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Serial Log File

https://inside.navsea.navy.mil/navseacity

Table of Contents

3Introduction


3Overview


3Roles and Responsibilities


3Obtaining a NAVSEA City Account (AU and OCC)


4Viewing Serial Log Entries


4Viewing Serial Log Entries


6Creating and Modifying Log Entries and Viewing Audit Trails (AU and OCC)


6Create a Log Entry


7Modify a log entry


8Viewing the Audit Trail of a Log Entry


9Reports (AU and OCC)


9By Year


10By Authorized User


11By Code


12By Signee


13Modifying an Office Code


14User Management (OCC)


14Adding Users to an Office Code


15Removing Users from an Office Code




Note: Sections notated with AU and OCC are for Authorized Users (AU) and Office Code Coordinators (OCC) are described in Roles and Responsibilities.

Introduction

Overview

A serial log is a tool used by the Government organizations to track official correspondence.  This correspondence can be in the form of official letters, memoranda, publications or notices depending on the organization.  Prior to sending correspondence out, a group of characters containing an organizational identification as well as the next sequential number are assigned and affixed to the documents.  Serial Log File will allow business units to view, create, and retrieve this information quickly and easily while integrating with existing NAVSEA tools.  Serial log is accessible through NAVSEA City and electronic documents will be stored in CDMS (NAVSEA’s Corporate Document Management System).  A system of roles and permissions was established in order to ensure that the data is accessible to all personnel to view, yet control content and configuration of the system.

Roles and Responsibilities
· Visitors – A visitor can view serial log information.  A visitor will not need an account but will need to have access to NAVSEA City (NAVSEA’s corporate Intranet). 

· Authorized Users (AU) – Authorized Users can create, update, and view log entries for a specific Office Code(s) that they have permission to access.  Authorized Users can only edit the log entries that they have created.  Authorized Users can also view reports within the specific Office Code(s) they have been assigned to.  Authorized Users will require an NAVSEA City account and will be granted access to the specific Office Code(s) by the Office Code Coordinator.

· Office Code Coordinators (OCC) – Office Code Coordinators can perform all the functions of an Authorized Users, and in addition, add and edit Authorized Users access, view and edit reports within the specific Office Code(s) they have been assigned to.  Office Code Coordinators will serve as a point of contact for the System Administrators.  Office Code Coordinators will require a NAVSEA City account and will be granted access to the specific Office Code(s) by the System Administrator.

· System Administrators – NAVSEA City System Administrators will provide the technical support for the system and its users.  System Administrators have the capability to archive any content or users from the database.  System Administrators will create any additional Office Code workspaces and create the supporting Office Code Coordinator accounts.

 Obtaining a NAVSEA City Account (AU and OCC)

Obtain an account by selecting the "Create Account" function in the "My City" box on the upper left corner of the screen.  Provide the information, name, e-mail, and phone number. Your password will be sent to you via e-mail.

Note: The first time you login you will be required to change it.

Contact NAVSEA City Support:
If you cannot find the answers to your questions above, you can contact Inside NAVSEA City support personnel via email at HelpDesk@navsea.navy.mil or call 202-781-HELP.

Viewing Serial Log Entries
This chapter will demonstrate how to view serial log files, sort the information, and obtain specific information about a serial log entry.  An account is not required to view this information.

Viewing Serial Log Entries

1. From the “CHOOSE AN OFFICE CODE” drop down menu, select the office code to display the serial log entries for the specified code.
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2. From the “CHOOSE A YEAR” drop down menu, select the year to display the serial log entries within the specific year.
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Select the appropriate serial number OR the subject line information for which you wish to view the detailed information.

The detailed information is shown below:
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4. Select “details” to view the Office Code Information

5. The detailed Office Code information is shown below which includes the Point of Contact, Phone, and E-mail:
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Creating and Modifying Log Entries and Viewing Audit Trails (AU and OCC)

This chapter will demonstrate how to use the serial log tools options for items such as creating and modifying a serial log entries as well as viewing audit information for specific serial log entries.
Create a Log Entry
6. Select the “Create a Log Entry” option from the “SERIAL LOG TOOLS” box at the top right of the screen.



7. Fill in the appropriate fields, the fields indicated by an asterisk * are mandatory.
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8. Select “SUBMIT” to complete the entry.

Modify a log entry

9. Open the specific log entry that needs to be updated (See “Viewing Log Entries”). 

10. Select “Modify” at the top right corner of the screen. 
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11. Modify the appropriate information.
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12. Select “Submit” to complete the modifications.

Note: Authorized Users may only modify their own Serial Log File entries.  Office Code Coordinators may modify any Serial Log File entries within the specific Office Code(s) they have been assigned.

Viewing the Audit Trail of a Log Entry

13. Open the specific log entry (See “Viewing Log Entires”)

14. Select “Modify” at the top right corner of the screen.
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15. Select “VIEW AUDIT” at the bottom of the page.
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16. The audit information will be shown.
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17. Select “HIDE AUDIT” at the bottom of the page to hide the audit information.
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Note: Authorized Users may only view the audit of their own Serial Log File entries.  Office Code Coordinators may view the audit of any Serial Log File entries within the specific Office Code(s) they have been assigned.

Reports (AU and OCC)

This section will demonstrate how to view reports based on the year, authorized user, code, or signee.

18. Select the “Reports” option from the “SERIAL LOG TOOLS” box at the top right of your screen.



Select one of the following reports below:
By Year

This report lists the serial log information for the select year.

19. From the “CHOOSE A REPORT” drop down menu, select the “By Year” option to display the serial log entries within the specific year.

