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PROCESS
· When a user leaves a NASA Code and their telephone is no longer required, the NASA Code IT POC deletes the telephone seat in the Seat Management Business System (SMBS).

· An email is automatically generated and sent to the Help Desk.
Help Desk

· Help Desk Agent opens a Remedy ticket

Remedy Ticket Details  
· Request Type – ODIN

· Type of Service – Service Delivery Order

· Category – Telephone Move/Add/Change

· Seat Code – PH1, PH2, or PH3 

· Service Level – Regular

· Support Group – Telcom

· Number of MVACs – 1

· MVAC reason – M3

· Description text – Enter Excess, the telephone number, and the room number where the telephone is located. 

Telecommunications

Telecommunications technician:

· Collects telephone from designated location

· Goes to appropriate telephone closet (there are three on each floor) and pulls out the telephone jumper (the cable from the WIO box to the NT1 unit)

· Adds the telephone number to the Voicemail (VM) Delete Database 

· Changes the telephone status to spare in the Telephone Records Database

· The telephone is placed in storage (Room 5N60) until it is reused

· The telephone will become available for re-issue 90 days from the date of excess

· Places the ticket in “Complete” status (the user then has 6 working days to close the ticket; after 6 days the ticket will close automatically).

COMMUNICATION REQUIREMENTS

The following personnel/organizations are active participants in this process
NASA Code IT POC

Help Desk Agent

Telecommunications Technician

LIMITATIONS

Applicable limitations on process execution (e.g., downtime)
ASSOCIATED PROCESSES / FORMS / CHECKLISTS

Other requirements for this process

TOOLS

Tools required for execution of this process

Seat Management Business System (SMBS)

Telephone 

Telephone jumper (the cable from the WIO box to the NT1 unit)

Voicemail (VM) Delete Database 

Telephone Records Database

NOTES

This section is provided for additional notes
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