers, we found that users were
primarily using the non-labor task assignment functionality to roll-up non-labor costs
associated with projects into their financial view. The ability to track itemized non-labor
costs for a project is still available from the financial view and this is what customers were
primarily using. We are planning on re-introducing improved non-labor task assignment
functionality in a future release given customer demand for this feature.

Task Baseline Dimensions No Longer Supported

The old baseline data will be stored for reporting purposes for active projects as needed.
We have created a set of macros for reporting on this data and sample reports.

Demand Management Task Plan Web Services No Longer Supported

The following Web services are no longer supported: AddTaskAssignments,
UpdateTaskAssignment, and AssociateTasks. Due to technical limitations around our new
PPM task plan functionality we can no longer support 3rd party tools updating tasks
through our Web services outside of the application. We will be re-introducing support for
these and additional Web services in a future release. We will still support the
GetTaskPlan Web service for pulling task information out of Project Portfolio Management
2009 R1 into a 3rd party system.

Move Up / Move Down Functionality No Longer Exists
Cut and pasting tasks is the new alternative to this functionality.
No Rich Text in Custom Task Attributes

Rich text field data will still display in the task plan view with the rich text markup
stripped out.

Defects Resolved

For a complete list of fixes in Serena Project Portfolio Management 2009 R1, consult the
following query in the Serena Support Knowledgebase.
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If you have additional questions, use the Serena Support webpage to find the appropriate
phone number. You can also send e-mail to support@serena.com, and a representative
will reply as soon as possible to help answer your questions.

Install

To install the patch, you must first upgrade the application and then migrate the
database. The steps needed to migrate your database depend on the version of the
application that you are currently using. Performing a migration using tools that don't
match your version can result in database corruption. It is critical that you follow the
correct upgrade and migration path. Detailed installation steps for each path can be found
on the KB:

= Upgrades from Mariner 6.2 or earlier are described in KB S135077:
http://knowledgebase.serena.com/InfoCenter/index?page=content&id=S135077.

Upgrades from Mariner 2008 R1, R2, R3 are described in KB S132368:
http://knowledgebase.serena.com/InfoCenter/index?page=content&id=S132368.

If you are unsure of your current release, contact support at support@serena.com for
addition help.

Document Downloads

The following downloads are available for Serena Project Portfolio Management 2009 R1:

E_ Documentation (Full)

E_ Deployment Guide

Application Toolbar

The application toolbar is the place around which most activites in Serena Project Portfolio
Management 2009 R1 are based. For example, the out-of-the-box configuration of Project
Portfolio Management 2009 R1 contains the following modules (from left-to-right: Home,
Projects, Reports, Reports, and Tools).

The application toolbar contains the following options and settings (from right-to-left:
Settings, Change Password, Setup, Help, and Search).

To access any module, change settings, search within your portfolio, and so on, just click
the application toolbar for the appropriate activity. Modules are configurable as well, so
your administrator may have added custom elements to your application toolbar.

For more information, see the following topics:
= Change Password [page 25]
Help [page 25]
Log Out / Log In [page 27]
Print [page 27]
= Rich Text Editor [page 29]
Search [page 29]
Settings [page 32]
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Application Toolbar

= Setup [page 34]
Change Password

For each database to which you have been given access, your password is the same.
Passwords are case-sensitive, and must be at least four characters long and must conform

to the password policy settings for your organization. There are three password policy
settings:

= Strong The password must be between 8-16 characters and must contain at least

one number (0-9), one lowercase letter (a-z), one uppercase letter (A-Z), and one
non-alphanumeric character (such as #, $, !, or %).

= Medium The password must be between 8-16 characters and must contain at least

one number (0-9), one lowercase letter (a-z), and one uppercase letter (A-2).
Default.

= Weak The password must be between 4-16 characters.
Change password
You can change your password at any time and as often as you want.
To change your password

1. From the application toolbar, select your name, and then choose Change
Password.

Elias Israel* Setup> Help* Search Log Cut

Settings ILE ON DEMAND

Change Password

Sand | inlk

2. In the Change Password dialog box, enter your current password, and then your
new password (twice).

Ol Pazsword

Mewy Passward

Confirm Mew Password

3. Click OK.
Help
Click Help to access the following additional resources: Environment Info, Help,

Product Blog, Tutorials, and What's New. For more information about any of these
additional resources, click one of the following tabs.
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Environment Info

The Environment Info dialog box provides information about the connection type,
database version, most recent update, and other information that may be helpful if you
ever need to talk with Serena Support.

