Moving Content from SHARED DRIVE to HQ NAVY WEB.

The following tips are provided for moving Content to the HQ NAVY WEB.   While there is much room to optimize the below, I think it is in the ballpark.

!!!!!!WARNING:    Users must ensure they do not put classified information on the Unclass HQ NAVY WEB.   Also, users must evaluate the content to decide if it needs to be protected by userid/password using the OPNAV Library or not.  If in doubt, recommend putting in the OPNAV Library so it has at the minimum userid/password protection.  SECNAVINST 5720.47 (DON Policy for Content of Publicly Accessible World Wide Web Sites) has rules on what can be put on non-password protected sites!!!!!!


The Search Engine will not find the document you just loaded until 6-12 hrs later when the web site goes through and adds all new items to the master index.

a. Public Library vs Opnav Library  and UNCLASS System vs SIPRNET.


- Content posted to the Public Library is viewable/searchable to anyone and does not require a userid/password to view or search for.   Users should consider the risk to the Navy before posting information to the Public Library.   This is an option for getting something out Navy-wide that is not sensitive.


- Content posted to the OPNAV library requires a valid userid/password to be entered in order to view and search for using the search engine (Knowledge Portal).


- If you need the Fleet (CPF, CLF, C3F, ships, SPAWAR) to have access, consider putting it on the SIPRNET Public Library.

b. DETAILED STEPS FOR MOVING CONTENT FROM YOUR NETWORK DRIVES TO HQ NAVY WEB:


#1  Create a Folder on one of your network drives called “UPLOAD TO HQ NAVY WEB” using Windows Explorer.  Put this folder in a location that you usually use to store you work.


#2   Go through your O:\N6_Shr, H:\, C:\ looking for “content of value”  (ie .ppt briefs, final documents, outgoing messages, point papers, trip reports) that has value to OPNAV (both within N6 and/or outside of N6)

#3   As you find something, modify name of file in Windows Explorer, include keywords and date.  This is done by highlighting and right clicking “rename”.   For example: Instead of “C7Fconf.ppt”, change to “C7F N6 Conf N60D Mule Brief 10 Feb 01.ppt”



TIP:  Get into practice or naming all your files with keywords and dates in their file name whenever you save anything to a drive.



TIP:  Get into practice of putting most important keyword in front so that like items will sort together when sorting by file name (in Windows Explorer file manager) or sort together in HQ NAVY WEB in the index.


#4   Move the file to a Folder that you created called “UPLOAD TO HQ NAVY WEB” on one of your network drives.   (Note: If you drag it between network folders/drives, it will actually be moved  ( I recommend this in order to clean up your network drives).  If you desire to keep a copy on your network drive, then copy it to the UPLOAD TO HQ NAVY WEB folder you created).


Repeat above until you have reach a good stopping point.


#5   Call up HQ NAVY WEB at Http://intranet.usn.hq.navy.mil (inside firewall) or http://usn.hq.navy.mil (outside firewall).     For SIPRNET use http://usn.cno.navy.smil.mil


#6   Go to your division (ie N60) home page.



TIP:  Always enter content from your division home page.  It will make it easier to fine your own stuff.   Documents get rolled up into the N6 libraries.

#7   Click “OPNAV Library”

#8   Enter your Username and Password ( if you don’t remember, call help desk at 1-800-420-7302) and they will send it to you via e:Mail


#9   Click “new” at the top right corner of screen
        NOTE: My procedure has you attaching the file(s) first, you will see why I do this when you do it yourself.


# 10    ADD ATTACHMENT:    Attach the file/document (ie .ppt, .doc, .txt, .rtf, .pdf) from you “UPLOAD TO HQ NAVY WEB FOLDER” by clicking the “BROWSE” button midway down screen.  When the “pop up file box” comes up, locate your “Upload to HQ NAVY WEB Folder”, then Highlight the file, and click “OPEN”, this will put the file into the Attachment Box.   You can add up to six files.



Business Practice: Consider combining like files together into one HQNAVYWEB entry.


#11   ENTER SUBJECT:



Business Rules:
(a) Put the KEYWORD in front.  System will sort indexes based on first letters of first word.  If you put the most important KEYWORD in front, it will put like items together in index.





(b) Include Date of document in Subject  (ie Apr 2001 or 4 APR 01).  You should do this because system will only record “date entered”, not actual date of document.  Some of the “content” from you C:, H:, O: drive will be a year or two old.


#12  ENTER CONTACT:


Business Rules:   Pick the person who is the subject matter expert from the pull-down menu. Does not have to be yourself.


