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Create a Workspace

How to create the simplest workflow possible
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Log into your tenant

Click on the menu ADMINISTRATION

¢« C @ markventures.skyspoc.com/mys * 22 @
skyspoc & ADMINISTRATION 1046122 &
-m current filters:
Det virker ikke P < Det virker ikke 2 R Service 1 © Request 12 v
Det er gaet i stykker og jeg skal bruge det Det virker ikke 2 Gider | at fikse request 12?
Request 11 v SLM PLAN 11 g Security SLA 1 i Det virker ikke /’
Gider | at fiske request 11? Lets talk Security SLA 1 Det hele
Done B s e S s Draf ~ In Progre e 15
& £3 (# ( AV 4 = 13
e Mal 1! r 14! )
Hello World * Hello World /" Deploy TEST 3 J Release TEST 1 N
Davz Davz Deploy test three

Release TEST One

First  Previous 1 3 4 Next




Prerequisites

Click on Your organization and then Users

skyspoc Y MY SPACE  NEW
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Users Q
Account * First name Last name Email con... Active ] m
[ i Arne Jergensen v % »

Click on your user in your tenant
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Prerequisites

(Besides Account Administrator).

Time zone (UTC) Coordinated Uni... Vv

Make sure that

m Manager Role Account Administrator
[ | Workspace Administrator
. Agent Manager
= Requester Agent
Requester

are selected Active

— BN 200
+ Click =
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Prerequisites

In this showcase you want to create one Team:
* Team (Name of your processing unit)

To Build a Workspace | Skyspoc, you need to prepare for at least
one category (they come in handy, when you whish to monitor
the activity in the published workflow)

« Category
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Prerequisites
Prepare Team

* Click the Teams tab

SKySpPOC @i MY SPACE  NEW

Information
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Prerequisites
Prepare [eemnm

(a team)

* ("Yes" — you whish to apply the team in your workspaces)
« Enter name of the Team and click on (e.g. SPOC)

* Click the Person icon & and enter Edit Users (x)

* Choose desired user In the list Add new user

- Select X6

Note the name of the team you’ve just added

(No need for further teams In this sample, but you may repeat the
above for every further Team you might require)
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Prerequisites
Prepars Catsgories

* Click Workspaces
 Click the Categories tab

& markventures.skyspoc.com/administration/workspace % 2w @

& ]

MY SPACE  NEW

Workspaces

Business Continuity Planning Sample T
This workspace enables you as a business
owner or Chief Executive Officer to develop a
continuity plan on business level in a structured
manner. Based on the Business Continuity

W) (

Empty workspace

This is an empty workspace you can use to build
workspaces from scratch. It contains only basic
settings, that will be reasonable in most cases.
Replace this text with a suitable description,

Operational Normal Change Handling Sa... g
This workspace describes a typical workflow
handling requests for operational normal
change requests

Business Impact Analysis sample

This workspace describes a sample Business
Impact Analysis. An Impact Analysis Is conducted
based on a provided Service Catalogue and a
Risk Analysis in cooperation with senior

Published

m) (

Incident Handling Sample
This workflow handles basic Incident Tickets.

It also validates Incidents whether they are part
of the Service Catalogue or not.

W) (

Operational Standard Change Handling Sa... E
This workspace describes a typical workflow
handling requests for operational Standard

changes

ublished

Capacity Planning Sample O
This workflow ensures that all aspects are
considered during a capacity planning cycle.

Major Incident or Situation Handling Sam... &
This workflow takes you through the steps
involved when handling a situation or a Major
Incident.

Problem Handling Sample 'a
This Problem Workflow enables you to handle
unknown causes to failures in a structured
manner. It does not provide you any recipies on
how to find root causes, though.

Q. Nofilter

Disaster Recovery Planning Sample
This workspace enables you as an IT Service
Continuity Manager to develop a disaster

recovery plan in a structured manner. Based on
the Business Continuity Policy, you may create a

")

Operational Emergency Change Handling ... -
This workspace describes a typical workflow
handling requests for operational Emergency
Changes. An Emergency Change requires
approval from the business, thus the Emergency

(w)

Release and Deployment Handling Sample i
This workspace describes a typical workflow
handling Releases and Deployments. The
workflow deals with five types of deployment:

= Nowi Emviranmant IAe nraraniicitn far

(w)
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ﬁ

L
fc:
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Prerequisites
Prepars Categories

Walel(a category)

* (If tou are creating a main category you do not alter Parent
category)

* Enter name of the category
* You may enter a Description

. Click
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CLONE

You are now ready to create your first workspace.

