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Purpose 

The intent of the document is to provide a new user with assistance in accessing the Navy ERP Project Management Tools (PMT).    This guidebook provides log on instructions for all PMT applications and basic instructions for the general user within the Navy ERP convergence program.  

Background

The Navy established four independent pilot projects to explore using ERP COTS software for the Government.  A variety of tools were used during implementation of the four pilots.  The current Navy ERP convergence effort is intended to integrate the four pilots into one Navy ERP solution.  The Strategies, Architecture, and Standards Group (SASG) has selected a single set of project management tools to support the convergence effort. The following tools were selected as the Navy ERP convergence program standards:

Microsoft SharePoint Portal 

Microsoft Project 

ASAP – Accelerated SAP

ARIS – Architecture of Integrated Information Systems

Microsoft SharePoint Portal – Microsoft SharePoint Portal is a repository for storing, versioning, searching and publishing documentation.  The Navy ERP convergence effort is being conducted over many sites, utilizing a mobile workforce.  Project knowledge in this effort must be shared among all members of the Navy ERP team.  Internet based tools were chosen to aid in the sharing of documentation.  The SASG has established a folder structure in SharePoint to support each team involved in the convergence effort.  Project documents are to be stored in SharePoint to enable version control and real-time availability.  The SharePoint Portal server currently resides in Mechanicsburg, Pa and  is backed up in accordance with Navy Security policy.   

Microsoft Project – Microsoft Project is a web-enabled project scheduling and resource management tool that will be used for the Navy ERP Integrated Project Plan (IPP).  Tasksand resources can be assigned via email, issues will be tracked and escalated, and costs can be tracked for earned value management (EVM).   

ASAP - Accelerated SAP is the selected SAP R/3 implementation tool for the project.  ASAP provides a methodology and accelerators to help reduce the time needed for an SAP R/3 implementation.  ASAP was included in the purchase of the SAP software that was used in each of the four pilots.  The SASG decided that the convergence effort would use the ASAP methodology and associated tools.  The most commonly used tool in ASAP is the Question & Answer database (Q&Adb).  The Q&Adb consists of business questions, customer input templates and a Business Process Master List to aid the user in building the business blueprint for the SAP R/3 implementation. 

ARIS – Architecture of Integrated Information System (ARIS) is a business process management methodology and tool.  It was selected by the SASG as the project’s business process modeling tool to develop the converged Navy ERP “to-be” architecture.   The convergence effort used the SAP R/3 reference model as a common baseline for normalizing the four pilot configurations to creating a single set of common business processes.  Since ARIS is the modeling tool used by SAP to create the SAP R/3 reference model, it was a natural fit to select ARIS to design the Navy’s ERP architecture.  Additionally, ARIS is compatible with both the ASAP Q&Adb and the SAP R/3 software.  This allows for synchronization of the tools being used to design and build the Navy ERP architecture.  

General Access Information

Tool Users




General User





No Plug-in required

Business Process Team



Citrix Plug-in required



Team Lead





Citrix Plug-in required

Tool Administrators




Citrix Plug-in required

A General user could have access to any of the following:

 
SharePoint Portal – access to project documentation

    
Microsoft Project – access to work tasks, view the project plan, and enter time

    
ARIS Web Models – access to view business process models

The Business Process Team members, Team Leads and Tool Administrators could have access to some of the above applications plus some of the following applications which require the Citrix Plug-in:

ASAP - access to the Q&Adb


ARIS Working Models- access to create and modify business process models


Project Professional – access to modify the Project Plan  


SharePoint Admin – access to modify SharePoint folder structure 

Complete the Project Management Tools Access Request form in Appendix A to obtain access to the various applications.

Citrix Plug-in

Citrix users who require the Citrix plug-in will need the Citrix Web ICA client (ICA32t.exe) to load the plug-in files and configure the internal browser.  The Citrix plug-in must be installed on each PC accessing these applications.  This file is available at https://www.erp.navy.mil under “Citrix Plug-in” in the left hand column. Select the ICA client for installation. This file can also be downloaded from the Citrix website.  Download instructions are provided in Appendix B.  

Note:  Users must have administrator rights on the computer to install this plug-in.  

NMCI users: The Citrix plug-in generally comes with an NMCI PC.  If not, submit a software MAC to NMCI to get the software on your desktop.  

