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Abstract

This  handbook  includes  details  to  assist  users  in  navigat ing  through  the  tool
to  reference ,  review  and  propose  configura t ion  changes  to  controlled  items  
and  docume n t s .   The  details  include:
- Define  User  Roles
- Work  Areas
- Adding  a  Document
- Initiating  a  Change  Control  Reques t  (CCR)
- CCR  Process
- Help  Page  [Text]

Key w o r d s :   COMET,  User  Guid e ,  Cont r o l  Boar d ,  Gen e r a l  User ,  CM  
Ad mi n ,  Dash b o a r d ,  Uploa d  docu m e n t ,  CCR  Proc e s s
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Prefac e
This  documen t  is  under  ESDIS  Project  configura t ion  control.   Once  this  
documen t  is  approved,  changes  are  handled  in  accordanc e  with  Class  I and  
Class  II  change  control  require m e n t s  described  in  the  ESDIS  Configura t ion  
Manage m e n t  Procedu re s ;  changes  to  this  docume n t  shall  be  made  by  
documen t  change  notice  (DCN)  or  by  complete  revision.
Any  questions  should  be  address ed  to:

ESDIS  Configura t ion  Manage m e n t  Office
NASA/GSFC
Code  423
Greenbel t ,  Md.   20771
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Purpos e
The  purpose  of  this  documen t  is  to  provide  the  COMET  user  basic  
information  on  the  organiza tion  and  use  of  the  tool,  especially  for  the  first  
time  user,  but  also  for  those  who  wish  to  utilize  other  featu re s  and  facilities  
than  they  had  previously.   The  reade r  is  encourag e d  to  actually  run  the  
progra m  while  reading  the  explana tions ,  using  the  included  screen  shots  to  
unders t a n d  the  text.
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Scop e
The  COMET  tool  was  crea ted  to  serve  the  project  level  configura t ion  
manage m e n t  require m e n t s  for  the  ESDIS,  Earth  Science  Mission  
Opera t ions  (ESMO)  and  EOS  Data  and  Operat ions  System  (EDOS,  a  subset  
of  ESMO)  organizations.   The  majori ty  of  configura t ion  items  handled  are  
documen t s .   A few  other  publica tions  and  lists  that  are  not  controlled  are  
also  kept  in  the  reposi tory,  typically  labeled  as  “CMO  Manage d”.   These  
instruc t ions  are  intended  to  suppor t  the  COMET  user  communi ty.  
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1 COMET  ACCESS

1.1 IDMAX

1.1.1 Reques t ing  a  COMET  Account

1.1.1.1 Internal  Account  Reques t

To  reques t  a  COMET  accoun t ,  fill  out  the  Reques t  COMET  Account  form  on  
the  Internal  Account  Reques t  page  of  the  Earthda t a  website .  
(https://ea r th d a t a .n a s a .gov/us e r- resource s/ in te r n a l- accoun t- reques t ).   User  
must  have  an  active  account  in  the  User  Regist ra t ion  System  to  access  the  
Earthda t a  Service  Desk  to  submit  the  reques t .   

When  this  form  is  submit ted ,  the  Configura t ion  Manage m e n t  Officer  (CMO)  
will  submit  a  NASA  Access  Manage m e n t  System  (NAMS)  reques t  to  add  the
COMET  applica tion  to  your  AUID.

1.1.1.2 NAMS  Reques t

Users  may  also  submit  NAMS  reques t  for  themselves  or  on  another  users  
behalf.   Log  on  to  https://nam s.na s a .gov/ . Initiate  a  reques t  and  select  Pre-
Designa te d  Sponsors  appropria t e  for  the  EOSDIS  project  working  under:

 ESDIS  – Karen  Michael
 ESMO/EDOS  – Greg  Dell

Enter  GSFC  CM2  as  the  applica tion  and  complete  the  form  fields  as  
follows:

 Affiliated  Organization:  i.e.  Networks ,  NSIDC  DAAC
 Supervisor  Name:  indicate  direct  supervisor
 Supervisor  Phone:  contac t  #  

Page  1
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 Documen t  Access  Reques t e d:  List  Doc  #,  and/or  title  of  specific  
documen t s  reques t ing  to  review.   

 Business  Justifica tion:  Provide  the  intended  use.
User  will  receive  “Welcome  to  COMET”  notifica tion  when  access  is  fully  
granted  and  account  adminis t ra t ion  is  complete .

1.1.2 AUID

Upon  accessing  COMET,  you  will  be  directed  to  the  Launchpa d  Access  
screen .   Log  on  using  your  Agency  User  Identifica tion  (AUID)  and  
Launchpa d  password.   If you  do  not  have  an  AUID  please  contac t  the  person
who  is  reques t ing  you  have  access  to  COMET.

1.1.3 Application  Access

Log  into  COMET,  via  Launchpa d,  using  your  prefer re d  log  in  method  
(Smar tca r d ,  RSA  Token,  or  AUID).   If you  are  not  assigned  access  to  the  
COMET  applica tion,  the  following  screen  will  appea r :

Page  2
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A link  to  access  the  tool  is  available  on  the  https://ea r th d a t a .n a s a .gov/  
website .   It  can  be  found  in  the  footer  of  the  home  page,  under  the  Suppor t  
section  index.

1.2 COMET  Profil e

1.2.1 COMET  User  Profile

Once  you  have  access  to  the  COMET  application,  you  will  be  able  to  login.   
If,  upon  login,  you  receive  the  following  message  – “You  do  not  have  access  
to  view  this  page, ” contac t  the  CMO  so  they  can  set  up  a  user  profile  for  you
in  COMET.

1.3 NASA  Supp ort e d  Brows er s

COMET  access  is  obtained  through  the  COMET  website.   For  any  questions  
regarding  browser  compatibili ty  with  COMET,  please  refer  to  the  following  
website ,  which  lists  all  NASA  suppor t e d  browse rs .

https://au th.launc hp a d .n a s a .gov/una u t h/help.h tml # q u e s t ion- 18

1.4 Inact ivi ty

A pop  up  warning  will  aler t  the  user  that  their  session  is  set  to  expire  after  
29  minutes  of  inactivity.  Click  “Ok”  to  renew  the  session.
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2 USER  ROLES

2.1 Config ura t i o n  Control  Board

2.1.1 CMO/Alt  CMO

Each  Configura t ion  Control  Board  (CCB)  must  have  a  CMO,  responsible  for  
facilita ting  a  Configura t ion  Change  Reques t  (CCR)  through  the  controlled  
item  CM  process  as  well  as  adminis t r a t ive  Configura t ion  Manage m e n t  (CM)
duties  of  the  perspec t ive  CCB.  The  Admin  Tab,  a  yellow  tab  that  appea r s  to  
the  right  of  the  CCR  Directory  tab,  provides  the  CMO  access  to  a  rest ric ted  
area  of  COMET  where  he/she  can  adminis te r  selec t  functionality  such  as  
users ,  documen t  settings ,  and  CCR  set tings.

A CCB  has  the  option  to  assign  one  or  more  Alterna t e  (Alt)  CMOs.  If 
assigned,  that  role  has  the  same  permissions  as  the  CMO.  The  Alt  CMO  
generally  serves  as  backup  to  the  CMO  and  typically  does  not  perform  day-
to- day  functions  for  that  Board  unless  reques t ed .
The  Alt  CMO  can  perform  actions  required  by  the  CMO  without  negative  
impact  to  the  process .  The  CMO  and  Alt  CMO  have  the  ability  to  perform  
any  other  role  in  the  Control  Board  by  selecting  the  “proxy”  option  for  
another  Board  member .   Only  one  user  assigned  as  the  Alt  CMO  is  required  
to  receive  email  notifica tions  of  actions  for  CCRs  initiated  under  that  board.

2.1.2 Chair/Chai r  Designee

The  CCB,  (also  refer r ed  to  as  “Board”)  Chairpe r son,  chairs  his/her  assigned  
Board.  In  most  cases,  the  Project  Manage r  (PM)  for  the  Project  Office  
associa ted  with  that  Board  fills  this  role.  A Chairpe rson  is  required  for  each  
CCB.  The  Chairpe r son  is  the  only  Board  member  authorized  to  disposi tion  a  
CCR  opened  under  his/her  Board.
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While  not  required  for  a  CCB,  the  additional  chairpe r son  role,  the  Chair  
Designee ,  has  the  same  permissions  and  duties  as  the  Chairpe r son.  If 
assigned  in  COMET,  this  role  is  likely  to  be  filled  by  a  trus ted  membe r  of  
manage m e n t  on  whom  the  Chairpe r son  relies  to  perform  his/her  CM  duties.

The  Chair  Designee  can  perform  actions  assigned  to  the  Chairpe r son  
without  negative  impact  on  the  process.

Either  the  Chair  or  Chair  Designee  is  required  to  receive  email  notifica tions  
of  actions  for  CCRs  initiated  under  that  board.   

