NAVY HQWeb - Quick Guide

-HQWeb Helpdesk Ph # (800) 420-7302 or email helpdesk@usn.hq.navy.mil.  

-You will be prompted to log in using your username and password when accessing certain parts of this site.  If you do not know your username or password, contact the HQWEB Help Desk (0800-1700 EST)

-NMCI Helpdesk (866)-THE-NMCI

-DNHN Help Desk 703-742-1809 or email DNHNHelp@hq.navy.mil

-Classified HQWeb Helpdesk (800) 420-7302 or email HQWEBHELP@cno.navy.smil.mil  (0800-1700 EST)

URL UNCLASS: https://usn.hq.navy.mil

URL CLASS: http://usn.cno.navy.smil.mil 
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A. Find a Person - DIRECTORY

1. Go to the Ncode - There are two ways to access an Ncode from the main page.  You can either locate it by using the picklist at the top left corner of the screen or by clicking on the directorate as listed down the left panel of the screen in the yellow background.  


--Using the picklist - Click on the picklist box to the right of the word home, the text in this box currently reads "HQW".  Locate the NCode on the picklist and highlight it.  


--Using the directorate list - Look to the listing of directorates underneath the CNO seal and click on the NCode.

2. Select Directory - After being taken to the directorate's home page, locate the list of links on the left panel.  Click on the "Directory" link.

3. Display by Last Name or Ncode.  The right side of your screen will display your directorate's directory sorted by NCode.  You can either view the directory by Code or by Last Name.  


--Locate the NCode for the person that you are trying to locate and click on the plus sign which appears to the left of the code name.  This will cause the list to expand to display all of the personnel associated with that NCode.  Click on the specific code of the person you are trying to locate and their contact information will be displayed.  


--Locate by Last Name - Click on the View by Last Name link at the top of the table.  Locate the First letter of the last name for the person that you are trying to locate and click on the plus sign that appears to the left of the appropriate category.  The list will expand to display all of the personnel whose last names begin with the selected letter group.  Click on the last name of the person you are trying to locate and their contact information will be displayed.

4. View Print Version - Click on the View Print Version link and a new window will launch with the entire Ncode directory displayed.  This list is sorted alphabetically by last name.  Locate the individual and click on their last name to display their contact information.

5. View Last Updated Version - Click on the View Last Updated Version link and a new window will launch with the entire Ncode directory displayed.  This list can be sorted on any of the fields displayed by clicking on the triangle next to the field on which you would like to sort.  Locate the person you are trying to find and click on their last name to display their contact information.

6. Sending an email - Click on the email address listed for each person at the bottom of their contact information and this will cause Outlook to launch a new message addressed to the recipient.

B. Find a Document -OPNAV LIBRARY

1. Use the Search Feature.  Click on the OPNAV Library link on the left side of the screen, and use the search box at the top right of the screen.  Type in the document name or relevant keywords in the field next to the "Search" button and click on the button.  Any matching documents found will be returned in a list.  Click on the link next to the document to view it.

.

2. OR - Click on the "OPNAV Library" link on the left side of the screen.  The OPNAV Library is sorted by category, locate the category of the document that you are interested in and click on the plus sign to the left of the category.  This will cause the list to expand to show all of the documents associated with that category. Click on the item that you wish to view. 

3. If you want to save a document, right click on either the image or the title of the document, and select "Save Target As" from the pop-up window.  This will launch a standard MS Windows asking you where you would like to save this document.  You can save to any drive to which you have access.  Once you have chosen the destination, click on the save button at the bottom right of this window.  

C. Find a Document - PUBLIC LIBRARY

1. Use the Search Feature.  Click on the "Public Library" link on the left side of the screen, and use the search box at the top right of the screen.  Type in the document name or relevant keywords in the field next to the "Search" button and click on the button.  Any matching documents found will be returned in a list.  Click on the link next to the document to view it.

.

2. OR - Click on the "Public Library" link on the left side of the screen, and find the document in the library.  The Public Library is sorted by category, locate the category of the document that you are interested in and click on the plus sign to the left of the category.  This will cause the list to expand to show all of the documents associated with that category. Click on the item that you wish to view.

D. Find Anything or Anyone - SITE SEARCH

1. Click on the Site Search link at the top right of any page.  Enter the key word(s) you are looking for and click on the search button.  Any matching documents found will be returned in a list.  Click on the link next to the document you are interested in viewing.

E. Post a Document for the public - PUBLIC LIBRARY

1. Click on the "Public Library" link on the left side of the screen.  Click on the "new" link in the top right corner of your screen.  Fill in the Subject of the document, choose the appropriate contact for this document from the picklist, choose the appropriate category from the picklist, type in the URL of the related link for this document (if applicable), and type any text you would like displayed with this library entry in the Message Content box. 

2. To attach a file, click on the Browse button on the bottom of the form.  This will launch a standard "Choose File" dialogue box, allowing you to navigate to any file on your network or PC.  Highlight the file name of the document you wish to attach and click on the Open button.  You can repeat this for up to six attachments.

3. Click on the Submit link in the top right of the screen to save a copy of the file on the HQWeb server.  

F. Post Document for only OPNAV staff - OPNAV LIBRARY

1. Click on the OPNAV Library link on the left side of the screen and follow steps E1-E3 above.

G. Update your Directory information

1. Locate your name in the Directory as in Step A above.  Click on your name to open your "Electronic Business Card" and click on the "Edit" link in the top right corner of the screen.  You will be prompted to log in using your username and password.

2. Locate the fields containing the information you wish to update and modify the text displayed.  Click on the "Submit" link in the top right corner of your screen to enter your inputs and changes into the database.  If you decide not to make any changes, you can click on the "Cancel" link in the top right corner of the screen.  Please note that your "recall data" can only be viewed by authorized personnel.
