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Executive Summary

Confronted with a significant challenge – transitioning approximately 4000 users to the NMCI Information Technology environment, the Naval Sea Systems Command (NAVSEA) Headquarters NMCI Communications team deemed a user seat acceptance companion guide was necessary.  This companion guide will provide the NAVSEA user community and members of the NMCI Communications team the information necessary to understand the four most common seats provided by NMCI along with their associated features.

In order to meet an aggressive schedule and to ensure a successful transition, the following pages will assist the NAVSEA user community in the proper acceptance of their NMCI computer/seat. 

User Seat Contract Line Item Numbers (CLINs)

Red Seat – 0001AA Fixed Work Station

CLIN0001AA provides performance for use with 2-D and light 3-D graphics or engineering-related applications or applications that require additional processing capability, such as large Access databases, graphic-intensive presentations, or Excel power users.

This seat includes personal computer hardware, network and security hardware, software, hardware/software maintenance, hardware/software refresh, e-mail, Web access, two unclassified user accounts, network administration, LAN/WAN/MAN connectivity, NIPRNET access, help desk support, desk-side support, shared network printing, network file sharing, directory services, training, one move/add/change per year, network backup and restore, 50MB e-mail/calendar storage per account, and 700MB network personal and 100MB network shared file storage per user account.  Red seat specifications, software, and features are described below.

	Red Seat Specifications
	Software

	(The configurations provided below are for comparison purposes only. The actual HW/SW configurations may exceed those listed below to meet applicable SLAs.) 

	· Dell OptiPlex GX260T 

· Pentium IV 2.4Ghz w/512K cache 

· 533Mhz front side bus 

· Small Mini-Tower Chassis 

· 256MB 266 DDR NON-ECC SDRAM 

· 40GB EIDE 7200 RPM disk drive 

· 16X EIDE - DVD ROM 

· 3.5" Floppy 

· Integrated AC '97 Audio 

· Internal Chassis Speaker 

· Integrated Intel Gigabit (10/100/1000) 

· Integrated DVMT Video 

· Dell PS/2 2-button mouse 

· USB Smart Card Reader Keyboard 

· 17" Dell E772p CRT Monitor - (16.0" viewable) 
	· Windows 2000 

· Internet Explorer 5.0 

· Smart Card Support 

· NetMeeting 3.0 

· Windows Media 

· WinZip 

· Virus Protection - Norton A/V 

· Adobe Acrobat Viewer 

· TN3270 Client - IP 3270 Client 

· VT100 Emulation 

· Remote Management Software 

· Standard Office Automation Software included on the Gold Disk 

· MS Word 

· MS Excel 

· MS PowerPoint 

· MS Access 

· Microsoft Exchange/Outlook 

· Active Directory Driven 


Computer Make/Model

Look at the computer to verify the make and model.  Dell OptiPlex computers generally have the model number identified on the computer.  If you are unable to determine the computer make/model, then you may need to look at the actual computer box.  Because the specs continuously change, verify the red seat received is the latest make/model as indicated on the EDS NMCI web page http://www.nmci-isf.com/catalog.htm.

Memory Size and Processor Speed

To confirm the seat ordered has the correct memory size, perform the following steps.

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the General tab in the System Properties window to display information regarding the computer system and the computer.  The type of processor in addition to the memory size will be displayed in this window.  This window also displays the computer manufacturer.

Device Manager

The Device Manager window lists the various installed device types.  To access the Device Manager:

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the Hardware tab in the System Properties window.

· Click the Device Manager button in the middle of the window.  To display information regarding each underlying installed device, click the plus (+) symbol next to each item. This aspect of the Device Manager allows you to drill down to individual devices and system components.

White Seat – 0001AB Fixed Work Station

CLIN0001AB offers Pentium IV power. This seat is ideal for the typical user of Microsoft Office Professional software. Performance supports large spreadsheets, word processing, small Access databases, and high-quality presentations. 

This seat includes personal computer hardware, network and security hardware, software, hardware/software maintenance, hardware/software refresh, e-mail, Web access, two unclassified user accounts, network administration, LAN/WAN/MAN connectivity, NIPRNET access, help desk support, desk-side support, shared network printing, network file sharing, directory services, training, one move/add/change per year, network backup and restore, 50MB e-mail/calendar storage per account, and 700MB network personal and 100MB network shared file storage per user account.  White seat specifications, software, and features are described below.

	White Seat Specifications
	Software

	(The configurations provided below are for comparison purposes only. The actual HW/SW configurations may exceed those listed below to meet applicable SLAs.) 

	· Dell OptiPlex GX260T 

· Pentium IV 2.0Ghz w/512K cache 

· 400Mhz front side bus 

· Small Mini-Tower Chassis 

· 256MB 266DDR NON-ECC SDRAM 

· 20GB EIDE 7200 RPM disk drive 

· 16X EIDE - DVD ROM 

· Integrated DVMT Video 

· Integrated Intel Gigabit (10/100/1000) 

· 3.5" Floppy 

· Internal Chassis Speaker 

· Integrated AC '97 Audio 

· Dell PS/2 2-button mouse 

· USB Keyboard 

· 17" Dell E772p CRT Monitor (16.0" viewable) 
	· Windows 2000 

· Internet Explorer 5.0 

· Smart Card Support 

· NetMeeting 3.0 

· Windows Media 

· WinZip 

· Virus Protection - Norton A/V 

· Adobe Acrobat Viewer 

· TN3270 Client - IP 3270 Client 

· VT100 Emulation 

· Remote Management Software 

· Standard Office Automation Software Included on the Gold Disk 

· MS Word 

· MS Excel 

· MS PowerPoint 

· MS Access 

· Microsoft Exchange/Outlook 

· Active Directory Driven 


Computer Make/Model

Look at the computer to verify the make and model.  Dell OptiPlex computers generally have the model number identified on the computer.  If you are unable to determine the computer make/model, then you may need to look at the actual computer box.  Because the specs continuously change, verify the white seat received is the latest make/model as indicated on the EDS NMCI web page http://www.nmci-isf.com/catalog.htm.

