HQWeb Taskers Ver 3.0 Business Rules

Version 16 Apr 2002 

1. Purpose:   To provide both general and specific rules/guidance to ALL OPNAV STAFF with respect to operating within the HQWeb environment.

2. Justification:   


a.  HQWeb, it’s NMCI follow-on ‘enterprise-wide internet solution’, and TF Web enabling will provide a significant change in connectivity across organizational boundaries both in OPNAV staff and Navy-wide.


b.  The difference between frustration and self-actualization in interacting with HQWeb depends on the people using the system to do their part to change their behaviors and follow the ‘rules of the road’ for working/interacting in a web environment.

3.  Things to keep in mind:


a. There is not that much different from paper and email.


b. Version 3.0 of Taskers gives a significant improvement in FLEXABLITY, recognizing that every Tasker in OPNAV is different then every other tasker.


c. The software is an 80% solution.  We will always depend on Users to follow business rules to make the processes work well.


d. Commercial Web Sites expend large amount of resources to enforce business rules on the Web content so it is consistent and usable…..OPNAV and the Navy needs to give attention to this aspect of ‘consistency’ if we expect to have successful (vice frustrating) Web experiences sharing our knowledge base.

4.  KEY TAKEAWAYS THAT ACTION OFFICERS NEED TO TAKE AWAY FROM TRAINING:


#1   What am I expected to do if I am assigned the LEAD or COORINDATOR of a OPNAV Tasker?


#2   What behaviors do I need to change?  What business rules/rule-of-the-road do I need to follow when adding value/content/knowledge to HQWeb?

5.  GENERAL BUISNESS RULES


- To be applied immediately for all electronic content (HQWeb, email, files).

GENERAL RULE
#1  SUBJECT LINES and FILE NAMES NEED TO STAND ALONE AS MUCH AS POSSIBLE TO ANYONE IN THE ENTERPRISE.


a. Applies to HQWeb, OUTLOOK, Shared Drives, etc.


b. All OPNAV Staff shall consider the below whenever they create or save/save-as any electronic content:



i.  First word in Subject/Name is important.  It will allow you to sort like items together.  



ii.  Subject/File name should contain a date  (e.g. 12 APR 02, APR 02, ver 1600, 12APR02)



iii.  There should be enough words to describe tasker to the general OPNAV population



iv.  While a serial identifier is okay, DON’T limit Subj/File Name to just a SERIAL NUMBER.



v.   Label as Draft vs Smooth vs Final vs Released/Signed



vi.  Identify comment originator  (ie N610 Comments to XXX MNS 12APR02).



vii. For e:mail Subj lines, consider adding to front of Subj words like “ACTION FOR LCDR Smith…DUE NLT 1600 12APR”, “FYI:”, “Action for N61E Branch:” 


c.  Justification for Subj/File Naming Rules:   



i.  Search engines (HQWeb Knowledge Portal, Google, etc) often only provide a File Name or Subject Line when they provide hits.   Unless the creator of “value-added’ content properly labels that content when it is saved, it makes it difficult if not impossible for other users to search for and find that content they want.


d. Examples:



i.    POM 04 N610 Prioritized Unfunded List ver 1600 17 APR 02



ii.  Congressional  18 QFR on NMCI fm SEN Warner draft 18 Apr 02



iii.  N610 comments on JCC(X) MNS 19Apr02



iv.  N610 Comment on JCC(X) MNS 19 Apr 02 w TRACK CHANGES

GENERAL RULE #2   WHEN FILLING OUT COMMENTS IN THE TASKER “DISCUSSION THREAD”/ROUTE SHEET, OPNAV USERS MUST TRY TO ANSWER WHO, WHAT, WHEN, WHERE, WHY and WHAT’S NEXT.


a.  Applies to HQWeb Taskers Ver 3.0 and route sheets in general


b.  All OPNAV users shall attempt to make their ‘comments’ self-explanatory and stand alone, trying to anticipate questions down-stream as the tasker moves through the system.


