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Reminder

= PLEASE KEEP YOUR PHONE ON MUTE UNTIL YOU WANT TO
ASK A QUESTION

= QUESTIONS AND COMMENTS ARE WELCOME
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CSONS Overview

Definitions

High-level look at What's New and Different
Creating an Activity

Demo



References

The Policies, Procedures and Guidelines remain the same...only the tool
has changed.

= NISN-SOP-0002 (NISN SOP for Trouble Reporting, Activity
Scheduling, Mission Freeze, and Major Outage Notification)
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C | O CSONS Overview

= The Communication Service Office (CSO) Notification System (CSONS) is
the replacement for our current AOPNS and MONS notification systems
which have reached end-of-life status

= CSONS is a ‘service based’ custom application within the NITSM
Remedy tool

= |tis designed to support the dissemination of technical notifications for:
v' Outages associated with CSO Corporate and CSO Mission only
v' Planned activities related to Infrastructure/services of CSO
Corporate, CSO Mission, CSO Russia and MSFC CIO Agency
Applications Office (AAO)

CSONS is scheduled to go-live September 26, 2016
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. Definitions
‘i

An ‘Activity’ is:
A planned operational, maintenance or upgrade action associated with

a support service that has the potential to produce a temporary
interruption of service.

An ‘Outage’:

An unplanned failure or temporary interruption that impacts the
usability or functioning of a support service.
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CSONS Activities

What s New and Different

= CSONS Access Point
= Permissions
= Activity Access Options
v' The CSONS Console
v' The Task Form
= Key Field Changes
= Submitting a FER from an Activity
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& What's New and Different
L CSONS Access Point

v" NITSM (Remedy) will be used to create, update and distribute planned
activity information related to Infrastructure/services of CSO

Corporate, CSO Mission, CSO Russia and MSFC CIO Agency
Applications Office (AAO)

NITSM login. SSO will provide login verification, and once you are verified you will be taken directly to the IT

To access CSONS and create, update and send Activities, you will log in to NITSM (Remedy) using your normal
Home Page Overview Console.

9/12/2016 CSONS Primary User Training

8



\ ____What’s New and Different
' Permissions

—> To create, update, send or resend Activity information you must:
» Have ‘ARSS’ permission listed in your NITSM profile

Person ID [PPLoo0000052528 If you are a NICS Support
People Information Tech, and were able to create
Title | ~| Comortein | e an Activity in AOPNS you

First Name* [csons Profile Status® [Enabled ~| already have ARSS

Middle Name | Contact Type | - permission. If you are not a
LastName™s  [User Clent Sensitity [Sencard |~ | WP [No || NICS Support Tech, or you
ChentType® | OficcfascdEmployee | = | Suppot Staff” [Yes -] could not previously create an
Joh Title |Cor|3 CSONS User with Activity Ao Assignment Availability |Yes j Activity in AOPNS you will
Nickname Master @

- need to request ARSS

:<| General More Details = Aftnbutes | Work Info | Cls FiI'IEII'IE:iEI|SILOQin'IAmESS Detailsl Support Groups | Motifications | &ltemnate Approvers | Assign =>

permission by submitting a

Login ID and Password Licensing Preferences
Login 1D |csan51.|ser License Type |Flna1ing j NAMS I’equeSt Please
S R N— E = B8 contact the NITSM
: __ Sustainment Team for

o Permiss Access Restriclions ) : "

information on submitting your
8 enfries returned - 8 entries matched F'r¢é/renc25v | Refresh | 1 enfries retumned - 1 entries matched Preferences | Refresh |
ARSS NAMS request.

Asset User
Incident User

A Corporate_IT_COMMSSVC

asiuciure Change Use To verify your permissions,
NICS ARSS Activity

Problem User click here to access the
Tk v NITSM Training Portal and
R Unresiricod fooes e view the ‘Checking Your
Assigned Permissions’ Job
Pt || Close | Aide.
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https://nitsm.nasa.gov/training/

v" From the CSONS Console

v" From the ‘CSONS tab’ on the Task (TAS) form

' What’s New and Different
Activity Access Options

- In CSONS, an Activity can be created, updated and sent:

CSONS Console

New CSONS Activity

Medium j MICS Status Reason

Categonization = Assignment  Data

General Reguester Relationships | Dates = Financizls

rrAsmmmnzznzs =

Rt
]

Search CSONS Activities
Actty Number  Act
000000000000002  Sch
000000000000101  Sch
CSADDOO00000205  Sch
9/12/2016

CSA000000001114

|CRQumu23?51zm COpen
Refresh

8192016 12:00:00 AM 8102016 12:00:00 AM  No

View
New

Save | Print | \J'iewAudi‘tLog|
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NASA

@@ 11 csons Console

= The CSONS Console can be used to:
v’ Create Carrier or Facilities Maintenance Activities - Corporate and Mission only
v" All Activities - Russia only
v’ Search for ‘Pending’ and ‘Scheduled’ Activities - Corporate, Mission and Russia

CSONS Console

List By F«divity Mode Pending ﬂ
New CSONS Activity
Search CSONS Activities 1?30{ 173 results Preferences » | Refresh |
[ Activity Number  Activiy Status — Acivity Type_C | Scheduled Start_.. Scheduled End_c | Short Descripto... Coordinator_c | Freeze Window]
:"""uuuuc-uc-:-:-:-z Scheduled FACILITY MAINTEN 521/2016 8:00:00 Al 5217 00 :TEﬂ Activity E b Elington Ve A

00000000101 Scheduled FACILITY MAINTEN 672472016 8:01 00 F Test Actiity Bob: Ellingten fes

CSADD0000000205 Scheduled REGULAR 016 12:0 | 1 0 Pl Configure port & test Bob No
CSADO0000000301 Scheduled REGULAR /2016 12:00:00 Al 7/9/2016 12: [JD:[)EI .-Z\I TEST No
CSADD0000000302 Scheduled REGULAR 7115/2016 12:00:00 016 12:00:00 # Configure port & test No
CSAD00000000303 Scheduled REGULAR {2016 12:00:00 Al 7/5/2016 12:00:00 Al Conﬁgure port & test No
CSAD00000000304  Scheduled LUSER APPROVED 2016 8:00: 2016 12:00:00 ¢ Configure port & test fes
CSHDD:}GUUUUDZ%DS Scheduled RELEASE REQUES 71272016 12:00: 00 / 7/13/2016 12:00:00 / Configure port & test No
CSAD00000000306 Scheduled FACILITY MAINTEN 7/6:2016 12:00:00 f—I 12016 12:00:00 Al Test asdf No
CSADO0000000307  Scheduled USER REQUESTED 62016 12:00:00 / test No
C5A000000000309 Scheduled REGULAR 52016 10:00:00 F Task for Act Notice C Yes
CSADOO000000310  Started USER REQUESTED 00 /2016 12:00:00 Al Task for Act Notice € No
CSADD0000000401  Started USER REQUESTED 016 12:00:00 Al 016 12:00:00 Al MSN \WAN-Requiren No
CSHDDL‘OOUUUU4D2 Scheduled MAKE DF'ERAEILE 22016 12: DDG{) # Test Test iust starin’ No

12016 ‘I2DDC’3»

C 0000001011 Scheduled John Brown fes
C 0000001012 Scheduled £ Mission Yes
C 0000001013 Scheduled 00 £ 123456 Yes
CSADDD000001014 Scheduled No
- 00000010158 Scheduled Yes
C 0000001016 Scheduled Yes
C 0000001017 Scheduled Yes
C 0000001018 Scheduled i d 2 Yes v
C 0000001015 Scheduled CARR EP MJ—‘INTE” 712912 Yes
F{eport | SelectAll | DeSelectAll |
Close | Approve |
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To access the CSONS Console:

/Step 1: With \

the Overview
Console open
on your
screen, click
the
Applications
Tab.

.

Step 2: From
the displayed
menu, select

Quick Links.

9/12/2016

BMC REMEDY IT SERVICE MANAGEMENT
IT Home

b
w

suoijed)jddy

Step 3: From
the displayed
sub-menu,
select CSONS
Console.