Memory Size and Processor Speed

To confirm the seat ordered has the correct memory size, perform the following steps.

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the General tab in the System Properties window to display information regarding the computer system and the computer.  The type of processor in addition to the memory size will be displayed in this window.

Device Manager

The Device Manager window lists the various installed device types.  To access the Device Manager:

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the Hardware tab in the System Properties window.

· Click the Device Manager button in the middle of the window.  To display information regarding each underlying installed device, click the plus (+) symbol next to each item. This aspect of the Device Manager allows you to drill down to individual devices and system components.

Blue Seat – 0001AC Fixed Work Station

CLIN0001AC provides adequate performance for daily office productivity applications, including Microsoft Excel, Word, and e-mail.  This seat is ideal for administrative functions and use with applications not requiring extensive processing capability. 

This seat includes personal computer hardware, network and security hardware, software, hardware/software maintenance, hardware/software refresh, e-mail, Web access, two unclassified user accounts, network administration, LAN/WAN/MAN connectivity, NIPRNET access, help desk support, desk-side support, shared network printing, network file sharing, directory services, training, one move/add/change per year, network backup and restore, 50MB e-mail/calendar storage per account, and 700MB network personal and 100MB network shared file storage per user account.  Blue seat specifications, software, and features are described below.

	Blue Seat Specifications
	Software

	(The configurations provided below are for comparison purposes only. The actual HW/SW configurations may exceed those listed below to meet applicable SLAs.) 

	· Dell OptiPlex GX260T 

· Pentium IV 2.0 Ghz with 512K Cache 

· Small Mini Tower Chassis 

· 400MHz front side bus 

· 256MB 266 DDR NON-ECC SDRAM 

· 20GB EIDE 7200 RPM disk drive 

· 48X CD ROM 

· 3.5" Floppy 

· Internal Chassis Speaker 

· Integrated AC '97 Audio 

· Integrated Intel Gigabit (10/100/1000) 

· Integrated DVMT Video 

· PS/2 2-button mouse 

· USB Keyboard 

· 17" Dell E772p CRT Monitor (16.0" viewable) 
	· Windows 2000 

· Internet Explorer 5.0 

· Smart Card Support 

· NetMeeting 3.0 

· Windows Media 

· WinZip 

· Virus Protection - Norton A/V 

· Adobe Acrobat Viewer 

· TN3270 Client - IP 3270 Client 

· VT100 Emulation 

· Remote Management Software 

· Standard Office Automation Software Included on the Gold Disk 

· MS Word 

· MS Excel 

· MS PowerPoint 

· MS Access 

· Microsoft Exchange/Outlook 

· Active Directory Drive 


Computer Make/Model

Look at the computer to verify the make and model.  Dell OptiPlex computers generally have the model number identified on the computer.  If you are unable to determine the computer make/model, then you may need to look at the actual computer box.  Because the specs continuously change, verify the blue seat received is the latest make/model as indicated on the EDS NMCI web page http://www.nmci-isf.com/catalog.htm.

Memory Size and Processor Speed

To confirm the seat ordered has the correct memory size, perform the following steps.

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the General tab in the System Properties window to display information regarding the computer system and the computer.  The type of processor in addition to the memory size will be displayed in this window.

Device Manager

The Device Manager window lists the various installed device types.  To access the Device Manager:

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the Hardware tab in the System Properties window.

· Click the Device Manager button in the middle of the window.  To display information regarding each underlying installed device, click the plus (+) symbol next to each item. This aspect of the Device Manager allows you to drill down to individual devices and system components.

Portable Seat – 0002AA

A portable seat meets all the requirements for a fixed workstation seat and also provides the capability for portable computing. A portable seat supports the user who (1) needs full desktop capabilities from various locations (with ease of mobility) with seat functionality intact, (2) needs access to resources (e.g. email, file) while away from the office, and (3) makes high quality presentations while on travel (e.g. connection to a projection system). The unit of purchase for these service categories shall be referred to as a "seat." The Contractor shall provide two non-classified user accounts for each portable seat procured. 

This seat includes personal computer hardware, network and security hardware, software, hardware/software maintenance, hardware/software refresh, e-mail, Web access, two unclassified user accounts, network administration, LAN/WAN/MAN connectivity, NIPRNET access, help desk support, desk-side support, shared network printing, network file sharing, directory services, training, one move/add/change per year, network backup and restore, 50MB e-mail/calendar storage per account, and 700MB network personal and 100MB network shared file storage per user account.  Portable seat specifications, software, and features are described below.

	Portable Seat Specifications
	Software

	(The configurations provided below are for comparison purposes only. The actual HW/SW configurations may exceed those listed below to meet applicable SLAs.) 

	· Dell Latitude C640 (Weight 4-5 lbs.) 