Applicable info:   Software name: Citrix Web Client     Version: 6.31.1051
RFS# 54288  

Note: The NMCI network is in the process of opening the correct firewall ports for Citrix.  Until this occurs, a legacy desktop is needed.

Contractor supplied connection:  Ensure the proper firewall ports are open for Citrix traffic.  (Port 443 both ways and Port 1494 outgoing).  These ports must be open to access the Citrix-based applications.  The networks at the BearingPoint building in Annapolis (and most hotels) are already open.  Connections from home will also work.  Individual company networks may not allow these connections, so contact the firewall coordinator at your company.   Also, when using the BearingPoint LAN in Annapolis, do not make a VPN connection to your company.

PKI Certification
Starting April 1, 2004, PKI Certifications are required to access DOD private web sites (this includes ASAP, ARIS, SharePoint, and Project).  Government employees, both military and civilian, as well as Contract Support Services (CSS) and System Integrator (SI) individuals will need to obtain a PKI certificate to access these sites.  Instructions for obtaining PKI certification are provided in Appendix C.

First Log On

Logging into any of the PMT applications requires a Windows NT user name and password to access the environment.  The user name is the first letter of your first name followed by your last name.  The initial password is provided by email and must be changed the first time you log in using the following procedure:  

1. Launch Internet Explorer

2. Type https://clients.erp.navy.mil for the URL

3. You are prompted to change the initial password the first time you log on.  Passwords must be at least 8 digits, contain an upper case letter, a lower case letter, a number and a special character.  

This changes the password for all four PMT applications.  All the applications use a central access server.  Remember to use your new password when entering any of the PMT applications.  Users who are members of this site are required to change their passwords every 90 days for security reasons.

Accessing Tools

SharePoint Portal

Log in:  

1. Launch Internet Explorer.

2. Type https://portal.erp.navy.mil/usnavy for the URL

3. Select OK on the first Security Alert pop-up window
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4. Select Yes on the second Security Alert pop-up window
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5. Enter your user name, password and the domain on the Enter Network Password screen:

User Name: 

Password:

Domain: erp.navy.mil
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Windows XP users: The user name will be  “your username @erp.navy.mil” since there is no Domain field on the Windows XP Enter Network Password screen.

View/Add a Document 
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The above diagram shows the Home page of the SharePoint Portal site.

To View an Document:

  Go to the “Document Library” tab on the top of the page.  Select “Documents” then drill down into the hierarchy of folders until the desired sub folder or document is found.

To Add a Document: 

1. Choose “Add Document” from the selections below the subfolder. 

2. Select “Browse” to locate the document. 

3. Choose the radio button to “Check in the document” or “Publish the document”.  

“Check in” is for draft documents and only visible by members of that subfolder.  “Publish” is for final documents visible to people outside the subfolder.  Most new documents should only be “checked in” until the team has had time to review the document before publishing.  To publish most documents, an official review and approval through the chop chain must be accomplished before being released.

4. Select the “Continue” button to move to the “Document Profile” area.  

5. Use the default information from the original document or modify the “Title” and “Author” here.  Enter some keywords that would help identify the content of the document if someone was searching for this document later.   Add a description of the document.  

6. Select the “Save” button to copy the file into the chosen subfolder.

SharePoint users are readers of most folders.  Some folders are restricted to limited access due to sensitive information enclosed. 

Detailed instructions for document management within the Sharepoint Portal Server are provided in Appendix D.

Project Web

Log in:

1. Launch Internet Explorer

2. Type https://project.erp.navy.mil/projectserver for the URL

3. Select Yes on the Security Alert pop-up window

4. Enter your user name, password and domain on the Enter Network Password screen 

User Name: 

Password:

Domain: erp.navy.mil
OR

1. Once logged into SharePoint Portal Server, click on the Project Management Link under the Quick Links section

2. Select Yes on the Security Alert pop-up window

3. Enter your user name, password and domain on the Enter Network Password screen 

User Name: 

Password:

Domain: erp.navy.mil

Windows XP users: The user name will be  “your username @erp.navy.mil” since there is no Domain field.
If you cannot access the Project Home Page, please contact your team lead or project manager.

Select “Projects “ on the tab on top of the page then select your project.

Entering Time Associated with a Project

*** Need step-by-step directions for entering time against a project for Earned Value Management (EVM) ***

Detailed instructions for using Project will be available in Appendix E.

