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Setting Application Preferences

This is the Overview Console.

(The Overview Console shows all of your tickets and tasks, including Incidents and Changes.)
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Setting Application Preferences

1. Click “Application Preferences.”
2. The Application Preferences pop-up window will appear.
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Logout Home
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Setting Application Preferences

Select “All My Groups” for Console View.

Click “Change Management” tab.

Select “Reopen in Current” from the dropdown box for “After New Save.”

Click “Save.”
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Opening Change Management
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Opening Change Management

To open the “Change Management” module from the Overview Console,
select “Other Applications,” then “Change Management.”
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Searching For a Change

1. Click “General Functions.”
2. Click on “Search Change.”
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Searching For a Change

1. Enter the Field you want to search on
2. Click on “Search Change.”

Search| | & New search O New request | Advanced search Clear Set to defaults Status bistary | Home
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Searching For a Change

The change(s) that match your search criteria are returned and you are able
to update the change.
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Creating a Change

1. Click “General Functions.”
2. Click on “New Change.”

B Current mode: Search
Logowt Haome
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Creating a Change

Most items are auto-populated. You can select a template (once standard changes are
made available or fill out

B4 current mode: Hew:
t h e fol IOWi n g . |Save Q, Mews search [ Mew regquest | Advanced search Clear Setto defadtts Stalus history | Home
.
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Note: The Risk Assessment Questions Button to the immediate right of the Risk Level

should NOT be used and the Risk Assessment Questions should NOT be answered.
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Creating a Change

5. Click the “Classification” tab, Select a Product Categorization (dropdowns)

Change |ID™+  |CRO000000000365
Process Flow Status Approval Status
Initiate Rewview £ n Flan & Scheduls Implement Closed Current
Siietes ﬁ_ Womal i ]  Oweral
Change Request Information
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|
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Creating a Change

6. Click the “Assignment” tab, Select a Change Manager, Assignee, and
Implementer (dropdowns)

Change |D*+  |CRO000000000365

Frocess Flow Status
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14



How to Search for Cls

In the “Relationships” tab:

1. Click Down Arrow in the “Request Type” field at bottom of screen

2. Select “Configuration ltem.”
3. Click “Search.”

BMC REMEDY IT SERVICE MANAGEMENT - Change Management

Infrastructure Change

Note: Configuration
Management is not
“live” yet. Untilitis
rolled out,
configuration items
should be described
in verbiage along
with the other info
that is required for
Approval to Go Live.

|+

Change D"+
Process Flow Status Approval Status
P [ — O Pendktean | g Chosed B curen
Authorize : |
‘f. tsma = 7 L
Chanige Reguest Infemmation
T e ] = e = - - - 5
Cngs Tive e - EE. el Mo i I
Sumimany’ Enber Summeny Here W | Sabss Resren * | Npeney” dlow -
Holey | W | Risk Level’ Rk Levedl | w | 'lr.,-‘" Pricety Low = _‘.I"y
 Foquester  Clzsificafon  wWork o | Tasls  Assigneent | Relationzhis | fpprovers M Financisls  Deles | :
Falationalips - I - i
Alemale Dabs Set | _Cear | Show Relsted =

0 endries feburmes - 0 enbries mabched

Relaiiombip Type Request Type Aeques! Summary Slatun Start Dale

B

Exsoule

| stk Actiond
'.-_] Sweech | Cresin | [ |

Software Library Item
iclear] |
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How to Search for Cls

Search for your configuration item based on your source information
(EQUIP-DB, SMS, etc...)
If you cannot find your configuration item, continue
your change leaving the “Cl Type” field blank and contact the Configuration Manager

(Brad Trygar) to have the Cl added.
Note: These search fields are case-sensitive (i.e. Ghost vs. ghost vs. GHOST)

<< bmesoftware Help

Cl Relationships Search

Search Criteria

Search | ImpactUrgency, Status and Location |

Basic Search Product Categorization

CliD Cl Mame | Company'
Tag Mumkber Cl Type | j Tier 1
Setial Mumber Dataset Mame FIMCASSET Tier 2