2.1.3 Systems  Manage r

The  Systems  Manage r  is  not  a  required  role  for  a  CCB.  If a  Board  assigns  a  
Systems  Manage r ,  every  CCR  opened  under  his/her  assigned  Control  Board  
requires  his/her  official  review.  
The  user  assigned  to  this  role  is  required  to  receive  email  notifications  of  
actions  for  CCRs  initiated  under  that  board.   

2.1.4 Securi ty  Officer

The  Securi ty  Officer  is  not  a  required  role  for  a  CCB.  Each  CCR  opened  
under  the  Securi ty  Officer’s  assigned  Board  may  require  his/her  
assess m e n t ,  at  the  discre tion  of  the  CCR  initiator  or  the  CCB.  Multiple  users
can  be  assigned  in  this  role,  but  only  one  is  required  to  receive  email  
notifications  of  actions  for  CCRs  initiated  under  that  board.

2.1.5 Systems  Assurance  Manage r

The  Systems  Assuranc e  Manage r  is  not  a  required  role  for  a  CCB.  Like  the  
Securi ty  Officer,  each  CCR  opened  under  the  Systems  Assurance  Manage r’s
assigned  Board  may  require  his/her  assessm e n t ,  at  the  discre t ion  of  the  
CCR  initiator  or  the  CCB.   Multiple  users  can  be  assigned  in  this  role,  but  
only  one  is  required  to  receive  email  notifications  of  actions  for  CCRs  
initiated  under  that  board.

2.1.6 Librarian  

The  Librarian  for  each  CCB  has  access  to  all  documen t s  controlled  under  it.  
The  Librarian  will  have  no  role  in  managing  CCRs  unless  the  assigned  user  
has  a  relation  to  the  CCR  in  some  other  capacity  (e.g.,  role  in  anothe r  
control  board,  required  assessor ,  initia tor /p roxy).   Multiple  users  can  be  
assigned  in  this  role,  but  it  is  not  a  required  role.

2.2 Genera l  Users

A General  User  is  a  user  who  is  not  a  member  of  the  CCB  or  a  CM  Admin.
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2.2.1 Documen t  Sponsor

The  Document  Sponsor  is  the  person  responsible  for  a  documen t .  Genera lly,
but  not  exclusively,  he/she  is  the  person  who  first  uploads  a  new  documen t  
to  the  system  for  base- lining.  If needed,  the  CMO  can  change  the  Document  
Sponsor  of  any  docume n t  in  COMET  at  any  time.  Users  other  than  the  
Documen t  Sponsor  may  submit  CCRs  for  the  documen t ,  which  will  initiate  
notification  to  the  Document  Sponsor  at  cer tain  points  throughout  the  
process .   By accessing  their  profile,  (via  the  My  Profile  subtab  under  the  
Dashboard) ,  the  Documen t  Sponsor  may  opt  out  of  CCR  emails.   This  means
that  the  Document  Sponsor  will  only  receive  CCR  emails  when  it  is  Initiated,
Released  for  Assessm en t ,  and  Published.   

2.2.2 Assessor/Orga niza t ion  Point  of  Contact

Each  CCB  has  organiza tions  that  make  up  the  Assessor  List.  The  CMO  
create s ,  modifies,  and  deletes  organizat ions  on  their  assigned  Board,  as  
needed.  Each  organizat ion  has  at  least  one  user  assigned  as  a  point- of-
contac t  (POC).  Documen t s  in  COMET  are  assigned  Affected  Organiza t ions ,  
which  are  the  default  assessor s  for  each  CCR  opened  agains t  that  
documen t .  At least  one  POC  for  each  organizat ion  selected  to  assess  a  CCR  
must  log  into  COMET  and  assess  the  CCR.
Organizat ions  for  which  users  are  POCs  will  be  listed  in  the  user’s  My  
Profile  tab.

2.2.3 Documen t  Signer

At the  end  of  the  CCR  process ,  the  Document  Signer  provides  a  signatu r e  
on  the  new  or  changed  documen t  making  it  the  lates t  official  version.   In  
COMET,  the  Documen t  Signer  is  assigned  using  the  documen t  form.   Being  
assigned  as  Documen t  Signers  enables  the  following:  A) Gives  the  user(s)  
access  to  download  the  docume n t ;  B)  Makes  the  user  a  default  Information  
Only  assessor  (see  Section  6,  CCR  Process)  for  any  CCRs  opened  on  the  
documen t ;  and  C)  Sends  the  user  automat e d  emails  at  several  key  points  in  
the  CCR  process .

2.2.4 Controlled  Documen t  List  Member

A Controlled  Documen t  List  (CDL)  is  a  list  of  like  documen t s  grouped  
togethe r  in  COMET.   When  a  list  of  users  is  assigned  to  a  res t ric ted  CDL  
due  to  docume n t  sensitivity  such  as  Sensi tive  But  Unclassified  (SBU),  list  
member s  get  download  access  to  all  the  documen t s  contained  within  it.   
CDLs  comprised  of  user  member s  will  be  listed  in  the  user’s  My  Profile  tab.

2.2.5 Proxy  User

COMET  users  can  open  a  CCR  for  any  other  user  when  initiating  a  CCR  by  
selecting  the  Yes  button  in  the  first  option  of  the  form  indicating  “Proxy  for  
another  user”.  In  this  case,  the  user  who  logs  in  to  star t  the  CCR  process  is  
called  the  “Proxy  User,”  and  the  user  being  proxied  for  is  the  “CCR  
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initiator .”  The  proxy  user  has  all  the  same  responsibili ties  as  the  user  for  
whom  he/she  has  proxy.  The  proxy  user  and/or  the  CCR  initiator  can  
complete  actions.   See  Section  5  for  more  details  on  the  proxy  function.

A General  User  cannot  proxy  for  anothe r  user’s  assess m e n t .  Only  a  CMO  or  
Alt  CMO  role  has  authoriza t ion  to  proxy  on  behalf  of  a  POC’s  assess m e n t .

2.3 CM  Admin

The  CM  Admin  is  a  technical  suppor t  role  and  gives  him/her  complete  
access  across  all  Control  Boards  for  diagnos t ic  purposes  only.   The  CM  
Admin  is  also  able  to  change  his/her  session  to  any  user  to  view  COMET  as  
that  user.   CM  Admins  are  usually  COMET  developer s  or  teste r s .
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3 WORK  AREAS

Upon  logging  into  COMET,  five  tabs  will  be  displayed:
 Dashboard   (the  default  tab)
 Documen t  Directory   
 CCR  Directory
 Search
 Help

3.1 Dashb o ar d

Logging  into  COMET  lands  you  on  the  Dashboa rd  tab,  which  has  four  sub-
tabs:  

 My  To-Do’s
 My  Documen t s  
 My  CCR’s
 My  Profile

3.1.1 My  To-Do’s

The  default  sub- tab  is  My  To-Do’s .

The  My  To-Do’s  sub- tab  displays  all  CCRs  for  which  you  have  an  action.  The  
required  action  appea rs  in  the  CCR  Action  column.   Depending  on  the  
action,  there  may  be  a  link  to  the  CCR  (in  the  CCR  ID column)  or  the  
Assessm en t  Page  (in  the  CCR  Action  column).   All  action s  will  be  in  a  
bold  font .  With  respec t  to  an  Assessme n t  status,  once  an  assess me n t  is  
made,  the  action  will  change  to  a  regular  font;  not  bolded.   If the  status  is  
Overdue  Assessm en t ,  the  Assess  link  will  change  color  to  red.   All other  
actions  will  appea r  without  a  link.
You  can  filter  the  CCRs  in  this  tab  by  Control  Board  and/or  CCR  Status  as  
well  as  sort  them  by  CCR  ID,  Initiator,  Title,  Control  Board,  Status ,  and  Due  
Date.   There  are  also  context  search  fields  at  the  top  of  the  list  that  allows  
for  filtering  by  the  first  few  charac t e r s  of  the  CCR  ID,  Initiator,  and  Title.
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The  CCR  Summa ry  can  be  expanded  underne a t h  the  row  by  clicking  on  the  
arrow  to  the  left.

The  CCR  Summa ry  has  four  sections:  Overview,  Lates t  Activity,  Assessors  
List,  and  Assessm en t  Section.   

Overview

The  Overview  contains  basic  metada t a  about  the  CCR  such  as  the  date  it  
was  opened,  the  ID and  title,  and  affected  documen t s ,  etc.   The  proposed  
change  documen t  can  also  be  downloaded  from  this  section.

Clicking  the  “more  info”  link  brings  up  the  CCB  Configura t ion  Change  
Reques t  page.

The  Configura t ion  Change  Reques t  page  displays  detailed  data  about  the  
CCR.   You  may  print  this  page  by  clicking  the  printe r  icon  located  in  the  top  
left  side  of  the  screen .   If you  have  the  correc t  permissions ,  you  can  
download  the  change d  documen t  in  either  the  upload  format  or  PDF,  by  
clicking  the  icon  to  the  left  of  the  documen t  name.

Lates t  Activity
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This  sub- tab  lists  the  status  of  the  CCR  and  the  associa ted  date.  Clicking  the
“more  info”  link  brings  up  the  CCR  Status  History  page.

