	ICSD-146 PANVALET REQUEST II

Instructions


A. When Used

By computer programmers and systems analysts to notify ICSD PSB Scheduling and Control Unit to request a PANVALET source code member STATUS be changed to ACTIVE or INACTIVE, and to RESTORE, or DELETE source code members from the member tape.  

B.
General

The form is designed to be completed online, downloaded, then sent as an email attachment to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30.  The form must be emailed from an email account that is clearly recognizable as belonging to the Authorized By person identified in Item #14.  To facilitate processing by ICSD, the subject line of the email should contain the PMS code associated with the request and the words: PANVALET Request.  The  address to send the email to is:  icsd.forms.psb.ctl@hawaii.gov.  

C.
Form Item Usage:

1. Type of Processing.  Click to put an “X” in Scheduled Time or Emergency box, not both.  Then click to put an “X” for the one system on which the services are to be performed. Click HOST-B or HAWI, or Keiki.

2. Requestor.  The name of the person submitting the request. 

3. Phone. The phone number and extension of the person submitting the request.

4. Request Date. The date the request was submitted.  Format: m/d/yyyy.

5. Department/Division. The name of the department and division of the person making the request.

6. Branch/Section. The name of the branch and section of the person making the request.

7. Examples.  PANVALET coding examples coded in blue are to be used in item # 13.

8. Project. Click to select “X89” for Host-B, or “K” for HAWI, or “NSD” for Keiki.

9. Agency PMS.  The alpha character departmental PMS code.  If the request if for HAWI, leave blank.

10. Group.  Select “ZG” for HOST-B and Keiki, or “HA” for HAWI

11. Type. Must be the word “PANDATA”.

12. Member.  Name of the data set member containing the control statements.  For HAWI, this is HAWITP.
13. Column Layout Area. Reserved for the requestor to specify the PANVALET control statements.  Refer to the blue examples I through V in item # 7.

14. Authorized By, Signature, Date.  The name of the project manager responsible for approving the request for PANVALET services and date authorized. The date format is: m/d/yyyy.  If the form is not emailed, it must be signed by the authorized by person.  

15. Moved By: Name.   The name of the ICSD Control Clerk who performed the service, the date and time that the services were performed, and the initials of the person who moved the member if the form is printed out and returned to originator.

16. Processed By:  Name.  The name of the ICSD Control Clerk who performed the service.  Program. From the dropdown menu select XZGTRX for Host B and Keiki, or  XZGHA7R for HAWI.  Date. Enter the date processing was done.  Initials. Enter the initials of the Processed By: Name person if the form is printed out.

17. Comments.  Any comments that need to communicate to the requestor to document what happened.
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