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Checklist for Users:
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ON UNCLASS MACHINE AT WORK:

-Attach label with the HQ NAVY Web Site Http://intranet.usn.hq.navy.mil address


Label to have on it:       HQ NAVY WEB





Help Desk:  1-800-420-7302





Division Content Coordinator: ___________




Unclass:  http://intranet.usn.hq.navy.mil    or  http://usn.hq.navy.mil




Siprnet:   http://usn.cno.navy.smil.mil



For QUICKPLACE Site, Contact Content Coordinator

-Create a New Folder labeled “UPLOAD TO HQ NAVY WEB FOLDER” to H: or O: drive where user normally saves his work to (ie H:\MY DOCUMENTS\UPLOAD TO HQ NAVY WEB\)   (will be used later when user comes across info he wants to add to HQ NAVY WEB).


!!!! For Senior People/DIVDIRs, make this “UPLOAD TO HQ NAVY WEB” Folder someplace such that the secretary or contractor can look for these documents and upload the document

for the senior person!!!

-Verify User Directory Entry:



- UNCLAS and CLASS E:MAIL correct, actually use HQ Navy Web to send Test E:mail on both Classified and Unclassified Webs.



!!!!!!Many people do not know their SIPRNET e:Mail.   Should be last

 name.first name@cno.navy.smil.mil  !!!!!   (@hq.navy.smil.mil will NOT work) (code@ will NOT work).!!!!!





- Area of Responsibility Key Words Entered



- Phone Numbers Correct



- Recall info entered
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-Add http://intranet.usn.hq.navy.mil/N00 to Favorites, label as HQ NAVY WEB N00

-Add http://intranet.usn.hq.navy.mil/N6 to Favorites, label as HQ NAVY WEB N6

- Add “knowledge Portal”to favorites as HQ NAVY WEB SEARCH (Knowledge Portal)

-On “Favorites List”, move the HQ NAVY WEB N00, HQ NAVY WEB N6, and HQ NAVY WEB SEARCH PORTAL up on favorite list (either to right place by alphabetical or near top).

-Make  HQ NAVY WEB the “Home Page” that comes up when web browser is started by “View…Internet Options….General….Type http://intranet.usn.hq.navy.mil/n6 into ‘home page’…..Okay”.  (Ask user to live with this as startup for 30 days).

- Have a QUICKPLACE “DEMO” SITE FOR DIRECTORATE in which everyone in that directorate is a member and has Full ADMIN permissions so they can play with, experiment with.  (OTHERWISE, PEOPLE WILL BE ASKING FOR THEIR OWN SITE SO THEY CAN GET SOME HAND-ON EXPERIENCE WITH).
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Training Demo (do after you have already set up “favorites” and “Upload Folders”:


A. BIG PICTURE:   HQ NAVY WEB provides tool set such that each individual





+ Is his own web master, doesn’t need to know html language





+ Can reach out to anyone in world (via Public library, OPNAV Library, SIPRNET Public library)





+ Info from Home, Office, TAD


B. TRICKS:
Show user the FAVORITES  (HQ Navy Web N00, HQ Navy Web N6, HQ Navy Web Search.


C.  BASIC SITE:



- Does user know who their content manager is?  The Help Desk Number?  How to enter suggestions?


- Show users how to edit personal Info


- Show user how to Enter Bio, change recall list, keep BIO short, bullets vice the old style 5 paragraphs.


- Show user Calendar


- Show user Public Library and OPNAV library


- Current N6 Index Catagories:  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


- CREATE a DOCUMENT (Label as TEST USER NAME DATE, add link, add attachment and submit).  !!!!Stress importance of naming files, file name should stand alone and include subject and date in name!!!!


- EDIT THE TEST DOCUMENT  (delete and attachment, add attachment, change POC…..)


- How to forward a link to someone via e:Mail  (!!!!!outsiders don’t have passwords!!!)


D. SEARCH USING KNOWLEDGE PORTAL



+ !!!!!Show need to Login in order to look at all of server and archives!!!!!



+ Looks at both main server and archives and taskers



+ Do search for people, documents   (Does not search Bio, only AOR)



+!!!!! Search will not find documents recently added, may take 24 hours for new entries to get picked up by search engine!!!!!