This  page  contains  the  same  status  and  date  information  found  on  the  sub-
tab,  as  well  as  additional  informa tion  such  as  the  affected  documen t .  You  
can  print  this  page  by  clicking  the  printe r  icon  in  the  top  right  of  the  screen .

Asses s or  List

This  section  lists  all  the  impacted  organizat ions  and  ad- hoc  assessors  for  
this  CCR.  You  can  print  this  list  by  clicking  the  printe r  icon  in  the  top  right  
of  this  section.

Asses s m e n t  sect io n

This  section  lists  the  organiza tion  or  role,  the  date  of  the  assessm e n t ,  and  
whethe r  or  not  the  assessor  concur r ed  - as  indicated  by  the  “thumbs  up”  or  
“thumbs  down”  icon,  respec t ively.
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Clicking  the  “more  info”  link  brings  up  the  CCR  Assessm en t  History  page,  
which  provides  a  history  of  all  the  assess m e n t s  and  comment s  for  this  CCR.  
If needed,  you  can  also  assess  or  commen t  on  the  CCR  from  this  page

3.1.2 My  Documen t s

The  My  Document s  sub- tab  displays  all  the  docume n t s  for  which  you  are  the
Documen t  Sponsor ,  including  all  new  future  docume n t s  you  have  added  to  
COMET  to  be  baselined,  and  all  new  documen t s /docu m e n t  metada t a  that  
you  saved  as  “Drafts.”

The  top  section  of  My  Documen t s  displays  the  documen t s  you  saved  using  
the  Add  Document  form,  as  well  as  documen t s  for  which  you  are  the  
Documen t  Sponsor .  The  bottom  section,  My  Documen t  Drafts,  displays  
documen t s  that  you  saved  as  drafts  using  the  Add  Documen t  form.  You  can  
retu rn  to  a  saved  draft  at  any  time  to  edit  the  documen t  details.  Once  you  
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save  the  Add  Documen t  form,  it  moves  from  the  draft  section  to  the  top  
section.

You  can  filter  the  docume n t s  in  this  tab  by  Control  Board,  CDL,  Lifecycle  
and  Documen t  Type;  as  well  as  sort  by  Short  Name,  Doc  #,  Effective  Date,  
and  Expira t ion  Date.  There  are  also  context  search  fields  at  the  top  of  the  
list  that  allows  for  filtering  by  the  first  few  charac t e r s  of  the  Short  Name  
and  Doc  #.

The  Document  Summa ry  can  be  expande d  undern e a t h  the  row  by  clicking  
on  the  arrow  to  the  left.

3.1.2.1 Documen t  Summa ry

The  Document  Summa ry  expands  underne a t h  the  row  of  the  documen t .   It  
contains  basic  information  about  the  documen t  including  the  Doc  #,  Short  
Name,  Descrip tion,  Sensitivity  Designa tion,  Sponsor ,  etc.,  and  also  lists  any  
open  CCRs  the  docume n t  has  agains t  it.

Clicking  the  “more  info”  link  pops  up  the  Documen t  Details  window,  a  
larger ,  more  detailed  printable  summary  that  all  users  can  access.
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The  Internal  Comment s  field  is  viewable  in  the  Documen t  Details  by  the  
documen t  sponsor  and  control  board  member s  (except  the  Libra rian).   No  
other  users  have  access .

Page  13
Use  or  disclosure  of  data  contained  on  this  page  is  subject  to  the  restriction(s)  on  the  title  page  

of  this  docum e n t .



COMET  User’s  Guide 423- HDBK-001,  
Revision  A

Effective  Date:  July  2016

The  Document  Details  can  be  printed  by  clicking  the  printe r  icon  in  the  
upper  right  corner .

The  Affected  Organiza tions  section  of  the  Document  Summa ry  lists  all  
organiza t ions  that  are  affected  by  this  documen t .

3.1.2.2 Documen t  Change  Log

Clicking  the  notepad  icon  on  the  far  right  will  open  the  docume n t  change  
log  (DCL),  which  provides  a  history  of  edits  to  the  docume n t  as  well  as  
previous  versions  of  the  docume n t .

Wheneve r  a  CCR  is  opened  on  a  documen t  or  the  metada t a  changes  in  some
other  way,  the  DCL  is  updated .  Only  the  CMO/Alt  CMO,  and  Documen t  
Sponsor  are  able  to  download  previous  versions  of  the  docume n t .

3.1.3 My  CCRs

The  My  CCR’s  sub- tab  displays  all  CCRs  that:  A) You  have  initiated  using  
the  Initiate  CCR  form;  B) You  have  been  made  initiator  of  by  a  user  who  has
proxied  on  your  behalf;  or  C)  that  you  have  begun  initiating  and  saved  as  
draft .
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The  top  section  displays  the  CCRs  you  have  saved  using  the  Initiate  CCR  
form  and  those  that  you  have  been  made  initiator  of  by  proxy.  Any  CCR  you  
open  remains  in  that  section  even  after  it  is  closed.  The  bottom  section,  My  
CCR  Drafts,  displays  CCRs  that  you  have  saved  as  drafts  using  the  Initiate  
CCR  form.  You  can  come  back  to  a  draft  later  to  edit  the  CCR  details.  Once  
the  CCR  is  initia ted,  it  no  longer  appea r s  in  the  draft  section  but  moves  up  
to  the  top  section.

The  CCRs  in  this  tab  can  be  filtered  and  sorted  using  the  same  methods  as  
those  in  the  My  To  Do’s  tab.   See  section  3.1.1  for  more  information.

3.1.4 My  Profile

The  My  Profile  tab  contains  information  about  the  user  and  his/her  role  in  
COMET.   From  this  tab  you  may  upda te  your  first  and  last  name,  company,  
email  address ,  code  and  phone  number .   The  other  information  is  not  
editable  by  the  user  and  may  only  be  changed  by  a  CMO/Alt  CMO.

The  middle  section  of  the  My  Profile  tab  lists  the  roles  assigned  to  the  user.  
Examples  include  but  are  not  limited  to:   the  assigned  role  in  any  CCB,  any  
organiza t ions  for  which  you  are  a  POC,  and  if you  are  a  member  of  a  CDL.

A list  of  documen t s  to  which  the  user  has  access  is  also  posted  in  this  
location.   This  list  contains  the  documen t  short  name,  documen t  number ,  
relationship  to  the  documen t  (documen t  sponsor,  affected  org,  ad  hoc,  CDL,
documen t  signer);  and  allows  the  user  to  change  the  email  preferenc es  for  
any  docume n t s  for  which  they  are  the  sponsor .   The  email  prefere nc e  box  is  
checked  by  default.   This  means  that  the  documen t  sponsor ,  if not  the  
initiator  on  a  CCR  opened  on  that  documen t ,  will  receive  all  emails  the  
initiator  receives.   If unchecke d,  the  docume n t  sponsor  will  only  receive  
emails  when  a  CCR  on  that  documen t  is  initia ted ,  released  for  assess m e n t ,  
and  published  unless  they  are  also  the  initiator .
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You  may  use  the  “Reques t”  links  at  the  bottom  to  reques t  access  to  
documen t s  or  CCRs  that  you  are  not  curren tly  permit ted  to  access.   This  
form  sends  an  email  to  the  CMOs  for  each  board,  grouping  the  documen t s  
or  CCRs  by  board.   Granting  access  is  not  automa t ic ,  and  requires  manual  
review  after  submission  of  this  form.   The  CMO  may  contact  you  outside  of  
COMET  for  more  information  and  to  let  you  know  when  access  is  grante d .  

3.2 Docu m e n t  Directory

To  some  degree ,  the  Documen t  Directory  tab  setup  resem bles  the  My  
Documen t s  section  of  the  Dashboa rd .  The  documen t s  here  appea r  in  the  
Maste r  Controlled  Documen t  List  (MCDL)  and  comprise  all  documen t s  
controlled  by  all  three  Boards.  
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The  lifecycle  of  a  documen t  can  be  Future ,  Curren t ,  Retired,  Superse d e d ,  or
Never .
You  can  filter  the  docume n t s  in  this  tab  by  Control  Board,  CDL,  Lifecycle  
and  Documen t  Type;  as  well  as  sort  by  Short  Name,  Doc  #,  Effective  Date,  
and  Expira t ion  Date.  There  are  also  context  search  fields  at  the  top  of  the  
list  that  allows  for  filtering  by  the  first  few  charac t e r s  of  the  Short  Name  
and  Doc  #.

The  documen t  change  log  gives  a  history  of  modifica tions  made  to  the  
documen t .  See  section  3.1.2.2  for  a  descrip t ion  of  that  repor t .

All users  can  see  the  metada ta  for  all  documen t s  by  clicking  the  arrow  next  
to  the  documen t  short  name  and  expanding  the  line  benea th  containing  the  
documen t  in  the  Document  Summary.   See  section  3.1.2.1  for  a  descrip t ion  
of  the  Document  Summa ry.