Clear Tier 3

i

Advanced Search Product Mame+
Advanced Search = Modelfversion
Manufacturer

L

Search Clear &l

Cls

Tahle haz Mot been Loaded Preferences - Refresh

Tag Number Serial Number Product Name

-

Current Recuest D Relationship Type Selected Cl Name
Wiew FRQUUUUUUUUUU?B | ﬂ | Relate | Relate with Unavailability | Cl Relationship Viewer |

Cloze




How to Search for Cls

The dropdown menus are one way to locate your CI.

Cbmesoftware
In the ”C| Type” ClRelationships Search
. . Search Criteria
fl S I dl CI ICk t h e Search | Impact/Urgency, Status and Location |
d OW n a rrow Basic Search Product Categorization
) CliD CI Name | Company | ~|
Tag Mumber Cl Type | ;E Tier 1 | j
. Access Poink H =
(In our example, Sy pesciienst | pHCRASSET vty -]
Cleat || Collsction H | j
we C h ose SVSte m > Advanced Search Docurnent "t | j
Equiprnent H
Computer System.)  |[|fdsneedzeach Loical Entty 1 | -]
Swstem H Admin Comain j
System Component Application
System Service o Application InFrastructureJ Clear

H " ” — Application Systen
Click “Sea rch%( == Cluster

Campuker System
Cls Inventory Location
LP&R.

Mainframe

Table has Mot been Loaded MT Domain - Refresh
Cl Name cliD Tag Number Serial Number Cl Status Printer

Software Server
Wirtual System

[

Currert Reguest ID Relstionship Type Selected Cl Name
Wigsny FR@DDDDDDDDUUTB j | Relate Relate with Linavailability Cl Relationship Yiewer

Close




How to Search for Cls

Once you locate your Cl(s), you must relate it to the Change Record
1. Highlight the appropriate ClI.
2. Click the down arrow to Select the “Relationship Type” from the dropdown

menu. < hmesoftware el
Cl Relationships Search
3' SeIECt the mOSt Search Criteria
1 1 Search | ImpactiUrgency, Status and Location |
a p p ro p rl ate C h O I Ce fO r Basic Sear:lh = Product Categorization

your activity. aw Ciame | Company I

. Y7 ” Tag Number Cl Type anputer System ﬂ Tier 1 ﬂ

4 ¢ Cl I C k R.e I ate * ) Serial Mumber Datazet Mame FIMC ASSET Tier 2 j
A pop-up window will tell Gear Tier 3 -]
. Advanced Search Product Mame+ ’— j

yo u It Wo rked . Advanced Search = Modelersion ’— j
-]

|

5. Save your Ticket. e

| Clear

Search Clear Al

Cls

Showving 1 &0 of 280 Previous  Mext
Showving 1 - 50 of 250 Preferences w Refresh

Tag Humber Serial Number Product Name

APPORA =14806 97011 GTACRET Deployed Fermilak APPORA
AR-MT1 S27196 109208 HFEJ2H1 Deployed Fermilak AR-MT1
AR-ZRY 527195 1089219 3REY4H1 Deployed Fermilak AR-SRYW s
BIGBEIRD S09744 SDDS0 Deployed Fermilak BIGBIRD
BrihiblblSER-CLLIEROD RS SdF Related ta A 2F Dienlmerd Eermilah EChIhIGER ] | IER

Current Reguest ID Uparades | Selectsd Cl Name
Views ERGDDDDDDDDDDTS ?epa'rts :_I EPRORA ‘ Relate with Unavailahilty Cl Relationship Viewer |
mpacks

Close Maowves

Installs

Removes
Changes -
L] I {clear) | »
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Creating a Change

Note that your Status is still “Draft” and that you now have a Change ID number.

