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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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Agenda

 References
 CSONS Overview
 Definitions
 High-level look at What’s New and Different
 Creating an Activity
 Demo



References

 NICS 3000-050 (Activity Creation and Administration) 
 NICS 3000-081 (CNOC – NASCOM Operational Management Policy 
 NISN-SOP-0002 (NISN SOP for Trouble Reporting, Activity 

Scheduling, Mission Freeze, and Major Outage Notification) 
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The Policies, Procedures and Guidelines remain the same…only the tool 
has changed. 
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 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

 It is designed to support the dissemination of technical notifications for:
 Outages associated with CSO Corporate and CSO Mission only
 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

CSONS Overview
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 An ‘Outage’:

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

Definitions

 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.
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 CSONS Access Point
 Permissions
 Activity Access Options

 The CSONS Console
 The Task Form

 Key Field Changes
 Submitting a FER from an Activity
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CSONS Activities
What’s New and Different
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 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)

What’s New and Different
CSONS Access Point

To access CSONS and create, update and send Activities, you will log in to NITSM (Remedy) using your normal 
NITSM login.  SSO will provide login verification, and once you are verified you will be taken directly to the IT 
Home Page Overview Console. 
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 To create, update, send or resend Activity information you must:
• Have ‘ARSS’ permission listed in your NITSM profile
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What’s New and Different
Permissions
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If you are a NICS Support 
Tech, and were able to create 
an Activity in AOPNS you 
already have ARSS 
permission. If you are not a 
NICS Support Tech, or you 
could not previously create an 
Activity in AOPNS you will 
need to request ARSS 
permission by submitting a 
NAMS request.  Please 
contact the NITSM 
Sustainment Team for 
information on submitting your 
ARSS NAMS request.  

To verify your permissions, 
click here to access the 
NITSM Training Portal and 
view the ‘Checking Your 
Assigned Permissions’ Job 
Aide.   

https://nitsm.nasa.gov/training/
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What’s New and Different
Activity Access Options

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

 From the CSONS Console 
 From the ‘CSONS tab’ on the Task (TAS) form
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 The CSONS Console can be used to:
 Create Carrier or Facilities Maintenance Activities - Corporate and Mission only
 All Activities - Russia only
 Search for ‘Pending’ and ‘Scheduled’ Activities
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The CSONS Console
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To access the CSONS Console:
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Accessing 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. 

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

CSONS Primary User Training9/12/2016

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:    
 Items displayed in ‘Red’ text are Activities that are scheduled to take place during a Mission Freeze Window. 
 Items displayed in ‘Green’ text are Pending Approval.  
 Items displayed in ‘Black’ text are Approved. 
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The CSONS Console Table

When the Console 
opens it displays a list 
of all Activities for all 
organizations, that are 
in the ‘Activity Mode’ of 
“Pending.”  

To see Activities 
associated with Russia 
only, select ‘Russia 
Scheduled.'  

Double-click on a 
record, to open the 
Activity.
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The CSONS Console Table

To 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’.
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To create a new CSONS Activity from the CSONS Console:
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CSONS Console Actions
Create a New CSONS Activity 

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

Step 1:  From 
the displayed 
CSONS 
Console, click
on CSONS 
Activities. 

Step 2:  From the 
displayed menu, 
select New CSONS 
Activity. The 
CSONS Activity form 
displays. 

CSONS Primary User Training9/12/2016
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To search for an existing CSONS Activity from the CSONS Console:

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

CSONS Console Actions
Search CSONS Activity 

Step 1:  From 
the displayed 
CSONS 
Console, click
on CSONS 
Activities. 

Step 2:  From the 
displayed menu, 
select Search 
CSONS Activity. 
The CSONS Activity 
form displays. 

CSONS Primary User Training9/12/2016
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Creating an Activity from a Task

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

 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

Creating an Activity from a Task

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

CSONS Primary User Training9/12/2016



Old AOPNS Activity Form New CSONS Activity Form
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What’s New and Different
Updated Activity Form

The Activity form has been updated.  Field labels have been modified, and new 
fields and functionality added. 
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Key Field Changes
AOPNS to CSONS
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♦ 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.
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♦ 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’ field replaces 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. 

Key Field Changes
AOPNS to CSONS

(continued)
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♦ 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. 

Key Field Changes
AOPNS to CSONS

(continued)
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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. 
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♦ 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:

• The Activity is manually moved to ‘Approved’
• The Activity has been ‘Cancelled’ or ‘Rejected’ 
• A period of 5 days has passed.  On the 6th 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.