c.  Users should consider the questions Who, What, When, Where,  Why, What’s next when entering their comments into the Tasker Discussion Thread and forwarding to the next person.


d. Examples:



i. DON’T USE “Extension received”,  INSTEAD STATE “Extension received from N81 (LCDR Smith) on 1600 12APR02 by N610 (LCDR Jones).  New due date is by COB 18APR02.”



ii. DON’T USE “No comments”, INSTEAD STATE “MNS reviewed by N610 (LCDR Jones) on 15APR02, no comments, concur as written.  CNO N6 action complete.  Forwarded to next person in chop chain.”



iii. USE “MNS reviewed by N6 (LCDR Jones) on 15APR02, significant/minor comments provided to document using Track Changes, see attachment”.


e. Justification:  The value added of the people assigned LEAD and COORDINATORS on a TASK is often only contained in the Route Sheet/Discussion Thread.  To eliminate questions down-stream, ALL USERS need to make their COMMENTS self-explanatory.

GENERAL RULE #3  MAKE TASKER PACKAGE STAND ON ITS OWN, ATTACH USEFUL REFERENCES, E:MAILS, ETC.


a.  OPNAV Users shall attempt to make the TASKER PACKAGE as complete as possible, including attaching relevant references.


b. Justification:   Issues often repeat themselves every couple years.  Giving the package a complete picture will allow some future Action Officer to address the same or similar issue without having to search for the background.

GENERAL RULE #4    QUESTIONING ATTITUDE IS A MUST!    IF IT DOESN”T FEEL RIGHT, THERE IS PROBABLY A PROBLEM.


a.  All OPNAV users need to listen to their guts and flag potential problems wrt routing, urgency, or software problems.


b.  Examples of problems:   



i. Duplicate Taskers exist for same issue.



ii. Attachments got added to wrong package (eg  Response for SEN WARNER got inadvertently added to a TASKER from SEN Smith).



iii.  Person assigned for Lead or Coordination is either no longer assigned to OPNAV, or out of office due to illness or extended TAD.


c.  POCS:



i.  CTTA:  Send to ????



ii.  SOFTWARE:  



iii. Suggestions for improving system:  Send to 

GENERAL RULE #5     ONLY RESTRICT ACCESS WHEN JUSTIFIED, DON’T UNINTENTIONALLY RESTRICT THE PEOPLE WHO WILL NEED TO WORK ISSUE OR MAY NEED TO RETRIEVE ISSUE AT SOMETIME IN FUTURE.


a.  Sharing information involves users to accept risk  They ‘pay-off’ for the Navy is improved productivity by allowing Navy users to ‘pull info’ as they need it, in a timely manner.


b.  Access restriction has been provided to help the medical and personnel organizations keep privacy act.


b.  Access restrictions will dis-able many of the productivity tools (ie Tasker summary reports, searches by future users on subject of same title, etc).

GENERAL RULE #6  PRIVACY ACT/FOIA


- When collecting personal/personally sensitive information ensure that we minimize access to that information (ie social security number, date of birth).


- Use caution when creating the subject block on issues that are PA/FOIA sensitive.  May require depersonalizing the subject lines.

GENERAL RULE #7    TASKERS COME INTO OPNAV FROM A MULTIPLE SOURCES/CUSTOMERS.   


- CTTA (for taskers coming into N00S and N09B), DONPIC, JACO and DIRECTORATES all routinely receive taskers from DoD.


- Taskers come into OPNAV via phonecalls, mail, guard mail, message traffic, e:mails, conferences, etc.   HQWeb Taskers Ver 3.0 does not solve the “Business Processes” solutions, that requires smart, motivated people in the ‘front offices’ to figure out.  HQWeb Taskers Ver 3.0 DOES PROVIDE a powerful, flexible tool to help web-enable some of these taskers. 