ASAP 

Log in:

1. Launch Internet Explorer

2. Type https://clients.erp.navy.mil for the URL

3. Enter your user name and password on the Enter Network Password screen:

User Name: 

Password:

Once logged into Citrix, the ASAP Question & Answer database (Q&Adb) icon will appear. Click on the ASAP Q&Adb icon to display the various databases available.  Select the “Navy ERP Global Template” project and click ‘OK”. 

“Read only” access is provided to most members of the Business Process Teams and several other teams.  This is your level of access unless designated to load data into the ASAP database.  Several scribes have been identified for each team to record the necessary information (answers to questions, CI templates or other required areas) into the ASAP repository. 

Using ASAP: 

Navigate in the ASAP database by selecting the CI Templates or Questions for the Business Processes, Master data or Organization.  Text can be created then pasted into the appropriate ASAP location.

Log out:
Always logout of ASAP Q&Adb by clicking Administration, then Exit.  If you just stop the application by clicking the Close (X) button, your Citrix session will continue and you cannot log in again until that session is closed.  This requires the PMT Administrator to manually close the Citrix session.

ARIS Web Published Models

Log in:

1. Launch Internet Explorer

2. Type https://models.erp.navy.mil/convergence for the URL

3. Select Yes on the Security Alert pop-up window

4. Enter your user name, password and domain on the Enter Network Password screen:

User Name: 

Password:

Domain: erp.navy.mil
Windows XP users: The user name will be  “username @erp.navy.mil” since there is no Domain field.
The first time you access this URL there will be a question about “Trusting IDS Scheer content.” Select “Always Trust” to bypass this question on future log ins. (Note: The web pages take some time to load).

Note: The ARIS working models are updated and published weekly to this website with the latest changes from the business process workshops. Pilot ARIS models are also available as needed. 

Detailed instructions and screen shots for viewing and navigating within the ARIS website are provided in Appendix F.

ARIS Working Models

Note:  Most users will not have access to the working models.  Only the ARIS modelers and the team leads should have access.

Log in:

1. Launch Internet Explorer

2. Type https://clients.erp.navy.mil for the URL

3. Enter your user name and password on the Enter Network Password screen:

User Name: 

Password:

Please be patient during the first access to ARIS through the Citrix client. It takes some time to start up the first time you login. Click on the ARIS icon in the Citrix desktop, the connection is established and ARIS is initialized.  

Acknowledge the US Department of Defense Warning Statement by clicking the "OK" button. A "Log on to Windows" window will open. The logon is automatic until the ARIS explorer window opens.

An "ARIS Network" and a "SAP Network" should appear in the left-hand window.  If the "Aris61" server is not under the "ARIS Network" you will have to connect to the actual server. To do this, right click on "ARIS Network" and choose "Connect Server". In the "Server Name or IP Address:" block, type "Aris61" (without the quotes) and click on "OK". The available ARIS databases will then be displayed.  

Another unique user ID and password is required to access each ARIS database.  An email is required to the PMT administrator requesting access to the specific ARIS database.  If all requirements are met, an email from the PMT administrator with the needed access information will be provided.

Both ARIS user ID and password are case sensitive. You MUST change your password to ARIS. If you do not change your password to ARIS, your access will be removed. Please remember to use the following password guidelines:


8 character minimum, at least 1 upper case letter, at least 1 lower case letter, at least 1 special character and at least 1 numeral.

Log out:

Close the databases in that ARIS session. ALWAYS EXIT ARIS BY USING THE "FILE" - "EXIT" FUNCTION VIA THE MAIN TOOLBAR (DO NOT USE THE X IN THE UPPER RIGHT CORNER). To do otherwise will leave you connected to the ARIS server even if you log off your machine.

Logout of Citrix by clicking the logout button.  Once the Citrix login screen appears you can close the session.

Changing Your Password

1. Launch Internet Explorer

2. Type https://clients.erp.navy.mil as the URL

3. Enter your user name and password.

On the Citrix ® Nfuse ™ Classic screen – click the icon shaped like a key.
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Enter your old password then the new password twice.  Your password must be at least 8 digits, contain an upper and lower case letter, a number and a special character.

The password change frequency is 90 days.  Your password must be changed every 90 days or your password will expire.  If your normal log on does not work, try to go to the https://clients.erp.navy.mil site to change your password.  The applications will not remind you to change your password.  If you password has expired, contact the PMT administrator to reset your password for the system.