Key Field Changes
AOPNS to CSONS

(continued)
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Creating an Activity Notice 
from a Task
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With the CRQ open on your screen, click on the Tasks tab

Opening the Activity Form

9/12/2016 CSONS Primary User Training

 From the CRQ’s Task tab, locate and open the Task that you will use to 
create the Activity (Note: any task can be used to create the Activity)
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With the Task open on your screen, click the Task’s CSONS tab

Opening the Activity Form
From a Task
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 To open the Activity form, click the ‘New’ button on the right side of the 
CSONS table; the Activity form displays
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The Activity Form
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The ‘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 
Activity ID number 
will begin with 
‘CSA’.

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

The Activity Mode field will remain in ‘Pending’ until: 
• The Activity is manually ‘Approved’
• The Activity has been ‘Cancelled’ or ‘Rejected’ 
• A period of 5 days has passed.  On the 6th day, 

the Activity will automatically move to the status 
of ‘Approved’. 

CSONS Primary User Training9/12/2016

The Activity Header Fields
Activity Number and Activity Mode
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The ‘Activity Status’ field 
defines the current standing of 
the Activity .  Options are:  
Scheduled, Started, Rejected, 
Cancelled or Complete.  The 
default is ‘Scheduled’. All other 
status transitions are done 
manually. 

The ‘Activity Event’ field provides a 
quick visual identification that 
specific actions have taken place. 

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 
Window field. 

Options are:  Backout, 
Rescheduled, Cancelled or Freeze 
Window.
. 

The Activity Header Fields
Activity Status and Activity Event
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The ‘Activity Type*’ field is a 
required field.  It is used to 
define the type of Activity that is 
being created. It replaces the 
need to enter asterisked 
information at the beginning of 
the Short Description field.

Activity Type menu options represent the scheduling guidelines associated with 
the Activity.   For example, selecting ‘Regular’ indicates that the Activity requires 
10 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.”

The Activity Header Fields
Activity Type
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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 
Description field!)

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.  

The Activity Header Fields
Short Description and Details 
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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.

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. 

The Activity Header Fields
Activity Reason and Reject Reason

CSONS Primary User Training9/12/2016
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The Activity Header Fields
Company, Master Req ID and Created Task ID

CSONS Primary User Training9/12/2016

The CSONS ‘Company’ field defines the 
NITSM Company designation associated 
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.  

When the Activity is created from a 
Task, the ‘Master Req ID’ automatically 
displays the ID number of the selected 
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 request 
from this field. 

When 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:
1. The Created Task ID field will be blank when 

an Activity is created from the CSONS 
Console. 

2. You cannot open the Task from this field. 
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The Loc_Services* field is 
used to identify the type of 
service that is associated 
with the Activity.  It 
replaces the old AOPNS 
‘Site’, ‘Service ID’ and 
‘System Impact’ fields

Entries in the Loc_Services* 
field must be selected from 
the field’s associated menu.  

This is a required field, and 
must have an entry in order to 
save or send the outage.   

The Link_Services* field is for Mission use only. 

The Activity Header Fields
Loc_Services*



Understanding the 
Loc_Services Field

37

Click the ‘Green Action button’ to view 
the available Loc_Services options. The 
‘Select Location/Services’ menu displays.  

The displayed menu is organized 
alphabetically by ‘Location’  (Center’ and 
‘Corporate Enterprise Services’).  Under 
each location there will be a list of 
‘Services’.  The displayed menu options 
match the NAMS Location/Service 
options that CSONS Subscribers select 
to define the notifications they want to 
receive. 

9/12/2016



Selecting Loc-Services Options 
aka – Selecting the Audience

38

Step 1:  Select one or more Services by clicking in the checkbox 
on the left side of the Service Name.  A check mark will appear in 

the checkbox.  Step 2:  Once all required services are selected, 
click the ‘Save’ button.  Your selected options will populate the 

Loc_Services field. 
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Using the Loc_Services Options
to Select the Audience 

for the Notification
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Corporate Activity creators will use the 
Loc_Services* field to define the 
audience that needs to receive the 
created notification.  When the creator 
is ready and 'sends' the notification, 
NITSM will search the CSONS 
Subscriber form and locate and send 
the notification to the subscribers with 
CSONS registrations that match the 
defined locations and services. 

9/12/2016 CSONS Primary User Training

Subscriber form

Activity form



40

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 contact information for the Activity’s 
Coordinator. 

