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Dashboards

e Dashboards have a
drag-and-drop
canvas that lets you
easily add, move,
and resize widgets.

e Add multiple tabs.

* Build with single
score reports at top.

= B85 PMODashboard ¥

Business Unit v Business Unit

Summary = Pipeline = Project Health = Data Quality = Actuals

Active Projects Planned Cost

Mar 28 Mar 28

34  $13.35M

A 1{3.0%) Mar27:33 A 46128k (3.6%) Mar17:512.88M

Benefit Plans by Category

Risk reduction=1

\

Processimpr... B

Costsav.. =

(empty) =96
Projects by Investment Type

Revenue \\
(empty) = 16

Generating="7
Strategic
Enabler=38

_— D
=1

v

Calendar

Planned Benefits Estimate at Completion

Mar 28 Mar 28

$17.58M $8.49M

A 883,94k (5.3%) Mar27:516.60M A 497.73k (6.2%) Mar27: 58.00M

Projects Planned Benefits by Category

[emm} _
Cost savings I

Process improvement

Risk reduction

° S

~ s "?%

£
Total Planned Benefits

Projects by Investment Class

(empty) =12
. Tn Change...

Actual Cost Actual Benefits

Mar28 Mar 28

$9.34M  $0.00

A 323.22k(3.6%) Mar27:50.02M 0.00 (0.0%) Mar27:50.00

Projects by Business Unit

Sales=1

Legal=6 — g
HR=6

79

Finan... l

IT=23

Projects by Priority

4-Low _

1-Critical
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Native Ul Reports

e Easy to build from
tables and report
sources. Drill down
for row level details.
Multiple stack or
group options.

= B85 PMODashboard ¥

Business Unit v Business Unit

Summary = Pipeline = Project Health = Data Quality = Actuals

Active Projects Planned Cost

Mar 28 Mar 28

34  $13.35M

A 1{3.0%) Mar27:33 A 46128k (3.6%) Mar17:512.88M

Calendar

Planned Benefits Estimate at Completion

Mar 28 Mar 28

$17.58M $8.49M

A 883,94k (5.3%) Mar27:516.60M A 497.73k (6.2%) Mar27: 58.00M

Actual Cost

_I_
=
Tt

Actual Benefits

Mar28 Mar 28

$9.34M

A 323.22k(3.6%) Mar27:50.02M

$0.00

0.00 (0.0%) Mar27:50.00

Benefit Plans by Category

Risk reduction=1

Processimpr... ~—
Costsav... =

Projects Planned Benefits by Category

[emm} _
Cost savings I

Process improvement

Projects by

Legal=6 — g
HR=6

Business Unit

Sales=1

— (empty...

79

Finan...
Risk reduction
° s & S -
(empty) =96 Total Planned Benefits T=23 f
Projects by Investment Class Projects by Priority

Projects by Investment Type

Revenue
Generating="7

Strategic
Enabler=38

Legal a...

(empty) =12
. Tn Change...

4-Low _

1-Critical
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Performance Analytics Reports (1) .

— oo -~
= 539 PMO Dashboard ¥ - M =
Business Unit v Business Unit v

e Shows trending

Summa Pipeline | Project Health = Data Qualit Actuals | Calendar
ry pe ) ¥

Active Projects Planned Cost Planned Benefits Estimate at Completion Actual Cost Actual Benefits

e Drill down to

Mar 28

detailed data with
. . 34  $13.35M $17.58M $8.49M $9.34M  $0.00
S O rt I n g g ro u p I n g a n d A 1{3.0%) Mar27:33 A 46128k (3.6%) Mar27:512.88M A 88394k (5.3%) Mar27:S16.60M A 497.73k (6.2%) Mar 27: 55.00M & 323.22k(3.6%) Mar27:50.02M 0.00 (0.0%) Mar27: 50.00

b re a kd OW n O pt i O n S Benefit Plans by Category Projects Planned Benefits by Category Projects by Business Unit

Risk reduction=1 Sales=1
= (empty)

* Interactive filters | “
Corp...