Bssigned To All My Groups

Showang 1 - 184 of 184

3

JA

] CS0NS Console

CSONS Primary User Training

CSONS Console

List By

chﬁ\:i'.y Mode Pending

173 of 173 results

DO00000OO02

Scheduled

LI LA L
0000000000001 Scheduled
CSADNN000000205 Scheduled

CSADDO000000201 Scheduled
CSAD00000000302 Scheduled
CSADD0000000303 Scheduled

CSADD000000030d4 Scheduled
CSADDO000000305 Scheduled
CSADDO000000306  Scheduled
CSANMNOONNONTNT _ Schaduled

FACILITY MAINTEN
FACILITY MAINTEN ¢
REGULAR i
REGULAR

REGULAR

REGULAR

USER APPROVED |
RELEASE REQUES |
FACILITY MAINTEN :
LISFR REQUFSTEND

< N D



List By Due in Next 2 Weeks j

274 of 274 results Preferences v | Refresh
CSADDO000000522  Scheduled REGULAR 7152016 7:00:00 Al 711572016 11:00:00 ; = USER REQUEST! Matt Guessetto Mo A
CSADDDO00000323  Scheduled REGULAR 7152016 11:00:00 4 711572016 3:00:00 F1 =USER REQUEST! Matt Guessetto Mo
CSADDO000000924  Scheduled REGULAR 7712016 8:00:00 AM 7772016 6:00:00 PM ~USER APPROVE! Artie Johnston Mo
CSAD00000000525  Scheduled REGULAR 7712016 12:00:00 PI 77772016 12:30:00 Pl **USER REQUEST) Avis Nesbitt Me
CSADDDO00000326  Scheduled REGULAR 7/18:2016 5:00:00 &l 71872016 5:30:00 Al ™ USER REQUEST! Matt Guessetto Mo
CSADDO000000327  Scheduled REGULAR 7;23."2016 8 DD 00 Al 72372016 12:00:00 F IN SUPPORT OF Tk CSO/CNOC Mo
CSAD0000000052% Scheduled REGULAR 8.'2016 10: DDC'E' FL2WPN REQUIRED | CSOICNOC RE
CSAD00000001001  Scheduled REGULAR 1 F Update CMDE Relati Yes
CSAD00000001002  Scheduled IUSER APFROVED F Update CMDE Relati Tes
CSADD00000D1003 Scheduled REGULAR f—'.l Update CMDE Relati Yes

00:004 2016 12:00:00 ¢ Russia Task for CSC No

CSADDO000001005  Scheduled CARRIER MAINTEN 7/25/2016 12:
CSHDDL‘GUUUMDDE Scheduled MAKE OFERABLE 7

SA000000001011  Scheduled CUSTOMER REGLIE
0000001012 Scheduled CUSTOMER RE

62016 12:00:00 ! Configure port & test Mo
1 04 test John Brown Yes

0 £ Mission Yes

CSAD00000001013  Scheduled CUSTOMER REGQUE 7/ 0:00 £ 123456 Yes
CSADDOO00001014  Scheduled CUSTOMER REQUE 7) 0:00 ¢ test No

CSAD00000001015  Scheduled CUSTOMER REGUE 01 test Yes
CSA000000001016  Scheduled 0 & test Yes

CSADD0000001I0TT  Scheduled CUSTOMER REGUE 0/ test Yes
CSAD0000000101E  Scheduled REGULAR 72 .J.CF'llsaia test Yes
CSAD00000001018  Scheduled CARRIER MAINTEN 772972016 12:00:00 £ 12:00:00 / test Yes
CSADDOO00001020  Scheduled REGULAR '2016 12:00:00 ¢ Test for less than 10 No
CSADDDO00001021  Scheduled REGULAR {2016 10:00:00 F (2016 12:00:00 } Test for Regular - Sc Mo
CSADDDO00001022  Scheduled REGULAR 712212016 12:00:00 ¢ 772372016 2:00:00 Al Test No
CSADDDO00001023  Scheduled REGULAR 8152016 12:00:.00 / 1672016 12:00:00 / test No

LCSADDNA00001100. Scheduled BEGULAR S010:2016 12:00.00 £ 8012016 12:00:00 L test hlg i
[ The CSONS Console table allows you to see a snapshot of information on Pending, Scheduled and Overdue Activities for

all organizations.

Items in the Console are color coded as follows:

» |tems displayed in ‘Red’ text are Activities that are scheduled to take place during a Mission Freeze Window.

» |tems displayed in ‘Green’ text are Pending Approval.
! Items displayed in ‘Black’ text are Approved.

~
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CAO

[) OTESIRhE
/VVhen the Console \ EICAMG A by " | Activity Mode Pending
e s . Due in Next 2 Weeks
of il Actvites for all T
o T 00 Sechuckied FACILTY MaNTEN 521 Overdue
organizations, that are - S Ao MANTEN 2281 Al Scheduled

in the *Activity Mode’ of

723 Corporate Schaduled o
113 H ” Ij
Pending.

74| Mission Scheduled

To see Activities
associated with Mission
only, select ‘Mission

Scheduled.' ;

Double-click on a

record, to open the f;’-

Qctivity. /
Chose =50 et ] _'
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 .‘he CSONS Console Table

CSONS Console

List By Russia Scheduled ﬂ
9 of 9 results Preferences v o
R ———— oordinato el L —

Remove Column = jActivity Number

ched EGULAR o 212 00 eS| Set Refresh Interval  ||Activity Status

ADDDO0 1 Scheduled REGULAR 110/2016 12:00:00 £ &11/2016 12:00:00 / test o
CSAD00000001402  Scheduled FACILITY MAINTEN 7/30/2016 12:00:00 £ 7/31/2016 12:00:00 / test Reset Activity Type__c
CSADD0000001404  Scheduled REGULAR 8/12/2016 12:00:00 £ &12/2016 1:00:00 PI TIMOTHY RICHTER CS Saye Coordinator ¢
CSAD00000001405  Scheduled CARRIER MAINTEN &2/2016 12:00:00 Al 8/2/2016 1:00:00 PM TIMOTHY RICHTER CS T
CSAD00000001505  Scheduled REGLILAR 81712016 12:00:00 4 81772016 1:00:00 P| Mark Burkett CSONS 01 | Freeze Window
CSADD0000001506  Scheduled CARRIER MAINTEN &/4/2016 12:00:00 Al 8/4/2016 1:00:00 PM Mark Burkett CSONS 02 | Scheduled End ¢
CSA000000001584  Scheduled REGULAR 10/1/2016 4:00:00 A1 10/1/2016 5:00:00 &1 Kerra Miller CSONS V3¢ | —

. | Scheduled Start_ ¢

Short Description_ g

ﬂ) modify the number of columns displayed on the CSONS Console: \

Step 1: Click ‘Preferences’.
Step 2: Click ‘Remove Column’.

Step 3: Select the name of the column that you want to remove. The selected
column will be removed.

To make your change permanent, once the column has been removed:
Step 1: Click’ Preferences’.
Step 2: Click ‘Save’.

o /
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“ CSONS Console Actions

C l O _ ':"._igate a New CSONS Activity

NASA

N

To create a new CSONS Activity from the CSONS Console: Sl 2 [Fio i

displayed menu,

/ select New CSONS
Step 1: From CSONS Console Activity. The
the displayed CSONS Activity form
CSONS /\displays. J
Console, click
on CSONS MNew CSOMS Actmaty

\Activities. Search CSONS Activities \

—ﬂ Current mode: New |

Save | 9, Newsearch Searches My Reports Advanced search Clear Settodefauls  Ststus history | Logout Help Home

Activity Mode [Pending Short Description”

Detail

Activity Status |S|:heduled

[ [ [

Activity Reasaon |

Activity Type" |
Activity Event | Rejected Reason
Loz _Service™ ' = @

Link_ServiceList | =

General | Mission Freeze = System |

Completing the Activity information will be covered later in this training.

B =N
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bﬁﬁl O = CSONS Console Actions

.~ Search CSONS Activity

Step 2: From the

To search for an existing CSONS Activity from the CSONS Console: | displayed menu,
/rs select Search

tep 1. From CSONS Activity.
the displayed The CSONS Activity
CSONS form displays.
Console, click
on CSONS MWew CSOMS Activity
\Activities. | Search CSONS Activities '

1
™ Current mode: Search |

Search || 4, Mew search Searches My Reporis Advanced search Clear Settodefgults  Status history | Logout Help Home

CSONS Activity

Activity Mode j Short Description”

j Dietail

| |
| |

Activity Type* | j Activity Reason |
| |
!

Activity Status

(RN

Activity Event j Rejected Reason

= ©

Link_ServiceList | =

Loc_Service™

General | Mission Freeze | System |

Searching for an Activity will be covered later in this training.