· Pentium IV1.8Ghz 

· 256MB Double Data Rate SDRAM 

· 20GB hard drive 

· 3.5" floppy drive 

· 24X CD ROM 

· 14.1" XGA active matrix (TFT) display 

· ATI mobility Rage 128 bit integrated video adapter with 8MB SGRRAM 

· ESS 3Si Maestro audio 

· SoundBlaster software emulation 

· 16 bit A to D, and D to A conversion 

· Integrated 3Com Mini-PCI NIC (Internal) 

· 56K modem 

· Keyboard 

· 8 cell primary battery 

· Carrying case 

· C-Port II Advance Port Replicator 

· PS/2 Intellimouse 

· Mouse pad 

· PCMCIA Smartcard Reader 

· 17" Dell E772p CRT Monitor (16.0" viewable) 
	· Windows 2000 

· Internet Explorer 5.0 

· Smart Card Support 

· NetMeeting 3.0 

· Windows Media 

· WinZip 

· Virus Protection - Norton A/V 

· Adobe Acrobat Viewer 

· TN3270 Client - IP 3270 Client 

· VT100 Emulation 

· Remote Management Software 

· Standard Office Automation Software Included on the Gold Disk 

· MS Word, Excel, PowerPoint, Access 

· Microsoft Exchange/Outlook 

· Active Directory Driven 


Computer Make/Model

Look at the computer to verify the make and model.  Dell OptiPlex computers generally have the model number identified on the computer.  If you are unable to determine the computer make/model, then you may need to look at the actual computer box.  Because the specs continuously change, verify the portable seat received is the latest make/model as indicated on the EDS NMCI web page http://www.nmci-isf.com/catalog.htm.

Memory Size and Processor Speed

To confirm the seat ordered has the correct memory size, perform the following steps.

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the General tab in the System Properties window to display information regarding the computer system and the computer.  The type of processor in addition to the memory size will be displayed in this window.

Device Manager

The Device Manager window lists the various installed device types.  To access the Device Manager:

· Locate and then Right-click the “My Computer” icon on the desktop.

· Click Properties

· Click the Hardware tab in the System Properties window.

· Click the Device Manager button in the middle of the window.  To display information regarding each underlying installed device, click the plus (+) symbol next to each item. This aspect of the Device Manager allows you to drill down to individual devices and system components.

Extras 

Confirm extra laptop battery was provided if ordered.  Verify battery is the appropriate battery for the portable seat ordered. Confirm that a second power source is provided (in addition to the one connected to your port replicator or docking station). 

Logon and Passwords 

Press Ctrl/Alt/Delete to launch the following login screen. The orientation tech will assist you in entering your new username and a generic password when you logon initially. 

[image: image1.emf]*********
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After running through several system checks, the tech will assist you in changing your password. The following rules MUST be followed in order to construct a “strong” password.

1. Must be at least 8 characters

2. Must begin with a capital letter

3. Must contain at least one number or special character

4. Cannot contain your first or last name, dictionary words, or consecutive numbers

It may help to also be aware of other policies surrounding the issue of passwords.

1. Cannot reuse previous 24 passwords

2. Password expires every 90 days

3. Password lockout – 
Unclassified workstations: 3 strikes and you’re out
Classified workstations: 2 strikes and you’re out

4. Must call the NMCI Help Desk for a reset

5. Protect the integrity of your password

NOTE: You will no longer shut down and turn off your computer unless you are ejecting and taking your laptop. Perform the “shut down and restart” operation. This will allow your machine to stay “on” in order to receive nightly maintenance and updates while completely shutting down your user account.

User Asset Information Form (UAIF)

There are many important steps that must take place during seat acceptance day.  One that may not be as evident as testing the seat on that day is the submission of the User Asset Identification Form.

1. An electronic form that should be loaded to the user’s desktop by the orientation technician, who should assist the user to enter a secret word and Private Identification Number (PIN).  

2. The form must be electronically submitted via email to the Network Operation Center (NOC) at helpdesk_NRFK@nmci-isf.com.

3. This form (and process) is used by the NOC to validate a user's identity and to activate a user's account.  This step is required before a user may receive service on their NMCI seat.

This form must be submitted and processed by the NOC for users to be able to request service from the NOC/Help Desk.  If this form has not been processed when the user places the call/sends an email, the NOC cannot and will not assist the user until their identity has been verified by another NMCI user whose account has been activated by a processed UAIF. 

1. EDS will coach the orientation technicians to follow the script to ensure the UAIF is sent via email.  

2. Users are informed during Seat Acceptance training of the need to send a copy to the following functional mailbox: UAIF@navsea.navy.mil. This functional mailbox will be used only to report on the numbers of UAIFs submitted. To protect the integrity of the secret word and PIN,  access to this functional mailbox will be very limited. 

3. The NMCI Seat-User Acceptance Checklist will be modified to include item 1.4 "Has UAIF been emailed to NOC and UAIF@navsea.navy.mil?"  Keep in mind that a UAIF should also be submitted by "Account Only" users as they test and 'accept' their account.

If you have any questions concerning the submission of the UAIF, please contact Linda Griffin at griffinla@navsea.navy.mil or Cara Noland at nolandch@navsea.navy.mil.

To Place Additional Icons on the Desktop

Creating Shortcuts on Your Desktop

1. Within Windows Explorer, locate the file or application for which you want to create a shortcut.
 

2. Place the mouse pointer over the file, and click the right mouse button. The menu below appears. Select Send To, and chose Desktop (create shortcut). A shortcut will appear on your desktop.
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Creating numerous shortcut icons on your desktop may slow down your login process. Keep shortcuts to a minimum. Do not save files directly to your desktop. If a file is saved to the desktop, you run the risk of losing information in the document if the synchronization process does not complete when you log out.  

NMCI Email Tips

As of Phase 2, NAVSEA users are migrating to NMCI email. Your new email address will be provided during your seat orientation and generally will follow the firstname.lastname@navy.mil format. Your orientation technician will provide you with your new email address. 

Legacy email accounts will remain active but your legacy Outbox, legacy remote dial-up and legacy OWA will be disabled. No messages can be sent from your legacy email account. Any email or voice mail messages sent to your legacy account will be automatically forwarded to your NMCI email.

Upon launching Outlook you will be prompted to choose either your legacy or your NMCI email account.

When you click on the Outlook icon on your desktop the following box will appear.
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Click the down arrow to select the desired email profile.
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You may not recognize the profile name the way it is initially set up, but the orientation tech will assist you in renaming the profile enabling you to tell the NMCI profile from the legacy profile.
The current policy is that voice mail messages will be forwarded to your NMCI inbox, but the plan is to disable forwarding of voice mail messages as soon as possible. Forwarding of email messages will continue. The NAVSEA Global Address List will be available to NMCI email users.

