HQ/PEO Seat Rollout Process
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Introduction

The purpose of this process model is to provide a framework and structure for HQ/PEO to rollout NMCI seats and migrate users to the NMCI environment.  The framework will also assist business units in understanding the requirements for user participation in the migration process.  The process model attempts to answer the question “who does what and when” and provides a narrative and graphical description of the activities to be performed by end users, ACIOs, the HQ/PEO NMCI Transition Team, and the Information Strike Force (ISF).

The HQ/PEO NMCI Transition Team, in conjunction with ISF, developed the process model.  The model was validated with Jamie Smith, the NAVSEA NMCI Project Director.  The model will be updated to reflect new information as it is received.   The process model was developed based upon the following premise:

The process was developed for the HQ/PEO Activity.  Although other activities may find it useful, each activity will need to “customize” it with their own business rules and the circumstances surrounding their unique transition plans.

Scope

This process model includes those tasks required for the ISF to deliver a seat, a user to prepare for seat delivery, and the acceptance of the NMCI seat.   The scope of this process model excludes the following tasks.

· Preparation of the detailed seat rollout schedule

· Preparation of the NMCI order

· Completion of the user to application mapping

· Proof of license for mapped applications

· Process of rolling out quarantined workstations

· J-tagging of hardware (ISF role)

· ISF-provided software training (on-line) (ISF role)

· Deployment of network printers (ISF role)

What is a Process Model?

A process model is comprised of a process composition, a process map, and the business rules that drive the model.  These three “pieces” of the model must be viewed in concert.  In other words, together they represent the process; alone, they represent only one “view” of the process.  These three components are described below.

Process Composition

The process composition textually defines and describes the hierarchical structure of the business processes.  The composition provides an outline of each process including the process name, definition, objective, responsible role (process performer), primary inputs (including triggers) and outputs, steps required to perform the process, and any relevant job aids.  Job aids are tools for use in the performance of a process, e.g., checklists. 

Process Map

The process map graphically depicts the flow and interdependencies of the HQ/PEO Seat Rollout processes defined in the composition document.  Processes are represented with boxes and include the process number and name.  A dotted line box represents a process outside the scope of the HQ/PEO Seat Rollout Process Model.  The numbers do not imply sequence; rather, they are provided as a crosswalk between the map and the composition detail.  The horizontal row, or swim lane, in which the process is placed, depicts the type of role that is responsible for the performance of the process.  If a process box spans multiple roles, the process is performed jointly.  In these instances, if an output is the responsibility of only one role, the output is depicted with a piercing dot that originates from the relevant role.  Decision points are presented as diamonds and include decisions or conditions.  Inputs and outputs are shown as lines labeled with the input/output name and are differentiated by arrows pointing either into or out of a box or diamond. Process goals are depicted as a circle with the stated goal and are attached to the associated process.  The following figure illustrates conventions used on the process map.












Business Rules and Assumptions

Business rules are statements of fact, policy, law, and/or regulation that drive business activities.  The process model includes business rules that must be in place to support the business processes as designed.  Assumptions have been provided for issues that have either not been resolved or are based upon the best information available but has not been stated as fact.

Role Descriptions

Roles responsible for performing processes occupy rows or swim lanes on the map.  Processes overlay the roles responsible for their performance.  In some cases, more than one role is responsible for the performance of a process; in these cases, the process box overlays multiple roles or is connected by a dashed vertical line.

ISF Team     (Information Strike Force Site Team)
Organization responsible for implementing NMCI; in context of this model, responsible for the preparation and delivery of the NMCI seat complete with user-specific applications, drive mappings, and data

HQ/PEO Transition Team
Organization responsible for ensuring the successful transition of HQ/PEO to NMCI; in context of this model, supplying schedules, data, briefings/training, and people to support seat rollout

ACIO Team        (Activity Chief Information Officer)
Organization responsible for representing the business unit requirements and personnel in supporting the seat rollout process

User
Role responsible for supporting the delivery of a specific NMCI seat intended for their own use.

Inputs and Outputs

Definitions for each of the inputs and outputs appearing on the process map further describe the information used and produced by the processes.  They will enhance the communication and understanding of the accompanying process composition and map and provide high-level information requirements for systems implementation planning.

Glossary of Terms and Abbreviations

The Glossary provides definitions for terms and acronyms used in this document.

Process:
1.0:  Fill order

Definition:
The process of provisioning an NMCI seat and data for a user.