9/12/2016 CSONS Primary User Training
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\g
2ating an Activity from a Task

- The ‘CSONS tab’ on the Task form (TAS) will be used to enter, update and send
Activity information

BMC REMEDY IT SERVICE MANAGEMENT
Task

© Q@ | (¢/2)v G} « [THome > CRQ000023751257 > TASDDOOOOO22031

Task

Task 10 rrmmmozzum =

Type* Manual j
Status™ Staged -
Mates J

Status Reason j
Priority Medium j MICS Status Reason ﬂ Request ID F:RQUUUU23?5125' Open

General Requester Categorization = Assignment | Data | Work Info  Relationships = Dates = Financials = NICS | Adm |CSON3|

|
ojn

1 of 1 results Refresh
Activty Number Scheduled Start_ Scheduled End
CSA000000001114 Scheduled 8/9/2016 12:.00:00 AM 8102016 12:00:00 AM No No

View
New

Save | Print | View AuditLog
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' 'ating an Activity from a Task

- Generally, an Activity would be associated with a Task that is related to a Change
Request (CRQ); however, the CSONS Tab is visible and can be used to create an
Activity from a CRQ, an Incident (INC) or a Work Order (WO)

- The Master Request ID and Creating Task ID will automatically be displayed in
the Activity

—> Although some CRQs may have a specific task defined for creating the Activity,
an Activity may be created or updated from any Task associated with the CRQ

—> A created Activity may be viewed from any Task associated with the CRQ (Master
Request)

—> Although the Activity information is entered and displayed in the Task,
information associated with the Activity does not get posted into the Task’s Audit
Log
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The Activity form has been updated. Field labels have been modified, and new
fields and functionality added.

Old AOPNS Activity Form New CSONS Activity Form

* Required fields

CSONS Activity
Activiy Mermber | |
P e | AciviyMeds  [endng | - | ShonDescription® |
Stotus® () New () Scheduled () Refected () Canceled () Complete () Re-Scheduled Backout [~ Acivity Status  [Scheduled | - | Desi ‘
\
\

Activity Request Scheduling System

Campany [Corporate_IT_COMMSS -]
= Master Req ID IERQGOOU23T5125
Creating Task 1D AS000000022031

Reguester: Name"s | Phone’ | Email" | =] Activity Type® lij Activity Reason
Short-Description” ‘ 5 Activity Event ’7 j Rejected Reason
AiyType” [« SenicsProvider| | -]/=] Loc_Service™ li 5 @
Sites™ ’7 jé Clear” Link_ServiceList ’7 5
Start Date/Time® ’7 E Stop Date/Time" ’7 E M| Mission Freeze = System |
P — 1 e—

Clear System Type* () Production () Non-Production

Userlmpact®  ()Yes () No Requester CSOMS User =
User Impact Details should be written in non-technical terms for the user ta understand Requester Phone ’mi

Requester Email onsuser@email. null 5
Activity Coordinators ]7 Coordinator Phone Mo.+ li
Coordinator ’7 5
=l
=l

Service Provider j =
Actual Start =]
Actual End =]

User Impact Details |

[u

Resonfordaiiy | ||=| FreessBempionRequests (FERS] |
:ason for vl TEEZE mption Requ Coord\nator Phone ’7 =
etailed Description [ est Plan =] Scheduled Stet” | | Backout [ FER I

SR# Backout Plan/Time = Scheduled End" ’7 B T ’7 o
eduled En ackout Time
Expedite SR# = Actual Completion Date/Time ] User Impoct ’7 Table has not been loaded Refresh

Log-in ID é Ticket # _ _ . _
User Impact Details = User Approved = G;
Attachments

cRE[ ]
[ FleName e Size —— = Titach Laber — FERBempt o[-
iﬁ:&meng ~ ectauttine E Freeze WWindow ’Nuij
s
prisriey S RN [ O
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R - Key Field Changes
.~ AOPNS to CSONS

CHO =
U

¢ The CSONS ‘Activity Number’ field replaces the old AOPNS ‘Activity No.’ field. Information in this field is system
generate once the Activity is saved. It provides the NITSM ID number assigned to the Activity.

¢ The date information displayed in the title of the CSONS Activity notification replaces the old AOPNS ‘Create
Date’ field.

¢ The old AOPNS ‘Status’ field has been renamed and is now the CSONS ‘Activity Status’ field. Options are:
Scheduled, Started, Rejected, Cancelled or Complete. The default is ‘Scheduled’.

¢ The old AOPNS ‘Requester Name’ field has been renamed and is now the CSONS ‘Requester’ field. This field will
be automatically filled in with the NITSM profile information of the person creating the Activity. Auto-populated
information may be changed as required.

¢ The old AOPNS ‘Requester Phone No.’ field has been renamed and is now the CSONS ‘Requester Phone’ field.
This field will be automatically filled in with the Activity creators phone number from their NITSM profile. Auto-
populated information may be changed as required.

¢ The CSONS ‘Requester Email’ field has been added. This field will be automatically filled in with the email
address information from the Activity creator’s NITSM profile. Auto-populated information may be changed as
required.

¢ The ‘Short Description’ field remains the same. However, in CSONS it is no longer necessary to enter asterisked
information at the beginning of the field (for example: ***User Request/Approved**). The Short Description
field is a required field and must have an entry in order to save/send the Activity. It is limited to 254 characters.

9/12/2016 CSONS Primary User Training 21



NASA - Key Field Changes
= AOPNS to CSONS

CAO

L4
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(continued)

The CSONS ‘Activity Type' field has been added. It is used to define the type of Activity that is being created.
Options are: Regular, User Approved, Facilities Maintenance, User Requested, Customer Requested, Customer
Approved, Make Operable, Center Approved, Carrier Maintenance, or Release Request. The CSONS Activity Type
field replaces the need to enter asterisked information at the beginning of the Short Description field.

The CSONS ‘Service Provider’ field replaces the old AOPNS ‘Participating Maintenance Agencies’ field.
Information must be pulled from the field’s associated menu. Multiple Service Providers may be chosen by
making multiple selections (one at a time) from the menu.

The CSONS ‘Loc_Service’ and the ‘Link_ServicelList’ fields replace the old AOPNS ‘Site’, ‘Service ID’ and ‘System
Impact’ fields.

The CSONS ‘Scheduled Start*’ field replaces the old AOPNS ‘Start Date/Time’ field. This is a required field and
must have an entry in order to save/send the Activity.

The CSONS ‘Scheduled End*’ field replaces the old AOPNS ‘Stop Date/Time’ field. This is a required field and
must have an entry in order to save/send the Activity.

The CSONS ‘User Impact” and ‘User Impact Details’ fields replace the old AOPNS ‘User Impact Detail’ field.
Options for the User Impact field are: Yes or No. If ‘Yes’ is selected, the ‘User Impact Details’ becomes a
required field and you cannot save/send the Activity without an entry in the field. The User Impact Details field is
limited to 255 characters.

The CSONS ‘Coordinator’ field replaces the old AOPNS ‘Activity Coordinator’ field. It is used to identify the NICS
staff member responsible for the completion of the Activity.

22



NASA ' ~ Key Field Changes
@ @  AOPNS to CSONS
. (continued)

¢ The CSONS ‘Coordinator Phone’ field replaces the old AOPNS ‘Coordinator Phone No.’ field.

¢ The CSONS ‘Activity Reason’ field replaces the old AOPNS ‘Reason for Activity’ field. It is used to provide a short
and concise description explaining why the Activity is needed. The Activity Reason field is limited to 255
characters.

¢ The CSONS ‘FERS Exempt’ and ‘FER Number’ fields replace the old AOPNS ‘Freeze Exemption Requests’ field.

¢ The old AOPNS ‘Detail Description’ field has been renamed and is now the CSONS ‘Detail’ field. The Detail
field is used to provide detailed information related to the activity. It is unlimited in size.

¢ The CSONS ‘Reject Reason’ field has been added. It is used to record information explaining why the Activity
was rejected or cancelled. The Reject Reason field is limited to 255 characters

¢ The CSONS ‘Freeze Window’ field has been added. It is used as a visual indicator to identify when the Activities
schedule dates fall within a Mission Freeze timeframe. This field is automatically populated when the Activity
is saved/sent.

¢ The CSONS ‘Actual Start’ field has been added. It will be used to indicate the actual date and time that the
Activity began.

¢ The CSONS ‘Actual End’ field has been added. It will be used to indicate the actual date and time that the
Activity was completed.

9/12/2016 CSONS Primary User Training “ “
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NASA ' ~ Key Field Changes
~ AOPNS to CSONS
. (continued)

¢ The CSONS ‘Backout’ field has been added. It will be used to indicate that a scheduled activity was begun, but
not completed. Options are: Yes or No. The default is ‘No’.

¢ The CSONS ‘Backout Time’ field has been added. It will be used to provide the date and time that the Activities
back out was performed.

¢ The CSONS ‘User Approved’ field has been added. An entry in the User Approved field will be required when
the Activity Type* field has been set to “User Approved”. The User Approved field provides the name of the
person that approved the Activity. The name of the approver must be selected from the field’s associated
People Search dialog.

¢ The CSONS ‘Activity Event’ field has been added. Options are: Backout, Rescheduled, Cancelled or Freeze
Window. Entries in this field will be auto-populated based on field entries made in the Backout field, the
Activity Status field and the Freeze Window field. Information in this field cannot be manually changed.

