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nssc

NASA Shared Services Center

Cost Center Changes

- In the left pane, click on “My Cost Centers” within the
Asset Management / CVT Section

- Displays the cost centers authorized for the user
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nssc

NASA Shared Services Center

Cost Center Changes
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NASA Shared Services Center

Cost Center Changes — Individual Change

- For an individual | e Lond]

AAT Assets * Gosl Amgredic B Q ! mwaw
Change, SeIeCt Lt tervce 2 'A‘I)MNC«:‘XED“:;;":.P«' )
13 . b} T My Approvals - . Ductmy = = Cost conter | + Original Order Numbtri v Location « Vor
the ASSlgned tO 55 My Assats e fee— Wntel Desitop  Eiad Eosign 214 WO0000050005611 HASA Shated Secnces Canter  Concuns
. & Requested tems N Crgal Orcar s (S-Sest)
column heading @ My Proe — Wt Doy St Bicn 21 WOOMOOSONSE  MASA Shard Sanices Cate Concn
. . Arvet Mansgrmet 2 S-
then r|ght_cl|ck :.:C“cmmmu 5 lemty  Comoas Voo Deskp  MKHAELHOM 214 WO000050005643 NASA Shared Seevicas Canter ot Cor
) My Approvals o lemnl Computar :;-;:f‘ l"m'ﬁco Keith Shackeiford 214 WONN0050005920 HASA Shared Serdces Conter  Concuns
. & My Cost Cont 3
. Then CIICk and W My Cost Conters 3 gty Compter ?;:;ol‘ll)ﬂ-ycpm WO005000587TT NASA Shaced Secvces Canter  Concun
{S-Se.
11 H =
SeleCt ASS|gned 5 lemesy) Computer :;';:.?'m YUTSUANKY 214 WOD00050005876 HASA Shared Sanvces Canter  Concers
t 1] _I_- th “G 3 {emgty). Computer g.nsl:“ll)ositco DANEL RUELAS 214 WO0X005000560 NASA Shared Secnces Center  Concen
O,, drom d € O 5 lamat) Comprtar :;-;:«D'suoo SUSANLEVINE 214 WON0050005606 HASA Shared Sendces Canter  Concuns
t .Seat) '
O rop Own 5 lemd Computar :Zfsl:"l?ctnw DANEL BUBIAS 214 WO0000050005918 MASA Shared Secnces Canter  Concun
menu at the tOp 5 lemst) Computer Wintel Desidop  SUSANLEVINE  21A WODDI0050005657 NASA Shared Senices Ceoter Concun
(S-Sext)
of the screen GUm  Cmmi  Wewowws WINAKL 28 WOWKOOWE 1ASASwerSecacmy Cow
-Se
= {emgty) Computee Wintel Desktop  Kedh Shackaliod 214 WOO0050005600 NASA Shared Senvices Canter  Not Cor
o (S-Seat)
@ lemety] Computer \Z'::l Desktcp  Amnsite Page 214 WODNQ05000585%3 NASA Shared Secaces Center  Not Cor
{S-Sext)
g lemgty) Computer Wintel Desitop  Bead Engign 214 WOO0000050005656 MASA Shared Services Center  Concun
° (S-Seat)
3 {emgty) Compter ::f;w l'l)n'dcc MICHAEL HOM 214 WODN005000560 BASA Shared Services Center  Concun
S-S0
= (emety) Comptsc Wintel Desizcp  DANEL RUELAS 217 WOO0D0050005602 HASA Shared Secdces Cooter  Not Cor
o {S-Sent)
] {empty) Comptec Wintel Desitep  Amnatte Page 214 WODNN0050005897 BASA Shared Secnces Canter  Concunt
{S-Sext)
® {emety) Compter \;';:‘ Desitcp  Kath Shackelord 214 WODN00050005601 HASA Shaced Secices Canter  Concun
(S-Seat)

National Aeronautics and Space Administration 5



nssc

NASA Shared Services Center

Cost Center Changes — Individual Change

- Right-click the “Assigned to” heading and then select “Group by Assigned to”
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NASA Shared Services Center

Cost Center Changes — Individual Change

- Service Now will display assets grouped by individual
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- Select the individual by clicking on their name and the asset details will be
displayed for the individual
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NASA Shared Services Center

Cost Center Changes — Individual Change

- Click NEXT to (not on) the cost center for the first item
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. v Assettag | «+ Model category I * Display name * Assigned 1> | ~ Cost center | ' Original Order Numbet] * Location « Verified status
@ (emgty) Computet Wintel Desktop (S- Patng e '00000050005551 Langley Research Center Concurred
Seat)

g lemety) Computer Wintel Desktop (S- = 00000050006996 NASA Shared Senvices Center Concurred
X Seat)