GENERAL RULE #8  USING WORD and EXCEL “TRACK CHANGES”


- Lessons learned and guidance for using “Track Changes”:

GENERAL RULE #9  USING “EDIT IN PLACE”


- Lessons learned and guidance for using “edit in place”:

6. LESSONS LEARNED:


LESSON LEARNED #1    Using ‘right mouse button’ and ‘Save Target As’


LESSON LEARNED #2    Saving e:mail to an HQWeb Tasker


LESSON LEANRED #3    Scanning


LESSON LEARNED #4    Setting up Favorites on you Internet Explorer Browser (at work, at home).  Making Taskers the default web page.


LESSONS LEARNED #5   Combining Unclass and Siprnet Tasker

7.  SPECIFIC BUISNESS RULES FOR HQWeb TASKERS VERSION 3.0 (Block by Block Instructions/Issues/background).

a. Action Button “Email”:  Provides users ability to generate an e:mail to EITHER those inside OPNAV OR a snapshot of tasker (w/attachments) to those outside of OPNAV.  !!!NOTE:  HQWeb Tasker Links will prompt users for HQWeb acct/password.!!!


- Email Options:



(i)  Status and Link to HQWeb User



(ii) Status and Link to Assignees



(iii) Status and Link to Tasking Authority  (ie to tell CTTA that tasker doesn’t belong to your)



(iv) Entire Tasker  (ie to send snapshot of tasker to SPAWAR or NAVSEA)

b.  Action Button “Cancel”.  Self-explanatory.

c. Action button “Submit”.  Submits entry to HQWeb Server.  


- RULE: Do not hit submit more then once in a row.  If system doesn’t respond, then use the browser “STOP” button before retrying.  Do not want to create duplicate entries.


- REMEMBER:  If you don’t submit, the information you enter does not get added to HQWeb.   If not sure, submit, verify changes made, then go back into edit mode.

d. Action button “Delete”


- Removes the selected tasker from the system.  The Delete link is only available to members of the tasking authority who created the tasker and the individuals with select administrative privileges.


- The deleted item will go into an administrator pool, and an email will go to the creator notifying them that the tasker was deleted.  The tasker will be formally and irrevocably deleted 0 days after the user deletes them.

e. Action button “Monitor” and “Remove Monitor”:

f.  DCN BAR (eg Automatic DCN generator).   This is area where the automatically generated tasker DCN will be displayed.


- If CTTA is Tasking Authority, CTTA will appear in DCN


- If Directorate is Tasking Authority, then N1, N2, etc will appear in DCN


- If “Other” is Tasking Authority, then “Staff” will appear in DCN


- HQWeb will put a “a” or “b” at end of DCN to prevent two servers from assigning the exact same DCN (due to delays in replication).

g.  (Mandatory Field) Tasker SUBJECT:      Users will use the General Rule on Subject Naming/File Naming (e.g. include date, explanatory words, serial number if appropriate, originator, etc) (e.g.  MNS O-6 Level Review of  JCC(X) MNS 13APR02)

h. KEY WORDS:    Include acronyms and keywords.  There is not currently no OPNAV ‘master list of key words’.  Users shall enter words in this area to help future users find and ‘pull’ this tasker.

i. SSIC:    Creator taskers will enter SSIC.  This can often be found on originators letter.   SSIC reference lists can be found at ???????????? web site.


- Recommend add link to a library of SSIC codes or a pull-down of SSICs.

j. (Outgoing) SERIAL:    This is serial for the outgoing response to the tasker.   For example:   CNO N3/N5 e:mail to CFFC N6 dtd 15APR02,  CNO N6 ltr XXXXXX dtd XXXX.

k. DUPLICATE TASKER CHECK Action Button.  This checks Tasker system for duplicate Subject (exact match) and External DCN.  Feature searches all active (not complete) taskers in ALL Directorates.


??  Recommend software be changed so that it does not have to be an exact match ??


