CASMIS User Guide

Organization Library

6. CASMIS Operations Module 

T
he purpose of this section of the Users Guide is to describe the components of the CASMIS Operations Module (OM).  The Operations Module contains the following CASMIS applications: Organization Library, Travel Worksheet, Change Request Explorer, Adhoc Reporting Tool, Suspense Explorer, and Additional Duties Explorer.  The key functionality of this module includes the following:

· The Organization Library was designed to help define, collect, organize, store, retrieve, report, control, and manage program performance effectively and efficiently. 

· The Travel Worksheet 
· The Change Request Explorer
· The Adhoc Reporting Tool 
· The Suspense Explorer helps organizations better manage internal and external Suspenses by allowing them to create, manage, and view personal and organizational suspenses.

· The Additional Duties Explorer 

6.1 Organization Library

Open Organization Library by selecting Operations from the CASMIS Function Bar.  All users will have access to Organization Library.  
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6.1.1 Organization Library Quick Command Icons

The OM Organization Library Work Area contains two Quick Command icons — the Find icon and the Recycle Bin icon.  The Find Quick Command allows you to search for CASMIS Index Cards by file name, date, and attribute value.  The Recycle Bin icon opens the Restore and Purge dialog box from where deleted index cards can be restored or permanently erased.

6.1.1.1 Organization Library Find Icon
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The Find Icon opens the Find Document Index Card dialog box.  It allows you to enter search criteria such as names, attributes, dates, or other criteria to search for a CASMIS Index Card.  Check the Include Archived Index Card to include archived CASMIS Index Cards in your search criteria.  Items that meet the search criteria will be displayed in the Find Document Index Card dialog box.  Open an item by double clicking on it.
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Organization Library Recycle Icon
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Clicking on the Recycle Bin icon opens the OM Organization Library Restore and Purge dialog box.  The Recycle Bin holds all of OM Organization Library deleted CASMIS Index Cards until they are purged.  The purpose of the Recycle Bin is to prevent index cards from being accidentally deleted and allow for restoring previously deleted index cards.  Permanently delete a CASMIS Index Card by selecting it in the Restore and Purge dialog box and click on the Purge button.  Items that have been purged from OM Organization Library cannot be restored.  Restore a CASMIS Index Card by selecting it in the Restore and Purge dialog box and clicking on the Restore button.  Restoring a CASMIS Index Card moves it from the recycle bin to its original folder.
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6.1.2 Selecting Your Program or Project

OM Organization Library allows you to quickly drill down to your important information by limiting chapter views to your program.  Once you have selected your program or project, it will become the OM Organization Library default until you change it.  Selecting a program or project is accomplished from the OM Organization Library Home page. 

6.1.3 Program Drop Down Box

The first time you sign on to OM Organization Library, your organization’s top-level program will be selected.  If you are not directly supporting this level of the organization, you will need to select your program or project.  This is done from the Program Drop Down box found in the OM Organization Library Tree View.  Click on the drop down button to view the organization’s WBS structure and select your program or project.  The Tree View will automatically close after you have made your selection.  OM Organization Library will open this program or project next time you use CASMIS, but you may change the program or project as often as is necessary.  Contact your CASMIS OM Administrator if you are unable to add, edit, or delete CASMIS Index Cards and suspenses or open Organization Library for one of your programs.  Access to index cards and extensions is set at the CASMIS project level to protect your sensitive program documents.
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6.1.3.1 Program Hot List

OM Organization Library will create a Program Hot List for you after you have changed the default top-level program.  The Hot List consists of all of the programs and projects that you have used in the last 90 days.  This allows you to jump between several programs very quickly without having to scroll through the entire WBS structure.  The Hot List will be at the top of your Program Drop Down Box in the OM Organization Library Tree View.

