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Introduction to Admnistrator NEDS Functionality

This user manual provides basic step-by-step guidance to NED’s functionality. It is divided in the same logical format as NEDS: Home, Document and List, Create, and Site Settings.  In order to provide this manual as quickly as possible, it is being published at this time as a quick reference guide with supplemental Appendices.  We are working to make this a more in-depth reference guide and will update it periodically on the NEDS Homepage, along with additional information about NEDS.    

When in NEDS, items of which you need to be aware, reminders and error messages will be indicated at the top of each page in red. Because some pages are rather long, if a task appears not to be working scroll back up to the top to see if a message is being relayed to you.  

If you have questions about your access level or permissions, or cannot see the data for which you are responsible, please contact your NEDS Super User or NEDS Lead.  NEDS Lead contact information can be found on the NEDS Homepage.

 -The NEDS Team

0.1 Home Tab

Welcome to NEDS. This page will contain messages from the NEDS Management Team Secretary of Navy and the Office of the Chief of Naval Operations as well as directives news and contact information for users. 

1.1 Global Search 

The Global Search functionality is used only when a known NMCI User is not within your Claimant/USMC and needs to have a new profile created. An example of this would be a gaining command creating a new profile to accept an account transfer from the losing command. Account Transfer is covered in Section 1.6.5.

This section will explain how to search for a NEDS user globally.

-Select User Profile tab

-Select Global Search link

-Enter the information for the user

-Select Search Profiles
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1.2 Add New User Profile – Revision Date 14 January 2005

This section will explain how to add a new NEDS user profile.

-Select User Profile tab

-Select Add New Profile
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-Enter user data in all appropriate fields (required fields will be marked with a red asterisk *)

-Select Update button

1.2.1 Add New Profile to Existing User

A User can have more than one profile within a Claimant/USMC when necessary – or can have a new profile created for him when moving from one Command to another. When transferring to another command, the gaining command must create a new profile to which his account can be transferred. The section will explain how to add a new profile to an existing User.

-Select User Profile tab

-Search for User (If User is outside your Claimant/USMC, select Global Search link then search (see Section 1.1)

-Select User ID next to User who is to have new profile created

-Select Add Additional Profile

-Enter information (required fields will be marked with a red asterisk *)

-Select Update

You will be returned to the User page now showing all profiles for this User.

1.3 Edit User Profile – Revision Date 14 January 2005

This section will explain how to edit an existing NEDS user profile.

-Select User Profile tab

-Search for the profile to be edited
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-Select Profile ID link to the right of the user profile

-Edit the user profile

-Select Update button

NOTE: If a user profile does not return after a search, you may not have access to the UIC or organization level under which the profile was entered.  To verify your access levels, contact the person who created your NEDS Role or your NEDS Lead.

1.4 Delete User Profile – Revision Date 14 January 2005

This section will explain how to delete an existing NEDS user profile.

-Select User Profile tab

-Search for the profile to be deleted

-Select Remove link to the right of the user profile
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-Select Continue button if asked to confirm deletion of shared seat mappings

NOTE: With Release 1.4b, NEDS will automatically delete any shared seat mappings when deleting a profile.  These mappings will not be remapped if profile is restored (see Section 1.5)

1.5 Restore Deleted User Profile – Revision Date 14 January 2005

This section will explain how to restore a previously deleted NEDS user profile.

-Select User Profile tab

-Select the box labeled “Show Deleted”
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-Search for the deleted profile to be restored

-Select Restore link next to the user profile

-Make any necessary changes to the profile

-Select Update

NOTE:  Any shared seat mappings with the profile when it was deleted will not be restored.  The user will need to remap any shared seats.

1.6 Account Management  – Revision Date 6 Sep 2005

Account status definitions are not yet fully in place. Therefore, you can perform any of the activities below with no limitation. In the future, however, some of these status changes will be required to be moved through an approval processes. This will be added to the User Manual when the functionality is developed.

1.6.1 Add User Account 

This section will explain how to add a new NEDS user account to a NEDS user profile.

-Select User Profile tab

-Search for the profile to which to add the account

-Select User ID link to the right of the profile to which to add the account

-Select Add Account link
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-Choose the type of account to be added

-Select any additional account services

-Enter legacy email address, if available

-If reachback to the legacy NEDSwork is needed, select the name of the appropriate domain.  Otherwise, choose NOREACHBACK

-Leave NMCI Email address blank if the user does not have an NMCI account yet

NOTE:  To avoid duplication of accounts, NMCI Email address may not be entered on more than one profile

-Select Update
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NOTE:  Legacy Domain is a required field so if it is not applicable or no legacy reachback is needed, please be sure to choose NOREACHBACK from the drop-down box.

1.6.2 Deactivate User Account 

This section will explain how to deactivate a NEDS user account.

-Select User Profile tab

-Search for the profile with the account to be deactivated

-Select User ID link to the right of the profile with the account to be deactivated

-Select the link for the account to be deactivated

-Select the Deactivated status in the Change Status box

-Enter a starting and ending date for the deactivation
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-Select Update

1.6.3 Reactivate User Account 

This section will explain how to reactivate an account that has been deactivated.

-Select User Profile tab

-Search for the profile with the account to be reactivated

-Select User ID link to the right of the profile where the account is linked to be reactivated

-Select the link for the account to be reactivated

-“De-select” the Deactivated status in the Change Status box

-Enter a starting date for the reactivation

-Clear the ending date box
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-Select Update

1.6.4 Delete User Account

This section will explain how to delete a user account.

-Select User Profile tab

-Search for the profile with the account to be deleted

-Select User ID link to the right of the profile with the account to be deleted

-Select the link for the account to be deleted

-Select the Delete status in the Change Status box

-Confirm the deletion

1.6.5 Request Account Transfer

With NEDS release 1.2 (14 June 2004) profiles are no longer transferred. As an NMCI user moves within the DoN, his account (not profile) will transfer (move) with him wherever he goes; therefore accounts will be transferred rather than profiles. NEDS provides the means to transfer accounts within a Claimancy/USMC or from Claimant-to-Claimant; both are accomplished in NEDS in the same manner.

Since NMCI services are not yet fully delivered, there might be instances where you may have to request an account transfer knowing that the user cannot immediately use it - example: your site has not yet cutover to NMCI, IT-21… You should go ahead and request the account transfer and inactivate it, when appropriate. It is also understood that some accounts cannot be transferred and may have to be inactivated or deleted rather than transferred - example: user has PACOM account and moves to non-PACOM command.  

Three things must happen with the transfer of accounts: 


1. The gaining command must complete a new profile to which the account will be transferred (otherwise, the transfer link will not be active). (See Section 1.2.1)

2. The gaining command must request transfer of the account before the losing command can complete the transfer. (See below)

3. The losing command must transfer the account. (See Section 1.6.6)

This section will explain how to request transfer of a user account. 

ASSUMPTION: Gaining command has already created new profile.
-Select User Profile tab 

-Select Global Search link
-Search for the User whose account is to be transferred 
-Select User ID link beside User whose account is to be transferred 
If the gaining command has not created a new profile as of yet, the following steps must be completed in order for the Request Account Transfer link to be active:

-Select Add Additional Profile [link]

-Create a new profile with the information for the user at the gaining command

-Once the profile is created, select the Update button

-Perform Global Search

-New profile will be reflected; Request Account Transfer [link] will now be available


-Select Request Account Transfer [link] beside account to be transferred

-Select Transfer To [link] beside User Profile to which account is to be transferred

An email will be sent to each person who has User Permissions for the UIC from which the account is to be transferred. 

Account will now have a status of “Transfer Request”.

1.6.6 Transfer Account 

When an account transfer is requested, users at the losing command with NEDS roles permissions for the UIC of the account transfer will receive notification of the request in their Action Items (Inbox) as shown below:
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CLICK HERE is a deep hyperlink that will take you directly to the account to be transferred.

This section will explain how to transfer a User Account.

-Select the CLICK HERE link on your Inbox

-Select Transfer Account link next to account to be transferred

-Confirm the transfer of this account to this user profile by clicking on the 'Transfer To' link. 

You will be returned to the User page showing all profiles and their associated accounts. The account you transferred is now shown next to its new profile.

1.6.7 Reject Transfer Account 

When an account transfer is requested, users at the gaining command with NEDS roles permissions for the UIC of the account transfer will receive notification of the request in their Action Items (Inbox) as shown below:
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CLICK HERE is a deep hyperlink that will take you directly to the account to be transferred/rejected.

This section will explain how to reject a User Account transfer request at the gaining command.

-Select the CLICK HERE link on your Inbox

-Select Reject Transfer Account link next to account to be transferred

You will be returned to the User page showing all profiles and their associated accounts. The account you rejected is shown next to its original profile.

Alternatively, NEDS allows the losing command to reject or cancel a requested transfer.
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This section will explain how to reject (cancel) a User Account transfer request as the losing command.

-Select the User Profile tab

-Search for the account that no longer needs to be transferred

-Select User ID link beside User whose account transfer is to be rejected/cancelled 
-Select Cancel/Reject Account Transfer [link] beside account that was requested for transfer

-Click Yes – Cancel/Reject to confirm the rejection

1.7  Existing Inventory

The existing inventory module allows the tracking of legacy equipment, hardware only. There is no requirement to populate this module; it is an optional module.  

1.7.1 Add Existing Inventory

This section will explain how to add a piece of existing inventory to a user profile.

-Select User Profile tab

-Search for the profile to which the existing inventory will be attached

-Select As-Is Inventory button to the right of the user profile

-Select Add New Device button
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-Complete all appropriate data fields

-Select Submit button
1.7.2 Edit Existing Inventory

This section will explain how to edit a piece of existing inventory that is already mapped to an existing NEDS user profile.

-Select User Profile tab

-Search for the profile that contains the existing inventory to be edited

-Select As-Is Inventory button to the right of the user profile

-Select Edit link to the right of the device to be edited
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-Edit existing inventory device

-Select Save 
1.7.3 Delete Existing Inventory

This section will explain how to delete a piece of existing inventory that is already mapped to an existing NEDS user profile.

-Select User Profile tab

-Search for the profile that contains the existing inventory to be deleted

-Select As-Is Inventory link to the right of the user profile name

-Select Delete link to the right of the device to be deleted

[image: image15.png]Exi

g Inventories:

Device Type __linventory Number I

DESKTOP. aveay Edit_Delete _Transfer





-Select OK

1.7.4 Restore Existing Inventory

This section will explain how to restore a previously deleted piece of existing inventory that was mapped to an existing NEDS user profile.

-Select User Profile tab

-Search for the profile that contains the previously deleted existing inventory to be restored

-Select As Is Inventory link to the right of the user profile name

-Select Restore link next to the piece of previously deleted existing inventory you want to restore

1.7.5 Transfer Existing Inventory

This section will explain how to transfer a piece of existing inventory that is mapped to an existing NEDS user profile.

-Select User Profile tab

-Search for the profile that contains the existing inventory to be transferred

-Select As Is Inventory link to the right of the user profile name

-Select Transfer link to the right of the device to be transferred

[image: image16.png]Existing Inventories:

Device Type _linventory Number I

DESKTOP. aveav Edit_Delete _Transfer





-Search for user to whom the device will be transferred

-Select the user from the drop down menu to whom the device will be transferred
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-Select Transfer Device button

1.8 Upload Profile Data – Revision Date 18 February 2005

This section describes the ability for users to import updated user profile information via a NEDS web interface. The interface will provide error records back to the user so that the user has a record of those issues that must be resolved before the information can be imported into NEDS.

-Select User Profile tab

-Select Upload Profiles link

-Select Browse button and locate the file to upload

NOTE:

Only UPDATES to existing user profiles can be imported via the web import process. New user profile records that do not exist in NEDS still must be imported via the NEDS Helpdesk

The ability to import user profiles is a newly added permission under the Manage Profile area titled Upload Profile. It will be the responsibility of the NEDS Lead to enable this permission on any other NEDS accounts that require importing capability.

The User Profile report serves as the basis of the import file; simply export the user profile report and update the information as necessary. Please see the NEDS Homepage for further information and file format instructions.

Ensure that changes made to the User Profile report are saved as an excel document before attempting to import the file. This requires the user to perform the “Save As” function, and then select the excel file type in the “Save As Type” drop down box. If the file is not saved this way users will be unable to import the file.

A maximum of 300 user records may be contained in one import file. Please do not include more then 300 user records in any one import file.

-Select Upload button

-After the file is loaded and ready for verification, click on Begin Verification Process link

NOTE:

The user import process will validate 100 records at a time. The validation process will stop, the entire file will fail the validation process, and errors will be returned to the user when there are 25 or more errors noted in any 100 records.

After 100 records have been verified the user will be presented a message that will ask if the user would like to continue to verify the file, or stop and correct the errors that have trapped thus far.

Depending on the size of the import file, validation time could take up to 5 minutes for each import. 

-If the verification was successful, the following message will display:
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-If there are one or more errors, the following message will display:
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-Select Click here link to view the error log

-Click on Export Report to export the whole report to an Excel file

-Select to either Open or Save the file

As shown below, the Excel spreadsheet will highlight the errors in red. For ease of use, users can save this file to their computer and use this spreadsheet as a baseline version from which they can fix the errors that were identified during the verification process.
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-After addressing the errors, resubmit this file for verification by selecting the Upload a Corrected File link
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-Continue the same process until all the errors are fixed

2.0 Seat Configuration Tab

This section covers two ways to add a seat to a user profile: 2.1.1 Add Seat to Single User and 2.4 Create Seat Configuration and Map to User(s). It covers legacy application and peripheral mapping either with the aforementioned template or as standalone single or multiple user mappings. It also includes instructions on how to cancel or delete a seat, edit or modify a seat, transfer a seat and perform global date changes to seats.

Please review Appendix H carefully before moving through the steps below.

2.1 Manage Seats – Revision Date 8 August 2005 

This section will explain the various ways NEDS Users can manage seats during their entire life cycle.

2.1.1 Add Seat to Single User

This section will explain how to add a single seat to a single user profile.

-Select Seat Configuration tab

-Search for the user profile to which you want to add a seat

-Select Create Seat link to the right of that user
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-Click the Select button next to the type of seat you want to add

-Complete data fields, including Service Start Date and Service End Date

-Select Configure Options, if options are to be added to this seat configuration

-Place check mark in box beside each option, change number of options (if needed and if allowed), change date(s) if they are different from the seat date

-Select Save button on Configure Options screen

-Select Save button on Configure Seat screen

Seat is now in Mod 0 status.  Only seats with Mod 0 status can be added to an initial (new) order.

NOTE: Required fields have a red asterisk *

NOTE: When adding a seat to a user profile that currently does not have a seat attached, searching must be done via Search by User Criteria. If searching is done via Search by Seat, and no seat is currently attached to the user profile, no results will appear.
2.1.2 Edit Seat

This section will explain how to edit a seat that has already been added to a NEDS user profile. A seat configuration can only be edited if its status is Pending Configuration. Please refer to Appendix H for more detailed information on Edit vs Modify and seat statuses.

-Select Seat Configuration tab

-Search for the user profile for which you want to edit a seat

-Select the seat to be edited by clicking on the description
-Click on the seat

-Edit seat data (if options other than those shown need to be edited/added, utilize Configure Options button)

NOTE:  With NEDS Release 1.4 (18 October 2004), if the seat has already been changed to a seat bundle and has no assetID, the seat can be changed to another bundle by selecting the Change CLIN link. If there is an assetID in NEDS, the TR flag must be set to Yes in order for the Change CLIN link to be utilized.)

-Select Save button

You may also search for the seat and edit seat data this way.
2.1.3 Modify Seat – Revision Date 1 August 2005
When a seat has a higher status than Pending Configuration but has not been placed on Buildout (see Section: 5.0 Buildouts Tab), certain data elements (Building, Floor, Room, and Cubicle) can be edited rather than modified. Job Order Numbers (JONs) and Additional Information can be edited at all times. Please refer to Appendix H for more detailed information on Edit vs Modify and on seat statuses.

-Select Seat Configuration tab

-Search for the user profile for which you want to modify a seat

-Select the seat to be modified

-Edit seat data (if options other than those shown need to be edited/added, utilize Configure Options button)

-Select Save button

You may also search for the seat and edit seat data this way.
Seat is now in Mod 1 (or higher). All orders, other than initial (new) orders, can accept seats in any mod # as long as the original seat is on the original order. Initial (new) orders can accept seats only at Mod 0.

NOTE: Modification to a seat cannot occur if the status is ‘On Order’.  If the status is ‘On Order’, the seat must be recalled in order to change the configuration of the seat to ensure that a Mod(1) seat is not inadvertently created before completion of the Mod(0) seat.

NOTE: A Seat (Mod) can be modified multiple times before being advanced through the Order process (i.e., if a seat has a Mod 1 status and needs to be updated, then you would click on Seat (Mod1) to create the new Modification). NEDS will not allow a new modification to be created if there is an existing Mod in Pending Configuration.   
NOTE: Do not use Modify Seat to cancel a seat. Please utilize the Cancel button and enter the new end date via this route. This will ensure the seat history remains accurate.

2.1.4 Recall Seat

If a seat has been moved higher than pending configuration, a Recall button will appear on the seat data page. A seat can also be recalled from the Manage Orders tab (see Section 3.1.3 Recall Seats).

2.1.5 Reassign Custodian (formerly, Transfer Seat) – Revision Date 14 January 2005

Since users no longer must be mapped to a seat in order to receive an NMCI account, the separation of seat and user created a new process whereby the person responsible for the seat may not be its major user. This responsible person is considered the Custodian. Transferring seats from one person to another is now considered “Reassigning Custodians”. 

In the past, a Move/Add/Change (MAC) was required each time a seat was transferred from one user to another even though it was really only a name change of the responsible person, Looking at it from that angle, now, when we [re]assign a custodian to a seat, no MAC is required unless the seat is to be moved or other modifications need to take place. 

This section will explain how to reassign the seat custodian from one NEDS user profile to another NEDS user profile.

-Select Seat Configuration tab

-Search for the user profile from which the seat is to be removed 

-Select the seat to be removed/reassigned

-Select Reassign Custodian link to the right of the seat
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-Search for the user to which the seat will be reassigned

-Select the Reassign Custodian button

NOTE:  When seats are sent to CDR, the custodian’s account is validated so a valid user must be used for the custodian.  Dummy profiles should be used.

2.1.6 Remove Seat

This section will explain how to remove a seat that is already added to a NEDS user profile. A seat can only be removed if it is in Pending Configuration status and has never been submitted to eMp. Please refer to Appendix H for more detailed information on Remove vs Cancel and seat statuses.

-Select Seat Configuration tab

-Search for the user profile from which you want to remove a seat

-Select the seat to be removed

-Select Remove link to the right of the seat
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-Confirm seat removal

2.1.7 Cancel Seat – Revision Date 20 October 2005
Please refer to Section 2.8 for an explanation on how to utilize the Cancel Seat capability in NEDS to cancel one or more seats in one action. To Cancel is to remove a seat already added to a specific NEDS user profile that has been submitted to eMp. Please refer to Appendix H for more detailed information on Remove vs Cancel and seat statuses.

2.1.8 Designating ESI or Leased Seats

This section will explain how to designate a leased or ESI seat.

-Select the Seat Configuration tab

-Search for the seat to be designated as ESI or other leased seat

-Click the Description link next to the seat to be refreshed

-Click the Seat link for the seat

-Select appropriate status for Lease Status

-Comments may be included in the Comments field

-Select Save button on Configure Seat screen

2.2  Technology Refresh – Revision Date 14 January 2005

This section will explain how to designate a seat for Tech Refresh.  Only delivered seats are eligible for TR so asset information must be entered in order to designate a TR seat. See the Manage Assets section for information on how to provide seat asset data.  

All TR seats will use seat standardization rules.  See Appendix N for more information about available CLIN bundles and what is required with each.   There is also up-to-date information on the NEDS Homepage.  See Appendix P for the flow diagram for Tech Refresh and Seat Standardization.

-Select the Seat Configuration tab

-Search for the seat to undergo Tech Refresh

-Select the link for the seat to be refreshed

-Select the Tech Refresh button on Configure Seat screen
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-Select required seat bundle

NOTE: 3000 and 4000 CLINs from the current seat will be automatically mapped as options on the new seat.  If desired, this can be removed and modified.

-Update Start Date and End Date if different from the default

NOTE:  Default start date will be the first day of the following month and end date will be last day of the fiscal year.

-Include any comments in the Comments field

-Perform legacy applications mapping and legacy peripherals mapping (if you would like to do so at this time).

NOTE:  Mappings from the original seat will be transferred to the tech refresh seat automatically.

-Select Save button

2.3 Seat Standardization – Revision Date 14 January 2005

This section will explain how to perform Seat Standardization.  Only undelivered seats are eligible for Seat Standardization. If assetID information has been entered, NEDS will not allow the seat to be standardized.  In this case, the actor will need to wait until the seat is ready for Tech Refresh before utilizing the CLIN Bundles. If you believe an assetID has been entered, in error, go to the Manage Assets page for this seat and remove the asset data, then return to this screen. (See Manage Assets section for full information on how to perform asset management.) Appendix N provides additional information about available CLIN bundles and what is required with each.  See Appendix P for the flow diagram for Tech Refresh and Seat Standardization.

-Select the Seat Configuration tab

-Search for the seat to be standardized

-Select the link for the seat to be standardized

-Select the Seat Standardization button on Configure Seat screen
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-Select required seat bundle

NOTE: 3000 and 4000 CLINs from the current seat will be automatically mapped as options on the new seat.  If desired, this can be removed and modified.

-Update Start Date and End Date if different from the default

NOTE:  Default start date will be the first day of the following month and end date will be last day of the fiscal year.

-Include any comments in the Comments field

-Perform legacy applications mapping and legacy peripherals mapping (if you would like to do so at this time).

NOTE:  Mappings from the original seat will be transferred to the new seat automatically.

-Select Save button

2.4 Create Seat Configuration and Map to User(s) – Revision Date 18 October 2004

This section will explain how to create a seat configuration and add this seat template to multiple user profiles at one time.  All new seats will conform to seat standardization guidelines.

-Select Seat Configuration tab

-Select Configure Seat

-Choose Ordering UIC from drop-down menu

[image: image27.png][Manage | Config. | Config. Legacy | Config
Seats Seat App- Tempi

Configure Seat

TIC: | NMCID1

Select 0001 AA(BUNDLE) RED BUNDLE $232 34





-Click the Select link next to the CLIN bundle you want to configure

-Complete data fields

-Select Next

-Place check mark in box beside each additional option, change number of options (if needed and if allowed), change date(s) if they are different from the seat date

NOTE:  Required options which come with the bundle will already be checked off but will not be editable.

