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About this document

This document describes how to use calendars in Microsoft Outlook public folders to schedule system changes and routine maintenance activities.
Outlook Calendars & Forms
Change Management will be approached using a combination of calendars in Microsoft Outlook public folders and customized forms. Microsoft allows for the customization of forms for special functions. Email and appointments use standard forms. Change Management uses a customized version of an appointment form. The customization allows for additional labelled data items to describe the change. 
Navigation to Change Management Calendar in Microsoft Outlook

The calendar, named “Change Management” can be found in public folders.  Navigation to the public folders and to the Change Management calendar is performed as follows:

If you have not used public folders, in the past, you may not have them displayed in Outlook. To display public folders, at the bottom of the Navigation pane on the left hand side, you will see something similar to this:
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Click the folder icon. You should see Folder List at the bottom of the Navigation pane.
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Expand the Public Folders list by clicking on the + sign.
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To make it easier to find in the future, add the Change Management calendar to your favorites list by right clicking on the calendar name and then selecting “Add to Favorites…”.
Adding / Modifying Change Management Entries

Creating

The easiest method to use to ensure you’re adding an entry to the Change Management calendar (and not your own) is to navigate to the calendar within the public folder, then highlight the time frame for your change and either double click or click on New in the toolbar.  Caution: If you create and use a link in your “My Calendar” list, it will not pick up the correct form.  You should be able to use the link that appears in your “Other Calendars” list.
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The following form will appear.
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Even though this is a calendar entry, do not click on “Invite Attendees.”  Meeting invites only work in personal folders, not public.  This will also change fields behind the scenes and make it impossible for you to save your information.

Fill out the fields as appropriate.  There are several mandatory fields.  An explanation of each field follows in sequence as they appear on the screen:

	Category
	Description
	Requirement

	Short Description
	Title for change. This will appear in the Subject line in the calendar
	Mandatory

	Start Date/Time
	Date and time the change is scheduled to start.  If the date is unknown and the entry is for future changes with undetermined dates, pick a best guess date.  It can be altered later.
	Mandatory

	End Date/Time
	Instead of entering the duration, enter the date and time you expect to be finished barring no exceptional issues arise.  The duration will be calculated.
	Mandatory

	All Day Event
	If the event is to last all day (24 hours) check this box
	

	Category
	Category should be 1 of 3 possibilities:  1) Change, 2) Change: Emergency (use this when we have something we have to do that has not been through Change Management), 3) Maintenance (All routine or semi-routine maintenance activities that have the potential to impact services) If you change the Category after initially setting it, be sure to click on “Clear All Categories” first to clear the field.
	Mandatory

	Services Impacted
	Selected from a list of possible services.  It is preferable that you do not enter the service here.  Switch to the Agencies / Services tab and click on all services impacted.  If the change is location based, ex., circuit or switch down that impacts all services for an office, select “Based on Location” and include details in the Change Description.
	Mandatory

	Product
	This is a specific product associated with a service.  If known, enter.  Product table is still being developed
	

	Will this cause an outage?
	If this change / maintenance activity will cause an outage to services, check this box
	

	If outage required, has customer been notified? Check, if Yes.
	Generally, the Help Desk will be the ones to check this box after a notification is sent.   If the change was negotiated with an agency prior to implementation, the provider group’s change representative may check the box.
	

	# Users Impacted
	Indicate the approximate number of personnel directly impacted by the change.  This would be an estimate of the number of people who could potentially call the Help Desk if the service were unavailable during prime working hours.
	

	Detailed Change Description
	Provide enough detail to support meaningful conversation about the change, its impact, and possible scheduling conflicts.
	Mandatory

	Change Management Notes
	A place where we can enter notes during the Change Management meeting if necessary
	

	Back out Plan
	If the change fails, how will you back it out?
	

	Contacts:
	This interfaces with your Contacts list and allows you to enter contact names of people planning and performing the change.  Before you can add them here, they need to be added to your personal Contacts.
	

	Agencies Impacted
	Selected from a list of possible agencies.  It is preferable that you do not enter the agency name here.  Switch to the Agencies / Services tab and click on all services impacted.  If the change is location based, ex., circuit or switch down that impacts all agencies at a location, select “Based on Location” and include details in the Change Description.
	Mandatory

	Change Completed as Planned?  Check, if Yes
	If the change was completed within the time allotted and there were no severe issues, check Yes.
	

	Change Completed with issues? Check  if yes and explain below
	If the change exceeded the time allotted by more than 20% or went past a hard deadline, check Yes.
	

	Change Results:
	Record issues that were encountered, if any.
	


Undetermined Dates

There are times when an item needs to be listed but the date is not yet determined.  In this case, select a best guess date and change the “Show As:” box to “Tentative”.

 [image: image6.png]B showas:

4 Reminder: Noné





Categorization

Many of the items we discuss or need to at least be aware of are not changes but routine maintenance activities.  Change Management and Maintenance activities can be distinguished by using the Categorize icon when configured properly.  This is a do-it-yourself step because categories are specific to the workstation.  It is possible to type the category code directly into the Category field without using the Categorize icon, but this subjects you to possible typing errors.

Color Code Categories
To customize your categories, perform the following steps:
Click on the Categorize icon while an entry is open, and then click “All Categories” at the bottom of the list and modify the categories using the edit screen that pops up.  Depending on how much you’ve customized categories in the past; your pop-up window will look something like:
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At this point you can customize your own categories. The color is your choice, but for use with the Change Management Entry custom form, you will have to add or rename 3 categories with the following names:

· Change

· Change: Emergency

· Maintenance

Be certain to spell the items as shown above.  Afterwards, your categories should look something like:
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Display of calendars

There will be occasions when it will be useful to review multiple calendars simultaneously.  This is the approach we will use in our Change Management meetings, but it may also be used by individuals wishing to view pending changes simultaneously viewing their own calendar.

It is not possible to view the calendars together when viewing within the Public Folders.  However, it is possible when viewing within your own calendar view.  Click on the calendar that you want to view within the Public Folders.  Click and drag the calendar to your “Other Calendars” folder in the Navigation Pane or add to favorites.  Repeat for each calendar you want to view.  

Once this is done, you can view any of the calendars at any time by selecting them for viewing.  The view will look something like this:
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Overlay Mode

To view any of the calendars in overlay mode, right click the calendar name at the top or in the navigation pane and select “View in Overlay Mode”.  After performing this step, your screen should look something like: 
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Items for the selected calendar will appear normally.  Items for other calendars will appear but will be “dimmed”.

Security

Folder rights are set so that anyone can create, modify, and delete their own items, but only those who regularly represent their functional groups have the ability to modify and delete entries they did not create.

Non-OSF Calendars

For those persons who need to maintain a calendar who do not have an Active Directory account on our network, (currently OK.gov is the one entity requiring this) the solution is relatively simple.  We set up a calendar within Exchange as a resource. Then we can set the calendar up to automatically accept calendar appointments. The person updating simply adds change management items to their own calendar and includes the Outlook contact name for the resource in the meeting notice. This requires the person updating to configure their calendar program to use industry standard “icalendar” entries.

Weekly Operations/Change Management Review

During the weekly change management discussions, we will review each calendar by week.  During the review we will be able to see other planned changes and maintenance items, and will be aware if there is a potential scheduling conflict.  

By changing the view between month, week, and day we will be able to drill down into all planned changes for various groups.  
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