FREQUENTLY ASKED QUESTIONS ABOUT TASKERS:

a.  Who are the N6 Division “Bs and Backups” (People who get e:mail notification if tasker sent to division without a specific AO name assigned.  They also get an e:Mail when the AO checks the “AO Complete and Branch Complete” checkboxes)?
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b.  Who can initiate External Taskers?  Who gets email notification when the Division marks “division complete”?    As of 11 April, the small group of people who can initiate “external taskers” is CAPT Story, LT Mills, YNC Crum, PNC Cooley, Thomas Locke, and CTA1 Taylor.   This same group will get an automatic e:mail notification when the “Division Complete” checkbox is checked.  Only this group can check the “Tasker Complete” box. 

c.  When will N6 DIVDIRs get briefed?   LCDR Mule’ briefed CAPT Teates on 4/9.  He directed that a brief be made up to summarize the key senior management issues that DivDirs can discuss at a DDM meeting sometime in the next several weeks.  LCDR Mule’ also plans on going around to provide one-on-one training/discussions with DivDirs, B’s and Branch heads to make sure he understands their questions and concerns.  

d. Future…Where are we headed with this?   All OPNAV directorates will have full HQ NAVY WEB capability (Taskers, Search Engine, Document Libraries, Quickplace) on both UNCLASS and SIPRNET by May 2001.   By September 2001, the VCNO plans on implementing “business rules and processes” to allow Cross-Directorate tasking via HQ NAVY WEB as part of the Task Force Papa OPNAV Secretariat efforts.  CNO 09B is currently seeking inputs via deployment coordinators on how to improve software look/feel/capabilities/defaults so that an upgrade can be developed and implemented OPNAV-wide this fall.


Within CNO N6, LCDR Mulé (N6 HQ Navy Web Directorate Deployment Coordinator), working with divisional ‘Content Coordinator Reps’, are working on CNO N6 policy’s, business rules, and mitigation of concerns/issues that will need to be iterated over next couple months as people begin to use the HQ NAVY WEB tool.   


If you have questions, suggestions, fears, complaints, ideas, etc, please pass them to LCDR Mule’ 

via e:mail so I can capture, insert into the HQ NAVY WEB improvement prioritization list, and respond to.

e.  What is difference between “EXTERNAL TASKERS” and “INTERNAL TASKERS”?


The key difference is “visibility within Directorate/OPNAV” and “Who can initiate”.   External taskers are visible to everyone in CNO N6 and OPNAV.  Internal taskers are only visible to people assigned by name to the specific task.   External taskers will only be able to be initiated by CAPT Story, LT Mills, YNC Crum, PNC Cooley, Thomas Locke, CTA1 Taylor…..only their accounts have the icon to create a new external tasker.  (Note: Anticipate this to change to a larger group once we iterate our business rules)

f.  Who can initiate “Internal Taskers”?   Anyone can.  The icon exists.  Feel free to experiment with.  Only the people you assign to tasker will see it and get e:mail notifications.

g.  Is this the same as KEYFILE?  Is this the same is JSAPs (The Joint Staff Document Managers/Tasker Manager?  No. HQ NAVY WEB is web enabled and has a much easier interface to use then KEYFILE that was a Client Server and not optimized for a lot of one of a kind taskers.    HQ NAVY WEB is much different then the JSAPs software that the Joint Staff uses to staff action items..

h.  What benefit does HQ Navy Web Taskers provide over using e:mail to task someone or using a paper routing folder?


- External taskers are rolled up in excel spreadsheet reports (similar to report that PNC Cooley generates).  Reports can be sorted by division, person, due date, etc.


- External Taskers are searchable, including full-text search of attachments, even after they are complete and archived.


- External Taskers are archived.


- External Taskers can be searched by Search Engine/Knowledge Portal at same time as libraries, people, and links are being searched.


- HQ Navy Web is accessible via internet.

