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00 I N T R O D U C T I O N

You have the data. Now what?

It's the same pattern across hundreds of SPM implementations: the
platform captures the data, but the reporting happens somewhere else.
This playbook is about closing that gap.

Where are you in the SPM journey?

Planning or implementing SPM

Decide what your reporting program looks like before the platform goes live. The choices you

make early (which reports you'll produce, for whom, on what cadence) shape how well the

whole implementation lands.

Recently went live

Build a reporting foundation that drives PM adoption and stakeholder confidence while your

data is still maturing.

Running SPM for a while

Audit the gaps, find where manual overhead is highest, and build toward an automated,

authoritative program.
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01 S E C T I O N

The SPM reporting paradox
Why "we have SPM" doesn't mean "we have reporting"

1
Implementation

You deploy SPM to get project data out of spreadsheets and into one platform. Success
gets measured by data entry, not reporting output.

2
Adoption pressure

PMs are asked to log their work. Many do. Some don't, especially the ones who see no
output or benefit from the effort.

3
The gap opens

Stakeholders need updates. Native reporting feels thin for executive communication.

Someone builds a PowerPoint. It works. The pattern sets.

4
Two systems in parallel

SPM holds the operational data while a stack of hand-built reports holds the

communication layer. You're maintaining both, and neither is authoritative.
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The cost of the gap

Data inconsistency

Manually rebuilt reports drift from the

source. Executives review last week's

numbers while the platform has already
moved on.

PM behavior

No reporting payoff means no reason to log

carefully. Garbage in, garbage out: the

fastest way to kill SPM adoption.

PMO overhead

Someone burns hours every week

assembling reports that could

generate themselves.

Stakeholder reach

If the only way to see project data is to log

into ServiceNow, your audience is limited to

people with a license and the patience to

navigate it.

T H E  G O O D  N E W S

This is solvable, and the hard part is already done: the data lives in SPM. The
only question is how to get it into the room, in a format executives can

absorb, stakeholders can act on, and PMs actually want to feed.
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02 S E C T I O N

Know your audiences
Who needs what, and why it matters

AU D I E N C E  0 1

C-suite and executive leadership

What they need Portfolio health, strategic alignment, trend direction.

How they
consume

In meetings, on slides, on a dashboard they'll glance at for thirty seconds.

Not needed Task-level detail or raw tables.

The insight: Executives need to see the portfolio moving in the right direction, or understand fast

when it isn't. Color, hierarchy, and simplicity beat completeness every time.

B U I L D  F O R  T H E M

Executive portfolio dashboard (health by program)

Strategic roadmap and milestone timeline

Key-metrics summary (on-time rate, budget variance, alignment score)

AU D I E N C E  0 2

Steering committees and program owners

What they need Program status, dependency visibility, escalated risks.

How they
consume

In standing meetings, as a pre-read, or as a live dashboard during the session.

Not needed Project-by-project detail unless an exception demands it.

B U I L D  F O R  T H E M

Program status rollup (RAG by project)

Milestone and dependency view

Risk and issue summary

SECTION 02 — KNOW YOUR AUDIENCES 06
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AU D I E N C E  0 3

Project managers

What they need A consistent status report they can produce without dread and share with
their stakeholders.

How they
consume

They produce it, so it has to feel like less work, not more.

The insight: If the format is painful to generate, PMs will route around it. Your job is to make "pull it

from SPM" easier than "rebuild it in PowerPoint."

B U I L D  F O R  T H E M

Project status report (schedule, financials, risks, next steps)

Project charter and approval format

Gantt or timeline view per project

AU D I E N C E  0 4

Stakeholders who don't work in ServiceNow

What they need Read-only visibility into the status that's relevant to them.

How they
consume

Email, a shared link, an embedded view, an exported file, wherever they already work.

The insight: Many of the people who matter most to a project will never log into ServiceNow. A

strong strategy brings the information to them instead of demanding they come to the platform.

A P P R OAC H E S

Scheduled report exports by email

Shareable dashboard links

Embedded views in SharePoint, Teams, or the intranet

Automated slide decks generated from live SPM data
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03 S E C T I O N

The five core reports
every SPM PMO needs
Build these first

1 The project status report
What it is: A single-project view of schedule, financials, risks, issues, and next steps,

formatted for stakeholders.

Who gets it: Project stakeholders, sponsors, and team members.

I N C LU D E

Overall health (on track, at risk, off track)

Schedule vs. baseline

Budget actuals vs. plan

Top risks and issues, each with an owner
and due date

.

