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Configuration Item Commissioning Procedure
1. General Provisions
This procedure establishes the order and rules for carrying out the configuration item (CI) commissioning process, including the stages of initiation, approval, procurement, acceptance, preparation, actual deployment, registration in the CMDB, and subsequent validation.
The purpose of the process is to ensure controlled, transparent, and repeatable commissioning of CIs into the company's IT landscape, guaranteeing accurate record-keeping, clear assignment of responsibility, and proper use in operational processes.
The process is aimed at reducing the risk of asset loss, keeping CMDB data current, improving the overall quality of IT infrastructure management, and ensuring compliance with internal control, audit, and regulatory requirements.
This procedure applies to all types of CIs, including hardware, software, infrastructure components, systems, applications, and logical objects commissioned in the course of the company's operations, including those identified through discovery and auto-discovery tools.
The process is end-to-end and covers interaction between the IT, procurement, warehouse accounting, and operations functions.

2. Process Participants and Responsibilities
Process Owner is responsible for developing, maintaining, and overseeing compliance with this procedure, as well as for the ongoing development of the process and the implementation of improvements.
Process Initiator is the department or employee who identifies the need to commission a new CI.
Approval for commissioning a CI is carried out on the basis of the corresponding request.
The procurement function is responsible for organizing the CI acquisition process, including liaising with suppliers, securing budget approval, and overseeing delivery.
Warehouse Function ensures the physical receipt of the CI, verifies that the delivery matches the order, and registers and stores the item until it is handed over for deployment.
Technical Departments and CI Owners are responsible for preparing, installing, configuring, and commissioning the CI, as well as for its ongoing support thereafter.
Configuration Manager is responsible for creating and maintaining CMDB records, and ensuring the accuracy of CI attributes and relationships.

3. Process Triggers
The process is initiated whenever the need arises to commission a new configuration item. This includes the rollout of new systems and services, the procurement of hardware or software, project implementation, architectural changes, as well as the need to register an item in the CMDB or its identification through discovery and auto-discovery processes.

4. Process Inputs and Outputs
Inputs to the process include budget requests, technical and architectural documentation, procurement data, delivery information, and the configuration item's parameters — including its characteristics, expected relationships, and owners — among them parameters derived from data obtained through discovery and auto-discovery processes.
Outputs of the process are a commissioned configuration item recorded in the CMDB with correct attributes and relationships, assigned owners, and made available for use in the company's operational processes.

5. Process Description
5.1. Initiation
At the initiation stage, the need to commission a new CI is identified. The initiator defines the purpose of the configuration item, its intended use, and its key parameters.
During this stage, a budget request is created in the ERP system, recording the CI description, the purpose of commissioning, expected timelines, and whether procurement is required. The parties responsible for the subsequent stages of the process are also tentatively identified at this point.

5.2. Approval and Change Management
The request that has been created goes through an approval procedure at the level of the relevant functional department's management, as part of the change management process. At this stage, the justification for commissioning the CI, the accuracy of the specified parameters, and the risks and impact on the existing infrastructure are reviewed.
During approval, the CI's characteristics, its place in the architecture, and its integration and operational requirements are clarified. The ERP request is revised as needed.
The outcome of this stage is an approved ERP request, which serves as the basis for launching subsequent actions, including procurement and preparation of the CI.

5.3. Procurement
If commissioning the CI requires the purchase of hardware or software, a procurement process is initiated, carried out by the procurement department.
A procurement request is created and goes through approval from a budget and feasibility standpoint. The procurement department then selects a supplier, places the order, and arranges delivery.
At this stage, the key procurement parameters are recorded, including cost, supplier, delivery terms, and order identification details, which are subsequently entered into the ERP system.

5.4. Acceptance and Warehousing
Once the CI arrives, it undergoes physical acceptance by the responsible warehouse employee together with a representative of the functional department. The delivery is checked against the order terms, completeness is verified, the absence of defects is confirmed, and identifying details, including serial numbers, are recorded.
The CI is registered in the accounting system (warehouse or ITAM), as well as in the ERP system, where the asset is registered and its key data recorded. The CI is assigned a unique identifier and given the status “In Warehouse.”
An initial classification of the CI is also carried out by type, category, and association with a project or department.
After the equipment has been placed in the warehouse, the functional department employee initiates a request to register the CI in the CMDB, recording the initial data about the configuration item.
At this stage, control is maintained over the presence and location of the CI until it is handed over for deployment.
For software, acceptance is carried out by a representative of the functional department once procurement has been completed. The accuracy of the delivery is confirmed (licenses, usage rights, scope and composition). Data on the software, including licensing, procurement, and contractual details, is recorded in the ERP system and the accounting system (ITAM), and is also subject to registration in the CMDB, for which a CI registration request is likewise initiated with the relevant data entered.

5.5. Deployment
At this stage, the CI is commissioned, including the release of the equipment from the warehouse, its installation, configuration, and deployment into the live environment.
To receive the equipment, the functional department employee submits a request in the warehouse system, based on which the CI is released from the warehouse. An installation request is then initiated, under which the data center performs the installation, connection, and basic configuration of the CI.
After installation, the equipment is integrated into the infrastructure, access is configured, and operability is verified. The CI becomes available for use and is handed over to the responsibility of the operations teams.
Once the CI is connected to the infrastructure, data about it can be obtained using the Device42 discovery tool. Based on the data obtained, the discovered CI is matched against the record previously created in the CMDB, confirming the link between the actual object in the infrastructure and its corresponding record.
For software, installation and initial launch are performed by the customer (the functional department). After installation, the software is linked to the relevant CIs, users, or departments, and registered in the accounting systems. Data from discovery tools may additionally be used to cross-check it against the information reflected in the CMDB.
The fact that the CI has been commissioned is formally recorded, and its inclusion in operational processes is ensured (monitoring, backup, incident management).

5.6. Updating the CI Record in the CMDB
Once the CI has actually been commissioned, its data in the CMDB is updated.
The Configuration Manager ensures the accuracy and integrity of the CI data in the CMDB.
The CI's attributes are populated and updated by the operations team based on the actual data for the configuration item.
The necessary attributes are entered and refined in the system, including identification data, technical characteristics, procurement details, location, owner, and commissioning date.
Relationships between the CI and other configuration items, services, and infrastructure elements are established and configured.
The CMDB must reflect the current state of the IT landscape and serve as a single source of truth for operational and management processes.

5.7. Validation and Request Closure
Once the work to commission the CI is complete and the necessary data has been reflected in the accounting systems, the accuracy and completeness of the CI data is verified, including the presence of key attributes, an assigned owner, and established relationships.
Once the accuracy of the data is confirmed, the corresponding requests are closed. Closure is carried out by the responsible party.
As part of the closure, all stakeholders are notified that the work has been completed and that the CI is available for use.
Data related to the CI is retained in the accounting systems and used in subsequent operational and management processes.

6. Process Control
Process control is based on indicators that characterize the completeness and timeliness with which each stage is carried out, as well as the quality of the data in the CMDB.
Key indicators include the share of CIs reflected in the CMDB within the established timeframe after commissioning, the completeness of attribute population, the accuracy of relationships, and the absence of discrepancies between the actual state of the infrastructure and the CMDB data.
Data accuracy may be monitored both as part of process execution and through regular checks and audits aimed at identifying deviations and ensuring compliance with established requirements.

7. Final Provisions
This procedure is mandatory for all process participants. Failure to comply with its requirements is treated as a violation of the established order for managing IT assets and configurations.
This procedure is subject to regular review and updating to reflect changes in the IT landscape, organizational structure, and business requirements.
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