#13  ENTER CATEGORY for the option listed in the pull down menu.  Currently for CNO N6 the options are: ADMINISTRATION, ASD(C3I), ATDLS, AUCANZUKUS, CIO, CNO ORGANIZATION, COMBAT ID, COMMAND ANC CONTROL, CONGRESSIONAL, DISA, DMS, DON CIO, EHF SATCOM, FLAG BRIEFS BY N6/N6B, N6 CONFERENCE, GCCS, HQMC,  INFO ASSURANCE, INFO WARFARE, IO TRAINING, IT-21, IW ATTACK, MISSION PLANNING, MODELING and SIMULATION, NMCI, NTCSS, PROGRAM/BUDGET, QDR, SHF SATCOM, SPACE SYSTEMS, SPECTRUM MANAGEMENT, STRATEGIC PLANNING, SURVEILLANCE/NAVIGATION/ENVIRONMENTAL PROGRAMS, TARGETING, TENCAP, TERRESTRIAL NETWORKS, TMIP, UHF SATCOM



- If you have suggestions on how to improve the N6 Index categories, let LCDR Mule’ know.  Some ideas I have include:




a. Combining CIO and DON CIO




b. Combining TENCAP and Surveillance/Navigation/Environmental into TENCAP – Surveillance/Navigation/Environmental




c. Combine DISA and TELEPORTS into DISA/TELEPORTS




d. Is Space Systems Redundant w/Tencap? Satcom folders? Etc




e. Should Mission Planning and Targeting be combined?




f. Should ATDLS be changed to LINK/ATDLS?


#14   ENTER RELATED LINKS (optional).

#15   ENTER MESSAGE CONTENT:     This is a short description of what document(s) are.  The first 60 characters show up in the library index.  TIP: Put your best effort into the 1st 60 characters.  The full text box shows up if you open that entry.


#16   Archive Options CLEAN UP:    ARCHIVE (default)    or  DELETE    or    PERMANENT.


When a document is ‘archived’, it no longer shows up on the Library Index, BUT it is still searchable using the search engine.



TIP:  For something that has value for 1-3 years, select PERMANENT, and you can archive it later if it is superseded or is no longer needed.


#17   Archive Options WHEN:       2 WEEKS      or   3 MONTHS (default)  or 1 YEAR 


TIP:  Select 1 year unless its obvious that it will become unneeded clutter much sooner.


#18  Archive Options   NOTIFICATION:       YES   or   NO (default).   Gives you an option to get a e:mail notification prior to system archiving the document.


#19  Click SUBMIT in top right corner.    This puts a copy of the document to the HQ NAVY WEB Server.


#20   DELETE THE FILE FROM THE YOUR “UPLOAD TO HQ NAVY WEB FOLDER”.   If you are uncomfortable with deleting it, consider moving it to another folder called “ALREADY UPLOADED” or something so that you know you already moved it to HQ NAVY WEB.


#21    Try it from Home.


#22   The next day, use the Knowledge Portal Search Engine to search for you document you posted the previous day.  The Knowledge portal can be found on the N6 (VADM Mayo) HQ Navy Web Mission Page or the CNO Mission Page.



!!!!!!WARNING:  You must “Log-in” to the Knowledge Portal by clicking the icon at the top right corner of the Knowledge Portal screen.  If you don’t, you will not find any “secure documents” in the OPNAV Library.!!!!!!



TIP:  Make bookmarks on your web browser FAVORITES list for the following:




a.  HQ NAVY WEB N6 (intranet)




b. HQ NAVY WEB N00 (intranet)




c. HQ NAVY WEB SEARCH ENGINE (Knowledge Portal)



Do this for Work, Laptops and Home.    (For outside firewall, need to drop the ‘intranet’ from the url.).

 #23   LONG TERM MAINTENANCE.   Periodically the Division Content Mangers will be asking users to go through their OPNAV and PUBLIC LIBRARIES to look at documents that added and make sure that links still work, that archive selections are appropriate, and that information is still useful.



In cases where multiple people enter the same document, I will work on a business practice where we carefully delete redundancy without inadvertently deleting important content.

TO MOVE AN E:MAIL or ATTACHMENT FROM OUTLOOK


Similar to above, but within OUTLOOK, go to “File….Save as” or “File….Save Attachment” and save into the “UPLOAD TO HQ NAVY WEB” folder.   This should be second nature as messages of historical value come in or taskers that will need to be entered into tasker system (either as a high visibility external tasker or a limited visibility internal tasker).



If you have problems, call the help desk  1-800-420-7302 or your Division Content Coordinator.



If you have suggestions on how to improve the above process, let me know by e:mail, phonecall or stopping by.





Vr, LCDR Paul Mule’, CNO N60D, 601-1275, mule.paul@hq.navy.mil