The ‘Requester’, ‘Requester 
Phone’ and ‘Requester 
Email’ fields provide details 
about the person that has 
requested the Activity.

These fields are 
automatically populated 
from the NITSM profile 
information of the person 
that is creating the Activity.  
Auto-populated information 
may be changed as 
required. 

The General Tab
Requester and Coordinator Information 

9/12/2016 CSONS Primary User Training



The General Tab
Scheduled Start* and Scheduled End*
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The ‘Scheduled Start*’ and ‘Scheduled
End*” fields provide the anticipated 
timing for the Activity.    

 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

 If 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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General Tab
User Impact and User Impact Details
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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’ 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 
to 255 characters. 
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General Tab
Service Provider

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. 

9/12/2016 CSONS Primary User Training

The CSONS ‘Service Provider’ field replaces the old  AOPNS 
‘Participating Maintenance Agencies’ field.  It identifies the groups 
that will be participating in the completion of the Activity.   Field 
entries must be selected for the menu.  Note: groups referenced 
here are for information purposes only.  The listed groups will NOT 
automatically receive a copy of the Activity when it is sent. 
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General Tab
Actual Start and End Date

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 
ended.  

Entries must be selected from the 
fields associated calendar, and are 
required when the status of the 
Activity is moved to ‘Complete’. 

Remember:  NITSM calendars have a component of both date and time.  The calendar’s date will default to 
‘today’s date’, while the time component will default to ‘midnight’ (12:00:00 a.m.).  Make sure to review and 
modify both the date and time selection before your close the calendar! 
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General Tab
Backout and Backout Time

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 
performed. 
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General Tab
User Approved
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The CSONS ‘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 
begin with a capital letter.  To locate the 
person the entered names much exactly 
match information in NITSM
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The CSONS ‘FER Exempt’ and ‘FER 
Number’ fields replace the old AOPNS 
‘Freeze Exemption Requests’ field.

General Tab
FER Exempt and Freeze Window

The ‘Freeze Window’ field indicates whether 
or not the Activities scheduled dates fall 
within a Mission Freeze Window.  Options 
are: Yes or No. The field default is ‘No’, but 
it will be automatically changed to ‘Yes’ 
when you ‘Save’ the Activity and the 
verification workflow sees that the 
scheduled dates fall within a Mission Freeze 
Window. 

The ‘FER Exempt’ field is used to 
indicate that the Activity is exempt from 
the Mission Freeze Window policy.  
Options are: Yes or No.

Centers that are exempt from the 
Mission Freeze Window policy should 
select ‘Yes’ in this field.  Selecting ‘Yes’ 
will notify NITSM that it should ignore 
the Scheduled Start* and Scheduled 
End* date workflow related to 
established Mission Freeze Windows.   
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General Tab
FER Number

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. 

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. 
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But…before you request the FER
Saving and Sending

the Activity
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Once the information 
in the Activity has 
been complete, click 
the ‘Save’ button on 
the top left corner of 
the Activity form.  You 
must have a valid 
‘posted’ Activity to 
request a FER. 

Note:  This action will 
both save the 
information and send 
the Activity 
notification.   
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Requesting a FER

A FER can only be requested from an already saved Activity.  Once the Activity has 
been saved:  

509/12/2016 CSONS Primary User Training

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

Step 2:  When the FER Request Form 
opens, complete the FER Reason field.  
This field allows entry of 254 
characters. 

Step 3:  Click the 
‘Save’ button. 

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

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.  Note: The 
FER tracking number is NOT the 
same as the approved FER 
number.  

Activity Form



Approving the FER
For Corporate and Russia, FERs are approved manually outside of the NITSM tool.  Once you 
have received all required approvals, you will need to change the FER status on the Activity to 
‘Approved.'  To change the FER status to Approved:
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Step 1:  On the Activity form, double-
click on the FER entry in the FER table.  
The associated FER request displays. 
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Activity Form

Step 3:  Click the ‘Save’ button. 

Step 2:  In the FER Request Form, use 
the menu, change the ‘Status’ field to 
‘Approved’. 

Step 4:  Click the ‘Close’ button to return to the Activity. When you return to 
the Activity, click the ‘Refresh’ button on the FER table.  The FER entry will 
be updated to indicate that the FER has been approved. 

FER Request Form

Step 5:  In the Activity form, 
change the ‘FER Exempt’ field to 
‘Yes”, then ‘Save’ the Activity.  
The ‘FER Number’ field will be 
auto-populated with the 
assigned FER number.  