To access the NAVSEA GAL, expand the Public Folders: All Public Folders list. Expand the Contacts (New) folder. Right click on NAVSEA (Legacy GAL).
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Choose “Properties” from the shortcut menu.

On the Properties dialog box select the Outlook Address Book tab put a check in the box labeled Show this folder as an Outlook Address Book. This will allow you to locate the NAVSEA GAL when you open your NMCI Outlook Address Book.
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Legacy Calendar, Contacts, and Tasks will be imported to the same locations in the NMCI mailbox, BUT the legacy Inbox, Sent Items, and Deleted Items will be migrated as a PST file. It is recommended that these messages remain archived on the hard drive. 

Voice Mail Retrieval

Users migrating to NMCI email will no longer be able to retrieve voice mail via Outlook. To retrieve voice mail from on campus, dial extension 11111. You will be prompted to enter your ID. This is your 5-digit extension. You will then be prompted to enter your password. Follow the prompts to access, save or delete messages. If you press the messages button on your phone, you will be prompted immediately to enter your password. The number to call when you are off site is 202-781-1111. If you have forgotten your voice mail password, call 1-HELP and press option “2” then option “2” again. A phone system technician should be able to reset your password at that time. 

Drive Mapping Instructions

Once you receive your NMCI seat, you may find it necessary to map additional network drives in order to access information stored on a Legacy server.  

From the NMCI desktop screen, double click “My Computer”

Click “Tools”.  The following window will appear on the NMCI desktop.
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Click “Map Network Drive …”.  The following window will appear on the NMCI desktop.
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Click the drop-down arrow in the Drive: field.  This will display a listing of the available drives that may be selected for mapping purposes.  Highlight the desired drive letter and click.  This will place the selected drive letter in the Drive: field.

Next, if mapping to a Legacy server, enter the full path where the folder/file resides.  For example, \\nmcilangleyfs0\data is a mapping to a data folder on the NMCILANGLEYFS0 legacy server. 

NOTE:  You will be unable to use the Browse button to map to a NAVSEA Legacy server; therefore, you must know the full path name of the server/folder you wish to map. 

Check the ”Reconnect at logon” button.  Selecting this option retains the drive mapping selection.  Retaining the drive mapping selection prevents you from having to map a drive letter each time you need access to this specific folder/file.

Click Finish.

Repeat this process until all drives are mapped.

NMCI network drives have a slightly different path. To map to one of these drives begin in the same way as for a legacy drive, select the drive letter and type the path as follows: 

Enter in the name of the server and share on that server in the following format \\<Server>\<Share>   
Example: Mapping looks similar to this: G: \\naeawnydfs01v\shutdown
-Note a server name or server IP address can be used
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Be sure to check Reconnect at logon
USB Port Activation

The current policy is that portable hard drives, digital cameras, arc drives and printers will be permitted IF they are on the retained peripherals list and available for installation the day a user receives his/her NMCI seat. Memory sticks do not need to be on the retained peripherals list but they do need to be available that day for installation. The USB port must be activated by an NMCI technician. 
Be advised that if it is not enabled the day a seat is accepted, then it will not be available to the user. These items cannot be purchased after the fact through a CLIN or MAC nor can one place a helpdesk call to have the USB port activated.  

Printer Mapping Instructions

To add (map to) network printers 

Start>Run>\\naeawnydps04va (04vb, 05va, 05vb, 14va or 14vb)
· Right click > Connect... for all printers in the local area


· Basically, we are selecting the printer directly from the print server. The printer naming convention is Base-Building-Floor-Rm-Printer_type (i.e.WNYD-B197-03-RM312-X860)

To select a particular printer as the default printer

Go to Start>Settings>Printers

From the list of printers, right-click on the printer you want to use as the default printer

From the menu that appears left click “Set as Default Printer”

Note that the default printer is designated by a check mark that appears at the start of the printer name

(SAMPLE) Available NMCI Printers (As of November 20, 2003)