-Select Next button

NOTE: You do not have to add legacy applications and or peripherals to this template. They can be added at another time, if desired.

-Select Add button in Legacy Applications area to add legacy applications

-Select legacy application you want to add from drop-down menu

-Select license type from the drop-down menu

-Select Save and Add Another button to add another legacy application, select Save button to finish adding legacy applications

NOTE: Until you select Save you will not see your list of applications 

-Select Add button in Legacy Peripherals area to add legacy peripherals

-Select legacy peripheral you want to add from the drop-down menu

-Select connection type from the drop-down menu

-Select Save and Add Another button to add another legacy peripheral, select Save button to finish adding legacy peripherals

NOTE: Until you select Save you will not see your list of peripherals
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-Select Next button

-Map seat to user

-Search for users to which you want to map the seat configuration

-Place a check mark in the box to the left of the user or users

-Select Create Seats and Add Others button to map the seat template to more user profiles, select Finish button when you are finished mapping the seat to user profiles
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2.5 Map Legacy Applications and Templates - Revision date: 03 April 2004 

2.5.1 Map Legacy Applications

This section will explain how to create a list of rationalized legacy applications and map them to multiple, active seats at one time.  This functionality is suggested if a NEDS user needs to add the same list of legacy applications to multiple seats. The seat searches will be done by locating the owner of the seats; any users mapped to this seat as shared accounts will receive the same legacy applications list but will not show up in the search because they are not the owner of the seat.

It is important to note that NEDS distinguishes between NIPRNEDS only, SIPRNEDS only and NIPRNEDS/SIPRNEDS legacy applications when mapping to seats. NEDS allows the following types of mapping:

· Unclassified seats (seat without a classified {CLIN 0009AA-AH}upgrade) can receive NIPRNEDS only and NIPRNEDS/SIPRNEDS legacy applications mapping. 

· Classified seats (basic seat plus a CLIN 0009AA classified upgrade) can receive SIPRNEDS only and NIPRNEDS/SIPRNEDS legacy applications mapping 

· Dual CPU seats (basic seat plus a CLIN0009AB-0009AH classified upgrade) can receive legacy applications mappings of NIPRNEDS only and NIPRNEDS/SIPRNEDS on the base seat side, and SIPRNEDS only and NIPRNEDS/SIPRNEDS on the classified side.

These business rules are enforced by the NIPRNEDS and/or SIPRNEDS boxes that the user is allowed to select on each seat.

2.5.1.1 Map Legacy Applications via Legacy Application Wizard

To Begin mapping:

-Select Seat Configuration tab

-Select Config. Legacy App.
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- Select UIC of seat that will be receiving the application mapping

- Select “NIPRNEDS” only, “SIPRNEDS” only or “Both NIPRNEDS and SIPRNEDS” from the classification drop down menu.  This selection will determine the type of application displayed in the search results. A user can only map one application classification type to seats at one time but he can select multiple applications within that classification type.

- Enter search criteria in the Legacy Application field (This can be a letter, an entire word, an acronym or the version number.  You may also search by RFS number.)
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- Select search button to display application results

- Select application(s) for mapping to seat
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NOTE: you can select multiple applications in this wizard.  Simply hold down the Ctrl key and click on individual applications or hold down the Shift key to select applications listed concurrently.
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- Select licensing information from License drop down if it applies to all applications selected

- Search for the profile(s) who “own” the seats which are to receive the legacy application(s) mapping (shared accounts will not appear in search results)

NOTE: NEDS will display search results with a check box beside each name, under the Add column, if the type of seat returned can accept the type of application selected.  For example, if you select “NIPRNEDS only” from the Select Classification drop down menu all of the applications returned will be NIPRNEDS only applications. You will not have a check box that will allow you to add this application to a SIPRNEDS seat because “NIPRNEDS Only” applications can only be mapped to NIPRNEDS seats or the NIPRNEDS side of a Dual CPU seat.
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Conversely, if you select “SIPRNEDS Only” from the Selection Classification drop down menu…
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…A check box will not appear next to those seats that have a NIPRNEDS (Unclassified) seat as “SIPRNEDS Only” applications can only be mapped to SIPRNEDS (Classified) seats or the classified side of a Dual CPU seat. 
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If you select NIPRNEDS/SIPRNEDS from the classification drop down menu you will have a check box under the Add column for all seats.

NEDS will also display check boxes under the NIPRNEDS and/or SIPRNEDS columns depending upon the type of seats that are to receive the mappings. Seats with no classified upgrade will have NIPRNEDS boxes only; seats with CLIN 0009AA options will have SIPRNEDS boxes only; and seats with CLINs 0009AB-AH options will have both NIPRNEDS and SIPRNEDS boxes. 

As shown below, if you are mapping a “SIPRNEDS Only” application, SIPRNEDS check boxes will appear in the SIPRNEDS column for those seats that have a classified upgrade. These check boxes will be pre-populated and un-editable but the applications will not be mapped to the seat until you select the “Add” check- box beside the seat and Save that addition. These boxes show the user that the application type matches the seat type. A check box will not appear in the NIPRNEDS column because a “SIPRNEDS Only” application cannot be mapped to an unclassified seat or unclassified side of a Dual CPU seat.
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The same logic applies when mapping a “NIPRNEDS Only” application to user’s seats. If  the user is mapping a “NIPRNEDS Only” application, NIPRNEDS check boxes will appear in the NIPRNEDS column for those unclassified seats. These check boxes will be pre-populated and un-editable. A check box will not appear in the SIPRNEDS column because a “NIPRNEDS Only” application cannot be mapped to a classified seat or classified side of a Dual CPU seat. 
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The only time the user will need to, or have the ability to, check the NIPRNEDS and/or SIPRNEDS box is when the user has a Dual CPU (seat with CLIN 0009AB-AH option) and selects NIPRNEDS/ SIPRNEDS applications. The user will need to determine which side – or if both sides – need to receive the mapping. The default is to place the application(s) on the NIPRNEDS side. Again, the user must also check the Add box and Save before the mapping is saved.

An example of this is listed below:
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To complete ANY application mapping:

-Check the Add check box to select the seat(s) that will receive the application mapping

-Select Save to save the mapping of the application to the seat(s) or Save and Add Another to search for other users

-Your mappings will not be saved until you select Save or Save and Add Another
NOTE: The default for all mapped Legacy applications is Approved.

2.5.1.2 Map Legacy Applications via Individual Seat – Revision Date 20 October 2005
This section utilizes the same business rules as discussed in 2.5.1.1 above.

- Select Seat configuration tab

- Enter search criteria to locate the owner of the seat that will receive legacy application mapping (all shared accounts will receive the same mappings once saved)

- Select seat

- Select Add link in Legacy Application section 
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NEDS will display the Configure Legacy Application screen.  The UIC drop down box will be “grayed out” because only applications within the same UIC as the seat selected are allowed to receive mappings. The application classification drop down box also defaults to the type of seat that was selected for mapping.

If an unclassified (NIPRNEDS) seat was selected for mapping: The Application Classification box only allows the user to choose “NIPRNEDS” or “NIPRNEDS/SIPRNEDS” applications, as these are the only type of applications that can be mapped to an unclassified (NIPRNEDS) seat.
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If a classified (SIPRNEDS) seat was selected for mapping: The Application Classification box only allows the user to choose “SIPRNEDS” or “NIPRNEDS/SIPRNEDS” applications, as these are the only type of applications that can be mapped to a classified (SIPRNEDS) seat.
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If a Dual CPU seat was selected for mapping: The Application Classification box will allow the user to choose any of the 3 applications types, as all 3 types of applications can be mapped to a Dual CPU seat.
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· Enter search criteria in Legacy Application field and click Search. The Configure Legacy Applications page will refresh and all Legacy Applications that meet the search criteria will display. Note that the appropriate check-boxes appear in the NIPRNEDS and SIPRNEDS columns, and the “Add” check box is pre-populated. 

If the seat receiving the mapping is a NIPRNEDS seat, and the Application to be mapped is a NIPRNEDS or NIPRNEDS/SIPRNEDS application, the application will be mapped to the NIPRNEDS side of the seat.
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If the seat receiving the mapping is a SIPRNEDS seat, and the Application to be mapped is a SIPRNEDS or NIPRNEDS/SIPRNEDS application, the application will be mapped to the SIPRNEDS side of the seat 
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If the seat receiving the mapping is a Dual CPU seat and the Application to be mapped is a NIPRNEDS/SIPRNEDS application, the user must select NIPRNEDS, SIPRNEDS or both boxes to receive mapping to the proper side(s) of the seat as well as selecting the Add box:
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- Select licensing information from drop down

- Select Save button to save the mapping or Save and Add Another to search for other applications.

- You must select Save before mappings will be added to the seat(s)

Once Save has been selected, NEDS will return you to the Manage Seats screen and will display the entire list of application currently mapped to the seat

NOTE: The default for all mapped Legacy applications is Approved.

2.5.2 Map Legacy Application Templates 

This section will explain how to map legacy application templates to NMCI seats and to view the list of legacy applications within the template being mapped.  It is important to note that NEDS distinguishes between NIPRNEDS only, SIPRNEDS only and NIPRNEDS/SIPRNEDS templates when mapping to seats. NEDS allows classified seats (basic seat plus a CLIN 0009AA classified upgrade), unclassified seats (seat without a classified upgrade) and Dual CPU seats (basic seat plus a CLIN0009AB-0009AH classified upgrade) the ability to receive legacy template mappings according to the template classification. 

NOTE: In ISF Tools, there is an ability to create a template encapsulating a list of legacy applications (i.e., Blue Disk). Please check with your ISF Tools point of contact for further information on this.

2.5.2.1 Map Legacy Application Templates via Legacy Applications Template Wizard 

-Select Seat Configuration tab

-Select Config. Template link
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-Select UIC of seat that will be receiving the template mapping

-Select “NIPRNEDS” only, “SIPRNEDS” only or “NIPRNEDS and SIPRNEDS” from the classification drop down menu.  This selection will indicate the type of templates that you wish to map and will determine the templates displayed in the search results. A user can map only one template classification type to seats at a time. 

-Click Get Templates
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The page will refresh and all of the available templates for the classification type that was selected  will appear. [image: image49.png]Configure Legacy Application Templats
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-Click the “Add” check box to select those templates that you would like to add to seats. Multiple templates can be selected to add to seats. 

- Search for the user profile(s) who owns the seats to receive the template mapping by entering the appropriate search criteria. You will not see user profiles who are sharing the seat – only the seat owners. However, the template mapping done to the seat will appear on their individual Manage Seats page. 

 NOTE: The Ordering UIC drop down box is “grayed out”. This is because you must map templates set up in a specific UIC in ISF Tools to the same UIC as the seat; you are not allowed to search for seats outside the template UIC already chosen.
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-After locating the seats that will receive the mapping, click the “Add” check box to the left hand side of the seat. This will indicate that the user wishes to map the legacy templates that have already been chosen to these seats. 

 NEDS will also display check boxes under the NIPRNEDS and/or SIPRNEDS columns for each seat. The appearance of the check box is determined by the type of applications that you have chosen to map and by the type of seats that are receiving the mapping. 
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 As shown above, if you are mapping a “NIPRNEDS Only” template, check boxes will appear in the NIPRNEDS column for those NIPRNEDS seats. These check boxes will be pre-populated and un-editable. A check box will not appear in the SIPRNEDS column because a “NIPRNEDS Only” template cannot be mapped to a classified seat. 

The same logic applies when mapping a “SIPRNEDS Only” template to user’s seats. If you are mapping a “SIPRNEDS Only” template, SIPRNEDS check boxes will appear in the SIPRNEDS column for those classified seats. These check boxes will be pre-populated and un-editable. A check box will not appear in the NIPRNEDS column because a “SIPRNEDS Only” application cannot be mapped to an unclassified seat. 

When mapping a “NIPRNEDS/SIPRNEDS” template to a dual seat, an empty check box will appear in both the NIPRNEDS and SIPRNEDS column. This will allow you to choose the side (or sides) of the seat to which the template should be mapped. An example of this is listed below:
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To complete your template mapping:

-Check the Add check box to select the seat(s) that will receive the template mapping

-Select Save to save the mapping of the template to the seat(s) or Save and Add Another to search for other users.

-Your mappings will not be added to the seat until you select Save or Save and Add Another.

2.5.2.2  Map Legacy Application Template to Seat via Individual Seat Search

- Select Seat configuration tab

- Enter search criteria to locate owner of seat that will receive legacy template mapping

- Select seat

- Select Add link in Legacy Template section of the Manage Seats Page
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NEDS will display the Configure Legacy Template screen.  The UIC drop down box will be “grayed out” because the templates list must come from the same UIC as the seat selected for mapping. The template classification drop down box also defaults based upon the type of seat that was selected for mapping.

If an unclassified (NIPRNEDS) seat was selected for mapping: The Template Classification box only allows the user to choose “NIPRNEDS” or “NIPRNEDS and SIPRNEDS” applications, as these are the only type of templates that can be mapped to an unclassified (NIPRNEDS) seat.
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If a classified (SIPRNEDS) seat was selected for mapping: The Template Classification box only allows the user to choose “SIPRNEDS” or “NIPRNEDS/SIPRNEDS” templates, as these are the only type of templates that can be mapped to a classified (SIPRNEDS) seat.
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If a Dual CPU seat was selected for mapping: The template Classification box will allow the user to choose any of the 3 template types, as all 3 types of templates can be mapped to a Dual CPU seat
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· Select Get Templates

· The Configure Legacy Templates page will refresh and all legacy templates that meet the search criteria will display. Note that the appropriate check-boxes appear in the NIPRNEDS and SIPRNEDS columns and the “Add” check box is pre-populated.
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If the seat receiving the mapping is a NIPRNEDS seat, and the template to be mapped is a NIPRNEDS or NIPRNEDS/SIPRNEDS template, the template will be mapped to the NIPRNEDS side of the seat
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If the seat receiving the mapping is a SIPRNEDS seat, and the template to be mapped is a SIPRNEDS or NIPRNEDS/SIPRNEDS template, the template will be mapped to the SIPRNEDS side of the seat 
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If the seat receiving the mapping is a Dual CPU seat, and the template to be mapped is a NIPRNEDS/SIPRNEDS template, the user must indicate which side(s) of the seat is to receive this mapping. As shown below, the user must check the appropriate boxes to indicate the mapping. 
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To complete the legacy template mapping:
- Select Save to save the mapping of the template to the seat(s) or Save and Add Another to search for other users.

- Your mappings will not be added to the seat(s) until you select Save or Save and Add Another
2.6 Map Legacy Peripherals - Revision date: 12 March 2004

This section will explain how to map legacy peripherals to a seat.

2.6.1 Map Legacy Peripherals via Legacy Peripherals wizard – Revision Date 20 October 2005
This section will explain how to create a list of legacy peripherals and map them to an individual or multiple user seats at one time.  Both the basic seat CLINs and the classified CLINs (CLIN 0009AA-AH) can receive Legacy Peripheral mapping.  This functionality is suggested if a NEDS user needs to add the same list of legacy peripherals to multiple user seats. A more comprehensive discussion of NIPRNEDS and SIPRNEDS business rules can be found in Section 2.5 Map Legacy Applications and Templates.

-Select Seat Configuration tab

-Select Config. Periph.
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-Enter search criteria to search for legacy peripheral.  NEDS will display results.

-Select peripheral from dropdown. 

-Select connection type

NOTE: You can select multiple peripherals in this wizard.  Simply hold down the Ctrl key and click on individual peripherals or hold down the Shift key to select peripherals listed concurrently. However, the connection type should be the same when selecting multiple peripherals.
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-Search for the profile(s) who are owners of the seats which are to receive the legacy peripheral(s) mapping

NOTE: NEDS will display search results with a check box to the left of each name displayed.
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NEDS will also display check boxes under the NIPRNEDS and SIPRNEDS columns for each seat. The appearance of the check box is determined by the type of seat to which the peripheral will be mapped. 

As shown below, if you are mapping a peripheral to a “NIPRNEDS” seat, the NIPRNEDS check box will appear in the NIPRNEDS column. This check box will be pre-populated and un-editable. 
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If you are mapping a peripheral to a “SIPRNEDS” seat, the SIPRNEDS check box will appear in the SIPRNEDS column. This check box will be pre-populated and un-editable.

[image: image65.png]Prevl] - 36 of 36 Hext Show 50

W Add|user ame

Pendng
4 oou3s 2700412 amooe oo s155555 8355790 $547525 ForaS oo





If you are mapping a peripheral to a “Dual CPU” seat, an empty check box will appear in both the NIPRNEDS and SIPRNEDS column. This will allow the user to choose the side (or sides) of the seat to which the peripheral(s) should be mapped. An example of this is listed below.
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-Select Save button to save mapping or Save and Add Another to search for other seats to map peripheral

-Until you select Save or Save and Add Another, the peripherals will not be mapped.
NOTE: Once you select Save NEDS will return you to the Manage Seats screen and will display the entire list of peripherals currently mapped to this seat.

NOTE: The default for all mapped legacy peripherals is Approved.

2.6.2 Map Legacy Peripherals via Individual Seat Search

- Select seat configuration tab

- Enter search criteria to locate seat owner that will receive legacy peripheral mapping

- Select seat

-Click ADD link in legacy peripheral section of the Users Seat screen

[image: image67.png]Manage Seats

COCHE,JEFFREY V
Seats I~ Show Deleted

() O0V1AC BLUE, Bl tr. 2 reproved e
2305530 Rooms BSMIT (QUARTERS 2, Mod: 1012003 3502004 8279905 8000 327668 7" 0177003 Transtr 499
v

Legacy Applications Swe |  Search:

Seat ID Seat Legacy Apps
/2308930 0001 AC BLUE, Bidg: Girs. 2, Room BSHT (UARTERS 2, Mo 0 Add
Legacy Peripherals Save|  Search:

Seat D [Seat Legacy Peripherals

2303930 0001AC BLUE, Bidg: irs. 2, Room BSHT (QUARTERS 2, Mo 0 Add

Legacy Templates
I~ Remove ™ Approve Template Name NIPRNET SIPRNET
~ Enterprise Applications - HIPRKET only 7

2308930 0001AC BLUE, Bld: Girs. 2, Room: BSMT (QUARTERS 2), Motk 0 add





-User is taken to the Configure Legacy Peripherals Screen

-User enters search criteria and clicks search to display peripheral listing

. 
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NOTE: The ADD box is pre-populated next to the User profile of the seat that has been chosen for mapping. The user can select multiple peripherals by holding down the Ctrl key and clicking on individual peripherals or hold down the Shift key to select peripherals listed concurrently. However, the connection type should be the same when selecting multiple peripherals.

NEDS will also display check boxes under the NIPRNEDS and SIPRNEDS columns of this seat. The appearance of the check box is determined by the type of seat to which the peripheral will be mapped.  

As shown below, if you are mapping a peripheral to a “NIPRNEDS” seat, the NIPRNEDS check box will appear in the NIPRNEDS column. This check box will be pre-populated and un-editable. 
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 If you are mapping a peripheral to a “SIPRNEDS” seat, the SIPRNEDS check box will appear in the SIPRNEDS column. This check box will be pre-populated and un-editable.
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If you are mapping a peripheral to a “Dual CPU” seat, an empty check box will appear in both the NIPRNEDS and SIPRNEDS column. This will allow the user to choose the side (or sides) of the seat to which the peripheral should be mapped. An example of this is listed below.
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- Select Save button to save mapping or Save and Add Another to search for peripherals to be mapped to this seat.

- Until you select Save or Save and Add Another, the peripherals will not be mapped.

NOTE: Once you select Save NEDS will return you to the Manage Seats screen and will display the entire list of peripherals currently mapped to this seat.

NOTE: The default for all mapped Legacy peripherals is Approved.

2.7 Shared Accounts Mapping - Revision date: 03 April 2004
This section will explain how to map user profiles (shared accounts) to a seat. The shared account will be mapped appropriately to the type or side(s) of a seat: NIPRNEDS (seats with no CLIN 0009 upgrade), SIPRNEDS (seats with a CLIN 0009AA upgrade), or Dual CPU (seats with a CLIN 0009AB-AH upgrade) and once mapped will share the seat’s options and legacy applications and peripherals mapping. 

2.7.1 Shared Accounts Mapping via the Seat Configuration Tab

The shared accounts mapping function via the Seat Configuration tab will allow you to map shared accounts by selecting the seat first before selecting the users who are to share the seat.   


-Select Seat Configuration Tab

-Search for the user profile that contains the seat to be shared with other(s)

-Select seat

-Select Add Share link from the Manage Seats screen
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-Search for users who will be sharing the selected seat

NOTE: NEDS will display the search results with a check box to the left of each user under the Assign column as well as a NIPRNEDS and SIPRNEDS column to the right of the user. Check boxes will appear under these columns depending on the type of seat that is being shared. 

For example, if the seat does not have a dual CPU or classified upgrade NEDS will display a check mark in a grayed-out check box under the NIPRNEDS column only.  This is an indication that the shared account is a NIPRNEDS shared account only.  
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If the seat has a classified upgrade (CLIN 0009AA), a grayed-out check box with a check mark will be in the SIPRNEDS column only.  This is an indication that the shared account is a SIPRNEDS shared account only.  
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If the seat configuration has a dual CPU (CLINs 0009AB – 0009AH) there will be an empty check box under both the NIPRNEDS and the SIPRNEDS columns.  This will allow you to select one or both sides of the seat to map the shared account.  Either or both sides of the seat can be shared in this scenario.
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-Check the appropriate box under the NIPRNEDS and SIPRNEDS columns (if available), to indicate which side(s) of the seat will be shared.  

-Check the Assign check box to the left of each user who should share seat. 
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-Select Share button to save the share or Share and Add Another to search for other users with whom to share the seat.

-Until the Share or Share and Add Another button is selected, the shares will not be mapped to the seat.
Once the process is complete, NEDS will return you to the Manage Seats page.  

To view the shared users for this seat:

-From the Manage Seats page, Select Users link next to the seat that is shared
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The Seat Shared Users page below lists all users who share the seat.  
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To remove a shared account simply un-check the appropriate box or boxes under the NIPRNEDS and/or SIPRNEDS column.  If both boxes are un-checked the user will be entirely removed from the seat share.  

You must select the Save Changes button to save any changes.  NEDS will refresh the screen to show the change(s).    
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NOTE: If a seat later has a classified upgrade (CLIN 0009AA) added, the shared account will automatically change to display a checkbox in the SIPRNEDS column.  A message will alert the person modifying the seat that NIPRNEDS mappings will be lost if the upgrade is completed. SIPRNEDS mappings will then need to be made independently.