Current User

Cannection Mame OQABVYTOM_AOD_SpudDB_20091007_02

Catabase Version 2009.04.00.0002

Last Databaze Update Mariner_2009_04 Migration.sql

Last Updated On 10/7/2009

Help

The Help will open the documentation for the product. Most help links are context-
sensitive; the topic that is opened usually depends on the location from which you clicked

help.

nts

lile on Demand
Felease Motes
Guidance
Setup Projects and Uszers
Build a Backlog
Flan Sprints
Track Sprints
Allocate Work to Teams
Plan Releases
Application Taalbar
lile
ports
350UICES
orkspace
anage Users
=term Settings
nfiguration
aference

Agile on Demand — Guidance — Setup Projects and Users

Setup Projects and Users

Before you can begin using Serena Agile On Demand, you
members, Once created, any individual team member can be

Add praject || Add user l

After you have finished using the New Project Wizard £
next step is to your team members into the system. Onc
assigned to stories, tasks, and other work items. Team r
from which they can log on and begin using Agile Cn Der

To add a user
1. From the application toolbar, click Setup, and ther

Elias Israel> ZSetup> Help* Search Log Out

@ SEF Manage Users MAND’

Systermn Settings

Caonfiguration

2. Click Add =5e.
3. Under User Properties, enter the first name, last

|—U5er Properties

When you are viewing Help, you can navigate the full contents of the help using the left-
side TOC. Click a topic that has an arrow next to it to view subtopics. You can use the
breadcrumbs found across the top of many of the topics to navigate back up the

hierarchy. Most topics that have child topics will have a mini TOC within the topic. Many
topics also contain tabs, generally for task-based topics, but not always. Additional help
can be found at the top in the tabs. For example, Agile On Demand has the Agile 101 tab,
which contains methodology content from Valtech. There is also a simple search feature.
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Though it's not as powerful as Google, it should help you find the topics in the help
collection that contain the words from your query. To return to the full help TOC (after
viewing a topic you have searched for), simply click the Help tab at the top.

Log Out / Log In

Before you can access modules, views, and other features, you must first log on with your
username and password. When you are finished, you should log out.

Log out

When you are finished working, you should log out.
To log off

1. From the application toolbar, click Log Out.
Log in

Before you can access modules, views, and other features, you must first log in with your
user name and password.

To log on
1. Type your user name and pasword. Click Log In

2. Select your database. Click Continue.

Print

When you click the Print button on the application toolbar in the Charts, Summary, and
Timegrid tabs in the Reports module, or in the Financials tab in the Projects module,
the Print dialog box opens. When you print a datasheet, chart, or financials data using
the Print dialog box, it is printed to a portable document format (PDF) file. The Print
page contains two tabs, the General tab and the Options tab. The General tab is used
to define the general and margin settings, including the font, paper size and orientation,
and page numbering used for the PDF file. After filling out the General and Options tabs,
click the Print button on the Print dialog box to print the datasheet or chart to the PDF
file.

To print to a PDF file and view the PDF file, Adobe Acrobat Reader 6.02 or later must be
installed on the machine from which you are printing.

= Font Select the font and font size to use from the Font lists.
= Paper Size Select the size of the paper you want to use.

= Orientation Select Portrait to print using the portrait orientation. Select Landscape
to print using the landscape orientation.

= Include page numbers Select this option to include page numbers on each page.

= Save Settings Select this option to save your general and margin settings on the
General tab. When Save Settings is selected, the settings on the General tab will
be the default settings each time you open the Print dialog box. Selecting Save
Settings does not save your settings on the Options tab.

= Left Type the left page margin you want to use for the pages of the PDF file in
inches.
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= Right Type the right page margin you want to use for the pages of the PDF file in
inches.

= Top Type the top page margin you want to use for the pages of the PDF file in
inches.

= Bottom Type the bottom page margin you want to use for the pages of the PDF file
in inches.

The view you are currently in determines the boxes available on the Options tab. In the
Charts tab, the Options tab is used to determine whether all of the selected datasheet's
charts are printed or just the currently selected chart. In the Summary and Timegrid
tabs, the Options tab is used to determine whether charts defined for the selected
datasheet's dashboard are printed to the PDF file, whether text wraps when the datasheet
is printed, and the column settings for the PDF file. In the Financials tab, the Options tab
is used to determine whether the PDF includes the Self, Roll-up, and External values,
entries from the View pane, and/or the Breakeven chart for the work item. The Options
tab is also used to define the maximum number of columns allowed on a page.

After filling out the General and Options tabs, click the Print button on the Print dialog
box to the PDF file.

When you print a chart to a PDF file, only the default attributes defined for the chart on
the Attributes tab and the default datasheet snapshot defined on the Chart Settings tab
on the Chart Properties dialog box are used for printing the chart. Default attributes are
the first attribute listed in each parameter box on the Attributes tab. The default
datasheet snapshot is the snapshot selected in the chart using this data list on the Chart
Settings tab.

