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Introduction

The opportunities for growth in our industry also result in the need for increased support activities and tools.  Included in that category is the task of adding servers to our data center.  This procedure defines the process for acquiring and implementing those servers.

About This Document

This document is structured to lead you through the steps to ensure the organized and efficient implementation of a server in the data center.  Its focus is toward the responsibilities of Infrastructure and Production Application Services (IPAS), including the internal procedures and the direct interfaces with other departments and functions within Spherion.

A high-level overview, in the form of a deployment flowchart, can be reviewed and referenced in Appendix A — Deployment Flowchart (page 1).

There are several departments, organizations, and individuals involved in this procedure.  Therefore, the “playscript” format is used to ensure the continuous flow of the process and information.  It simply presents the name of the ACTOR on the left, and then the ACTION taken on the right.  

Sample

	
	ACTOR 
	ACTION

	
	

	
	

	IPAS
	1. Prepares the service request for implementation.

2. Forwards the service request to DCOSE.

	
	

	DCOSE
	1. Receives the service request from IPAS.

2. Implements.




Definitions

There are terms and acronyms that are used throughout the document, which may or may not be familiar to you.  A glossary of these items is provided below, along with the contact information for the organizations and entities listed.

Reference

If you have any questions or comments regarding this document, please contact the Senior Manager, Systems Services to clarify any process within this procedure and for any concern beyond its scope.

Procedures

Original Request

The specific process that must be followed depends on the requirements and the availability of existing hardware.  The following steps start the process to determine if the server will be a:

· New — New server that must be ordered from a vendor,

· Reuse/In Place — A reusable server that currently resides in the data center, or

· Reuse/In Warehouse — A reusable server that must be requested from the warehouse.

	Requester
	1. Prepare the service request for the implementation of a server in the data center.

2. Forward the service request to IPAS.

	
	

	IPAS
	1. Receive the service request from the requester.

2. Determine which type server will be implemented:

a) If it is a New server, proceed to page 3.

b) If it is Reuse/In Place, proceed to page 6.

c) If it is a Reuse/In Warehouse, proceed to page 8.


New Server Procedures

If it was determined during the initial requesting phase (Original Request, page 2) that a new server must be ordered from a vendor, the following steps will be used to implement the server in the data center.

Request Phase

	IPAS
	1. Prepare the quote for a new server from the vendor, which is usually Dell or IBM.

2. Obtain the appropriate purchasing approval.

3. Forward the quote to Technology Provisioning Center (TPC) and include:

· Server Specifications

· Vendor Information

· General ledger number to which the purchase will be charged

· Project code to which the purchase will be charged

	
	

	TPC
	1. Receives the quote from IPAS.

2. Prepares the purchase order (PO).

3. Orders the server.

4. Forwards a copy of the PO to the Director of Operations and the requestor.

5. Tracks the shipment.

	
	

	Director of Operations
	1. Receives a copy of the PO from TPC.

	
	

	IPAS
	1. Prepare a Change Control Request to obtain an approval date for the implementation of the server in the data center.

2. Attend the Change Management Meeting to discuss the implementation of the server into the Data Center.

	
	

	Change Management
	1. Determine the approval date for the implementation of the server in the data center.

2. Report the approval date to all interested parties.

	
	

	IPAS


	1. Receive the approval date from Change Management.

2. Prepare a Service Request (SR) to request the build of the server in the data center.

3. Forward the SR to the DCOSE (Data Center Operations Systems Engineer).

	
	

	DCOSE
	1. Receive the SR from IPAS.

2. Determine the port & panel information.

3. Prepare an SR to LAN/WAN for the activation of the network connectivity.

4. Forward the SR to LAN/WAN.

NOTE:
Upon receipt of the SR and the port & panel information from the DCOSE, LAN/WAN will perform steps that are outside of the scope of this document, and are considered a part of an “External Process”.


This concludes the initial Request phase for the implementation of a new server in the data center.  The process continues at this point with the Build and Install phase on page 5.