2.7.2 Shared Accounts Mapping via User Profile Tab 

The shared accounts mapping function via the User Profile tab will allow the user to map shared accounts by first selecting the user who is to share the account before selecting the seat to be shared.

-Select User Profile Tab

-Search for user who will share the seat from the Manage User Profiles screen

-Click on Add Share link next to the appropriate user who will share the seat
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NEDS will display Add Shared Account for: screen.

-Perform search to locate the seat that is to be shared

-Select “Share Seat” link
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NEDS will display Seat Shared Users screen listing the seat and seat owner in the top section and the users who will share the seat in the bottom section.  

The screen capture below shows a checkbox under both the NIPRNEDS and SIPRNEDS columns indicating the shared account can be mapped to the NIPRNEDS and/or SIPRNEDS side of the seat.  If the seat is a NIPRNEDS only or a SIPRNEDS only seat, NEDS will automatically display a grayed-out check box with a check under the appropriate column.  

-Check the appropriate box under the NIPRNEDS and/or SIPRNEDS column if they are not automatically grayed-out.  

-Select the Save Changes button or Save & Add Another Share to continue to map other users to this seat.
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NEDS will display a message at the top of the screen indicating that the seat share has been saved.  

NOTE: If you select the Save & Add Another Share button, NEDS will display the Share Seat screen.

-Search for other users to share this seat.

NEDS will display users based on the user’s search criteria in a table format shown below.
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-Check Assign check box to the left of user(s).  If checkboxes under the NIPRNEDS and SIPRNEDS columns are empty, check side(s) of seat to map user.

-Select Share button to map account or Share and Add Others to map account and search for other users.

Upon selecting Share, NEDS saves and returns you to the Seat Shared Users screen.  The user(s) that share this seat will display on this page.
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NOTE: If you choose to make changes to remove or add additional shares, select or de-select appropriate NIPRNEDS and/or SIPRNEDS box and click on Save Changes.  

To Remove the Shared Account entirely you must remove the check from the checkbox under the NIPRNEDS and/or SIPRNEDS side of the seat.  All check boxes must be empty.

2.8 Cancel Seat – Revision Date 20 October 2005
This section will explain how to cancel a seat, or multiple seats, that has already been added to a user profile.  This functionality is generally used if there are multiple seats that need to be canceled, or end, on the same date. Another way to Cancel an individual seat is explained in Section 2.1.7 Cancel Seat.

-Select Seat Configuration tab

-Select Cancel Seat
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-Search for the seats you want to cancel

-Place a check mark in the box to the left of the seats you want to cancel

-Enter an end date in the Cancel Date area

-Select Cancel button

-Select OK button to confirm cancelled seats

2.9 UnCancel Seat - Revision date 20 October 2005
This section will explain how to uncancel a seat or multiple seats that have been canceled using the Cancel Seat function in Section 2.8. This functionality should be used when a seat has been erroneously cancelled using the cancel seat function or if a seat has been cancelled and you now want to return it to its prior status (i.e., Approved by eMp). This functionality will entirely remove the Seat(Mod) that was created to cancel the seat and will restore the history and status back to the prior Seat(Mod).

-Select Seat Configuration tab

-Select UnCancel Seat link
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-Search for the seat(s) you want to uncancel

NOTE: NEDS will display seat(s) that was cancelled using the Cancel Seat link if the Order(Mod) created to cancel the seat has not yet been approved by eMp.  Although the seat status will display as Cancelled, NEDS is displaying the prior Order(Mod) number – and it will be to this Order(Mod) the seat will be returned when the UnCancel function is saved.  

In the scenario below, a Mod 1 was created to cancel the Mod 0 so the Mod 0, not the Mod 1, will be displayed.  
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-Place check mark in the check box to the left of each seat that is to be uncancelled

-Select UnCancel button
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NOTE: NEDS will display message that will allow you to save or stop the UnCancel process.  If you choose OK, NEDS will UnCancel the seat but will also remove all history associated with the cancellation of the seat, as stated in the message.
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-Select OK to continue or Cancel to stop the process.  

NOTE: If you select “OK” NEDS will return to the UnCancel Seat page and you will no longer see the seat(s) that uncancelled.  

SCREEN SHOTS:

Before you complete the UnCancel process: 
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After you complete the UnCancel process:
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To view the now UnCanceled seat in its prior/uncancelled status

-Select Manage Seats link

-Enter search criteria to locate owner of seat that was uncancelled

NOTE: When you search for the seat(s) under the User’s Seats page you will see that NEDS has restored the status of the seat that was canceled back to Approved by eMp and removed the Mod that was created to cancel the seat.  

For example, if you cancel a Mod 0 the status will change to “Cancelled”, the end date will change to the cancellation end date, and a Mod 1 will be created.  When you UnCancel the seat the Mod 0 status will change back to “Approved by eMp”, the end date will change back to the Approved by eMp end date, and the Mod 1 will be removed. 

2.10 Global Date Change

This section will explain how to change the start and/or end dates on multiple seats simultaneously.  

-Select Seat Configuration tab

-Select Global Date Change

-Search for the seats you want to ‘globally’ date change

-Place a check mark in the box to the left of the seats

-Enter the new Start Date and/or the new End Date
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-Select Change button

-Select OK button to confirm global date change

2.11 Global CLIN 0041 Update – Revision Date: 9 July 2004

This section will explain how to add CLIN 0041 options to multiple seat “Parent” CLINs through a single series of actions. (This functionality is similar to the wizard functionality for Global Date Change.) These options consist of CLIN 004101–004106.

There are certain rules and restrictions to keep in mind while performing the actions below pertaining to the CLIN 0041 options.

1. Each CLIN option has specific Parent CLINs that it can be mapped to.  These are as follows:

· CLINs 004101-004103 can be mapped only to Parent CLINs 0001AA-AD, 0001AF, 0002AA-AB, 0003AA, 0004AA, 0004AC, 0036AB-AE, 0036AG, 0036AI, 0036AJ, 0036AL, 0036AO, and 0038AQ
· CLIN 004104 can be mapped only to Parent CLINs 0001AA-AD, 0001AF, 0002AA-AB, 0003AA, 0004AA – 0004AC, 0036AB-AE, 0036AG, 0036AI, 0036AJ, 0036AL, 0036AO and 0036AQ

· CLINs 004105 and 004106 can be mapped only to Parent CLINs 0001AA-AD and 0036AB-AE

2. Each Parent CLIN may have only one mapping from the CLIN 0041 series.

3. A CLIN 0041 cannot be mapped to a seat (Parent CLIN) that does not have a seat configuration status of “Approved by eMp” in its history.  This prevents adding a CLIN 0041 to a newly added seat with an Order(Mod 0).

4. The Start and End dates for the CLIN being added must be at least four months apart within the same fiscal year, and may be backdated.

-Select Seat Configuration tab

-Select Global CLIN 41 Updates
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-Select which CLIN 41 will be applied

-Select the Start and End date for the CLIN to be applied

-Select Next button
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-Search for the seats you would like to “globally” change

-Place a checkmark in the box to the left of the seats to be updated
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-Select Update CLINs button
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NEDS will display a message confirming that the updates have been made

3.0 Seat Orders Tab

The Seat Order tab is utilized to move seats through final preparation, approval and  placement on an eMp order. There are 3 steps in this process: Prepare Seats for Order, Approve/Disapprove [seats] and Assign Seats to Order. Other issues related to the ordering process are also covered in this section: recall seats, create an order, submit an order to eMp, modify an order, delete an order, and renew an order for the next fiscal year. Please see Appendix H, page 3 for further explanation, definitions and scenarios.

3.1 Prepare Seats for Order 

This section will explain how to prepare seats to be placed on an order and submit the seats for approval.  Pending Submission is a placeholder that NEDS Users can utilize as a checklist or holding bin before submitting a seat for approval. It is an optional status – seats do not have to move through this level. See Appendix I for a full list of statuses and definitions.

NOTE: When performing searches, if you select a particular [seat] status NEDS will return seats with only that status. If this is a multi-page search this status filter had been applied, when you select “Save” NEDS will take you to the next set of data automatically. This expedites the process of moving many seats thru the various order steps. The other option [without a status filter] is to select “Save” then after saving, select “Next”.

3.1.1 Pending Submission

-Select Seat Order tab

-Select Prepare Seats for Order

-Search for seats you want to prepare for order

-Place a check mark in the box under the Pending Submission column next to the seats you want to change from Pending Configuration status to Pending Submission status – if you choose to utilize this function/status

NOTE: If you select the box in the header beside Pending Submission, it will select all seats on the displayed page
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-Select Save button

-Select Next if your list is longer than that displayed on the current page

-Repeat selection process

OR, you may go directly to the Submit for Approval capability

3.1.2 Submit for Approval

-Place a check mark in the box under the Submit for Approval column next to the seats you want to change from Pending Submission status to Submitted for Approval status

NOTE: If you select the box in the header beside Submit for Approval, it will select all seats on the displayed page
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-Select the correct workflow from the Workflow Thread drop-down menu
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-Select Save button

-Select Next if your list is longer than that displayed on the current page

-Repeat selection process

NOTE: Workflow threads are created and managed under the Admin tab.  Workflows consist of one or more people who will be a part of the chain to approve seats before they are assigned to an order group. See section 7.9 Manage Workflow.
3.1.3 Recall Seats

This section will explain how to recall seats that have already been pushed to a higher status. This functionality is used if a NEDS User has submitted a seat for approval or if a seat already placed on an order needs to recalled for additional order preparation.

-Select Seat Order tab

-Select Prepare Seats for Order

-Search for seats you want to recall
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-Place a check mark in the box under the Recall column to the left of the seats you want to recall

NOTE: If you select the box in the header beside Recall, it will select all seats on the displayed page

-Select Save button

-Select Next if your list is longer than that displayed on the current page

-Repeat selection process

NOTE: You can also recall an individual seat by searching for the user profile and locating the seat to be recalled. Please see Section 2.1.4 Recall Seat.
3.2 Approve/Disapprove Seats

This section explains how a NEDS User can approve or disapprove seats that have been sent to the workflow thread. Only NEDS Users who are part of a workflow approval thread will  use this functionality.

NOTE: When performing searches, if you select a particular [seat] status NEDS will return seats with only that status. If this is a multi-page search this status filter had been applied, when you select “Save” NEDS will take you to the next set of data automatically. This expedites the process of moving many seats thru the various order steps. The other option [without a status filter] is to select “Save” then after saving, select “Next”.

-Select Seat Order tab

-Select Approve/Disapprove Seats
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-Search for seats you want to approve or disapprove

-Place a check mark in the approve or disapprove box to the left of the seats you want to approve or disapprove

NOTE: If you select the box in the header beside Approve or Disapprove, it will select all seats on the displayed page

-Select Save button

-Select Next if your list is longer than that displayed on the current page

-Repeat selection process

NOTE: If there are no check boxes to the left of the seats you want to approve or disapprove, someone in the workflow thread (if there are multiple people in the thread) may not have approved the seats before you.  Select Proxy Approve button to the right of the seats you want to proxy approve to skip other(s) in the thread.

NOTE: Seat statuses will remain at Submitted for Approval status until final person on workflow thread approves seat. Status will then become Approved (or if disapproved, status will once again become Pending Configuration and the disapproval will be noted in the seat history record). 

3.3 Assign Seats to Order

This section will explain how to assign seats to an order.  Only seats that have been approved by everyone in the workflow thread can be assigned to an order; those seats have a status of Approved.

NOTE: When performing searches, if you select a particular [seat] status NEDS will return seats with only that status. If this is a multi-page search this status filter had been applied, when you select “Save” NEDS will take you to the next set of data automatically. This expedites the process of moving many seats thru the various order steps. The other option [without a status filter] is to select “Save” then after saving, select “Next”.

-Select Seat Order tab

-Select Assign Seats to Order

-Search for seats you want to assign to an order

-Select order from Orders drop-down menu
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-Place a check mark in the box to the left of the seats you want to add to the order

NOTE: If you select the box in the header Assign, it will select all seats on the displayed page

-Select Save button

-Select Next if your list is longer than that displayed on the current page

-Repeat selection process

3.4 Manage Orders

This section will explain the steps necessary to submit an order to eMp.  The steps are Create Order (3.4.1), Assign Seats to Order (3.4.5), and Submit to eMp (3.4.6). Other issues covered in this section are: modify order, edit order, and delete order.

3.4.1 Create Order

This section will explain how to create an order.  

-Select Seat Order tab

-Select Manage Orders

-Select Create Order button

-Enter order information

-Select Save button
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3.4.2 Edit Order

This section will explain how to edit an existing order – this will not make edits to individual seats assigned to the order.

-Select Seat Order tab

-Select Manage Orders

-Select order to be edited
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-Edit order

-Select Save button
3.4.3 Add MOD to Order

This section will explain how to add an order modification, or order mod, to an existing order. An order must have been submitted to eMp in order to create the MOD.

-Select Seat Order tab

-Select Manage Orders

-Select order to be modified

-Select Mod Order button
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-Enter new effective date (and any other edits necessary)

-Select Save button

3.4.4 Delete Order – Revision Date 1 August 2005
This section will explain how to delete an existing order.

-Select Seat Order tab

-Select Manage Orders

-Select Remove button to the right of the order you want to delete
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-Select OK button to confirm deletion

NOTE: By agreeing to delete this order, all seats will be removed from the task order and their statuses will be reset to Approved. The task order will then be deleted. Think about this very carefully before deleting the order as each individual seat must be mapped back to a task order if the action is executed by mistake. If you want to delete individual seats, you should do them one-by-one.
3.4.5 Assign Seats to Order

You can jump to the Assign Seats to Order capability from this screen by clicking on the Assign Seats link. A full explanation of this functionality can be found under Section 3.3 Assign Seats to Order.

3.4.6 Submit Order to eMp

This section will explain how to submit an order to eMp once the seats have been assigned. 

-Select Seat Order tab

-Select Prepare Seats for Order
-Place a check mark in the box to the left of the order you want to submit to eMp
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-Select Save button

NOTE: If you select the box in the header next to the S, it will select all orders. When you select Save, all orders will be submitted.

NOTE: When an order is submitted to eMp, it is placed in a queue, rolled up, and must be totally processed before you will see the results back in NEDS.
3.4.7 Renew Order

This section will explain how to renew an order for the following fiscal year.  This functionality is used if you have the same or a similar order for the next fiscal year.  After the order is renewed, it may be edited before it is submitted.

-Select Seat Order tab

-Select Manage Orders

-Select order you want to renew

NOTE: The order you wish to renew may be one with a Mod #. Please be sure to select the proper (or perhaps latest) version or Mod of the order to be copied and select that order(mod).

-Select Renew Order button
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-Edit order information as necessary for the new order

-Select Save button
NOTE: Because the renewal process requires that each seat configuration on the order be copied onto each user profile, order renewals are placed in a queue. The renewal must be totally processed before you will see the results back in NEDS.

3.4.8 Reporting Capabilities

There are 2 reports you can download from this screen by utilizing the Total Order link and Order Detail link.

Total Order provides line-by line rollup configuration information giving all data including changes. Black is original data, red is canceled seat configuration data and green is new seat configuration data.

Order Detail provides information on that specific order or Mod only. It does not combine new (Mod) information with prior order information.

3.5 Find Seat Order Errors

This section will explain how to find errors for a task order.  

-Select Seat Order tab

-Select Find SeatOrder Errors
-Enter File Name
NOTE: Both the file name and sequence number come from the email that was sent to the NEDS User who submitted the Task Order to eMp.
-Enter Sequence Number
-Click Search Button
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4.0  Assets Tab  – Revision Date 1 August 2005

This section explains the functionality that has been added to make asset reconciliation data more easily accessible for NEDS users.  It explains managing the existing asset information and updating NEDS with new asset information. The Assets tab has specific permissions tied to it to give NEDS Leads the ability to limit this access.

The Asset Reconciliation process is the precursor to a suite of initiatives essential for the support of a total NMCI solution:  NEDS-EDS interface, Task Order Renewals, Invoice Reconciliation, Enterprise Account Management, Seat Standardization, Technology Refresh, Deployables Tracking, and Service Request Management.

Note:
When seat spans fiscal years, records will be linked so that when any delivery information is received for prior FY seat, it will be reflected on the new FY seat.  If delivery information is received after the seat has become a new FY seat, but the delivery data is for old FY, the delivery information will be reflected on the old FY seat as well as the new FY seat.

Please refer to Appendix M for more detailed information about the Asset Reconciliation process using the NEDS/CDR interface.

4.1  Update Asset Data  – Revision Date 14 January 2005

The Update Asset Data capability allows the NEDS user with the appropriate permissions to add and update asset information associated with each seat and option that has been delivered.  In the future, this will also provide seat acceptance to EDS.  When the NEDS/CDR interface is functioning in the Production environment, the ability for the NEDS user to edit/add asset data via NEDS will be disabled. 

-Select the Assets Tab

-Select the Search by Seat Criteria tab
-Search for Seat that will be receiving the asset data information 

-Select the seat 

[image: image110.png]o Descrption

e i T R —— s O s
Dot R 18 425742245 | M. ROTES. Koo, WAoo, 12065 530000516260 5065 51269 On Bkt $2420%





NEDS will display the Update Seat/Option Asset Information screen listing the Seat CLIN and CLIN options in a table format.  

NOTE:  The seatID will be at the top of the screen for reference

To place asset information into the fields provided:

-Select Edit Asset Info button 
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-Review the information already listed for the asset(s) for accuracy

-Enter information and/or corrections into the Building, Floor, Room, Cubicle, Port ID, Asset ID, Machine Name and/or Delivery Date fields.

NOTE: Building, Floor, Room, and Cubicle are auto-populated with the same information displayed on the Seat Configuration screen.  If updating either of these fields, this will also change the information listed on the Seat Configuration screen. 

After a seat has been reconciled, if a seat is not in Pending Configuration status changes will not be allowed in NEDS unless the NEDS User is creating a service request (modifying the seat. Changes will then come from Asset Center (CDR) after a Service Request has been completed.

-Select Save Changes

-NEDS will display message that the “Asset Information is saved”

NOTE:  The Asset ID must be unique and cannot already exist on another seat.  If the Asset ID already exists on another seat, NEDS displays message with the seat id that the Asset ID is already mapped to and will not save the changes.  To correct the information select the Edit Asset Info button. 
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-Select Close
NEDS displays the Update Asset Data screen.

4.2  Approve/Disapprove EDS Updates  – Revision Date 14 January 2005

The Approve/Disapprove EDS Updates capability allows the user to review the asset information sent from the EDS Asset Center and accept or reject the information before it is entered into NEDS.

4.3 Upload Asset Data – Revision Date 1August 2005

This section describes the ability for users to import updated asset information via a NEDS web interface. The interface will provide error records back to the user so that the user has a record of those issues that must be resolved before the information can be imported into NEDS.

-Select Assets tab

-Select Upload Assets link

-Select Browse button and locate the file to upload

NOTE:

Only UPDATES to existing asset data can be imported via the web import process. New asset records that do not exist in NEDS still must be imported via the NEDS Helpdesk

The ability to import asset data is a newly added permission under the Manage Profile area titled Upload Assets. It will be the responsibility of the NEDS Lead to enable this permission on any other NEDS accounts that require importing capability.

The Asset Data Report serves as the basis of the import file; simply export the Asset Data Report and update the information as necessary. Please see the NEDS Homepage for further information and file format instructions.

Ensure that changes made to the Asset Data Report are saved as an Excel document before attempting to import the file. This requires the user to perform the “Save As” function, and then select the Excel file type in the “Save As Type” drop down box. If the file is not saved this way users will be unable to import the file.

-Select Upload button

-After the file is loaded and ready for verification, click on Begin Verification Process link

NOTE:

The user import process will validate 100 records at a time. The validation process will stop, the entire file will fail the validation process, and errors will be returned to the user when there are 25 or more errors noted in any 100 records.

After 100 records have been verified the user will be presented a message that will ask if the user would like to continue to verify the file, or stop and correct the errors that have trapped thus far.

Depending on the size of the import file, validation time could take up to 5 minutes for each import. 

NOTE:
For larger files, please contact the NEDS Data Management Lead (Kelly Yearout) at kyearout@anteon.com. 
-If the verification was successful, the following message will display:
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-If there are one or more errors, the following message will display:
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-Select Click here link to view the error log

-Click on Export Report to export the whole report to an Excel file

-Select to either Open or Save the file

NOTE:  The Excel spreadsheet will highlight the errors in red. For ease of use, users can save this file to their computer and use this spreadsheet as a baseline version from which they can fix the errors that were identified during the verification process.

-After addressing the errors, resubmit this file for verification by selecting the Upload a Corrected File link

-Continue the same process until all the errors are fixed

5.0 Buildouts Tab– Revision Date 1 August 2005
Buildout creation allows the NEDS User to work with EDS to create related blocks (groups) of seats. Typically, these blocks of seats are seats that will roll out in the same physical area. Once the Buildout is created and when all seat delivery and/or account information is accurate, the User will push this information through the NEDS interface to EDS.  

Because the Manage Buildout screen can become quite large, NEDS will not automatically render all Buildouts when this Tab is selected. A Status must now be chosen before information is shown.  Once the status is selected and the Filter button is pressed, information will appear on the screen.  
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An option to highlight the submitted buildouts in which all seats/accounts have been processed or rejected by CDR is available.  By checking the ‘Show Completed’ box, this will filter records when the status selected is ‘Buildout Submitted’. NOTE: This will return both Complete and in progress Buildouts.
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Note: When the Show Completed checkbox is checked, the Buildout Status must be ‘Buildout Submitted’.

5.1 Create Buildout – Revision Date 14 January 2005

This section will explain how to create a Buildout.

-Select Buildouts tab

-Select Create Buildout button
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-Enter appropriate data in fields (Required fields are marked with a red asterisk *)

NOTE:  Here is some guidance when filling in these fields:  

Block Name – Buildout Blocks can be named anything you wish. A suggestion, however, would be to name the Blocks with the Buildout Type as an extension: 


Headquarters (or Bldg #) – NIPRNEDS Seats


Headquarters (or Bldg #) – SIPRNEDS Seats


Headquarters (or Bldg #) – Accounts

This will ensure that all Buildouts for that location are displayed together in the Buildouts list on the Manage Buildouts screen.

Start Date – Seats cannot be placed on Buildout until this date.

Cutoff Date - Seats cannot be placed on Buildout after this date. Date is usually based on a certain number of days before anticipated rollout is to begin, i.e., the Delivery Date

Delivery Date – Date seats are anticipated to begin rollout.