To print datasheets or charts to a PDF file and view the PDF file, Adobe Acrobat Reader
6.02 or later must be installed on the machine from which you are printing.

= All Charts Select this option to print all of the selected datasheet's charts.

= Selected Chart Select this option to only print the chart currently selected in the
Charts tab.

For the Options tab in the Reports module, Summary tab:

= Include Dashboard Charts Select this check box to print the charts defined for
the selected datasheet's dashboard. When you print a chart to a PDF file, only the
default attributes defined for the chart on the Attributes tab and the default
datasheet snapshot defined on the Chart Settings tab on the Chart Properties
dialog box are used for printing the chart. Default attributes are the first attribute
listed in each parameter box on the Attributes tab. The default datasheet snapshot
is the snapshot selected in the chart using this data list on the Chart Settings tab.

= Include Summary Select this check box to print the datasheet's summary
information with the datasheet. The Include Summary check box is selected by
default. Clear the check box to exclude the datasheet's summary information from
the datasheet.

= Maximum Columns Per Page Type The maximum numbers of summary columns
to print on a page for the selected datasheet.

= Percentages The Percentages box displays the current column width percentages
for each column of the summary section on the selected datasheet.

28 Serena® Serena Product Portfolio Management 2009 R1



Application Toolbar

= Allow Cells to Wrap Select the Allow Cells to Wrap check box to have the text in
the datasheet's cells wrap when you print the datasheet. Clear the check box to turn
off the text wrapping.

= Include Timegrid Select the Include Timegrid check box to print the datasheet's
timegrid data with the datasheet. The Include Timegrid check box is selected by
default when there is timegrid data on the selected datasheet. Clear the check box
to exclude the datasheet's timegrid information from the datasheet. (This check box
is only available in the Timegrid tab.)

= Maximum Columns Per Page Type The maximum numbers of timegrid columns
to print on a page in the Maximum Columns Per Page Type box for the selected
datasheet. (This box is only available in the Timegrid tab.)

= Percentages The Percentages box displays the current column width percentages for
each column of the timegrid section on the selected datasheet. The percentages for
each column of the timegrid section on the selected datasheet. The columns are
listed from left to right. (This box is only available in the Timegrid tab.)

For the Options tab in the Financials tab:

= Include Details Select the Include Details option to include all Self, Roll-up, and
External values, as well as any work item from the View pane for each tab in the
Financials tab in the PDF.

= Include Breakeven Chart Select this option to include the Breakeven chart for the
work item in the PDF.

= Maximum Columns Per Page Type The maximum numbers of columns to print
on a page.
Rich Text Editor

The rich text editor is enabled for description fields. It allows simple formatting of
contents within these description fields, such as bold, italics, underlines, or
strikethroughs. You can add ordered or unordered lists. You can indent and outdent text.

S — i —m == = = e e Rt
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Search

The Search dialog is used to search for a work item, log entry, resources, documents,
and work item types. You can access the Search dialog from every view. The Search
dialog consists of a standard search view and an advanced search view for refining your
search. To open the advanced search view, click Advanced. To hide the advanced search
view, click Hide Advanced.

Search

The search feature allows you to find any searchable attribute found in a work item, log
types (such as issues, risks, or documents), or resources. In the default mode, you can
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specify the type of match you want (any or all words), a particular attribute to search in,
and the object type. When searching against All Investments, a log item, any work
item, and resources will not be included in the search results.

To search for attributes, log types, work items, and resources

1. In the application toolbar, click Search.

2. Enter the details for the search query you wish to make. Click Advanced

Searchfor  |DEF2E7262 Search
In attribute | Description - Advanced
Match v any word {0 all words
Display | Cefect ;”

Marme Ne=rrivtinn

3. Click Advanced to add rules, rule details, search within documents stored in Agile
On Demand, or search across all project types.

rRules
i
w
~ Rule Detail
« And C Qi
Attribute: Description -
Comparisont | is equal to ;I|
Compare To: * e specific value
C another attribute

—Decuments
Search In v Keywords M Tide W Description

—Extended Options

& All Project Types

- Selected itern and descendants

4. Click Search.

30 Serena® Serena Product Portfolio Management 2009 R1



Application Toolbar

Search criteria

When you are searching for documents, document file names are always searched, and
can search document keywords, title, and/or description. Text within a document is not
searched. When you are searching datasheets, the work item hierarchy for all portfolios is
searched or the selected portfolios and its descendants in the Reports tab, it does not
search a datasheet's resulting data.