Accomplishments since last update

Upcoming milestones

Decisions needed and escalations

The SPM challenge: Native status reports work, but the layout, branding, and visual

hierarchy are limited. Most teams either accept the vanilla output or rebuild it in Word

or PowerPoint.

What good looks like: A templatized report PMs fill out in SPM and generate in one click:

consistent, executive-readable, branded to your organization.

SECTION 03 — THE FIVE CORE REPORTS 08
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2 The portfolio and program rollup
What it is: An aggregated view across every project in a portfolio or program, health visible at

a glance.

Who gets it: Executive sponsors, steering committees, PMO leadership.

I N C LU D E

Project list with RAG status

Schedule and budget summary by project

Count metrics (total, on track, at risk, off track)

Alignment to strategic themes or initiatives

Top risks elevated from the portfolio

The SPM challenge: Native list views can pull the data, but the formatting is limited and

usually needs manual configuration to reach executive grade.

What good looks like: A live dashboard that updates as PMs log status, with zero manual

assembly from the PMO.

3 The roadmap and Gantt timeline
What it is: A visual timeline of projects, programs, and milestones across a horizon, with

hierarchy intact.

Who gets it: Executives, steering committees, sponsors.

I N C LU D E

Projects grouped by program or initiative

Start and end dates with milestone markers

Key dependencies called out

Current status shown by color or annotation

The SPM challenge: This is one of the most-cited native limitations. The out-of-box

roadmap forces a choice: keep the portfolio, program, and project hierarchy or show

milestones, but not both at once. For leadership presentations, teams routinely describe

the native output as unusable.

What good looks like: A Gantt that holds full hierarchy, shows milestones inside it, prints

cleanly, and drops into a slide deck without redrawing.
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4 The resource and capacity view
What it is: How resources are allocated across projects, where capacity is strained, and

where there's room.

Who gets it: PMO leadership, resource managers, finance.

I N C LU D E

Allocation by resource or team

Demand vs. available capacity

Overallocation flags

Timesheet actuals vs. planned

The SPM challenge: SPM spreads resource data across separate structures: allocation,

time card, and timesheet tables. Pulling them into one view means knowing which tables to

query and how they relate.

What good looks like: A single view that consolidates allocation and actuals across the

portfolio and surfaces overallocated resources before they turn into a delivery risk.

5 The financial summary
What it is: Cost and benefit across projects: budget vs. actual, ROI tracking, NPV where
it applies.

Who gets it: Finance partners, executive sponsors, PMO leadership.

I N C LU D E

Planned vs. actual spend by project

Forecast at completion

ROI and NPV where tracked

Budget variance, percentage and absolute

The SPM challenge: SPM's financial math, ROI and NPV especially, sometimes disagrees

with what finance calculates in Excel, and that breeds distrust in the platform. Knowing

where the discrepancies come from, and building a transparent view around them, is

essential to PMO credibility.

What good looks like: A financial summary finance partners trust, tied directly to SPM

cost-plan data, showing variance in a format they already recognize.
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04 S E C T I O N

Diagnosing your SPM reporting gaps
A self-assessment checklist

DATA  Q UA L I T Y  A N D  E N T RY

PMs update their project records (status, risks, milestones) on a consistent schedule

Financial actuals are logged in SPM, not managed off-platform by finance

Resource allocations and timesheets are captured in SPM, not tracked elsewhere

There's a standard update cadence with a specific day and time each week

R E P O R T  C OV E R AG E

PMs generate a standard project status report straight from SPM

You can produce a portfolio health view with no manual assembly

You have a roadmap or Gantt that actually holds up in an executive presentation

Stakeholders outside ServiceNow can see the data relevant to them

R E P O R T I N G  OV E R H E A D

You know how many hours a week your PMO spends building reports by hand

No standard report is being rebuilt in Excel or PowerPoint from SPM data

No one is screenshotting SPM screens into slide decks

SECTION 04 — DIAGNOSING YOUR REPORTING GAPS 11
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A D O P T I O N  S I G N A L S

PMs log data because it produces something useful, not only because it's required

You haven't heard SPM reports called "vanilla" or "hard to share"

No team has quietly moved its reporting to Jira, Asana, Monday, or Word

Reading your results

Data-quality boxes mostly empty?

Your reporting problem is an adoption problem first. Close the feedback loop by showing PMs

what they get when their data is current, and the entry problem tends to solve itself.

Good data but empty coverage boxes?

You have an output problem. The data is there; you need better ways to surface it for

each audience.

High overhead?