Objective
In order to provide a seat complete and ready for use.

Process:
1.1:  Build seat

Definition:
The process of staging hardware and software specific to a user.

Objective:
In order to prepare a seat for delivery to a user’s location.

Role:
ISF Team

Inputs:
Daily Rollout List

UTAM

Output:
Seat

Steps:
1. Determine/acquire appropriate hardware/software.

2. Unpack hardware/software.

3. Load user-specific legacy application(s).

4. Pack hardware for delivery to seat.

Job Aid:


Process:
1.2:  Establish connectivity

Definition:
The process of readying a physical connection for a user’s seat.

Objective:
In order to make connection available to new NMCI seat.

Role:
ISF Team

Input:
Daily Rollout List

Output:
NMCI connection

Steps:
1. Remove port security.

Job Aid:


Process:
1.3:  Install seat

Definition:
The process of setting up hardware and software according to the seat order and retained peripherals.

Objective:
In order to prepare the hardware and software for delivery.

Role:
ISF Team

Inputs:
Delivered seat

Driver disk

NMCI connection

Retained Peripherals List

Output:
Installed seat

Steps:
1. Move old hardware to the side.

2. Unpack new hardware and put in place.

3. Plug in new peripherals.

4. Plug in legacy peripherals according to Retained Peripherals List.

5. Connect to power source.

6. Connect to network source.

7. Power up.

8. Load driver(s) for legacy peripheral(s).

Job Aid:


Process:
1.4:  Load user data

Definition:
The process of migrating a user’s hard drive data and drive mappings.

Objective:
In order to make a user’s data available on the NMCI seat.

Role:
ISF Team

Inputs:
Installed seat

User data

Output:
Loaded seat

Steps:
1. Load migration data from the CD.

2. Map drives.

3. Map printers.

Job Aid:


Process:
1.5:  Test new seat

Definition:
The process of determining if all required data, directories, applications, etc. are available and functioning per the order.

Objective:
In order to ensure the seat is ready to be turned over to the user.

Role:
ISF Team

Inputs:
Loaded seat

Issue resolution plan

Outputs:
Old seat

Readied seat

Steps:
1. Ensure Gold Disk functionality.

2. Ensure legacy application(s) functionality.

3. Verify drive mappings and data access.

4. Verify hard drive data availability.

5. Test new and legacy peripherals.

6. Test print capabilities.

Job Aid:


Process:
2.0:  Move equipment

Definition:
The process of repositioning hardware.

Objective
In order to disposition old and new hardware appropriately.

Process:
2.1:  Obtain facility access

Definition:
The process of getting clearance for ISF to enter building(s).

Objective:
In order to allow ISF to deliver seat services.

Role:
HQ/PEO Transition Team

Inputs:
Badge requests

Daily Rollout List

PSQ (Preliminary Site Questionnaire)

Output:
Facility access

Steps:
1. Process badge requests.

2. Provide escorts, as required.

3. Arrange for loading dock availability.

4. Arrange for after hours access.

5. Arrange for property passes.

Job Aid:


Process:
2.2:  Deliver seat to desktop

Definition:
The process of moving hardware from the staging area to its final location.

Objective:
In order to install a seat.

Role:
ISF Team

Inputs:
Facility access

Seat

Output:
Delivered seat

Steps:
1. Deliver seat to loading dock (if available).

2. Deliver seat to appropriate seat location.

Job Aid:


Process:
2.3:  Remove old seat

Definition:
The process of taking the old hardware away.

Objective:
In order to move the old seat into temporary storage.

Role:
ISF Team

Input:
Old seat

Output:
Removed old seat

Steps:
1. Pack old hardware into boxes from new equipment.

2. Tag equipment/box.

3. Cart old equipment away.

Job Aid:


Process:
3.0:  Prepare user

Definition:
The process of readying a user for NMCI seat delivery and Cutover to NMCI.

Objective
In order to ensure the user knows what to do to accept a seat and use NMCI services.

Process:
3.1:  Schedule user briefs

Definition:
The process of arranging for people to attend training and education briefs.

Objective:
In order to allow people to receive their Cutover Orientation and Seat Delivery briefs at the appropriate time. 

Role:
ACIO Team

Input:
Detailed Rollout Schedule

Output:
User appointments

Steps:
1. Confirm rollout schedule & coordinate location and times of briefings.