Account Type – When selecting Accounts as the Buildout Type, you will need to specify which type of account is needed (REG, REGS, NNPIU, etc.)

Contact Email Address – Must be a valid email address and can be as many as needed.  Enter one at a time and then select Add Email

-Select Save button

5.2 Add Seats to Buildout

This section will explain how to assign seats to a Buildout.

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts
-Select Assign Seats link for the Buildout to which you want to add seats
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-Search for seats you want to add using search screen

-Check the box next to the seats you want to add

-Select Save button

5.3 Remove Seats from Buildout

This section will explain how to remove seats from a Buildout.

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select Assign Seats link for the Buildout from which you want to remove seats

-Select the seat status of On Buildout and select Filter

-Uncheck the box next to the seats you want to remove

[image: image119.png]Seat Status << All Statuses >> Fitter | Save | Build Out FM 62 MOD 1

Page 1

[ vrnine orrmauclang i Locaionoun sutowsbnapmees ——saw

[] ReaganPatriciaA NODD38 700 SMTH (MCB Camp HM Smith) 2701484 10/1/2004 S/30/2005 (H) 0001AB WHITE, Bldg: 700, Room: 320, Mod: 0 Approved By eMp





-Select Save button

5.4  Add Accounts to Buildout

This section will explain how to assign accounts (user profiles) to a Buildout.

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select Assign Accounts link for the Buildout to which you want to add accounts
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-Search for user profiles you want to add using search screen

-Check the box next to the profiles you want to add to create new accounts

-Select Save button

5.5  Add Accounts to Buildout Using a Seat Buildout – Revision Date 14 January 2005

This section will explain how to assign accounts to an Account Buildout after creating a seat Buildout.  NEDS will automatically create an account Buildout which includes all of the profiles that do not have an NMCI account type of the Buildout just created.  This will include all profiles for custodians that do not have an NMCI email address in NEDS as well as any other user profile that was mapped to a seat on the Buildout.

NOTE: If a User Profile assigned to a seat already has an NMCI account, the email address must be entered into NEDS (under User’s Profile) in order to prevent account duplication. 

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select Create Accts link for the seat Buildout from which you want to create new accounts

-Select OK to confirm creation of an Account Buildout

Buildout can be modified after creation, when necessary.

5.6  Remove Accounts From Buildout

This section will explain how to remove accounts from a Buildout.

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select Assign Accounts link for the Buildout from which you want to remove accounts

-Select the account status of Requested and select Filter

-Uncheck the box next to the profiles you wish to remove
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-Select Save button

5.7 Edit Buildout – Revision Date 14 January 2005

This section will explain how to edit a Buildout.  

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select the BuildoutID link next to the Buildout you want to edit

-Make appropriate edits

NOTE:  None of the Buildouts fields may be edited, except Delivery Date, after the Buildout has been submitted to CDR and these fields will be grayed out. 

-Select Save button

5.8 Delete Buildout

This section will explain how to delete a Buildout.  Buildouts may not be deleted if there are seats or accounts assigned or if the Buildout has already been submitted to CDR.  In this case, you will need to remove the seats or accounts and then delete the Buildout. See procedures above for removing seats and/or accounts.

-Select Buildouts tab

-Select Letter [of Block Name title] or All from the Buildout List to show Buildouts

-Select Remove link next to the Buildout you want to delete
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-Confirm deletion

5.9 Buildout Reports

This section will describe the reports available to review data being sent to CDR.  There are three reports to review the three types of data:  seats, accounts, and legacy applications.  These reports are available for download by selecting the appropriate link, either Seats, Leg Apps, and Accounts, on the Manage Buildouts screen.

5.9.1 Seat Buildout Report

This report lists all the seats that have been mapped to each Seat Buildout.

 5.9.2  Account Buildout Report

This report lists all the accounts that have been mapped to each Account Buildout.  Only those user profiles that do not have an NMCI email address entered in NEDS Accounts screen willl be listed on the Account Buildout

 5.9.3  Legacy Application Buildout Report

This report lists all the applications that have been mapped to each seat on the Buildout.

5.10  Validate Buildout – Revision Date 18 February 2005

This section will explain how to validate the data on a Buildout prior to submitting it to CDR.  This capability allows users to validate buildout data an unlimited amount of times before it is submitted to the CDR interface.  Any errors will be noted in a separate window and the NEDS user should resolve these issues before submitting the buildout.

This validation will also be automatically performed directly after a user submits a buildout. Any errors found during this process will be returned to the user on the screen for resolution. Data will not actually be submitted to the CDR interface until all identified errors have been resolved. Users should resolve any identified errors and resubmit the buildout.  The potential error messages are organized into four areas: seat, application, user and account errors. 

-Prepare Buildout by adding/deleting data and checking for accuracy

-Select the Manage Buildouts link

-Select the Validate link
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-If there are no errors in the Buildout, NEDS will display the following message:
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-If the selected Buildout has errors, NEDS will display them so they can be corrected.
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NOTE:  The above error is a Seat Error and is contained within the Seat Error section. Various errors will appear in their respective section.

-Repeat the above steps for the Buildout until all the data has been validated and NEDS indicates the Buildout can be submitted

5.11  Submit Buildout – Revision Date 1 August 2005

This section will explain how to electronically submit a Buildout to CDR through NEDS.

-Review Buildout reports for accuracy and completion (see Section 8.9) and make any necessary corrections

-Select the Submit link for the Buildout you would like to submit to CDR 

-Confirm that the data is final and ready for submission – changes may not be made after this point

-Data will be validated by NEDS (see Section 5.10)

-When ready, data is submitted to CDR for OCM process

Any additional data errors will be communicated back through NEDS for the submitter to review and correct.

5.11.1 Monitor Buildout Statuses – Revision Date 1 August 2005
Once a Buildout has the status of Buildout Submitted, the progress of the Buildout can be viewed from the View Monitor Buildout Screen.  

-Select Buildouts tab

-Select ‘Buildout Submitted’ and Filter

-Scroll right and select ‘View Monitor’
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Once the View Monitor link is selected, the screen displaying the status of the Buildout appears.
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NOTE:  The ‘View Monitor’ feature will only appear when the Buildout Status selected is ‘Buildout Submitted’, not for Buildout Status ‘Buildout Pending Submission’. 

6.0 Reports Tab

The Reports tab contains standard reports that are run from data gathered in NEDS as well as the ability to run ad hoc reports.  If there are reports that a NEDS User needs on a regular basis, a request may be submitted to the NEDS Helpdesk.  From this request, a change request is generated to have the report reviewed and added as a standard report.  Most reports are available for export to Excel.

-Select Reports tab

-Select desired report from left column
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-Enter necessary search criteria

-Select Submit button, if applicable

-Select Export button, if you choose to Export the data to MS Excel or enter email address if it will go through the report queue
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-Select Save to Disk or Open to save the report or open it immediately

6.1 Available Reports  – Revision Date 14 January 2005

This section describes all of the reports available in NEDS.

6.1.1  Ad Hoc Report

The Ad Hoc report capability is intended to provide the ability to run reports that are non-standard.  Users can customize which fields they would like in their reports.  

At least three fields with a blue asterisk (*) must be filled in unless at least one field marked with a red asterisk (*) is filled in.

6.1.2  As-Is Inventory Report

This report will give the Claimant/USMC an easy way to track their existing inventory data and, if needed, provide to the EDS Site Managers for use in estimating the required number of machines for a site.  This report will also provide the device type as well as the inventory numbers.

6.1.3  Asset Reports

Users who have access to the reporting feature within NEDS will have the ability to run several reports on asset data that has been entered into the system for a specific UIC.  There are now four asset-related reports available.  Each CLIN and option will be shown as a separate line on the report and options to a CLIN will be shown with an indentation on the report.  Users have a variety of search criteria available to further filter results.

· Asset Data Report – provides all of the CLINs and their asset information (if currently entered into NEDS).  This report is also used for importing updated data back into NEDS
· Reconciled Asset Report – provides all of the CLINs (and their asset information) whose Reconciled flag has been set to Yes with the exception of ESI/Leased seats

· Non-Reconciled Asset Report– provides all of the CLINs (and their asset information both from NEDS and EDS) whose Reconciled flag has not been set to Yes with the exception of ESI/Leased seats.  

· Reconciled/Non-Reconciled Asset Report – provides all CLINs (and their asset information both from NEDS and EDS) whether or not the reconciled flag is Y 

6.1.4 CLIN Reports

This report lists all active CLINs and which options are enabled on each.  This report is available for both claimant-specific and across all of NEDS.

6.1.5 CLIN Configuration Report

This report lists seats, their custodians, and their legacy peripherals. 

6.1.6  CLIN Price List Report

This report lists all current CLINs and their current price.

6.1.7 CLIN Summary Report by Order

Identifies by UIC the dollar amounts and quantity of CLINs and CLIN options on an order being prepared for submittal to eMp.  Total costs for quantities ordered are shown monthly and annually.

6.1.8  CLIN Summary Report by Organization

Identifies by UIC the dollar amounts and quantity of CLINs and CLIN options ordered for an organization for submittal to eMp.  Total costs for quantities ordered are shown monthly and annually.

6.1.9  Detailed Seat Order Report

Identifies by UIC, on a specified order group, the CLIN and CLIN options the NMCI services that will be ordered for each.  Also includes service start and end dates, as well as delivery location.  The quantity of CLIN and CLIN options shown on this report will match the NMCI CLIN Summary Report by Order when the same search values are used.

6.1.10  eMarketplace Summary Report (Ordered)

This report provides a list of each CLIN configuration on a specified order group that has been Submitted to eMp; it also provides the total number of each set of configurations. It is displayed similarly to the report provided by eMp.

6.1.11  OCM Report

There are three types of OCM reports now available and can be used as a guideline for creating Buildouts.  These can also be used to request SIPRNEDS seats and accounts for delivery.  Each of these is available for both NIPRNEDS and SIPRNEDS.

· Seat Data - provides seats that have been Approved by eMp and are ready for delivery

· Legacy Applications - provides the list of legacy applications to be loaded onto the seats listed on the Seat Data OCM

· User Account – provides a list of Users for whom accounts need to be created; this list is used in conjunction with the Seat Data OCM

6.1.12  Order (MOD) Delta Report

The Order (MOD) Delta Report provides specific variations between one Order (MOD) and its previous Order (MOD) in a clear and concise depiction.  It will compare all information seat-by-seat and will identify all changes (and only the changes) in three categories:

· New seats added to the Task Order

· Cancelled seats removed from the Task Order

· Modified seats altered on Task Order

This report will give the Claimant/USMC an easy way to provide changes in Task Orders to the various EDS Site managers.

6.1.13  Organization Chart Report

This report provides the ability to print out all, or a portion of, an organization chart.

6.1.14  Seat to Application Mapping Report

This report provides seats and their legacy application mappings.

6.1.15  Shared Seats Report

This report identifies shared seats by seat ID, ordering UIC, organization name and includes the name of the seat owner and shared user.

6.1.16  User Profile Report

This report provides complete information about a User or Users; the report contains all the data elements in the User Profile.

6.2  Report Queue – Revision Date 14 January 2005

The report queue is used to manage simultaneous requests for reports from NEDS.  Most reports are now sent to the Report Queue instead of being generated on the fly.   Initially reports will be listed on the Pending Queue while processing and while waiting to be processed.  After that, the report will be listed in the Finished Queue and an email will be sent to the address provided to inform the user that the report is complete and ready for download.
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7.0 Administration Tab
Claimant/USMC NEDS management is done within the Administration Tab. The following sections describe the functionality of each link.

7.1 Manage Organizations - Revision date: 14 June 2004
This section will explain how a NEDS User can manage their organization chart.  Users can add or edit an organization, add a sub-organization, assign UICs to an organization, and delete an organization.

NOTE: If a level on the organization chart is “grayed” out, it indicates that there are no sub-levels under it. You can add sub-levels, see Section 7.1.2 Add Sub-organization.

7.1.1 Add/Edit Organization

This section will explain how to add a new organization or edit an existing organization.

-Select Admin tab

-Select Manage Organizations

-Select the Pencil next to the organization you want to edit
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-Follow instructions on the page to add or edit the organization

-For Echelon II/Major Subordinate Command or Command/Unit, check appropriate box.
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-Select Save button
7.1.2 Add Sub-organization

This section will explain how to add a sub-organization to an existing organization.

-Select Admin tab

-Select Manage Organizations

-Select the Pencil next to the organization to which you want to add a sub-organization

-Select Add a Sub-Org button
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-Enter appropriate data in fields

-Select Add button

7.1.3 Assign UIC

This section will explain how to assign a UIC to an organization.

-Select Admin tab

-Select Manage Organizations

-Select the Pencil next to the organization to which you want to assign UIC

-Select Assign UIC button
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-Select UIC from list 

-Select Save button
7.1.4 Delete Organization

This section will explain how to delete an existing organization.

-Select Admin tab

-Select Manage Organizations

-Select organization to be deleted

-Select Delete button

-Confirm deletion

NOTE: If you have seats that have been sent to eMp that are mapped to the organization to be deleted, a message will appear informing you of the mapped seats in eMp and you will not be able to delete the organization.

If you have seats that have not yet been sent to eMp that are mapped to the organization to be deleted, a message will appear informing you of the mapped seats. In order to delete the organization, you can either transfer the seats to a user profile in another organization or remove the seats.

7.2 Manage Roles and Permissions – Revision Date: 15 August 2005
This section will explain how to manage NEDS roles and permissions.  

NOTE: In the past NEDS has used the User email address as the system’s unique identifier and has automatically provided this in the email box. As of 14 June 2004 the unique key will be the User ID so the email address will need to be typed in. Please be aware that if you do not enter the User’s correct email address, that User will not receive any automated notifications.

7.2.1 Add User Role

This section will explain how to create a new NEDS user.

-Select Admin tab

-Select Manage Roles & Permissions

-Search for user who is to receive permissions

-Select Edit button next to the user name
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-Enter data in fields (red asterisk * indicated required field)

NOTE:  Primary Email Address is the address to which notifications from NEDS should be sent.  It may be the same as the Login Email Address.

-Select Supervising Organizations from drop-down menus and select Add button after each organization for which the user is to be responsible
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-Select Supervising Ordering UIC from drop-down menu and select Add button after each
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-Select Assigned Workflow from drop-down menu and select Add button after each
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-Select Save button

-Select Set Permissions button
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-Place a check mark in the box to the left of the permission to be assigned to the user

NOTE: NEDS has defaults already assigned depending upon the type of account chosen (Super User, Point of Contact, or Assistant). These are defaults only – you can choose to give the user whatever permissions are needed to perform his tasks. However, you cannot give this account more permissions than those assigned to your current role.

-Select Save Permissions button

-Select Back to Update User Account button

-Select Save button

-Select Set Password and Notify User button – an email will be send to this new user with his log in and temporary password
7.2.2 Edit User Role

This section will explain how to edit an existing NEDS User’s permissions.

-Select Admin tab
-Select Manage Roles & Permissions

-Search for the user profile you want to edit

-Select Edit button next to the user name

-Edit the appropriate data

-Select Save button

NOTE: If permissions need to be edited, select Set Permissions, make edits and Save.

7.2.3 Delete/Inactivate User Permissions

-Select Admin tab
-Select Manage Roles & Permissions

-Search for the user profile you want to edit

-Select Edit button next to the user name

-Select either Delete or Inactivate from the drop down menu

-Select Save button

7.2.4 Manage Roles and Permissions Report

The Roles & Permissions Report will display a list of users who have accounts in NEDS based upon the UIC selection(s) of the NEDS user running the report.  

-Select Admin Tab

-Select Roles & Permissions Report link
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NEDS displays Roles & Permissions search screen.
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-Select specific UIC or “ALL” from the UIC drop down menu.  
NOTE: NEDS prepopulates the UIC drop down menu and lists only those UIC(s) to which the logged-in user has access. The user must select a specific UIC or the “All” value from the drop down menu or NEDS will not return results.  To narrow a search the user may also enter the last name of the account holder.

NOTE: If the user selects “ALL” NEDS will return results for all UICs listed in the drop down menu.

-Select Submit button.

-Select Export button to Export the data to MS Excel

7.3 Enable Claimant CLIN List – Revision Date 18 October 2004

This section explains how to manage the CLIN table at the Claimant/USMC level, and/or allow a UIC within the Claimant/USMC to manage their own CLIN table.  

7.3.1 Manage Claimant CLIN List

This section will explain how to manage the claimant CLIN list. All CLINs and bundles that are to be available for ordering must be enabled.

7.3.1.1 Enable CLINS

-Select Admin tab

-Select Enable Claimant CLIN List

-Place a check mark in the box to the left of the CLIN or bundle you want to be available for order
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-Select Save button

NOTE: If a check mark is not placed in a box next to a CLIN, then that CLIN will not appear on the seat configuration screen.

7.3.1.2  Set Rules

-Select Admin tab

-Select Enable Claimant CLIN List

-Select Rules next to seat CLIN or option CLIN for which option CLINs are to be mapped
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-Place check mark in box to left of each option CLIN you want to be enabled for the particular seat or option you chose

NOTE:  Required column will have a checkbox if the option CLIN is required for this CLIN bundle.  This field is non-editable due to the seat standardization guidelines.
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-Select Update button

-Select Save button

NOTE: Option CLINs can be enabled under Seat CLIN, or vice versa. Scroll down to option, enable the CLIN, select “Rules” and apply it to specific seats.

7.4 Enable UIC CLIN List – Revision Date 18 October 2004

This section will explain how to allow a UIC within a Claimant/USMC can manage their own CLIN table.

-Select Admin tab

-Select Enable Claimant CLIN List

-Select UIC Lookup Rules button
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-Place a check mark in the box under Manage at UIC
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-Place a check mark in the box to the left of the UIC(s) that will manage their CLIN list

-Select Save button

-Select Previous button

NOTE: If you allow a UIC to manage its own CLIN table, you will not be able to later “pull” it back up to the Claimant level.

NOTE: The UIC will receive only the CLINs enabled at the Claimant/USMC level.

7.4.1 Manage UIC CLIN List

This section will explain how to manage the UIC CLIN list.  This list will display those options that are now required as a result of the Seat Standardization effort.

-Select Admin tab

-Select Enable UIC CLIN List

-Select Your Supervising UIC from the drop-down menu
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NOTE: The UIC will receive only the CLINs enabled at the Claimant/USMC level. If needed CLINs are not available, the Claimant/NEDS Lead should be contacted.

-Follow steps under 7.3.1 Enable UIC CLIN List to enable any CLINs needed for ordering purposes under this UIC

-If CLINs are enabled that should not be available for this UIC, de-select them by clicking on the check mark in the box next to the CLIN

-Select Save button

NOTE: If a check mark is not placed in a box next to a CLIN, then that CLIN will not appear on the seat configuration screen.

7.5 Manage Seat Delivery Locations

This section will explain how to manage the seat delivery locations for a particular Claimant/USMC.  

7.5.1 Add Seat Delivery Location

This section will explain how to add a seat delivery location.

-Select Admin tab

-Select Manage Seat Delivery Locations

-Select Add Delivery Location button
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-Enter appropriate data in fields

-Select Add button

NOTE: Be sure to select the correct PSI. This new location and its mapping will be exchanged with eMp and ISF Tools via the interface.

7.5.2 Edit Seat Delivery Location

This section will explain how to edit an existing seat delivery location.

-Select Admin tab

-Select Manage Seat Delivery Locations

-Select Edit to the right of the delivery location you want to edit
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-Edit appropriate data

-Select Save button

7.5.3 Deactivate Seat Delivery Location

This section will explain how to deactivate an existing seat delivery location.

-Select Admin tab

-Select Manage Seat Delivery Locations

-Select Edit link to the right of the delivery location you want to deactivate
-Update field Active to ‘No’

-Click Save button
NOTE: If there are seats that have been sent to eMp that are mapped to the location to be deactivated, a message will appear informing you of the mapped seats in eMp and that the location cannot be deactivated. The seats must be cancelled before the location can be deactivated.

If there are seats that have not yet been sent to eMp that are mapped to the location to be deactivated, a message will appear informing you of the mapped seats and that the location cannot be deactivated until the seats are either mapped to another location.

7.6 Manage Groups

This section will explain how to manage groups.  Groups can be utilized across the Claimant/USMC or for personal use only.

7.6.1 Add Group

This section will explain how to create a new group.

-Select Admin tab

-Select Manage Groups

-Select Add Group button
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-Enter appropriate data in fields

-Select Save button
NOTE: You can create a group to be utilized across the entire Claimant/USMC or for personal use only by selecting the appropriate category.

7.6.2 Edit Group

This section will explain how to edit an existing group.

-Select Admin tab

-Select Manage Groups

-Select Edit to the right of the group you want to edit
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-Edit appropriate data

-Select Save button

7.6.3 Delete Group

This section will explain how to delete an existing group.

-Select Admin tab

-Select Manage Groups

-Select Delete to the right of the group you want to delete
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-Confirm deletion

NOTE: If there are user profiles mapped to the group to be deleted, that group association will disappear. You may want to run a report on this particular group before deleting it. 

7.6.4 Add Users to Group

This section will explain how to add user profiles to an existing group.

-Select Admin tab

-Select Manage Groups

-Select Users link to the right of the group for which users are to be added
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-Place a check mark in the box to the left of all user profiles to be added to the group

-Select >> button
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NOTE: Use this function to place multiple users in a group.  NEDS will add the group name to each user profile.

7.6.5 Remove Users from Group – Revision Date 20 October 2005
This section will explain how to remove user profiles from an existing group.

-Select Admin tab

-Select Manage Groups

-Select Users link to the right of the group for which users is to be deleted
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-Within the list on the right side of the page, place a check mark in the box to the left of all user profiles to be deleted from the group

-Select << button. User is removed from list and group name is deleted from the user profile.

NOTE: You can also delete a group from a user profile by utilizing the User Profile tab and editing the profile. (See Section 1.3 Edit User Profile)

7.7 Manage UIC

This section will explain how to manage UICs within a claimant.

7.7.1 Add UIC

This section will explain how to add a UIC.

-Select Admin tab

-Select Manage UIC

-Select Add UIC button
[image: image157.png]Manage Uics

AddUic
IC Number_—UIC Name .

NoDo70 ‘COMPACFLT Edit





-Enter appropriate data in fields

-Select Add UIC button

7.7.2 Edit UIC

This section will explain how to edit an existing UIC.

-Select Admin tab

-Select Manage UIC

-Select Edit to the right of the UIC you want to edit
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-Edit appropriate data

-Select Save UIC button

NOTE: If the edit is being used to delete a UIC and there are profiles and seats that are mapped to it, they must be transferred to another UIC before the UIC can be deleted. If the edit is being used to delete a UIC and there are orders that are mapped to it, the UIC cannot be deleted.