+ Search engine does NOT search Quickplace documents 


E. TASKERS



+ Show users the N4 or N3/N5 site



+ Show Tasker Area



+ Show Reports, Metrics   !!!!!!Reports are generated once a day at midnight!!!!!



+ Show how to create a new ‘internal’ tasker



+ Discuss how can generate ‘external taskers’



+ Explain diffference between External and Internal Taskers



+ Explain OPNAV Wide tasking to be implemented in Sep 01 after Task Force Papa figures it out.



+ Discuss SCANNERS that are available.



+ List of Taskers to be converted:  Initially, PNC Cooley’s List.



+ Future??: Bill Hooks Joint Taskers, LCDR Mule’ C4ISRT Action Items, CDR Cobb MCEB Action Items, Fleet N6 Conference Actions?,  N6 Front Office Actions?



+ Future Processes?:  Leave Chits, Travel?, PPBB Actions? Awards? SECNAV Waivers? Check-in? Awards?


F. QUICKPLACE



+ Discuss what QuickPlace Is  (You control accunts/passwords/membership.)



+ To create new Quickplace site, need to contact Steve Daughety via your division content manager or LCDR Mule’ 



+ See the list of all Quickplace sites at Http://??????



+ Have a hardcopy printout of all the QUICKPLACE tutorial and help screens available for people to reference if they want to read in hardcopy.



+ Sho them inside a Quickplace site  (adding members, adding content, permissions)


G. FAQs, USER GUIDES


H.  SUGGESTIONS ON HOW TO IMPROVE


I.   RISK/MOTHERHOOD



+ Stovepipes are created when you limit access to government employees.  If you create stovepipe, it limits ability for people to innovate across organizational boundaries.



+ G.E. Jack Welch….to transition the organization to the web requires some destruction of the existing organization.



+ Bad experiences with KEYFILE, Action Tracking Systems



+ Worst case scenerios being used as no-go, vice the 98% or the routine secnerios which will work.



+ 
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OUTLOOK:   Right Click Shortcut bar and make icons small.

OUTLOOK:   Permissions.  Change permissions for Calendar, Contacts, and Inbox as follows:


- CALENDAR:  In Outlook screen, put mouse pointer on calendar icon on ‘shortcut bar area’ on left side of screen……Right Click…….select properties…..select ‘permissions tab’…….Add……..Pull Down ‘Global Address List’……pick N6 Distribution Lists…….Select #DNHN ALL N6 DISTRIBUTION……ADD…….highlight “#DNHN ALL N6 DISTRIBUTION” then in “ROLES BOX” seclect “reviewer”.


- CONTACTS: In Outlook screen, put mouse pointer on contacts icon on ‘shortcut bar area’ on left side of screen……Right Click…….select properties…..select ‘permissions tab’…….Add……..Pull Down ‘Global Address List’……pick N6 Distribution Lists…….Select #DNHN ALL N6 DISTRIBUTION……ADD…….highlight “#DNHN ALL N6 DISTRIBUTION” then in “ROLES BOX” seclect “reviewer”.


- INBOX:  (Give you backup and supervisor view rights)   In Outlook screen, put mouse pointer on inbox icon on ‘shortcut bar area’ on left side of screen……Right Click…….select properties…..select ‘permissions tab’…….Add……..Pull Down ‘Global Address List’……pick N6 Distribution Lists…….Select #DNHN ALL N6 DISTRIBUTION……ADD…….highlight “#DNHN ALL N6 DISTRIBUTION” then in “ROLES BOX” select “reviewer”.

OUTLOOK DEMOS:


- Show user how to view VADM Mayo, RDML Brown calendars


- Show users how to view Conference Room Calendars


- Show user how to change permissions


- Show user how to move OUTLOOK ADDRESS BOOK from UNCLAS MACHINE to CLASS MACHINE to LAPTOP to PC AT HOME

ON CLASSIFIED MACHINE AT WORK:


Same as UNCLASS machine at work, put address is http://usn.cno.navy.smil.mil    (note: No ‘hq’ in classified address).

