“Dry Run” of External Tasker Migration – Directorate Front Offices

VER:10JUN02

REQUEST FOR ASSISTANCE:


Conduct a “Dry Run” of the External task migration procedure by:


Reviewing the unclassified External tasks on an HQWeb Development (Test) server


Testing the task “Validation” process (provided below)


Providing feedback

DETAILS


As External tasks are imported from the Taskers Version 2 (TV2) database into the Taskers Version 3 (TV3) database, they need to be checked and updated for the new format.  TV3 adds many new fields and requires an entry for many fields that were not mandatory under TV2.  You are being asked to try the “validation” procedure (below) and provide us feedback.  Once we are comfortable with this procedure, you will be asked to use it on the real tasks on the real (production) server.


The tasks that you will look at are a snapshot of the External tasks on the Unclassified HQWeb tasker system from last week.  They do not include any TV2 tasks that were generated by the CTTA and they do not include any TV2 Internal tasks.  An audit check was performed to verify that all tasks were, in fact, imported.  You will be accessing a COPY of these tasks on a development (test) server.  You can experiment and make changes without fear of corrupting the original tasks.  Email notification is turned off on this server.  

This is a dry run.  You are going through the “validation” procedure to make sure that it is familiar and correct so that we are prepared for the real thing.  The current plan is to validate the Internal and External tasks on the Classified side next week and the Unclassified side the following week.

DRY RUN ON THE TASK “VALIDATION” PROCESS

1.
Go to the “Reports” view for your Directorate on the development server.


To do this, open the TV3 version of the tasks for your Directorate at http://dev01.xsystemsinc.com/taskers/Nxx where Nxx is your Directorate.  If your regular HQWeb login does not work, contact the HQWeb Help Desk (800 420-7302) and mention that you are having difficulty accessing the “Development Server”.  The first screen that you see will be the “My Taskers” view.  Open the “Reports” view, which will show tasks that have been formally assigned (Lead, Coordinate, Info) to anyone in your Directorate.


Although it is not required by the procedure below, you may want to view the same “snapshot” of the task in TV2 for comparison.  To access your tasks in TV2 on the development server, use

http://dev01.xsystemsinc.com/Nxx/webtsk01.nsf/(vwwebpage)/gnats.htm?opendocument
where Nxx is your directorate.  


NOTE: Although unlikely, TV2 Internal tasks can also show up in the “Reports” view (you personally / or your Front Office group have an assigned role).  You can skip over these tasks because they will be processed by the “Dry Run” procedure for Internal tasks.  The way that you would recognize them in the “Reports” view is that the “Tasking Authority” is an individual (i.e., person’s name) or a blank.

2.  
Open the tasks where the “Lead” is assigned to one of your Divisions, one at a time.


The tasks are grouped by “Lead” code.  You only need to “validate” the tasks where the “Lead” is someone in your Directorate (i.e., any of your Divisions).  This means that you only need to open (with “+”) the categories for your Divisions.  

You do NOT need to validate tasks listed under the category of another Directorate / Division for they show up in your reports only because someone in your Directorate is assigned “Coordinate” or “Information”.  The “Lead” Directorate will be responsible for validating those tasks.

3.
“Validate” each task as follows:

	STEP
	DETAILS / RATIONALE

	Place the task in “Edit” mode

     If any of the “Mandatory Fields” are blank, make an entry.  The ones that are likely to be blank are described below
	     Click on “Edit” link in the upper right corner to place the task in the Edit mode.

The “Mandatory Fields” are marked with stars.

	Select a “Type”
	     Since the “Types” have changed, there was no way to automatically map the TV2 tasks to the correct “Type” in TV3.  This is now a mandatory field and you will not be able to submit the task without filling it in.



	Select an OPNAV Approval Authority
	          This is the highest level in OPNAV which needs to review / approve the task.  Under TV2, this field was optional and only served an informational role.  Under TV3, this field is mandatory and drives functionality.  The picklist options are DNO, VCNO, DNS, JACO, Directorate, Division, Branch, Other 

Note:

     If the CNO, VCNO, or DNS is selected when the task is created, the appropriate groups are added to the top of the default “OPNAV Chop Chain”.  Once a task is created, changing the “OPNAV Approval Authority” will NOT automatically affect the Chop Chain.  They will need to be manually added as described below.



	If blank, select a “Front Office Due Date”
	     In TV2, this was not always a mandatory field.  Since this is a mandatory field in TV3, you must enter a date.  If the “Front Office” does not require the task any earlier than the “Originator Due Date, use that date for the “Front Office Due Date”.



	Assess the “Restrict access to assignees” check block
	     In general this block should not be checked.  If the “Set Restrictions” feature was used in TV2, then this block should be initially checked in TV3.  For N093, all TV2 External Tasks were restricted and this block is automatically checked and “All N093” is automatically entered in the “Information” block.



	Add “Action Products”
	     “Action Products” is a new option with TV3.  Select the items which you expect to be delivered to complete the task.  This is not a mandatory field.