6.1.4 Viewing Your Program Information in OM Organization Library

OM Organization Library serves as a depository for your important program information and simplifies managing, controlling, and retrieving documents and information.  Click on the OM Organization Library Chapter or Sub-chapter where the information you need is stored to generate a list of the selected chapter’s CASMIS Index Cards in the Organization Library Work Area.
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CASMIS Index Cards

OM Organization Library uses CASMIS Index Cards to help you manage the content of its chapters and sub-chapters.  The information found on a CASMIS Index Cards will vary depending on what chapter is selected and what type of document it represents.  Open an index card by double clicking on it in the OM Organization Library Work Area.  A CASMIS Index Card typically contains high-level information such as, who prepared it, the date it was signed, and other crucial program information. 
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Adding a CASMIS Index Card

CASMIS Index Cards help you manage your program or project effectively by creating an easy to use and understand indexing system.  You can create a CASMIS Index Card for any document that is important to you and your project.  Add a new CASMIS Index Card by right clicking on the OM Organization Library Chapter or Sub-chapter where the document should be located and selecting Add Index Card from the drop down menu to open the Organization Library Index Card dialog box.  Complete the Name, Path, Suspenses, and Attribute Values for the CASMIS Index Card.  The Path, Suspense, and Attribute Values are not required to save an index card, however a path is required to link to a program document and not including attribute values limits the index card’s use for other [image: image9.png]FE CASMIS - [Brain Book Home - stefan]
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team members.

6.1.6.1 Creating A CASMIS Index Card Document Link

OM Organization Library lets you create links to the documents that are important to your program or project.  Document links are established when PMM Brain Book’s Index Card are added or edited.  Create a link by opening the appropriate CASMIS Index Card and entering the file location of the document or browse to find the right Path. 

6.1.6.2 Saving a CASMIS Index Card without a Document Path
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OM Organization Library will allow you to save a CASMIS Index Card without entering a Path, however, this means that you will not be able to open the document that the index card references.  CASMIS will warn you that there is no associated document and ask if you wish to save the document anyway.  Select No to return to the Organization Library Index Card dialog box to enter or browse for a path or Yes to save the index card without a document link.  You can return later to complete the card by Editing the CASMIS Index Card. 
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6.1.7  Editing a CASMIS Index Card’s Attribute Value

CASMIS Index Card Attributes allow you to add information about an index card.  Attribute may either be free-text or a drop down box that contains a list of values.  Attribute values are entered in the Edit Attribute Value dialog box.  Open the Edit Attribute Value dialog box by double clicking on any of the Attribute fields in an open index card.  Add or edit comments in the free-test area of the dialog box or select the appropriate Attribute from the drop down list and select OK.
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Archiving a CASMIS Index Card

Archiving CASMIS Index Cards removes them from the Organization Library Work Area and makes navigating easier and reduces screen clutter.  Archiving a CASMIS Index Card does not delete it.  An archived index card is stored in a special Organization Library folder until it is unarchived or deleted.  Archive an index card by right clicking on it in the Organization Library Work Area and selecting Archive from the drop down menu.  

6.1.9 Unarchiving a CASMIS Index Card

Unarchiving a CASMIS Index Cards move it from CASMIS’ archive folder back to its original OM Organization Library Chapter or Sub-chapter.  The Show Archived command will only be available in the Organization Library Toolbar when a chapter or sub-chapter contains an archived index card.  Unarchive an index card by right clicking on it and selecting Unarchive from the drop down menu.

6.1.10 Delete a CASMIS Index Card

[image: image13.png]JE= CASMIS - [Brain Book Home for project F16 Aircraft System - basss] L=100>]
File View BrainBook Help

Sel Senvice

PhiM

oM

CASMIS Selup

Secuit

Brain Book Home for project F16 Aircraft System

Brain Book Document Index Card

[=[ofx]

Nane: [EB001F15 Radar Hod 001

jense Date_[ Show Date.

T Complete I

Type i

|- Suspense.

Pate [E Dccumerts\CASH Text g doc

| oeen

vac [Piizrisss = Showe [Piozirios =]

T~ Complete

Atibutes: Atibute Name

Value.

