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The purpose of this user guide is to walk the user through the steps of adding an approved
operating standard to the OMES IS Process Library. The OMES IS Process Library can be

located online at http://eclipse.omes.ok.gov/. The operating standards are located under
Disciplines < ISD Operating Standards.

Opening Eclipse Composer and Locating the Operating Standards

1. The OMES IS Process Library is maintained and edited with the Eclipse Composer. To
locate the Eclipse Composer, go to the following Network Folder address:
J: Drive < Function < Eclipse < epf-composer-1.5.1.2-win32 < epf-composer

2. In the epf-composer folder, double-click epf.exe.

() » Function » Eclipse » epf-composer-151.2-win32 » epf-composer »

Mame Date modified Type Size

J configuration 10/15/2014 310 PM  File folder

| features 8/14/2012 2:45 PM File folder

| plugins 8/14/2012 2:47 PM File folder
|| .eclipseproduct 8/14,2012 1:46 PM ECLIPSEPRODUCT... 1KE
|| .project 4/24/201312:31 PM PROJECT File 1KBE
= epf.exe 8/14/2012 1:46 PM Application 52 KB
[#F epf.exe - Shortcut 4/24/201212:34 PM Shortcut 1KE

Note: If a security warning window pops up, click the Run button.

Open File - Security Warning <l

We can't verify who created this file. Are you sure you want to
run this file?

@ Mame: ..f-composer-1.5.1.2-win32\epf-composerepf.exe
Type: Application
From: k\Function\Eclipse\epf-composer-1.5.1.2-win32\...

Fun ] [ Cancel

i o | This file is in & location outside your local network. Files from
g locations you don't recognize can ham your PC. Only run this file if
w you trust the location. What 's the risk?
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http://eclipse.omes.ok.gov/

When the Eclipse Composer opens, you will see a Library window in the upper left part
of the screen. Click the arrow in front of ISD to open the dropdown menu. Open the

dropdown menus for Method Content and then Content Packages.

4 - 15D
=i Library &3 glﬁ 4 ¥ =0
== 15D -

=, Method Content
lm Content Packages
B access_management
=, administrative_management
=, anlaysis_and_design
= Application Development

m

4. Under Content Packages, click the ISD_standards dropdown arrow. Then click the
Guidance dropdown arrow. All of ISD’s operating standards, along with their

attachments, are saved under this Guidance folder.

4 = 15D _standards
L5 Roles
- [ Tasks
2 Work Products
4 L@ Guidance
» 011.3a Standards Templa

Adding an Approved Standard

1. After an operating standard has been approved and made 508 compliant, it is ready to be

posted in the OMES IS Process Library, at the following location:
ISD < Method Content < Content Packages < ISD_standards < Guidance
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2. Right-click Guidance and select New. Then click Reusable Asset

reusable asset, which is how you will save the operating standard.

. This will open a new

4 |(@ Guida -
201 Mew ¥ Checklist
J 05, . i
New Methed Plug-in @ | Concept
- 05. » Example
. UASB Edit £ Guideline
J AB Copy mY  Estimation Considerations
J AB Paste 4D Practice
- AB Delete = Report
- Cre - (57 Reusable Asset
» Nef Validate
7 oM & Roadmap
J PN Refresh Supporting Material
+ Security Card Request For @ Template
+ Swim Lane Onboarding C AE_ Term Definition
/ Travel Claim Form
» Week1 Template Too.l Mentor
J Week 2 Tasks Checklist Te i
3. In the new reusable asset screen, enter the name of the operating standard, beginning with

the Standard Number, in the Name field. (i.e. 09.9.9 Updating the ISD Glossary) Then
copy and paste that same name in the Presentation name field.

7 *09.9.9 Updating the ISD Glossary %

Guidance (Reusable Asset): 09 .9 9 Updating the ISD Glossary

w General Information

Provide general information about this reusable asset.

MName: 09.8.9 Updating the I5D Glossary

09.9.9 Updating the ISD Glossa

Reusable Asset

Presentation name:

Type:
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4. It is best to save your work as you progress. The easiest ways to do this are to either go to

the File tab and select Save or to select the Control key and the S key on your keyboard.

E Eclipse Process Framework Compt

Edit Search Configuration
Nm :
Open 3
Cloze Ctrl+W
Close All Ctrl+Shift+W

@ Save Ctrl+5
Save As... Ctrl

[F Saveal Ctrl+Shift+5 or

5. After you have saved the new reusable asset, you are ready to attach the PDF of the

standard. Click the Attach File button.

« General Information
Provide general infermation about this reusable asset.