	Old Queue Name
	Room #
	Bldg. #
	Floor
	 Share Name
	Manufacturer

	197_1_EQ_46_Xer1235
	1E1100
	197
	1
	WNYD-B197-01-EQ46-Xer1235
	Xerox

	197_1_EQ_46_HPLJ4050
	1E1100
	197
	1
	WNYD-B197-01-EQ46-HP4050
	HP

	197_1_EQ_13_LJ5Si_1
	1W3046
	197
	1
	WNYD-B197-01-EQ13-HP5Si
	HP

	197_1_EQ_13_Xer1235
	1W3046
	197
	1
	WNYD-B197-01-EQ13-Xer1235
	Xerox

	197_1_EQ_14_LJ4050TN
	1W3147
	197
	1
	WNYD-B197-01-EQ14-HP4050
	HP

	197_1_EQ_19_HP8550
	1W3152
	197
	1
	WNYD-B197-01-EQ19-HP8550
	HP

	197_1_EQ_05_DC12
	1W3900
	197
	1
	WNYD-B197-01-EQ05-Xer8200
	Xerox

	197_2_EQ_26_HP8000
	1W2727
	197
	2
	WNYD-B197-02-EQ26-HP8000
	HP

	197_2_EQ_30_HP4
	2E2200
	197
	2
	WNYD-B197-02-EQ30-X4400
	Xerox

	197_2_EQ_30_Lex1255
	2E2200
	197
	2
	WNYD-B197-02-EQ30-HP4500
	HP

	197_2_EQ_16_HP4500
	2E3045
	197
	2
	WNYD-B197-02-EQ16-HP4500
	HP

	197_2_EQ_19_HP8000
	2E3085
	197
	2
	WNYD-B197-02-EQ19-HP8000
	HP

	197_2_EQ_04_HP4000
	2E3683
	197
	2
	WNYD-B197-02-EQ04-HP4000
	HP

	197_2_EQ_02_Tek850
	2E3800
	197
	2
	WNYD-B197-02-EQ02-Xer8200
	Xerox

	197_3_EQ_43_HP5
	3E1636
	197
	3
	WNYD-B197-03-EQ43-HP5
	HP

	197_4_EQ_20_HP8000
	3W1635
	197
	3
	WNYD-B197-03-EQ25-HP5
	HP

	197_3_EQ_29_HP4000
	3W1760
	197
	3
	WNYD-B197-03-EQ29-Xer4400
	Xerox

	197_4_EQ_20_HP8000
	3W1763
	197
	3
	WNYD-B197-04-EQ27-HP5
	HP

	197_4_EQ_20_HP8000
	3W2036
	197
	3
	WNYD-B197-03-EQ-HP4550
	HP

	197_3_EQ_32_HP4Plus
	BSC Purple
	197
	3
	WNYD-B197-03-EQ32-Xer5400
	Xerox

	197_4_EQ_20_HP5000
	4E2520
	197
	4
	WNYD-B197-04-EQ06-HP5000
	HP

	197_4_EQ_06_TEK850
	4E2520
	197
	4
	WNYD-B197-04-EQ06-X8200
	Xerox

	197_4_EQ_12_HP5Si
	4E3057
	197
	4
	WNYD-B197-04-EQ12-HP5SI
	HP

	197_4_EQ_17_HP4550
	4E4357
	197
	4
	WNYD-B197-04-EQ17-HP4550N
	HP

	197_4_EQ_18_HP4550
	4E4600
	197
	4
	WNYD-B197-04-4600-LJ4500N
	HP

	197_4_4W3003_HP4550
	4W3003
	197
	4
	WNYD-B197-04-3003-LJ4550N
	HP

	197_4_EQ_20_HP8000
	4W3068
	197
	4
	WNYD-B197-04-EQ20-HP8000
	HP

	197_4_EQ_23_TEK740
	4W3636
	197
	4
	WNYD-B197-04-EQ23-TEK740
	TEK

	197_4_EQ_23_HP8000
	4W3636
	197
	4
	WNYD-B197-04-EQ23-HP8000
	HP

	197_4_EQ_22_HP4000
	4W3800
	197
	4
	WNYD-B197-04-EQ22-HP4000
	HP

	197_4_EQ_32_HP5Si
	EQ32
	197
	4
	WNYD-B197-04-EQ32-HP5SI
	HP

	197_4_EQ_51_HPLJ4050
	
	197
	4
	WNYD-B197-04-EQ51-HPLJ4050
	HP


Helpful Hints for Testing Blue Disk Apps

Apps that use CITRIX:

PEOIWS 40421:
Budget Execution and Analysis Network System (BEANS)

SEA04-42:
Fleet Modernization Management Information System (FMPMIS)

SEA04-31078:
Configuration Data Managers Database - Open Architecture (CDMD-OA)

SEA04-375:
Watch Officers Database (WATCHOFF)

SEA 04
Planned Maintenance System (PMS)

SEA 00_09
Standard Procurement System (SPS)

PEO Carriers
FMPMIS (Fleet Modernization Program Management Information System) 

NWPS / PMC-NG
Naval Workload And Performance Management System / Performance Measurement And Control System - Next Generation

SEA 01 
Financial Reporting System - DFAS (FRS-DFAS)

NSWC
https://icaps.navsea.navy.mil  

NSWC
https://parts.navsea.navy.mil 

SEA107
The web version of CSU requires Citrix

PEO_IWS
DSAMS

SEA 00L
Intellectual Property Management Information System (IPMIS)
TEAMSUB/SEA 04
PARIS, Procurement Acquisition Requisition Info System

TEAMSUB/SEA 04 
PARTS, Program Support Data (PSD) Automated Reporting and Tracking System

SLDCADA:
https://sldweb3.sldcada.disa.mil/sld21_5-04/jsp/login.jsp?ip=10.0.0.28&db=sldn2404&port=1523 
FORMFLOW:     https://corp.navsea.navy.mil/formflow99/PrivacyAct.asp 

Where to Call For IT Help at HQ/PEO

(NMCI Users)

As of 22 July 2004

	Type of Problem
	Business Unit AO/ACIO
	EDS Legacy Help Desk

1-HELP (1-4357)

helpdesk@navsea.navy.mil
	NMCI Help Desk

1-866-THE-NMCI

(1-866-843-6624)

helpdesk_nrfk@nmci-isf.com

	Printers
	
	
	

	Multifunctional Device (MFD) problem (all users): 

· Needs toner

· Needs service call

· Impossibly jammed

· Error message can’t be cleared
	*
	(
	

	Networked printer/toner/maintenance kit problem (other than Xerox MFD):
	*
	
	(
(Yes, you have toner.)**

	Standalone printer toner/problem
	*
	(
	

	Applications
	
	
	

	Gold Disk application problem
	
	
	(

	IPTV
	
	(
	

	Legacy application problem
	
	
	(

	Legacy application password issue
	
	(
	

	Quarantined workstation/application problem
	
	(
	

	Email/Directory Access
	
	
	

	Directory access problem
	
	
	(

	Email distribution list creation or modification
	(
	
	

	Email problem
	
	
	(

	Facilities
	
	(
	

	Hardware
	
	
	

	Legacy peripheral hardware - broken 
	
	(
	

	Legacy peripheral hardware - missing
	(
	
	

	Non-NMCI peripheral - addition
	
	(
	

	NMCI hardware - broken or missing
	(
	
	

	NMCI seat/peripherals problem
	
	
	(

	NMCI seat - additions or changes to
	(
	
	

	NMCI seat – move (SRM)
	(
	
	

	Network Access
	
	
	

	New accounts
	(
	
	

	Login issues
	
	
	(

	Login password issue
	
	(
	

	SIPRNET
	
	(
	

	Telephone/Fax
	
	
	

	Fax machines
	
	(
	

	Telephone – any problem
	
	(
	

	Video teleconferencing set up
	
	(
	


* Some BUs have appointed printer POCs that users should contact with a printer problem, as opposed to contacting a Help Desk directly.