B current mode: Hew
| Q New search [) New request | Advanced searc Clear Settodefoulls Siotus

Change ID'+ 0

Process Flow Status

;i

Approval Status

Cl Ssarch
| g, Initigte | Raviem & Plan & Scheduls Imiplamaent Closed Current
Select Operations! £ - e 7]
& Hommal huill| @ Overal
Salact P S L] — |
Change Request Information
Select Template _ i
Change Type' | Change +|  Stats' st ) + | Impact 4-MinoriLocalized v|
View Broadcast i f
= = Summary’ ISummar't Here EJ Status Reason ;] Urgency' 4-Low y
Hhoe st Notes | = Risk Level' RiskLevel2  w | o |  Prioty Low | 23|
Requester | Clsesification  work info  Tasks  Assignment Relsfionships  Approvers  SLM | Financials = Dedes |
Requested By Requested For
Support Company"+ I‘Fcrmilnh B First Mame+ |
First Name* Marcia s |
: r
ienes oo i'a' Change Location Details
Last Hame'+ Meckeribrock PR =g j
Phore Mumber+ B30 540-5417 .
s ek |
Orgarization DS - COMPUTING DIVISION Ste Growp = |
Department [EDOVOCICIOM Sie+ FL - |
Suppart Organization [Cemputing Division v | Adkess -~
Support Group Name i-(.fanrunicutbns and Outreach - mé:::s
_Clear |
Clear |

| _Chse |
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Creating a Change

On the “Work Info” tab, Select a Work Info Type, Enter a Summary and in the details
section, enter all the information needed for Authorization to Build and later all the

information needed for Approval to Go Live.

***All of this information may be put into ONE Work Info Entry

Note: You must SAVE your record
after you update each Work
Info entry, otherwise you
will only change the last
entry you updated!

Change ID*+  [CROO0D000000254
Process Flow Status Approval Status
y  Imitiste Review & Plan & Schedule Implement Closed E Current
'6 J Authorize
Sk Nommal M @  Overall
Change Request Information
Change Type* Change - | Status™ Drraft - Impact* 4-tdinor/Localized -
Summary™ Test Minimum Reguired 5 Statuz Reason - Urgency™ 4-Low -
Motes | E Risk Level™ Rizk Level 1 | = -T:‘:T' | Pricrity Loy - ra'?&
Requester  Classification | wiork Info | Tasks  Assignment  Relationships | Approvers  SLM | Financials  Dates |
Add Work Info Work Info History Sy | - |
‘whork [nfo Type General Information -
| E 1 entries returmed - 1 entries matched Preferences - Refresh
Date Type Summary Fil__! Submit Date
Source - | General Information General Information 3/23/2000 321
Surmany General Information =
Dietails |NEEDED FOR AUTHORIZATION TO BUILD =
File Name File Size Attach Label
Attachment 1 ;I
Aftachment 2
Add |
Locked Mo - Wiew Access
Wi R eport
Save | Pritit | Cloze |




Creating a Change

1. Go to the “Dates” tab and enter your dates and times in the “Requested Start
Date” and “Requested End Date” fields (These are your proposed IMPLEMENATION
dates and times.

2. Click “Save.”

| Reguester Classification Work info = Tasks Assignment Relationships  SLM Dates

Change Dates
Earliest Start Date | @  RFCDate =l
Requested Start Date+ 114302008 12:00:00 AM = Requested End Date+ 2/8/2009 12:00:00 AM =
Scheduled Start Date+ | =] ﬁ & | Scheduled End Date+ I' ENE
Actusl Start Date+ | | & Actual End Date+ [ Ele
Submit Date | [@|  Completed Date | <]
Submitter" marcia =|  InProduction Date+ [ =]
Task Dates
0 entries returned - 0 enlries matched Preferences « Refresh
 Summary  TaskType 'Scheduled Start Date | Scheduled End Date | Actual Start Date | Actual End Date P
=

Save | | GDEE|




Creating a Change

Select “Next stage.”

“Initiate Change” box will pop up if you forgot to fill out a required field.

Verify information and populate any field you haven’t already populated.