This changes the password for all PMT applications.  All the applications use a central access server.  Remember to use the latest password when entering any of the PMT applications. 
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PMT Help Desk

Assistance may be obtained by contacting the PMT Administrator:

David Hamilton

Voice: (757) 852-6611 
Cell:
(757) 672-5118

Email: david.hamilton@nets.nemais.navy.mil 

Still in process:

You may also contact the Navy Integrated Call Center at 1-877-4-1-TOUCH (1-877-418-6824) or help@achordesk.ftsclant.navy.mil.

Appendix A

Citrix Plug-in Download Instructions

1. Go to the Citrix website: http://citrix.com.  Click on Downloads.  
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2. Choose Clients
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3. Choose Web Version 7.100
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4. Look for Web Version 7.10 dated 10/24/03, English, file size 2.2 Mb.  Click on Get Software. 

                [image: image10.png]B

1131

| ok - 5 - @ ) 4| Qesch Clravorkes (ristory | Bh- b A - 2] R
I

ctess [ o comte st oot s To—2755tdonncadt

CITRIX THE ON-DEMAND ENTERPRISE © ouwm O
2

iy G | Buy | Domo | Calouato Saungs | Downcad | Contact | St Nap

About Citrix Our Customers Products Solutions Partners News Events Support

PC Magazine Gives
- Citrx MetaFrame Access Suite
§ 4Stars »

Home > Support > Downloads » Clerts » Web Version7.100

Clients | Windows 9xNT/2000XP | Related Documents.
© Backio List
© 1A Client Feature Matiix
Web Version 7.100
Release Date 122672003 a Leamboe
Why Migrate o Motaframe xP2
oot “You're running MetaFrame® 1.8 and
This client supports BN Jour syt S 5 why e
Windows XP, 2000, NT, HE, 98, 95 E=R Toe answer b s, Find ok rre
Avalable Versions Case Study
Web Vorsion 7100 10242005 Engioh ce 2mb oeSotwme | "Ou G sokton e venue s
wone.inss acoess g for
b 1omh | Getsoftwere | o repeserisives o tnl e £
e s heped 3 e al goverment
e e Eleions such s the et &6t and
8 ey L At
Wotal Serviee Corporation
Wb Vorsion 700 10252005 Engioh b tom  oesofware
Events.
Read Me Admin Guide Access to Information Prevents
Modioa Evors: The Role of T

&

dstart|| | (A @ D & || &cwrxr..| Supivocu...[Elctrms... Duser ac.. | [inbox- .| sduntied..| Epvrus... | (A5G SEETIG S 26





5. Accept the software licensing agreement then download.  Click on Download Here.  
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6. “Run this program from its current location” (preferred) or “Save this program to disk” and run it from your computer.  Click OK.  

              [image: image12.png]Download

‘Yo have chasen ta dowrlaad a filefrom this locatian.

-
| [ ——

‘What would you ke o do with his le?
© Bunthis progiam fiom s current location
 Gave i pioam o s

IV lays sk befors speria s e of e

x

Carcel || Morinie





7. If you ran the program from the current location (the web), move on to step 8 below. Otherwise, find the location of the file you downloaded to your computer and double click on that executable file. Continue with step 8 below

8.
Click Yes at this screen prompt.
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9.
Click Yes at this screen prompt.
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10.
Click OK at this screen prompt.  
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Appendix B

       How to Obtain PKI Certificates

1. Who is Eligible to Receive a DoD PKI Certificate:

All DoD employees, (military and civilian) including DoD Contractors that are working on site (military/government facilities) or contractors working offsite using Government Furnished Equipment (GFE) are eligible to obtain certificates from DoD PKI. 

If the contractor doesn't work on site or with GFE they will need to obtain certificates from an Interim External Certification Authority (IECA).  There are currently three IECA vendors that are authorized to provide non-DoD personnel with certificate services: Digital Signature Trust (DST), General Dynamics, Operational Research Consultants (ORC), and VeriSign, Inc. For more information on the services offered by each vendor, please refer to the web sites                       listed below. 

DST at http://www.digsigtrust.com/federal/dod.html 

ORC at http://eca.orc.com 

VeriSign, Inc. at http://www.verisign.com/gov/ieca 

2. Instructions for Obtaining a DoD PKI Certificate:

These instructions are based on using VeriSign’s DoD Interim External Certificate Authority (IECA) as the authorized vendor.  Keep in mind the steps may vary based on the IECA vendor chosen.