Process improvement

— (empty...

B . Finan...
Risk reduction
° s & S -
Total Planned Benefits IT=23
Projects by Investment Type Projects by Investment Class Projects by Priority

Revenue \

Fraa s ‘ ‘ o [
Legal a... —. 79 - . 79 — Change... 1-Critical
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Performance Analytics Reports (2 .

= AnalyticsHub il & AV B ®

Overview Compare Show Records

* Analytics hub

PPM - Planned Cost February 21,2018 - March29 « Daily «
March29 =« e .
* Multiple breakdown R o
e e
P $13.35M oo000%
. 402 $4.256G $9.76M $272.41% $10.56M $3.58M S15.77TM .
O pt | O n S No. of scores Sum Change Change % Average Minimum Maximum .
. d . { Qq 2 ot O odl ® © A A W X
Trend over time )
Business Unit hd
g p y Department v SE000000.00
b re a kd OW n Execution Type hd ST000000.00
Element Score ¥ Change
$5000000.00
Change $7.83M 0.00
$4000000.00
Run 55.41M 0.00
1
No Investment Class 5104.00k 0.00 $3000000.00
"_f 9 Mar 2018
Investment Type hd @ PPM - Planned Cost = Investment Class = Change: $3569224.00
$2000000.00
® PPM - Planned Cost = Investment Class = Run: $2558915.00
Portfolio hd
PPM - Planned Cost = Investment Class = No Investment Class: $0.00
$1000000.00
Portfolio Manager v
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HTML Reports

& SAP and ServiceNow Integration -

. Analytics Details Planning Resources Financials Status Report 7
* Such he P =
ucn as the Project
St t R t 2019-05-06 v Createnew - (=
p Current Status Status  Comments
° I\/I |t- | W . d t overall The project is at the risk of being finished on time due to increased scope of work impacting both the
U I p e | ge S schedule and the cost. A change request has been raised to re-work on the scope to get the project back
on track.
chedule The project schedule is affected due to increase in scope of work, change request has been raised to re-
+ Data from JSON ° o
ata rO O r work either on the scope or schedule of the project
G | i d e q u e ri eS Cost /] The cost has escalated due to increased scope. Reducing the scope of work will help reduce the cost and
be within budget.
. Resources Resources with right skills are available at the moment. We might have issues with availability of
* Re n d e re d VI a HT M I_ Network engineers at the later stage of the project. An issue has been raised as needed.
Scope (/] The scope of the work has increased from the original plan causing cost escalation and also impacting
Y P 1 h schedule. A change request has been raised to address the deviation in project.
ure custom wit

ﬂeX|b|e OptlonS Status History 2019-05- 2019-03- 2019-02- 2019-01- 2018-12- 2018-12-

06 25 18 21 31 17

Owerall Q 0 0 0 @

Schedule 0 0 0 0 &
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Dashboard Tips

e Build Dashboards for a specific persona, such as Project Manager, Demand Manager or
Resource manager.

* When a user logs in to ServiceNow, the default homepage defined for their role appears
unless the user switched to another homepage, then the last dashboard or homepage
viewed by the user will be displayed upon logging back into ServiceNow.

* You can only duplicate dashboards where you’re the owner. So modify an existing
homepage which will allow you to then convert it to a dashboard which you can use as a

base dashboard report to copy from.
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PPM Resource Reports