B Currert mode: Hew
| Q, Mewe search [ Mew request

Save

BMC REMEDY IT SERVICE MANAGEMENT - Change Management

Infrastructure Change

Advanced searchy Clear  Settodefautts Status history | Home

~ Quick Links

Cl Search

Change ID*+ |

Process Flow Status

1 Review &
Authorize

Initiate 1

&

Change Request Information

Select Operational
Select Product

Select Template

Plan & Schedule Implemerit

‘Wiew Broadcasts S BT DI i Gl *| Impa
. Summary* ﬂ Status Reazon - Urge
Wiewy Calzndar =
m hotes é Risk Level" Rizk Level 1 | - -'E‘:T' | Prioril
Reguester ificati i i i
vl | Clazsification = vvork Info  Tasks | Assignment  Relstionships = SLM | Dates |
Requested By Requested For
Create Other Re sts i |
Support Company*+ Farmilah ﬂ Firat Name+
i %
= i Change Location
Last Hame'+ Teckenbrock Company'+ Fermilat
Phone Mumber+ B30 540-5417 Region
Organization DS - COMPUTING DINISION Site Group
Department Site+ FL
Support Organization (Computing Division j Address
Support Group Mame Communications and Outreach i B::tae\;a‘

Clear

| | Cloze |

¥ http:/ /ar-mtdey.fnal.goy - Change Initiation {ar-sr

<bmesoftware

=10l

From the main screen, select the dropdown in Yellow Brick Road (YBR) next to “Initiate”

]

htkp:jfar-midey, fnal.gov - Change Initiation {ar-sredey. fr

Initiate Change

Erter information in this dialog box to move the change reguest forward.

Reequired Information | Optional Information

Change Classification

Summary*

Change Request Information

Change Type" |Change

Change Timing’' | Normal =
Impact’ |4-MinoriLacalized =
Urgency* |4-LDW = |
Pricrity | =
Risk Level' |Risk Level 1 - | e
Lead Time | |

Save Cancel

| Cone

B
2

A
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Creating a Change

At this point, you are done with the Change. It is now ready for Change Management
authorization.

ﬂ Current mode: Modify
Zave| | Gy Meww search [ Mew reguest | Advanced search Clear Setto defaufts Status history | Home

BMC REMEDY IT SERVICE MANAGEMENT - Change Management Heli:
Infrastructure Change < bmesoftware
R Change ID"+ CRQO00000000037

€l Search Process Flow Status Approval Status

Select Operational Initiate r:":‘ E\;ioe;.lzf Plan & Schedule Implement Closed E Current

Select Product #pproval ~—":--E @ Cveral

view Broadcasts Change Request Information

Change Type* Change - | Status* Reqguest For Change - Impact* 4-tinorLocalized -

Wiy Calendar

Summary* SLImmary é Status Reaszon - |  Urgency* 4-Low =
Motes 5 Risk Level* RiskLevel 2 | w | g b | ey Lawr o[ @?|

Requester | Clazsification | wwork Info | Tasks | Assignmert | Relstionships | &pprovers | SLM Financisls Date&l

» Advanced

» Create Other Requests

Requested By Requested For

» Consoles SRR Fermiiab =] st mames |
First Hame* I‘vlarcia Last Mame+ |
agtEl= b IA Change Location uﬁa“s
Last Hame'+ |Teu:kenhrnc:k Company*+ Fermiah ﬂ
Phone Mumber+ 1 630 840-5417 Ea— j
Organization DS - COMPUITING DINISION Site Group j
Drepartmert COOCIQACOR Site+ FL j
Suppart Organization anputing Divigion j Address =
Support Graup Mame |CDmmunicatiDns and Outreach j E:’;tz«diag,tlgitr;c;s

| ceer |

Clear




Creating a Change E

 What happens next?

— Your change will go to your manager and then to
Change Management for review.

* They may reject the change, asking you for more
information.
 They may approve it as-is.

e They will require someone to represent the change at a
Change Advisory Board (CAB) meeting if it is a Major
Change (Risk Level 5).