The  CMO  for  each  Board  can  enable  docume n t  access  to  users.  Beyond  this,
several  other  factors  determine  your  ability  to  access  these  documen t s .

Downlo a d i n g  Docu m e n t s
Not  every  user  can  download  every  docume n t  in  the  MCDL.  Your  ability  to  
download  a  documen t  is  based  on  your  role  (board  membe r ,  POC,  etc.),  your
relationship  to  the  documen t ,  and  both  the  lifecycle  and  sensitivity  of  the  
documen t .  All users  can  download  documen t s  with  the  sensitivity  
designa tion  Non- Restricted .  Documen t s  can  be  downloade d  by  clicking  the  
icons  to  the  left  of  the  short  name.   Documen t s  are  available  for  download  in
the  format  they  were  uploaded,  as  well  as  PDF.   If you  need  to  download  
documen t s  with  a  sensitivity  designa tion  higher  than  Non- Restricted  but  
cannot,  you  will  need  the  CMO  to  assign  the  docume n t s  to  you.
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Reques t s  for  access  to  download  a  documen t  are  performe d  by  going  to  
your  My  Profile  tab  and  clicking  on  the  “Reques t  Documen t  Access”  link  at  
the  bottom  of  the  page.

3.3 CCR  Direct ory

The  CCR  direc to ry  has  two  tabs:
CCR  Directory
View  Assessors  List

3.3.1 CCR  Directory

To  some  degree ,  the  CCR  Directory  tab  setup  resem bles  the  My  CCRs  and  
My  To-Do’s  sections  of  the  Dashboa r d .  This  direc tory  lists  all  CCRs,  which  
you  can  filter  by  Board  and  Status.

You  can  also  sort  the  CCRs  in  this  tab  by  CCR  ID,  Initiator ,  Title,  Control  
Board,  Status,  and  Due  Date.  In  addition,  there  are  context  search  fields  at  
the  top  of  the  list,  which  permit  filtering  by  the  first  few  charac t e r s  of  the  
CCR  ID,  Initiator ,  and  Title.   You  do  not  have  the  ability  to  execute  actions  
from  the  CCR  Directo ry.

The  CCR  Directo ry  lists  all  CCRs  that  are  at  or  past  the  Released  for  
Assessm en t  phase  of  the  CCR  process.  You  can  access  CCR  metada t a  from  
this  tab  via  the  CCR  Summa ry.  Refer  to  section  3.1.1  for  a  descrip tion  of  the
CCR  Summary  and  related  repor t s .  

Reques t s  for  access  to  assess  a  CCR  is  performe d  by  going  to  your  My  
Profile  tab  and  clicking  on  the  “Reques t  CCR  Access”  link  at  the  bottom  of  
the  page.

3.3.2 View  Assessors  List

The  Assessors  List  for  each  CCB  can  be  viewed  outside  the  CCR  form  in  the  
View  Assessor  List  tab  of  the  CCR  Directory .  The  Control  Board  can  be  
changed  by  using  the  dropdown  menu  at  the  top.
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4 ADDING  A DOCUMENT

As described  earlier ,  upon  logging  into  COMET,  you  arrive  at  the  
Dashboard .  Two  buttons,  “Initiate  a  CCR”  and  “Add  New  Doc,”  appea r  on  
the  far  right  on  all  Dashboa rd  sub- tabs.

Add  New  Docume n t  form  is  used  only  to  introduce  a  brand  new  item  into  
the  MCDL.  For  changes  to  existing  controlled  documen t s  (those  already  
contained  within  the  MCDL),  use  the  Initiate  CCR  form.  If you  are  unsure  
which  form  to  use,  contac t  your  CMO.

You  can  begin  adding  a  new  documen t  by  clicking  on  the  “Add  New  Doc”  
button  on  the  right  side  of  the  page.   After  filling  out  the  required  fields,  
click  the  “Save”  button  at  the  bottom  of  the  field.   

A star  appea r s  next  to  all  fields  required  to  save  the  form.  If any  required  
fields  remain  incomplet e  at  the  time  you  attempt  to  save,  a  red  warning  
appear s  under  the  empty  field  and  at  the  top  of  the  form;  and  you  will  be  
unable  to  save  the  form  until  the  required  fields  are  complet ed .  Once  you  
save  the  form,  the  docume n t  appea r s  in  your  My  Documen t s  tab  in  the  top  
section,  with  a  lifecycle  of  Future  and  a  tempora ry  documen t  numbe r  based  
on  the  date  and  time  the  documen t  was  added.  You  can  edit  the  new  
documen t  from  your  My  Document s  tab  only  until  a  CCR  is  opened  on  that  
documen t .

To  save  the  form  as  a  draft,  click  the  “Save  Draft”  button  at  the  top  left  or  
the  bottom  of  the  form.

Only  three  fields  require  complet ion  to  save  the  form  as  a  draft:  Control  
Board,  Document  Type,  and  Short  Name — discussed  more  fully  below.  If 
these  three  fields  remain  incomple te  when  you  click  “Save  Draft,”  a  red  
warning  appea r s  under  the  empty  field  and  at  the  top  of  the  page  
preven ting  you  from  saving  the  form.  When  you  save  the  Add  New  
Documen t  form  as  a  draft,  it  appea r s  in  your  My  Document s  tab  in  the  
bottom  section.  You  can  go  in  at  any  time  to  edit  and  complete  the  form.  
Once  saved,  it  no  longer  appea r s  in  the  bottom  section  of  the  My  
Documen t s  tab.  

Most  fields  have  a  blue  circle  icon  with  an  “i”  in  the  cente r  that  stands  for  
Information.  By hovering  over  this  informat ion  icon,  the  user  can  find  out  
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specific  information  about  a  given  field.  Because  CMOs  are  able  to  change  
some  of  these  fields  at  any  time,  this  guide  does  not  go  into  detail  about  the  
specific  choices.
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For  the  genera l  user,  there  are  five  sections  in  this  form:
Basic  Document  Details
Title,  Scope  and  Sensitivity
Contrac t s ,  Organiza t ions ,  Signers
Keywords  and  Commen ts
Upload  Document

4.1 Basic  Docu m e n t  Detai l s

This  section  contains  basic  informat ion  about  the  docume n t .  The  documen t  
sponsor  should  be  the  user  curren tly  logged  in  and  cannot  be  change d  
except  by  the  CMO.  The  Control  Board  field  indicates  what  CCB  should  
control  this  item.

The  Document  Type  field  gives  a  list  of  documen t  types  [Opera tions  
Agreeme n t s  (OA),  Interface  Control  Document  (ICD),  etc.]  that  best  
describe  this  documen t .  

You  must  complete  all  fields  in  this  section  to  save  the  documen t .

4.2 Title ,  Scop e ,  and  Sen s i t iv i ty

This  section  contains  the  title,  short  name,  and  the  descrip tion  and  scope  of  
the  docume n t .  You  must  select  Yes  or  No  for  ITAR Restricted ,  EAR  
Restricted ,  and  SBU  Restric ted;  as  well  as  give  a  justification  for  that  
designa tion.  The  information  icon  for  Sensitivity  describes  the  meaning  of  
each  designa tion.   If there  is  no  sensitivity  rest riction  on  the  docume n t ,  
select  No  for  all  three  choices.   If ITAR Restricted  or  EAR  Restric ted  is  
marked  Yes,  then  SBU  Restricted  will  be  automa tically  change d  to  Yes .  If 
SBU  Restricted  is  changed  to  No , there  will  be  a  warning  regarding  best  
practices.

You  must  complete  all  fields  in  this  section  to  save  the  documen t .
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4.3 Contrac t s ,  Organiza t i o n s  and  Sign er s

The  third  section  in  the  Add  New  Docum e n t  form  contains  informat ion  
concerning  which  contrac t s ,  organizat ions ,  and  documen t  signers  are  
affected  by  this  documen t .  These  fields  are  not  required  to  save  this  form.

If this  docume n t  affects  a  contrac t ,  selec t  the  contract  in  the  Affected  
Contrac t  field.

You  can  select  organiza tions  affected  by  this  documen t  by  clicking  “Add  
Organizat ion.”   A window  will  appea r  that  lists  all  the  organiza tions  in  the  
Control  Board  that  you  selected  in  section  1-  Basic  Documen t  Details.  If you  
did  not  select  a  Control  Board,  a  red  warning  appea r s ,  asking  you  to  selec t  
one.
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The  list  shows  all  organiza tions  in  that  Board.  You  can  filter  organiza t ions  
by  first  charac t e r  (lette r  or  numbe r)  by  clicking  that  link  at  the  top  of  the  
window.