ON LAPTOP:

ON PC AT HOME:
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PMS for Division Content Coordinators:

Back to Top
Periodicity              Action

Monthly

Check all directory entries for people in your division for e:mail addresses, AOR

Monthly

Check that new/departing members are annotated

Monthly

Check Links that appear on “front page” for both Division and VADM Mayo to make

 sure link works

Monthly

Spot check Division Library for:




- Out of date content




- Content that should be archived




- Inconsistencies in Subject (are like items together)

Monthly

For RECURRING CONTENT that your division produces, pulse “content owners” to

 make sure content they are responsible for has been updated

Situational
New Member Arrives in Division




- Acct name/password




- Demo/Training
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BUSINESS PRACTICES:
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- File Naming conventions.  Everyone should start being more formal in naming all files and should consider including Keywords date in ‘file name’ for all files they create when they create them.  This is important because when you upload files to the HQ NAVY WEB, it uses the file name to name the attachment.

- Moveing Content from OUTLOOK to HQ NAVY WEB.

(1) E:mail only.      In Outlook, use “File…..Save as……”  and save in the FOLDER “Upload to HQ NAVY WEB” as a .rtf text file.   !!!!Name it such that file name stands alone and has date in title!!!!


(2) Attachment to E:mail.    In Outlook, use “File…..Save Attachment as” and save in the FOLDER “Upload to HQ NAVY WEB” as a .rtf text file.   !!!!Name it such that file name stands alone and has date in title!!!!

- WHERE TO POST DOCUMENTS?  (UNCLAS Public Library vs OPNAV Library vs CLASS Public Library vs CLASS OPNAV Library).


This will be the subject of discussion and disagreement, but the following concepts apply:


(a) UNCLAS Public Library is available to everyone/anyone in world, including potential enemies.  You need to factor this risk when you post items to the Unclas Public Library.


(b) Unclas OPNAV Library requires a “Acct & password” to view documents.  As of March 2001, only OPNAV staff is being assigned accts/passwords to OPNAV LIBRARY.   Note: The “Search” of all documents requires an “acct/password” log on. 


(c) When NMCI arrives to the Pentagon in Fall 01, everyone will have UNCLASS capability on their desk, but much fewer people will have SIPRNET on their desk (1 machine/5 users), will have to kick people out of their cubicle or find an unoccupied cubicle to log on.   Most people will do most of their work/communications/collaborations on UNCLASS.


(d)  The UNCLASS info (both Public and Opnav Library) is available to you from ANYPLACE you have internet access (home, travel, etc).  Having most of the content on Unclass makes it more available to you no matter where you are. 


(e) Current CNO 09B intentions is that only OPNAV staff will get HQ NAVY WEB “accts/passwords”.


(f) QUICKPLACE Option generates a “owner controlled” web space that only “invited people designated by name have access to”.  The invited people can be anyone in world.  QUICKPLACE generates an acct/password to that QUICKPLACE website to the people the “owner” makes a member.

QUICKPLACE can store documents, etc.

BASED ON (a) – (f) above, one vision is:


- Most UNCLASS documents will be stored in the Unclass OPNAV Library.


- Classified Documents will be stored on the Class Public Library.


- If you have “content” that you want easily accessible to the Fleet, SPAWARs, contractors, etc, you will either have to:



(a) Put on the SIPRNET Public Library (only good if people have Siprnet access)



(b) Put content on Unclass Public Library  (also makes viewable to general public, which people will have to make risk mgt decision)



(c) Create a QUICKPLACE Site (ask your division Content Manager for help), and make everyone you can think of that needs access a member.  Post the content there.



(d) Do we need to get policy change and give the Fleet  and SYSCOMs (or selected people) accts/passwords to HQ NAVY WEB so they can search and see the OPNAV LIBRARY content.



!!!!!!DANGER……Each option has adv/disadvantages wrt whether the ‘content’ will be ‘searchable’, is it stovepiped, does it create additional complexity (web addresses, passwords), does content need to be posted to multiple places creating increase chances of having out of date content!!!!!!
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GUIDING PRINCIPLES:

Back to Top

- One Navy.  Restricting access to rest of OPNAV or Fleet should be the exception vice the rule.  Re-creating current stovepipes into HQ NAVY WEB misses the point.   WE WANT PEOPLE OUTSIDE OUR DIRECTORATE and the FLEET (at least at the CPF/CLF/C2F/C3F/C5F/C7F and TYCOM level) …..OUR CUSTOMERS!!!!!….to SEE WITHIN OPNAV…..!!!! WE ARE THE SAME COMPANY!!!! If they have questions/inputs or fly off a messages, good for them, better to have input up front then force products down their throats………TEAR DOWN THE STOVEPIPES!!!!!!     The people who say they can’t have anyone see anything outside of OPNAV are missing the point.