MName: 09.9.9 Updating the ISD Glossa

Presentation name:  09.9.9 Updating the ISD Glossary

Type: Reusable Asset

Brief description:

Attached
file(s)/URL(s):

| Attach File...| | Attach Url...| | Detach |

6. Select the operating standard you want to attach and click the Open button. After the

standard is attached, save the page again, but leave the reusable asset page open.

'@] 09.9.9 Updating the ISD Glossary.pdf 10/16/2014 10:03 ...

@ Acronyms.docx 9/15/2014 1:55 PM

] CRM Manual.docx 5/9/2014 4:09 PM

] Emergency Operations Plan - O5SF Facilit..  5/1/2014 3:19 PM
ncy.ok.localyc ) .

@ FAQ Template.docx 9/12/2014 8:47 AM
ok-localdata) MW Coae Ccasce Chncd blamle e £12/W14 015 ARA
roklocalhdat = ¢ | UL k

File name: 09.9.9 Updating the ISD Glossary.pdf - ’*-* "l

[ opn ) [ Cona ]
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Adding Tasks and Roles
Each operating standard that is added to the OMES IS Process Library should be related to at

least one task and at least one role. After the operating standard has been attached, it is time to

relate it to tasks and roles.

1. In the Library window, under ISD_standards, you will notice the Tasks. Click the Tasks

dropdown menu.

L={j - ’ISD v] {j-' - @ %
= Library 22 2 | & s~ ¥ 7 0O 09.99 Updating the ISD Glossary 52
=) financial management “ || Guidance {Reusable Asset
= incident_management
=i, information_security_manageme - General Information
=\ 150 _standards Provide general information about this
CA Roles N
ame: '
i Tasks | 09.9.9 Updatin
% Work Products 0 Presentation name: 09.9.9 Updatin
(@ Guidance p Type:
+ 01.1.3a Standards Templa e e
2 051.1aI50 Service or Abp Rrief descrintinn:
2. Right-click Tasks, select New and click Task. This will open a new task.

l Eclipse Process Framework Composer - J\Function\Eclipse\epf-composer-1.5.
File Edit Search Configuration Window Help

mifhg [15D ARG
=i, Library &2 % | &£ & ¥ T 0|3 0999 Updating thel
2 Teet ' .
G [o
g Mew Method Plug-in General Informat
= ovide general infor
O Edit | e
O Copy
O Past resentation name:
- aste -
m Delete
O rief description:
= Validate
O
Refresh ttached
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3. In the new task screen, enter the name of a high-level task, involved with the new
operating standard, in the Name field. (i.e. Updating the Glossary) Then copy and paste

that same name in the Presentation name field. Remember to save your progress.

(7 09.9.9 Updating the ISD Glossary = Updating the Glossary &3

Task: Updating the Glossary

= General Information
Provide general information about this task.

MName: Updating the Glossary
Presentation name: Updating the Glossary
4. At the bottom of the Task window, you will notice that you are currently on the

Description tab and that there are many other tabs associated with the tasks.

Authors:

Description | Steps | Roles | Work Products | Guidance | Categories | Preview

5. Click the Guidance tab. Then click the Add button on the right side of the screen. This
will bring up a new window where you will want to select the operating standard to relate
it to the new task you created.

6. In the window, scroll down to ISD_standards and select the new operating standard. Then

click the OK button. Remember to save.

E Select Dialog: Guidance | ==

Method Element Type: | Guidance -

Mame patterns (matching names will be shown):

Patterns are separated by comma, where *=any string, 7=any character

(7 05.2.2 Service Owner Case Assignment -
(7 05.2.3 Technician Workload Management
(F 05.24 Reporting a Service Outage
(9 08.1.1 Project Management Methodology
(57 08.4.1 Deactivating Non-Active users in the PPM Tool
(7 08.4.2 Reconciling User Licenses in the PPM Tool
(57 08.4.3 Creating a Report of Users by Agency in the PPM Tool
(7 08.44 Requesting PeopleSoft Project IDs
(£ 09.3.1 Standard Desktop Software List
(7 09.3.2 Requesting PC Software Installation
(7 09.9.3 Updating the 15D Glossary
» ABRM Agency Review Sample

m

» ABRM Agency Review Template
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7. Click the Preview tab to the right of the Guidance tab. You will notice that the operating

standard is now related on the Task page.

(7 09.9.9 Updating the ISD Glossary [ Updating the Glossary &3

Reusable Assets + 09.9.9 Updating the |SD Glossary

Note: If you still have the operating standard page open, go to it and click its Preview
page. You will notice that the new task is related on this page.

8. You can create more than one task for an operating standard, if necessary. Just repeat
these steps to create additional tasks as needed.

9. Return to the Task page and click the Roles tab at the bottom of the window.

10.  On the Roles page, you will notice fields for Primary performers and Additional

performers. Click the Add button next to Primary performers.