To  add  an  organiza tion,  click  “Add”  on  the  line  containing  the  correct  
organiza t ion.  You  may  add  as  many  organiza t ions  as  necessa ry.  When  you  
complete  the  list,  click  the  “Ok”  button  at  the  bottom  of  the  window.
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You  can  select  Docum e n t  Signers  by  clicking  “Add  Signer ,”  which  brings  up  
a  window  listing  all  COMET  users.   To  add  a  documen t  signer ,  click  “Add  ” 
on  the  line  containing  the  correc t  user.  You  may  add  as  many  docume n t  
signers  as  necess a ry,  however  each  individual  must  be  noted  on  the  
documen t s  Signatu re /Approval  Page  of  the  documen t .  When  you  complete  
the  list,  click  the  “Ok”  button  at  the  bottom  of  the  window.
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If the  user  selected  is  not  a  US  Citizen  and  the  docume n t  has  a  sensitivity  of
EAR  Restricted  and/or  ITAR Restric ted ,  a  red  warning  message  appea rs  
stating  the  user  cannot  be  selected  as  a  documen t  signer  unless  the  user  
has  been  assigned  the  documen t  manually  by  the  CMO.   The  form  will  not  
be  able  to  be  saved  until  that  user  is  deselec t ed .   The  user  can  be  added  
later  in  the  process  if necessa ry.
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4.4 Keyword s  and  Com m e n t s

The  Keywords  field  must  be  complet ed  in  order  to  save  the  Add  New  
Docum en t  form.  This  field  should  contain  words  that  describe  the  subject  of  
the  docume n t .

Completion  of  the  Public  comment s  and  Internal  Commen t s  field  is  not  
required  to  save  the  documen t .

For  a  given  documen t ,  the  Internal  Comment s  field  in  the  Edit  Docum en t  
form  will  be  update a ble  by  the  documen t  sponsor  and  control  board  
member s  (except  the  Librarian)  at  any  time.   All other  fields  will  be  locked  
from  editing.   No  other  users  will  have  this  access.   

4.5 Upload  Docu m e n t

Section  5  allows  you  to  upload  the  new  documen t ,  a  required  step  before  
saving  the  Add  New  Docum e n t  form.

Click  the  “Add”  button  to  bring  up  a  window  that  allows  you  to  selec t  the  
documen t  from  your  hard  drive.  Once  you  select  the  documen t ,  it  appea r s  
as  a  link.  The  name  of  the  file  matches  whateve r  you  ente re d  in  the  Short  
Name  field  in  section  2  of  the  documen t  form.
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5 THE  CCR  FORM

5.1 Initiat in g  a  CCR

As described  earlier ,  upon  logging  into  COMET,  you  arrive  at  the  
Dashboard .  Two  buttons,  “Initiate  a  CCR”  and  “Add  New  Doc,”  appea r  on  
the  far  right  on  all  Dashboa rd  subtabs .

Use  the  Initiate  CCR  form  to  submit  a  change  to  an  exis t in g  control l e d  
docu m e n t  contained  within  the  MCDL.  If this  is  a  brand  new  documen t  not  
already  in  the  MCDL,  you  must  first  add  the  documen t  using  the  Add  New  
Docum en t  form.  If you  are  not  sure  which  form  to  star t  with,  contac t  your  
CMO.  

Begin  initiating  a  CCR  by  clicking  on  the  “Initiate  CCR”  button  on  the  right  
side  of  the  page.  This  brings  up  the  Initiate  CCR  form.  

At the  top  of  the  form  you  have  the  option  to  proxy  for  another  user  (i.e.  
open  the  CCR  on  someone’s  behalf),  with  the  default  set  to  No .

If you  select  Yes , the  Proxy  User  window  appea r s .  This  window  provides  you
with  a  drop- down  menu  listing  of  every  user  in  COMET.
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If you  select  a  name,  that  person  becomes  the  Initiator  of  the  CCR  and  will  
see  the  CCR  in  his/her  My  CCRs  tab;  when  an  action  is  required ,  it  will  
appear  in  that  person’s  My  To-Do’s  tab  as  well.  Since  you  initiated  the  CCR  
as  a  proxy  user,  you  will  only  receive  emails  about  the  CCR  if you  leave  the  
“Notify  me…”  box  checked.  If you  deselec t  this  box,  you  (the  proxy  user)  
will  not  receive  emails  about  the  CCR.

The  CCR  process  does  not  require  that  you  proxy  for  anothe r  user.  You  may  
open  a  CCR  on  any  documen t  whethe r  or  not  you  are  its  sponsor .  You  
should  use  this  option  only  when  the  CCR’s  Initiator  cannot  open  the  CCR  
on  his/her  own.  The  process  require s  that  the  Initiator ,  not  the  proxy  user,  
complete  the  remaining  actions  for  the  CCR.

You  can  initiate  the  CCR  or  save  the  form  as  a  draft.  To  initiate  the  CCR,  
click  the  “Initiate”  button  at  the  bottom  of  the  form.  To  save  the  form  as  a  
draft ,  click  the  “Save  Draft”  button  at  the  top  left  and  at  the  bottom  of  the  
form.  

For  the  Proxy  User  window  and  the  remainde r  of  the  form,  you  must  
complete  the  required  fields  (marked  with  a  star  next  to  them)  before  
initiating  the  CCR.  If you  fail  to  fill  out  any  required  fields  before  you  click  
on  “Initiate ,”  a  red  warning  appea r s  under  the  empty  field(s)  and  at  the  top  
of  the  form — i.e..,  you  cannot  initiate  the  CCR  until  you  have  completed  the  
required  fields.  Once  you  initiate  the  CCR,  it  will  appea r  in  the  user’s  My  
CCRs  tab  in  the  top  section  with  a  status  of  “Initiated”  and  a  tempora ry  
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CCR  #,  indicating  that  the  CCR  process  has  begun.  You  cannot  edit  the  CCR
once  it’s  initia ted .

To  save  the  form  as  a  draft,  you  need  only  complet e  two  fields—Title  and  
Classification.   Both  are  discussed  in  more  detail  below.  If you  do  not  
complete  both  of  these  fields  before  clicking  “Save  Draft”,  a  red  warning  
appear s  under  the  empty  field(s)  and  at  the  top  of  the  form,  and  you  will  not
be  able  to  save  the  draft  until  you  complet e  the  fields.  When  you  save  the  
Initiate  CCR  form  as  a  draft ,  it  will  appea r  in  your  My  CCRs  tab  in  the  
bottom  section.  You  can  go  in  at  any  time  to  edit  and  complete  the  form.  
Once  you  click  Initiate ,  it  no  longer  appea r s  in  the  draft  section  at  the  
bottom  of  the  My  CCR  tab.  

Most  fields  have  a  blue  circle  icon  with  an  “i”  in  the  cente r .  By hovering  
over  the  information  icon,  you  can  find  out  specific  information  about  that  
field.  Because  CMOs  can  change  these  fields  at  any  time,  this  guide  does  
not  go  into  detail  about  the  specific  choices.

There  are  six  sections  in  this  form:
Title,  Type,  and  Details
Problem,  Solution,  and  Impac t
Cost  and  Schedule
Affected  Documen t s
Assessor  List
Additional  CCR  Details

5.1.1  Title,  Type  and  Details  

This  section  contains  basic  informat ion  about  the  CCR’s  Title,  Classifica tion,
and  Priority.   The  informa tion  icon  next  to  the  Classification  and  Priority  
fields  provides  additional  informat ion  about  those  fields.  The  Priority  field,  
which  defaults  to  Routine , determines  the  completion  date  of  the  CCR.  If 
you  accept  Routine  as  the  Priority,  you  do  not  need  to  provide  any  
additional  information.  However ,  if you  select  a  Priority  other  than  Routine , 
a  new  required  field  appea r s  below  it  called  Priority  Justifica tion.  

You  must  complete  all  fields  in  this  section  to  initiate  the  CCR.
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5.1.2 Problem,  Solution  and  Impac t

This  section  contains  the  required  fields  Problem,  Proposed  Solution,  and  
Impact  Statem e n t  of  the  CCR.  You  must  complet e  all  fields  in  this  section  to
initiate  the  CCR.

5.1.3 Cost  and  Schedule

The  third  section  in  the  CCR  form  contains  fields  for  the  cost  and  schedule  
impact  of  the  changes  proposed  in  this  CCR.

If you  select  a  Cost  of  None , you  do  not  need  to  provide  any  additional  
information.  However ,  if you  select  a  Cost  other  than  None , a  new  required  
field  appea r s  below  it  called  Funding  Source.
For  the  field  Schedule  Impac t ,  if you  select  No , you  do  not  need  to  provide  
any  additional  informat ion.  However ,  if you  select  Yes  for  Schedule  Impac t ,  
two  new  required  fields  appea r  below  it  to  describe  the  schedule  impact  
and  implemen t a t ion  schedule .  

You  must  complete  all  fields  in  this  section  to  initiate  the  CCR.

5.1.4 Affected  Documen t s  
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This  section  allows  you  to  select  the  documen t  you  wish  to  change.

Click  the  blue  “Add  Documen t”  link  to  bring  up  a  list  of  all  available  
documen t s .   The  list  includes  all  internally  controlled  documen t s  that  have  a
lifecycle  of  Futur e  or  Current , as  well  as  all  documen t s  in  your  My  
Documen t s  tab.  A documen t  that  has  a  lifecycle  other  than  Future  or  
Current  cannot  have  a  CCR  opened  agains t  it.