** When asked it you have toner or a maintenance kit and where it is located, please respond with “Base Ops knows where to locate the supplies”.
Where to Call For IT Help at HQ/PEO

(Legacy Users)

As of 22 July 2004

	Type of Problem
	Business Unit AO/ACIO
	EDS Legacy Help Desk

1-HELP (1-4357)

helpdesk@navsea.navy.mil
	NMCI Help Desk

1-866-THE-NMCI

(1-866-843-6624)

helpdesk_nrfk@nmci-isf.com

	Printers
	
	
	

	Multifunctional Device (MFD) problem (all users): 

· Needs toner

· Needs service call

· Impossibly jammed

· Error message can’t be cleared
	*
	(
	

	Networked printer/toner problem (other than Xerox MFD):
	*
	(
	

	Standalone printer toner/problem
	*
	(
	

	Applications
	
	
	

	IPTV
	
	(
	

	Legacy application problem
	
	(
	

	Email/Directory Access
	
	
	

	Directory access problem
	
	(
	

	Email distribution list creation or modification
	
	(
	

	Email problem
	
	(
	

	Facilities
	
	(
	

	Hardware
	
	
	

	Legacy hardware - broken
	
	(
	

	Legacy hardware - missing
	(
	
	

	Network Access
	
	
	

	New accounts
	(
	
	

	Login issues
	
	(
	

	Login password issue
	
	(
	

	MACs (Move, Add, Changes)
	(
	
	

	SIPRNET
	
	(
	

	Telephone/Fax
	
	
	

	Telephone – any problem
	
	(
	

	Fax machines
	
	(
	

	Video teleconferencing set up
	
	(
	


*Some BUs have appointed printer POCs that users should contact with a printer problem, as opposed to contacting the Legacy Help Desk directly.

Data Backup Procedures

NMCI does not back up data on local hard drives, so users should always consider storing critical data on the network, which is backed up nightly.  However, most users still store some data on their C: drive, and to ensure it is not lost in the event of an incident such as a hard drive crash, theft, or fire, users need to back up the information themselves.

The user’s Outlook Mailbox is always stored on the network within Microsoft Exchange, and is not directly accessible if users want to back its data up.  In order to create a file which can be backed up, the Mailbox must first be exported.  Instructions in section 1.a below show how to do this.

Outlook personal folders file stores may be on the network or on the C: drive.  They cannot be backed up while Outlook is open, but closing Outlook frees the files so that users can back them up or copy them to another location.  Procedures in section 1.b below show how to locate them in preparation for backup.

Outlook files compress well with WinZip, to about 50% of their original size.  Section 2 shows how to create a Zip file, with a password for added security.  Users need to remember the password since the data is useless if it is lost.

Section 3 shows how to apply WinZip to ordinary files, such as spreadsheets or Word documents, and can be applied to both local and network drives.

For users with CD burners, section 4 shows how to use Roxio Easy CD Creator to copy files to a CD.

________________________________________________________

Instructions

1. Outlook

a. Back up Mailbox

i. Click File | Import and Export…

ii. Select Export to File; click Next

iii. Select Personal Folder File (.pst) from the list; click Next

iv. Select your Mailbox; check Include Subfolders, and click Next

v. If desired, change the folder and filename of the exported file (e.g.: Mailbox.pst), and click Finish

vi. If desired, change the name from Personal Folders to something like Mailbox; leave encryptions settings as-is;, and put a password on it if you wish (a password is unnecessary since you will password protect the Zip file you create for your PSTs)

vii. Click OK and wait while the data is exported to the new file

b. Prepare to back up Personal Folders

i. Right-click on your Personal Folder name and select Properties

ii. Click Advanced

iii. Note the path where your PST files are stored (normally C:\Documents and Settings\User.Name\Local Settings\Application Data\Microsoft\Outlook

iv. Note:  Local Settings and Application Data are hidden by default in Windows.  To see them click the Start menu, then Settings | Control Panel

1. Select Folder Options

2. Select the View tab

3. Under Hidden Files and Folders, check the Show Hidden Files and Folders radio button

4. Click OK and close Control Panel

c. Close Outlook

2. WinZip

a. Click the Start menu and select WinZip from the top section

b. Click the New button

c. Select the name and folder location for the Zip file (the default location may be to a temporary folder that you will have a hard time finding later); click OK

d. Click Password

i. Enter your password; click OK; enter it again; click OK

e. Leave the other options at their default settings

f. Navigate to the folder where your PST files are stored (from step 1.b.iv above).

g. Hold the Control key and click the names of each of the PST files you want to have included in the Zip.  When you have selected all that you want, release Control and click Add

h. WinZip will create the password protected Zip file

i. For added security, you can click Actions | Test and WinZip will verify the integrity of the Zip file it just created

