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Configuration Management  
Access and Edit Application List 

Purpose statement 

• Navigate and edit an application list  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. Start at the Service Operations Workspace. This is located under “Workspaces” If you 
are seeing a banner, click update to most recent view  

2. On the upper left-hand corner of the screen, select the All menu.  

3. In the Filter search field enter Configuration.  

4. Select Configuration > Services to display a list of all applications. To Add to your 
Favorites, click on the Star next to the item. 
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5. Go to the top of your page and click on Favorites. Select Configuration-Services.  

 
6. Click on Services.  a List of applications will appear.  

  
7. Click on the filter icon on the left hand side to filter your list to Discovery source is 

Transition Manager.  
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8.  
9. A New Form should appear with the Name of the item, short description, and other 

required fields. 

 
10. Make changes to the record as necessary in this form and click update in the right 

hand corner of the form.  
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11. Scroll down the form to view the Operational info Tab, the Data Classification tab and 
the Relationships tab. 

 
12. The Relationships Tab will show the Service Dependencies. Next to each of the 

dependencies should be L1, L2, or L3. This indicates the level of dependencies of that 
service.  

 
 

13. On the right side there is a hierarchy icon >click the icon to display relationships as a 
graph.  
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14. On the right side there is a gear icon> click icon to display the relationships you are 

most interested in.  

 
15. A Window will appear that allows you to split or merge relations, Filter Relations by level 

(L1, L2, L3) and Filter relations by Type.  

 
 

Configuration Management 
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Filter a List    

 
Purpose statement 

• Navigate how to filter a list  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. Start at the Service Operations Workspace. This is located under “Workspaces” If you 
are seeing a banner, click update to most recent view  

2. On the upper left-hand corner of the screen, select the All menu.  

3. In the Filter search field enter Configuration.  

4. Select Configuration > Services>All to display a list of all applications.  

5. Click on the filter icon on the left hand side to filter your list to Discovery source is 
Transition Manager. 

6.  
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7. At the right of the heading of the Name column, hovering over the arrow icon 
indicates that the list is sorted by this column. 

 
8. Select any Column heading to sort by that column 

9. At the right of the Operational Status column heading, select the 3 vertical dots menu 
icon and then select Group By Operational Status. This will show you applications by 
operational status.  

 
10. On the Operational Status column header, select the column options menu icon > 

Ungroup to ungroup the list. 

11. To edit the columns in the list, select the personalize list icon. 

 
12. To add a field from the Available list to the Selected list, select a field. EXAMPLE: App 

Owner  
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13. Use the move up button to move the added field before another field. EXAMPLE: 
Additional Assignee List. 

 
14. To remove a column from the list, select a field, and then select the remove button. 

EXAMPLE: App Owner. 
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15. Select OK. 

 

Configuration Management 

 

Export a List to Excel   

Purpose statement 

• Export a List to Excel   

Roles involved 

Data Entry User: Update department information and run department 
reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. On the banner, select the All menu.  

2. In the Filter search field enter Configuration.  

3. Select Configuration > Services>All to display a list of all applications. Or go to 
Favorites and click Configuration-Services. 

4. Right click on the name column and select Export to Excel.  
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Configuration Management 

 Dependency Details & Mapping Dependencies 

Purpose statement 

• Review and update Dependency details and Map dependencies  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. On the banner, select the All menu.  

2. In the Filter search field enter Configuration.  
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3. Select Configuration > Services>All to display a list of all applications. Or go to Favorites 
and click Configuration-Services. 

4. To Create a New record select New in the upper left hand corner.  

 
 

5. This will pull up a new form to enter your information. Once all of your details are 
added click Submit. The new application will show up in your list.  

6. To add a new relationship to an existing application, click on an application. In the 
Form click on the relationship tab. Click on the + button to add a new relationship 

 
7. A new Form will appear that has suggested relationship types. You can create filters to 

search for the relationship and click Run filter.  
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8. Click the back button to return to the previous form.  
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Configuration Management 
Build a Report  

 

Purpose statement 

• Build a report (Note: you must have permission to access the data you are reporting 
on.  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. On the banner, select the All menu.  

2. In the Filter search field enter Platform Analytics.  

3. To Add to your Favorites, click on the Star to the left of the item. Click Done   

4. Select All > Platform Analytics> Data Visualization. Click the Star to add to your 
favorites list 
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5. You will see a list of data visualizations on the right hand side of the screen. On the left 
hand side of the screen you can select reports that are owned by you or shared with 
you. You can also create a new report by clicking new in the upper left hand corner.  

