
 

 

REMEDY ITSM REMEDY ITSM   
COMPLETE CHANGE COMPLETE CHANGE   

CHANGE COMPLETION CHANGE COMPLETION   

 

If there is a CI Unavailability on the Change it needs to be completed before the Change can moved to 
Completed.   
 
1. Double click on the CI 

Unavailability from the 
Relationship tab.   

2. In the CI Unavailability pop up 
window add the Actual Start and End 
Date.   

3. Change the Assignment status to 
Completed.   

4. Click Save 
 
 

If there were no tasks on your Change you will need to manually move the Change to Completed status. 
 
1. Click on the Next Stage button, if you were in Scheduled status it 

will move to Implementation in Progress.  If you were in 
Implementation in Progress you will move to Completed. 

2. The Change Closure pop up window will open, the Actual Dates 
need to be populated. Click Save. 

3. Click on Next Stage, the Change Closure pop up window will 
open again for you to select the Status Reason. 

 
The Post Implementation Review field needs to be filled out 
upon closing. 
 
4.   Click on the blue arrow icon by the Post Implementation 
Review field to select the template. 

Tip: If there were tasks on the 
Change, when all related tasks 
are completed the change 
request will move to the 
Completed status. 
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CHANGE CANCELLATIONCHANGE CANCELLATION  

Occasionally, you may need to cancel a Change Request if it was created in error or is no longer a valid 
request.   

1. Select Cancel in the current stage of the lifecycle bar at the top of the Change Request  

2. Click on yes on the cancel pop up message.  

Latent Changes will move right to Completed Status upon submission but will require a Close Down 
approval to be completed by Change Management prior to the change moving to Closed status. 

 

 

 

 

 

As part of the Close Down Approval process Change Management looks for the High or Critical Incident 
ticket association and the completed CI Unavailability.  Once Change Management approves the Close Down 
approval phase the Change Coordinator can then close the Change. 

 

CHANGE COMPLETION COCHANGE COMPLETION CONTINUEDNTINUED  

Note: The Actual Start and End Date needs to be populated when submitting prior to saving. 

5.   Click on the text box icon to display the text of the template in a separate window.  
6.   Provide information for the statement which applies to the change status, remove all other statements. 
7.   Click OK 
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Note: This above process applies for all Change Classes except Latent 

 