Approving the Change

The group leader will Approve/Reject your change by Searching on the Change (see previous
Searching For a Change slides) and the use the Yellow Brick Road to approve or reject the
change. An email should be sent explaining the reason for the rejection.

ekt

Cl Search

Select Dperational
Select Product
View Broadcasts
Wiew Calendar
Broadcast Change
Copy Change
Outage List

Track Effort
Reminders

Email System

FPaging System

Wirws &t | ng

» Advanced

» Create Other Bequests

» Conszoles

Change ID*+

Process Flow Status

|CHE!EIDEIEIEIDDDEIE?1

Approval Status

Initiste Review & ([} FPlan & Schedule ment Clos=d ]  Curent
b | I=- — . "
. Approwve
Change Request Information Reject
Change Type™ Change - | Status™ Cancel For Spproval - Impact™ A4-Minor/Localized -
Summary* Turn off Exchange mailbox b é Status Reazon ?;.lfar) - Urgency* A4-Low -
Motes |F|equest to turn off mailbox b é Risk Level™ |H|sk Leveld - ‘_I.Etzt' | Priority Medium - | 9£ |
Requester | Clazsification  work Info | Tasks | Azsignment  Relationzhips = Approvers  SLM | Financialz  Dates |
Requested By Requested For
Support Company™+ |Fermi|al:u j First Mame+ |
First Hame™ |.J|:|seph Last Marme+ |
kiddle Mame | Change Location D etails
Last Name=+ |S-"'u Company=+ |Fermilab j
FPhone Murber+ |‘I B30 840-5718 Flegion | j
Organization |DS - COMPUTING DIWISION Site Rraup | j
Departrnent |LSE;"ESI!E£‘«SS Site+ |FL j
Support Organization |I:|:um|:uuting Divigion j Address =

Support Group Mame

|Stu:urage Metwork. Services

B atavia, lllinois
United States

Clear
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The Change Manager E

* Your requested change is being considered by
the Change Manager.

For the purposes of this training, we’ll assume
that the Change Manager approved your
Change Request.



Working Your Change

Following Change Manager authorization, the
status will change to “Planning in Progress.”
(You should get notified by email.)

ﬂ Current mocle: Modify

Save| | @ Mewy search [ Mew request | Scvanced search Clear Setio defaults Ststus history | Home

BMC REMEDY IT SERVICE MANAGEMENT - Change Management

Infrastructure Change

~+ Quick Links

Cl Search

Select Operational
Select Product
Select Template

“iew Broadcasts

ey Calenclar

» Create Other Requests

Help

< bmesoftware

Change ID*+ frRaoa0ga000080

Process Flow Status

Initiate

Change Request Information

Rewien & 'h Plan & Schedule .i Implement Cloged
Autharize | o |
Marmal

Approval Status

B Current
B  Cveral

Change Type" Change Status" ( Planning In Progress Z Impact*

Summary* EUMmaEty

Motes

Status Reason - Urgency"

é Risk Level* Risk Level 1 | « "E.Ft' Priority

Reguester | Clagsification  wWork Info | Tasks | Assignmert  Relstionships  Approvers  SLM - Financisls Dates‘

4-MinorLacalized

4-Low

Law - ﬁ

Requested By
Support Company*+
First Hame*

Miciclle Mame

Last Hame'+

Phone kumber+
Organization
Department

Support Organization
Support Group Mame

Requested For

Details

[ cew |

Fermilab j First Mame+
arcia Last Mame+
Ja Changec Location
[Teckenbrock Company'+ Fermilaby
630 840-5417 Reglon
DS - COMPUTING DIVISION Fo G
Ol Site+ FL
ormputing Civision ﬂ Address
ommunications and Outreach j E:;iv;as,tlglgosls

Clear
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Working Your Change

Now you may begin working on your change
(ordering service, writing code, testing, etc.).