- ACTION TO TAKE IF DUPLICATE:  User should cancel out of his tasker and focus attention on modifying the existing tasker.

l. (Mandatory Field) TYPE:  Options currently include:


Type




Remarks/Rules
CEB (CNO Executive Board)

Congressional




Congressional Report

FOIA

General

Hold Close

N093 Blue Rod

N093 Gold Rod 

- TYPE must be filled in.

- To add new types, submit to OPNAVCIO@hq.navy.mil and CTTA (CDR Ottery) via e:mail with description and justification.

- QUESTION:  What is difference between Congressional and Congressional Report?

- QUESTION:  What does Hold Close mean?   Need a rule to but SPECIFIC NOTE in DISCUSSION THREAD ON WHAT HOLD CLOSE MEANS.

- RECOMMEND ADD THE FOLLOWING TYPES:  Add JACO/Joint Action,  Add MNS/ORD, Combine ‘congressional and congressional report’,  Add POM/PR,  Add QDR/DPG/NMS,  Add “INCOMING FLEET ACTION”

m. (Mandatory field) ORIGINATOR:   


- Defaults to name of person ‘creating tasker in HQWeb’


- User creating tasker in HQWEB SHALL change this block to the ORG – CODE – NAME – PHONE of POC listed in the originator of tasker.  This info is often buried in the cover letter or in the POC line of the message.


- Justification for adding NAME, PHONE is to make it easier for all users who must chop to quickly identify the person to call with questions without digging through references.

n. EXTERNAL DCN:


- This is an external DCN assigned to tasker outside of DCN


- Make this stand-alone as much as possible by using ORG – CODE – TYPE – SERIAL – DATE format  (e.g.  OSD  ASD(C3I) ltr xxxxx dtd 11 APR 02).

o. RECEIVED DATE:


- This is date tasker was received by the Tasking authority.  This may be several days or sometimes weeks after the original tasker is signed.


- Must use MM/DD/YYYY format.

p. (Mandatory Field) ORIGINATOR DUE DATE:


- This is date that OPNAV response is due back to the originator of the tasker (ie OSD, CFFC, CONGRESS)


- Overdue dates are based on this field.

q. (Mandatory Field) OPNAV APPROVAL AUTHORITY DUE DATE:


- This is date that rolled-up smooth response is due to the OPNAV Approval authority (ie CNO front office, N8 front office, OLA Front Office).


- Depending on the complexity of tasker and expected OPNAV response, this date needs to be far enough in front of the ORIGINATOR’s DUE DATE.


- Best professional judgment applies.    

r. (Mandatory Field) TASKING AUTHORITY:


- Options include:  CNO, VCNO, DNS, CTTA, DONPIC, JACO, CEB GROUP, SECNAV, N09W, N1, N2, N3/N5, N6, N7, N8, N9, and OTHER(Individual User Name).

- Implications:  This is the group who is authorized to mark a tasker “certified complete” and/or to ‘delete’ a tasker.


- For each group, there is a authorized list of ‘front office users’ given authority/permissions to mark complete. 

s.  (Mandatory Field) OPNAV APPROVAL AUTHORITY:


- Options include:  CNO, VCNO, DNS, Directorate, Division, Branch, Other.


- Implications:  This builds the ‘default’ CHOP CHAIN on a new tasker that can later be modified.

t.  RESTRICT ACCESS TO ASSIGNEES:


- Selecting this checkbox restricts the viewing of the tasker to only those people and groups in the Final Assignment Boxes (e.g. LEAD, COORDINATE, INFORMATION)  AND  any people or group added to the Approval Chop Chain.


- The Tasker will only appear in reports or views accessed by those same individuals or the Tasking Authority.


- RULE: Restricting access defeats ability for general OPNAV users to ‘pull’ that info.  USERS should only Restrict Access when it can be objectively justified.  USERS shall compensate for access restriction by making sure the INFO GROUP ASSIGNMENT is broad enough to allow your directorate and/or division to view.