You have an automation problem. Reports that take hours by hand can usually generate in
minutes from data you already have.
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05 S E C T I O N

The reporting-adoption flywheel
Better reporting drives better data, and back again

0 1

Good reporting
output

→
0 2

PMs keep data
current

→
0 3

Reporting
becomes reliable

→
0 4

Stakeholders
trust the platform

Trust brings the PMO more investment and support

The incentive framing

SECTION 05 — THE REPORTING-ADOPTION FLYWHEEL 13
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Day 1 data won't be perfect. Launch anyway.

The discipline of publishing consistently, even with imperfect data, is

what drives the data quality up. Teams that wait for clean data first tend to
wait forever.

The "build it once, use it many times" principle

THE SERVICENOW SPM REPORTING PLAYBOOK 14



06 S E C T I O N

Reporting as a discipline
It's not a tool problem. It's a team commitment.

D E C I S I O N  0 1

Commit to a standard format

Before you automate anything, agree on what the report contains. Which fields are required on

every status update? What does "at risk" mean, and who gets to make that call? What goes on the
rollup, and in what order?

These look obvious, so they rarely get decided out loud. And when they don't, every PM formats

differently, the PMO can't roll anything up cleanly, and executive reporting turns into a fresh
negotiation every cycle.

The action: Define one standard status report template. Every field. Every required input. One

version for every project in the portfolio. Non-optional.

D E C I S I O N  0 2

Commit to a cadence

Reporting only creates value when it's predictable. A dashboard that updates monthly is a calendar
artifact. A dashboard that updates weekly is a management tool.

Set the rhythm your program needs, then hold it:

PMs update their records by a fixed time each week, say Friday by noon

The portfolio dashboard publishes to leadership by a fixed time each week

The steering committee reviews on a defined cadence: monthly, biweekly, or whatever your
governance requires

The formats themselves get a quarterly or annual review. Are they still serving the audience?

When the cadence is public and enforced through the reporting output itself (see the flywheel in

Section 5), it starts to maintain itself.

SECTION 06 — REPORTING AS A DISCIPLINE 15



S E C T I O N  0 6  —  R E P O R T I N G  A S  A  D I S C I P L I N E

D E C I S I O N  0 3

Commit to who owns what

Reporting doesn't happen on its own. Someone has to own each piece, so say so explicitly.

The PMO

Owns the framework and templates. It sets the
standard, trains PMs, and is accountable for the

portfolio view being current and accurate.

Project managers

Own their records. Status, risks, milestones,
and financials are current before each cycle.

That's on them.

Executive sponsors

Own the review. They show up, they read the

dashboard, and they hold the portfolio
accountable to the signals it's showing.

IT and ServiceNow admins

Own the technical layer: report setup,

access, automation.

The moment ownership goes fuzzy, with everyone assuming someone else is keeping the report
current, the program starts to rot.

D E C I S I O N  0 4

Commit to the review meeting

A report nobody looks at together is a record, not a management tool. Reporting discipline requires
review discipline to match.

Name the meeting where the portfolio gets reviewed. Put it on the calendar. Make attendance non-

optional for the stakeholders who matter. Use the dashboard as the agenda and let the data drive
the conversation: what's at risk, what needs a decision, what's ahead of plan.

Make that meeting a standing habit and the whole program becomes institutional. Let it get

canceled or deferred, and the discipline erodes with it.
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07 S E C T I O N

Reaching stakeholders who
don't work in ServiceNow
Getting data to your full audience

Common distribution approaches

Scheduled distribution

Automated generation and distribution delivered on a set cadence: weekly, biweekly, or monthly

by audience. Easy to set up and consume, but there's a lag between data and delivery. Best when

periodic visibility is enough.

Shareable views

Some ServiceNow-native reporting tools let stakeholders open a dashboard by URL without a
full SPM session. That gets you closer to live data and suits people who want to check in on their

own schedule.

Embedded views in existing tools

If your stakeholders live in SharePoint, Teams, or the intranet, meet them there. Embedding or

linking report outputs into familiar environments beats asking anyone to learn a new system.

Automated slide decks

For executives who expect a slide format, the highest-impact move is a system that assembles

the branded deck automatically from SPM data: same template, current numbers, no manual work.

That kills one of the most time-consuming steps in the PMO's week.

SECTION 07 — REACHING STAKEHOLDERS OUTSIDE SERVICENOW 17
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This is a distribution question more than a technology one. What
format do your stakeholders actually consume? How current does
the data have to be? Who owns getting it there?