(57 09.9.9 Updating the ISD Glossary [ Updating the Glossary &3 =
Task: Updating the Glossary

- Roles
Assign the roles to perform this task.

Primary performers:

Remove

Additional performers:

Add...

Remove
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11. Locate the role(s) you want to add to the task and click the OK button. You can also add
additional performers, if necessary, by clicking the Add button to the right of Additional

Performers.
Note: You can select multiple roles by holding the Control key on the keyboard as you

select the desired roles.

(7 09.9.9 Updating the ISD Glossary £2 | = Updating the Glossary &3
Task: Updating the Glossary

- Roles
Assign the roles to perform this task,

Primary performers:

E,i' technical_writer, I50/base_content

12.  Click the Preview tab at the bottom of the Task page. You will notice that now both the

operating standard and the role(s) are now related to the task. Be sure to save.

7 09.9.9 Updating the ISD Glossary [ Updating the Glossary &2

>
Roles Primary Performer;
o Technical Writer
Reusable Assets o 09.9.9 Updating the ISD Glossary
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13. If you are unable to find a role, the following steps will show you how to create a new

role.
a. Inthe Library window, under ISD < Method Content < Content Packages, click

the base_content dropdown arrow.

B Library &3 §|ﬁ:¢¢'v=5

a == 15D -
4 = Method Content
4 |y Content Packages
. By access_management
. B4, administrative_management

m

- =, anlaysis_and_design

- =, Application Development
. B availability_management
. =i, base_content

b. Right-click Roles. Select New and then click Role.

=, Library &3 ¥ | & & 7 T 0| 0999 Updating the I¢
a = 15D -
4 =i, Method Content
4 |z, Content Packages
» By access_management

m

> B administrative_management
> B anlaysis_and_design >
» B Application Development
. B availability_management
4 =i, basze_content

» [C5& Role=
o Tas New
& Wo New Method Plug-in
> (@ Gui
. =4, Busines Edit
y 5-,, c;pacit Copy
’ Elﬂ ¢ an.gs Paste
- B configy
. = Consol Delete eusable Assets
» =i Custon
. =i deployi Validate
- t
M\ event | Refresh

. = facilitie

c. Enter the name of the new role in the Name field. Copy and paste that name in the
Presentation name field. Save the new role.

d. Return to the Roles tab of the new Task. You will notice that the role you just
created is now listed when you click the Add button for either Primary performers

or Additional performers.
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Migrating Standard and Tasks to View Access

Once the operating standard, task(s), and role(s) have been added to the OMES IS Process
Library, they must be migrated to View access. Pages are created in the Eclipse Composer, but

before they can be accessed by a wider audience, they must be migrated to View access.

1. In the Library window, scroll down to the bottom and click the Custom Categories

dropdown arrow. Then click the ALL Views dropdown arrow.

B Library &3 % | =

= resource_management
=i, service_continuity_ranagems
=, service_level_management
=, supplier_management
=i, Testing
=, validation_and_testing

= Standard Categories

[ = Custom Categories
=) ALL Views
=} intreduction
Accessibility_Information
Making Changes
Release_Motes
= roles
= disciplines
=1 work products

= lifecycle
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2. Click the disciplines dropdown arrow. Then click the ISD Operating Standards

dropdown arrow.

= disciplines
4 (|2 I5D Operating Standards
[Z| 00 Table of Contents
|2 01 General Standards
[2| 02 Administrative Standards
[2] 03 Security & Compliance Standards
[2| 04 Relationship Management Standards
|2| 05 Service Managerment Standards
[2| 06 Business Quality Standards
[2| 07 Customer Requests Standards
[2| 08 Program Management Standards
|2 09 Technical Standards
|2 10 Applications Developrment Standards
|2 11 Database Standards
|2| 12 Business Analysis Standards
|2| 13 Enterprise Architecture Standards
|2 Forms

3. Double-click the appropriate numbered discipline under ISD Operating Standards. For
example, if the new operating standard is 09.9.9 Updating the ISD Glossary, you would

want to double-click the 09 Technical Standards discipline.
Note: “Updating the ISD Glossary” is not actually a Technical Standard. The standard
number “09.9.9” was chosen as a generic number to serve as an example for this user
guide.

4. When you open the appropriate discipline (i.e. 09 Technical Standards), click the

Guidance tab.

Click the Add button, select the operating standard, and click the OK button.

Next, click the Tasks tab.

Click the Add button, select the task, and click the OK button.

Once the operating standard and task have been added to the appropriate discipline, click

© N o v

the Preview tab. You will notice all the tasks and reusable assets that have been
associated with that discipline. Be sure to save.

9. Close any open pages, making sure they are saved.
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