        [image: image12.png]ZANAVAL SEA SYSTEMS COMMAND :: SERIAL LOG REPORT

icrosoft Internet Explorer =8| x|
Fe £& Vew Feies Took b [

Gtk v > - @ [0 Q| Qearch [Gravortes @ivedn (3 | By- S = [

ddress [) hitps:joutside.navsea.navy millNavseaity/Serial ogReports.aspc =] @oo |unis 7

A.Charran (Naigh

Tt

NAVSEA CITY N

Advansed Sesisn

HOME _EMPLOYEE INFO__ DIRECTORY _ NEIGHBORHOODS _ COMMUNITIES _ CALENDAR

erial Log

SERIAL LOG TOOLS
v crry. D\ SERIAL L 06 REPORTS

Creste 3 Log Entry
ot CHOOSE A REPORT [rvemr =1

1y Serial Log
iy Brofile Create Office Code

e cHoOSE A vEAR 2009 = Craste Offics Cods

My e offce Cade

G PRINTVIEW o

User ot
Usage Rule: fpeey
Shoving Racords 14 of & pravious | next Page [T =l of1 | Sustemtudt

[NerGHBORMOODMENO N SERIAL#  suBsECTLINE ST

e—— PIS395/0001  Approval of Advance Chanae 514 to NAVSEA S3592-AP-HMH-021 - Dr /52008

Ctews of terast Dtk Shelter Suctarm (Machanical

£ Olgerestend chars Coder pinss55

[ et $S1C: 5086/

[y Originator: 3954231

Dltiens archive Signed Bys 5. T, WLASH on 1/3/2004 12:00:00 AN

Forwarded By: - an
Enterad By: Robert Butler

5 Suggastion Box

S| esss/on0z  NAVGEA Revien of LSS LAIOLLA (SE701) Sslected Restrcied 1512004
T — Availsbility Work Backaqe (SRA1-5) (5v) Intial Approval (1zsue Onel
IANUARY Gode: pms3ss =
S M T W T F s $S1C: 5050/55M701
il2s Originator: 3594231
a5 e 7 8 50 Signed By: 3. M Fallone on 1/5/2004 12:00:00 AW
1112 15 14 15 16 17 Forvarded By: - on
IR Entered By: Robert Butler
25 26 27 28 23 30 31| pws395/0005 Second Disapproval of Advanced SEAL Dlvery Sustem (ASDS) Scope of 1512004
Cartification otebook Revision 00, Chanqe &
Code: o335
ss1c: 3077
Originator: 3954231

Signed By: J. 1 Fallone on 1/5/2004 12:00:00 AM

7] [ 5 [ emet
ARstart ||| (] & 2 © || Ewavar sasv... | Dlinbox - Micros... | E]serialLog User... [ EINavAL sEA 5...  idStatus Reports. GEOB® 225





20. From the “CHOOSE A YEAR” drop down menu, select the appropriate year.
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21. The report will display the records for the year selected and codes authorized to access.
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By Authorized User

This report lists the serial log information for a specified user based on selected options such as “Entered by,” “Modified By,” “Originator,” and “Signed By.”

22. From the “CHOOSE A REPORT” drop down menu, select the “By Authorized User” option to display the serial log entries for a specific authorized user.
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23. Enter the last, first, or portion of the user’s name for whom you wish to query serial log information in the “CHOOSE A USER” field. 
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24. Select on or more of the following options:
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25. Select the arrow to the right of the “CHOOSE A USER” field to display the report.
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26. The report will display the records for the user and options selected of the codes you are authorized to access.
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By Code

27. From the “CHOOSE A REPORT” drop down menu, select the “By Code” option to display the serial log entries for a specific code.
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28. Select a code from the “CHOOSE A CODE” drop down list.
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29. The report will display the records for the selected of the code.
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Note: You will only have access to Office Codes from which you are a member.  To choose from all the Office Codes, go to the Serial Log File home page and choose an Office Code and Year.

By Signee

30. From the “Reports” drop down menu, select the “By Signee” option to display the serial log entries for a signee.
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31. Select a Signee from the “SEARCH ON SIGNED BY” drop down list.
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32. The report will display the records for the signee selected of the codes you are authorized to access.
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Office Code Information (OCC)
The System Administrator creates office codes.  Once the office code has been created the OCC may modify the office code information.

Modifying an Office Code

33. Select the “Office Code” option from the “SERIAL LOG TOOLS” box at the top right of your screen.


 
    

34. Select the Office Code to be modified from the “OFFICE CODE:” drop down list.
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35. Select “Modify” at the top right corner of the screen.
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36. Modify the appropriate information.
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37. Select “Submit” to complete the modifications.

User Management (OCC)

The OCC will maintain user access to the assigned Office Code(s).  The OCC can add or remove users from these codes.

Adding Users to an Office Code

38. Select the “User Mgmt” option from the “SERIAL LOG TOOLS” box at the top right of your screen.



39. Select the Office Code from “OFFICE CODE:” drop down list.
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40. Select the appropriate role from the “ROLE” drop down list (Authorized User will be the only option).
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41. Search for the user by the last name (the first letter of the last name will display the entire list of users starting with that letter) by entering the last name in the “Search for a User” field and selecting the arrow or selecting a letter from beneath the “SEARCH LAST NAME:” field.
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42. Select the box next to the name of each user to be added to the Office Code selected.
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43. Select “Submit” to complete user additions.

Removing Users from an Office Code
44. Follow Steps 1, 2, and 3 for Adding Users to an Office Code

45. Select the box next to the name of each user to be added to the Office Code selected.
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46. Select “Submit” to complete
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