7.7.3 Map Site Locations

This section will explain how to map site locations to an existing UIC.

-Select Admin tab

-Select Manage UIC

-Select Map Site Locations to the right of the UIC to which you want to map site locations
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-Place a check mark in the box to the left of all site locations you want to map to the UIC

-Select >> button

-Select Back button

7.8 Global Seat UIC Change   

This section will explain how to globally move seats from one UIC to another. (You must have permission to Manage UICs in order to perform this tasking.)

-Select Admin tab

-Select Global Seat UIC Change
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-Select the UIC the seats will be moved to
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-Select Next

-Search for the seats you would like to “globally” move to the UIC selected on the previous screen

NOTE:  Only those seats that are at Mod(0) and have a status of “Pending Configuration” may be modified and only these seats will be displayed in the search results.  

The UIC chosen on the previous screen is displayed at the top of the screen.
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-Place a checkmark in the box to the left of the seats to be moved
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-Select Update UICs button

NEDS will display a message indicating that the changes have been made
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7.9 Change User/Seat UIC  - Revision Date  1 August 2005

This section will explain how to change UICs for both Custodians and seats at the same time when seats are in a status below ‘On Order’.
Note:  By choosing a new UIC on this page then applying it to selected Custodians, the new UIC will be applied to both the Custodian and all seats mapped to them.

-Select Admin tab

-Select Change User/ Seat UIC
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Enter information in the fields.  When completed, press the Change User And Seat UIC button.
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7.10 Manage Workflow Thread

This section will explain how to manage workflow threads.  Workflow thread scenarios can be found in Appendix E.

7.10.1 Add Workflow Thread

This section will explain how to add a workflow thread.

-Select Admin tab

-Select Manage Workflow Thread

-Select Add New Workflow from the Select Workflow Thread drop-down menu
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-Enter Workflow Thread name

-Select members of new workflow from list of user names in the left-hand box

-Select >> button

-Select Send Message if each user is to be sent an email message each time seats are submitted to him for approval

-Select Update Workflow button
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NOTE: You may select more than one user by holding down the CTRL key.

NOTE: You may edit the hierarchy of the user names in the workflow thread.  Select the name of the user you want to move up or down in the workflow hierarchy and select the Up button or Down button. The first name at the top of the list is the first person to approve the seats.

NOTE: This approval thread is used to approve seats, NOT entire orders.
7.10.2 Edit Workflow Thread

This section will explain how to edit an existing workflow thread.

-Select Admin tab

-Select Manage Workflow Thread

-Select the workflow thread to be edited from the drop-down menu

-Edit appropriate workflow data

-Select Update Workflow button

7.10.3 Delete Workflow Thread

This section will explain how to delete an existing workflow thread.

-Select Admin tab

-Select Manage Workflow Thread

-Select the workflow thread to be deleted from the drop-down menu

-Select Delete Workflow button
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-Confirm deletion

7.11 Manage Message Board

This section will explain how to manage the message board that appears on the Users’ Homepage.  

7.11.1 Add New Message

This section will explain how to add a message.

-Select Admin tab

-Select Manage Message Board

-Select Add New Message button
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-Enter data in appropriate fields

-Place a check mark in the box to the left of the Supervising Org, Supervising UIC and/or Delivery Locations to indicate where the message will be sent
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-Select Save Message button

NOTE: If the message has not been saved and the Reset Message button is selected, all data in the current message will be erased and the message will NOT be sent.

7.11.2 Edit Message

This section will explain how to edit an existing message.

-Select Admin tab

-Select Manage Message Board

-Select Edit to the right of the message you want to edit

-Edit message

-Select Save Message button

7.11.3 Delete Message

This section will explain how to delete an existing message.

-Select Admin tab

-Select Manage Message Board

-Select Delete to the right of the message you want to delete

-Confirm deletion

7.11.4 Get Messages for UIC

This section will explain how to retrieve messages for a specific UIC.

-Select Admin tab

-Select Manage Message Board

-Select a UIC from the Get Messages for UIC drop-down menu
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7.12 Manage Legacy Domain – - Revision Date  14 June 2004
This section will explain how to manage the legacy domains stored in NEDS.

7.12.1 Add New Domain

This section will explain how to add a new legacy domain.

-Select Admin tab

-Select Manage Legacy Domain

NOTE:  Only those domains for the claimants you have access to will display in the list of domains.

-Select Add Domain button
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-Enter legacy domain name and description

-Enter Yes or No for active legacy domain

-Select Add button

7.12.1  Edit existing domains

-Select Admin tab

-Select Manage Legacy Domain

-Select Edit link next to the domain to be modified
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-Update necessary information and

-Select Update button

NEDS also shows the number of user profiles that are linked to this domain for your reference.

7.13 Manage Legacy Peripheral – Revision Date  1 August 2005

This section will explain how to manage the legacy peripherals.

7.13.1 Add New Peripheral – Revision Date 1 August 2005
This section will explain how to add a new legacy peripheral.

-Select Admin tab

-Select Manage Legacy Peripheral
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To add a peripheral, click ‘Add Peripheral’ button and the screen to add a peripheral appears.
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Enter Information in the required (*) fields.  Press the Add button when completed.
7.13.2 Edit Peripheral – Revision Date 1 August 2005
This section will explain how to edit an existing legacy peripheral.

-Select Admin tab

-Select Manage Legacy Peripheral
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Click ‘Edit’ for the peripheral for modification.
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Enter Information in the required (*) fields. Once edits are complete, press the ‘Update’ button for changes to take place.

8.0 NEDS Documents Tab – Revision Date 14 January 2005

This tab gives the users access to the NEDS Homepage and all the posted documents without logging out of NEDS.  A new window will be opened with the NEDS Homepage visible.

APPENDICES

Appendix A: Help Desk Info

e-Mail:  NEDS.Helpdesk@lmco.com
Telephone:  301-866-1417

When you contact the Help Desk, please be prepared to give them the following information:

Claimant/USMC – for non-USMC personnel, please indicate your Claimant name at the ECH II level.

Contact Information:

First Name

Last Name

Telephone Number

e-Mail Address

Description of Issue:

If applicable:

UIC

Seat IDs 

Appendix B: What is a site?

A site is a permanent geographic location where one or more operating units carry out their mission.  It is a geographic, not organizational, unit. 

A site is a military station, base or complex, training complex, or commercial complex.  In general, a site can be either an actual military base or one that is military base-like. Only one site can reside per base 

For example, a site may be one of the following.

Base/Camp/Station:  A geographically contiguous piece of government real estate comprised of multiple buildings in campus-like infrastructures or point-to-point circuits to a limited number of wide area Points of Presence (POPs) located within the geographical boundary.  Examples include:  NAVSTA's and NAS's.

Complex:  A group of buildings resembling a campus-like infrastructure that may or may not reside on government property. A complex is linked with high-speed service to a limited number of wide area POPs maintained for the campus NEDSwork.  Complexes that reside on bases will be counted with the base.  Examples include: GSA furnished space in the Federal Building in Asheville, NC.

Campus:  Any educational or commercial campus where NMCI connectivity is required. An example would be Duke University.

Building:  A single, remote building that is connected to the Wide Area NEDSwork.  This structure is not part of a base, campus, or complex.  An example is a RESFOR building servicing 25 users in Oklahoma, or a building in Crystal City, Arlington, VA.

NOTE: Metropolitan areas are NOT treated as sites.  They represent a collection of sites.

Relationship between Site and Physical Site Identifier, Site Code and Implementation Group

Each site has exactly one Physical Site Identifier (PSI) code. The term PSI is equivalent to site code or 4-code.

Site names and PSIs are used to identify locations where NMCI assets are deployed.  Implementation Groups are used to identify locations where legacy applications are LADRA tested.  The LADRA testing location may not always be the same as the deployment location.  Implementation Groups are named using the same site name and PSI taxonomy as sites.

Appendix C: Information needed to request a new Physical Site Identifier (PSI)

All data listed below is required for timely processing of a PSI request.  If any of the required data is not included, it will result in a delay since time will be spent to determine the required data.

Notes: Seats that will receive a RAS solution may not require their own PSI.

The term Physical Site Identifier (PSI) is the same as Site Code or  4-Code.

Required information:

Service (Navy or Marine Corps) or name of Contactor:

USN Claimant or USMC Command:

Name of command/activity/business where seats will be delivered:

UIC:

Name of facility/building where seats are located:

If the facility/building where the seats will be located is part of a base/campus/ complex/facility, please provide the name of the larger installation/facility (for example: NS San Diego):

Number of seats: (Note: If more then 10 seats, approximate number is sufficient.)

Street Address:

City:

State:

Zip:

Name and phone number of a POC where seats will be located:

Name and phone number of a POC concerning this request:

Other military activities that are co-located with the activity that will receive the seats:

Once this information is complete, please e-mail it to:

 Kevin Hotaling (kevin.hotaling-eds@eds.com) and Carl Steinmetz (carl.steinmetz@eds.com)

If you have any questions, please contact Kevin Hotaling (kevin.hotaling-eds@eds.com) at (703) 456-5010 0r Carl Steinmetz (carl.steinmetz@eds.com) at (703) 456-5061

Appendix D: Display of seat configuration(s) data

There seems to be some confusion as to why the same seat appears multiple times under a person’s seat record. In order to give the Claimants/USMC the level of detail required to view MOD deltas (vs only Order rollups as we had in NOIS), we need to display the various seat configurations in the same format as in eMp.

The steps detailed below will indicate how seat configurations are shown as a seat moves from inception, thru modifications, thru new FY copying:

1. When you create a seat, it has an initial configuration and will show up as a line item with a seat status of “Pending Configuration”. It will then move thru the Seat Order Process until it reaches a status of “Approved by eMp”.

2. When you modify the seat in any way (utilizing the “Modify” seat button), 2 things will happen. 

a. NEDS will change the end date on the initial configuration (line 1) to the new start date minus 1 (start date should be the same as the MOD effective date). 


NOTE: When you modify a seat, it requires that you put in a new start date even though you are not starting or ending the seat. This is because you are modifying the seat configuration. The old configuration ended, hence the need for a start date for the new configuration and the need for a new end date on line 1. You will note, however, that the seat number does not change as only the configuration changed, not the seat itself. You can also follow the changes by clicking on the (H) beside the seat for History.

b. The new seat configuration will show up as line 2 with the new start date and/or end date.

c. Subsequent modifications will repeat steps 2a. and 2b. each time modifying the end date on the prior configuration.

3. When an Order is copied to create a new FY Order, another line will appear which will be a copy of the last seat configuration. This copy will indicate that the start date is 10/01/New FY, the end date is 09/30/New FY and the seat status is “On Order”. This seat can be modified through the normal Seat Order process (see NEDS Documentation, NEDS Homepage).

Appendix E: Workflow (Approval Thread)

Explanation by Scenario

Premise: Appropriate person has ”Prepared Seats for Order” and is ready to submit them for approval thru the Workflow:

1. The submitter has no approval authority and the seats must be routed through the ACTR, DCTR and CTR (or [USMC] CTR, ISC and COR). The CTR or COR will place the seats or order once he has approved the individual seats.

Create Workflow as follows:
ACTR (USMC CTR)





DCTR (USMC ISC)





CTR
(USMC COR)

2. The submitter has no approval authority and although the seat ORDER must be routed through several people in the approval process, they don’t want to approve individual seats – just the ORDER.

Create Workflow as follows:
ACTR (USMC CTR), or person who has authority 





to create a NEDS order

As the Order is reviewed within NEDS, seats can be removed and returned to originator for rework, as necessary, and resubmitted to the Workflow for approval and placement back onto the Order before submittal to eMp.

3. The submitter is the approval authority.

Create Workflow as follows:
Submitter’s Name


If you have any questions regarding the step-by-step process, the NEDS Documentation on the Homepage will step you through the process. If you have additional questions or need another scenario defined for you, please call the NEDS Help Desk: 301-866-1417 or submit your scenario to: NEDS.Helpdesk@lmco.com
Appendix F. Transaction Queuing

NEDS will queue the following types of transactions:

*
Updates - system term used to indicate a submittal transaction

*
Renewal - copying of FY03 orders for FY04

*
Roll-back - releasing your seats back to you when they are rejected by eMp

We have to stress that this process causes latency (especially when renewing FY03 orders for FY04) - please see the discussion below (Order Renewal) for further explanation.

Before the queuing functionality was fully implemented 60 transactions were "stopped" and not processed.  I have attached a spreadsheet that shows these transactions.  I would ask that you do not attempt these transactions again.  

NOTE on Order Renewals:

Order renewals in NEDS are now being queued. After you submit your order renewal, it will be queued and processed in the order that it was received. Please do not submit your order renewal more then one time. If your order renewal is submitted more then one time, this will result in duplicate order renewals for that UIC.

Several minutes after you have submitted your order renewal please check the system and your renewed seats will appear. For those order renewals that have few seats (<250) the order renewal will process rather quickly. However, for those order renewals that contain thousands of seats this order renewal will take significantly more time. 

If you feel an inordinate amount of time has passed and your renowned seats are still not appearing in NEDS please call one of the NEDS Team Members.

Appendix G: NEDS/eMp Order Sequence

Overview

Within NEDS, once an Order is submitted to eMp it is queued. (To submit an Order click on the Manage Orders tab, check the “S” box next to the Order being submitted, then select “Save”.) Other items in this queue are Order Renewals (copying of FY03 Orders to create FY04 Orders), Rollbacks (Orders being returned to the Claimant/USMC for rework), and Approvals (Orders receiving Task Orders). This queue can become quite long and causes latency - so it is imperative that you not duplicate your work by submitting your request multiple times. All items received in the queue either from NEDS or from eMp will be processed in the order in which they are received.

What happens after an Order is Pushed to eMp

When an order is submitted to eMp the statuses of the Order and Seats change to “Submitted to eMp”, the check box on the Manage Orders screen is “grayed out” next to the Order and nothing can be done to that Order until one of the 3 scenarios below take place:

1. Order is accepted

If the Order is accepted into eMp as submitted by NEDS, the Order will be viewable in eMp and all Seat and Order statuses will remain as “Submitted to eMp” until the ACO assigns a Task Order #. When that occurs, NEDS will receive the information via the interface and will assign the Task Order # and updated status (Approved by eMp) to both the Order and to all the Seats on the Order. Once this occurs, the grayed-out box will disappear totally. Any future changes to this Order will require the user to create a Modification to the Order. 

2. Order is rejected

If the Order is rejected by eMp (perhaps for seat date problems, CLIN combinations…) NEDS will receive this information via the interface and via an email. A NEDS developer will notify the Claimant NEDS Lead via email about the rejection and the Order will automatically rollback when the rejection file is received from eMp. The Order status will return to “Pending Submission to eMp” (rather than “Submitted to eMp”) and the Seat statuses will return to “On Order” (rather than “Submitted to eMp”). The Order can then be modified to accommodate the specified issue(s).

3. Order is accepted but claimant/usmc sends it back for rework

If the Order is accepted into eMp as submitted by NEDS, the Order will be viewable in eMp and all Seat and Order statuses will be “Submitted to eMp”. If the Claimant/USMC chooses to send the Order back to NEDS for rework, NEDS will receive this information via the interface. The Order will be inactivated in eMp and will automatically be rolled back to “Pending Submission to eMp” (rather than “Submitted to eMp”) and the Seat statuses returned to “On Order” (rather than “Submitted to eMp”) when NEDS receives the rework file from eMp. The Order can then be modified.

Notes:

1. If an Order is pushed, the Order is not visible in eMp and a rejection notice has not been received, please notify the Help Desk so the NEDS developers can determine and resolve any issues.

2. The NEDS-eMp interface swaps information every 4 hours. These times are: (EDT) 12:00 AM, 4:00 AM, 8:00 AM, 12:00 PM, 4:00 PM, and 8:00 PM.

Appendix H: Seat & Order Modification Procedures

SEAT EDITS AND MODIFICATIONS

In order to correctly move seats from their creation (including edits) thru the approval process, placement on Order and eMp approval, the correct procedures must be followed. Definitions and step-by-step procedures are given below.

NOTE: Each time a seat status is changed a record is appended to the seat giving the date, the person who made the change, and the nature of the change. This seat history can be previewed by selecting the (H) in front of the seat.  

NOTE: As you go thru the various iterations of seat configurations (modifications and cancellations), you will note that there are multiple lines for the same seat [ID] (see Appendix D: Display of Seat Configuration(s) Data).

Helpful Hint: Items of which you need to be aware, reminders and error messages will be indicated at the top of each page in red. Because some pages are rather long, if you try to do something and it seems not to be working, scroll back up to the top to see if a message is being relayed to you.

Edit vs Modify

EDIT: When a seat is created, it is in the Pending Configuration status. As long as the seat is in the Pending Configuration status, it can be changed (edited) any number of times – just remember to select “Save” each time to update your seat configuration. If a seat has moved up from Pending Configuration to any status between Pending Submission and On Order, you can Recall then Save the seat in order to bring it back down to the Pending Configuration status so you can perform an edit rather than a Modification (MOD). The Recall capability is incorporated both in the Seat Orders Tab under Prepare Seats for Order and in the Seat Configuration Tab after you select the seat (see Section: 3.1.2  Edit Seats).

When a seat has a higher status than Pending Configuration but has not been placed on Buildout (see Section: 7.0 Buildouts Tab), certain data elements (Building, Floor, Room, and Cubicle) can be edited rather than modified. Job Order Numbers (JONs) and Additional Information can be edited at all times. 

MODIFY (Modification/MOD): When a seat has moved up from Pending Configuration to any higher status, if you do not or cannot Recall it to perform a simple edit, then you must Modify the seat (see Status implications below and/or Appendix I: Seat and Order Status Classifications). Once a seat is modified the new seat configuration must be placed on an Order (Mod) to be pushed eMp. The Modify capability is located under the Seat Configuration Tab after you select the seat. (see Section: 3.1.3 Modify Seats).

A Seat (Mod) can be modified multiple times before being advanced through the Order process (i.e., if a seat has a Mod 1 status and needs to be updated, then you would click on Seat (Mod1) to create the new Modification). NEDS will not allow a new modification to be created if there is an existing Mod in Pending Configuration.

NOTE: If you are ending the seat service, do not Modify the seat, Cancel the seat. This will ensure that the (H) history of the seat is recorded properly.

Remove vs Cancel

REMOVE: If a seat has never been ordered, it can be removed. The seat must be in the Pending Configuration status for this to occur. If a seat has moved up from Pending Configuration to any status between Pending Submission and On Order, you can Recall then Save the seat in order to bring it back down to the Pending Configuration status. The Recall capability is incorporated both in the Seat Orders Tab under Prepare Seats for Order and in the Seat Configuration Tab after you select the seat. Once recalled, the seat can be removed (see Section: 3.1.6 Remove Seats).

No record will be kept of Removed seats. A record will, however, be kept of all Cancelled seats (those seats deleted from an eMp order).

CANCEL: If a seat has been ordered thru eMp, you must Cancel the seat in order to end the seat service. Please do not use the Modify capability as this will affect the History of the seat (see Section: 3.1.7 Cancel Seats). 

Status Changes

If a seat were to move directly from creation to eMp, it would progress thru the status “ladder” in a direct course as shown below:

Pending Configuration     Pending Submission (optional)    Submitted for Approval

Approved    On Order    Approved by eMp    

However, many times a seat needs to be reconfigured between creation and its submission to eMp. These reconfigurations must be done during the proper status or you may end up creating a MOD when you wanted to Edit, Recalling a seat when you should have created a MOD… Below are a few scenarios.

1. Seat on Order but not Submitted to eMp – 

a. Do you want to leave original configuration for Order and create MOD for next eMp submission ?

i. If yes, select Modify on Seat Configuration page

ii. If no, see b.

b. Do you want to Recall seat, edit, and replace on Order?

i. Select Recall either from Seat Configuration page or Prepare Seats for Order page, Save, make changes, Save, go thru approval process (Prepare Seats for Order, Approve/Disapprove Seats) and place back on Order (Assign Seats to Order)

2. Seat on Order approved by eMp

a. Do you want to Cancel the seat (end the seat service)?

i. If yes, select Cancel on Seat Configuration page, enter Seat End date and Save. Go thru approval process (Prepare Seats for Order, Approve/Disapprove Seats) and place on Order (Mod) (Assign Seats to Order). Creating Order (MOD) is covered under the Seat Orders section of this manual.

ii. If no, see b.

b. Do you want to MOD the seat?

i. If yes, select Modify on Seat Configuration page, make edits and Save. Go thru approval process (Prepare Seats for Order, Approve/Disapprove Seats) and place on Order (Mod) (Assign Seats to Order). Creating Order (MOD) is covered under the Seat Orders section of this manual.

3. Seat not on Order

a. Is seat in other than Pending Configuration status?

i. If yes, Recall Seat. Select Recall either from Seat Configuration page or Prepare Seats for Order page, Save. If you do not Recall the seat, you will create a MOD even before the seat is ordered.

ii. If no, go to b. or c.

b.  Do you want to Edit the seat? Just make changes on Seat Configuration page and Save or Update the seat. 

c. Do you want to Remove (delete) the seat? Go to Seat Configuration Tab, search for User, click on Seat, select Remove link and confirm deletion. No record will be kept of this seat.

ORDER EDITS AND MODIFICATIONS

Before an Order has been submitted to eMp

If an Order has been created and seats assigned, any seat can be removed before submitting to eMp. Two scenarios come to mind: 

1. You don’t want to order the seat at this time. Since you probably want to leave it in the Approved status, go to Assign Seats to Order and “uncheck” the box next to the seat and Save. The seat remains in “Approved” status and can easily be re-added to the Order.

2. The seat needs to be reconfigured before submitting to eMp. Select Recall either from Seat Configuration page or Prepare Seats for Order page, Save, make changes, Save, go thru approval process (Prepare Seats for Order, Approve/Disapprove Seats) and place back on Order (Assign Seats to Order).

After an Order had been submitted to eMp

Once an Order has been submitted to eMp the seat records are locked until either a Task Order is returned to NEDS or the submitted MOD is returned to NEDS as Approved by eMp. When the records are unlocked, you can go through one of the processes above to make your individual seat modifications

To create an Order (MOD) on which to place the reconfigured seats, go to the Seat Orders Tab, select Manage Orders Link, and click on the Order to be MOD’ed. Select Modify. NOTE: The Order Name, Description and UIC will remain the same; you will need to enter a new effective date.

You can now add any approved seats to this MOD regardless of their seat modification number (MOD 0, 1, 2…). 