- Technology should provide benefit over current business practice so that users a drawn to it.  If it is more work or too hard, then it will be avoided.


- Attention to detail.  Little things matter.  Getting the write web addresses loaded on the favorites list on All the computers, periodically checking to make sure e:mail info is correct, etc makes things go smoother.


- If the Admiral and O-6s don’t use, their staff won’t use.   Senior members can’t only say they support, they must show that they are actually using HQ NAVY WEB.
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FREQUENTLY ASKED QUESTIONS:
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- 


- IS HQ NAVY WEB in compliance with SECNAVINST 5720.47 (DON Policy for Content of Publically Accessible World Wide Web Sites)?

- HOW DO I SEARCH THE OPNAV LIBRARY?  



When you open the ‘Knowledge Portal’ window, you MUST ‘log-on’ which is located at top right of screen and enter an acct and password (same as your HQ NAVY WEB acct/password).  This will allow you to search the OPNAV Library, Public Library and the archives.


-IF I HAVE A PROBLEM OR QUESTION, WHO DO I CALL?


-IF I HAVE A SUGGESTION, HOW DO I DOCUMENT?



- WHERE CAN I SEE THE LIST OF SUGGESTIONS SUBMITTED?



- HOW ARE THOSE SUGGESTIONS PRIORITIZED?


-POSTING INFO TO FRONT PAGE (ie VADM Mayos Front Page) OR DIVISION FRONT PAGE?


- WHEN I LOAD A NEW DOCUMENT TO THE OPNAV LIBRARY OR PUBLIC LIBRARY, WHAT DO THE DIFFERENT “ARCHIVE/DELETE/PERMANENT” “2 WEEKS, 3 MONTHS, 1 YEAR” OPTIONS MEAN?



- These options refer to ‘how long’ the document will show up on the Library Index



- PERMANENT means that document will stay on index permanently (or until originator changes option).



- ARCHIVE means that the document will come off the “library index”, BUT WILL STILL SHOW UP ON Searches (via the Knowledge Portal).   The document is actually moved to a different server, but does NOT get deleted from system.   To find the document, you would need to do a search (via the Knowledge Portal)



- DELETE means document will be deleted from the server.


- HOW DO IT GET CHANGES MADE TO DEFAULT PULL-DOWN MENUS (i.e. LIBRARY CATEGORIES)?



- Submit changes via your “Division Content Manager” to the Directorate Implementation Coordinator (LCDR Mule/CDR Clager).  They will pass to the contractor (Steve Daughty) for implementation.


-SCANNERs



In Presidential Towers,  Thomas Locke as a SCANNER on the CLASSIFIED LAN.  CTO1 Taylor has a scanner on the UNCLASS LAN.



In Pentagon, YNC Crum and CAPT Story have SCANNERs. (one CLASS, one UNCLASS).



There a couple of our contractors that also have scanners.



When NMCI comes online in fall 2001, expect scanners to plug in at desktop as a legacy app.



INDEX SCAN: Note: ADOBE SOFTWARE allows you to do an INDEXED SCAN which generate an OCR text file and embeds into the .pdf file that allows the “search engine” to serch for key words in the .pdf file.  Consider scanning documents as an index scan.


-RULES ON POSTING THINGS TO UNCLAS NAVY WEBSITES


I am working to get rules from the CHINFO Office and the experts on the Privacy Act and will post those on HQ NAVY WEB.


-RULES ON DISCLOSURE OF PERSONAL INFORMATION
I am working to get rules from the CHINFO Office and the experts on the Privacy Act and will post those on HQ NAVY WEB.
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-TIMELINES FOR OPNAV



- Roll out of taskers “internal to directorates” is being done to two directorates / week.  Expect all OPNAV directorates to be able to do taskers within their Directorates by 1 JUN 01.