2. Four weeks prior to the cutover date for a group of users, notify users of:

· Scheduled Cutover Orientation brief

· Scheduled Seat Delivery brief/Date of seat delivery

3. Communicate requirement for users to attend briefings to understand the process, to know what is expected of them, and to know how to work under NMCI.

4. Assist users in rearranging schedules, if required.

Job Aid:


Process:
3.2:  Deliver Cutover Orientation brief

Definition:
The process of educating users on the NMCI environment, how to prepare for NMCI, and what to expect.

Objective:
In order to prepare the users to participate in transition activities.

Roles:
ACIO Team

ISF Team

HQ/PEO Transition Team

User

Input:
User appointments

Output:
Preparation instructions

Steps:
1. Ensure briefing space is available and ready.

2. Produce handouts.

3. Test projection equipment.

4. Deliver briefing.

5. Answer questions OR take action item, prepare and provide answers within two business days.

6. Distribute evaluation instrument.

Job Aids:
Briefing check list

Briefing slides

Briefing handouts

User-specific handouts

Process:
3.3:  Make space available

Definition:
The process of preparing the desktop to accept delivery of the NMCI seat.

Objective:
In order to ensure required space is available, connections are accessible, and all personal items are removed.

Role:
ACIO Team

User

Input:
Preparation instructions

Output:
Prepared space

Steps:
1. Clear desktop space to accommodate two sets of hardware.

2. Clear access to wall connections for network and power.

3. Remove all personal items from the old hardware, i.e., stickies attached to the monitor; small animals or toys on the top of the monitor, CPU, and speakers; attachments to the mouse or keyboard; etc.

4. Double check to make sure no items must be moved to allow the ISF to deliver, connect, and test the NMCI seat.

5. Place special sticker on retained desktop equipment.

Note:  If the user is unavailable, the ACIO should make arrangements to ensure this happens.

Job Aid:


Process:
3.4:  Deliver Seat Delivery brief

Definition:
The process of instructing users on how to accept their NMCI seat and how to access NMCI services.

Objective:
In order to train users on the process for accepting or rejecting their NMCI seat.

Roles:
ACIO Team

ISF Team

HQ/PEO Transition Team

User

Input:
Prepared space

User appointments

Output:
Acceptance instructions

Steps:
1. Ensure briefing space is available and ready.

2. Produce handouts.

3. Test projection equipment.

4. Deliver briefing and handouts.

5. Answer questions OR take action item, prepare and provide answers within two business days.

6. Distribute evaluation instrument.

Job Aid:
Briefing check list

Briefing slides

Briefing handouts

User-specific handouts 

NMCI Seat Checklist

Process:
3.5:  Migrate data

Definition:
The process of gathering a user’s data from their hard drive.

Objective:
In order to make a user’s data available to be moved to their NMCI seat.

Role:
HQ/PEO Transition Team

Input:
Daily Rollout List

Output:
User data

Steps:
1. Run DT Migrate software from migration server.

2. Copy data to migration server.

3. Capture drive mappings – copy print screen to CD.

4. Place sticker on desktop.

5. Burn CD (from central location).

6. Deliver CD to ISF.

Job Aid:


Process:
4.0:  Accept seat

Definition:
The process of officially receiving an NMCI seat.

Objective
In order to take possession of an NMCI ordered item(s).

Process:
4.1:  Complete checklist

Definition:
The process of testing an NMCI seat.

Objective:
In order to ensure that it was delivered and functions as specified.

Role:
User

Inputs:
Acceptance instructions

Checklist issue/resolution

Outputs:
Accepted seat

Checklist issue/resolution

Outstanding issue

Steps:
1. ACTR places checklist/acceptance materials and forms on user’s desk.

2. Ensure proper equipment was delivered per NMCI order.

3. Ensure legacy peripherals are attached and working (if required).

4. Test each Gold Disk application.

5. Test each legacy application.

6. Check drive mappings and test ability to get to data.

7. Validate hard drive data exists and is accessible.

8. Test print and scan capabilities.

9. If any problems are encountered, notify ‘floater’ to resolve issue.

10. Complete checklist.

11. If seat was delivered as ordered, sign the checklist/seat acceptance form.

12. Sign NMCI User Agreement.  Submit forms to ACIO or ACTR.

Job Aid:
Checklist/Seat acceptance form

Process:
4.2:  Support user “test”

Definition:
The process of working with the user to resolve seat issues.