	Check the “Lead”, Coordinate”, “Info” blocks
	     Although the appropriate fields were imported from TV2, there are a variety of reasons why you may want to change these entries.  Refer to the “Taskers Version 3” link in the Main Page Public Announcements (and select the TV2 External to TV3 file) to view a graphical summary of the rules that were used.



	Manually build the “OPNAV Chop Chain”
	     Typically, the Division Front Office of the “Lead” Directorate and the Action Officer will be the only entries in the “OPNAV Chop Chain”.  You will need to click on the “Edit/Reorder Chop Chain” link to add the appropriate people and groups.

     Notes:

-TV2 did not provide for Front Office routing

-TV2 did not provide for routing above the Directorate level.  The new rules dictate that all tasks for which the CNO is the “OPNAV Approval Authority” must be routed through the DNS and VCNO.



	If necessary, move attachments around
	     TV2 did not categorize attachments in any way.  Even though the entry blanks on the TV2 forms had different labels, all attachments were treated equally.  In TV3, there are three categories, “Tasker Package”, “Final Response”, and “Working Documents”.  

     Attachments will be added to the TV3 attachment groups from top to bottom with the:

     -first 2 in “Tasker Package”, 

     -next 3 in “Final Response”,  and the 

-remaining (up to 15) in the “Working Documents” section.

     To move an attachment to a different category:

     -Ensure task is in the “Edit” mode

     -Open the attachment to be moved by clicking on the associated icon

     -Save it to a local drive (e.g., hard drive), giving it an appropriate file name (see business rules)

     -In TV3, click on the “Attach Document” link in the appropriate destination section (i.e., Tasker Package, Final Response, Working Area)

     -Browse, find the file, and click on “Open”.  The file should now be attached to the TV3 task in the correct section.

     -Delete the copy in the incorrect section by clicking on “Delete any files”, clicking on the appropriate attachment (they are listed in order from top to bottom), and clicking on “OK”.


4. Report feedback to Walker.Victoria@xsystemsinc.com copy to Julie@xsystemsinc.com

Please be as specific as possible with your inputs including, at a minimum, your name, the web address of the page of concern, and the name of the task.  A sequence of events and a screen shot (use the keyboard “PrtScn” button and then “paste” into a document) is also helpful.  An error report form and an example are available on HQWeb through the “Taskers Version 3 Information” link in the Main Page Public Announcements.

“Dry Run” of Internal Tasker Migration – Division Front Offices

Ver: 10JUN02

REQUEST FOR ASSISTANCE:


Review the unclassified Internal tasks on an HQWeb Development (Test) server


Test the task “Validation” process (provided below)


Provide feedback

DETAILS


As Internal tasks are imported from the Taskers Version 2 (TV2) database into the Taskers Version 3 (TV3) database, they need to be checked and updated for the new format.  TV3 adds many new fields and requires an entry for many fields that were not mandatory under TV2.  The steps described below are the task “validation” procedure.  You are being asked to try the “validation” procedure (below) and provide us feedback.  Once we are comfortable with this procedure, you will be asked to use it on the real tasks on the real (production) server.


The tasks that you will look at are a snapshot of the Internal AND External tasks from the Unclassified TV2 tasker system from last week.  In this procedure, you are being asked to ignore the External tasks and work only on Internal tasks.  The Directorate Front Office is working on the TV2 External tasks.  The way that you can tell the difference is that imported Internal tasks will show up in the “Reports” view with the Tasking Authority either being blank or showing an individual’s name (External TV2 tasks will show the Directorate as the Tasking Authority).


You should not see any TV2 tasks that were generated by the CTTA. An audit check was performed to verify that all tasks were, in fact, imported.  You will be accessing a COPY of these tasks on a development (test) server.  You can experiment and make changes without fear of corrupting the original tasks.  Email notification is turned off on this server.  


This is a dry run.  You are going through the “validation” procedure to make sure that it is familiar and correct so that we are prepared for the real thing.  The current plan is to validate the Internal and External tasks on the Classified side next week and the Unclassified side the following week.

DRY RUN ON THE TASK “VALIDATION” PROCESS

1.
Go to the “Reports” view for your Directorate on the development server.



To do this, open the TV3 version of the tasks for your Directorate at http://dev01.xsystemsinc.com/taskers/Nxx where Nxx is your Directorate.  If your regular HQWeb login does not work, contact the HQWeb Help Desk (800 420-7302) and mention that you are having difficulty accessing the “Development Server”.  The first screen that you see will be the “My Taskers” view.  Open the “Reports” view, which will show tasks that have been formally assigned (Lead, Coordinate, Info) to anyone in your Directorate.   


Although it is not required by the procedure below, you may want to view the same “snapshot” of the task in TV2 for comparison.  To access your tasks in TV2 on the development server, use

http://dev01.xsystemsinc.com/Nxx/webtsk01.nsf/(vwwebpage)/gnats.htm?opendocument
where Nxx is your directorate.  