- OPNAV wide….routing taskers across directorates…..should be up in Aug/Sep 01.  The VCNO’s Task Force PAPA is working on improving the business processes for moving paper within OPNAV.


-IMPACT OF NMCI ON HQ NAVY WEB


- Scanners:   We expect the scanners and Adobe Software that CNO 09B has procured for HQ NAVY WEB to be considered “legacy app”.  We will plug our existing scanner into the USB port of the NMCI desktops.  When EDS offers scanning as a catalog item, anticipate the HQ NAVY WEB Scanners will be shifted over to the EDS NMCI contract.



- HQ NAVY WEB itself is a web based system, users will use their NMCI equipment to access the web.


- WHAT WILL HAPPEN WHEN MICROSOFT COMES OUT WITH .NET OR THE NEXT NEW BIG THING COMES OUT?    It doesn’t matter, the “basics” of storing documents, search engines, taskers, and the buisness practices behind them work REGARDLESS of software package.  If sometime in future DoD or Navy goes to a Enterprise Wide Software (different then HQ NAVY WEB), it will be relatively simple to move documents for a HQ NAVY WEB library to a different software package if we exercise disipline and good buisness practices with HQ NAVY WEB.


- HOW MUCH DOES A USER LICENSE CURRENTLY COST CNO 09B?   $40/user per year for the software license only.  The Infrasture Cost is on top of that.


- WHY NOT REPLICATE ALL THE UNCLASS CONTENT ON TO THE SIPRNET SERVER SO THAT A PERSON WHO DOES A SEARCH ON THE SIPRNET HQ NAVY WEB OPNAV LIBRARY WILL SEE EVERYTHING THAT EXISTS (Both Clas and Unclass)?


- IF WE HAVE A NEW PERSON JOIN THE ORGANIZATION, WHO CAN ADD THEIR NAME TO THE DIRECTORY?


- HOW LONG WILL ARCHIVE FILES BE RETAINED ON ARCHIVE SERVER (Forever?  10yrs, ????)


- WHAT ARE THE TOP 10 ISSUES BEING WORKED IN THE NEXT RELEASE OF HQ NAVY WEB SOFTWARE?  When Do we expect that Next Release?


- IS HQ NAVY WEB in compliance with SECNAVINST 5720.47 (DON Policy for Content of Publically Accessible World Wide Web Sites)?
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LESSONS LEARNED FROM N4 and N3/N5 ON TASKERS



- “External” means that everyone in OPNAV can see that tasker…Only Story, Mills, Crum, Cooley, Taylor and Locke can create new external taskers (for now) .!!!!!External wrt HQ NAVY WEB does not mean it is a tasker that came in from outside N6!!!!!



- “Internal” means that only people within the ‘group assigned’ can see it. Anyone in N6 can generate an “internal taskers”, however, they only appear to those people assigned to the group, will not show up on “reports”. 



- Who can initiate an new “external tasker”?   Only CTM1 Taylor, PNC Cooley, Thomas Locke, YNC Crum, LT Mills and CAPT Story can generate a new external tasker.



- What if I am N6E and need all DIVDIRs to comment on a .ppt brief, how do I generate:




(1) Since you want visibility to the tasking, you would probably ask PNC Cooley or Thomas to generate a external tasker and who you want sent to.




(2) Another option is to generate an internal tasker, however, this will not show up on “tasker reports” listing all open actions except for the people who are identified.   Anyone can create a new “internal tasker”.


HOW IS THIS DIFFERENT THEN CNO N6’s FAILED ATTEMPT WITH KEYFILE/WORKFLOW?



- Keyfile was a Client-server software that took a lot of “button pushing” and “man-hrs” to move documents.  Also, when attempted, the computers were 286 and 386 PCs that did not have the power to handle the images.



- HQ NAVY WEB “Taskers” is similar to Keyfile, but a lot of the weaknesses with Keyfile are fixed by the combined package of  (a) Searching via Knowledge Portal  (b) Common interface for Documents, Taskers, and Search  (b) Web based makes it easier to add new users
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TECHNICAL PROBLEMS:


HQ NAVY WEB would not take password, continues to give me “enter password” pop-up box.(fixed)


LINKS I entered a month ago will no longer work. (fixed)


LINKS:  System won’t accept links I enter in OPNAV Library(fixed) and CALENDER(not fixed)


The RECALL INFO data entry box does not show up at bottom of screen for USERS.