Build and Install

	Mailroom
	1. Take delivery of the new server from the vendor.

2. Notify DCOSE that the server has arrived.

	
	

	DCOSE
	1. Retrieve the server from the mailroom.

2. Place the equipment in the appropriate rack.

3. Notify IPAS that the server is ready for the build process.

	
	

	IPAS
	1. Determine if the server is to be built by the DCOSE or IPAS.

If the server is to be built by IPAS, proceed to step 2.  Otherwise, proceed to the next steps below under DCOSE.

2. Build the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

3. Determine if the application is to be installed by IPAS or another party.

If the application is to be installed by IPAS, proceed with step 4 below.  Otherwise, notify the Requester, at which time the responsibility of the installation becomes that of the Requester. 

NOTE:
If an entity other than IPAS is responsible for the installation, the steps that are performed by that entity are outside of the scope of this document, and are considered part of an “External Process”.
4. Install the application.

5. Inform the Requester and the DCOSE that the application is installed.

	
	

	DCOSE
	1. Build the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

2. Notify IPAS that the server is ready for the installation of the application.  (See step 3 above.)


This concludes the process for implementing a New server in the data center.

Reuse/In Place Server Procedures (Existing Server)

If it was determined during the initial requesting phase (Original Request, page 2) that a server that currently exists in the data center will be used, follow these steps to implement the server in the data center.

Request Phase

	
	

	IPAS
	1. Prepares a Change Control Request to obtain an approval date for the implementation of the server in the data center.

2. Attends the Change Management Meeting.

	
	

	Change Management
	1. Determine the approval date for the implementation of the server in the data center.

2. Report the approval date to all interested parties.

	
	

	IPAS
	1. Receive the approval date from Change Management.

2. Prepare a Service Request (SR) to request that the server be rebuilt in the data center.

3. Forward the SR to the DCOSE (Data Center Operations Systems Engineer).

	
	

	DCOSE


	1. Receive the SR from IPAS.

2. Determine the port & panel information.

3. Forward the port & panel information to IPAS.

	
	

	IPAS
	1. Receive the port & panel information from DCOSE.

2. Prepare an SR to LAN/WAN for the activation of the network connectivity.

3. Forward the SR and port & panel information to LAN/WAN.

NOTE:
Upon receipt of the SR and the port & panel information from IPAS, LAN/WAN will perform steps that are outside of the scope of this document, and are considered a part of an “External Process”.


This concludes the initial Request phase for the implementation of a Reuse/In Place server in the data center.  The process continues at this point with the Build and Install phase on page 7.

Build and Install

	DCOSE
	1. Notify IPAS that the server is ready for the rebuild process.

	
	

	IPAS
	1. Determine if the server is to be rebuilt by the DCOSE or IPAS.

If the server is to be rebuilt by IPAS, proceed to 2 below.  Otherwise, proceed to the next steps below under DCOSE.

2. Rebuild the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

3. Determine if the application is to be installed by IPAS or another party.

If the application is to be installed by IPAS, proceed with step 4.  Otherwise, notify the Requester, at which time the responsibility of the installation becomes that of the Requester. 

NOTE:
If an entity other than IPAS is responsible for the installation, the steps that are performed by that entity are outside of the scope of this document, and are considered part of an “External Process”.

4. Install the application.

5. Inform the Requester and the DCOSE that the application is installed.

	
	

	DCOSE
	1. Rebuild the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

2. Notify IPAS that the server is ready for the installation of the application.  (See step 3 above.)


This concludes the process for implementing a Reuse/In Place server in the data center.

Reuse/In Warehouse Server Procedures

If it was determined during the initial requesting phase (Original Request, page 2) that a server that currently exists in the warehouse will be used, the following steps will be used to implement the server in the data center.