Doubleccick
onavalie

Name/Dessription

Complete

e << Previous Hext>>

e DateociSiging |
e Nk R
il e R

Powerincrease mode for addiional burn thiough

11 4ug 93
9800416 Rader Mod 001 4A9BAET72
accice

1939 1027199 No

R
& Cone
Fnancisl
Schedue
Pettomance/Techrica
it
AP
) Krown Dbsclescence/Shotge
0 Fisk Divers
) P/ES Techricl Pk Assessment Fies

Logisics
Whatlfe
Minutes of Meetings/ Trips

Reports
Brifings
General Correspondence

Selt Assessmert Checkists _';I
« >

Attribute Value - Complete
[Yes

oK

Cancel

g Start| 2inbo - Microsatt,

Moo (51 Pover.. | BELKPMS Constn | ZZCASMIS -

[i027risss
EEReiD o0p

Z




Deleting a CASMIS Index Card moves it from the current Organization Library Chapter or Sub-chapter to the CASMIS Recycle Bin, from where it may be restored or permanently purged from CASMIS.  Delete a CASMIS Index Card by right clicking on it to and selecting Delete from the drop down menu. 

6.1.11 Editing a CASMIS Index Card

Occasionally it may be necessary to Edit an existing CASMIS Index Card to update a program status, note amendments, or other changes.  Edit a CASMIS Index Card by right clicking on it the Organization Library Work Area and selecting Edit from the drop down menu to open the Organization Library Index Card.  Make the required changes to the Name, Path, Suspense, or Attribute fields and select Save and Close to save changes.

6.1.12 Opening A CASMIS Index Card Document Link
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OM Organization Library will automatically open a document associated with a CASMIS Index Card if your desktop computer has access to the drive where the document is stored and has the software to run the program.  Open a document associated with an index card by opening it and clicking on the Open button to the right of the Path field.















































































Select the CASMIS Index Card in the Work Area and Open the Organization Library Document Index Card dialog Box.  Select Open to the right of the Path field to open the index card’s associated document





Edit Attribute Value Free Text Version





Edit Attribute Value Drop Down Version





Add or edit information as required or select from the drop down list.  Select OK to save the changes





Double click on an attributes name or value to open the Edit Attribute Value dialog box





The Create Document Link dialog box creates a link to your program documents so it can be opened from PMM Brain Book














The path for the document link can be entered manually in the Path field





The Brain Book Document Index Card’s Browse feature helps create document


links





CASMIS Index Cards provide additional information about a document or suspense.  For instance, the standard PMD information includes the Document Number, Name/Description, Date of Signing, and Who Signed  








Suspense Dates and Show Dates can be found on most CASMIS Index Cards 





Add the path name of a document to your CASMIS Index Card by clicking on the Browse button to open the Create Document Link dialog box





Double click on the file to see its CASMIS Index Card 





Select the chapter or sub-chapter where you want to add a new CASMIS Index Card.  Right click in the Work Area and select Add New Card in the drop down menu to open the Organization Library Document Index Card.  Enter the Name, Path, Suspense Information, and Attribute Values for the new index card and select Save and Close.  The Path, Suspense, and Attribute Values are optional





CASMIS Index Card properties are listed in the Work Area





OM Org Library Work Area lists all of the CASMIS Index Card found in the Obsolescence/Shortage Sub-chapter





The Known Obsolescence/Shortage Sub-chapter is located under the Risk Chapter





Chapter and sub-chapters can be expanded or closed by clicking on the +/- sign next to the chapter or sub-chapter’s name





The current program or project is shown at the top of OM Organization Library Tree View Area





Select your program or project by clicking on it.  OM Org Library will close the Program Drop Down Box automatically





Click on the Program Drop Down Box’s drop down button to open your organization’s WBS structure





CASMIS Index cards can be restored or permanently purged from CASMIS





Items that meet search criteria will be displayed in the dialog box.  Open the item by double clicking on it





Enter your search criteria and click on Find.  Include archived documents by checking the Include Archived Index Cards option





The Find icon opens CASMIS’ Find Document Index Cards dialog box





The Work Area lists all of the CASMIS Index Cards for the Chapter or Sub-chapter selected in the Tree View





The Tree View lists the   Organization Library Chapters.  The Tree can be exploded or collapsed by clicking on + or -
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