¢ The CSONS ‘FER’ table has been added. The FER table provides a quick reference on the status of a
submitted FER.

¢ The CSONS ‘Mission Freeze tab’ has been added. This tab is for informational use only. It displays the
‘Mission Freeze List’, which is a list of currently scheduled Mission Freeze dates and times. Note: double
clicking on an entry in the Mission Freeze List DOES NOT open the Mission Freeze form.

9/12/2016 CSONS Primary User Training “ “ 24
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= Key Field Changes
~ AOPNS to CSONS
(continued)

¢ The CSONS ‘System tab’ has been added. This tab is for informational use only. It displays information on the
Submitter of the Activity, the date the Activity was created, the last person that modified the Activity, and the
last date/time the Activity was modified. Additionally, the Email Notification Log provides the date/time that
notification on the Activity were processed.

¢ The CSONS ‘Activity Mode’ field has been added. This field identifies whether or not the Activity has been
approved. Options are: Pending or Approved. The default for a newly created Activity is ‘Pending’. The Activity
Mode field will remain in ‘Pending’ until:
e The Activity is manually moved to ‘Approved’
e The Activity has been ‘Cancelled’ or ‘Rejected’
* A period of 5 days has passed. On the 61" day, the Activity will automatically move to the status of
‘Approved’.

¢ The CSONS ‘Company’ field has been added. This field is auto-populated from the Activity creators NITSM
profile. It defines the Company designation associated with the Activity. Options are:
Corporate_IT_COMMSSVC, Mission_IT_COMMSSVC or RUSSIA_IT_COMMSSVC.

¢ The CSONS ‘Master Req ID’ field has been added. When the Activity is created from a Task, this field will auto-
populate with the ID number of the selected Task’s Parent CRQ, INC or WO. Note: The Master Req ID field will
be blank when an Activity is created from the CSONS Console.

¢ The CSONS ‘Created Task ID’ field has been added. When the Activity is created from a Task, this field will
auto-populate with the ID number of the Task used to create the Activity. Note: The Created Task ID field will be
blank when an Activity is created from the CSONS Console.
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Creating an Activity Notice
from a Task
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Opening the Activity Form

- With the CRQ open on your screen, click on the Tasks tab

- From the CRQ'’s Task tab, locate and open the Task that you want to use
to create the Activity (Note: Activities can be created from any ‘open’ task
on the CRQ (an open task is one not in the status of ‘Closed’)

IT Home > CRQDDO0Z3842432
i 1D+ |CH[I]GUU23842432 I ) work Detail =~ Categorization elationships | Nate'System | Detail= = Detailz=?  Details3 | NICS |
Tasks and Task Grou
Coordinator Group®+ CSONS Test Group j ps
Change Coordinatar+ |CSDNS Mission Userl j 5 enfries retumed - 5 entries matched
| Ty e : Sequence ~ Status
Change Locabon |GSFC # Task MSH DATA-Schedule Activity TASD00000022646 4 Staged
\ — _/ ==F Y R O R L L 5 Staged
s ) Task MSN DATA-Implement Senace Hw/ TAS000000022650 & Staged
Sennce+ |Missi|:|n Dedicated Data j al Task MSHN DATA-Network Configuration TASD00000022651 7 Staged
Task Group  Mission Data-Security Audit Activities  TGROOOD0DD0E305 2 Staged
Template+ | 4
Summary” I.ﬂ.dhoc Activity Test - Angela Culley | | =
Notes ’Adhoc Activity Test = Request Type
Yiew | Cancsl - Relate | Relationships
& | i o) ke
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Opening the Activity Form
From a Task

|MSN DATA-Schedule Activity A5000000022646 =

Summany” ‘MSN DATA-Schedule Activity

I
=
[¥1)
=]

2
8
L

Motes ‘

atus
Priority Medium | v | NICS Status Reason -] ues 3842432 Open
General | Requester Categorization = Assignment  ‘\Work Info = Relationships = Dates = Financials = NICS | Admin ‘ CSONS

0 of 0 results Refresh

Save | Print || View Audt Log |

— To create an new Activity, click the ‘New’ button on the right side of the
CSONS table; the Activity form displays
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The Activity Form

Company [Mission_IT_COMMSS\ ﬂ

Master Reg ID |-CFEQ000023934935
Crezting Task ID rmsmmunnzss-w

Activity Mode [Pending Short Desciption®

Detail

-
Activity Status |Sl:heduled j
Activity Type”™ | ﬂ Activity Rezson
Activity Event | j Rejected Reason

Loc_Service”™ ' = @

Link_Servicelist | =

General | Misszion Freeze = System | Sudit |

Requester |M ission CSONS Outage Cre 3 Service Provider | j
Requester Phane |o‘F»‘.‘J‘J Actual Start | E
=]

Requester Email | Actual End |

Coordinator

Coordinator Phone

ElEIRINE

|
|
Scheduled Start” | Backout No ] FER I
Scheduled End* | Backout Time | E
Table has not been loaded Refresh
User Impact | j @E—Eﬂ_
User Impact Detailz = U=er Approved | = @

FER Exempt |Nc|

L]

Freeze Window |No

FER Number |

©

Close
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C | O “{he Activity Header Fields

iCtivity Number and Activity Mode

KI’ he ‘Activity
Number’ field
replaces the old
AOPNS ‘Activity
No.’ field.
Information in this
field is system
generate once the
Activity is saved. It
provides the
NITSM ID number
assigned to the

-]

Activity Mode |F"ending
AN

The ‘Activity Mode’ field is system generated and \
identifies the standing of the Activity. Options are:
Pending or Approved.

Activity. The

Activity ID number The Activity Mode field will remain in ‘Pending’ until:
will begin with o . ,

‘CSA * The Activity is manually ‘Approved

\_

/ * A period of 5 days has passed. On the 6" day,
the Activity will automatically move to the status

of ‘Approved’.
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C | O | L‘The Activity Header Fields

- fctlwty Status and Activity Event

Activity Status |5d"|edulecl
/T he ‘Activity Status’ field w scheduled

Started

defines the current standing of Rejected

the Activity . Options are:
Scheduled, Started, Rejected,
Cancelled or Complete. The
default is ‘Scheduled’. All other
status transitions are done

manually.
k The *Activity Event’ field provides a

quick visual identification that
specific actions have taken place.
Options are: Backout,

e Rescheduled, Cancelled or Freeze
| Actaty Event ~| 77—  Window

Cancelled
Complete
[clear)

This is a system generated field.
Entries in this field are populated
based on field selections in the
Activities the Backout field, the
Activity Status field and the Freeze

QN]dow field. /

B =
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C | O i'?e Activity Header Fields

Activity Type

- N
(A et Al —{ REGULAR
The Actlv!ty Type. field is a USER APPROVED
required field. It is used to FACILITY MAINTENANCE
define the type of Activity that USER REQUESTED
is being created. It replaces CUSTOMER REQUESTED
the need to enter asterisked CUSTOMER APPROVED
) ) e MAKE OPERABLE
information at the beginning CENTER APPROVED
Qf the Short Description field. CARRIER. MAINTENANCE
RELEASE REQUEST
[clear)

Activity Type menu options represent the scheduling guidelines associated
with the Activity. For example, selecting ‘Regular’ indicates that the
Activity requires 5 calendar days advance notice prior to being performed.
‘User Approved’ indicates that the User associated/impacted by the Activity
has been consulted and approves the Activities defined scheduled start
and end dates.(Note: When User Approved is selected, the name of the
user must be entered into the ‘User Approved’ field in the body of the
Activity.) ‘Customer Approved’ indicates that the customer associated with
the Activity was consulted and approves the entered scheduled start and
end dates. ‘Make Operable’ indicates that special provisions apply

\including performing customer scheduling/notification on a best effort /

basis.”
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CAO

9/12/2016

\3

S

- Short Description and Details

= The Activity Header Fields

/The ‘Short Description’ is used to provide a brief description for the Activity. It is
a required field and must have an entry in order to save/send the Activity.

\

The Short Description field is limited to 254 characters. (Note: CSONS no longer

requires the enter of asterisked information at the beginning of the Short

Slnt[ksui:liun‘ﬁ/

\Description field!)

)

Detail |

The ‘Detail’ field replaces the old
AOPNS ‘Detail Description’ field. It
is unlimited in size, and is used to
provide in depth information
related to the Activity.

CSONS Primary User Training




;The Activity Header Fields

’U‘%‘ctivity Reason and Reject Reason

The ‘Activity Reason’ field is used to provide a short and
concise description explaining why the Activity is needed.
The Activity Reason field is limited to 255 characters.

Activity Reason

Fleje-:te-:i Feason

9/12/2016

The ‘Reject Reason’ field is used to record information
explaining why the Activity was rejected or cancelled. The
Reject Reason field is limited to 255 characters.