* There are many Resource
Management reports out of the Service Po-London

bOX "\ iCh can be CUStO m ized . |? reports - new = Reports My reports = Group = Global | All
. E * ﬁ? Type 4 Title
* Reports can be published, e
shared, scheduled, added to a e s Resource - Group Allocation Detals Monthly ()
dashboard.
[ Da S h.boa r‘d S Ca n EXpO rted to P D F Heports-Hew ya gﬁf Resource - Group Member Allocation Details - Monthly (Hrs)
or Printed.
ya ﬂf Resource - Group Member Allocation Details - Weekly (Hrs)
° AI I re. Q rts are cu Sto m i Z4d b I e by /7 Y1 Resource - Project Member Allocation Details - Monthly (Hrs)
modifying column and row data, | -
aggre. athn, n u m ber Of grou pS, 7 ﬂf Ef{:s—nc}tl.Jhrl;ia[;l_:':;ku\use—Groun Member Allocation Details -
and filters.
7 WMW
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Resource — Group Allocation Details — Monthly (Hrs)

Resource - Group Allocation Details Monthly (Hrs)

* Stack bar chart shows the o
breakdown of allocated time
and available time of a group.

Total Hours

B Project Confirmed M Project Allocated Awailability

rego niversity 2019
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Resource - Group Member Allocation Details - Monthly/Weekly (Hrs)

* Pivot report shows capacity,
availability, and allocated hours of
all group membersin a

Resource - Group Member Allocation Details - Monthly (Hrs)

_ Month starts on 01-01-2019 02-01-2019 03-01-2019

monthly/weekly time frame. Hours
Parent category Sum

Capacity Availability Capacity Awvailability Capacity Availability

User
* The default filter is between today Davis Heideman 18 14 10 0 168 18 10
and the next two quarte rs. Eddie Gauer 184 184 160 160 168 168 1,024
Eric Schroeder 184 184 160 160 168 168 1,024
James Anderson 184 184 160 160 168 168 1,024

e Select a group and run the report.

Rosalia Kennemur 184 184 1&0 160 168 168 1,024
Vanessa Lewallen 184 184 160 160 168 168 1,024
Sum 1,104 1,104 960 960 1,008 1,008 6,144

rego niversity 2019




Resource - Project Allocation Details by User Daily

* Displays allocation details of resources in a project. The values in this report are derived
from the Resource Allocation Daily [resource allocation daily] table.

Resource - Project Allocation Details by User Daily

10-12- 10-15- 10-16- 10-17- 10-18- 10-19- 10-22- 10-23- 10-24- 10-25- 10-26- 10-29- 10-30- 10-31- Sum
u

Hours | Date 144y, j1902- 1003- 1004 1005 1008 1009-  10-10-  10-11-
2018 2018 2018 2018 2018 2018 2018

2018 2018 2018 2018 2018 2018 2013 2018 2013 2018 2013 2018 2013 2018 2013 2018

User
Bud
) 9 9 9 9 9 9 9 9 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 192
Richman
Sum 9 9 9 9 9 9 9 9 2] 8 2] 8 2] 8 2] 8 2] 8 8 8 8 8 8 192
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Resource — Project Member Allocation Details — Monthly (Hrs)

° PiVOt I’eport ShOWS the ||St Of users Resource - Project Member Allocation Details - Monthly (Hrs)
allocated to a project on a monthly . Monthstartson | 07012018 08012018 09-01-2018 10-01-2018
scale. The report shows allocated Parentcategory s
and actual hours of every user. user Task

¥ Allie Pumphrey Total 168 195 81 444
* Select a project and run the report. S s . . »
¥ Alva Pennigton Total 35 35
PRJOOZ1164 35 35

W Garth Skiffington Total B8 92 BO 92 352
PRJIOO1OOOT 28 92 80 92 352

¥ Paul Martin (Project Mgr) Total 169 56 725
PRIOOZLL1TS 169 56 225

¥ Troy Mccoy Total 54 56 48 55 213
PRJOOZ1100 27 28 24 27 106

PRJOOZ1192 27 28 24 28 107

Sum 814 359 209 147 1,269
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Resource — Task wise — Group Member Allocation Details — Monthly/Weekly (Hrs)

* Pivot report shows the following information for every member of the group:
e All tasks (projects and other tasks) to which the member is allocated.