2.  
Open the “Internal” tasks where the “Lead” is assigned to one of your Divisions, one at a time.


OPEN YOUR DIVISIONS:

The tasks are grouped by “Lead” code.  You only need to “validate” the tasks where the “Lead” is someone in your Directorate (i.e., any of your Divisions).  This means that you only need to open (with “+”) the categories for your Divisions.  

You do NOT need to validate tasks listed under the category of another Directorate / Division for they show up in your reports only because someone in your Directorate is assigned “Coordinate” or “Information”.  The “Lead” Directorate will be responsible for validating those tasks.


WITHIN YOUR DIVISIONS, OPEN TV2 INTERNAL TASKS


The way to recognize an imported task that came from a TV2 Internal task is that the “Tasking Authority” column will show either the name of an individual or it will be blank.

3.
“Validate” each task as follows:

	STEP
	DETAILS / RATIONALE

	Place the task in “Edit” mode

     If any of the “Mandatory Fields” are blank, make an entry.  The ones that are likely to be blank are described below
	     Click on “Edit” link in the upper right corner to place the task in the Edit mode.

The “Mandatory Fields” are marked with stars.

	Select a “Type”
	     Since the “Types” have changed, there was no way to automatically map the TV2 tasks to the correct “Type” in TV3.  This is now a mandatory field and you will not be able to submit the task without filling it in.



	Select an OPNAV Approval Authority
	          This is the highest level in OPNAV which needs to review / approve the task.  This field did not exist on TV2 Internal tasks.  In TV3, this field is mandatory and drives functionality.  The picklist options are DNO, VCNO, DNS, JACO, Directorate, Division, Branch, Other 

Note:

     If the CNO, VCNO, or DNS is selected when the task is created, the appropriate groups are added to the top of the default “OPNAV Chop Chain”.  Once a task is created, changing the “OPNAV Approval Authority” will NOT automatically affect the Chop Chain.  They will need to be manually added as described below.



	If blank, select a “Front Office Due Date”
	     There was no “Front Office Due Date” associated with TV2 Internal tasks.  This is a mandatory field in TV3.  If the Directorate “Front Office” does not require the task any earlier than the “Originator Due Date, use that date for the “Front Office Due Date”.



	Assess the “Restrict access to assignees” check block
	     In general this block should be checked for imported “Internal” tasks.  If you leave it checked, ensure that the appropriate people or groups are listed in the “Information” block.

      If it is appropriate to do so, uncheck this block to make the task visible to all of OPNAV.



	Add “Action Products”
	     “Action Products” is a new option with TV3.  Select the items which you expect to be delivered to complete the task.  This is not a mandatory field.



	Check the “Lead”, Coordinate”, “Info” blocks
	     Although the appropriate fields were imported from TV2, there are a variety of reasons why you may want to change these entries.  Refer to the “Taskers Version 3” link in the Main Page Public Announcements (and select the TV2 External to TV3 file) to view a graphical summary of the rules that were used.



	Manually build the “OPNAV Chop Chain”
	     Typically, the TV2 “Lead” will be the only entry in the “OPNAV Chop Chain”.  You will need to click on the “Edit/Reorder Chop Chain” link to add the appropriate people and groups.

     Notes:

-TV2 did not provide for Front Office routing

- Although it is not typically a concern for what used to be an Internal task, you may want to add routing above the Directorate level.  The new rules dictate that all tasks for which the CNO is the “OPNAV Approval Authority” must be routed through the DNS and VCNO.



	If necessary, move attachments around
	     TV2 did not categorize attachments in any way.  Even though the entry blanks on the TV2 Internal forms had different labels (Tasker and Responses), all attachments were treated equally.  In TV3, there are three categories, “Tasker Package”, “Final Response”, and “Working Documents”.  

     Attachments will be added to the TV3 attachment groups from top to bottom with the:

     -first 2 in “Tasker Package”, 

     -next 3 in “Final Response”,  and the 

-remaining (up to 15) in the “Working Documents” section.

     To move an attachment to a different category:

     -Ensure task is in the “Edit” mode

     -Open the attachment to be moved by clicking on the associated icon

     -Save it to a local drive (e.g., hard drive), giving it an appropriate file name (see business rules)

     -In TV3, click on the “Attach Document” link in the appropriate destination section (i.e., Tasker Package, Final Response, Working Area)

     -Browse, find the file, and click on “Open”.  The file should now be attached to the TV3 task in the correct section.

     -Delete the copy in the incorrect section by clicking on “Delete any files”, clicking on the appropriate attachment (they are listed in order from top to bottom), and clicking on “OK”.


4. Report feedback to Walker.Victoria@xsystemsinc.com copy to Julie@xsystemsinc.com

Please be as specific as possible with your inputs including, at a minimum, your name, the web address of the page of concern, and the name of the task.  A sequence of events and a screen shot (use the keyboard “PrtScn” button and then “paste” into a document) is also helpful.  An error report form and an example are available on HQWeb through the “Taskers Version 3 Information” link in the Main Page Public Announcements.