CSONS Primary User Training
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ChHO =

>

‘The Activity Header Fields

”y, Master Req ID and Created Task ID

/The CSONS ‘Company’ field defines the

with the Activity. Options are:
Corporate_IT_COMMSSVC,
Mission_IT_COMMSSVC or
RUSSIA_IT_COMMSSVC.

This field is auto-populated from the
Activity creators NITSM profile.

\_

NITSM Company designation associated

f Master Req|D  |CRQ000023384385

mhen the Activity is created from a
Task, the ‘Master Req ID’ automatical

Task’s parent CRQ, INC or WO.

Note:

1. The Master Req ID field will be
blank when an Activity is created
from the CSONS Console.

2. You cannot open the parent reque

\ from this field.

ly

displays the ID number of the selected

st

/

9/12/2016

Company |I"J'Iissi|:|n_IT_CDI'-'1MSS‘-.FE - |

Creating Task ID &MDDUDDDEEME-

mhen the Activity is created from a Task, the
‘Created Task ID’ field will auto-populate with
the ID number of the Task used to create the
Activity.

Note:

an Activity is created from the CSONS
Console.
2. You cannot open the Task from this field.

\_

\

1. The Created Task ID field will be blank when

/

CSONS Primary User Training
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NASA © ThelLoc_Services
C | O and Link_ServicesList Fields

3

Activity Number ~ [CSADO0000001585

/ Activity Mode Pending -
The ‘Loc_Services*’
and ‘Link_ServicesList’ .l':'ul:il'.l".-"lt'_l." Status Scheduled -
fields replace the old .. .
AOPNS ‘Affected Aciraly Type i
Sites’ and ‘Affected Akt Euent =
Services'’ fields. They —
are required field’s Loc_Service” = @
and must have an —_—
entry in order to save Link_Seracelist =
or send the Activity. —

Entries in these fields
must be selected from
the field’s associated

Qenu. J
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ClO "‘%..____::.The Loc_Services Field —

/T he ‘Loc_Services*’ field Activity Number rcs,&m:}mnnm ats]
will be used to identify
the type of service that is Actiity Mode Pending -
being impacted by the o e
Activity. Activity Status Scheduled -
In the Mission Actrty Type” b
environment, the ..
selection in the Activity Event =
Loc_Services* field is & Loc Service™ = @
informational only, and —
does not impact the Link_Seracelist =

selection of the
‘audience’ that will
receive the notification.

Loc_Services* entries will
be selected using the
‘Green Action Button’.

It is a required field, and
must have an entry in
order to save or send the
Activity.
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ﬂhe Link_ServicesList \

field will be used identify
the ‘audience’ that will
receive the notification.

Link_ServicesList entries will

be selected using the ‘Green

must have an entry in order

Qsave or send the Activity.

9/12/2016

The Link_Services Field

Actraty Mode
Activity Status
Aciivity Type®
Actraty Event

Actvity Number |c5+&mmmnn1535

Pending

Scheduled

K| KNI B[

Action Button’. \ Loc Service™
It is a required field, and

Link_Seracelist

CSONS Primary User Training




Activity Number
Actihity Mode
Acthaity Status
Actnaty Type”™
Actihity Bvent
Loz Service”

Link_Seracelist

Using the

vices and Link_ Services Fields

000000001585

|F"ending

|Schedule::|

/

CS0On  "_ocation Service Selection

Sel Mission Fnt&mal j

Select Location/Services

14 of 14 results Refresh

l:l Loc_Service
[ Mission Intemal-Cabling

Mizsion Intermal-Closad Circuit Telewvision (CCTY)
Mission Internal-Dedicated Data

9/12/2016

When the Loc_Services ‘Green Action
Button’ is selected, the ‘Select
Location/Services’ selection menu
displays.

-

Miz=zion Intermal-Domain Mame Senice (DNS Entry)
Mission Internal-Launch Video Support
Mission Intermal-Media Recording/Duplication
Mizszion Intermal-MOWVE Keysets

Mission Internal-Routed Data

Mission Internal-Security

Mizzion Intemal-Source Destination Codes
Miz=zion Intermal-Timing

Mission Internal-Video

Mission Intermal-\Voice

Mizssion Intermal-Wide Area Netwaork (WA

Save Cancel




:
Ne

NASA

N\

The Mission

¢t Location/Services Dialog

The Select Location/Services dialog contains two menus.

CS0ONS Location Service Selection

Sel Mission Fnt&mal -

Select Location/Services

14 of 14 results Refresh

I:l Loc_Service

[ Mission Intermal-Cabling

Mission Internal-Closed Circuit Telewvision (CCTV)
Mizsion Internal-Dedicated Data

Miz=ion Internal-Domain Name Service (DNS Entry)
Miz=zion Internal-Launch Video Support

Miz=ion Internal-Media Recording/Duplication
Miz=zion Internal-MOVE Keysets

Miz=zion Internal-Routed Data

Mizszion Intermal-Security

Mizsion Internal-Source Destination Codes
Miz=zion Internal-Timing

Mizsion Internal-Video

Mizsion Internal-Yoice

Mizsion Internal-\wWide frea Mebwork (WAMN)

Save Cancel

/Note: To move\

between the
menus, click the
Sel Mission
dialogs menu
icon, and select
a menu option
(for example,
‘External’ from
the displayed list.

\ /

9/12/2016
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Sel Mission  |[External ﬂ

Select Location/Services

32 of 32 results Refresh

. tmk
] EB36

EB 3
EB 37

EB 38

EB 57
GOES-NP
GOESR
HUBBLE
Link 1000
Link 1001
Link 12345
Link 1600
Link 174
Link 189
Link 188
Link 202
Link 203
Link 221
Link 222
Link 223
Link 224
Link 58
Link 61

Save Cancel

]




The Internal Menu

tifying Impacted Service -

/The ‘Internal’ menu automatically displays when\ Sel Mission ||ntema| -

the Select Location/Services dialog opens. It

provides a list of the available ‘Loc_Services’ Select Location/Services
selections. The available Loc_Services options

are used to identify the type of service that is 14 of 14 results Refresh
being impacted by the Activity. ‘W | Loc_Service

Mizsion Internal-Cabling

Mizsion Intemal-Closed Circuit Television (CCTV)
Miz=zion Intermmal-Dedicated Data

Mizsion Internal-Domain Name Senace (DNS Entry)
Mizsion Intermnal-Launch YVideo Support

Mizsion Intermnal-Media Recording/Duplication
Mizsion Intemal-MONVE Keysets

Miz=zion Internal-Routed Data

Mizsion Intemal-Security

Miz=zion Intermnal-Source Destination Codes
Mizsion Internal-Timing

Miz=zion Internal-Video

Miz=zion Internal-Voice

Mizsion Internal-Wide Area Network (WAN)

The displayed Loc_Services options are

\mganized alphabetically by service. j\k

AEEEEEC NN NN

Save | Cancel

<l N >
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NASA

Sho

ﬁ]e ‘External’ menu contains a list of Mission Inflight \

Projects/Programs and their associated Links. The available
options will be used to identify the ‘audience’ that will receive the

notification.

= Select a ‘Link or EB’ when the Activity affects the availability
of services for all of the Inflight Projects/Programs associated

with the Link or EB.

= Select the name of the ‘Project/Program’ when the Activity

impacts only a specific Project/Program.

\The displayed Link_Services options are organized alphabetically.

9/12/2016
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Sel Mission |E:'o‘.ernal ﬂ

Select Location/Services

32 of 32 results Refresh
u Lk
| EB3 A
EB 36
EB 37
EB 38
EB 57
GOES-NP
GOESR
HUBBLE
Link 1000
Link 1001
Link 12345
Link 1600
Link 174
Link 183
Link 128
Link 202
Link 203
Link 221
Link 222
Link 223
Link 224
Link 58 v
Link 61




NASA

= Selecting Loc_Services

™ — To select a Loc_Service option from the Internal menu, click
Sel Mission  |rtemal || | - | in the white box next to the name of the service. You may
i ) ick one or more options as required to select all of the
Select Location/Services pick PH¢ a -
services that may be impacted by the Activity.
14 of 14 results Refresh
Loc Service Work Detail Categorization Tasks = Relationships Date/System | CSONS

[ | Mission Internal-Cabling Template ' v ||l=
[ ] Mission Internal-Closed Circuit Television (CCTV) s : ;N : . J J @
[] Mission Internal-Dedicated Data [reewion e o [ — |
[ ] Mission Internal-Domain Name Service (DNS Enfry) Outage T :Majod' = ]
[ ] Mission Internal-Launch Video Support [ ype :_fd____...“ —— | [ S—
[] M!ss!nnlntemal-l‘-"lafia Recording/Duplication |Loc_Services™ Mission Intemal-Route Ell@ A T