* Allocated time and actual time spent by the member on the allocated tasks, on a
monthly/weekly basis, for the next two quarters.

Resource - Task wise - Group Member Allocation Details - Monthly (Hrs)
Month starts 02-01- 08-01- 09-01- 11-01- 12-01-
— 01-01-2018 2018 03-01-2018 04-01-2018 05-01-2018 06-01-2018 07-01-2018 2018 2018 10-01-2018 2018 2018
¥ H
Parent
Sum
category
Allocated  Actual Allocated Allocated Actual Allocated Actual Allocated Actual Allocated Actual  Allocated Actual  Allocated Allocated Allocated  Actual  Allocated  Allocated
Task Short
User .
description
¥ Alva Total 128 160 196 24 196 176 191 184 166 168 35 95 119 140 175 40 173 95 2,462
Pennigton
{empty) 4 3 3 10
Application Rationalization 40 40
IT Asset Management Rollout 80 24 168 176 191 184 166 168 35 96 1,288
Network Monitoring System 119 140 171 170 92 692
Upgrade printers in all office locations 128 160 116 28 432
¥ Beth Total 9 126 73 246 154 202 147 190 161 54 147 91 157 165 195 202 121 2,440
Anglin
(empty) 4 4 4 12
Implement Fleet Management a5 198 154 188 147 190 161 54 147 a1 1375
Application
Network Monitoring System 157 165 191 198 117 828
Replace SWN with git ] 126 135
Upgrade printers in all office locations 28 48 14 90
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es and Dashboards

Converting Homepages
Creating New Dashboards
Adding Content to Dashboards
Modifying Dashboard Layout
Adding Dashboard Tabs
Exporting Dashboards to PDF
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Converting Homepages to Dashboards (1)

Homepages can be converted into

Dashboards two ways:

1. Click the gear icon on the right
and click the Create Dashboard
Version button.

2. Inthe big blue banner, click the
Create dashboard version
button.

3. Select either Create new
dashboard or Add to existing
dashboard (only ones you own
will display here), then click the
Create button.

m@o

Create Dashboard Version

Refresh interval

@ Off

Note: You will only see the
“Create Dashboard Version’
button on homepages you
created or personalized.

)

Make your life easier, create a dashboard! X
Did you know you can create a dashboard version of this homepage? Dashboards are like homepages, but easier to use. Dashboards have a drag-and-
drop canvas that lets you easily add, move, and resize widgets. You can also add multiple tabs. Flexible sharing lets any user view and collaborate on
dashboards with you!
Create a Dashboard Version of Homepage _X_
®  [Create new dashboard
Add to existing dashboard | CMDB Correctness Dashboard A
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You will then be guided thru a 117 X

Dashboard tour. Configure dashboard properties and access
other dashboard actions.

Click Next to go thru the tour. Click
the X if you want to ignore the tour.

MNext

To return to the Dashboard tour later,
click the question mark on the right
side, then at the bottom, click Take a
Tour button.

% Paul Martin (Project Mgr) ~ '-'.1 mE

Take a Tour
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Creating New Dashboards (1)

1. Any user with a role in ServiceNow I Dashboards
can create a new dashboard by
clicking Dashboards in the =
Navigator. S
2. Click the New button. (Note: you Dashboards
can also duplicate your personal
dashboards and modify the Dashboards m

duplicated dashboard.)

Recent Owned by Me Shared with Me All

All Groups v Q
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Creating New Dashboards (2)

3. Enter d DaShboard { = E:fl:.?;c?argj = | Ambulatory Portfolio Dashboard v -+ u =
Name and click _ —
] Hame Add Widgets X
S u b m It . Ambulatory Portfolio Dashboard

Favorites v

Order

4. You will be taken to
the newly created
Dashboard to add
reports, widgets,
adjust the layout,
and share with
other users.