1.  Go to the VeriSign Website at http://www.verisign.com/gov/ieca 

2.  Proceed to the section titled “How to request Your VeriSign IECA Certificate.”  Print and read the VeriSign IECA Subscriber Agreement 

3.  Access the on-line VeriSign IECA Subscriber Enrollment Acknowledgement Letter, and download the printable PDF.

4.  Print the form and Complete Part I Sections A, B & C of the form. Note: for sections C select “E-Mail & Identity”.  Do not sign the form yet.  

5.  Review the Subscriber Agreement carefully.
6.  Have your company representative (e.g. H/R department) sign Part I section B.  Your company representative must either provide a Dun & Bradstreet (DUNS) number on the form or provide you with “Proof of Right” documentation proving your company’s existence and legitimacy, as described in Part I section B of the form.

7.  Take the form to your corporate notary or other notary public to complete Part II.  You are responsible for all fees (if any) charged by the notary.

8.  Bring three forms of identification with you to the notary as follows:

- One widely-recognized, government-issued Photo ID such as a Driver’s License or Passport, and

- Two other types of identification (photo not required) such as a valid national credit card, employee corporate ID, utility or tax bill, or insurance card. 

9.  Instruct the notary to read the instructions below and complete the Acknowledgement.

10. Sign your name (Part I section A) in the presence of the notary.

11. Make and retain a copy of this form for your records. Also, keep the Subscriber Agreement for your records.

12. In a private surrounding (not in the presence of the notary), complete Part III of the form by selecting an 8 character alpha-numeric Passcode.

13. Send the completed (original) notarized SEAL form along with a copy of the Photo ID presented to the notary, and corporate Proof of Right documentation (if your company did not supply a DUNS number on the form), by First Class Postal Mail, Federal Express or other equivalent means to:

IECA Order Processing & Fulfillment

VeriSign Order Fulfillment

487 East Middlefield Road

Mountain View, CA 94043

14. If paying by credit card (vice using a pre-approved bulk Purchase Order Number), your credit card will be charged after VeriSign validates your enrollment request. Once the card has been charged, the listed billing contact will be sent an e-mailed receipt as proof of payment.  You will receive a separate e-mail from a VeriSign IECA customer support representative with instructions on how to complete your certificate enrollment and delivery process.

15. Be sure to download the VeriSign DOD IECA Root certificate [“trust anchor”] into your browser to activate your IECA client certificates. Go to https://onsite.verisign.com/services/USGovernmentDODIECA3G2Encryption/ and select “Install CA” to download the VeriSign DOD IECA Root certificate.

Appendix C

Document Management within SharePoint Portal

1. The Home Page

The Home Page is not customizable by user.  The information on the Home Page can only be edited by a user who has Administrator or Coordinator privileges.  The Program Manager will decide what information to display.  

Search

SharePoint Portal Server has full text search capability.  Therefore, not only does it search for keywords associated with a document, it also searches all of the text within the document for the word or phrase that is being searched.  Once the search results are returned, the user has the ability to search within those results by selecting “These Results” from the Search drop down menu and then entering new search criteria (i.e. word or phrase) in the simple search bar.

Simple Search

To conduct a Simple Search, enter a word or phrase in the search bar at the top of the Home Page and select Go.  The search results will appear on the Search screen.  Click on the document title link to view the document.
Advanced Search

To conduct an Advanced Search, click on the Advanced Search link next to the Go button.  The Advanced Search option allows for searches by profile, by properties (author, categories, description, display name, field size, keywords, link, and/or title), and/or by date created or modified.  Click on the document title link to view the document.

Key Performance Indicators

The Key Performance Indicators section is a graphical representation of the Program’s key metrics to date.  The site Administrator or Coordinator will update this graphic.

Risk Indicators

The Risk Indicators section lists all of the risks that have been entered into the Risk Database.  Each risk is color coded to represent its severity.

Quick Links

The Quick Links section on the Home Page contains “hot spots” to a few commonly used URLs.  These links can be directed to an Internet site, a folder within SPS, or to specific documents within SPS.  Currently, only 5 Quick Links can reside on the Home Page.  The Integration Team is looking into increasing this number. *

Announcements

The site Administrator or Coordinator maintains the Announcements section of the Home Page.  Click on the link to view the details of the Announcement.