X - : : — o oy
Mission Intemal-Routed Data L Services =] | 1=}

TMISSI0N INEmal- Securiy Outage Impact (R
[ ] Mission Internal-Source Destination Codes s, : I UpTime
[] Mission Intermal-Timing ary” | i” 8|
[] Mission Internal-Video ' . =
[] Mission Internal-Vaice [Fings Moo | ﬂ
[ ] Mission Internal-\wide Area Network (\WAN) [|ssue Status j
:Clutage Reason : Send

BE g

Note: Do NOT click the ‘Save’ button until you have selected the
applicable options from BOTH the Internal and External menus. Clicking
the Save button before you have made all of your selections will result in
the incorrect posting of data in the Loc_Services and/or Link_Services

9/12/2016

fields.
R = -
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0

Sel Mission

Fero 5]

Select Location/Services

32 of 32 results

- ek |
L

EE 36

EB 36

EB 37
EB38

EB &7
GOES-NP
GOES-R
HUBRIE

Refresh

e

Link 1000

LR Ty
Link 12345
Link 1600
Link 174
Link 189
Link 138
Link 202
Link 203
Link 221
Link 222
Link 223
Link 224
Link 58
Link 61

IO e E]DDDDDD

W

“Selecting Your Link Services

To select a Link_ServiceList option from the External menu,
click in the white box next to item you want to select. You
may pick one or more options as required to select the
correct audience for your Activity notification.

Template |

Notification Type® :NEW
ﬁahr
Mission Intemal-Route _
Link 1000;

{Outage Type

\Loc_Services™

\Link_Services

q |1

Out pact

'Uutage Summary” |

Outage Message |

Issue Status

Outage Reason |

Work Detail Categorization Tasks Relationships Date/System | CSONS

-=l0

TimeReported

| UpTime

L« [ |

Save !|*

Note: Once all required Loc_Services and Link_Services are
selected, click the ‘Save’ button. Your selected options will
populate the Loc_Services and Link_Services fields.

i
(P |

9/12/2016
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NASA

Behind the scenes, the Link options displayed in the Link_Services External menu are related to
an Inflight Project/Program. When you select an EB or ‘Link’ from the menu, NITSM will located
the matching Inflight Project/Program from the IPP behind the scenes form.

Link # Funding Project
Link 90 | UNAR RECON ORBITER
Link 18B | UNAR RECON ORBITER
Link 174 MAVEN
Link 221 VIMS
Link 224 VIS
Link 222 VNS
Link 203 VIS
Link 202 VIMIS
Link 223 MIMIS
Link 80G MIMS
Link 83 FOLAR DYMAMICS OBSERVATORY
Link 61 FOLAR DYMNAMICS OBSERVATORY
Link 89 FOLAR DYNAMICS OBSERVATORY
Link 86 FOLAR DYNAMICS OBSERVATORY
Link 58 FOLAR DYMAMICS OBSERVATORY
Link 70 EOLAR DYNAMICS OBSERVATORY
EB 36 EOLAR DYNAMICS OBSERVATORY
EB 37 FOLAR DYMAMICS OBSERVATORY
EB 38 EOLAR DYNAMICS OBSERVATORY
EB 57 FOLAR DYNAMICS OBSERVATORY
Link 1000 FOLAR DYMNAMICS OBSERVATORY
Link 1001 FOLAR DYNAMICS OBSERVATORY
Link 189 Ewift

9/12/2016

Site A

Goddard Space Flight Center (GSFC)
Second TDRSS Ground Terminal {STGT)
Jet Propulsion Laboratory (JPL)
Second TDRSS Ground Terminal (STGT)
Second TDRSS Ground Terminal (STGT)
Second TDRSS Ground Terminal (STGT)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center (GSFC)
Second TDRSS Ground Terminal (STGT)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center {GSFC)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center (GSFC)
Second TDRSS Ground Terminal (STGT)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center {GSFC)
Goddard Space Flight Center (GSFC)
Goddard Space Flight Center {GSFC)
White Sands Ground Terminal

White Sands Ground Terminal
Goddard Space Flight Center (GSFC)

CSONS Primary User Training

Site B

Universal Space Network

let Propulsion Laboratory (JPL)
University of Colorado (UCOL)
University of Colorado (UCQOL)
University of Colorado (UCOL)
University of Colorado (UCQOL)
Universal Space Network

Universal Space Network

University of Colorado (UCOL)
University of Colorado (UCQOL)
Universal Space Network

Lockheed Martin Solar and Astrophysics Laboratory
University of Colorado (UCQOL)
Lockheed Martin Solar and Astrophysics Laboratory
University of Colorado (UCQOL)
University of Colorado (UCOL)

White Sands Ground Terminal

White Sands Ground Terminal

Second TDRSS Ground Terminal (STGT)
White Sands Ground Terminal
Stanford University

Stanford University

Pennsylvania State University

<l N > W
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CAO

_j\ng the Link _Services Options
~ to Select the Audience
i for the Notification

Once NITSM locates the

Link 1000 MARS Science Lab . G
Link 1001 GOES-R behl_nd the scenes Lmktp
‘Project/Program’ match it
Loc_Services”  |[Mission IntemakSoure = | () will search the CSONS

Subscriber form and locate
and send the notification to
the subscribers who have

registered for the matching

Link_Services |Link 1000:Link 1001;

j Subecrbarip 0000000000020

Emal |timnt|'r'_.f.b.sanders@n 353,00 5 P rOJ eCt/P rog ram
Mobile Email | = )
Daily Report |'T’E:s ﬂ
Site+ |MSFC ﬂ

3 of 3 results Preferences = | Refresh |

=L0000000000003 e AR Jslephops
000000000000104 Mission External MARS SCIENCE LAB (MSL)
Q00000000000501 Mission External GOES-R

Report | SelectAll | DeSelectAll |
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C | O The General Tab

xequester and Coordinator Information

ﬁ]e ‘Requester’,

‘Requester Phone’ and
‘Requester Email’ fields

provide details about the S |B ra ) Soditch
LISSTEr aroara |
person that has L 9

requested the Activity.  / Requester Phone |25'E-.EIE1.EIE'I4

Requester Email |barbam.j.suditc:l'|@nasa.g-::-v =

General | Mission Freeze System | Audit ﬁ.dmin|

These fields are
automatically populated
from the NITSM profile
information of the person

that is creating the : R
Activity. Auto-populated 7C00rdlnatnr |
information may be Coordinator Phone |

\changed as required. /

/The ‘Coordinator’ field is used to identify the NICS
staff member responsible for the completion of the
Activity.

The ‘Coordinator Phone’ field is used to provide
Qontact information for the Activity’s Coordinator. /
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The ‘Scheduled Start*’ and ‘Scheduled
End*” fields provide the anticipated
timing for the Activity.

~—1 Scheduled Start”
Scheduled End® |

B |&

In the Mission environment, time will only display as GMT time if your NITSM profile has already been
setup to display in GMT. If that is not the case, all time fields in the CSONS application will display as
your regular time zone.

= The ‘Scheduled Start*’ and ‘Scheduled End*’ dates should be selected from the field’s associated
calendars

= The “Scheduled Start*’ and ‘Scheduled End*’ dates cannot be in the ‘past’

= The ‘Scheduled Start*’ date must be before the ‘Scheduled End* date

= |f the selected ‘Scheduled Start*’ and ‘Scheduled End*’ dates fall within a Mission Freeze Window,
when you save/send the Activity a warning message will display at the top of your screen, the ‘Activity
Event’ field will display as ‘Freeze Window’, and the ‘Freeze Window’ field will display as ‘Yes’; to avoid
receiving the Mission Freeze Window warning, use the Mission Freeze tab to check your dates against
already scheduled Mission Freezes

= When a new Mission Freeze Window is defined, NITSM will check all open (Pending and Approved)
Activities to determine if their scheduled dates fall within the newly defined window; once a match is
found, the creator of the impacted Activity will receive a NITSM email advising them to review and
possibly change, the scheduled dates for the Activity
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ClO General Tab

%ser Impact and User Impact Details

Yes
The CSONS ‘User Impact” and ‘User :”T |
Impact Details’ fields replace the old j \cicar
AOPNS ‘User Impact Detail’ field. User Impact |

Options for the User Impact field are: Uszer Impact Detailz =
Yes or No. If ‘Yes’ is selected, the ‘User
Impact Details’ field becomes a
required field and you cannot
save/send the Activity without an entry
in the field.