Restrict to roles

&

Submit

No data available for Favorites
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Dashboard Components

There are many components =
that can be added to a ‘ —
Dashboard such as: AL EEE X
1 ' Ta bS Favorites v
2. Interactive Filters = =
3. Widgets - J
4 . G au geS Favorites
Reports
5 . Etc- Performance Analytics
Interactive Filters
Content Blocks
Gadgets
CMDB Group Widgets
CMDB Service Widgets -
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Dashboard Components — Tabs

Multiple Tabs can NOW . system of Action
be added to a
Dashboard to
organize
information and
quickly jump from
page to page.

=(

—J )
= 855 Product Owner Dashboard v

Burndown | Stories = Group Velocity

Release Burndown

Select a Release

Release 1 v

Release 1

e mrnr o nnmn e
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Dashboard

Interactive Filters
can be added to a
Dashboard to
instantly filter
reports based on
different filter
criteria. (A
subscription to
Performance
Analytics is
required.)

24

Com

Total Points
o

y
Groups Groups Ing
let:
M Testing MM Draft W Ready Complete M Testing Draft B Read Complete e
Cancelled
by | Acci, toroun v | Stacked by | State ! Grouphy i groun v | Stacked by | State x

57 Story Count

27

AR EANEAN AN EANAASEAS
a
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Adding Content to Dashboards (1)

1. Select Reports in the drop down Add Widgets %
to add reports to the new
Dashboard. | Reports .
2. Click the filter icon to change the
filter to view all reports if Ereateﬂ by anyone > Sort by Last Updated
necessary. C), active projects by manager

w

Add keywords to find a report.

4. Select the report you'd like to
add #New Report

Active Projects by Manager
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Adding Content to Dashboards (2)

: : Widget X
5. A small preview of the report will (Widg
display, click the Add button to add the
Active Projects by M
report to the Dashboard. SR T
E 25
. !!..----_
& o ¢ &
L@;‘@ ﬁﬁl‘{\& &g’% & ::FP" < QP@}
N e +P {bﬁﬁ

Delivering B Executing
B Initiating
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Modifying Dashboard Layout

1. Click the Configuration icon on the right side to enter “dashboard edit” mode.

2. Here you can change the dashboard background color or select a quick layout format
the widget to a default size or to customize the widget size, grab the bottom left/right
to reshape it. You can also grab the top of the widget to re-position the entire widget
on the dashboard canvas.

= 88 Ambulatory Portfolio Dashboard v + rl-‘ E

X

Active Projects by Manager Configuration

TAB
@ Create Tab

HFFF Cv
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Creating Dashboard Tabs

1. Click the Configuration icon, then
click Create Tab to create a new tab.

2. Enter in names for the tabs.

in the future, hover over the tab to
edit names or delete tabs.

Configuration

@ Create Tab

-+
—
—

=

If you wish to change the tab name I : m

Active Projects |~ Pipeline Projects -
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Sharing Dashboards with Others (1)

1. Dashboards can be shared with other = =
users by clicking the Sharing icon, Share X
then Add groups and users.

@ Add groups and users

All Groups Users

This dashboard hasn't been shared with
anyone

2. Enter users or groups and make a

. < Invite X
selection from the results.

To:  JPaul Martin (Project Mgr)

¢  Paul Martin (Project Mgr)
< paul.martin@example.com

Paul Shafer
paul.shafer@example.com
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Sharing Dashboards with Others (2)

3. Check the box to send an email
notification and enter an optional
message for the recipients.

4. Near the bottom under Recipients,
click the drop down and select either
Can view or Can edit from the drop
down.

5. Click Share. An email notification will
be sent to the user (This notification
can be modified or disabled).

+ | Send an email invitation

MESSAGE

Hi Paul, here's the dashboard we discussed during the
meeting today. Let me know what you think.