- Documents are stored on HQ Navy Web server, and users will be looking at common document (vice trying to determine if they have the latest e:mail attachment).

i.  Can the “Mark Complete” checkbox be unchecked?  Yes.  If the Division (N60B, N61B, N62B) or  feel re-work is required, they can ‘un-check’ the ‘mark complete box’ for the “Branch and AO” and ‘submit’ and it will re-activate the tasker back at the AO level.

j.   Who should check the “Tasker Complete” check box?   The last ‘Tasker Complete” box should only be checked when the tasker is actually delivered to the ultimate destination.  (For example: A letter that needs to be signed out by VADM Mayo should only be marked “tasker complete” after letter is signed an mailed.  It should NOT be checked by Division when they have it in VADM Mayo’s inbox.)   In many cases, the divisions (N60, 61, ..) get the signed letter back and are responsible for mailing out.  In that case, the divisions should notify the N6T staff (Cooley/Locke/Taylor/Crum or Mills) that letter was mailed and tasker should be marked complete.

k.  What processes may eventually be transitioned to taskers?   Initially our focus is PNC Cooley’s N6T list.   Anticipate that this will be expanded  to capture other “high visibility directorate actions” such as SECNAV Waivers, NATO/ALLIED actions, Bill Hook’s Joint Staff actions.
l.   If I want to add a ‘template’ or new ‘types of taskers to a pull down menu’, how do I do that?  Notify LCDR Mulé by e:mail and he will forward to the contractors to implement.  Some changes can be done quickly, others may need to get added to the prioritized change list for future revisions to software OPNAV wide.

m.  What lessons learned did N3/N5 have?


i. Manage Expectations of Flag Officers/Senior Mgt.  People who worked on Joint Staff expect Taskers to work like JSAPS (Joint staff document mgt system) and it does not.   


ii.  Flags expected ability to route packages all the way to flag officer electronically, however N3/N5 business process stops at division head (and assumes divisions will print out before it goes into front office). Recommend giving this option in future OPNAV-wide changes.


iii. User Directory needs to be scrubbed.  Many people have not gone into HQ NAVY WEB in entered data in their AOR or verified their e:mail addresses and phone numbers correct.


iv. Need to periodically scrub directories to delete people who are gone so they don’t get sent actions.


v. Need to make sure both DIVDIR and BRAVO can “check/un-check” DIVISION COMPLETE.


vi. Intentionally did not give the Front Office Staff (EA, Dep Dir, Dir) the ability to call Tasker Complete (concerned that they may do it before letter/packages actually got in mail).  If a Task is marked complete, it no longer shows up on “Active Taskers Reports”.


vii. Put placeholders in Hq Navy Web system for existing taskers (even though the attachments aren’t in system).  This is an eye-opener to some senior managers who didn’t realize the magnitude of the number of actions moving through their divisions.


viii. Consider a smaller number of high profile mandatory training vice large number of training sessions that many people will wait to the last minute for.


ix. Hold off to show Front Office until you have system up and running with real-world documents in it.

n.  I’m an Action Officer, What am I supposed to do when I get that e:mail notification that my Division B has assigned me the AO to a HQ Navy Web Tasker?


i.  Open tasker by using the link in the e:Mail or going into N6 taskers from the N6 front page at http://intranet.usn.hq.navy.mil  (inside firewall) or http://usn.hq.navy.mil  (outside firewall)


ii. Look at and print out (optional) the attachments.


iii.  Generate response and upload into task by”:




- Select “edit” task 




- At bottom of task are “BROWSE” buttons that can be used to upload documents/files from your hard drives to HQ NAVY WEB server.




- There are some pre-designated areas to attach ESM, POINT PAPER and then some additional areas.


iv.  If you need to scan a paper document into a .pdf file, N6T has scanners on both the UNCLASS and CLASSIFIED LANS with ADOBE Acrobat software.  In addition, some of the N6 contractors have capability to scan document as a .pdf file.    We are working on a detailed procedures on scanning documents into a “indexed .pdf” file.


v.  The AO is responsible for getting his Branch Head chops (as applicable) and checking BOTH AO Complete and BRANCH Complete.

KEY THINGS TO KEEP IN MIND

#1 “BRANCH HEAD” Notification is not currently in HQ Navy Web. (I can easily have added if we want to add the branch heads into the “automatic e:mail notification”.   As of 11 Apr, the system is set up that it goes from the DIVISION (B or backup) directly to AO.  AO is expected to get his branch head chop and the AO is expected to “check AO complete and BRANCH Complete” in HQ NAVY WEB, this will generate an E:mail to the Division (B and backup).