What to evaluate

1 Who specifically needs access without working in ServiceNow, and how
many are they?

2 What format do they actually consume: dashboard, email, or slide?

3 How current does the data need to be?

4 Who owns distribution: PMO, IT, or the stakeholder?

THE SERVICENOW SPM REPORTING PLAYBOOK 19



08 S E C T I O N

SPM reporting technology: what to look for
Evaluating tools that extend SPM

1 Does the data stay in ServiceNow?
The whole point of SPM is a single system of record. Any approach that pulls data out into a

separate warehouse or BI tool undercuts that. Now you're maintaining two systems of record

instead of one.

A S K

Does this tool store copies of my SPM data on its own servers?

Do I have to stand up and maintain a data pipeline?

What happens to my reports when that pipeline breaks?

The ideal: reports render live from ServiceNow data, with nothing stored in between.

2 Pre-built templates vs. a blank canvas

Building reports from scratch, even in a good tool, takes time and real fluency in SPM's data
model. Tools that ship with pre-built SPM templates let you start from a working output and

customize, instead of staring at a blank canvas.

A S K

Are there out-of-box templates for the core report types (status, rollup,
Gantt, resource)?

How much configuration stands between you and something useful?

Can PMO staff configure reports, or does every change need a developer?

How deep is the template library across different SPM use cases?

SECTION 08 — SPM REPORTING TECHNOLOGY 19
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3 Executive-grade output

Reports that look like they came from a BI console won't survive an executive meeting. Judge
whether the output is something you'd actually put in front of your CIO.

A S K

Can reports carry your logo, colors, and fonts?

Can the layout adapt to different audiences?

Does it read as a polished deliverable or a data dump?

4 PowerPoint and presentation export

For a lot of stakeholders, the final format is still a slide. If a tool can generate a branded
PowerPoint from live SPM data, not a static snapshot from three weeks ago, you erase one of

the most common manual steps in the PMO workflow.

A S K

Can reports export to PowerPoint using my branded template?

Does the export carry both data fields and visualizations?

Is it one click, or manual steps per report?

5 Access for your full audience

Think about everyone who needs to see the output. A tool that meters access by user count

becomes a bottleneck the moment you try to scale reporting across the organization. Check

how each option handles distribution at the scale you actually need.

A S K

Can I distribute broadly without a per-reader cost?

Can stakeholders reach reports without logging into ServiceNow?

Does the distribution model fit how the organization really consumes information?

THE SERVICENOW SPM REPORTING PLAYBOOK 20



09 S E C T I O N

Building your SPM reporting roadmap
A phased approach

PHASE 1 PHASE 2 PHASE 3

MONTHS 1–3 MONTHS 3–6 MONTHS 6–12

P H A S E  0 1 M O N T H S  1  T O  3

Establish the foundation

Goal: Get one high-quality report type into regular production, and build the team discipline
around it.

Start with: The project status report. It's the most universally needed, the most visible to

stakeholders, and the one that most directly moves PM adoption.

AC T I O N S

Define the standard status report template: fields, format, required inputs

Configure it to pull from SPM project records

Set the weekly PM update cadence: the exact day and time

Deliver the report to stakeholders on a fixed schedule

Name who owns the PMO side of the cadence and who holds PMs accountable

On data quality: It'll be imperfect at launch. Use the report anyway. Publishing consistently, gaps

and all, is what drives the data up. Projects missing updates will stand out, and that visibility is the

mechanism, not a bug.

Success metric: Every active project has a current, consistent status report reaching stakeholders
by the end of Phase 1.

SECTION 09 — BUILDING YOUR REPORTING ROADMAP 21
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P H A S E  0 2 M O N T H S  3  T O  6

Elevate to portfolio level

Goal: Give executives and steering committees a portfolio view they can rely on. Stand up the
review meeting.

Focus: Portfolio and program rollup dashboard, and the roadmap or Gantt timeline.

AC T I O N S

Build the portfolio health dashboard (RAG by project, summary metrics)

Build or refine the roadmap for executive presentation

Set a monthly executive cadence: lock the meeting, make it non-optional

Brief PMO leadership on reading and presenting the dashboard

Make the dashboard the primary input to the review, not a separate deck

Success metric: The monthly executive briefing runs off live SPM data with zero manual assembly.

P H A S E  0 3 M O N T H S  6  T O  1 2

Close the distribution and automation gaps

Goal: Reach stakeholders outside ServiceNow and eliminate the remaining manual overhead.

Focus: Broader distribution, financial reporting, resource view, PowerPoint automation.

AC T I O N S

Solve distribution for the key stakeholders who aren't in ServiceNow

Build the financial summary and validate it with finance partners

Build the resource and capacity view if resource management is live in SPM

Automate branded PowerPoint exports for leadership meetings

Success metric: PMO reporting overhead drops at least 50% against the pre-Phase 1 baseline, and

every key audience gets timely, accurate data without manual intervention.
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10 S E C T I O N

SPM reporting maturity model
Where does your PMO stand?