How do you delete Pictures from the BIO.  (CAPT Bump has four graphic image files at bottom of  Directory entry screen, but no option exists for deleting.


Getting more copies of the Trifold training materials from the 1st (intro) and 2nd (Taskers) training.


COL Kubow’s e:Mail address does not show up in OUTLOOK if you try to send her an e:mail.   “kubow.le’ellen@hq.navy.mil” in HQ NAVY WEB  converts to “kubow.le” in OUTLOOK…….this will defeat TASKERS.


Who has access to Recall Info?


WHAT’S NEW does not show OPNAV LIBRARY or CALENDER ITEMS.  Can it show OPNAV library entries even though user has to enter a password?


Many people have not updated SIPRENT HQ NAVY WEB with AOR, or Classified E:MAIL.


Will SIPRNET HQ NAVY WEB send TASKER Notificiation via UNCLASS or CLASS E:MAIL?   (both would be preferred)
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POCs:
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HELP DESK (for technical problems, passwords, )   1-800-420-7302

Division “Content Managers”:   Del Taylor/LCDR White, Mike Minahan, Jeff Schweiger/Jerry Madden, Jim Pettigrew, CDR Koprucu, PNC Cooley, LCDR Kristin, Jerry Stettler/Dave Wegner, Mary Chervenic, John Moore, LT Mijares, LT Woodward.

N6 Lead:   LCDR Paul Mulé, 601-1275, PT-5440

CONTRACTOR ASSIGNED TO N6:  Steven Daughety   703-604-7737   

Sabrina Steele is working on User Guides.
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OTHER BRAINSTORM IDEAS:
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- Meet w/CAPT Story, RDML Brown

- Meet w/DIVDIRs

- Meet w/Content Coordinators

- Meet w/CNO 09B (CDR Murphy)

- Make up “Buisness Cards”, Make up Labels

- Get extra Trifolds

- What is the RECURRING “CONTENT” that each Division Produces? How Often? Where should it be posted?  Who in Fleet and SPAWAR needs to view?


N6 Biweekly, N6 Conference, .ppt briefs, Trip reports, SECNAV waivers, IT-21 matrics, …..

- Stickers/Mailing labels for every computer  (web site addresses, other stuff?)

- Business cards with web site addresses, other stuff

- N6 CONFERENCE FOLDERS


- Handout on HQ NAVY WEB, CONTENT, POCs, Stickers

- Bill Hook and Joint Staff Taskers……When do we add him.

- CNO 09B TOP TEN ISSUES:


Site Navigation, Help Desk Instructions, Main Page, Site Disclaimer, Link Disclosure, Guidelines for putting stuff in Public Library, PKI/SSL, Calander Format/Display, Direct Extract

- Provide CNO 09B (CDR Murphy) N6 Inputs on How to Improve Site for Next Software Roll0ut
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POLITICAL ISSUES REQUIRING FLAG DIRECTION
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- Giving accounts to Fleet (CLF, CPF, Tycoms, SPAWAR, NAVSEA, C#F CDRS)


(Put them in our directory as dual hat?)

- Preventing Stovepipes…..if you want to stovepipe, use QUICKPLACE

- Merging Current Web Site Content to HQ NAVY WEB



- PPBS Training?



- N6 Conference Action Item Tracking System?

- Moving “Content” form O:, H: and C: drives to HQ NAVY WEB?

- Modifying/Merging N6 INDEX CATAGORIES



- Merge some of the redundant ones  (is TENCAP redundant w/SURVEILLANCE/NAVIGATION/ENVIRONMENTAL?)  



- Is DISA and TELEPORTS redundant….should it bet TELEPORTS/DISA



- Is CIO and DON CIO redundant…..should they be merged to CIO/DON CIO?



- Should ATDLS be changed to LINK / ATDLS



- Is the right mix SPACE SYSTEMS, SPECTRUM MANAGEMENT, UHF SATCOM, SHF SATCOM, EHF SATCOM the right groupings?