#2:  External Taskers means ‘high visibility, only N6T and N6 Front Office’ can enter into Hq Navy Web.  Internal Taskers means ‘low visibility, only those people whose name entered for that specific tasker will see’…….If you have a tasker that needs High Visibility, bring to PNC Cooley/Thomas Locke/CTA1 Taylor and have them enter.

#3    For a specific tasker, there is only one LEAD ACTION OFFICER and one LEAD DIVISION (ie N60/N61/..)   The significance is that only one check block for “AO Complete”, “BRANCH Complete”, and “DIVISION COMPLETE”.    If an action goes out to all the DivDirs for comment, no one but the LEAD LEAD BRANCH and LEAD AO should check the “complete boxes”.

#4    Important:  “Task Complete” should not be checked until final action is 100% complete  (ie letter signed and mailed).  The fact that it is in the flag officer in-box for signature does not mean “task is complete”, even though there is no more work at the AO, Branch or Division Level.

#5:   System assumes Chain of Command will be used for External Taskers.   



Tasker Entered into system with Purpose Codes to Divisions (N60, N61, N62…)  That creates an e:mail to the DIVISION  “B” and his “Backup”.   The ‘B or Backup’ is expected to assign an ACTION OFFICER.    This generates another e:mail notification.    When the AO completes the action and gets his branch head chop as appropriate, the AO ‘checks the AO Complete AND Branch Complete’ checkboxs, and it generates an e:Mail up the chain to the Division  Head (ie N60B, N61B).  When the Division Head (B or Backup) checks the “Division Complete”,  

BUSINESS RULES AND LESSONS LEARNED



ASSIGN PURPOSE CODES (ie Action, Info, Comment..)……. Story, Mills, Crum, Cooley, Locke, Taylor will assign to division(s) as appropriate….when the push submit, e:mail will be sent to all the divisions (To the “B” and “ALTERNATE”) selected to notify them there is a new external tasker in HQ NAVY WEB from them to look at.



ASSIGN ACTION OFFICER………The Division “B” and “Alternate” will need to select a LEAD ACTION OFFICER from the pull down list next to their division.  When they do this and push submit, it will send an e:mail to the designate “action officer”.   NOTE:  Currently, we do not  have “branch head” notification.  The option exists to add this, there are pros and cons, provide feedback to LCDR Mule’.



ACTION OFFICER COMPLETE……..this sends it to the Division “B” and Alternate



DIVISION COMPLETE………………This sends an e:Mail to Story/Mills/Crum/Cooley/Locke/Taylor 



TASKER COMPLETE………………Only Story/Mills/Crum/Cooley/Locke/Taylor have permission to select this.  This moves Tasker to the “Completed Taskers List”.  !!!!!THIS SHOULD ONLY BE CHECKED WHEN TASKER HAS ACTUALLY LEFT N6 (either via mail, email, etc).  FOR CASES WHERE IT IS IN SECNAV or CNO OFFICE, may want to leave this box ‘unchecked’ and put a comment on where tasker is so it will still be on the ‘reports’.


- CAN “COMPLETE CHECK BOXES” be ‘unchecked’?……..Yes, if unchecked, it will send an e:mail automatically to the person responsible for the unchecked box.


- Who are the “Bs” and “Alternates” within N6?
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- DCNs (Document Control Numbers).   Currently PNC Cooley generates DCNs for N6.  Not all taskers may require a DCN, if one is required, let N6T know (Cooley, Locke, or Taylor) and ask them to generate one and put on tasker.  


- Reports.  Lotus Domino server will generate new reports every evening documenting taskers.   THIS WILL REPLACE PNC Cooley’s current spreadsheet he e:mails out.   Everyone is expected to periodically check the UNCLASS and CLASSIFIED HQ NAVY WEB Tasker reports for ACTION ITEMS.


- What about Bill Hook’s JOINT STAFF TASKERS?


There should be no reason not to transition Bill Hooks Joint Staff Action to the CLASSIFIED HQ NAVY WEB.  More to follow.


- What about Leave Chits, Other tasking?    Anticipate that we will come up with new ideas and innovations for other areas.  The tools are fairly straight forward, submit ideas to you content manager and LCDR Mule’.  Some possibilities include awards, travel requests, travel claims, award, check-in, highlights, SECNAV Waiver.etc.