Click the Workspace Tab:

<«

C & markventures.skyspoc.com,

skyspoc

MY SPACE  NEW

Workspaces

Business Continuity Planning Sample 11 1]
This workspace enables you as a business
owner or Chief Executive Officer to develop a
continuity plan on business level in a structured
manner. Based on the Business Continuity

w)

Empty workspace

This is an empty workspace you can use to build
workspaces from scratch. It contains only basic
settings, that will be reasonable in most cases.
Replace this text with a suitable description,

Operational Normal Change Handling Sa... /)
This workspace describes a typical workflow
handling requests for operational normal
change requests

()

Business Impact Analysis sample P, <
This workspace describes a sample Business
Impact Analysis. An Impact Analysis is conducted
based on a provided Service Catalogue and a
Risk Analysis in cooperation with senior

Incident Handling Sample *
This workflow handles basic Incident Tickets.

It also validates Incidents whether they are part
of the Service Catalogue or not.

Operational Standard Change Handling Sa... [}
This workspace describes a typical workflow
handling requests for operational Standard

changes

(=)

Capacity Planning Sample D)
This workflow ensures that all aspects are
considered during a capacity planning cycle.

Major Incident or Situation Handling Sam... &
This workflow takes you through the steps
involved when handling a situation or a Major
Incident.

(=

Problem Handling Sample &
This Problem Workflow enables you to handle
unknown causes to failures in a structured
manner. It does not provide you any recipies on
how to find root causes, though.

Q  Nofilter
Disaster Recovery Planning Sample &

This workspace enables you as an IT Service
Continuity Manager to develop a disaster
recovery plan in a structured manner. Based on
the Business Continuity Policy, you may create a

Operational Emergency Change Handling ... -
This workspace describes a typical workflow
handling requests for operational Emergency
Changes. An Emergency Change requires
approval from the business, thus the Emergency

Release and Deployment Handling Sample |-
This workspace describes a typical workflow
handling Releases and Deployments. The

workflow deals with five types of deployment:

o Maw Emidranmant [Ae nraraniicita far

() (
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Workspace

&«

Crezaie Workspace

* Clone Empty workspace

C & markventures.skyspoc.com/ad!

skyspoc
583

MY SPACE NEW

@

Workspaces

Business Continuity Planning Sample 1))
This workspace enables you as a business
owner or Chief Executive Officer to develop a
continuity plan on business level in a structured
manner. Based on the Business Continuity

@

Empty workspace

This is an empty workspace you can use to build
workspaces from scratch. It contains only basic
settings, that will be reasonable in most cases.
Replace this text with a suitable description,

Operational Normal Change Handling Sa... /)
This workspace describes a typical workflow
handling requests for operational normal
change requests

Business Impact Analysis sample R
This workspace describes a sample Business
Impact Analysis. An Impact Analysis is conducted
based on a provided Service Catalogue and a

Risk Analysis in cooperation with senior

i (m)

Incident Handling Sample y 4
This workflow handles basic Incident Tickets.

It also validates Incidents whether they are part
of the Service Catalogue or not.

=)

Operational Standard Change Handling Sa...
This workspace describes a typical workflow
handling requests for operational Standard
changes

Capacity Planning Sample @
This workflow ensures that all aspects are
considered during a capacity planning cycle.

Major Incident or Situation Handling Sam... &
This workflow takes you through the steps
involved when handling a situation or a Major

Incident.

Problem Handling Sample &
This Problem Workflow enables you to handle
unknown causes to failures in a structured
manner. It does not provide you any recipies on
how to find root causes, though.

1046122 &

Q Nofiter - =
Disaster Recovery Planning Sample 3

This workspace enables you as an IT Service
Continuity Manager to develop a disaster
recovery plan in a structured manner. Based on
the Business Continuity Policy, you may create a

(w

Published

Operational Emergency Change Handling ... -
This workspace describes a typical workflow
handling requests for operational Emergency
Changes. An Emergency Change requires
approval from the business, thus the Emergency

&)

Published

Release and Deployment Handling Sample .-
This workspace describes a typical workflow
handling Releases and Deployments. The
workflow deals with five types of deployment:

= Mo Enviranmant (Ac nrarannicitn far
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Workspace
Crezie Workspacs

o Alter name Iin the Name field

« Alter text in Description for Requesters (Becomes visible for
end-users)

* Alter text in Description for Administrators (Becomes visible for
administrators only)

- Select in upper right corner
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Workspace
Select categories

» Select your Workspace (by clicking in Workspaces)
 Click Document

&« [ @ markventures.skyspoc.com/administration/wo

skyspoc @) MYSPACE  NEW 1046122 &

wsieo] (‘e |

Simplest workflow possible

Workspace Information

Name Simplest workflow possible

il

Description for requesters B /I E =

This workflow enables you to request to get the job done

Description for administrators B /I EXE== ==

This workflow enables you to get the job done

Icon

®

acive @

> Who should have access to this workspace?