- Expanding list of people who can generate “External Taskers”



- CDR Rogers, Bill Hook

- Visabiliyt of CLASSIFIED TASKERS?  Putting placeholders on UNCLASS Taskers for the CLASS Taskers?  (This is extra effort, but provides visability)?

- Long Term view:


+ How does Task Force Whiskey impact what we are doing?


+ How can be break down stovepipes between SPAWAR VPO Content, NAVSEA LIVELINK content and OPNAV HQ Navy Web content.


+ How to break down stovepipes beween OPNAV and JOINT STAFF?

- Incoming Messages from Fleet that don’t specifically state ACTION?  What threshold before we respond? Who decides? Who enters as a Tasker?

- What to do after people leave?    Annotate their name as Alumni, but keep them on system for 3 yrs as a resource, update their e:mail to their new command.
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TASKINGS/SPECIFIC INFORMATION
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Important Things for Taskers to Work.


Does user have ‘trifold’ hand out from training?


Is e:mail addresses correct in both UNCLAS and CLASSIFIED HQ Navy Web directories?


Do all users have acct name and passwords? (if not, call Help Desk Number for HQ NAVY Web).


Do users understand who the division “B” and “ALT” are?

How do I get to Taskers?

          After acceptance testing, expect the “Tasker” option to appear on the left side of all the HQ NAVY WEB screens (on list with LIBRARY, CALENDAR, etc).

What is difference between “external tasking” and “internal tasking” as it applies to HQ NAVY WEB?


- Only Story, Mills, Crum, Cooley, Locke, Taylor can create a new ‘external’ tasker in HQ NAVY WEB. (We may expand this list)


- !!!!’External’ does NOT mean it came from outside N6!!!!   Wrt HQ NAVY WEB, it just means that it is visible to everyone in N6 as a tasker on reports.


- ‘Internal Taskers’ can be generated by anyone in N6 (ie not limited to Story, mills, ….).    Internal Taskers are NOT visible to all of N6, only those people assigned to the group of people assigned when the ‘internal tasker was created’.


- For External Taskers, there is a “check box” for making the following ‘complete’:



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 an push submit, it will send an e:mail to the designate “action officer”.



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?



N6
CAPT Story
LT Mills



N60
COL Kubow
CDR George



N61
CDR Pinto Sassman
LCDR Leda Chong



N62
CDR Smith
CDR Vormbocke


N63
Ms Pat Gamble
CAPT Copelof



N64
CAPT Romano
Don Mitchell



N6T
CDR Rogers
PNC Cooley



N6C
CAPT Tylicki
CDR Liepelt



N6E
Ms Craddock
LCDR Znachko



N6K
CAPT Martin
CDR Sass



N6M
CAPT Bump
Jim Weatherly



TENCAP  CDR Van Meter   LCDR Gardner


- 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 possiblities include awards, travel requests, travel claims, award, checkin, highlights, etc.


LESSONS LEARNED FROM N4 and N3/N5 ON TASKERS



- “External” means that everyone in OPNAV can see that tasker…Only Story, Mills, Crum, Cooley, Taylor and Locke can create new external taskers (for now) .!!!!!External wrt HQ NAVY WEB does not mean it is a tasker that came in from outside N6!!!!!



- “Internal” means that only people within the ‘group assigned’ can see it. Anyone in N6 can generate an “internal taskers”, however, they only appear to those people assigned to the group, will not show up on “reports”. 



- Who can initiate an new “external tasker”?   Only CTM1 Taylor, PNC Cooley, Thomas Locke, YNC Crum, LT Mills and CAPT Story can generate a new external tasker.



- What if I am N6E and need all DIVDIRs to comment on a .ppt brief, how do I generate:




(1) Since you want visibility to the tasking, you would probably ask PNC Cooley or Thomas to generate a external tasker and who you want sent to.




(2) Another option is to generate an internal tasker, however, this will not show up on “tasker reports” listing all open actions except for the people who are identified.   Anyone can create a new “internal tasker”.
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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.
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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 “N60D Mule Brief to C7F N6 Conf 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.


#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.


#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?
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#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
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