Thank you,

John

Recipients Can view

rego niversity 2019




Sharing Dashboards with Others (3)

Shared Dashboard with “View” Access

6. The invited user can now view/edit the

dashboard depending on the access O pito i) - D B
provided.
a. Note: A user that was invited to edit

can edit the dashboard, but can not Shared Dashboard with “Edit” Access

delete it or share with other users, only
the owner of the Dashboard can
perform those tasks. Also, a user must
have at least one role in order to edit.

ﬂ Paul Martin (ProjectMgr) ~ [P ()

All Groups Users Roles

7. Remove a user by clicking the round
. . . o Paul Martin (Project Mgr)
Remove icon or change access by clicking B  Caned e >
the arrow.
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Exporting Dashboards to PDF

1. Click the Context menu E
and select Export to PDF. service P Y

. . S Ambulatory Portfolio Dashboard = +
2. Configure your print and - |

3
Tt

New Dashboard

Dashboard Properties lager
Delete Dashboard

delivery options. |
3. Click Export. |

Create Tab

Note: Dashboards can’t be |
scheduled at this time. -

Export to PDF
o

&
& Qd‘

<
o =
(_.& %(:P

& el
{Sﬁ é&: A¥
3 o <
< & &
& & &

&
L LS *13' B
™
o & o

| -
N S
3 & & &

_‘,vg & & &

Sl & i

Delivering O Executing W Initiati ng
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Edit Existing Reports
Sharing Reports
P Scheduling Reports
49 Adding a Report to Dashboard or Homepage
" Creating New Reports
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Edit Existing Reports (2)

7. Once the necessary changes have been @ . E
made, click the arrow and select Insert a
and Stay which copies the report and " Insert |
creates a new version with your changes 1 [ Insert and Stay ]
and saves it.

8. Click Run to view the report. Save - m

9. C(lick the Data tab to customize the name

of the report and then be sure to click ¢ © o U
Save to save any additional changes to > Twe > cComigwe> Sye G ActiveProjectsby
the re po rt_ sk Report name Table: Project [pm_project]

lActive Projects by Manager for Paull ? All = State in (Pending, Open
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Sharing Reports (1)

1. Clicking the Sharingicon allows you to
.Tn.
a. Share
b. Schedule
c. Add to Dashboard '
d. Exportto PDF Sharing X
e. Publish Share
Schedule

Note: Additional roles are
needed to see all the Add to Dashboard

functionality on the right.
Export to PDF

Publish
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Sharing Reports (2)

2. Select Groups and Users then
select the Users tab and add
the necessary users, then

click Ok.

Sharing X
Share
Sharing settings X
Visible to : Me Everyone | (@) Groupsand Users
Gmupsﬂ Users
Abel Tuter (architect) -l g
Christen Mitchell
| fran |Q
Fran Zanders
Francis Soo
Frankie Morein OK
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Scheduling Reports

1. Scheduling reports allow you
to automatically send out
reports on a regular
occurrence (daily, weekly,
monthly, etc.)

2. You can select users or groups
and add conditional logic,
subject lines, and messages.

Schedule

Schedule an email containing this report

Name | Scheduled execution of Active Projects |

Report | Active Projects by Manager Q,

Users | Andrew Jackson 5
Alejandrno Mascall

[}

Q

=

Groups | &
Emall addresses
Subject | Active Projects by Manager Weekly Report

Introductory
message

I U 4
. A &£ 2
ello,
zre is th rojects b
p
Type | PDF-landscape
Zip output

Include with

Application | Global

Active |V
Run | Weekly
Day | Monday
i Hours £l
Conditional

Omitif norecords | v

-  Font Sizes

2
b
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Adding a Report to a Dashboard or Homepage

1. Areport can be added to your
Homepage or Dashboard by
clicking the Sharing icon, then
selecting the appropriate tab,
then selecting the
appropriate location on the

page.

2. Clicking the Add here button
will automatically add it to
the homepage/dashboard
and take you to that page.

[ Add to Dashboard ]

Add to Dashboard

Addto | pashboard Homepﬂge.