Categories

Categories offer a way to do a “Quick Search” for documents.  All documents must be added to a folder, but they can also be associated to a Category.  Categories span many folders.  Administrators and Coordinators can add and/or delete Categories.  Once a document has been added to SPS, it can be associated to a Category.  The Integration Team is looking into making the Category field mandatory when authors add a document.*

Subscription Summary

This area of the Home Page displays the folders and/or documents to which the user is subscribed.  If there have been changed to the document and/or folder since the user’s last login, the number of changes are noted after the Subscription.  (e.g. SASG (2) ).  The Subscription section of this guide offers more detail on how to Subscribe to a folder and/or document. 

News

The site Administrator or Coordinator maintains the News section of the Home Page.  Click on the link to view the details of the News.
2. Roles/Permissions

	
	View Published Documents
	Subscribe to Folders/ Documents
	Create, Edit, Check-In/Out, Delete Documents
	Set Folder Security*
	Create Workflows*
	Add Users*

	Administrator
	X
	X
	X
	X
	X
	X

	Coordinator
	X
	X
	X
	X
	X
	

	Author
	X
	X
	X
	
	
	

	Reader
	X
	X
	
	
	
	


*These functions require a Citrix Server ID and Password

3. Folders and Documents

Adding Documents

Users who have Author, Coordinator, or Administrator access can add documents to folders.  Access is granted per folder; therefore, a user may have Author access to one folder, but Reader access to the rest.    

To Add a Document:

1. Login to SPS

2. Select the Document Library link at the top of the Home Page

3. Select the folder to which to add the document

4. Select the Add Document link from within that folder-page

5. Select the Browse button to search for the document to be added

6. Select either: 

Check-in: Authors in the folder can view and edit it. It will not appear in search results or categories until it is published.  


or

Publish: Readers in the folder can see it if no approval process is pending. It will appear in search results and in categories when published.


Then select the Continue button

7. Enter the document information.  The fields with asterisks (*) are mandatory.  The Title field must comply with the SASG Document Naming Standards.

8. Select Save
Check-Out Documents

Users who have Author, Coordinator, or Administrator access are able to check-out documents.  Access is granted per folder; therefore, a user may have Author access to one folder, but Reader-only access to the rest.  Checking-out documents allows the user to download the document to their hard drive to make edits.  SPS will automatically maintain version control of the checked-out document.  While a document is checked-out, no other users can check-out the document, but the most current version is still available for viewing.  

To Check-Out a Document:

1. Select the Show Actions link under the document title and file name

2. Select the Check-Out link

3. Follow the on-screen directions and select OK.   Note: file will be saved as filename (V.1) where V is the version number.
4. Find the document on the hard drive and make edits.  Note: keep the filename (V.1) naming convention. 

Check-In/Publish Documents

If an Author, Coordinator, or Administrator has copied the document to his/her computer and made changes, they need to copy it back to the workspace in order to check in or publish a version with the changes.  Only the user who checked-out the document can check it back in.

To Check-In/Publish a Document:

1. Select the Show Actions link under the document title and file name

2. Select the Check-In link

3. Browse the computer for the document.  Make sure the “Copy the document from my computer to the workspace” box is checked

4. Enter Version Comments (optional as long as all fields with asterisks are filled-in.

5. Select the Save button

Note:  Select the Publish link in Step 2 instead of the Check-In link.  If no approval process is pending, the document will appear in search results and categories.

Approval Workflow

Workflows are used when a document requires approval before it is published.  When an Author, Coordinator, or Administrator adds a document to a folder with an Approval Workflow, the document remains in a checked-in status until it has completed the approval process.  There are 2 types of Approval Workflows to select from: Serial (one after another) and Parallel (all at once).  A Serial Workflow requires the approval of all of the Approvers in the order in which the workflow was created.  With Parallel Workflows, there are two options: (1) allow any ONE approver in the Parallel Workflow to accept the document before it is published, or (2) all of the Approvers must accept the document (in any order) before it is published.  Coordinators and Administrators that have access to the Citrix server can create Approval Workflows.

Note: If any approver rejects the document, SharePoint Portal Server cancels the approval process and returns the document to the workspace in a checked-in state. If the document is fully approved, SharePoint Portal Server publishes it and the document is available for users on the dashboard site. 
To Approve or Reject a Document:

1. Click the Document Library link on the Home Page

2. On the Document Library page, locate the document to edit. It may be available from a list in the Document Library view, or it may be located in a subfolder. If the document is located in a subfolder, open that folder to display its contents.