O skyspoc aii®



Workspace
Select categories

- Find the field Category 7~ and click the blue folder &
» Select at least one category ¥
 Click Choose

* You may now click SYAVASVANSEBIZUANEIRIN upper right corner

Requester . Skyspoc user

Alteced by 1 Skyspoc user ,
Mo e 18 (GRIEHS 5] e e ;
Processing P o
FE = . . Skyspoc



Workspace
Eclit Workspace

e Click Flow

skyspoc & MY SPACE  NEW

1.04-6122 &
Simplest workflow possible

sussien] (swersower )
Workspace Information

Name Simplest workflow possible

Description for requesters B 7

This workflow enables you to request to get the job done

Description for administrators B 7 =

This workflow enables you to get the job done

Icon

eO
Active o

> Who should have access to this workspace?
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Workspace
Make Team visiole

 Focus on the All users lane
* Click the pencil (Stage details) in the stage ‘Done’

skyspoc aii®



Workspace
Make Team visiole

* Click the blue Teams icon

« Select your Team in the field 'Add new team’

(Remember the name of the the team you’ve just added)
You may enter the name in the box right to ‘Add new team’
* Click
» Click
* Click SE\E
The Team now has its own lane
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Workspace
Crezis new stage

 Click New Stage

€« C & markventures.skyspoc.com/administration/workspace/template/5d602feS-6b43-463e-8479-08d77a2b7794/tenant/draft % ¢ ® . H
SkysSpoc @) MYSPACE  NEW 1046122 &

5 Simplest workflow possible DRAFT

-

% SPOC : ALL users &

{C} Initializing ~ # Do it s Done ’ Finalized s
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Workspace
Crezis new stage

« Enter "Request” in the name field (& Exact name — please)
* Click the blue triangle at the end of ‘State’

* Enter "Do the Job” in the field "Add new state’

* Click
* Click
» Select "Do the Job” in ‘State’

« Select the Team that you previously created in the Team Field
* Click

The lane i1s now populated with your new stage
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Workspace
Delete stage In logleal flow = Initilizing t© Done

* Click the pencil (Stage details) in the stage ‘Initializing’
* Click > Departures to (In the bottom of the screen)

* Click the pencil next to ‘Initilizing to Done’

* In the upper right corner you click on the three dots.

Edit Journe y

e Choose and click on "Delete” 77"

FFFFFF

* "Are you sure you want to delete this transition?”

— Click pISS=)= + coin

itializing




Workspace
Insert new stage in logical flow = Initalize to Do [t

Stay on the (Stage Detalls) in the state ‘Initializing’
» Click the (+) to Add new (Under > Departures to)
* In the Name field you enter to text "From Initializing to Request”

* In the field To ("Finalized”) you replace with "Request”
* Click

* Click Sa\U=
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Workspace
Insert new stage In logical flow = Acdle Current Stage

IC
IC
IC

K the pencil (Stage detalls) in the stage ‘Request’
K > Fleld rules for this stage

K the (3 (Add new)

« Select ‘Current Stage’ in field
 Click + ADD Rule below Who should have access to the field
* In the field Team/User you select your Team
« Keep the attribute "‘Write’

«C

IC
IC
IC

JADD
JADD

4dSave
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Workspace
Insert new stage in loglcal flow = Do [t to Done

* Click the pencil (Stage details) in the stage ‘Request’

» Click > Departures to

* Click the (=) (Add new)

* In the Name field you enter the text "Request to Done”
* |In the field To you select "Done”.

» Click
* Click SE\E
 Click SYA\YA=WANSEDIZV:\ =0 )

SAVE AS DRAFT
e WYSAVE & PUBLISH
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Workspace

Workspace Ready
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Workspace Ready

You may test your new workspace as an Administrator, which is
your current profile.

Submit a new document, by choosing [MElll] in the Home Page:
Skyspoc @) MY SPACE ADMINISTRATION 110 &
* Click View All
« Select your

?‘Iﬁ/ (only)

How may we assist you? WO rkspace

2 - Click




Workspace Ready

You need only to enter Name
Then you may 191185
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