You  can  filter  the  list  of  documen t s  by  first  letter  of  the  docume n t  title  and  
sort  them  by  Documen t  #  and  Name.  To  add  a  documen t ,  click  the  blue  
“Add”  link  on  the  line  containing  the  documen t .  The  docume n t  name  
appear s  in  the  section  below,  called  Affected  Document (s)  Chosen , with  a  
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check  box  that  defaults  to  checked.  If you  erroneously  selected  an  unwante d
documen t ,  you  may  un -check  the  box  to  deselec t  it.  You  may  selec t  up  to  six
documen t s .  When  you  have  correc t ly  selected  your  desired  documen t s ,  click
the  “Ok”  button  at  the  bottom  left.

After  clicking  “Ok,”  the  selec ted  docume n t(s)  will  appea r  as  shown  below.

This  window  is  used  to  upload  a  new  version  of  the  documen t  that  includes  
the  proposed  change.  The  Sensi tivity   and  Sensitivity  Rationale  default  to  
the  same  settings  assigned  to  the  curren t  documen t .  You  may  change  either
or  both  if you  believe  that  the  proposed  changes  will  affect  the  sensi tivity  
designa tion  and  rationale.   If you  error  when  completing  this  portion  of  the  
form,  you  can  delete  the  documen t  by  un- checking  the  select  box  in  the  
section  containing  that  par ticula r  documen t .

If the  documen t  selec ted  is  a  new  one  from  your  My  Document s  tab,  this  
area  will  not  be  editable.   All information,  including  the  documen t  itself,  will
be  preloaded  from  the  documen t  form.

The  rules  regarding  the  sensitivity  designa tion  selec tions  are  the  same  as  
those  for  the  Docum e n t  Form.

In  addition,  documen t s  with  differen t  access  lists  cannot  be  opened  in  the  
same  CCR.   For  SBU  Restricted  documen t s ,  COMET  uses  CDLs  to  
adminis te r  access  lists.  For  ITAR Restric ted  documen t s  and  EAR  Restric ted  
documen t s ,  it  is  always  assume d  each  docume n t  has  a  differen t  access  list.   
Thus,  CCRs  can  only  be  opened  on  one  ITAR Restricted  or  EAR  Restricted  
documen t  and  no  other  docume n t .   A warning  message  will  appear  when  
attemp t ing  to  add  a  2 nd  documen t  to  a  CCR  that  already  has  an  ITAR or  EAR
Restricted  documen t  as  the  1 st  documen t  or  when  attempt ing  to  add  a  2 nd  
documen t  to  a  CCR  that  is  an  ITAR or  EAR  Restricted  documen t .
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For  SBU  Restric ted  documen t s ,  only  those  with  the  same  access  lists  and  
contained  within  the  same  CDL,  can  be  opened  using  the  same  CCR.   If an  
attemp t  is  made  to  add  a  2 nd  documen t  that  does  not  meet  these  criteria ,  a  
red  warning  message  will  appea r ,  informing  the  user  that  the  action  cannot  
be  completed .

Alterna t ively,  a  Non- Restric ted  docume n t  and  SBU  Restricted  docume n t  can
be  opened  using  the  same  CCR.   The  access  list  for  a  Non- Rest ricted  
documen t  is  all  COMET  users.

5.1.5 Assessor  List

When  the  CCR  is  initia ted,  the  Assessor  List  will  be  expanded ,  showing  only  
those  pre- selected  organiza t ions  from  the  Documen t  form,  that  are  affected  
by  the  docume n t .

There  are  three  selections  to  the  right  of  each  organiza tion:  “Assess,”  
“Informa tion,”  and  “N/A.”  A selection  must  be  made  for  every  organiza t ion  
in  this  section.  “Assess”  means  that  at  least  one  POC  from  that  organiza t ion  
is  required  to  log  into  COMET  and  either  concur  or  not  concur  on  the  
proposed  changes .  Comment s  can  be  left  if desired.  “Informa tion”  indicates  
that  the  Initiator  would  like  the  POCs  to  be  aware  of  this  CCR,  but  no  action
is  required  by  them.  A selection  of  “N/A”  indicate s  that  the  organiza t ion  is  
not  affected  by  this  CCR.  All organizat ion  POCs  that  are  selec ted  to  assess  
or  for  information,  will  receive  emails  at  certain  points  in  the  CCR  process .  
See  section  6,  CCR  Process  for  more  information

The  organizat ions  that  were  selec ted  as  Affected  Organizations  in  the  
documen t  form  will  default  to  “Assess”  the  documen t .  This  can  be  change d  
by  the  Initiator  or  by  certain  Board  member s  at  any  time  during  the  CCR  
process .   Two  control  board  roles,  Systems  Assurance  Manage r  and  
Securi ty  Officer,  if applicable,  will  also  default  to  “Assess”.   The  Documen t  
Signers  selected  in  the  documen t  form  will  appea r  at  the  bottom  of  the  
Assessors  List  with  “Info”  selec ted.

If a  user  is  selec ted  as  “Assess”  or  “Info”  and  does  not  have  access  to  the  
documen t( s) ,  a  red  warning  message  will  appea r  and  the  form  you  will  be  
unable  to  save  the  form.  
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Clicking  “View  Full  Assessors  List”  will  show  all  the  organizat ions  in  that  
Control  Board  similar  to  the  View  Assessor  List  subtab  in  the  CCR  
Directo ry.   The  assess m e n t  require m e n t  for  each  organizat ion  can  be  
updated  by  selecting  “Assess”,  “Info”  or  “NA”  and  clicking  the  “Update”  
button  at  the  bottom  of  the  form.   Organiza t ions  or  roles  that  are  assigned  
as  “Assess”  or  “Info”  will  have  the  POCs  undern e a t h  the  organiza tion  name.

By default ,  all  other  POC  lists  will  be  collapsed.   Clicking  the  “blue  arrow”  
next  to  the  organiza tion  name  expands  the  POC  list  under  the  organiza tions .

If a  user  does  not  have  a  COMET  account ,  they  will  have  the  word  “-
external”  next  to  their  name.   This  indicates  that  they  do  not  have  access  to  
COMET  and  may  need  to  be  contact ed  outside  the  tool.

Clicking  “View  Active  Assessors”  will  retu rn  the  Assessors  List  to  just  
displaying  those  organiza tions  that  have  been  selected  as  “Assess”  or  
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“Info”.

There  may  be  individuals  who  are  affected  by  this  CCR  but  are  not  listed  as  
POCs  for  any  organizations  in  this  Board.  If that  is  the  case,  they  can  be  
added  by  clicking  the  blue  “Add  User”  link  under  the  Affected  Users  
heading,  which  brings  ups  the  Ad Hoc  user  window.
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All users  in  COMET  will  be  listed  here.  The  list  is  sorted  by  last  name  and  
can  be  filtered  by  the  first  letter  of  last  names  as  well.  Select  a  user  by  
clicking  the  blue  “Add”  link  on  the  row  containing  the  desired  name.  Click  
the  “Ok”  button  on  the  bottom  right  to  confirm  ad  hoc  users.  Then  select  
“Assess,”  “Informa tion,”  or  ” N/A”  for  all  ad  hoc  users.

5.1.6 Additional  CCR  Details  

This  is  the  section  where  any  other  affected  documen t s  can  be  added  in  a  
similar  manne r  as  described  in  the  Affected  Documen t s   section.  Any  
documen t s  that  may  be  affected  after  this  CCR  is  approved  can  be  selected  
here.  Also,  any  related  CCRs,  open  or  closed,  can  be  added  here  by  filling  in
the  Related  CCR  field.  This  section  is  not  required  for  the  CCR  to  be  
initiated.
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6 CCR  PROCESS

6.1 Mana g i n g  the  CCR

Initiating  the  CCR  begins  the  CM  process .  An email  is  sent  to  the  initiator ,  
documen t  sponsor ,  and  the  CMO  (and  alterna t e ,  if there  is  one)  for  the  
applicable  CCB.  

In  COMET,  the  CCR  moves  through  the  CM  process  by  editing  the  status  of  
the  Manage  CCR  form.  Once  the  initiator  submits  the  form,  the  status  field  
and  the  CCR  Comment s /Additional  Assessors  boxes  are  appare n t .   

The  CCR  Commen t s /Additional  Assessors  field  is  a  text  field  where  notes  
can  be  left  for  anyone  opening  the  CCR  form  in  the  future.  Any  text  ente red  
in  this  field  will  display  at  the  top  of  the  form  during  the  next  edit.   The  text  
will  remain  in  the  field  until  deleted  or  overwri t t en ,  but  is  not  contained  in  
the  CCR  metada t a .   

The  CCR  star ts  with  a  tempora ry  CCR  ID.  Once  the  CMO  validate s  it  by  
changing  the  status ,  it  will  be  given  a  perman e n t  numbe r

This  field  has  many  status  choices  that  move  the  CCR  through  the  process .  
After  the  appropria t e  user  selec ts  a  status,  an  email  will  be  sent  to  certain  
CCB  member s ,  users,  and/or  assessors  depending  on  the  action  required  by  
that  status .