3. Click the Show Actions link for the document.

4. The Document Inspection page opens.

5. Verify that the correct document is selected, and then click Approve or Reject.

6. SharePoint Portal Server confirms that the document is about to be approved..

7. Review the title of the document under approval, and then click Ok. 

Folder Security

Coordinators and Administrators that have access to the Citrix server can set users’ permissions by folder.  Sub-folder permissions are inherited from the parent-folder.

Discuss a Document

Use Web discussions to discuss a document with other users.  Web discussions are stored separately from the document to which they refer. That way, even if the document is deleted, the discussions remain in the workspace until a coordinator specifically deletes them. Only one set of discussions is stored for each document. For documents stored in enhanced folders, only one set of discussions exists, even though there may be several versions of that document. A document may have several versions because of the process of checking-in and out.

SharePoint Portal Server returns discussion items in search results.

Note:  Discussion items are not secured. Discussion items may be visible to users who do not have access to the document being discussed. Because of this, the search feature for discussions is disabled by default. 

To Discuss a Document:

1. Locate the document you want to discuss.

2. Click the Discuss link under the title of the document.

3. The document selected opens in the browser with discussions links. Type a contribution to the discussion.

Subscriptions

Users can choose to SPS notify them of changes to folders, documents or search results by Subscribing to them.  When users subscribe to an item in the workspace or dashboard site, SharePoint Portal Server automatically notifies them of changes to that item. Notifications are sent whenever that item is modified, deleted, or discussed. Users can view subscription notifications under the Subscriptions Summary Web Part on the Home Page or on the Subscriptions page. Users can also choose to be notified by e-mail.
The Subscriptions Summary Web Part displays only the two most recent notifications for each of the items to which you have subscribed. The Subscriptions page displays all subscriptions and all the notifications for each of them.

To Subscribe to a Folder or Document
1. Select the Document Library link from the Home Page.

2. In the Document Library, locate the folder or document to which to subscribe. Under the title of the folder or document, click the Subscribe link that appears below the description for the folder or document. 

3. On the New Subscription page, enter a unique name for this subscription.

4. For notifications to be sent via e-mail, in E-mail Notification, enter the full e-mail address.

5. To specify a notification frequency, select an option from the How Often menu.

6. Click OK.

7. SharePoint Portal Server sends a notification whenever the contents in the folder change according to the frequency selected.

After a subscription has been created, it cannot be edited. It must be deleted and re-created.

4. Miscellaneous

· Some links within SPS may be visible even if the user does not have the permissions to access those links.  The Integration Team is working to hide those links to which the user does not have access.
Appendix D

Project Detailed Instructions

To be determined

Appendix E

Viewing the ARIS Models

After you’ve changed your password, go to the Internet explorer and enter the following URL in the address field: https://models.erp.navy.mil/convergence
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This is the first screen you see after logging in to the website. 

The menu can be expanded by clicking on the + icons to the left of each topic

Note the blank portion of the screen beneath the ARIS explorer.  This area will be used to display information about functions, which will be displayed in the right hand portion of the screen. It is useful in determining the name of the area you are viewing and its associated level. 

Let’s expand the menu for more detail and a view of the various levels of ARIS.

1. Click on the + next to the Operational Views

2. Select the + next to the OV-6

3. Scroll to the bottom to the Business Process Model.

4. Click Business Processes.
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“Business processes” is considered level one, the highest level in the hierarchy. Clicking on business processes in the ARIS Explorer will result in the screen shown above. You can see this in the lower left-hand block of the screen. The functions themselves, indicated by the white and green boxes, are at level 2, the company area level. This can be validated by clicking on one of the function blocks that will cause information about that particular function to be displayed in the lower corner of the screen.  Click the Project Management function. As indicated, the function is Project management and is in the Company area, which is level 2. The Company area refers to areas comparable to the SAP modules.

Note:  The remaining screen shots were taken from the NEMAIS database but the basic concepts apply to the Navy ERP web models.

Note the assignment operator, which looks like a tripod. This attaches to the object to its upper left and allows you to link to other models of the function or to other processes to which the function interfaces.