= Search for Type the text you want to search for in this box. You can enter a any
alpha-numeric value. To search for a specific string, enclose the text in quotation
marks.

= In Attribute This drop-down list enables you to select a specific attribute to search.
This can help refine your search and reduce false-positive returns. For example, if
you want to find a work item and know that the work item name contains the term
"router"”, you can search only for instances of the word "router" in the Name
attribute. Your administrator determines which attributes are searchable. All
searchable attributes are included in this drop down list.

= Match: any word Select this option to have the search results include any of the
text you typed.

= Match: all words Select this option to have the search results include all of the
text you typed. To search for a specific phrase, type quotation marks at the
beginning and end of the phrase in the Search for box.

= Display To further refine your search, use this option to specify the object type
against which your search executes. You can choose to search only work item types
or a particular work item type, all logs or a particular log type, or only for a work
item, resources, or documents. For example, if you are searching for the term
"router"” in the Name attribute, and you know that the work item for which you are
searching is a project, specify Project in the display drop down.

= Search Click the Search button to start the search.

= Advanced When you click the Advanced link on the Search page, the following
features are available for refining your search. You can hide the advanced search
features by clicking the Hide Advanced link on the Search page.

Advanced Search criteria

The Advanced Investment Criteria section is used to search for specific work item
data.

= Rules Lists all of the current rules set up for the work item search criteria.
= Up Moves the selected rule up in the Rules list.

 Down Moves the selected rule down in the Rules list.

» Delete Removes the selected rule from the Rules list.

= And Select this option to indicate that the work item you are searching for must
meet the conditions of the selected rule and all other rules that do not begin with
Or.

= Or Select this option to indicate that the work item you are searching for must meet
the conditions of the selected rule, or all the rules that do not begin with Or, or
another rule that begins with Or.
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= Attribute Select the attribute you want to create a search rule for from this list.
Only the attributes that have been marked as searchable in the System Settings
module are displayed in the Attribute list.

= Comparison Select the test you want to apply to the attribute selected in the
Attribute list.

= Comments To Select what the search criteria should compare the attribute to: This
specific value. Select the this specific value option and type a value in the box below
the options to only search for a work item with the Comparison relationship to the
value you specified for the selected attribute. If you are searching for a percentage
value, type the percentage decimal value in the Comments To box. For example,
you would type .20 in the Comments To box for 20 percent. Select the another
attribute option and select an attribute from the list below the options to only search
for a work item with the Comparison relationship between the two selected
attributes.

= Update Click this button to update the selected search rule.
= Add Click this button to add the rule to the search.

= Documents This section is used to determine whether to use document keywords,
title, and/or description when searching for documents. Document file names are
always searched.

= Keywords Select this check box to search document keywords when searching for
documents.

= Title Select this check box to search document keywords when searching for
documents.

= Description Select this check box to search document descriptions when searching
for documents.

- Extended Options This section is used to determine whether any work item is
searched or only the work item and its descendants currently selected in the Items
pane.

= All Investments Select this option to search any work item.
= Selected investments and descendants Select this option to only search the
work item currently selected in the Portfolios pane and any descendants.
Settings

Use the Settings dialog box allows you to configure the tabs you want available from
your homepage, whether you want to receive email notifications, and the sorting order for
a work item.

Homepage

Your homepage is available from the application toolbar. You can choose which tabs you
want to have on your homepage. In addition to the out-of-the-box homepages, such as

My Work or a role-based dashboard, your administrator may have configured additional
homepages.

To configure your homepage
1. From the application toolbar, select your name, and then choose Settings.
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Elias Israel> Setup> Help* Search Log Out

Settings ILE ON DEMAND'

Change Passwaord

Send Link

2. In the Settings dialog box, choose the tabs that you want to make available from
your homepage. Move the homepages that you want to use to the right. The tabs
will appear in your homepage from left-to-right based on the order (top-to-bottom)
they appear in the Settings dialog box.

Homepage

Available Homepage Tabs Selected Homepage Tabs
Guidance fuly Wk

Froduct Owher Dashboard

Scrum mMaster Dashboard

Stakeholder Dashboard

M

14

3. Click OK.
Notification Settings

You can choose to receive email notifications for any notification you have configured from
the Define Notifications tab from the Tools module.

To configure notification settings
1. From the application toolbar, select your name, and then choose Settings.

Elias Israel> Setup> Help* Search Log Out

Settings . |LE ON DEMAND

Change Passward

Send Link

2. In the Settings dialog box, indicate whether you want to receive email notifications,
and then select the email locale you wish to use.

