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The purpose of this user guide is to make sure all agencies are utilizing the licenses they have 

purchased. You will need to reconcile the number of View and Full licenses listed on the 

Workbench to the number of licenses listed on the PPM Tool. Then you will compare the 

number of licenses being used to the number of licenses being paid for by each agency. 

Reconciliation of the Workbench and the PPM Tool 

1. Login to the PPM tool’s Workbench. Go to Open < Administration < Open 

Workbench on Desktop. The credentials are the same as logging in to the PPM tool. 
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2. Click the Sys Admin button on the upper left-hand side of the screen. Then click the 

License button below Sys Admin to access the License Administration window. 

 

3. Record the Number Used of Time Management licenses. This number will later be 

compared to the number of VIEW licenses listed in the PPM tool. 

4. Now record the Number Used of Project Management licenses. This number will later 

be compared to the number of FULL licenses in the PPM tool. 
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5. Return to the PPM tool and go to Open < Resource Management < Resources < 

Search Resources. 

 

6. In the User Data section, type VIEW in the Licensing text box. Next, change the Results 

Displayed Per Page to 600. Then click Search. 

 

7. The number of records returned will show before and after the search results on the right-

hand side. 

 

The number of results found (230 in this example) should be one less than the “Number 

Used” of Time Management licenses found earlier in the Workbench. 
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Note:  The difference is due to Results Positive showing up on the Workbench. Results 

Positive is the name of PMO’s outside administrator. They will show up on the 

Workbench searches for VIEW and FULL licenses, but not on the PPM tool’s searches. 

This means that when you run a search on Workbench, both for Time Management and 

Project Management, the “Number Used” should be one greater than the results from the 

PPM tool. 

8. If the difference between the Workbench results and PPM tool results is different than 

one, you will need to reconcile them. Continue to the following steps to attain the FULL 

license results first. 

9. Return to Search Resources (Open < Resource Management < Resources < Search 

Resources). 

10. In the User Data section, type FULL in the Licensing text box. Change the Results 

Displayer Per Page to 600. Then click Search. 

 

11. Make sure the number of results found (163 in this example) is one less than the 

“Number Used” of Project Management licenses found earlier in the Workbench. 

 

12. If either the numbers for either the VIEW or FULL license from the PPM tool is not one 

less than the results from the Workbench, continue to the next section, “When the Results 

do not Match”. 
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When the Results Do Not Match 

1. If the number of either Time Management licenses or Project Management licenses from 

the PPM tool is not one less than the number from the Workbench, you will need to 

return to the Workbench. 

2. Click the Sys Admin button on the upper left-hand side of the screen. Then click the 

Users button below Sys Admin to access the User Workbench window. 
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3. From the “Product” dropdown menu, select either Time Management or Project 

Management (the number of licenses that did not match) and ensure that the “Enabled” 

dropdown menu says Yes. Change the Max Rows to accommodate at least the number of 

licenses previously shown. Then click the List button. 

 

4. Take the list of search results and compare it to the list from the PPM tool to locate any 

discrepancies. The names on each list should match the names on the other list, with the 

exception of Results Positive on the Workbench list. 

5. When you find a name on one list, but not on the other, compare the user’s Licensing 

status on the PPM tool to their Application Licenses on the Workbench. Reconcile the 

two places so that the user’s license is the same in both places. Continue doing this for 

each discrepancy until the PPM tool results for both VIEW and FULL licenses are one 

less than the Workbench results. 
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Reconciling the Licenses Paid to the Licenses Used 

After reconciling the number of View and Full licenses listed on the Workbench to the number 

of licenses listed on the PPM Tool, you will need to make sure the number of View and Full 

licenses each agency is using is less than or equal to the number of licenses they have purchased. 

1. Open the PPM License Tracker spreadsheet located at the following location: 

J:Drive < Function < PMO < PMO Admin < PPM Tool Administration < Licenses 
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2. When the License Tracker opens, click the License List tab at the bottom of the screen. 

This will bring up the list of Advanced User (FULL) Licenses and Occasional User 

(VIEW) Licenses for each agency and the agency’s Point of Contact. This point of 

contact will be the person to contact if any of the agencies are using more licenses than 

they have purchased. 

 

3. In the PPM Tool, go to Dashboard < Private < PPM Tool Users < Licensing by 

Agency. 
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4. A listing of agencies with the PPM Tool users for each agency will appear. Choose an 

agency, such as ODAFF, and click the Export to Excel link in the bottom of the 

agency’s portlet. This will allow you to view all of the agency’s users. 

 

5. When the Excel spreadsheet opens, highlight only the rows containing the users’ 

information. Click the Data tab and then click the Sort button. 
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6. In the Sort window, select Licensing from the Sort by dropdown. Then click OK. 

 

7. In your spreadsheet, if you scroll over to the Licensing column, you will see that your 

types of licenses are now sorted. Compare the number of “FULL” and “VIEW” licenses 

to the number shown on the License List from the PPM License Tracker spreadsheet. 

8. If the number of licenses used is less than or equal to the number of licenses paid for by 

that agency, then the agency is fine. You can close out the exported spreadsheet. 

Continue to the next agency and repeat the process for each agency on the PPM License 

Tracker spreadsheet. 

9. If the number of licenses used is more than the number purchased, you will need to 

contact, usually by email, the agency’s point of contact. Let them know they can either 

purchase additional licenses or edit their users’ access. If availability permits, they can 

convert a FULL to a VIEW or vice versa. 
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10. Return to the Licensing by Agency dashboard in the PPM Tool. If you scroll down, you 

will notice that certain agencies, such as OKDHS, show exactly 200 users. This is 

because the portlet can only display 200 users (including the NONE or Resource Only 

users). For agencies, such as OKDHS, with more than 200 users, you will have to view 

their licenses a different way. In the PPM Tool, go to: 

Open < Resource Management < Resources < Search Resources 

 

11. In the User Data section, select the agency from the Business Unit (Agency) dropdown. 

Next, change the Results Displayed Per Page to a number large enough to include each 

user. Then click the Search button. 

 

12. When the list of users appears, click the Export to Excel link in the top left corner of the 

screen. 

13. When the exported list appears, highlight only the rows containing the users’ information. 

Click the Data tab and then click the Sort button. 
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14. In the Sort window, select Column P from the Sort by dropdown. This should allow you 

to sort the users by the Licensing column. Then click OK. 

 

15. In your spreadsheet, if you scroll over to the Licensing column, you will see that your 

types of licenses are now sorted. Compare the number of “FULL” and “VIEW” licenses 

to the number shown on the License List from the PPM License Tracker spreadsheet. 

16. If the number of licenses used is less than or equal to the number of licenses paid for by 

that agency, then that agency is fine. You can close out the exported spreadsheet. 

Continue to the next agency with at least 200 users and repeat the process for each 

agency. 

17. If the number of licenses used is more than the number purchased, you will need to 

contact, usually by email, the agency’s point of contact. Let them know they can either 

purchase additional licenses or edit their users’ access. If availability permits, they can 

convert a FULL to a VIEW or vice versa. 