NOTE: Only MOD 0 can be added to an initial Order.

Appendix I:  Seat, Buildout, Task Order & Account Status Classifications – Revision Date 6 Sep 2005
Seat Status Key

Pending Configuration (default status) - Seat configuration needs to be reviewed or updated before submitting the seat order to the CTR staff for approval.

Pending Submission - Seat Configuration has been reviewed or changed, but record is not ready for submission to CTR.

Submitted for Approval - Seat configuration has been forwarded from Prepare Seats for Order into the Workflow (approval thread). Seat will remain in this status until the final person in the Workflow has approved the seat. If seat is “Disapproved”, seat status will revert to Pending Configuration. If change is made to seat configuration without being Disapproved or Recalled, change will be a modification (MOD) to seat.

Approved – Seat has been approved by the final person in the Workflow.

Disapproved – Seat has been disapproved by a person in the Workflow.

On Order – Seat has been placed on order but has not yet been submitted to eMp.

Approved by eMp – Seat [order] has been approved by eMp.

Cancelled – Seat was in status “Approved by eMp” but has now been removed from eMp order 


NOTE:  Once seat has been cancelled through cancellation process, it will follow the same process as any other seat; it will move from Cancelled to Pending Submission or Submitted for Approval, Approved, On Order and Approved by eMp.  NEDS is currently considering additional statuses: Cancelled-Pending Submission, Cancelled-Submitted for Approval…)

On Buildout – Seat was in status “Approved by eMp” and is now on Seat Buildout. No seat modifications are allowed when seat is in status, On Buildout
Buildout Submitted – Seat data has been sent to CDR – no seat modifications are allowed when seat is in this status

Delivered – Seat has been delivered; asset information has come back to NEDS from CDR
Buildout [Block] Status Key

Buildout Pending Submission – Buildout has not been submitted to CDR
Buildout Submitted – Buildout has been submitted to CDR.
Task Order Status Key

Pending Submission – Order has not yet been submitted to eMp

Submitted to eMp – Order has been pushed to eMp thru NEDS/eMp interface
Approved by eMp – Order has been approved by eMp.

Account Status Key

Active – Account has been created in NEDS; only Active accounts with no NMCI email address may be placed on Buildout

Pending (NOT CURRENTLY IN USE IN NEDS) – Account has not been placed on buildout and no NMCI email address currently exists for this individual

Requested (NOT CURRENTLY IN USE IN NEDS) – Account has been placed on buildout (and may have been submitted to CDR)

The following Account Statuses currenly available in NEDS do not have any [active] functionality associated with them.  They have been set-up to accommodate future account management functionality in NEDS.  

Deactivated
Deleted
Disabled 

Locked 

Appendix J: Transferring an Intact UIC from one Claimant to Another

NEDS Procedures and Recommendations
Overview

In order to expedite the movement of data from one Claimant to another within NEDS, the following NEDS Procedures are outlined below. Also, we have provided recommendations for non-NEDS measures involved in these transfers.

As soon as it is apparent that a UIC move will be occurring, the NEDS Team should be notified by contacting the NEDS Help Desk. This will ensure a more expeditious transfer and will enable specifics to be worked out as they are identified.

Divesting Claimant Responsibilities

The Divesting Claimant should provide the Receiving Claimant with the information provided in the table below. The NEDS Leads list is provided on the NEDS Homepage so that communications can begin either by telephone or e-mail.

Receiving Claimant Responsibilities 

The Receiving Claimant should provide both the Divesting Claimant information along with their Receiving Claimant data (listed in the table below) to the NEDS Team. It is also the responsibility of the Receiving Claimant to let the NEDS Team know the date that the UIC move within NEDS should occur. 

Recommendations

The Receiving Claimant should discuss with the Divesting Claimant how prior FY invoices and “clean-up” will occur. If the determination is made to move both sets of data to the Receiving Claimant, the Help Desk can assist with reports needed for prior FY closure. It is also recommended that all seats be on a Task Order (in “On Order” status) because of potential approval/workflow issues.

	responsibilities for movement of intact uic data 

from one claimant to another within NEDS

	Divesting Claimant
	Receiving Claimant

	Claimant Name 
	Name of new Claimant

	UIC
	

	Organization level and name*
	New Organization level and name*

	Workflow Threads
	

	Seat Delivery Locations 
	

	legacy applications list
	

	User Accounts
	

	Existing (Legacy) Inventory
	

	Orders and their statuses
	

	Whether Prior FY and/or new FY data will be transferred
	Whether to receive just new FY data or both prior and new FY


*Organization Level and Name example:



Commander US Pacific Fleet; Pacific Southwest Region; Naval Station San Diego (Work Group 6); SUP SHIP SAN DIEGO (give the information down to the lowest Organization level and give the long name of each level)
Appendix K: Transferring a Partial UIC from one Claimant to Another – Revision Date 4 August 2005
NEDS Procedures and Recommendations
Overview

In order to expedite the movement of data from one Claimant or Command to another within NEDS, the following NEDS Procedures are outlined below. Also, we have provided recommendations for non-NEDS measures involved in these transfers.

As soon as it is apparent that a UIC move will be occurring, the NEDS Team should be notified by contacting the NEDS Help Desk. This will ensure a more expeditious transfer and will enable specifics to be worked out as they are identified.

Divesting Claimant Responsibilities

In order to aggregate the User Profiles and Seats [in a partial UIC] that will be transferring from one Claimant to another, you will need to create a “dummy” UIC (dUIC) in your NEDS UIC Table for each affected UIC. (Click on the ADMIN tab, select  Manage UIC link, select “Add UIC”.) An example for a dUIC name could be: CSEA01, the description could be “CNI data transferring from NAVSEA”, it would be an ordering UIC and it would be an active UIC. Click on “Add UIC”. 

If the user has no seat, once the UICs are created, go into each person's profile being transferred and re-assign their organizational and ordering UICs to the dUIC you created earlier utilizing the edit and Reassign UIC/Claimant capability.

If the user has a seat(s), AND THIS SHOULD BE THE NEW FY MOD(0) SEAT, follow the steps below to change BOTH the User Profile and Seat UIC. 

1. Click on the Seat Configuration Tab

2. Search for seat that will be moved (Note that status is On Order)

3. Select Recall (seat will now be in Pending Configuration Status)

4. Click on Save

5. Click on Admin Tab

6. Select “Change User UIC” link

7. Perform search for User Profile that needs to have both Seat and User Profile UIC modified to same new dUIC

8. Click “Select” next to this person’s name

9. Select new dUIC from pull-down list

10. Click on “Change User and Seat UIC” button

This person’s ordering UIC under his User Profile and his Seat UIC have now been changed.

Once profile edits have been made, the Divesting Claimant or Command should provide the Receiving Claimant or Command with the information provided in the table below. The NEDS Leads list is provided on the NEDS Homepage so that communications can begin either by telephone or e-mail.

Receiving Claimant Responsibilities 

The Receiving Claimant or Command should provide both the Divesting Claimant or Command information and Receiving Claimant or Command data (listed in the table below) to the NEDS Team. It is also the responsibility of the Receiving Claimant or Command to let the NEDS Team know the date that the dUIC move within NEDS should occur. 

	responsibilities for movement of intact uic data 

from one claimant or command to another within NEDS

	Divesting Claimantor command
	Receiving Claimant or command

	Claimant Name 
	Name of new Claimant

	dUIC
	

	Organization level and name*
	New Organization level and name*

	Workflow Threads
	

	Seat Delivery Locations 
	

	legacy applications list
	

	User Accounts
	

	Existing (Legacy) Inventory
	

	Orders and their statuses
	

	Whether Prior FY and/or new FY data will be transferred
	Whether to receive just new FY data or both prior and new FY


*Organization Level and Name example:



Commander US Pacific Fleet; Pacific Southwest Region; Naval Station San Diego (Work Group 6); SUP SHIP SAN DIEGO (give the information down to the lowest Organization level and give the long name of each level)

Recommendations

The Receiving Claimant or Command should discuss with the Divesting Claimant or Command how prior FY invoices and “clean-up” will occur. If the determination is made to move both prior and new FY data to the Receiving Claimant or Command, the Help Desk can assist with reports needed for prior FY closure.
The Receiving Claimant or Command will need to work on the legacy application mappings for the seats that are moving.  In many cases, new RFS numbers will need to be established for applications not already on the Receiving Claimant or Command’s rationalized list.  NEDS will also need a mapping of the Divesting Claimants or Command’s RFS numbers to the Receiving Claimant or Command’s RFS numbers. 
Appendix L:  Locating & Correcting eMp Seat Order Errors

1. Added functionality to assist in locating seat order errors when eMp rejects order:

· Select SEAT ORDERS Tab

· Select link: Find Seat Order Errors

· Enter file name (copy/paste from eMp rejection email message), see example given on screen

· Enter Seq (sequence) number for seat (also found in eMp rejection mail message)

· Select Search

Order Information and Seat will be displayed; explanation of seat error is in rejection email 

· Click on Select link next to seat

Seat information is available for correction

· Select RECALL to bring seat back to Pending Configuration

· Make corrections and Save

Seat must now be resubmitted for approval, approved, and placed back on the order; order can then be resubmitted to eMp.

Appendix M:  Asset Reconciliation Guidance

Asset Definition
Assumptions & Comments
Iterative Import Processes
Methodologies & Scenarios
Objective
Questions/Assistance
Scheduling
Objective: To identify all delivered Contract Line Item Numbers (CLINs) and their exact locations; to tie NEDS seat IDs with EDS Asset Center IDs. (In the future, Manage Assets will be utilized to provide seat acceptance to EDS.)


Asset Reconciliation is the precursor and backbone to a suite of initiatives essential for the support of a total NMCI solution: NEDS-EDS interface (Central Data Repository (CDR)), Task Order Renewals, Invoice Reconciliation, Enterprise Account Management, Seat Standardization, Technology Refresh, Deployables Tracking, and Service Request Management (SRM). 

Asset Definition: A CLIN from the NMCI contract. 

NOTE: A seat may have multiple CLINS both as options and sub-options (options mapped to another option). Each CLIN will be reconciled. 

Assumptions and Comments: Asset data can be manually entered by NEDS users or imported via NEDS user files or EDS Asset Center files. Data that comes from Asset Center files will only be entered into NEDS if they match 100% on all fields (listed below) and these records will be considered reconciled and locked (no editing in NEDS – but will have a ‘Reject’ capability). Further reconciliation and locking of the records will be done by iterative exports/imports as described in the NEDS-EDS Asset Imports Use Case. 

1 The data fields upon which Asset Center records will be 100% matched are:

a Old Seat ID

b PSI (4 Code)

c UIC

d Seat CLIN

e All Seat option CLINs

f Building_No

g Floor

h Room_No

i Cubicle

j Asset ID

2 The information in NEDS will be checked against information in the EDS Asset Table in the next import iteration. Items that match 100% to the fields listed above as well as a comparison, if populated, of:

Machine Name

Delivery Date

Wall Plug/NEDSwork Jack ID

Serial Number

will receive a ‘Reconciled’ flag. Items that don’t reconcile or a NEDS Seat ID was not provided in the EDS Asset Data will show up on a NEDS Non-Reconciled Assets report. EDS and DoN will use this report to work together to make updates to non-reconciled data and EDS [Site Manager] will forward to Asset Center any modifications that need to occur there and/or NEDS users will make agreed-upon modifications in NEDS. Asset Center will make changes to their database and send the corrected import back to NEDS. When NEDS [re]imports this data, there will be a 100% match and the records will be considered reconciled and locked.

a If the NEDS user disagrees with data entered manually or from NEDS user files imported by the NEDS Help Desk before the data is marked ‘Reconciled’, he should simply go into NEDS and modify the data. (This data can be viewed on-line or by utilizing the Asset Data Report or one of the reconciliation reports - a history of these changes will be recorded.)

b For EDS Asset Center records that do not have a NEDS Seat ID associated to an Asset ID, EDS will provide a report of these Assets to the EDS Site Manager. EDS and DoN will use this report to work together to associate the correct NEDS Seat ID to the Asset ID. EDS and DoN will make updates to non-reconciled data and EDS [Site Manager] will forward to Asset Center any modifications that need to occur there and/or NEDS users will make agreed-upon modifications in NEDS.

3 If EDS Asset Center data was imported as the initial NEDS entry, the data is considered reconciled (because all data elements listed above matched) but the NEDS user can reject and modify the data, if necessary. (An example would be if an option CLIN is shown as delivered by Asset Center but the CLIN was never delivered. NEDS User would simply ‘Reject’ the data and erase the information on that option CLIN, then “Save”.)

a If the NEDS user disagrees with data imported via EDS files [which can be viewed singly or by utilizing the Asset Data Report or one of the reconciliation reports], he can Reject then either enter the correct data or delete the imported data – otherwise, the data will stand as “Reconciled”

i Modified data will be forwarded to EDS [Site Manager] for review and forwarding to Asset Center for modification

ii Rejected assets left blank will be an indicator to EDS that the asset is not delivered or not at that location 

iii Rejections will be included as modified data on the report for EDS Asset Center

iv [Base] seat is not considered reconciled if any CLIN option is in dispute.

v All data analysis should be done with both DoN and EDS (site manager) personnel.

4 Seats/CLINs that are on “Buildout” will not be reconciled via this process.

Once the reconciliation of data is deemed complete across the DoN and EDS Central Data Repository (CDR) is active, NEDS will reutilize this reconciliation functionality and reports for seat acceptance.  Data streaming from the CDR (received from Asset Center) will be entered into NEDS automatically (the data will no longer be editable) but new CLIN import data will not be considered accepted (reconciled) until the NEDS user indicates so. As future seats are delivered, this will give the Claimant/USMC the ability to communicate with EDS Asset Center on the actual delivery of assets. This functionality will tie into the future ability to do Service Requests within NEDS and invoice reconciliation utilizing NEDS data.

NOTE: Until ALL asset data is reconciled AND CDR is active, the seat acceptance procedure will utilize the reconciliation process which means that data coming in will automatically be “accepted” (reconciled). If the NEDS user does NOT want to accept the information coming from Asset Center, he must reject the CLIN [and modify it, if necessary]. Once all DoN data is reconciled and NEDS shuts down the reconciliation process, the business rule will be reversed and no [new] asset will be accepted (reconciled) until the NEDS user manually indicates acceptance.
Methodologies & Scenarios:

Method One: 

1. Run NEDS Asset Data Report for a specific group of seats

2. If local data exists for these assets and their locations, put the data into the required import format 

a.  See NEDS Homepage for full instructions

3. Send report to the NEDS Helpdesk for import

4. Some advantages of this method:

a. Command can start with a clean slate of confirmed data

b. Higher likelihood of data accuracy

c. Less (perhaps no) iterative reconciliations

Method Two:

1. Enter data into NEDS manually

2. Run NEDS Asset Data Report to ensure completeness

3. Some advantages of this method:

a. Command can start with a clean slate of confirmed data

b. Higher likelihood of data accuracy

c. Less (perhaps no) iterative reconciliations

d. Quicker for small number of seats

Method Three:

Assumption: EDS Asset Center data has been imported

1. Run NEDS Asset Data Report for a specific group of seats

2. Check data for accuracy and correct inaccurate data; fill in asset data for seats with no Asset Center-imported data.

a. Data corrected or added directly to this report can be imported into NEDS
i. Submit updated report to the NEDS Helpdesk for importing

b. Data can be corrected manually by logging into NEDS
3. Advantage/disadvantage of this method:

a. Advantage: A good percent of the data is already entered for the Command

b. Disadvantage: Will probably require more iterations for reconciliation

Method Four:

Any combination of the above that results in all delivered assets data being entered or corrected in NEDS 

1. Advantage: Tailored processes to fit each department within the Command for quicker completion of the reconciliation process

Iterative Import Process

Asset Reconciliation & Seat Acceptance Methodology
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Scheduling:


Although all commands need to reconcile asset data as quickly as possible for many of the reasons given in the Objective note above, technology refresh is beginning to occur for the original 1,800 delivered NMCI seats. It is incumbent upon these commands to reconcile their asset data as quickly as possible to ensure proper and complete technology refresh. In addition, the 11 100% SLA sites need complete data reconciliation in order to calculate their SLAs. 

Questions or Assistance:
The NEDS Helpdesk stands ready to import NEDS user files and to help answer questions.  A group meeting can be scheduled to answer questions and/or a timeline can be established for data reconciliation. Contact information is: NEDS.Helpdesk@lmco.com or 301-866-1417.

Appendix N Seat Standardization and CLIN Bundles

SEAT STANDARDIZATION GUIDELINES

1. The following CLINs orders should not be changed as they are not affected by Seat Standardization:

a. 0003AA, 0036AL

b. 0004AA/AB, 0036AS/AP

c. 0001AD/AF, 0009AB, 0036AE/AG

2. New seats will not be allowed to be ordered under an individual CLIN if there is a bundled CLIN available. Therefore, the following CLINs will be disabled for ordering as standalone CLINs because they are now bundled CLINs:

a. 0001AA, 0036AB, and 0009AC when ordered as an option

b. 0001AC, 0036AD, and 0009AF when ordered as an option

3. White seat CLINs have been discontinued and will no longer be orderable (CLIN 0001AB, 0009AE, and 0036AC)

4. CLINs 0002AA/0036AR, 0004AC//0036AS, 0009AG/0009AH (portable seat CLINs), when ordered  as the Low Cost Option bundle (single CLIN), will have the following restrictions:

a. Cannot have the following CLIN 23s as options: (Other CLIN 23s can be ordered)

i. 2018, 2001, 2007, 2012

ii. 2013

iii. 2014 

b. Other CLINs currently allowed to be ordered with these CLINs will continue to be allowed

Bundled CLINs to form the new seat configurations for Seat Standardization

5. BLUE BUNDLES

a. Standard Option = 0001AC + 0023-1019 + 1016

i. CLINS 0009AA, 0038AA, and 0008AA/AB are allowed on this bundle

ii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; dual CPU options must be bundled the same as their corresponding seat type (e.g., 0009AC would be bundled the same as the Red bundle = 0009AC + 0007 + 0023-1019)

iii. CLIN 0007s are not allowed with this bundle

iv. All other options that are currently allowed for ordering with a 0001AC will continue to be allowed

b. Standard Option, JAPAN = 0036AD + 0023-1019 + 1016

i. CLINs 0008AA and 0008AB is allowed on this bundle

ii. CLIN 0007s are not allowed with this bundle

iii. All other options that are currently allowed for ordering with a 0036AD will continue to be allowed

 

6. THIN CLIENT (not bundled, see 1. above)

7. RED BUNDLES

a. Standard Option = 0001AA + 0007 + 0023-1019

i. CLINs 0009AA,  0038AA, and 0008AA/AB are allowed on this bundle

ii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; dual CPU options must be bundled the same as their corresponding seat type (e.g., 0009AC would be bundled the same as the Red bundle = 0009AC + 0007 + 0023-1019)

iii. CLINs 0008AA and 0008AB are allowed on this bundle

iv. All other options that are currently allowed for ordering with a 0001AA will continue to be allowed

b. Standard Option, unclassified/classified (re-bootable system) = 0001AA + 0009AD (non-bundle)

c. Standard Option, JAPAN = 0036AB + 0007 + 0023-1019AA

i. CLINs 0008AA and 0008AB are allowed on this bundle

ii. All other options that are currently allowed for ordering with a 0036AB will continue to be allowed

8. PORTABLE BUNDLES 

a. Standard Option = 0002AA + 0023-2018 + 2013 + 2014

i. CLIN 0009AA is allowed on this bundle

ii. CLIN 0007s not allowed with this bundle

iii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; dual CPU options must be bundled the same as their corresponding seat type (e.g., 0009AC would be bundled the same as the Red bundle = 0009AC + 0007 + 0023-1019)

iv. All other options that are currently allowed for ordering with a 0002AA will continue to be allowed

b. Standard Option, JAPAN = 0036AR + 0023-2018 + 2013 + 2014

i. CLIN 0007s are not allowed with this bundle

ii. All other options that are currently allowed for ordering with a 0036AR will continue to be allowed

c. Low Cost Option = 0002AA

i. CLIN 0009AA is allowed with this bundle

ii. CLIN 0007s are not allowed with this bundle

iii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle, any sub-options will follow general bundling rules (i.e., if you order a CLIN that is included in this sub-option bundle, you will be required to order the entire bundle)

iv. All other options that are currently allowed for ordering with a 0002AA will continue to be allowed

d. Low Cost Option, JAPAN = 0036AR

i. CLIN 0007s are not allowed with this bundle

ii. All other options that are currently allowed for ordering with a 0036AR will continue to be allowed

9. PORTABLE NON-RUGGEDIZED DEPLOYABLE BUNDLES

a. Standard Option = 0004AC + 0023-2018 + 2013 + 2014

i. CLIN 0007s are not allowed with this bundle

ii. CLIN 0009AA is allowed on this bundle

iii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; dual CPU options must be bundled the same as their corresponding seat type (e.g., 0009AC would be bundled the same as the Red bundle = 0009AC + 0007 + 0023-1019)

iv. All other options that are currently allowed for ordering with a 0004AC will continue to be allowed

b. Low Cost Option = 0004AC

i. CLIN 0009AA is allowed on this bundle

ii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; any sub-options will follow general bundling rules (i.e., if you order a CLIN that is included in this sub-option bundle, you will be required to order the entire bundle)

iii. All other options that are currently allowed for ordering with a 0004AC will continue to be allowed

iv. CLIN 0007s are not allowed with this bundle

c. Standard Option, JAPAN = 0036AS + 0023-2018 + 2013 + 2014

i. CLIN 0007s are not allowed with this bundle

ii. All other options that are currently allowed for ordering with a 0004AC will continue to be allowed

d. Low Cost Option, JAPAN = 0036AS

i. CLIN 0007s are not allowed with this bundle

ii. All other options that are currently allowed for ordering with a 0004AC will continue to be allowed

10. PORTABLE, ULTRA LIGHTWEIGHT BUNDLES

a. Standard Option = 0002AB + 0023-2018 + 2013 + 2014

i. CLIN 0009AA is allowed on this bundle

ii. Current CLIN 0009s that would make this a dual CPU are allowed on this bundle; dual CPU options must be bundled the same as their corresponding seat type (e.g., 0009AC would be bundled the same as the Red bundle = 0009AC + 0007 + 0023-1019)

iii. CLIN 0007s are not allowed with this bundle

iv. All other options that are currently allowed for ordering with a 0002AB will continue to be allowed

b. Standard Option, JAPAN = 0036AJ + 0023-2018 + 2013 + 2014

i. CLIN 0007s are not allowed with this bundle

ii. All other options that are currently allowed for ordering with a 0036AJ will continue to be allowed

Appendix O Rank Listing – Revision Date 6 Sep 2005
Below is a listing of the ranks currently available in NEDS for assigning to user profiles.  Any updates to this list should be sent to the NEDS Data Manager at kyearout@anteon.com.