Motification Settings
W Receive Motifications as Email
Email Locale

| English - United States = ||

3. Click OK.
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Sorting order

You can pick any work item attribute to use as the primary sorting preference for a work
item, such as Name, Estimated Hours, or Start Date. This sort order preference is
available from any backlog when that backlog is viewed using the Tree option.

To configure your work item sorting order preference

1. From the application toolbar, select your name, and then choose Settings.

Elias Israel* Zetup* Help* Search Log Out

Settings . ILE ON DEMAND'

Change Passwaord

Send Link

2. In the Settings dialog box, select the work item attribute you wish to sort a work
item by, and then choose Ascending or Descending.

item Tree Sort Order
Sort By

Marme j|

= Ascending
. Descending

3. Click OK.

Setup
Click Setup to manage users, configure the application, and change settings.

Configuration

After you have created users, added licenses, defined security roles (and assigned users
to them), you are ready to configure the application. The Customization module is used
to manage the work item types, attributes, and views that your organization wants to use.

Manage Users System Settings  Configuration

Z\ Configuration

Attributes Setup Environment Settings  Types Setup  Wiew De
QO HH X 2 & @
Aftribnites | ists Aftrinite Nenendencies SoorecardsiMotearic

The Configuration module helps you configure the following:

= Attributes Setup You can use the Attributes Setup tab to create and manage
work item type attributes.
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= Environment Settings You can use the Environment Settings tab to manage
system settings, such as documents management, workflow, and reporting server
settings or to configure system notifications.

= Module Designher A module (sometimes called a homepage) can be used to
provide a daily starting point for members of your organization, including individual
contributors, project and resource managers, portfolio analysts, and so on. You can
use the Module Designer tab to create and modify homepage layouts and to help
provide a centralized view into the information that users in your organization need.

= Types Setup A work item is what users in your organization use to create, plan,
manage, and analyze your projects. They can be assets, programs, projects, or
portfolios. They can be the stages in a lifecycle, such as a request, an approval, or a
rejection. They can be the phases in an Agile lifecycle, such as projects, releases,
and sprints. They can have dependencies on another work item.

= User Synchronization You can use the User Synchronization tab to manage the
XML configuration file that contains the field mappings between attributes and a
directory service, such as Active Directory or Novell eDirectory. When you create a
provider, you have the option of managing some aspects of that provider in the
User Synchronization tab.

= View Designer You can use the View Designer tab to modify the layout of
financials views and to create custom summary views for use in the Projects
module. Custom summary views are also used to layout item request pages.

= View Management You can use the View Management tab to manage work item
types, log views, and the order in which views appear in modules.

Manage Users

The Manage Users module helps you manage the users of your application. You can add,
edit, and delete users, you can change the roles to which users belong, and you can reset
passwords.

Manage Users System Settings Confi

ifl. Manage Users

4P Add copy [ Delete  |ed Save

System Settings

The System Settings module is used to set up and configure financial settings,
scheduled services, calendar settings, localization settings, system notifications, licenses,
and security configuration for your organization.
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Manage Users System Settings Canfiguration

P, .

@9 System Settings

Scheduled Services | Security | Company Calendar  Localization S

P Add Eljl:up',r fi Delete  |ed Save

The System Settings module helps you configure the following:

= Company Calendar You can use the Company Calendar tab to customize the
calendar being used by your organization. You can define your organization's
working and non-working days, you can define the days in your organization's
working week, and you can define the number of hours in a day that makes up a full
working day. These settings are used to determine resource capacity and scheduling
for resources that are used in task plans or for the humber of days that can appear
in a sprint burndown chart. Individual resources have their own calendars and they
may override company calendar settings in their local calendar (if they are given
permission to do so).

= Localization Settings You can use the Localization Settings tab to modify the
strings that appear in the application's user interface. This can help your
organization address any localized language requirements that you may have. If you
add new elements, such as views, attributes, forms, or charts, you will be able to
localize the strings associated with the new elements.

= Scheduled Services You can use the Scheduled Services tab to create and
maintain scheduled jobs and plug-ins. Jobs that are in the queue are run
sequentially, with the next job in the queue starting after the current one is
finished. In general, most jobs should be scheduled to run at off-peak times.

= Security You can use the Security tab to manage the users and groups of users
who will be working, and to define the security roles that allow them to access the
Projects, Reports, Resources, Tools, System Settings, and Customization
modules.

= System Notifications You can use the System Notifications tab to manage the
notifications that will be available to all of the users in your organization. System
notifications are available for many events associated with the lifecycle of a work
item, such as adding resource allocations or assigning risks. The full list of system
notifications is available in the System Notifications tab.
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Projects

A work item is any entity within your organization to which personnel, finances, and time
can be allocated. A work item is defined as a project, a portfolio, an Agile project
(including backlogs, features, and sprints), a product, a program, an application, a
service, a request, or an asset. A work item can be scheduled, tracked, modeled,
compared, reported against, managed, analyzed, and assigned. Every work item is placed
in a hierarchical structure called the work item tree that orders each work item in relation
to its parent work item, any any peer or child work item.