3. Zip My Documents folder

a. If necessary restart WinZip (step 2.a above), or click the New button

b. Select the name and folder location for the Zip file

c. Apply a password (step 2.d above)

d. Make sure Include Subfolders is checked

e. Navigate to your My Document Folder

f. Click Add with Wildcards

g. WinZip will create the password protected Zip file

4. Burn CD (for users with CD-RW drive)

a. Place blank CD in drive

b. Select Start | Programs | Roxio Easy CD Creator 5 | Applications | Easy CD Creator

c. Under Select Source Files, go to the folder where your Zip files were created

d. Click and drag the Zip files from the upper pane to the lower.  The application will tell you via the status bar at the bottom if your total file size requires more than one CD

e. When ready, click the red Record button

f. CD will be burned

(Provided by Jamie L Smith NSSC)  
Personal Folder (.pst) Files Breakdown

In the NMCI environment, Personal Folder (also referred to as .pst or archive) files shall be maintained below 1 GB.  This is a recommendation made by Microsoft for a Windows 2000 operating environment.  It is a good idea to keep Personal Folder files below 700MB in size. Files of this size and smaller are more resistant to corruption and can easily be backed up to a CD. Keeping these files below 500MB will alleviate many of the challenges associated with the network traffic generated by these files.  These challenges include, but are not limited to, not being able to access Personal Folders in Outlook, computer lock ups and the requirement for additional reboots.  This document details the steps that can be taken to break down large personal folder files to smaller ones.

Before proceeding with creation of personal folders, it is recommended that you identify a central location that items you want to have backed up can be stored in such as a directory on your C or H drive called Outlook.
Checking the Size of Your Personal Folder or Mailbox

1. Right Click the top level of the Personal Folder (this is the same as an Archive Folder).  Click “Properties for…”  This will also work for checking mailbox size. Right click on Outlook Today -… for mailbox or the personal folder name and select Properties.
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2. When the properties window opens, click the Folder Size button in the lower left corner.  This will calculate the total size of the Personal Folder (or mailbox) as well as the size of each individual Subfolder contained within.  Check the "Total Size (Fld+SubFld)." 
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3. When the next window opens, you will be presented with a window that shows the individual subfolder sizes and the total size of the personal folder or mailbox (in this example 90633K or 90.6Mb)… 
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4. With this information, you can determine how much data needs to be moved and how much you want to keep in the appropriate file/mailbox.  You can click close to remove this window and if you do not want the folder view open on your mailbox, then you can click the X at the top of the folder view to close it.

There are many reasons for reducing the size of personal folders.

· The larger the file size, in our experience, the easier it is to corrupt.

· If you store all your email messages in one folder and it corrupts, there is a possibility that you may lose all of them.  If you have multiple Personal Folders and one corrupts, you have the possibility of loosing only the messages in that one Personal Folder.

· The larger the Personal Folder, the longer it takes to repair it, should it become corrupt.  The Helpdesk Technicians will need to run the repair on the User's computer and no other programs can be running during this process.  In our experience, 1 Gig files have taken approximately 5-6 hours to repair.  Therefore, your computer will not be operable until the repair is complete.  Also, there is no guarantee that the repair will be successful and you will most likely lose at least some, if not all, of the data.  The repair of these files will be marked as low priority on the scale of Help Desk tasking.
Creating Personal Folders (.PST) to Support Mailbox Size Reduction

Follow the directions below in order to compact your personal folders or create new ones:

You DO NOT need to run Compact on personal folders after reducing them in size, though that is a reasonable option. You may also move all items out of your existing folder to new smaller folders, and then delete the old, empty Personal Folder.

Compact your Outlook Personal Folders

Right Click the top level of your Personal Folder.  Click Properties for…  Click Advanced.  Click Compact now.  Please wait until the Compact is complete before closing out of Outlook.   This procedure can take several hours if the pst file is large.  If you cancel the operation before it is complete your file will become corrupt.

Create a New Personal Folder (.Pst) File

1. To create new personal folder (.pst) files:

a. Ensure the Inbox is highlighted in the Folder List on the left side of the Outlook window.

b. In the top left corner of the Outlook window below the File menu click the down arrow next to New.

c. Click Personal Folders File (.pst).
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d. In the Create Personal Folders window select a storage location for the new personal folder.
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e. Type a name for the personal folder file in the File Name: space.

f. Click Create.
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g. In the Create Microsoft Personal Folders window type a name for the new personal folder in the Name: space (Note: This will be the folder name that will appear in the Folder List on the left side of the Outlook window).
h. Click OK.
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i. Repeat steps a-g to create additional personal folder files as needed.

j. Return to the Inbox by clicking to highlight Inbox in the Folder List on the left side of the Outlook window.how to break personal folder (.pst) files down to multiple smaller files

Moving individual messages from one folder to another

1. Click the message header and hold down the left mouse button.
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2. Drag the message to the desired destination folder (Note: When the destination folder name becomes highlighted the left mouse button can be released).
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Moving contiguous blocks of messages from one folder to another

1. Click to highlight the first message to be moved.
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2. Hold down the Shift key and click the last message in the block to be moved.  All messages between the first and last message clicked will become highlighted.
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3. Click inside the highlighted area and hold down the left mouse button.

4. Drag the block of messages to the desired destination folder (Note: When the destination folder name becomes highlighted the left mouse button can be released).

Moving a non-contiguous block of messages from one folder to another

1. While holding down the Control (CTRL) key click to highlight all messages to be moved.
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2. Click one of the highlighted messages and hold down the left mouse button.

3. Drag the block of messages to the desired destination folder (Note: When the destination folder name becomes highlighted the left mouse button can be released).