Let’s click on the Project Management assignment operator to view the ARIS model associated with a function.  This model type is called an event-driven process chain (EPC).  
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Click on “Initiation” to view the next level EPC on this process.  This will result in the following screen.
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Let’s click on the “Internal Project Initiation assignment operator” to view the next level process.
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The EPC’s at each level become more detailed.  We can only see part of the EPC for this particular process. ARIS has a “zoom” feature that allows you to home in or out depending on how close a look you want of the process. To engage the zoom feature, click the right mouse button. Zoom in or out as desired. We will use the Zoom-out feature so we can see the entire diagram.
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Notice the different shapes of the objects.  The hexagons represent events. The rounded rectangular boxes represent functions.  These symbols are connected by lines, which indicate the flow of the process.

Events:  

· The start and end nodes of EPCs are always events.  

· An event describes a business-relevant condition as an information object, which either controls or influences the continuation of a business process.

· Events trigger functions and are the result of functions. As opposed to a function, which represents a time-consuming process, an event occurs at one point in time.

· Pink events are SAP events, yellow events are non-standard events not provided by the R/3 reference model.

· The event symbol type is used only in the EPC model.

Notice the manner by which the events are named. Naming follows a set convention. The information object is first, e.g. “project proposal”, followed by a passive verb, e.g., “exists”, which indicates the status change.  The name of the event does not always have to be oriented to the name of the previous function. It makes sense to emphasize the initiation activity for the activity that will follow.

Functions:

Again, the rectangular boxes with rounded edges are function symbols.  If the color is green, it is a standard SAP function. If yellow, it designates a non-SAP external transaction, i.e., an interface with a legacy system.

We said events trigger functions. Looking at the EPC you can see that the first event is “project proposal exists”. This event kicks off the function “Prepare Business Case for Project” which in turn results in the event “Documents Required for Approval exist”. This is one of three events connected to a rule, which in this case is an “exclusive or”. The “exclusive or” tells us that one, and only one, of the three events will kick off the function that follows.

There are two other “logical rules” not shown here. One is the “logical and”. That means all of the events, not just one of them, are necessary to kick off the following function.  The logical and is represented by the carat symbol, or “hat” as it is sometimes called.

The third rule is the “logical or”. This would mean that one of the events, or any combination of the events including all of them, could kick off the following function. It is represented by an inverted carat.

Also note that attached to the function symbols are the assignment icon. Clicking on any one of these will link you to the model of that particular function.

Lastly, notice the process interface symbol at the bottom of the diagram. It looks like a function symbol overlaying an event symbol. Attached to it is an assignment operator. Clicking on the assignment operator will take you to the process to which the model is linked.  Click the assignment operator.
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Use the zoom operator to zoom out.
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Now we have something a little easier to see.

The next model type we have is the Function Allocation Diagram or FAD.  To view one, let’s click on the “Project structuring” function.  A pop-up menu appears giving you a choice of the three assigned models we use for ERP.  Click on “Project structuring function allocation diagram” and zoom out.
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The blue boxes represent entity types, data objects used by SAP and legacy systems. They are used to show input/output relations for SAP functions and interfaces. This symbol is only used in the functional allocation diagram.  

The yellow ovals are system organization unit types.  SAP system organization is required to be specified during execution of an SAP function. This symbol is only used in the functional allocation diagram.

The yellow rectangles represent the person type.  The person type is used to describe a role.  Clicking on the one of these person type symbols will result in the transaction number being displayed in the lower left-hand corner of the screen.

Another model type is the Role Allocation Diagram or RAD. To see one of these we will go back one screen and then select RAD from the pop-up menu.  Here it is:
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Again, because of the size of the diagram we can only see part of it. However, we won’t zoom out at this time because resulting screen would be too difficult to read.

The assignment of roles to transactions for this particular function takes place in the role allocation diagram. One role is displayed per column. The transactions are placed in the cells of one column, causing implicit relationships to be generated. The information can be used during R/3 introduction to create necessary user profiles and authorization concepts for the operation of the R/3 system.

Note the Models index and Object index items at the top of the screen.  If you knew specifically which model you wanted to view, you could do so by clicking on one of these items. The result would be drop down menu providing you with an alphabetized listing of all the models or objects.

To the right of Objects index is a back arrow and forward arrow flanking a window, which shows you the area you are presently viewing.  This window will also display the areas you have drilled down to as well, if you click the down arrow. If you need to navigate forward and back in this list, you can do so by using the back and forward arrows.
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