More detailed views are available in the Projects module. The ability to use a specific
Projects module view depends on the work item type and the role assignments that are
defined for that work item. Not all Projects module views are available for each work
item type.

For more information, see the following topics:
= Discussions [page 37]
= Documents [page 39]
= Financials [page 44]
= Issues [page 51]
= Project Reports [page 53]
= Risks [page 58]
= Schedule Dependencies [page 61]
= Summary [page 62]
= Task Plan [page 63]
= Team Roster [page 122]
= Timesheets [page 127]
= Homepages [page 130]
= Work Items [page 131]
= Workflow [page 134]
= User Actions [page 144]

Discussions

You can use the Discussions tab to participate in discussions related to a particular work
item. The Discussions tab is used to help improve collaboration and communication
among team members as they work together to finish any work item to which they have
been assigned. The Discussions tab is a type of log view. Other types of log views that
are included include the Issues tab, the Risks tab, and the Documents tab. The
addition of custom log views is supported. Information in a log view is presented in a list
format. You can allow a work item in a log view to be converted into a new work item.

Add

Select a work item and open the Discussions tab. Add a new discussion about that work
item.
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To add a discussion

Open the Projects module.
Select a work item.

Select the Discussions tab.

Click New Discussion.

u s e

In the New Log Item dialog box, enter a name and a description for the
discussion.

6. Click Save.

Convert to log type

You can convert a discussion to a different log type, such as to an issue, a risk, or a
document. When you convert one log type into another, only information details that are
contained in both log types will be preserved after the conversion. Information details that
exist in the original log view but do not exist in the new log view will not be available after
the conversion.

To convert a discussion to a new log type
Open the Projects module.
Select a work item.

Select the Discussions tab.

> w N

Click Convert Discussion to convert a discussion to a new log type (such as an
issue or a risk).

5. Click OK.

Convert to work item

You can convert a discussion into a work item. A work item can then be assighed to a
resource and can be tracked alongside tasks and other activities associated with a work
item.

To convert a discussion to a work item
Open the Projects module.
Select a work item.

Select the Discussions tab.

> w N

Click Convert Discussion to convert a discussion to a new log type (such as an
issue or a risk).

5. Click OK.
Delete
If you are no longer using discussion, you can delete it.
To delete a discussion

1. Open the Projects module.

2. Select a work item.

3. Select the Discussions tab.
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4. Select a discussion.

5. Click Delete to delete the discussion.

6. Click OK.
View
Discussions can be viewed from the Discussions tab in the Projects module.
To view a discussion

1. Open the Projects module.

2. Select a work item.

3. Select the Discussions tab.

Documents

Users in your organization can use the Documents tab to track, manage, and store
documents which relate to a work item. Every work item will have its own Documents
tab. As users in your organization work on the tasks and activities related to a work item,
they can add documents, check them out (make updates), and check them in (save
updates). A document can only be updated by one team member at a time. A history of
each document is kept and users are allowed to access older versions. Documents can be
moved from one Documents tab to another.

Team members are allowed access to the Documents tab based on their permissions to
access the work item to which the view is associated. All team members with permission
to view the work item will be able to view documents. Team members with permission to
add documents and folders will be able to add documents, check them out (make
updates), and check them in (save them).

Add

As you work on a work item, files will be created that will be helpful to other team
members working on the same work item. You can add these documents to the
Documents tab for that work item.

To add a document

1. Open the Projects module.

2. Select a work item.

3. Select the Documents tab.

4. Select the folder into which you want to add a document.

5. Click New Document to add a document to the selected folder.

6. In the New Document dialog box, enter a name, a description, keywords (that can
help the document be found using search), and any additional comments.
Browse to the location on your computer from where you will upload the document.
Click OK.

Check in

When you are done updating a checked-out document, save your changes by checking it
in.

Serena Product Portfolio Management 2009 R1

39



Projects

To check-in a document

1. Open the Projects module.

2. Select a work item.

3. Select the Documents tab.

4. Select a checked-out document, right-click and select Check In.

5. In the Check In dialog box, select the location of the document being checked-in
and add comments. Select the Update the copy in the repository, but keep the
file checked out check-box to replace the file with the copy you have on your local
computer and keep the document checked out.

6. Choose the incremental update that will be made to the document revision history
during check in. The format is major.minor.revision (as in 1.0.0 or 2.1.2). Set
Increment Version to Major, Minor, or Revision to update the document's revision
history.

