PIR-06 OPERATIONS SUPPORT WEBPAGE


PIR-06 Operations Support Center Web-page

Operations Support hosts a web page that gives general status of the system.  Currently, the page is only available inside the Geoworks Intranet.  It can be found at the URL: 

http://company.com/ops-support/index.shtml
This document details two procedures--Day-log Maintenance and General Update.  The day-log is a running log of TC activities during the day.  Other procedures in this manual will direct you to make changes to the day-log; the Day-log Maintenance procedure explains how to do this.  The General Update procedure describes how to update the entire site.  Typically, this will be done once a day.

Day-log Maintenance

The Day log is a plain text file that can be found at g:\groups\ops-sup\day-log.txt.  Edit this file with a plain text editor to make any changes.  Do not save this file in any format other than plain text or it will not be displayed properly on the web page.  If you are unable to access this file, you can maintain a paper copy of the day-log.  Use form FRM-01.  

When a day-log is complete, place a hardcopy of it (or the form FRM-01) in the Day-log Archive section under INFO. 

Each entry in the day-log should be preceded with the date and time in the format 'DDMMMYY HH:MM(TZ).'  An example of this date and time is '09OCT98 14:15PDT.'  

General Update

The following is the procedure for the General Update.  

· Check system issues.

· View and edit the file g:\groups\ops-sup\ issue.txt.  Be sure to use a plain text editor.

· List any current issues that effect that status of the system.  Include an IR number, if appropriate.  Remove any issues that have been resolved.

· Set operations notes.

· View and edit the file g:\groups\ops-sup\ ops-notes.txt.  Be sure to use a plain text editor.

· Write a general statement on the current status of the system.  Include mention of any planned down time or system upgrades.

· Set status name and note.

· View and edit the file g:\groups\ops-sup\ status-name.txt.  Be sure to use a plain text editor.

· Write a single word that best describes the current status of the system.  Do not type a carriage return after the word.  A few appropriate words are 'NORMAL', 'DEGRADED', and 'DOWN.'

· View and edit the file g:\groups\ops-sup\wis\status-note.txt.  Be sure to use a plain text editor.

· Write a general statement on why the system at its current status. 

· Set last action time and date.

· View and edit the file g:\groups\ops-sup\ last-action-date-time.txt.  Be sure to use a plain text editor.

· Put the current time and date in the format 'DD MMM YY HH:MM(TZ).'  An example is '16 SEP 98 18:12PDT.'

· Review incident reports.

· Examine the IRs under the directory g:\groups\ops-sup\ ir.

· Move any that have been resolved to the directory g:\groups\ops-sup\ ir\resolved.
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