Activity Form



The Mission Freeze Tab
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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. 
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Understanding the 
Mission Freeze Window
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The Mission Freeze 
Window is defined by 3 
specific areas on the 
CSONS Mission Freeze 
form.  

When an Activity is 
scheduled, NITSM 
workflow reviews the 
information in the 
Activity against the 
information defined in 
the Mission Freeze 
form(s).   When ALL 3 
selections match, the 
Activity is considered to 
fall within the Mission 
Freeze Window. 

1
2

3



The System Tab
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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). 
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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.  

CSONS Primary User Training9/12/2016



Demo
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Questions, Comments or Concerns 

9/12/2016 CSONS Primary User Training



In Conclusion…

589/12/2016

Thank you for attending 
today’s training.  

Your support of CSONS 
is appreciated. 

CSONS Primary User Training
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BACKUP MATERIAL

• Requesting ARSS Permission

60
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SMi Release 2 ORR
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The COMMGR controls all mission-related trouble calls to the GSFC Operation Center.
Mission-related trouble calls are coordinated with and controlled by the GSFC COMMGR.
The GSFC COMMGR is responsible for determining if there are program/project impacts to mission services or scheduled supports.
Upon identification of a problem such as a Major Outage, the COMMGR is responsible for informing management and the affected
customers through the most appropriate NISN notification system,
either MONS or AOPNS depending on the class of service.



Activity Notice: #33990 GSFC (NONE) MCI TO REMOVE PS19 RECTIFIER FROM MCI OWNED CABINET (BAY-
1014) IN THE GODDARD GATEWAY.

Notice Date: Tue Jan 3 12:10:00 CST 2006
Unless otherwise noted, all dates and times are displayed in Central Time.

An extended Activity list is available at http://msvictor1.msfc.nasa.gov/NISC/activities/activitiesreport.xls
Activity No.: 000000000033990
Create-Date: 01/03/2006 10:19:58
Status: New
Activity Type: NETWORK
Sites: GSFC
Requester: DAVID J. SMITH
Requester Phone No.: 301-286-6199
Start Date/Time: 01/12/2006 23:00:00
Stop Date/Time : 01/13/2006 05:00:00
Service ID: NONE

Short Description: MCI TO REMOVE PS19 RECTIFIER FROM MCI OWNED CABINET (BAY-1014) IN THE GODDARD 
GATEWAY.

User Impact Details: No User Impact

Detailed Description:

1/3/2006 10:19:58 AM smithdj
MCI is performing a power feed replacement to Bays-1817, 1818 & 1819 (MCI equipment) from the existing 
power source in Bay-1017 to the new power source in Bay-1014. Only one side of the power to the 
equipment will be changed at a time. The A-feed will be dropped first from bay 1017 and verified on the new 
power source in Bay 1014 and then the B-feed would be completed. MCI will then remove old rectifiers and 
batteries from Bay-1017. *** New Notification sent to NISC***

System Impact: NONE
Activity Coordinator: DAVID J. SMITH
Coordinator Phone No.: 301-286-6199

Participating Maintenance Agencies: GSFC GTWY, MCI

Reason for Activity: Perform power feed replacement to Bays-1817, 1818 & 1819 (MCI equip).  Current power feed is from Bay-
1017.  New feed will come from Bay-1014.
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http://msvictor1.msfc.nasa.gov/NISC/activities/activitiesreport.xls
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a. Make Operable Activity - Situations that require expedited action be
taken in order to effect restoration of impacted services, or to mitigate a
potential service impacting condition.

a. Network Outage - Unplanned, temporary interruption of service. A
network outage involving core infrastructure equipment/services that
affects a significant customer base, such as isolation of a NASA site, is
considered a Major Outage. An outage to a mission service scheduled
for support is also considered to be a Major Outage. An equipment or
service outage that does not meet criteria necessary to qualify as a Major
Outage is by default a Minor Outage.

9/12/2016 CSONS Primary User Training
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a. No Comment Objection - If a planned activity has been announced and the
affected site(s) does not respond with questions, comments, or concerns within
a 5-day calendar period, the activity will be considered scheduled as
announced.