Request Phase

	
	

	IPAS
	1. Prepare and forward the following to Technology Provisioning Center (TPC):

· Server Specifications

· General ledger number to which the acquisition will be charged

· Project code to which the acquisition will be charged

NOTE:
Allow five days for delivery.  If additional equipment is needed, such as drives or memory, additional time may be required for delivery.
2. Request that the Technology Provisioning Center (TPC) pull the server from the warehouse.

3. Prepare a Change Control Request to obtain an approval date for the implementation of the server in the data center.

4. Attends the Change Management Meeting.

	
	

	Change Management
	1. Determine the approval date for the implementation of the server in the data center.

2. Report the approval date to all interested parties.

	
	

	TPC
	1. Pulls the appropriate server from the warehouse.

NOTE:
Allow five days for delivery.  If additional equipment is needed, such as drives or memory, additional time may be required for delivery.
2. Completes the asset transfer.

3. Deliver the equipment.

4. Notify IPAS of delivery.

	
	

	IPAS
	1. Receives the approval date from Change Management.

2. Prepare a Service Request (SR) to request the rebuild of the server in the data center.

3. Forward the SR to the DCOSE (Data Center Operations Systems Engineer).

	
	

	DCOSE


	1. Receive the SR from IPAS.

2. Determine the port & panel information.

3. Forward the port & panel information to IPAS.

	
	

	IPAS
	1. Receive the port & panel information from DCOSE.

2. Prepare an SR to LAN/WAN for the activation of the network connectivity.

3. Forward the SR and port & panel information to LAN/WAN.

NOTE:
Upon receipt of the SR and the port & panel information from IPAS, LAN/WAN will perform steps that are outside of the scope of this document, and are considered a part of an “External Process”.


This concludes the initial Request phase for the implementation of a Reuse/In Warehouse server in the data center.  The process continues at this point with the Build and Install phase on page 10.

Build and Install

	Mailroom
	1. Take delivery of the Reuse/In Warehouse server from the warehouse.

2. Notify DCOSE that the server has arrived.

	
	

	DCOSE
	1. Retrieve the server from the mailroom.

2. Place the equipment in the appropriate rack.

3. Notify IPAS that the server is ready for the rebuild process.

	
	

	IPAS
	1. Determine if the server is to be rebuilt by the DCOSE or IPAS.

If the server is to be rebuilt by IPAS, proceed to step 2 below.  Otherwise, proceed to the next steps below under DCOSE.

2. Rebuild the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

3. Determine if the application is to be installed by IPAS or another party.

If the application is to be installed by IPAS, proceed with 4 below.  Otherwise, notify the Requester, at which time the responsibility of the installation becomes that of the Requester. 

NOTE:
If an entity other than IPAS is responsible for the installation, the steps that are performed by that entity are outside of the scope of this document, and are considered part of an “External Process”.
4. Install the application.

5. Inform the Requester and the DCOSE that the application is installed.

	
	

	DCOSE
	1. Rebuild the server. (Click here for the build procedures, or see DOCUMENT LOCATION on page i.)

2. Notify IPAS that the server is ready for the installation of the application.  (See step 3 above.)


This concludes the process for implementing a Reuse/In Warehouse server in the data center.

Appendix A — Deployment Flowchart
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Appendix B — Glossary

The following are terms and acronyms that are used throughout this procedure.  Also included is the contact information for the organizations and entities listed.

	Change Management
	E-Mail:
DL CSC-ITS-Change Management

	DCOSE 
	Data Center Operations Systems Engineer
E-Mail:
DL CSC-ITS-Data Center Operations

	IPAS 
	Infrastructure and Production Application Services

E-Mail:
DL CSC-ITS-Infrastructure and Production Application Services

	LAN/WAN 
	Local Are Network / Wide Area Network

E-Mail:
DL CSC-ITS-Data Networks

	Requester
	The individual or department that submits the original request for a server.

	Security
	E-Mail:
DL CSC-ITS-Information Security

	SR
	Service Request

	System Services
	E-Mail:
DL CSC-ITS-System Services

	TPC 
	Technology Provisioning Center

E-Mail:
DL CSC-ITS-Technology Provisioning Center
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