- CONCERNS:  What if a future reorganization occurs…..may prevent the person doing the job in the future from viewing tasker that he is responsible for.

u. SET EMAIL PRIORITY TO HIGH:   self-explanatory.


- QUESTION: What criteria does CTTA want used?

v. ACTION PRODUCTS PULL DOWN LIST:


- Provides a pull down list of products.


- USERS can select multiple products by using CTLR key


- List includes:  Brief, Congressional Interim Reply, CNO Personal Flag Ltr, CNO Personal Ltr, Draft Ltr, Draft Message, Draft email, Evaluation Input, Exec Summary Memo, Firewall Change Request, Fitness Report Input, Map/Directions, Memo DEPSECDEF, Memo Mult Addressees, Memo OSD DoD, Memo SECNAV CNO, Memo SECNAV w/via, Network Acct Request, Point Paper, Reply Direct-Ltr, Reply Direct-Message, VCNO Personal Flag Ltr, VCNO Personal Ltr.


- RECOMMEND ADD:  JACO Navy Planners Memo Concurrence, JACO Navy Divergent View Memo

w.  ATTACHMENTS AREA (Tasker Package, Final Response, Working Area/Drafts/References).


- RULE:   Users SHALL USE  the general rule on Subject/File Naming.   USERS must  make attachment file names stand alone as much as possible BEFORE uploading to HQWeb so that others in the chop chain can quickly go to the attachments they are trying to find/use.


- When you select an attachment, HQWeb will prompt you to either “Read”, “Edit” or “Detach”.   Detach will make a copy to a location you designate.


- Users need to decide upfront how they want EDITORIAL CHANGES made to documents and if WORD and EXCEL “Track Changes” feature will be used.


- RULE:  Users SHALL upload copy of FINAL RESPONSE before CLOSING TASKER so that tasker stands alone.


- RULE:  Users SHALL attempt to attach appropriate references/emails/files to TASKER so that future users can more quickly respond to related taskers.

x.  COORDINATION STATUS.    Purpose of this area to quickly determine status of tasker without digging through the discussion thread/route sheet.


- RULE:  The LEAD ACTION OFFICER (AO) for OPNAV STAFF is responsible for setting up this area and keeping current.


- RULE:  The COORDINATION AREA should not be used as the official route sheet for documenting official chops/comments/etc.   Official Chops/comments should be documented in the DISCUSSION THREAD AREA.


- REMEMBER: The purpose of “Coordination Status” area of HQWeb Taskers is to give a sound-bite status to CTTA and other Front Offices so that they don’t need to dig through the Discussion Thread to figure out what is going on.

y. COORDINATION STATUS List of Coordinators:


- RULE:  The Creator or LEAD ACTION OFFICER should set this area up to optimize ‘communicating status’.

z.  COORDIANTRO STATUS Comments Block:


- RULE:  Users SHALL use format  DATE – STATUS – NAME  (e.g. 4/11/02 Extension received by N3/N5 (CDR Smith), new due date 18 APR. vr, LCDR Mule’/N610R2).


- RULE:  Most current status should be inserted at top of block.


- REMEMBER:  This is a communication on where tasker stands to senior mgt.  DNS reviews OPNAV taskers regularly, especially overdue taskers.  It is in everyone’s best interest to make status stand alone (who, what, when, where, why, what’s next).

aa. DISCUSSION THREAD  (ie “The Route Sheet”):


- The Discussion Thread Area is an IMPORTANT AREA.  The value added by OPNAV staff is most often found in this area.   The fact that an organization/person reviewed a document and had ‘no comments’ is significant.