9/12/2016 CSONS Primary User Training

All changes to the production network having a realistic potential to interrupt 
or impact user services are accomplished through an activity. An activity, by 
definition, is any planned action that may produce a temporary interruption of 
service to a center, program, project, or group of customers.  Actions 
classified as routine activities include, but are not limited to, normal circuit 
installations, system hardware/software upgrades, facility maintenance, 
equipment moves, and change out.  Make operable activities pertain to 
situations that require expedited action be taken in order to effect restoration 
of impacted services, or to mitigate a potential service impacting condition.
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a. Fast and effective communication with affected customers for any questions or
concerns regarding planned outage or reduced service activities.

b. Routine mission activities are scheduled 5 calendar days in advance, while
routine non-mission activities must be scheduled 10 calendar days in advance
unless specifically coordinated with and approved by the affected customer(s).

c. Special provisions apply for make operable activities, including performing
customer scheduling/notification on a best effort basis.

d. If it becomes apparent that an in-progress activity will exceed its scheduled
window, the customers will if possible be notified immediately by e-mail and/or
telephone, and impact considerations and back-out plans will be evaluated. The
time between the scheduled completion time and the time service is actually
restored will be classified as an outage. A TT will be generated to document the
outage.
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This section defines the process for scheduling NISN non-mission activities. The
process consists of the Activity Request, which, unless otherwise coordinated with
the customer, requires 10 calendar-days notification (a 5-day general notice,
followed by a posting for 5 days). The intended goal of scheduling NISN
maintenance activities ten days in advance and publishing the activities to the user
community is to avoid unexpected impacts to end user services thus minimizing
disruption of Agency efforts due to network maintenance. Once a planned activity
has been announced, the affected site(s) have 5 calendar days to respond with
questions, comments or concerns. Refer to Figure 4, Sample Activity Notification
Message. A no response within the 5-day general notice period will be perceived
by NISN as a “no comment/objection” response to the planned activity and the
activity will then be considered scheduled as announced.
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1. Non-Mission Activity Scheduling Rules

The following rules apply to NISN non-mission activity scheduling:

1. Routine activities, such as NISN Service Request (NSR) implementation, Carrier maintenance, and hardware/software
upgrades require 10 calendar days advance notice prior to being performed, unless specifically coordinated with and
approved by the affected customer(s).

2. When outages or diminished services occur in the network or a condition exists which poses a significant potential for
impacting services, make operable activities are allowed to be worked on a real-time or expedited basis, with customer
scheduling/notification performed as a best effort by the NISN Operations Center with primary responsibility.

3. On the day of Space Shuttle launch or landing, the only activities allowed to be scheduled are those in support of expedited
NSRs and TTs.

4. NISN Operations Management or ENMC has the responsibility to disapprove/cancel any activity which they determine might
adversely affect the network.

5. It is the responsibility of the NISN site CSR to notify their customers of any activity schedule that could potentially impact
their service.

6. At the end of the 5-day notification period, the activity is considered scheduled as announced. For submitting objections to a
proposed schedule, refer to Section 8.5, Activity Scheduling Conflicts -Arbitration/Resolution Process.

7. Carrier circuit activities are scheduled with the ENMC. (NOTE: Carriers, at their own discretion, may not always adhere to
the NISN 10-day rule)

8. Non-mission common carrier T-1 and sub-rate data-lines are scheduled by the ENMC or the appropriate NISN GTWY.
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The following rules apply to NISN mission activity scheduling:

1. Routine activities, such as NSR implementation, Carrier maintenance, hardware/software upgrades,
and site power work require a minimum of 5 calendar days advance notice prior to being performed,
unless specifically coordinated with and approved by the affected customer(s).

2. When outages or diminished services occur in the network or a condition exists which poses a
significant potential for impacting services, make operable activities are allowed to be worked on a
real-time or expedited basis with NISN Operations Management or COMMGR approval, and with
customer scheduling/notification performed as a best effort by the NISN Operations Center with
primary responsibility.

3. On the day of an Expendable Launch Vehicle (ELV) or Space Shuttle launch or landing, the only
activities allowed to be scheduled are those that have been approved by the Freeze Exemption
process or in real time by the COMMGR in emergency situations.

4. NISN Operations Management or COMMGR has the responsibility to disapprove/cancel any activity
which they determine might adversely affect the network on the scheduled date of activity.

5. It is the responsibility of NNSG, and the NISN site CSR to notify their customers of any activity
schedule that could potentially impact their service.

6. At the end of the 5-day notification period, the activity is considered scheduled as announced. For
submitting objections to a proposed schedule, refer to Section 8.5, Activity Scheduling Conflicts -
Arbitration/Resolution Process.

7. All carrier circuit activities are scheduled with NNSG, or in real time with the COMMGR. (NOTE:
Carriers, at their own discretion, may not always adhere to the NISN 5 day rule)
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