Note:  There  are  steps  to  this  process  that  are  outside  the  syste m  and  are  
specific  to  each  Control  Board.  Those  steps  will  not  be  affected  by  COMET  
nor  will  they  be  discussed  in  this  user’s  guide.   Reference  the  project  CM  
Procedures  for  specifics.

While  individual  statuse s  will  not  be  discusse d  here,  it’s  impor tan t  to  note  
that  they  can  be  grouped  into  several  categories  - validat i o n ,  asse s s m e n t ,
dispo s i t i o n ,  and  publica t i o n .
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6.2 Validat io n

The  CMO,  Systems  Manage r  (if  assigned) ,  and  Chairpe r son  must  validate  
every  CCR  opened  in  their  Control  Board.  Each  of  these  three  Board  
member s  can  validate,  require  change,  or  close  the  CCR.  As discusse d  in  
the  User  Roles  section  of  this  guide,  a  systems  manage r  is  not  required  for  
every  Board  and  the  chair  designee  can  perform  the  duties  of  the  
chairpe r son  with  no  effect  on  the  process .
When  the  role- specific  review  status  is  selected,  an  email  will  go  to  that  
Board  member  to  let  him/her  know  they  have  a  CCR  to  review.  It  will  
appear  in  the  Board  member’s  Dashboa rd  on  the  My  To-Do’s  tab  with  an  
action  to  Validat e .

To  edit  the  status ,  Board  member s  need  to  click  on  the  “CCR  ID,”  scroll  to  
the  bottom,  and  change  the  status .  

If the  Board  has  a  Systems  Manage r ,  that  person  will  review  the  CCR  before
the  Chairpe r son.  The  status es  available  to  the  Systems  Manage r  for  this  
purpose  are  similar  to  the  ones  for  the  CMO  and  Chairpe rson.

If that  Board  member  (CMO,  Systems  Manage r  or  Chairpe r son)  approves  
the  CCR,  there  is  no  action  required  by  the  Initiator ,  and  the  process  
continues .  Likewise,  if any  of  those  Board  member s  close  the  CCR,  no  
action  is  required  by  the  Initiator .  If any  of  the  Board  member s  select  
Requires  Changes , the  CCR  will  be  available  via  the  My  To-Do’s  tab  for  the  
Initiator  to  modify.  These  changes  can  be  to  the  metada t a ,  or  the  Initiator  
may  need  to  upload  a  new  version  of  the  docume n t .  Once  update d ,  he/she  
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will  select  Resub mi t  to  CMO . The  CCR  then  goes  back  to  the  CMO  and  
star t s  the  validation  process  again.

6.3 Asses s m e n t

Once  the  CCB  has  validated  the  CCR,  notifica tion  is  sent  to  the  assessors  
asking  for  their  review  and/or  concur r e nc e .  As discussed  in  previous  
sections  of  this  guide,  the  assessors  are  those  selected  in  the  Assessor  List  
section  of  the  CCR  form  as  well  as  the  Securi ty  Officer,  the  Systems  
Assurance  Manage r  and  Documen t  Signer(s) ,  if applicable.

The  CCR  appea r s  on  the  Initiator’s  My  To-Do’s  tab  with  the  action  to  
Monitor  Asses s m e n t s . The  action  will  be  a  link  to  the  Assessme n t  History  
page.   
A notification  will  go  out  when  an  assessor  gives  a  concur r e nc e  or  
comment s  on  the  CCR.  It  will  only  contain  the  name  of  the  user  and  their  
role.   The  assess m e n t ,  concur r e nc e ,  and  commen t  will  not  be  sent  in  the  
notification  email.   It  is  up  to  the  Initiator  to  log  in  periodically  and  check  
specifics  of  the  assessm e n t .

As an  assessor ,  your  role  - and  whethe r  or  not  you  are  required  to  assess  - 
dete rmines  how  the  CCR  appear s  in  your  My  To-Do’s  tab.

To  review  the  changes  to  the  documen t  associat ed  with  the  CCR,  click  the  
“more  info”  link  on  the  CCR  summary  slider  to  the  right.   This  will  bring  you
to  the  CCB  Configura t ion  Reques t  page.   The  documen t  can  be  downloaded  
from  here.   See  the  My  To  Do’s  section  for  more  information  about  this  
page.
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To  assess  the  CCR,  click  the  “Asse s s ” link  on  the  line  containing  the  correc t
CCR.
This  brings  up  the  Assessm en t  History  Page.

The  Assessme n t  History  Page  contains  basic  informa tion  about  the  CCR  as  
well  as  an  Assessme n t  Summa ry;  and  resembles  the  history  displayed  in  the
Assessm en t  slider  of  the  CCR  Summa ry.

To  assess  the  CCR,  click  the  “Assess”  link  in  the  upper  right  to  bring  up  the  
Assess  a  CCR  window.

The  role  or  organizat ion,  for  which  you  are  assessing,  is  listed  on  the  form.  
If you  have  both  a  control  board  role  and  organization  relationship  to  the  
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CCR,  there  will  be  a  radial  button  asking  you  to  specify  the  role  for  which  
you  are  assessing .   If you  assess  for  more  than  one  organization,  a  drop-
down  menu  allows  you  to  select  the  role  or  organiza t ion  for  which  you  are  
assessing.

You  must  indicate  whethe r  or  not  you  concur  and  make  a  commen t  in  the  
Assessm en t  field.  Then  click  the  “Submit”  button.

Similarly,  if you  are  selected  for  “informa tion  only”  and  would  like  to  
comment  on  the  CCR,  you  can  do  so  by  clicking  the  “ Info ” link  on  your  My  
To-Do’s  page.

Clicking  the  “Commen t”  link,  will  open  the  Commen t  on  a  CCR  window  box.
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When  you  fill  in  the  Comment  field  and  click  the  “Submit”  button,  your  
comment  will  be  recorded.

The  example  below  shows  an  Assessme n t  History  Page  with  several  
assess m e n t s  and  commen t s .

Each  assess m e n t  and  comment  can  be  replied  to.  The  reply  appea r s  
indented  below  the  assess m e n t  or  comment .

Each  assess m e n t  must  be  resolved  by  the  initiator  (or  CMO).  This  is  
accomplished  by  clicking  the  blue  “Matrix”  link  in  the  upper  right ,  bringing  
up  the  Resolution  form.
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The  Initiator  selects  the  resolution  and  inputs  an  explana tion.  This  trigge rs  
an  email  in  certain  cases.   The  Board  membe r  or  organiza t ion  POC  then  
logs  into  the  system  to  review  the  resolution  and  change  his  or  her  
concur re nc e ,  if necessa ry.  Please  keep  in  mind  that  the  resolve  process  may
involve  additional  steps,  as  will  those  parts  of  the  CCR  process  that  take  
place  outside  of  COMET.  This  is  because  there  may  be  parts  of  the  process  
that  are  specific  to  each  CCR  and  Control  Board.

At any  time  in  the  process ,  but  most  likely  during  the  assessm e n t  phase ,  the
CCR  can  go  under  a  revision.   The  CMO  selects  the  status  Revision  Pending  
in  the  Manage  CCR  form.   The  action  is  then  on  the  initiator  to  update  the  
documen t  and  CCR  metada t a  where  applicable  and  change  the  status  to  Re-
submit te d  to  CMO.   This  begins  the  CCR  process  over  again  but  with  the  
CCR  numbe r  change d  to  include  the  revision  numbe r .   For  example,  123-
BOARD-1(R1).

The  assessm e n t s  from  the  original  CCR  and  all  previous  revisions  will  
appear  in  the  Assessme n t  History  in  order  of  the  most  recent .   Assessme n t s  
and  commen ts  from  previous  revision  may  be  viewed  by  clicking  on  the  
revision  title  (Original,  Revision  1,  Revision  2,  etc..).
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6.4 Dispo s i t i o n

When  all  the  assess m e n t s  are  in,  the  CCR  goes  through  one  more  review  by  
the  CCB.

The  CMO  will  select  the  Disposition  Review  status.   This  aler ts  those  
associa ted  with  the  CCR  that  the  documen t  is  undergoing  final  review  
before  disposi tion.   At  this  point  the  initiator  should  update  the  docume n t  
with  the  assessm e n t s  and  upload  it  to  the  CCR  form.  The  initiator  cannot  
change  the  CCR  status.   The  initiator  will  have  to  notify  the  CMO  via  email  
that  the  documen t  has  been  updated .

The  CMO  completes  the  first  round  of  disposi tion  review  and  downloads  the
Assessm en t s  Matrix  to  compare  any  proposed  changes  with  the  final  redline
with  updates  from  the  assess m e n t s .   When  the  CMO  is  satisfied  that  all  
assess m e n t s  have  been  impleme n te d  the  CMO  will  select  Systems  Manage r  
Recomme n d a t ion  if there  is  a  Systems  Manage r , .   An  email  will  be  sent  to  
the  Systems  Manage r  asking  them  to  log  on  and  review  the  final  docume n t  
and  matrix  before  disposition.   They  will  select  either  Recom m e n d  for  
Disposition  or  Syste m s  Manager  Requires  Changes .
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If the  Systems  Manage r  requires  changes  to  the  CCR  it  will  go  back  to  the  
initiator  to  edit  and  then  be  resubmit t e d  to  the  CMO  as  in  the  first  Systems  
Manage r  Review  at  the  star t  of  the  process.