USN/USNR Officer
USN/USNR Enlisted
USMC/USMCR Officer
USMC/USMCR Enlisted
Civilian
Political Appointee
USCG/USCGR Officer
USCG/USCGR Enlisted
USA/USAR Officer
USA/USAR Enlisted
USAF/USAFR Officer
USAF/USAFR Enlisted
USANG Officer
USANG Enlisted
USNG Officer
USNG Enlisted
USN/USNR Officer

	Rank
	Description

	ADM
	Admiral

	CAPT
	Captain

	CDR
	Commander

	CWO2
	Chief Warrant Officer Two

	CWO3
	Chief Warrant Officer Three

	CWO4
	Chief Warrant Officer Four

	CWO5
	Chief Warrant Office Five

	ENS
	Ensign

	FADM
	Fleet Admiral

	LCDR
	Lieutenant Commander

	LT
	Lieutenant

	LTJG
	Lieutenant Junior Grade

	RADM
	Rear Admiral (upper half)

	RDML
	Rear Admiral (lower half)

	VADM
	Vice Admiral


USN/USNR Enlisted

	Rank
	Description

	AA
	Non Striker Airman Apprentise

	ABCM
	Aviation Boatswain's Mate Master Chief Petty Officer

	ABCM
	Aviation Boatswain's Mate Master Chief Petty Officer

	ABE1
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Petty Officer First Class

	ABE2
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Petty Officer Second Class

	ABE3
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Petty Officer Third Class

	ABEAN
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Airman

	ABEC
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Chief Petty Officer

	ABECS
	Aviation Boatswain's Mate (Launching And Recovery Equipment) Senior Chief Petty Officer

	ABF1
	Aviation Boatswain's Mate (Fuels) Petty Officer First Class

	ABF2
	Aviation Boatswain's Mate (Fuels) Petty Officer Second Class

	ABF3
	Aviation Boatswain's Mate (Fuels) Petty Officer Third Class

	ABFAN
	Aviation Boatswain's Mate (Fuels) Airman

	ABFC
	Aviation Boatswain's Mate (Fuels) Chief Petty Officer

	ABFCS
	Aviation Boatswain's Mate (Fuels) Senior Chief Petty Officer

	ABH1
	Aviation Boatswain's Mate (Handling) Petty Officer First Class

	ABH2
	Aviation Boatswain's Mate (Handling) Petty Officer Second Class

	ABH3
	Aviation Boatswain's Mate (Handling) Petty Officer Third Class

	ABHAN
	Aviation Boatswain's Mate (Handling) Airman

	ABHC
	Aviation Boatswain's Mate (Handling) Chief Petty Officer

	ABHCS
	Aviation Boatswain's Mate (Handling) Senior Chief Petty Officer

	AC1
	Air Traffic Controller Petty Officer First Class

	AC2
	Air Traffic Controller Petty Officer Second Class

	AC3
	Air Traffic Controller Petty Officer Third Class

	ACAN
	Air Traffic Controller Airman

	ACC
	Air Traffic Controller Chief Petty Officer

	ACCM
	Air Traffic Controller Master Chief Petty Officer

	ACCS
	Air Traffic Controller Senior Chief Petty Officer

	AD1
	Aviation Machinist's Mate Petty Officer First Class

	AD2
	Aviation Machinist's Mate Petty Officer Second Class

	AD3
	Aviation Machinist's Mate Petty Officer Third Class

	ADAN
	Aviation Machinist's Mate Airman

	ADC
	Aviation Machinist's Mate Chief Petty Officer

	ADCS
	Aviation Machinist's Mate Senior Chief Petty Officer

	AE1
	Aviation Electrician's Mate Petty Officer First Class

	AE2
	Aviation Electrician's Mate Petty Officer Second Class

	AE3
	Aviation Electrician's Mate Petty Officer Third Class

	AEAN
	Aviation Electrician's Mate Airman

	AEC
	Aviation Electrician's Mate Chief Petty Officer

	AECS
	Aviation Electrician's Mate Senior Chief Petty Officer

	AFCM
	Aircraft Maintenance Technician Master Chief Petty Officer – Added 6 Sep 2005