Before you can schedule this Change, you
need to update your Change Record with all
the information needed for Approval to Go
Live (Test Results, Install Plan, Backout Plan
etc...)



Working Your Change

Now it’s time to schedule your Change.

Change Scheduled Dates

Follow the YBR by selecting “Next stage.”

Enter the scheduled date to move the change request fonward,

The “Change Scheduled Dates” window will pop up.—>

Scheduled Start D ate+ |1,.-'1 2070 72:00:00 &k E

e bl Scheduled End Date+ (17172010 03:00:00 4M =1

Save | | Gy Mew search [ Mewwrequest | Acdvanced search Clear Sefto defaults Status hish

BMC REMEDY IT SERVICE MANAGEMENT - Change Management Save | Cancel

i m p | e m e ntati O n Infrastructure Change TS
d ateS/ti m eS a n d CI iCk Change ID*+ FRQDDDDUDDDDDQ?

Enter your proposed

Cl Search Process Flow Status Approval Status
V74 ” Select Cperational Initiate ’I:i\;‘iely & Implement Clozed Current
onze
(e} Il
S ave. Select Product - | B
. Mext Stage
Select Template Change Request Information Enter Pending
Wiew Broadcasts Change Type* EI Status* Relate CI gress | Impact 4-MinorLocalized o
E__. | Caniel
. Summary* Summary é Status Reazon - Urgency' 4-Lowe -
Wieww Calencar —_— Help — —
m Motes é Risk Level" (clear} - = 4 | Priority Loy - D&

Th e Stat u S Wi | | ch a nge Requester  Classification | Waork Info | Tasks Assignment  Relstionships | Approvers | SLM  Financislz = Dates |

Add Work Info Work Info History Showy |

-]
o . . » Create Other Requests wWiokk Info Type General Information o |
fr‘o m P I a n n I n I n E 0 ertries returned - O ertries matched Preferences - Refresh
g Lete Type Summary Files Submit Date !

Source hd |

SUmmary

Progress” to “Scheduled a

Hile Name File S1ze Attach Label

I 124 Atachment 1« |
. Aftachment 2

For Approva

add |
Locked {s] - Wiewe Access -
g Report

Note: The status “Scheduled For Review” may show up temporarily, after refreshing your change
record, it will be on “Scheduled for Approval.”
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Working Your Change

Your Change Request will go to your manager for approval and then to the
Change Manager for approval.

The Change Manager will either approve your request, reject your request, ask
for more information, or ask you to go to the CAB for a Major Change.

ﬂ Current mode: Modify
Save | € Mew search [ Mew reguest | Advanced search Clear Setto defaults  Status history | Home

Help

BMC REMEDY IT SERVICE MANAGEMENT - Change Management

<bmesoftware

Infrastructure Change

» Quick Links

Change ID*+ f-Ranaaaaaaaagzg

Cl Search Process Flow Status Approval Status
Select Operational Initiate Rewiew & m Plan & Schedule Implement Closed B Current
Authorize |
- Orerall
Select Product U
Wiew Broadcasts Change Request Informati
‘iew Calendar Change Type" g Status* Scheduled For Approval - Impact* 4-minorLocalized o
m Summary* FEUmmary é Status Reason - Urgency* 4-Lowy -
Motes = | Risk Level* Risk Level 1 = Priarity uﬂ
o - 1%
Requester | Classification | YWorkInfo | Tasks | Assignment Relationships = Approvers  SLM | Financials | Dates
» Create Other Regquestis gl | | gl B £ |
Add Work Info Work Info History Show | - |
0 entries returned - O entries matched Preferences = Refresh
Date E - ;
Type Summary Files Submit Date !
Source - |
Summary =
Details =
File Name File Size Attach Label
Attachment 1 ;I
Aftachmert 2
add |
Locked [{a] - Wiewy Access -
i Report
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Working Your Change

After the Change Manager has approved your request, your ticket will change
to the status of “Scheduled.”

Your work is now scheduled (either for the implementation date/time you
provided or the date/time provided by the Change Manager if there was a
conflict).