- RULE:  Discussion area is  place to document who, what, when, where, why, what’s next.  (e.g.  Draft MNS reviewed by CNO N610R2 (LCDR Smith) on 16 Apr 02.  Concur with as written, no comments.  CNO N6 review complete. Vr, LCDR Smith)


- RULE:  Users should not mark the “Tasker Chop Chain” box without entering a stand-alone comment in the Discussion Thread Area.

bb. LEAD/COORDINATION/INFORMATION ASSIGNMENT BLOCK:


- RULE:  There can only be one LEAD ACTION OFFICER/GROUP for OPNAV Staff.  Do NOT put multiple people in the LEAD assignment.  Goal is to identify one individual who is the LEAD for OPNAV Staff as soon as possible in process.


- RULE:  If Restrict Access to Assignees feature is selected, then User must need to make assignments broad enough so that tasker doesn’t become inadvertently invisible to the front offices and co-workers.


- LEAD Implications:  Person or Group is added to Chop Chain and will receive and e:mail notification when tasker is submitted.


- COORDINATION Implications:  Upon initial submission of new tasker, each person or group in the coordination assignment area receives an email notification.  An email is also sent to the person if they are subsequently added or deleted.



- INFORMATION Implications:  Upon initial submission, each person or group in the information assignment area receives an email notification.  Email subject line uses the format: “New Tasker:  SUBJ    Role:  Lead/Coord/Info”.

cc.  CHOP CHAIN:


- Implications:  Provides e:mail notification to next in line.  Provides mechanism for Action Officers to steer Tasker.


- RULE:  Because Chop Chain is a serial chop format, Users need to monitor completion and consider changing order of chop chain as parrallel chops are complete.


- RULE: Any user can check or uncheck a chop chain box.  In either case, HQWeb puts a NAME-DATE stamp next to check box.   The Chop chain creates email notifications when a box is checked (eg to next higher level) or unchecked (to the code assigned).


- RULE:  All Users SHALL annotate the “Discussion Thread/Route Sheet” area when they check/uncheck Chop Chain boxes.


-  NOTE:  Do not assume name next to check box is associated with that code.  The NAME-DATE stamp only indicates which user checked/unchecked the box.

dd.  LOG/COMPUTER AUDIT TRAIL.


- HQWeb creates a computer audit trail of changes made to TASKER whenever the “Submit” button is used.


- Audit trail is based on what account the user is logged in to.

ee. MY INBOX/MY MONITORED.
ff. TEMPLATES.

gg.  REPORTS.


- Reports have the following sort functions:  All Active, Unassigned, Unassigned AO, In Process, Complete, Due in next 14 days, Due in next 7 days, Due Today, and Overdue.


- Reports can be sorted by OFFICE (e.g. Branch) or by STAFF (e.g. Name)


- Reports are updated near-real-time.


- Reports can be exported to a Excel Spreadsheet.


- Excel Spreadsheet Field (Left to Right):   OPNAV Approval Authority Due Date, Subject, Assigned Lead AO, Assigned Coordination, Assigned Info, Originator, Assignment/Status from Coordination area, Originator Due Date, Received Date, External DCN, Tasker DCN, Type, Tasking Authority, OPNAV Approval Authority, Action Products, Restricted Access (Y/N), Priority Task (Y/N), Keywords, SSIC, Serial #.


- LESSONS LEARNED:  Consider consolidating the NIPR and SIPR spreadsheets after verifying that no classified info is contained on the SIPR spreadsheet and send out to organization as one consolidated list in order of due date.

hh. DIFFERENCE BETWEEN “COMPLETE” and “ARCHIVED” Taskers.

8. FREQUENTLY ASKED QUESTIONS:


- Can I monitor tasks that were not created in my division?  How?


- What happened to INTERNAL TASKERS?


- What if Tasker doesn’t belong to me?


- When will we start using electronic signatures?


- What legacy systems are getting shut down?