7. Click OK.

Check out

Before you can make changes to a document, you must first check it out.

To check-out a document

i AW

Copy

Open the Projects module.

Select a work item.

Select the Documents tab.

Select a document, right-click and select Check Out.

In the Check Out dialog box, add comments. Select Mark the file as checked
out, but do not download the file to replace the file with the copy you have on
your local computer when you check it back in.

Click OK.

Save the file to your local computer. (Opening the file directly can place the working
copy of the document in your temporary Internet files directory.)

Many documents useful for one work item will be useful to another. You can copy a
document from one Documents tab and add it to another Documents tab.

To copy a document from one work item to another

N

Open the Projects module.
Select a work item.
Select the Documents tab.

Right-click the document that you want to copy and select Move/Copy on the
shortcut menu to open the Document Move/Copy dialog box.

Select Copy Document.

In the Target Investment list, select the name of the work item in which you are
placing a copy of the selected document.
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7. In the Target Folder list, select the document folder in which you want to place the
copy of the selected document.
8. Click Save.
Delete

Any document can deleted.

To delete a document

> w N

5.
Find

Open the Projects module.

Select a work item.

Select the Documents tab.

Select a document, right-click and select Delete.
Click OK.

Use the search feature to find a document. Searches rely on a document's file name, but
can also look for keywords, titles, and descriptions. Search does not look within the text
of a document.

To find a document

i AN

Open the Projects, Reports, Tools, or Customization modules.
Click Search in the toolbar.

In the Search dialog box, type the string for which you want to search.
Select the Name attribute.

For Match, select any word to have the search results include any of the text you
typed or select all words to have the search results include all of the text you typed.
To search for a specific phrase, put quotation marks around the word(s) for which
you are searching.

From the Display drop-down, select Documents.

Click Advanced to set up a more detailed search, including defining rules,
searching by keyword, title, and description, and selected items.

Move

You may decide that a document needs to be moved from one item's Documents tab to
another.

To move a document

W

Open the Projects module.
Select a work item.
Select the Documents tab.

Right-click the document that you want to move and select Move/Copy on the
shortcut menu to open the Document Move/Copy dialog box.

Under Target Investment, select the work item to which you want to move a
document.

Serena Product Portfolio Management 2009 R1

41



Projects

6.
7.

View

Under Target Folder, select the folder in which you want to place the document.
Click OK.

To view a document, you can open the file from the Documents tab.

To view a document

i AW N

Open the Projects module.

Select a work item.

Select the Documents tab.

Right-click the document name in the Documents tab and select Properties.

In the Document Properties dialog box, review the list of historical documents at
the bottom. Select the version of the document that you want to view and click
View.

In the Download Information dialog box, click OK.

In the File Download dialog box, click Open to open the file and view it in your
Web browser or click Save to save the file to disk.

Document Folders

If there are a lot of documents associated with a work item, the Documents tab can be
organized into sub-folders.

Add

If a work item has a large number of documents you can add folders to the Documents
tab and organize it.

To add a document folder

S T

7.

Open the Projects module.

Select a work item.

Select the Documents tab.

Select the folder into which you want to add a folder.

Click New Document Folder to add a document folder to the selected folder.
In the New Folder dialog box, enter a name and a description.

Click Save.

Delete

You can delete any folder in the Documents tab that is not being used.

To delete a document folder

W=

Open the Projects module.

Select a work item.

Select the Documents tab.

Select a document folder, right-click and select Delete.
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5. Click OK. All documents contained within the folder, including sub-folders, will be
deleted.

Rename

You can rename folders in the Documents tab.

To rename a document folder

Open the Projects module.

Select a work item.

Select the Documents tab.

Select a document folder, right-click and select Properties.

In the Folder Properties dialog box, rename the document folder.
Click OK.

o u kA w N =

Document Versions

If there are a lot of documents associated with a work item, the Documents tab can be
organized into sub-folders.

Delete

For some documents, a history of the saved versions is useful. For others, it may not be.
You can delete versions of a document that are in a document's history.

To delete a document version
Open the Projects module.
Select a work item.

Select the Documents tab.

W=

Right-click the document which contains the version you want to delete and click
Properties.

5. In the Document Properties dialog box, review the list of historical documents at
the bottom of the page, select the version of the document that you want to delete,
and click Delete.

6. Click OK to delete the historical version of the document from the Documents tab.
Deleting a document version is not reversible.

View history

Every time a document is checked-out, modified, and then checked-in, a version of that
document is retained along with information about when the document was checked-in,
who it was checked-in by, and comments (if any) left by the team member.