‘ ® (ampty) Computer Wintel Desktop (S- Patncia Deyede  23C1 WO0000050006997 NASA Sharad Senaces Center Not Concurred
' Seat)

- Holding both "Alt"+"Shift" keys simultaneously while using down arrow to
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NASA Shared Services Center

Cost Center Changes — Individual Change

- Double click with cursor within highlighted area. Click on spyglass next to
Cost Center number that has pre-populated the field. Select the appropriate

cost center for the update and click the green check mark
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- Service Now displays the new cost center for the assigned individual
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NASA Shared Services Center

Cost Center Changes — Mass Change

- For a Mass Change, Select the “Cost Center” column heading then right-click
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Then right-click and select “Group by Cost Center”
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Service Now will display assets grouped by Cost Center — Select Appropriate
Cost Center

RPgl) mocrsonating: SUSAN LEMON [Logout] A & =

AAZEE ASSME v Ooio Contcentar 1w deld
Sl Bervice - ¢ All=filterCostCenter=yes 13 totald Assets
= s I
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= CvT
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- Service Now will display asset details for the selected Cost Center
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AAZ T Assets v Goto Costoemsar =] Q 1 m3ers
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v CvT ‘o (S-Seat)
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Click NEXT to (not on) the cost center for the first item
_

= — o=k
¢ O I T YT [ —_—
[ ;de b_[dn View Flvontes Tools Help 2 7 J
Assels ¥ Gom Costcenter - Q ! w3et3 |
» Al > filterCostCenter=yes > Assigned to = Patnicia Deyerle
v Assettag | «+ Model category | v Display name « Assigned to | ~ Cost center | « Original Order Numborl * Location
@ (emgty) Computet Wintel Desktop (S- Patncia Deyede © 23C1 WOO0000050005551 Concurred '
' Seat) ’
3 {emety). Computer Wintel Desktop (S- Batncia Deyede  23C1 WO0000050006996 NASA Shared Senices Center Concurred
Seat)
+ (empty) Computer Wintel Desktop (S- Patncia Deyede  23C1 WO0000050006997 A IV ( Not Concurred |
Seat)
1 9302 n

. Holdlng both "Alt"+"Shift" keys simultaneously while using down arrow to
highlight the Cost Centers below first Center number selected
l

==
Nlps fnasatet sence-now.com s stdolsysparm foed_quecy=Sisys N *x. 20
|5 file Edk Veew Favoites Took Help j
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NASA Shared Services Center

Cost Center Changes — Mass Change

- Double click with cursor within highlighted area. Click on spyglass next to
Cost Center number that has pre-populated the field. Select the appropriate
cost center for the update and click the green check mark

Pl Imoersonating: SUSAN LEMON ¥ [
Troe ! AAZE AsSets v Goto Costcerser I~ Q 1 w3er3
Selt-Service 2 » All > filterCostCenter=yes > Cost center = 23AH
ey L oal ooty L Gpy e o
5 My Assets .. (emply)  Computer Wintel Deskiop P
® Requested Items © (S-Seat)

g My P & (empl)  Computer Wintel Desitop  Palricia Deverie Q4K

Asset Management 2 o (S-Seat)

e 5 ) Computer Wintel Desidop

& My Cost Center Assets i s

7 My Approvais Astons on suiectes rowa_ 3] UCEEE

& My Cost Centers

- Service Now displays the new cost center for the assigned services
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7 My Approvals Acksns on seestes ves [w] ' wldd
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- For an Equipment Change, Select appropriate Asset Tag

T — T A S
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NASA Shared Services Center

Cost Center Changes — Equipment Change

- System displays the details, Select the Financial tab
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nssc

NASA Shared Services Center

Cost Center Changes — Equipment Change

- In the Cost Center field you can type in the cost center or select the spy glass
and select the appropriate entry
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nssc

NASA Shared Services Center

Cost Center Changes — Equipment Change

- The update is now reflected to the particular asset tag
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Interim Process for Cost Center Maintenance

Current Cost Center assignments may not reflected in Service Now

— Cost Center updates from the November workbooks were updated in Service Now
Dec 10, 2014

— Cost Center updates from the December workbooks will be updated shortly after
completion of the monthly processing

» Centers will be notified when this is completed

— To avoid duplicate efforts continue to use the workbooks for cost center updates
until notified by 13PBO
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Approving Orders in Service Now

Approving Orders will continue in Remedy until ESRS Migration go live

Training for approving orders in Service Now will be conducted prior to go live
currently scheduled for the February timeframe
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