 
 

6. Click on one of the reports. If there is data available, a graph representation will 
appear. You can modify your data sources, and grouping on the right side of the 
screen.  

 
7. Click the back arrow to return to your list. Click on the New button in the upper right 

hand corner. A new window will appear where you can choose your chart type and 
add your data source.  
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8. Click Add data source and choose a table. 

 
9. You can add custom conditions by clicking on the Add custom conditions. Build your 

filters and click Run. 
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10. A record list will appear. Select a record and select Add this source.  

 
11. Choose the Visualization type that you would like to display your report  
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12. Click Save and name your report. You can save this report to your Dashboard if you 

find it useful.  

 
13. On the banner, select the All menu.  

14. In the Filter search field enter Reports>View/Run.  

15. To Add to your Favorites, click on the Star to the left of the item. Click Done   
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16. You can see reports that are created by the logged in user (My Reports), Reports that 

are shared with specific groups or users (Group), reports that are shared as Global 
(Global) and all reports that the logged in user can access (All).  

 
17. Click on create a Report. You can Use the analytics feature to search for a Report, for 

example, Incidents grouped by priority. Click Ask. You can also perform this manually 
by giving your report a name, and choosing the source type and data source.  
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18. The system will automatically prepopulate the Report Name, Source Type and Table for 

you. Click Run.  
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19. You can add additional filters by clicking the filter icon next to the graph.  
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20. Add your additional filter criteria.  

 

 

 
21. Click on the Configure Tab to modify group by and stacked by columns to alter the 

way your data is displayed.  
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22. Once you are satisfied with your report, click Share at the bottom of the screen and 

select if you would like to share the report to your dashboard or Export to PDF.  
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Configuration Management 
Access and Edit a Computer List  

 
 

Purpose statement 

• Navigate and edit a Server list  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 
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Steps 

1. On the upper left-hand corner of the screen, select the All menu.  

2. In the Filter search field enter Base Items.  

3. Select Configuration > Base Items>Computers to display a list of all computers. To Add 
to your Favorites, click on the Star next to the item  

 
4. Click on the Computer List to bring up your list of computers.  

5.  

 
6. Click on the filter icon on the left hand side to filter your list to Discovery source is 

Transition Manager. 
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7.  
 

8. At the right of the heading of the Name column, hovering over the arrow icon 
indicates that the list is sorted by this column. 

 
 

9. Select any Column heading to sort by that column 

10. At the right of the Assigned to column heading, select the 3 vertical dots menu icon 
and then select Group by Assigned to. This will show you computers by who they are 
assigned to.  

11. On the Assigned to column header, select the column options menu icon > Ungroup to 
ungroup the list. 

12. To edit the columns in the list, select the personalize list icon. 

 
13. To add a field from the Available list to the Selected list, select a field.  
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14. Use the move up button to move the added field before another field. EXAMPLE:  

 
15. To remove a column from the list, select a field, and then select the remove button.  

 
16. Select OK. 
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Configuration Management 
Access and Edit a Server List  

 
 

Purpose statement 

• Navigate and edit a Server list  

Roles involved 

Data Entry User: Update department information and run department reports 

C-Suite User: Utilize report information to make business decisions 

Steps 

1. On the upper left-hand corner of the screen, select the All menu.  

2. In the Filter search field enter Servers.  

3. Select Servers> Windows to display a list of all of your windows servers. To Add to your 
Favorites, click on the Star next to the item. 

 
4. Select Servers> Linux to display a list of all of your windows servers. To Add to your 

Favorites, click on the Star next to the item  
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5. Click on the item to open your server list. 

 

 

6. Select Servers> ESX to display a list of all of your windows servers. To Add to your 
Favorites, click on the Star next to the item  

 
7. Click on the item to open your server list. 

 
8. Once you access your Server lists. Ensure you click on the filter icon on the left hand 

side to filter your list to Discovery source is Transition Manager. Click Run.  
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9. At the right of the heading of the Name column, hovering over the arrow icon 

indicates that the list is 
sorted by this column. 

 

10. Select any Column heading to sort by that column 

11. At the right of the Operating System column heading, select the 3 vertical dots menu 
icon and then select Group By Operating System. This will show you servers by 
operating system.  
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12. On the Operating System column header, select the column options menu icon > 
Ungroup to ungroup the list. 

13. To edit the columns in the list, select the personalize list icon. 

 
14. To add a field from the Available list to the Selected list, select a field.  

 

15. Use the move up button to move the added field before another field. EXAMPLE:  

 
16. To remove a column from the list, select a field, and then select the remove button.  



 

User Instruction Guide 32 

 

 
17. Select OK. 

 