To view a document's history
Open the Projects module.
Select a work item.

Select the Documents tab.

W=

Right-click the document name in the Documents tab and select Properties.
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5. In the Document Properties dialog box, review the list of historical documents at
the bottom. Select the version of the document that you want to view and click
View.

View

You can view the most recent version of a document by clicking the document name, and
then choosing to view it.

To view the current version of a document

1. Open the Projects module.

2. Select a work item.

3. Select the Documents tab.

4. Right-click a document and select View.
Financials

You can use the Financials tab to display and maintain timephased allocation of costs
and benefits to items. Costs are broken out into two categories: capital expenses (CapEX)
and operational expenses (OpEx). Currency-based data can be viewed in multiple
currencies when that option is available. Costs and benefits are displayed as currency or
Timephased - FTE and their rates are configured by an administrator.

The upper pane of the Financials tab is a series of tabs, such as Financial Summary,
Planned Costs, or Actual Costs (these tabs will vary from view to view and can be
customized). Each tab contains a list of cost and benefit categories presented as rows in a
table along with rows for total costs and total benefits. Cost and benefit categories can be
expanded to view detailed costs or benefits (click the arrow to the left of the cost or
benefit). Select a cost or a benefit category to view or update detailed values in the lower
pane.

You can change the information available in each tab of the Financials tab by changing
the starting or ending dates, by adjusting the calendar period, or by changing the target
dimension from the drop-down lists at the top of the Financials tab. Click Apply to
recalculate the information. Use the All Tabs option to apply your changes to all of the
tabs in the Financials tab.

For each cost or benefit row in the upper pane, there are three value types that can be
tracked:

= Self The allocation values which were manually entered for the cost or benefit.
= Rollup The roll-up allocation values of costs and/or benefits related to child items.

= External Values that are imported from another application, such as Microsoft
Project.

The lower pane of the Financials tab is used to enter and modify allocation values for

costs and benefits. Select a cost or benefit category (the rows in the costs and benefits
grid which can be expanded) in the upper pane to work with details about that cost or

benefit.

Add cost/benefit

Cost and benefit values that may not otherwise be captured on the Financials tab can be
manually added as needed. These values will automatically update the financial totals as
well.
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To add a cost or a benefit value
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8.

Open the Projects module.

Select the Financials tab.

Select a tab in the Financials tab.

Define the date range, time period, and dimension.
Select a cost or a benefit.

In the lower pane, click New.

Choose the starting and finishing dates, enter a value, and give the new cost or
benefit a brief description.

Click Save.

Add allocation value

If your organization has configured the Financials tab to include allocation data, such as
costs and benefits, you may be able to add those allocation values from within the
Financials tab.

To add an allocation value

> w N

7.

Open the Projects module.
Select a work item.
Select the Financials tab.

Select the tab containing a cost, benefit, or split to which you want to add an
allocation value.

Click the name of the cost, benefit, or split.

In the lower pane, click New. Enter the value and set the start and finish dates. Add
a description.

Click Save.

Delete cost/benefit

A manually entered cost or benefit value can be deleted.

To delete a cost or a benefit value

N

Open the Projects module.
Select the Financials tab.
Select a tab in the Financials tab.

Expand a cost or a benefit row, and then select the cost or benefit for which you
want to delete a value.

In the lower pane, select a cost or a benefit entry, and then click Delete.
Click Save.
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Delete allocation value

If your organization has configured the Financials tab to include allocation data, such as
costs and benefits, you may be able to delete those allocation values from within the
Financials tab.

To delete an allocation value

Open the Projects module.

Select a work item.

Select the Financials tab.

Select a tab that contains a cost, a benefit, or a split.

Click the name of the cost, the benefit, or the split.

S S o

In the lower pane, select the row for the value you want to delete and click Delete.
7. Click Save.

Edit cost/benefit

Cost and benefit values that may not otherwise be captured in the Financials tab can be
manually added, as needed. If changes to these values occur, they can be edited.

To edit a cost or a benefit value

Open the Projects module.

Select the Financials tab.

Select a tab in the Financials tab.

Define the date range, time period, and dimension.

Select a cost or a benefit.

S S o

In the lower pane, select a cost or a benefit, and then update the starting and
finishing dates, the value, or the name.

7. Click Save.

Edit allocation value

If your organization has configured the Financials tab to include allocation data, such as
costs and benefits, you may be able to edit those allocation values from within the
Financials tab.

To edit an allocation value

Select a backlog.

In the backlog toolbar, click Edit (to enable inline edit).

Select the row which contains the work item you want to edit and click in a column.
Make your changes.

Click Save.

Click Edit (to disable inline edit).

o u kW=
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