01

AD HOC

02

STANDARDIZED

03

AUTOMATED

04

STRATEGIC

Level 1: Ad hoc

Reports are built on request, not on a schedule

No standard template; every PM formats their own

All reporting lives outside SPM (Excel, PowerPoint, email)

Stakeholders have no consistent view of portfolio health

Overhead is high, much of it duplicated effort

No defined cadence or ownership

Next step: Define one standard status report template, assign ownership, and set a consistent

delivery cadence.

Level 2: Standardized

The status report template exists and gets used consistently

The team has committed to a cadence and named who owns each part

PMs update SPM on a defined schedule

A portfolio view exists but still needs some manual assembly

Executive reporting is periodic, not continuous

Next step: Automate the rollup, remove manual assembly from the workflow, and make the

portfolio review a standing governance touchpoint.

SECTION 10 — SPM REPORTING MATURITY MODEL 23
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Level 3: Automated

All core reports (status, rollup, roadmap, financial) generate from live data

No manual PowerPoint or Excel for standard report types

Stakeholders outside ServiceNow get what they need through distribution automation

PM adoption is high because the output is visible, valued, and tied to expectations

Overhead is minimal; effort goes to analysis, not assembly

Next step: Build reporting into PM performance and adoption incentives; expand to resource and

advanced financial views.

Level 4: Strategic

Reporting is a competitive advantage and a source of organizational trust in SPM

The PMO uses reporting data to spot portfolio risk and make resource decisions

The executive audience expects and relies on the dashboard; it's the standard they work from

SPM reporting shows up in success stories: conference talks, internal case studies

The PMO actively uses reporting to shape PM behavior and investment decisions

Next step: Extend the program to adjacent teams: strategy office, HR, operations PMO.
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11 S E C T I O N

Your SPM reporting quick-start checklist
What to do in the next 30 days

U N D E R STA N D  YO U R  C U R R E N T  STAT E

Map every report you produce today:
type, owner, frequency, format

Estimate the hours per week going into
manual reporting

Name your three most important
audiences and exactly what they
receive now

D E F I N E  YO U R  R E Q U I R E M E N TS

Score your coverage against the five
core report types (Section 3)

List the stakeholders who aren't in
ServiceNow and what they get today

Flag the reports blocking PM adoption
because they're too hard to produce

E STA B L I S H  T H E  D I S C I P L I N E

Define your standard status report
template: every field, required on
every project

Set the weekly PM update cadence: day,
time, and who enforces it

Lock the recurring portfolio review invite

Assign ownership: PMO (framework), PM
(data), executive sponsor (review)

E VA LUAT E  YO U R  O P T I O N S

Assess native SPM capability against
your requirements

Where gaps remain, evaluate tools
against the criteria in Section 8

Pull in your ServiceNow admin on what's
technically feasible

B U I L D  YO U R  R OA D M A P

Pick your Phase 1 report type and design
the template

Set a target date for consistent Phase
1 delivery

Name your success metric: what's
measurably different in 90 days?

SECTION 11  — QUICK-START CHECKLIST 25



A B O U T

VividCharts
VividCharts is the reporting and presentation layer built natively inside ServiceNow, and it

comes with a team that knows SPM. You're not starting from zero, and you're not figuring it

out alone.

Start with the template library. It covers the core SPM use cases out of the box: project status

reports, portfolio dashboards, Gantt timelines, resource views, financial summaries. Your first

report is a working output you customize, not a blank canvas, and everything renders live from

your SPM data with one-click PowerPoint exports that carry both the numbers and the

visualizations. Nothing leaves ServiceNow. There's no warehouse, no ETL pipeline, no external

server, and you can share with your full stakeholder audience, inside ServiceNow and out,

without paying by the viewer.

You also get people who do this for a living. Every challenge in this playbook, defining the

standard status report, automating the portfolio rollup, fixing the roadmap hierarchy, getting

finance to trust the numbers, is one our SPM reporting specialists have worked through

before. They'll help you design the templates, set the cadence, and build the program with

you, not hand over the software and wish you luck. If you want it done alongside a team that

has already solved it, that's how we work.

SPM is our largest customer cohort. It's the work we do most, so the patterns in this guide

aren't theory to us; they're the conversations we have every week. Whether you're standing up

a reporting program from scratch or sharpening a mature one, you'll be working with people

who already know how it goes.

To see VividCharts against your own SPM data, book
a demo.

BOOK A DEMO CONTACT US

26



Reporting and presentation, built natively
inside ServiceNow.

vividcharts.com