ﬂ Current mode: Modify
@, Mew search [ Mew request | Advanced search Clear Setto defaulis  Status history | Home

Help

< bmesoftware

BMC REMEDY IT SERVICE MANAGEMENT - Change Management

Infrastructure Change

~ Quick Links

Change ID*+ cRQ000000000078

Cl Search Process Flow Status Approval Status
Select Operational Initiate Rewview & | m Plan & Schedule | Implement Closed Current
Authorize . J
i Crverall
Select Product h..’io_ma_l._ — o

Vigw Broadoasts Change Request Information

S Pt S Change Type* Chanoe - Status* Scheduled - Impact* 3-Moderate/Limited 5
m Summary* Erter Summary Here é Status Reason | Urgency' 4-Low -
Notes 5 Risk Level* RiskLevel1 | | < |  Priority Low M [fox>

» Create Other Requests

Requester | Classification = vWork Info | Tasks

Aszsignment = Relstionships  Approvers | SLM | Financials Dates|

Requested By Requested For

Support Company'+ Fermilah j First Name+
First Hame" 5t ciz Last Mame+
Ificiclle Mame 8 Change Logation Details
Last Hame*+ Teckenbrock A Fermiab j
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Organization DS - COMPLTING DI%ISI0N Site Group j
Department Site+ FL j
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Support Group Mame Communications and Cutreach j E:;i\;aétlgigosis

[ cex |
Clear

| Print| Closel

31



Completing Your Change

When you begin your Change, open your Change Record, and click “Next

Stage." (This is the only time you will see the Status, “Implementation in Progress.”)

B currert mods: Modify

Save | Gy Mew search [ Mew reguest | Advanced search Clear Sefto defauls Status history | Home

Infrastructure Change

+ Quick Links

Cl zearch

Select Operational
Select Prociuct
“iewy Broadcasts

Wiewy Calendar

BMC REMEDY IT SERVICE MANAGEMENT - Change Management Help
<hmesofiware
Change ID*+ CRAO00DD0000080
Process Flow Status Approval Status
Initiate Review & Plan & Schedule (4 Implement | Closed Current
i & j| @ Owerall
Hormal
Change Request Information
Change Type* Change - | Status* Implementation In Progress « Impact* d-hlinorLocalized -
Summary* [ELmmary é Status Reason hd Urgency* 4-Laow -
Mates é Risk Level" Rizk Level 1« Priarity Lo - | ?& |

¢ Create Other Reque:

Recuester | Classification | Work Info | Tasks

Azsignmert  Relstionzhips  Approvers | SLM | Financials Datesl

Requested By Requested For
Support Company*+ Fermilab j First Mame+ |
First Hame* arcia Last Mame+ |
Middle Mame A, Fane e Detailz
Last Hame"+ |Teckenbr0c:k Company*+ Fermiah ﬂ
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Crganization PS - COMPUTING DIS/ISIOMN Site Group j
Department CDOIOCIOICOM Site+ FL ~|
Support Organization Computing Division j AR =
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Clear

| Print | Cloze |
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Completing Your Change

When you finish your Change, open your Change Record and click “Next
stage.”

Bd Currert mode: Modify
Save | |Gy New search [ Mews regquest | Advanced search Clear Setto defaufts Status history | Home

Hel
BMC REMEDY IT SERVICE MANAGEMENT - Change Management —
Infrastructure Change 1: hl'l'lcsofmare
~ Quick Links Change ID*+ FR@DUUUUUDDDDQ?
Cl Search Process Flow Status Approval Status
Select Operational Initiate Review & Plan & Schedule { ‘_‘ Iriﬂplulemem ) Clozad Current
Futhorize | |
| Pwol Crverall
Select Product Bl roma e
. Mexk Stage
View Brosdcasts Change Request Information Enter Pendings
Wieyy Calanar Change Type* Change - | Status* Implementation In Progress E::‘ntﬂ it 4-MinarLocalize =
m Summary* EUmmary é Status Reason (clelflar) cy' 4-Lowy -
Motes é Risk Level* Risk Level 2 Pricrity Lo - | ?& |
= e
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Completing Your Change