Objective:
In order to resolve minor delivery issues and to ensure seats are accepted as ordered or rejected if not as ordered.

Roles:
ISF Team

HQ/PEO Transition Team

ACIO Team

Input:
Checklist issue/resolution

Outputs:
Checklist issue/resolution 

Seat delivery completion

Steps:
1. Respond to user’s concern(s) with the seat delivery.

2. Understand the issue.

3. Determine the appropriate person to try to resolve the problem on the spot.

4. If possible, resolve the problem; if not, initiate the rejection process.

5. Report seat delivery completion.

Job Aid:


Process:
4.3:  Resolve incomplete seat delivery

Definition:
The process of negotiating a resolution to completing a seat order as specified.

Objective:
In order to complete the order and reinitiate user testing.

Roles:
ISF Team

HQ/PEO Transition Team

ACIO Team

Input:
Outstanding issue

Outputs:
Interim agreement

Issue resolution plan

Seat delivery issues

Steps:
1. Clarify/understand reason for seat rejection.

2. Work to gain mutual agreement on path to completing seat delivery.

3. Identify time line for resolution.

4. Report on status at end of day.

Job Aid:
Interim agreement template

Inputs/Outputs 

Acceptance instructions
Provides information about how a user should go about accepting or rejecting the delivery of their NMCI seat

Accepted seat
Provides information about an NMCI seat that has passed acceptance testing and received user signoff

Badge requests
Provides information about requests for building/facility access by one or more individuals

Checklist issue/resolution
Provides information about a problem encountered during the user acceptance process and the agreed upon solution

Daily Rollout List
Provides detailed information about the NMCI seats to be delivered on a given day

Delivered seat
Provides information about a configured set of hardware and software for a given user transported to the user’s location

Detailed Rollout Schedule
Provides information about the plan to deliver NMCI seats to business units, scheduled in groups of 60 seats per day

Driver disk
Provides information about a CD loaded with legacy peripheral driver software

Facility access
Provides information about permissions received to allow ingress/egress to buildings and other facilities required to roll out NMCI seats

Interim agreement
Provides information about a temporary solution for providing IT resources to a user until their seat can be delivered as ordered and operational.

Installed seat
Provides information about a configured NMCI seat that has been delivered to a user’s location, set up and connected to the network, with loaded legacy peripheral drivers (if required)

Issue resolution plan
Provides information about the path to resolving the reason for a seat not being accepted and completing the seat acceptance process

Loaded seat
Provides information about a completely configured and loaded NMCI seat that has been delivered to a user’s location and is ready for use by the user

NMCI connection
Provides information about an active port for a given NMCI user

Old seat
Provides information about the computer equipment being replaced by the NMCI seat

Outstanding issue
Provides information about a problem encountered during the user acceptance process that prohibits acceptance of the NMCI seat

Preparation instructions
Provides information about activities asked of a user in order to prepare for the delivery of an NMCI seat

Prepared space
Provides information about a user’s location that is ready for the delivery of an NMCI seat

PSQ
Provides information about facility access requirements as documented in the Preliminary Site Questionnaire

Readied seat
Provides information about a configured and completely loaded NMCI seat prepared for delivery to the user

Removed old seat
Provides information about the computer equipment being replaced by an NMCI seat that has been moved to the holding warehouse

Retained Peripherals List
Provides information about the list of legacy peripherals (i.e., local printer, card scanner, etc.) that have been kept by the business unit for use either with NMCI equipment or as standalone equipment

Seat
Provides information about a configured set of hardware and software for a given user, packed and ready for delivery to the user

Seat delivery completion
Provides information about the number of seats successfully delivered in a specific day.

Seat delivery issues
Provides information about outstanding issues remaining at the end of a specific day

User appointments
Provides information about the schedule of specific users to attend the Cutover Orientation and Seat Delivery briefs

User data
Provides information about a user’s data previously stored on their old seat and readied for loading onto the user’s new NMCI seat

UTAM
Provides information about applications that have been mapped to users

Glossary of Terms and Abbreviations

ACIO
Activity Chief Information Officer

ACTR
Activity Customer Technical Representative

Dell
Hardware manufacturer

Floater
ISF or HQ/PEO NMCI Transition Team or Business Unit representative on hand during user test

ISF
Information Strike Force

NMCI
Navy Marine Corps Internet

NOC
Network Operations Center

PSQ
Preliminary Site Questionnaire

UTAM
User to Application Mapping system
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