The User Impact Details field is limited
Q255 characters. /
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C General Tab

Service Provider

Service Prowider | - | = | _
™ — | Mission_IT_COMMSSVCM|

Cs0 3

Carrier Mamagement L

Config Mgmt and Doc Support®

\ Engineering -

The CSONS ‘Service Provider’ field replaces the old AOPNS Enterprise Software -

‘Participating Maintenance Agencies’ field. It identifies the groups NICS Property >

. .. . . . r . MICS Service Managers -

that will be participating in the completion of the Activity. Field Operations .

entries must be selected for the menu. Note: groups referenced ! Security -
here are for information purposes only. The listed groups will NOT Service Delivery \esom

automatically receive a copy of the Activity when it is sent. CsR
k j Service Management
/To select multiple entries for this field: \

Step 1: Click the field’s menu icon. A list of Companies displays.

Step 2: From the displayed list, select your Company. A list of the Company’s associated Organizations displays.

Step 3: From the displayed list, select the Organization associated with the Group you want to select. A list of the
Organization’s associated Groups displays.

Step 4: Select the Group that will assist with the Activity. The selected Group populates the Service Provider field.

Step 5: Repeat the above steps until you have selected all of the Groups that will assist with the Activity.

=
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NASA "
& General Tab
‘*,, Actual Start and End Date

Khe CSONS ‘Actual Start’ field has

been added. It will be used to indicate
the actual date and time that the

Activity b .
ctivity began Azl Start o
> —
The CSONS ‘Actual End’ field has been ~_—— | aActual End @
added. It will be used to indicate the

actual date and time that the Activity
ended.

Entries must be selected from the
fields associated calendar, and are
required when the status of the

\itivity is moved to ‘Complete’. /

Note: In the Mission environment, time will only display as GMT time if your NITSM profile has already
been setup to display in GMT. If that is not the case, all time fields in the CSONS application will
display as your regular time zone.

51



The CSONS ‘Backout’ field is used to
indicate that a scheduled activity
began, but not completed. Options are:
Yes or No. The default is ‘No’.

When the ‘Backout field moves to ‘Yes’
the CSONS ‘Backout Time’ field
becomes a required field. It will be
used to provide the date and time that
the back out of the Activity was

Backout
Biachout Time

-4

Mo

Qerformed. /

9/12/2016
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General Tab

SAD00000001607
|F"ending j

Started

USER APFROVED

Actity Mumber

Activity Mode

Activity Status
Acinaty Type™

ﬁCSONS ‘User Approved’ field will be
required when the Activity Type* field has
been set to “User Approved”. The User

Approved field provides the name of the
person that approved the Activity.

To select the name of the approver:
Step 1: Click the ‘Green Action button’
next to the User Approved field.

Step 2: In the ‘People Search’ dialog,
enter the First and Last name of the
person that gave the approval.

Step 3: Click the ‘Search’ button. Step 4:
From the list of results, click to highlight
the approver.

Step 5: Click the ‘Select’ button. The
selected name will populate the User
Approved field.

Note: The First and Last Name will always

User Approved

begin with a capital letter. To locate the
person the entered names much exactly
match information in NITSM

9/12/2016

ser Spproved = @

/

People Search
People Search Criteria

Organization Information

Company+ |F

Organization |

ER(ENEN

Diepartment |

Person Information

Region |
Site Group
Site+

ER[EIEN

First Mame+ |BUH Phone Number+ |
Last Name+ [Fickle Email Address+ |
Full Mame+ | Corporate D= |

Login 1D+ |
Search Clear

1 enfries retumed - 1 entries matched

Bob Pickle 1256 544.0427

=
=

Preferences « | Refresh |

infemet Email Profe S.._ Coporate D —

Russia_IT_COMMS bob. pickle@rus: Enabled

CSONS Primary User Training
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The CSONS ‘FER Exempt’ and ‘FER

N
NS General Tab
.~

ER Exempt and Freeze Window

<

%

Number’ fields replace the old AOPNS ':;es
‘Freeze Exemption Requests’ field. [cTear]
y FER Exempt Mo 7
Freeze \Window M -
TS~ |

The ‘FER Exempt’ field is used to \
indicate that the Activity is exempt from The ‘Freeze Window’ field indicates whether
the Mission Freeze Window policy. or not the Activities scheduled dates fall
Options are: Yes or No. within a Mission Freeze Window. Options

are: Yes or No. The field default is ‘No’, but
Centers that are exempt from the it will be automatically changed to ‘Yes’
Mission Freeze Window policy should when you ‘Save’ the Activity and the
select ‘Yes’ in this field. Selecting ‘Yes’ verification workflow sees that the
will notify NITSM that it should ignore scheduled dates fall within a Mission Freeze
the Scheduled Start* and Scheduled Window. /

End* date workflow related to
kstablished Mission Freeze Windows./
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General Tab
FER Number

/The ‘FER Number’ is the
assigned FER ID Number.

You can use the field’s
‘Green Action Button’ to
request a FER, or to locate
the FER Number for an
existing FER.

\_

9/12/2016

FER Mumber

The field’s ‘Green Action Button’ is
used to request a FER, or to locate the
FER Number for an existing FER.

Note: You may only create a FER
Request once you have saved the
Activity. In order to correctly link the
Activity to the FER, the Activity ID
number is required. The Activity ID
number is assigned once the Activity is
save for the first time.

" /

CSONS Primary User Training
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CACHE ~ Saving and Sending
the Activity

Q, Newseasch Iy Mocfy ol | Searches My Reports

CSONS Activity

e CSADOOOO000008 Cm?pm;.r:

Activity Mode :Fm = | Shoet Description”  Facilites Masnisrancs for Bldg. X2 B Masier Rag ID

Actnaty Status  [Schedhled v | Dessi Esatiery mamtenance for Juniper Aouter m bidg. 72 needs to be " Cieating TaskID
Once the information Activity Type™ FACILTY MAINTENAN » Actiaty Reason |Years Bamery replacamant o Junipes Fouters B
q q. .0 & by Everd [ - A Rassan
in the Activity has o : Whts s =

. Loc_Service™ HEC-Local Area Netacek (L 3 | @
been complete, click E .
. , Link_Servcelist =

the ‘Save’ button on ,

Gereral | Mission Freezs  System  Audil
the top left corner of = :
the Activity form. The
action of clicking the Hasyiesin P o = Service Frovider [T Secukty Team L]
. , : Requesier Phane (256 961 0614 Aetual Seart [
Save’ button will also ;:“"E > = e j

.. uesier Emal B Erasn piy | W | Actual End c
sen'(fj' ou’F the Activity TN e =
notification. Coordinator Phone BSE 5552312 =
' Scheduled Start” 1620161200004 | O] Backout o - FER I

You must have a valid Schedied En 7201 1Z0000AN | O] b | 3
‘posted’ Activity to User kngact e = Hub . - _Rekrech |
request a FER. (i.e. st frmpact Details [No User Impact =] User Approvesd. | " (F) FERDOOOO0000310
the Activity Number FER Exempt fres -
must be displayed in Freaze Window  [No -
the Activity Number FERMumber  [FERDON00000010 Q

Qeld).
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A FER can only be requested from an already saved Activity. Once the Activity has

been saved:

Activity Form

fStep 3: Click the
‘Save’ button.

Your request will
be saved, and
you will be
returned to the
Activity.

FER Number |

@. Step 1: On the Activity form, click the FER }
Number field’s ‘Green Action Button’.
[

H Current mode: New

G, New search Searches

My Reperts cvanc=s <= [ gtan 2: When the FER Request Form
opens, complete the FER Reason field.
This field allows entry of 254

FERID
characters.
FER Reason ?K : —
Freeze ID

FER Request Form

ivity |0

On the Activity form, once the
FER has been requested, the
Activities ‘FER Table’ will display
the FER status and the NITSM
FER tracking number.

\\

FER |
—=7 of 2 re=ylt= @I_
FEROODODOOO0A08 Pending Approval

9/12/2016

Activity Form
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CA® proving the FER

In the Mission environment, FERs follow an automated approval process. Once the FER is
requested a list of required approvers is compiled. The required approver information will
display in the FER Request form and all approvers will received an email notifying them there
is a request to review and approve.

As the approvers give their approval or rejection of the request, the Approver table in the FER
Request Form is updated.

Currently there is no automated method of determining how many approvers need to approve
the FER. Because of this, the requester of the FER needs to review the FER Request Form’s
Approver table and coordinate with Mission management to determine when enough
approvers have been received to consider the FER as approved.

Once the enough approvals have been received, the FER requester will go into the FER
Request Form and move the status of their request to ‘Approved’ and then ‘Save’ the FER
Request Form. Once the status has been moved to approved, they will return to the Activity
and move the FER Exempt field to ‘Yes’, and then Save the Activity. At that time, the assigned
FER ID Number will automatically be populated into the FER Number field.
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To view the list of Approvers for the FER, FER
double-click on the entry in the Activity’s
FER table.