Please fill out the fields using the guidance on the following 3 slides:

,I_’_'.'-' Change Closure {ar-srydey.inal.goy) - Windows Internet Explorer provided by Fermilab

<bmesoftware

Change Closure

Enter information in this dialog bow to complete the change request,

Change Request Information Add Work Info
Status Reazon Final Review Complete j Wark Info Tepe Inztall Resultz - Details -
/2720010 12:00:00 Ak
Change Dates Date 18]
Actual Start Date™+ 1272010120000 PM &E|  Source .
Actual End Date™+ 1/27/201012:06:00 PM [E|  Summary Install Results - Detais =
o Details There were no problenns with the install =
Change Classification —
. = Locked Mo -
Merformance Mating [1 - 5)* [1 =
Wiew Access Internal | =

Sawe | Cancel |




Completing Your Change

Status Reason Field

Select “Final Review Required”

If this is NOT a standard change

Select "Final Review Complete”

If this is a standard change

Select "Additional Coding Required”

If there are known issues that will need to be resolved with a
subsequent change request (this selection overrides the two
previous selections, e.g. does not matter if this is a standard

change or not)

Note: There is a request to change this poorly worded
dropdown field to “Additional Changes Required” or
“Additional Action Required”

Actual Start Date
Fill in actual start date and time

Actual End Date
Fill in actual end date and time
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Completing Your Change

Performance Rating
Select"1” If Successful - No known problems attime of implementation

Select”2” If Successful with issues. Successful with issues means that the change was installed,
issues were detected, and the change was leftin place.

Select”3” If Unsuccessful. Unsuccessful means the change did not resolve the main purpose of
the change. The change was leftin place because backing outthe change was not
desirable.

Select"4” If Backed Out — Backed out means that the change was removed after its installation.

If the change was “Successful with issues”, “Unsuccessful”, or “Backed Out”, you must fill out the Add
Work Info fields.

Work Info Tvpe
Select “Install Results — Details”

Date
Selecttoday's date

Summary
Use default (Install Results — Details)



Completing Your Change

Details
Describe the issues, the reason the change was considered unsuccessful, or the reason it was backed out.

Example 1: The change was successful with issues. The new web screen works as designed, however it
was noted that the word "Advisery” was spelled wrong. A new RFC will be entered to correctthe spelling
of the word “"Advisory”.

Example 2 : The change was unsuccessful. The updated form from Oracle did not resolve the problem
with notbeing able to approve John Smith's timecard from three months ago. The change will remain in
production because any further patches from Oracle will require us to be on the latest revision of the
form and the change did not cause any new problems.

Example 3: The change was backed out. We were unable to bootup the server with the upgraded 0S.
The old 05 was put back in place per our backout plan.




Completing Your Change

You’re almost done.

Now your change needs a Post Implementation Review (PIR).

Only the Change Manager can close the Request for Change (RFC).

B Current made: Modify

Save @y Mew search [ Mew request | Acvanced search Clear Sefto defaults  Status history | Home

BMC REMEDY IT SERVICE MANAGEMENT - Change Management
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» Create Other Requests

Requester | Clagsification | work Info | Tasks

Azsignment  Relationzhips = Approvers | SLM | Financials Dates|

Requested By
Suppert Company'+
First Hame"

Middlle Mame

Last Hame'+

Phaone Mumber+
Organization
Department

Support Organization
Support Group Mame

rermilab

arciz

I

Teckenbrock

B30 340-5417

DS - COMPUTING DIYISION

Computing Division

Communications and Outreach

[ e |

Requested For

j First Mame+

Lazt Mame+

Change Location
Company"+
Region

Site Group

Site+

j Address
-]

Details

Fermilzk

FL

Batavia, llinois
United States

[wf«defe]<]

Clear

Save | Print| Close|

38