Homepage Project Manager Dashboard

Add here

Add here

Add here

Add here

Add here

Add here
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Exporting a Report to PDF

1. Clicking the Sharing icon will
allow a report to be exported
to a PDF.

2. Select Portrait or Landscape.

3. Next select whether you want
to Generate the PDF now or
send it as an email and click
the Export button.

Export to PDF
Export to PDF Y,
Orientation @ Portrait
Landscape
Delivery Generate now

@ Send as an email
Email address:

admin@example.com
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Creating New Reports (1)

1. To create a new report, type WA PaulMartin Projectmgr) > O R (5 &
View / Run then click Create
a report.
2. On the Data page, enter a < Createarepor
Report Name, Source type pata| > Type > Configure >
(typically select Table), and ¥ Report name
then specify a table. Pojcs by Portil
a. Hint: Look in the URL of k Source type
the page of the data e
you're trying to view in a % Table
report rroestlpm praeet
3. Click the Next button. 7
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Creating New Reports (2)

4. On the Type page, select the
type of report you'd like to
create such as:

a. Bar Charts

b. Pie Charts

c. Time Based

d. Pivot Tables

e. Funnels and more

5. Click the Next button.

< Create a report

Data > | Type | » Configure

Bars

Compare individual or aggregate scores across data
dimensions.

(e —
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Creating New Reports (3)

6. On the Configure page, first select
the Group by, in this example,
Portfolio is selected. Adding
“Additional group by” options adds a
drop down below the graph.

7. Select a Stack by if desired, here
Business service is selected.

8. Aggregation can be Count, Average,
Sum, etc.

9. Max number of groups will
determine how much is displayed on
the report.

10. Click the Next button.

Data » Type »|Configure]’  Style

Group by

Portfolio

Additional group by

Stack by

@ Stacked bars Grouped bars
Display data table
Aggregation
Count
Max number of groups
System Default
+"| Show Other
| N

Group by [Forioto v

Portfolio

Active
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Creating New Reports (4)

11. On the Style page, you can select baa > Tpe > Configure 3] Syle
colors, chart size, decimal precision, [Goment | e | tepend | o
and drilldown details. Chattcolor | Usecolorpalate ¥

Setpalette | Default Ul14 Q,

Custom chart size

Chart size Large ¥

Drilldown view Q.

12. Click the Filter icon to add filter Decimalprecsion |
conditions as necessary to the
report. ol

Add Sort Clear All

W COMDITIONS

All of these conditions must be met

I - choose field - ™ ¥ e |:|
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Creating New Reports (5)

13. Click the Save button then click the
Run button to see the results of your
report.

14. Click the Filter icon to add filter
conditions as necessary to the

report.
. & - o
1 | H k h H d t | bdrege47339f3%m3b4bb.095e57ﬁh11l W (empty) W E{D.mmemf ElectmnicMessaging. IT Services
5. Click the Share button in order to B ottt Sotoctinprsiente B pepiiot o et
Sales Force Automation SAP Financial Accounting M serviceNow Enterprise Services W workday Enterprise Services
share the report with other groups Gt (] st
or users.

" rego niversity 2019




45

rego nfversiti 2019

Let Rego be your guide.




Thank You For Attending regoUniversity
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Instructions for PMI credits

Access your account at pmi.org

Click on Certifications

Click on Maintain My Certification

Click on Visit CCR’s button under the Report PDU’s
Click on Report PDU’s

Click on Course or Training

Class Name = regoUniversity

Course Number = Session Number

Date Started = Today’s Date

Date Completed = Today’s Date

Hours Completed = 1 PDU per hour of class time
Training classes = Technical

Click on | agree and Submit

Y

N

<

Let us know how we can improve!
Don’t forget to fill out the class survey.

Phone
888.813.0444

Email
info@regouniversity.com

Website

WWwWWw.regouniversity.com

Let Rego be your guide.
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