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	To:
	NASA HQ IT POCs     
Please review and distribute at your discretion.

	Subject:
	Requesting Above Core Software from the HQ Software Library

	What is Happening:
	The HITSS contract has assumed responsibility for the HQ Software Library.  Effective immediately, a new procedure is in effect for HQ personnel to request above core software.

	What to Expect:
	ITCD and HITSS have worked to create a user-friendly approach to requesting above core software.  Much of the work will be transparent to the requestor. 
Prior to purchasing any above core software, HQ users or their IT POC will open a ticket with the ESD using the new process detailed below. 
The Software Librarian will work closely with the requestor to determine business need, license requirements, and if there is currently an existing available license.  If the customer needs to order software or additional licenses, the HQ Software Librarian will work with the user and their IT POC to facilitate the order.  Once the software has been obtained and is ready to install, the Software Librarian will contact the user to schedule installation.
Additional details are available on the Software Library Web page.

	[bookmark: process]New End-User Request Process
	Procedure for requesting above core software:
1. Submit a ticket with the Enterprise Service Desk (ESD).  The ticket must be submitted with the following information:
- User is from “NASA Headquarters”
- User is requesting “Above Core Software”
2. The Software Librarian will coordinate with the customer to gain the proper approvals, determine availability, and schedule installation.

	Contact:
	Software Library:
· Software Librarian: Tim Brammer
· Hours:  9 a.m. – 3 p.m.
· Phone: 358-1541
· E-mail: hq-software-library@hq.nasa.gov 
· Web: http://itcd.hq.nasa.gov/software-library.html 
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	Contact the Enterprise Service Desk (ESD):
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)
· Web Site (submit ticket online): https://esd.nasa.gov

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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