Moving an entire folder into another folder

1. Click to highlight the folder to be moved and hold down the left mouse button.


[image: image22.png]& Folder One - Microsoft Outlook

| Eile Edit View Fovarites Tools Actions Help
| Sew - | 8 [By X | Z0mcnl Forenly o Al o8 Foner | idiSendiRegeive | 2Find % Organizs | B,
Folder One -
Folder List x|[To_/ [2[elglFrom [Subject Reconed ]
@ Big Personal Folder 2 #nssc Oliver Judith B NSSC Meeting Minutes Thu 3/13 3:39 AM 3IKB
(3 Deleted tems #NSSC 0 Oliver Juclith B NSSC FW: RR 1122227 MAR 03 SUBJ/TASK FORCE ... Thu 3/13 8:26 AM 840 KB
B Folder Five Long Gl G Unity Messaging System - N... Message from 7039410421 Thu 3/13 10:52 AM 278
B Folder Four Long Gl G Efold Belinda B CONT NSSC  Fw: ATET Workforce Contingency Planning - .. Thu 3/13 10:25 &M 115K
Long Gl G BrownRegnald RNSSC W RMDL BUSH REQUEST Thu 3/13 10:24 AM atke
@ Folder Six (1) Long Gl Bettariapur Sushesla S NSSC RE: FAM Confirence in Landsdowne Thu 3/13 10:08 AM 4ke
< Folder Thres Long Gl harmonsa@hotmailcom  Re: Proposed IMP Meeting Thu 3/13 9:16 AM ke
@ Folder Two Long Gl G Thompson Ben G NSSC RE: Message from Long Glenn F CONT NSSC Thu 3/13 8:34 AM 17k
B B Long Gl Kenneth Boris RE: PED IWS NMCI Meeting Thu 3/13 8:28 AM ske
%} Outlook Today - [Mailbox - Lon
Long Gl Brown Reginald R NSSC  RE: ECHELON I & BELOW, CDA, FAM and FOM... Thu 3/13 8:03 &M a1ke
@ Calendar 9 J
Long Gl Brown Reginald R NSSC  Fik': ECHELON 1 & BELOW, CDA, FAM and FD... Thu 3/13 7:54 &M B
© Contacts 9 2
Long Gl G Bush Charles TRDMLNSSC Pz NMCI Brief to Senior Staff Mesting - 3/12  Wed 3/12 8:35 PM 18
@ Deleted It 13]
eleted ltems (13) Long Gl Stultz LoriL CONT NSSC Addition of Darryl Johnsan to the mailgroup fo... Thu 3/13 11:00 AM 4K
& Draft
rafts Long Gl © Pernington Shane D CONT .. Global Migration Agenda 3/12/03 Wed /12 1:42PM ES
B2 Inbox (11) Tiernan, @ Heckel Sharon M NSSC FW: RMDL BUSH REQUEST Thu 3/13 10:35 AM ke
@ Infected weyma, Sandel Elizabeth ANSSC  RE: ECHELON I1 & BELOW, CDA, FAM and FDM... Thu 3/137:28 AM ETS
b y
Journal
2 Notes
< Outbox
B Sent ftems
D Tasks
€ Public Folders
€ Small Personal Folder Four
(3 Deleted tems
€ Small Personal Folder One
) Small Personal Folder Two
(3 Deleted tems
€ Small Personal Folders Five
(3 Deleted tems _
€ Small Personal Folders Six
e e
K]

fistoms




2. Drag the folder to the desired destination folder (Note: When the destination folder name becomes highlighted the left mouse button can be released).
Managing your Blackberry Mailbox from OWA

Once you have received your NMCI seat, you will not be able to synchronize your Blackberry device.  Therefore, you will need to manage your Blackberry mailbox by accessing the mailbox via OWA.  The following information provides the necessary instructions for accessing your Blackberry mailbox.

Please review the following instructions and make sure your Blackberry users are aware of this capability.  These will also be posted to NAVSEA City and CDMS.  Thanks to Robin Eller for preparing these.

Open Internet Explorer and type the NAVSEA OWA web address: https://owa.navsea.navy.mil
Click <Yes> when the Security Alert window pops up.

Click <OK> when the DoD Warning! Banner pops up.

Type your Blackberry mailbox Alias name.  Your Blackberry Alias name is your regular login name with a bb at the beginning.  For example, bbellerrm.  Press <ENTER>.  

On the next screen, enter your User Name without the bb at the beginning (ellerrm) and press the <TAB> key.

Enter your email password.

Click <OK>.

Your Blackberry mailbox will be displayed.  At this point, you may delete messages.  NOTE:  When you delete messages, please remember to empty the recycle bin.  The recycle bin icon is located at the top of the In Box window and looks like a small trashcan.

When you are finished managing your Blackberry mailbox, click the Log Off icon.

Click the Log Out icon again.  Clicking this icon will log you out and close the browser.

Click <Yes> to close the Internet Explorer window.

References

EDS NMCI Services [On-line].   Available: http://www.nmci-isf.com/catalog.htm
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Unavailable for testing





This app was placed on the Blue Disk in error. It will be removed from future checklists.
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_1154416631.xls
excelexport

		Application Name		Version		RFS #

		CITRIX ICA CLIENT FOR 32-BIT WINDOWS		6.30.1050		31789

		TurboPrep (Defense Message System)		3.0b		26647

		Adobe Accelio Capture Advanced (formerly JetForm FormFlow 99)		3.1		47109

		Wide Area Workflow		3.01		76453

		ORACLE JINITIATOR (TOPS)		1.1.7.27		57235

		XEROX CENTREWARE		5.3		31797

		Defense Travel System (Enhanced Jefferson)		1.5.0.1		69236






_1129034523.xls
excelexport

		Application Name		Version

		CISCO UNITY Viewmail		3.1

		CITRIX ICA CLIENT FOR 32-BIT WINDOWS		6.30.1050

		CORPORATE DOCUMENT MANAGEMENT SYSTEM/LIVELINK		9

		Defense Message System		3.0.2N.0

		Adobe Accelio Capture Advanced FORMFLOW99 END USER		3.1

		Adobe Accelio Capture Classic JetForm Formflow Filler		2.23

		MACROMEDIA AUTHORWARE WEB PLAYER		6.5

		ORACLE JINITIATOR (TOPS)		1.1.7.27

		Standard Labor Data Collection & Distribution Application		21.4-01

		XEROX CENTREWARE		5.3

		Defense Travel System (not fully deployed)		1.5.0.1