If the  Systems  Manage r  recom me n d s  the  CCR  for  disposi tion,  the  CMO  will  
then  select  the  Disposition  Pending  Status . 

The  Chairpe r son  disposi tions  the  CCR  by  clicking  on  the  “CCR  ID”,  in  the  
My  To-Do’s  tab,  and  scrolling  to  the  bottom  of  the  form.   The  action  field  
cannot  be  change d  here.  The  Chairpe rson  must  selec t  a  disposi tion  value  
and  commen t .
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6.5 Public a t i o n

After  the  Chairpe r son  has  dispositioned  the  CCR,  the  CMO  will  go  through  a
process  to  get  the  CCR  ready  for  publica tion.  The  documen t  may  need  
special  format t ing ,  signatu r e s ,  etc.  The  CMO  will  change  the  status  of  the  
CCR  based  on  where  the  CCR  is  in  the  process.  Notifications  will  be  sent  to  
the  Initiator  and  documen t  sponsor  at  each  step.

When  the  CCR  is  at  the  status  Signatures  Pending , the  Document  Signer(s)  
will  receive  an  email  and  the  CCR  will  appea r  on  their  My  To  Do’s  with  the  
action  of  Sign  Documen t .   This  is  done  outside  COMET  and  appea r s  in  the  
tool  for  informa tion  purposes .

The  last  step  of  the  publication  process  is  to  close  the  CCR.  Once  the  CCR  is
closed,  it  can  no  longer  be  edited.  It  will  be  listed  in  the  CCR  Directo ry  and  
Initiator’s  My  CCRs  tab  indefinitely  for  historical  purposes .

7 SEARCH

COMET  provides  two  options  for  searching  purposes .   The  quick  search  at  
the  top  of  every  page  allows  the  user  to  search  the  documen t  metada t a  and  
CCR  metada t a  for  key  words.   

The  Advanced  Search  allows  for  more  specific  criteria  to  be  searche d.   The  
Advanced  Search  function  is  accessible  from  the  Search  tab  - by  clicking  the
“Advanced  Search”  link  at  the  top  of  every  page;  or  by  clicking  the  “Refine  
Search”  in  the  search  resul ts .  Filters  for  control  board,  documen t  sponsor ,  
CCR  initiator ,  etc…  are  available  in  the  advanced  search  area.
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Regardless  of  the  search  criteria ,  both  documen t s  and  CCRs  are  searched  
with  each  query;  and  the  resul ts  are  displayed  in  separa t e  tabs .  The  quick  
search  and  advanced  search  resul ts  both  display  in  the  search  tab.

7.1 Quick  Searc h

At the  top  of  every  page  in  COMET  is  a  text  field  that  allows  the  user  to  
search  documen t  and  CCR  metada t a  fields  for  keywords .   

For  documen t s ,  the  metada t a  fields  that  are  searched  include:
a. Documen t  #
b. Title
c. Short  Name
d. Descript ion  and  Scope
e. Sensitivity  Justification
f. Keywords

For  CCRs,  the  metada t a  fields  that  are  searche d  include:
a. CCR  #
b. Title
c. Problem
d. Solution
e. Impact  Statem e n t

Multiple  keywords  may  be  separa t e d  by  commas  in  the  search  field,  but  
separa t ing  them  is  not  required .   Phrases  can  be  searche d  for  by  using  
quota t ion  marks  (“  “).
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7.2 Advanc e d  Searc h

The  advanced  search  allows  for  text  search  in  addition  to  filters  for  Control  
Board  and  Organizat ion.   

Documen t  metada t a  such  as  lifecycle,  documen t  sponsor ,  and  expira tion  
date;  and  CCR  metada t a  such  as  initia ted  date  and  initiator  can  be  searche d
as  well.
 For  the  Sensitivity  drop  down  fields,  the  rules  are  as  follows:

- Non- Restricted  will  display  documen t s  and  CCRs  for  which  SBU  
Restricted ,  EAR  Restricted ,  and  ITAR Restricted  have  all  been  set  
to  No .

-  SBU  Restricted  will  display  documen t s  and  CCRs  for  which  SBU  
Restricted  has  been  set  to  Yes , EAR  Restricted  has  been  set  to  No,  
and  ITAR Restricted  has  been  set  to  No .

- EAR  Restricted  will  display  documen t s  and  CCRs  for  which  SBU  
Restricted  has  been  set  to  either  Yes  or  No , EAR  Restricted  has  
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been  set  to  Yes,  and  ITAR Restric ted  has  been  set  to  either  Yes  or  
No .

- ITAR  Restricted  will  display  documen t s  and  CCRs  for  which  SBU  
Restricted  has  been  set  to  either  Yes  or  No , EAR  Restricted  has  
been  set  to  either  Yes  or  No,  and  ITAR Restric ted  has  been  set  to  
Yes .

In  the  advanced  search , the  user  can  select  which  metada t a  fields  will  be  
searche d  for  a  par ticula r  word  or  words  by  checking  the  boxes  to  the  left  of  
the  text  field.

7.3 Searc h  Resul t s

The  search  results  are  divided  into  two  tabs;  CCRs  and  Documen t s .  The  
search  criteria  are  summa rized  at  the  top  of  each  tab.   There  is  also  a  
“Refine  Search”  link  that  allows  the  user  to  narrow  the  search  criteria  
furthe r .   The  previous  search  data  will  be  pre- popula t ed  when  “Refine  
Search”  is  clicked.  

The  layout  of  the  search  resul ts  and  documen t s  tabs  are  identical  with  CCR  
directo ries  expanding  below  the  line  offering  access  to  metada t a  by  clicking
on  the  blue  arrow  to  the  left  of  the  first  column.
The  search  results  can  be  downloaded  to  CSV  file  by  clicking  that  button.

8 HELP  PAGE

8.1 Help  Tab

Access  the  Help  page  by  clicking  the  Help  tab.
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8.2 Contac t  Us

The  first  section  includes  contac t  information  for  each  of  the  CMOs  as  well  
as  technical  suppor t  for  COMET.  Questions  or  commen t s  regarding  the  CM  
process ,  documen t  access ,  etc.,  should  be  direc ted  to  the  appropria t e  CMO.  
All questions ,  commen t s ,  and  problems  with  COMET  should  be  direc ted  to  
technical  suppor t .   Click  on  the  link  in  this  section  to  bring  up  a  new  mail  
message  window.

8.3 Self  Servic e

The  Self  Service  area  includes  links  to  a  Frequen t ly  Asked  Questions  (FAQs)
documen t  as  well  as  the  User’s  Guide.

8.4 Tools  and  Resour c e s

The  tools  and  resources  section  includes  links  that  may  be  helpful  for  the  
CM  process .  Project  websi tes,  acronym  lists,  and  library  catalogs  are  
provided  here.   Some  of  the  links  on  this  page  may  not  be  accessible  from  a  
non-  network.

8.5 Refere n c e  Docu m e n t s

The  last  section  of  the  help  page  contains  links  to  download  project- level  
documen t s .  These  documen t s  are  not  controlled  by  any  of  the  Control  
Boards  that  use  COMET  and  are  available  for  all  users  to  download.
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ABBREVIATIONS  AND  ACRONYMS

AUID Agency  User  ID
CCB Configura t ion  Control  Board
CCR Change  Control  Reques t  
CDL Controlled  Documen t  List
CM Configura t ion  Manage m e n t
CMO Configura t ion  Manage m e n t  Officer
COMET COnfigura t ion  Manage m e n t  EOS  Tool  
CSV Comma  separa t e d  value
DCL Documen t  Change  Log
EAR Export  Administ ra t ion  Regulations
EDOS EOS  Data  and  Opera t ions  System
EOS Earth  Observing  System
EOS Earth  Observing  System

ESDIS
Earth  Science  Data  and  Informat ion  
System

ESMO Earth  Science  Mission  Opera tions
FAQs Freque n t ly  Asked  Questions
GSFC Goddard  Space  Flight  Cente r
ICD Interface  Control  Document
ID Identifica tion

IDMAX
Identity  Manage m e n t  and  Account  
Exchange

ITAR Interna t ional  Traffic  in  Arms  Regula tions
MCDL Maste r  Controlled  Documen t  List
Md. Maryland
N/A Not  applicable
NAMS NASA  Access  Manage m e n t  System  

NASA
National  Aeronau t ics  and  Space  
Administ ra t ion

OA Opera t ions  Agreeme n t
PDF Portable  Documen t  Format
PM Project  Manage r
POC Point  of  Contact
SBU Sensitive  but  Unclassified
US United  States
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