Activity Form

2 of 2 resulis Refresh

FEROD00D0000908 Panding Approval

FERID  |FERDOOODOOOZN Company Mission_IT_COMMSS\T » |  Acsvisy 1D CSADDO000001901

FER Reason | need this because = St Apprenl =
Approvers list. =" '
FER Request Form
) Once enough approvers have approved, move the

Rppro By | status field from ‘Pending Approval’ to ‘Approved’.
3 of 3 resulls Rafrash |
HAPOO00000008601 rellmgt beballngton@inaen goe 256 961 0257 SET2016 3.03:27 PM
HAPOOOO00000E02 Bsodich barbara | sodichiErasa gc 256 961.0614 ARTR016 303:27 PM
NAPOOO000000603 aneshat as.neskl-18nasagov 301,286 0035 S2TRA0NE 30327 PM

Once the FER Request Form has moved to

‘Approved’, return to the Activity form and

change the ‘FER Exempt’ field to ‘Yes’. Then, FER Exempt I\-’es - ]
click the Save l_outton to save the Activity. The Creeze Window NG j Activity Form
FER Number will automatically populate the

FER Number field. FER Number FERO0DD00000310 _| (% |

B =N
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C | O -_ S he Mission Freeze Tab

The CSONS ‘Mission Freeze’ tab displays a list of currently scheduled Mission Freeze dates
and times. The data in this tab is for informational use only. Note: double clicking on an entry
in the Mission Freeze List DOES NOT open the Mission Freeze form.

General | Mission Freeze || System = Audit |

Mission Freeze List
21 of 21 results Refresh
Freeze Name ks i i i i
CSFOO0O0OOD010T Test Freeze 8/1/2016 12:00:00 Al 8/272016 12:00:00 AM  test HFHC Cable F'Iant ~
CSFOOOODDOD0102 B-11 to 8-12 Freeze Test 8/9/2016 12:00:00 Al 8102016 12:00:00 AM  Test again No Yes No
CSFO00000000103 CSOMS Test 7-25 to 7-26 TI25/2016 12:00:00 ¢ 772672016 12:00:00 AM  Testing wall oocur Mo Yes Mo
CSFO000DOD00201 Weekend Freeze 7-16 to 7-18 7/25/2016 11:55:53 F 7/27/2016 12:00:00 AM  Circuit Maintenanc AFRC-\oice Over Intemet Pro Yes Yes Mo
CSFOO0ODDO00203 Russia Test 712172016 12:00:00 £ 7/2272016 12:00:00 AM  Test Russia-Fussia Services; Mo Mo Yes
CSFOD0000000204 7729 to 7130 712972016 12:00:00 ¢ 73072016 12:00:00 AM AFRC-LAN - Local Area Netwe Yes Yes Mo
CSFO000DOMI030T Link no Service 2/9/2016 12:00:00 Al 81172076 12:00:00 AM  test Mo Yes Mo
CSFOD0000000302  Simulation 712172016 12:00:00 ¢ 772272016 12:00:00 AM Mo Yes Mo
CSFOO0ODDON0401 Test for Training Class 8192016 12:00:00 / 8/20:2016 12:00:00 AM  test AFRC-LAN - Local Area Netat Yes fes Ma
CSFO00000000501 Spheres ZR Competition 81272016 6:30:00 Pl 81372016 12:00:00 AM Corporate Enterpnse Senices: Yes Mo Ma
CSFO00000M0502 Delta WAFSPC-0E Launch 81872016 9:01:00 Al 819720716 1:01:00 PM Corporate Enterprize Senices Yes Yes Mo
CSFOD00D0OD0503 MMS FM540 (Formation Maint %/1/2016 7:05:00 AM 9/1/2016 8:25:00 AM Mo Yes Mo
CSFOO00DOO00504 Hubble /3072016 11:00:00 F 1172016 6:00:00 PM  CSONS Test Free Mo Yes Mo
CSFO00000MI0506 Tom Boggs. CSOMS 034 1SS EVA 29 Mo Yes Mo
CSFO000000M0507  Awis Nesbitt CSOMNS 035 9/15/2016 5:00:00 Pl 5152076 9:00:00 PM  Mission Engineert SSC-LAN - Local Area Networ Yes Yes Mo
CSFO000OODD0508 Barb Test of Aviz Error for Scri AFRC-LAN - Local Area Netwe Yes Yes Mo
CSFO00000D00509 Barb Test Again for fwis Ermor AFRC-Cable Plant AFRC-Publ es Yes Mo
CSFO00000M0510 Kema Miller CSONS 036 107172016 3:00:00 Al 10172016 7:00:00 AM  Venfy if Russia Ac Russia-Russia Senaces: Mo Mo Yes (v
CSFO000DOM051T  Kema Miller CSONS 038 5.11 72016 9 DD DE' .C'«I B.-'I .-."20‘16 'I'I DD C{!' PM ARC-LAN - Local Area Networ Yes Yes Mo
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Understanding the

ISsion Freeze Window

CSONS Console

List By
Mew CSONS Activity

Search CSONS Activities 68 of 68 results CSONS Mission Freeze
CSONS Fresze . ' 1 Feezed |
FroczeNome | = Status Ra Freeze Type v
Mission | ~] Bvwareness Start | [=]]
/The Mission Freeze \ ;:::Le ll:i 4) :’::::f“d E
Window is defined by 3 Freeze End | Bl <Q>
specific areas on the -
CSONS Mission Freeze Goncra! | fuinin
form. Freeze Reason ‘ =
When an Activity is .
scheduled, NITSM - I | /=
workflow reviews the oo Serice | = ©
information in the Link_Servicelist | = @
Activity against the
information defined in
the Mission Freeze
form(s). When ALL 3 Subriter | =
selections match, the Create Dt | =
Activity is considered to Last Modifed By | =
fall within the Mission Modified Date | o
Freeze Window.

- ==
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C | O ~ The System Tab

The CSONS ‘System’ tab’ displays the name of the original submitter of the Activity, the date it
was originally created. The ID of the last person that modified the request, and the date that
the last modification was done. The Email notifications tab defines the date/time that the
Activity was sent to it’s associated audience (Subscribers).

General | Mission FleezengYStEH" || Audit |
Submitter  bsoditch = Email Notifications I
Creste Date 71412016 652:21 PM =]
Aszigned To | = 4 of 4 results Qﬁeﬁ&:h
Last Modifed 8y fussiatech =
] , 7142016 6:5221PM  Scheduled Delivered
Modified Date |3118/2016 7:08:11 PM [=]] 7472016 71027 PM  Scheduled Deliversd
iy : 9/18/2016 7.08.00 PM  Scheduled Delivered
Activity Event T
Aciiity Event Time | = 9/12/2016 70811 PM  Scheduled Deliverad
Close
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General  Mission Freeze = System -"-"-Uditl LAdmin |

Audit Entries

:retumed - 5 entries matched ~ Preferencesw |  Refresh |

91972016 11:5 ;Short Descripti bsoditch
Q192016 11:5 ;Activity Status; baoditch
132016 11:5 ;Detail; bsoditch
9192016 11:5 ;FER Number; bsoditch
91972016 11:5 ;FER Exempt; bsoditch

Report Select All DeSelact All

Audt Dato _ Filds Chan... User | Modifed Date

91972016 11:6
9192016 11:

2016 11:5
992016 11:5
992016 11:5

The Audit Entries Field

The Audit Entries field
displays information on
changes that have been
made to the Activity.
Information in the field will be
populated automatically.

9/12/2016
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C | ‘ Opening an Activity

from the Task

/With the Task

open on the (F )] | #[2)v) €} «  [THome > CRO000023924385 > TASDO0000023847
screen, click on

Task
the CSONS tab.
Name" |M5N DATA-DCS Processing = Task 1D ITASﬂﬂﬂGDUUBSd? =

Click on the Sumemary MSHDATA-DCS Frocessing =| e == ~]
m‘ -

CSONS tab. Notes _ | Staged -]
Status Reaszon | j

In the CSO N S Prianty Medium j MICS Status Reason j RequestID |CRQI]I]UU23984585 Open

General | Requester | Categorization | Assignment | Werk Info | Relationships | Dates | Financials | NICS || CSONS

Activity table, click
once to highlight

RvF Refresh
the Activity that et _Reftesh |
L e ——
you want to open, csammoooow% Scheduled B/30/2016 7.00:00 AM  8/30/2016 4:00:00 FM  No
. CS4000000001701  Scheduled 9/24/2016 700:00 AM 9252016 1:00:00FM  No No T
then click the CSAD00000001801_ Started D262016 5.00.00AM 312772016 BOCI0PM_No Mo i

Q/iew’ button. / New ‘

Save | Print | View Audit Log
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- In Conclusion...
CHO =8

Thank you for attending
today’s training.
Your support of CSONS
IS appreciated.
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