9.  SUGGESTIONS FOR IMPROVING HQWeb TASKERS VER 3.0:


- For ORIGINATOR BLOCK:  Provide a format on template (ORG – POC Name – POC Phone number) (e.g.  OSD C3I – LCDR Smith – 703-601-0000)


- Change EXTERNAL DCN to “ORIGINATOR DCN (e.g. OSD xxxxx-02 ltr dtd 12APR02   or   CFFC msg XXXXXXZ AUG 02   or  N6 (Mayo) e:mail dtd 23 APR 02)”


- In LEAD/COORDINATOR/INFO area, display phone number (ie N823C Ms Susan Silk 703-601-0000) vice (N823C Ms Silk)


- For Tasker Authority pull-down, Approval pull-down:    Instead of  having N6 and N7,  change it to N6/N7 in anticipation of merge.


-  For LEAD and COORDINATOR Assignments:  Consider replacing N6 and N7 with N6/N7 (same reason as above).


- For ACTION PRODUCTS pull-down:  Add two products: 




- JACO Navy Planners or Divergent View Memo


- For TEMPLATES, need to populate this area with all the different formats found in the ACTION PRODUCTS Pull-Down, and those that exist in the older TASKERs ver 2.0.  Currently there is only an entry for VCNO Personal letter.  Need to make sure that following are in list:




- Congressional 18 Question Format




- CNO 5X7 format




- CNO Point Paper




- JACO Navy Planners Memo (Concurrence)




- JACO Navy Divergent View Memo (Non-concur)


- In COORDINATION STATUS SECTION:  Need to add some Generic notes:



i. (Coordination Status Provides Quicklook to CTTA.  Actual Comments need to be entered in Discussion Thread Area Below!!)



ii. Add format for Coordinator Status Comment Block  (eg MM/DD/YY – Short status – code (last name)


- Add note in CHOP CHAIN SECTION:   (Note:  “x” will result in e:mail notification to next person in chop chain)





-  Provide a link or pull down of SSICs on the Tasker 3.0 page


-  Serial:    Recommend change to say  Outgoing OPNAV Serial:


- Serial:  Recommend provide example format (ie  CNO N8 XXXXXX-02)


-  Add a block in UPPER AREA labeled :   Amplifying LEAD AO Guidance on Making Comments:   to allow either general text entry or one of the following pull-downs: 

+ Use WORD Track Changes using Edit in Place

+ Use EXCEL Track Changes using Edit in Place

+ Make changes to reference document and save as “NXXX Comments to ….. dtd MM/DD/YYYY” and upload into response section.

+ Negrep requested.

+   


- Change “DCN Bar” to “DCN Generator Bar (for CTTA and DIRECTORATE ONLY).


- Change “Key Words” to “Key Words (use , or ; )”

- Duplicate Tasker.   Specification says it looks for exact match on Subject…..shouldn’t this be a looser search?


-  Next to or under date fields, show format  (MM/DD/YYYY).


- Add link to Knowledge Portal somewhere on page


- Add a “Search Current Directorate Taskers” Link or Search Box


- Add a “Search All OPNAV Taskers” Link or search box


- For ALL OPNAV, have “front office POCs entered down to Branch level, ie  N610, N611, N612, N771, N772, N773).     These tend to be the O-6/CAPTs that have 10-30 people working for them that taskers tend to get dumped into.  Only having fidelity down to the DIVISION Level (ie N77, N61) results on only going down to a group of 150-200 people…..difficult to delegate within HQWEB from there.


-  Consider putting some amplification in the DISCUSSION THREAD AREA such as:



i.  COMMENT REQUIRED IN THIS SECTION by AO prior to forwarding up chop chain.

ii.  Put formal comments here, this is the route sheet.



iii.  Answer question who, what, when , where, why, what’s next as appropriate.



iv. Example format:   N610 (Smith) reviewed subj MNS on 14APR02.   Comments provided in attached response .doc. N6 action complete. Vr LCDR Smith, N610R2, 601-1275.



 
- Give some amplifying Instructions/warning concerning "Restrict Access" such as:




"i. Consider making the subject action branch an info group so co-workers can provide backup"