	AG1
	Aerograhper's Mate Petty Officer First Class

	AG2
	Aerograhper's Mate Petty Officer Second Class

	AG3
	Aerograhper's Mate Petty Officer Third Class

	AGAN
	Aerograhper's Mate Airman

	AGC
	Aerograhper's Mate Chief Petty Officer

	AGCM
	Aerograhper's Mate Master Chief Petty Officer

	AGCS
	Aerograhper's Mate Senior Chief Petty Officer

	AK1
	Aviation Storekeeper Petty Officer First Class

	AK2
	Aviation Storekeeper Petty Officer Second Class

	AK3
	Aviation Storekeeper Petty Officer Third Class

	AKAN
	Aviation Storekeeper Airman

	AKC
	Aviation Storekeeper Chief Petty Officer

	AKCM
	Aviation Storekeeper Master Chief Petty Officer

	AKCS
	Aviation Storekeeper Senior Chief Petty Officer

	AM1
	Aviation Structural Mechanic Petty Officer First Class

	AM2
	Aviation Structural Mechanic Petty Officer Second Class

	AM3
	Aviation Structural Mechanic Petty Officer Third Class

	AMAN
	Aviation Structural Mechanic Airman

	AMC
	Aviation Structural Mechanic Chief Petty Officer

	AMCS
	Aviation Structural Mechanic Senior Chief Petty Officer

	AME1
	Aviation Structural Mechanic (Safety Equipment) Petty Officer First Class

	AME2
	Aviation Structural Mechanic (Safety Equipment) Petty Officer Second Class

	AME3
	Aviation Structural Mechanic (Safety Equipment) Petty Officer Third Class

	AMEAN
	Aviation Structural Mechanic (Safety Equipment) Airman

	AMEC
	Aviation Structural Mechanic (Safety Equipment) Chief Petty Officer

	AN
	Non Striker Airman

	AO1
	Aviation Ordnanceman Petty Officer First Class

	AO2
	Aviation Ordnanceman Petty Officer Second Class

	AO3
	Aviation Ordnanceman Petty Officer Third Class

	AOAN
	Aviation Ordnanceman Seaman

	AOC
	Aviation Ordnanceman Chief Petty Officer

	AOCM
	Aviation Ordnanceman Master Chief Petty Officer

	AOCS
	Aviation Ordnanceman Senior Chief Petty Officer

	AR
	Non Striker Airman Recruit

	AS1
	Aviation Support Equipment Technician Petty Officer First Class

	AS2
	Aviation Support Equipment Technician Petty Officer Second Class

	AS3
	Aviation Support Equipment Technician Petty Officer Third Class

	ASAN
	Aviation Support Equipment Technician Airman

	ASC
	Aviation Support Equipment Technician Chief Petty Officer

	ASCM
	Aviation Support Equipment Technician Master Chief Petty Officer

	ASCS
	Aviation Support Equipment Technician Senior Chief Petty Officer

	AT1
	Aviation Electronics Technician Petty Officer First Class

	AT2
	Aviation Electronics Technician Petty Officer Second Class

	AT3
	Aviation Electronics Technician Petty Officer Third Class

	ATAN
	Aviation Electronics Technician Airman

	ATC
	Aviation Electronics Technician Chief Petty Officer

	ATCM
	Aviation Electronics Technician Master Chief Petty Officer

	ATCS
	Aviation Electronics Technician Senior Chief Petty Officer

	AVCM
	AT Master Chief Petty Officer

	AW1
	Aviation Antisubmarine Warfare Operator Petty Officer First Class

	AW2
	Aviation Antisubmarine Warfare Operator Petty Officer Second Class

	AW3
	Aviation Antisubmarine Warfare Operator Petty Officer Third Class

	AWAN
	Aviation Antisubmarine Warfare Operator Airman

	AWC
	Aviation Antisubmarine Warfare Operator Chief Petty Officer

	AWCM
	Aviation Antisubmarine Warfare Operator Master Chief Petty Officer

	AWCS
	Aviation Antisubmarine Warfare Operator Senior Chief Petty Officer

	AZ1
	Aviation Maintenance Administrationman Petty Officer First Class

	AZ2
	Aviation Maintenance Administrationman Petty Officer Second Class

	AZ3
	Aviation Maintenance Administrationman Petty Officer Third Class

	AZAN
	Aviation Maintenance Administrationman Airman

	AZC
	Aviation Maintenance Administrationman Chief Petty Officer

	AZCM
	Aviation Maintenance Administrationman Master Chief Petty Officer

	AZCS
	AZ Senior Chief Petty Officer

	BM1
	Boatswain's Mate Petty Officer First Class

	BM2
	Boatswain's Mate Petty Officer Second Class

	BM3
	Boatswain's Mate Petty Officer Third Class

	BMC
	Boatswain's Mate Chief Petty Officer

	BMCM
	Boatswain's Mate Master Chief Petty Officer

	BMCS
	Boatswain's Mate Senior Chief Petty Officer

	BMSN
	Boatswain's Mate Seaman

	BU1
	Builder Petty Officer First Class

	BU2
	Builder Petty Officer Second Class

	BU3
	Builder Petty Officer Third Class

	BUC
	Builder Chief Petty Officer

	BUCN
	Builder Seaman

	BUCS
	Builder Senior Chief Petty Officer

	CA
	Non Striker Seaman Apprentise

	CE1
	Construction Electrician Petty Officer First Class

	CE2
	Construction Electrician Petty Officer Second Class

	CE3
	Construction Electrician Petty Officer Third Class

	CEC
	Construction Electrician Chief Petty Officer

	CECN
	Construction Electrician Seaman

	CECS
	Construction Electrician Senior Chief Petty Officer

	CM1
	Construction Mechanic Petty Officer First Class

	CM2
	Construction Mechanic Petty Officer Second Class

	CM3
	Construction Mechanic Petty Officer Third Class

	CMC
	Construction Mechanic Chief Petty Officer

	CMCN
	Construction Mechanic Seaman

	CMCS
	Construction Mechanic Senior Chief Petty Officer

	CMDCM
	Command Master Chief

	CN
	Non Striker Seaman

	CNOCM
	CNO Command Master Chief

	CR
	Non Striker Seaman Recruit

	CS1
	Culinary Specialist Petty Officer First Class

	CS2
	Culinary Specialist Petty Officer Second Class

	CS3
	Culinary Specialist Petty Officer Third Class

	CSC
	Culinary Specialist Chief Petty Officer

	CSCM
	Culinary Specialist Master Chief Petty Officer

	CSCS
	Culinary Specialist Senior Chief Petty Officer

	CSSN
	Culinary Specialist Seaman

	CTA1
	Cryptologic Technician (Administrative) Petty Officer First Class

	CTA2
	Cryptologic Technician (Administrative) Petty Officer Second Class

	CTA3
	Cryptologic Technician (Administrative) Petty Officer Third Class

	CTAC
	Cryptologic Technician (Administrative) Chief Petty Officer

	CTACM
	Cryptologic Technician (Administrative) Master Chief Petty Officer

	CTACS
	Cryptologic Technician (Administrative) Senior Chief Petty Officer

	CTASN
	Cryptologic Technician (Administrative) Seaman

	CTI1
	Cryptologic Technician (Interpretive) Petty Officer First Class

	CTI2
	Cryptologic Technician (Interpretive) Petty Officer Second Class

	CTI3
	Cryptologic Technician (Interpretive) Petty Officer Third Class

	CTIC
	Cryptologic Technician (Interpretive) Chief Petty Officer

	CTICM
	Cryptologic Technician (Interpretive) Master Chief Petty Officer

	CTICS
	Cryptologic Technician (Interpretive) Senior Chief Petty Officer

	CTISN
	Cryptologic Technician (Interpretive) Seaman

	CTM1
	Cryptologic Technician (Maintenance) Petty Officer First Class

	CTM2
	Cryptologic Technician (Maintenance) Petty Officer Second Class

	CTM3
	Cryptologic Technician (Maintenance) Petty Officer Third Class

	CTMC
	Cryptologic Technician (Maintenance) Chief Petty Officer

	CTMCM
	Cryptologic Technician (Maintenance) Master Chief Petty Officer

	CTMCS
	Cryptologic Technician (Maintenance) Senior Chief Petty Officer

	CTMSN
	Cryptologic Technician (Maintenance) Seaman

	CTO1
	Cryptologic Technician (Communications) Petty Officer First Class

	CTO2
	Cryptologic Technician (Communications) Petty Officer Second Class

	CTO3
	Cryptologic Technician (Communications) Petty Officer Third Class

	CTOC
	Cryptologic Technician (Communications) Chief Petty Officer

	CTOCM
	Cryptologic Technician (Communications) Master Chief Petty Officer

	CTOCS
	Cryptologic Technician (Communications) Senior Chief Petty Officer

	CTOSN
	Cryptologic Technician (Communications) Seaman

	CTR1
	Cryptologic Technician (Collections) Petty Officer First Class

	CTR2
	Cryptologic Technician (Collections) Petty Officer Second Class

	CTR3
	Cryptologic Technician (Collections) Petty Officer Third Class

	CTRC
	Cryptologic Technician (Collections) Chief Petty Officer

	CTRCM
	Cryptologic Technician (Collections) Master Chief Petty Officer

	CTRCS
	Cryptologic Technician (Collections) Senior Chief Petty Officer

	CTRSN
	Cryptologic Technician (Collections) Seaman

	CTT1
	Cryptologic Technician (Technical) Petty Officer First Class

	CTT2
	Cryptologic Technician (Technical) Petty Officer Second Class

	CTT3
	Cryptologic Technician (Technical) Petty Officer Third Class

	CTTC
	Cryptologic Technician (Technical) Chief Petty Officer

	CTTCM
	Cryptologic Technician (Technical) Master Chief Petty Officer

	CTTCS
	Cryptologic Technician (Technical) Senior Chief Petty Officer

	CTTSN
	Cryptologic Technician (Technical) Seaman

	CUCM
	Culinary Specialist Master Chief Petty Officer

	DA
	Dentalman Apprentise

	DC1
	Damage Controlman Petty Officer First Class

	DC2
	Damage Controlman Petty Officer Second Class

	DC3
	Damage Controlman Petty Officer Third Class

	DCC
	Damage Controlman Chief Petty Officer

	DCCM
	Damage Controlman Master Chief Petty Officer

	DCCS
	Damage Controlman Senior Chief Petty Officer

	DCFN
	Damage Controlman Seaman

	DK1
	Disbursing Clerk Petty Officer First Class

	DK2
	Disbursing Clerk Petty Officer Second Class

	DK3
	Disbursing Clerk Petty Officer Third Class

	DKC
	Disbursing Clerk Chief Petty Officer

	DKCM
	Disbursing Clerk Master Chief Petty Officer

	DKCS
	Disbursing Clerk Senior Chief Petty Officer

	DKSA
	Disbursing Clerk Seaman Apprentice

	DKSN
	Disbursing Clerk Seaman

	DKSR
	Disbursing Clerk Seaman Recruit

	DM1
	DM Petty Officer First Class

	DM2
	DM Petty Officer Second Class

	DM3
	DM Petty Officer Third Class

	DMC
	DM Chief Petty Officer

	DMCM
	DM Master Chief Petty Officer

	DMCS
	DM Senior Chief Petty Officer

	DN
	Dentalman

	DN
	Dentalman

	DR
	Dentalman Recruit

	DT1
	Dental Technician Petty Officer First Class

	DT2
	Dental Technician Petty Officer Second Class

	DT3
	Dental Technician Petty Officer Third Class

	DTC
	Dental Technician Chief Petty Officer

	DTCM
	Dental Technician Master Chief Petty Officer

	DTCS
	Dental Technician Senior Chief Petty Officer

	EA1
	Engineering Aid Petty Officer First Class

	EA2
	Engineering Aid Petty Officer Second Class

	EA3
	Engineering Aid Petty Officer Third Class

	EAC
	Engineering Aid Chief Petty Officer

	EACN
	Engineering Aid Seaman

	EACS
	Engineering Aid Senior Chief Petty Officer

	EM1
	Electrician's Mate Petty Officer First Class

	EM2
	Electrician's Mate Petty Officer Second Class

	EM3
	Electrician's Mate Petty Officer Third Class

	EMC
	Electrician's Mate Chief Petty Officer

	EMCM
	Electrician's Mate Master Chief Petty Officer

	EMCS
	Electrician's Mate Senior Chief Petty Officer

	EMFN
	Electrician's Mate Seaman

	EN1
	Engineman Petty Officer First Class

	EN2
	Engineman Petty Officer Second Class

	EN3
	Engineman Petty Officer Third Class

	ENC
	Engineman Chief Petty Officer

	ENCM
	Engineman Master Chief Petty Officer

	ENCS
	Engineman Senior Chief Petty Officer

	ENFN
	Engineman Seaman

	EO1
	Equipment Operator Petty Officer First Class

	EO2
	Equipment Operator Petty Officer Second Class

	EO3
	Equipment Operator Petty Officer Third Class

	EOC
	Equipment Operator Chief Petty Officer

	EOCN
	Equipment Operator Seaman

	EOCS
	Equipment Operator Senior Chief Petty Officer

	EQCM
	Equipment Operator Master Chief Petty Officer

	ET1
	Electronics Technician Petty Officer First Class

	ET2
	Electronics Technician Petty Officer Second Class

	ET3
	Electronics Technician Petty Officer Third Class

	ETC
	Electronics Technician Chief Petty Officer

	ETCM
	Electronics Technician Master Chief Petty Officer

	ETCS
	Electronics Technician Senior Chief Petty Officer

	ETSN
	Electronics Technician Seaman

	EW1
	Electronic Warfare Technician Petty Officer First Class

	EW2
	Electronic Warfare Technician Petty Officer Second Class

	EW3
	Electronic Warfare Technician Petty Officer Third Class

	EWC
	Electronic Warfare Technician Chief Petty Officer

	EWCM
	Electronic Warfare Technician Master Chief Petty Officer

	EWCS
	Electronic Warfare Technician Senior Chief Petty Officer

	EWSN
	Electronic Warfare Technician Seaman

	FA
	Fire Controlman Apprentise

	FC1
	Fire Controlman Petty Officer First Class

	FC2
	Fire Controlman Petty Officer Second Class

	FC3
	Fire Controlman Petty Officer Third Class

	FCC
	Fire Controlman Chief Petty Officer

	FCCM
	Fire Controlman Master Chief Petty Officer

	FCCS
	Fire Controlman Senior Chief Petty Officer

	FCSN
	Fire Controlman Seaman

	FLTCM
	Fleet Command Master Chief

	FN
	Fire Controlman

	FORCM
	Force Command Master Chief

	FR
	Fire Controlman Recruit

	FT1
	Fire Control Technician Petty Officer First Class

	FT2
	Fire Control Technician Petty Officer Second Class

	FT3
	Fire Control Technician Petty Officer Third Class

	FTC
	Fire Control Technician Chief Petty Officer

	FTCM
	Fire Control Technician Master Chief Petty Officer

	FTCS
	Fire Control Technician Senior Chief Petty Officer

	FTSN
	Fire Control Technician Seaman

	GM1
	Gunner's Mate Petty Officer First Class

	GM2
	Gunner's Mate Petty Officer Second Class

	GM3
	Gunner's Mate Petty Officer Third Class

	GMC
	Gunner's Mate Chief Petty Officer

	GMCM
	Gunner's Mate Master Chief Petty Officer

	GMCS
	Gunner's Mate Senior Chief Petty Officer

	GMSN
	Gunner's Mate Seaman

	GSCM
	Gas Turbine Systems Technician Master Chief Petty Officer

	GSCS
	Gas Turbine Systems Technician Senior Chief Petty Officer

	GSE1
	Gas Turbine Systems Technician (Electrical) Petty Officer First Class

	GSE2
	Gas Turbine Systems Technician (Electrical) Petty Officer Second Class

	GSE3
	Gas Turbine Systems Technician (Electrical) Petty Officer Third Class

	GSEC
	Gas Turbine Systems Technician (Electrical) Chief Petty Officer

	GSEFN
	Gas Turbine Systems Technician (Electrical) Seaman

	GSM1
	Gas Turbine Systems Technician (Mechanical) Petty Officer First Class

	GSM2
	Gas Turbine Systems Technician (Mechanical) Petty Officer Second Class

	GSM3
	Gas Turbine Systems Technician (Mechanical) Petty Officer Third Class

	GSMC
	Gas Turbine Systems Technician (Mechanical) Chief Petty Officer

	GSMFN
	Gas Turbine Systems Technician (Mechanical) Seaman

	HA
	Hospital Corpsman Apprentise

	HM1
	Hospital Corpsman Petty Officer First Class

	HM2
	Hospital Corpsman Petty Officer Second Class

	HM3
	Hospital Corpsman Petty Officer Third Class

	HMC
	Hospital Corpsman Chief Petty Officer

	HMCM
	Hospital Corpsman Master Chief Petty Officer

	HMCS
	Hospital Corpsman Senior Chief Petty Officer

	HN
	Hospital Corpsman

	HN
	Hospital Corpsman

	HR
	Hospital Corpsman Recruit

	HT1
	Hull Maintenance Technician Petty Officer First Class

	HT2
	Hull Maintenance Technician Petty Officer Second Class

	HT3
	Hull Maintenance Technician Petty Officer Third Class

	HTC
	Hull Maintenance Technician Chief Petty Officer

	HTCM
	Hull Maintenance Technician Master Chief Petty Officer

	HTCS
	Hull Maintenance Technician Senior Chief Petty Officer

	HTFN
	HT Seaman

	HTSN
	Hull Maintenance Technician Seaman

	IC1
	Interior Communications Electrician Petty Officer First Class

	IC2
	Interior Communications Electrician Petty Officer Second Class

	IC3
	Interior Communications Electrician Petty Officer Third Class

	ICC
	Interior Communications Electrician Chief Petty Officer

	ICCM
	Interior Communications Electrician Master Chief Petty Officer

	ICCS
	Interior Communications Electrician Senior Chief Petty Officer

	ICFN
	IC Seaman

	ICSN
	Interior Communications Electrician Seaman

	IS1
	Intelligence Specialist Petty Officer First Class

	IS2
	Intelligence Specialist Petty Officer Second Class

	IS3
	Intelligence Specialist Petty Officer Third Class

	ISC
	Intelligence Specialist Chief Petty Officer

	ISCM
	Intelligence Specialist Master Chief Petty Officer

	ISCS
	Intelligence Specialist Senior Chief Petty Officer

	ISSN
	Intelligence Specialist Seaman

	IT1
	Information Systems Technician Petty Officer First Class

	IT2
	Information Systems Technician Petty Officer Second Class

	IT3
	Information Systems Technician Petty Officer Third Class

	ITC
	Information Systems Technician Chief Petty Officer

	ITCM
	Information Systems Technician Master Chief Petty Officer

	ITCS
	Information Systems Technician Senior Chief Petty Officer

	ITSN
	Information Systems Technician Seaman

	JO1
	Journalist Petty Officer First Class

	JO2
	Journalist Petty Officer Second Class

	JO3
	Journalist Petty Officer Third Class

	JOC
	Journalist Chief Petty Officer

	JOCM
	Journalist Master Chief Petty Officer

	JOCS
	Journalist Senior Chief Petty Officer

	JOSN
	Journalist Seaman

	LI1
	Lithographer Petty Officer First Class

	LI2
	Lithographer Petty Officer Second Class

	LI3
	Lithographer Petty Officer Third Class

	LIC
	Lithographer Chief Petty Officer

	LICM
	Lithographer Master Chief Petty Officer

	LICS
	Lithographer Senior Chief Petty Officer

	LISN
	Lithographer Seaman

	LN1
	Legalman Petty Officer First Class

	LN2
	Legalman Petty Officer Second Class

	LN3
	Legalman Petty Officer Third Class

	LNC
	Legalman Chief Petty Officer

	LNCM
	Legalman Master Chief Petty Officer

	LNCS
	Legalman Senior Chief Petty Officer

	LNSN
	Legalman Seaman

	MA1
	Master-At-Arms Petty Officer First Class

	MA2
	Master-At-Arms Petty Officer Second Class

	MA3
	Master-At-Arms Petty Officer Third Class

	MAC
	Master-At-Arms Chief Petty Officer

	MACM
	Master-At-Arms Master Chief Petty Officer

	MACS
	Master-At-Arms Senior Chief Petty Officer

	MASN
	Master-At-Arms Seaman

	MCPON
	Master Chief Petty Officer of the Navy

	MM1
	Machinist's Mate Petty Officer First Class

	MM2
	Machinist's Mate Petty Officer Second Class

	MM3
	Machinist's Mate Petty Officer Third Class

	MMC
	Machinist's Mate Chief Petty Officer

	MMCM
	Machinist's Mate Master Chief Petty Officer

	MMCS
	Machinist's Mate Senior Chief Petty Officer

	MMFN
	Machinist's Mate Fireman

	MMSN
	Machinist's Mate Seaman

	MN1
	Mineman Petty Officer First Class

	MN2
	Mineman Petty Officer Second Class

	MN3
	Mineman Petty Officer Third Class

	MNC
	Mineman Chief Petty Officer

	MNCM
	Mineman Master Chief Petty Officer

	MNCS
	Mineman Senior Chief Petty Officer

	MNSN
	Mineman Seaman

	MR1
	Machinery Repairman Petty Officer First Class

	MR2
	Machinery Repairman Petty Officer Second Class

	MR3
	Machinery Repairman Petty Officer Third Class

	MRC
	Machinery Repairman Chief Petty Officer

	MRCM
	Machinery Repairman Master Chief Petty Officer

	MRCS
	Machinery Repairman Senior Chief Petty Officer

	MRFN
	Machinery Repairman Seaman

	MS1
	MS Petty Officer First Class

	MS2
	MS Petty Officer Second Class

	MS3
	MS Petty Officer Third Class

	MSC
	MS Chief Petty Officer

	MSCS
	MS Senior Chief Petty Officer

	MSSN
	MS Seaman

	MT1
	Missile Technician Petty Officer First Class

	MT2
	Missile Technician Petty Officer Second Class

	MT3
	Missile Technician Petty Officer Third Class

	MTC
	Missile Technician Chief Petty Officer

	MTCM
	Missile Technician Master Chief Petty Officer

	MTCS
	Missile Technician Senior Chief Petty Officer

	MTSN
	Missile Technician Seaman

	MU1
	Musician Petty Officer First Class

	MU2
	Musician Petty Officer Second Class

	MU3
	Musician Petty Officer Third Class

	MUC
	Musician Chief Petty Officer

	MUCM
	Musician Master Chief Petty Officer

	MUCS
	Musician Senior Chief Petty Officer

	MUSN
	Musician Seaman

	NC1
	Navy Counselor Petty Officer First Class

	NC2
	Navy Counselor Petty Officer Second Class

	NC3
	Navy Counselor Petty Officer Third Class

	NCC
	Navy Counselor Chief Petty Officer

	NCCM
	Navy Counselor Master Chief Petty Officer

	NCCS
	Navy Counselor Senior Chief Petty Officer

	NCSN
	Navy Counselor Seaman

	OS1
	Operations Specialist Petty Officer First Class

	OS2
	Operations Specialist Petty Officer Second Class

	OS3
	Operations Specialist Petty Officer Third Class

	OSC
	Operations Specialist Chief Petty Officer

	OSCM
	Operations Specialist Master Chief Petty Officer

	OSCS
	Operations Specialist Senior Chief Petty Officer

	OSSN
	Operations Specialist Seaman

	PC1
	Postal Clerk Petty Officer First Class

	PC2
	Postal Clerk Petty Officer Second Class

	PC3
	Postal Clerk Petty Officer Third Class

	PCC
	Postal Clerk Chief Petty Officer

	PCCM
	Postal Clerk Master Chief Petty Officer

	PCCS
	Postal Clerk Senior Chief Petty Officer

	PCSN
	Postal Clerk Seaman

	PH1
	Photographer's Mate Petty Officer First Class

	PH2
	Photographer's Mate Petty Officer Second Class

	PH3
	Photographer's Mate Petty Officer Third Class

	PHC
	Photographer's Mate Chief Petty Officer

	PHCM
	Photographer's Mate Master Chief Petty Officer

	PHCS
	Photographer's Mate Senior Chief Petty Officer

	PHSN
	Photographer's Mate Seaman

	PN1
	Personnelman Petty Officer First Class

	PN2
	Personnelman Petty Officer Second Class

	PN3
	Personnelman Petty Officer Third Class

	PNC
	Personnelman Chief Petty Officer

	PNCM
	Personnelman Master Chief Petty Officer

	PNCS
	Personnelman Senior Chief Petty Officer

	PNSA
	Personnelman Seaman Apprentice

	PNSN
	Personnelman Seaman

	PNSR
	Personnelman Seaman Recruit

	PR1
	Aircrew Survival Equipmentman Petty Officer First Class

	PR2
	Aircrew Survival Equipmentman Petty Officer Second Class

	PR3
	Aircrew Survival Equipmentman Petty Officer Third Class

	PRAN
	Aircrew Survival Equipmentman Seaman

	PRC
	Aircrew Survival Equipmentman Chief Petty Officer

	PRCM
	Aircrew Survival Equipmentman Master Chief Petty Officer

	PRCS
	Aircrew Survival Equipmentman Senior Chief Petty Officer

	QM1
	Quartermaster Petty Officer First Class

	QM2
	Quartermaster Petty Officer Second Class

	QM3
	Quartermaster Petty Officer Third Class

	QMC
	Quartermaster Chief Petty Officer

	QMCM
	Quartermaster Master Chief Petty Officer

	QMCS
	Quartermaster Senior Chief Petty Officer

	QMSN
	Quartermaster Seaman

	RP1
	Religious Program Specialist Petty Officer First Class

	RP2
	Religious Program Specialist Petty Officer Second Class

	RP3
	Religious Program Specialist Petty Officer Third Class

	RPC
	Religious Program Specialist Chief Petty Officer

	RPCM
	Religious Program Specialist Master Chief Petty Officer

	RPCS
	Religious Program Specialist Senior Chief Petty Officer

	RPSN
	Religious Program Specialist Seaman

	SA
	Non Striker Seaman Apprentise

	SH1
	Ship's Serviceman Petty Officer First Class

	SH2
	Ship's Serviceman Petty Officer Second Class

	SH3
	Ship's Serviceman Petty Officer Third Class

	SHC
	Ship's Serviceman Chief Petty Officer

	SHCM
	Ship's Serviceman Master Chief Petty Officer

	SHCS
	Ship's Serviceman Senior Chief Petty Officer

	SHSN
	Ship's Serviceman Seaman

	SK1
	Storekeeper Petty Officer First Class

	SK2
	Storekeeper Petty Officer Second Class

	SK3
	Storekeeper Petty Officer Third Class

	SKC
	Storekeeper Chief Petty Officer

	SKCM
	Storekeeper Master Chief Petty Officer

	SKCS
	Storekeeper Senior Chief Petty Officer

	SKSN
	Storekeeper Seaman

	SM1
	Signalman Petty Officer First Class

	SM2
	Signalman Petty Officer Second Class

	SM3
	Signalman Petty Officer Third Class

	SMC
	Signalman Chief Petty Officer

	SMCM
	Signalman Master Chief Petty Officer

	SMCS
	Signalman Senior Chief Petty Officer

	SMSN
	Signalman Seaman

	SN
	Non Striker Seaman

	SR
	Non Striker Seaman Recruit

	STG1
	Sonar Technician, Surface Petty Officer First Class

	STG2
	Sonar Technician, Surface Petty Officer Second Class

	STG3
	Sonar Technician, Surface Petty Officer Third Class

	STGC
	Sonar Technician, Surface Chief Petty Officer

	STGCM
	Sonar Technician, Surface Master Chief Petty Officer

	STGCS
	Sonar Technician, Surface Senior Chief Petty Officer

	STGSN
	Sonar Technician, Surface Seaman

	STS1
	Sonar Technician, Submarine Petty Officer First Class

	STS2
	Sonar Technician, Submarine Petty Officer Second Class

	STS3
	Sonar Technician, Submarine Petty Officer Third Class

	STSC
	Sonar Technician, Submarine Chief Petty Officer

	STSCM
	Sonar Technician, Submarine Master Chief Petty Officer

	STSCS
	Sonar Technician, Submarine Senior Chief Petty Officer

	STSSN
	Sonar Technician, Submarine Seaman

	SW1
	Steelworker Petty Officer First Class

	SW2
	Steelworker Petty Officer Second Class

	SW3
	Steelworker Petty Officer Third Class

	SWC
	Steelworker Chief Petty Officer

	SWCS
	Steelworker Senior Chief Petty Officer

	SWSN
	Steelworker Seaman

	TM1
	Torpedoman's Mate Petty Officer First Class

	TM2
	Torpedoman's Mate Petty Officer Second Class

	TM3
	Torpedoman's Mate Petty Officer Third Class

	TMC
	Torpedoman's Mate Chief Petty Officer

	TMCM
	Torpedoman's Mate Master Chief Petty Officer

	TMCS
	Torpedoman's Mate Senior Chief Petty Officer

	TMSN
	Torpedoman's Mate Seaman

	UCCM
	UC Master Chief Petty Officer

	UT1
	Utilitiesman Petty Officer First Class

	UT2
	Utilitiesman Petty Officer Second Class

	UT3
	Utilitiesman Petty Officer Third Class

	UTC
	Utilitiesman Chief Petty Officer

	UTCS
	Utilitiesman Senior Chief Petty Officer

	UTSN
	Utilitiesman Seaman

	WT1
	Weapons Technician Petty Officer First Class

	YN1
	Yeoman Petty Officer First Class

	YN2
	Yeoman Petty Officer Second Class

	YN3
	Yeoman Petty Officer Third Class

	YNC
	Yeoman Chief Petty Officer

	YNCM
	Yeoman Master Chief Petty Officer

	YNCS
	Yeoman Senior Chief Petty Officer

	YNSA
	Yeoman Seaman Apprentice

	YNSN
	Yeoman Seaman

	YNSR
	Yeoman Seaman Recruit


USMC/USMCR Officer

	Rank
	Description

	1STLT
	First Lieutenant

	2NDLT
	Second Lieutenant

	BGEN
	Brigader General

	CAPT
	Captain

	COL
	Colonel

	CWO-2
	Chief Warrant Officer Two

	CWO-3
	Chief Warrant Officer Three

	CWO-4
	Chief Warrant Officer Four

	CWO-5
	Chief Warrant Officer Five

	GEN
	General

	LTCOL
	Lieutenant Colonel

	LTGEN
	Lieutenant General

	MAJ
	Major

	MGEN
	Major General

	WO-1
	Chief Warrant Officer


USMC/USMCR Enlisted

	Rank
	Description

	1stSgt
	First Sergeant

	Cpl
	Corporal

	GySgt
	Gunnery Sergeant

	LCpl
	Lance Corporal

	MGySgt
	Master Gunnery Sergeant

	MSgt
	Master Sergeant

	PFC
	Private First Class

	PVT
	Private

	Sgt
	Sergeant

	SgtMaj
	Sergeant Major

	SgtMajMC
	Sergeant Major of the Marine Corps

	SSgt
	Staff Sergeant


Civilian

	CIV   
	BWT 1-1   
	GS01   
	NA01   
	NF01   
	NS01   
	WD01   
	WL01   
	WS01   

	DR   
	BWT 1-10   
	GS02   
	NA02   
	NF02   
	NS02   
	WD02   
	WL02   
	WS02   

	MR   
	BWT 1-2   
	GS03   
	NA03   
	NF03   
	NS03   
	WD03   
	WL03   
	WS03   

	MS   
	BWT 1-3   
	GS04   
	NA04   
	NF04   
	NS04   
	WD04   
	WL04   
	WS04   

	VOL   
	BWT 1-4   
	GS05   
	NA05   
	NF05   
	NS05   
	WD05   
	WL05   
	WS05   

	AS01   
	BWT 1-5   
	GS06   
	NA06   
	NF06   
	NS06   
	WD06   
	WL06   
	WS06   

	AS02   
	BWT 1-6   
	GS07   
	NA07   
	NH01   
	NS07   
	WD07   
	WL07   
	WS07   

	AS03   
	BWT 1-7   
	GS08   
	NA08   
	NH02   
	NS08   
	WD08   
	WL08   
	WS08   

	AS04   
	BWT 1-8   
	GS09   
	NA09   
	NH03   
	NS09   
	WD09   
	WL09   
	WS09   

	AS05   
	BWT 1-9   
	GS10   
	NA10   
	NH04   
	NS10   
	WD10   
	WL10   
	WS10   

	AS06   
	BWT 2-1   
	GS11   
	NA11   
	NL01   
	NS11   
	WD11   
	WL11   
	WS11   

	AS07   
	BWT 2-10   
	GS12   
	NA12   
	NL02   
	NS12   
	WG01   
	WL12   
	WS12   

	DPI   
	BWT 2-2   
	GS13   
	NA13   
	NL03   
	NS13   
	WG02   
	WL13   
	WS13   

	DPII   
	BWT 2-3   
	GS14   
	NA14   
	NL04   
	NS14   
	WG03   
	WL14   
	WS14   

	DPIII   
	BWT 2-4   
	GS15   
	NA15   
	NL05   
	NS15   
	WG04   
	WL15   
	WS15   

	DPIV   
	BWT 2-5   
	 
	 
	NL06   
	PS01   
	WG05   
	WN01   
	WS16   

	GM13   
	BWT 2-6   
	 
	 
	NL07   
	PS02   
	WG06   
	WN02   
	WS17   

	GM14   
	BWT 2-7   
	 
	 
	NL08   
	PS03   
	WG07   
	WN03   
	WS18   

	GM15   
	BWT 2-8   
	 
	 
	NL09   
	PS04   
	WG08   
	WN04   
	WS19 

	 
	BWT 2-9   
	 
	 
	NL10   
	PS05   
	WG09   
	WN05   
	 

	 
	BWT 3-1   
	 
	 
	NL11   
	PS06   
	WG10   
	WN06   
	 

	 
	BWT 3-2   
	 
	 
	NL12   
	PS07   
	WG11   
	WN07   
	 

	 
	BWT 3-3   
	 
	 
	NL13   
	 
	WG12   
	WN08   
	 

	 
	BWT 3-4   
	 
	 
	NL14   
	 
	WG13   
	WN09   
	 

	 
	BWT 3-5   
	 
	 
	NL15   
	 
	WG14   
	 
	 

	 
	BWT 3-6   
	 
	 
	 
	 
	WG15   
	 
	 

	 
	BWT 3-7   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 5-1   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 5-2   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 5-3   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 5-4   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 5-5   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 6-1   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 6-2   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 6-3   
	 
	 
	 
	 
	 
	 
	 

	 
	BWT 6-4   
	 
	 
	 
	 
	 
	 
	 


Political Appointee

	Rank
	Description

	AMB
	Ambassador

	ASN
	ASN (Assistant Secretary of the Navy) 

	ASN (FM&C)
	ASN (FM&C) Assistant SECNAV (Financial Mgt and Comptroller) 

	ASN (I&E)
	ASN (I&E) Assistant SECNAV (Installations and Environment) 

	ASN (M&RA)
	ASN (M&RA) Assistant SECNAV (Manpower and Reserve Affairs) 

	ASN (RD&A)
	ASN (RD&A) Assistant SECNAV (Research, Development and Acquisition) 

	GC
	GC (General Counsel of the Department of the Navy) 

	SECNAV
	SECNAV 


USCG/USCGR Officer

	Rank
	Description

	ADM
	Admiral

	CAPT
	Captain

	CDR
	Commander

	CWO2
	Chief Warrant Officer Two

	CWO3
	Chief Warrant Officer Three

	CWO4
	Chief Warrant Officer Four

	ENS
	Ensign

	LCDR
	Lieutenant Commander

	LT
	Lieutenant

	LTJG
	Lieutenant Junior Grade

	RADL
	Rear Admiral Lower Half

	RADM
	Rear Admiral

	VADM
	Vice Admiral


USCG/USCGR Enlisted

	Rank
	Description

	CPO
	Chief Petty Officer

	MCPO
	Master Chief Petty Officer

	PO1
	Petty Officer First Class

	PO2
	Petty Officer Second Class

	PO3
	Petty Officer Third Class

	SA
	Seaman Apprentice

	SCPO
	Senior Petty Officer

	SN
	Seaman

	SR
	Seaman Recruit


USA/USAR Officer

	Rank
	Description

	1LT
	First Lieutenant

	2LT
	Second Lieutenant

	BG
	Brigader General

	COL
	Colonel

	CPT
	Captain

	CW2
	Chief Warrant Officer Two

	CW3
	Chief Warrant Officer Three

	CW4
	Chief Warrant Officer Four

	CW5
	Master Warrant Officer

	GEN
	General

	LTC
	Lieutenant Colonel

	LTG
	Lieutenant General

	MAJ
	Major

	MG
	Major General

	WO1
	Chief Warrant Officer


USA/USAR Enlisted

	Rank
	Description

	1SG
	First Sergeant

	CPL
	Corporal

	CSM
	Command Sergeant Major

	MSG
	Master Sergeant

	PFC
	Corporal First Class

	PV1
	Private

	PV2
	Private

	SFC
	Sergeant First Class

	SGM
	Sergeant Major

	SGT
	Sergenant

	SMA
	Sergeant Major of the Army

	SPC
	Specialist

	SSG
	Staff Sergeant


USAF/USAFR Officer

	Rank
	Description

	1stLt
	First Lieutenant

	2ndLt
	Second Lieutenant

	Brig Gen
	Brigader General

	Capt
	Captain

	Col
	Colonel

	Gen
	General

	Lt Col
	Lieutenant Colonel

	Lt Gen
	Lieutenant General

	Maj
	Major

	Maj Gen
	Major General


USAF/USAFR Enlisted

	Rank
	Description

	A1C
	Airman First Class

	AB
	Airman Basic

	Amn
	Airman

	CCMSgt
	Command Chief Master Sergeant

	CMAF
	Chief Master Sergeant of the Air Force

	CMSGT
	Chief Master Sergeant

	MSgt
	Master Sergeant

	SMSGT
	Senior Master Sergeant

	SrA
	Senior Airman

	SSgt
	Staff Sergeant

	TSgt
	Tech Sergeant


USANG Officer

	Rank
	Description

	1stLt
	First Lieutenant

	2ndLt
	Second Lieutenant

	Brig Gen
	Brigader General

	Capt
	Captain

	Col
	Colonel

	Gen
	General

	Lt Col
	Lieutenant Colonel

	Lt Gen
	Lieutenant General 

	Maj
	Major

	Maj Gen
	Major General 


USANG Enlisted

	Rank
	Description

	A1C
	Airman First Class

	AB
	Airman Basic

	Amn
	Airman

	CCMSgt
	Command Chief Master Sergeant

	CMAF
	Chief Master Sergeant of the Air Force

	CMSGT
	Chief Master Sergeant

	MSgt
	Master Sergeant

	SMSGT
	Senior Master Sergeant

	SrA
	Senior Airman

	SSgt
	Staff Sergeant

	TSgt
	Tech Sergeant


USNG Officer

	Rank
	Description

	1LT
	First Lieutenant

	2LT
	Second Lieutenant

	BG
	Brigader General

	COL
	Colonel

	CPT
	Captain

	CW2
	Chief Warrant Officer Two

	CW3
	Chief Warrant Officer Three

	CW4
	Chief Warrant Officer Four

	CW5
	Master Warrant Officer

	GEN
	General

	LTC
	Lieutenant Colonel

	LTG
	Lieutenant General

	MAJ
	Major

	MG
	Major General

	WO1
	Chief Warrant Officer


USNG Enlisted

	Rank
	Description

	1SG
	First Sergeant

	CPL
	Corporal

	CSM
	Command Sergeant Major

	MSG
	Master Sergeant

	PFC
	Corporal First Class

	PV1
	Private

	PV2
	Private

	SFC
	Sergeant First Class

	SGM
	Sergeant Major

	SGT
	Sergeant

	SMA
	Sergeant Major of the Army

	SPC
	Specialist

	SSG
	Staff Sergeant


Appendix P Seat Modification Flow Diagram

Below is a flow diagram of the process for modifying seats with the implementation of Seat Standardization and Tech Refresh in Release 1.4.
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Appendix Q Determination of OU
An Organizational Unit (OU) is a container that holds objects. All objects in an OU can be administered as a single unit, so any policies or restrictions apply across the OU. Examples of objects that can be placed into an OU are user accounts, computers, printers, groups, file shares and applications. 

· Container = PSI (Physical Site Identifier)

· ISF Tools is authoritative source for PSI List

· OU = Echelon II claimant long name = Division in NEDS
· Alias field provides the ability to provide current OU name in the case that Active Directory is not yet using it e.g. Alias would be COMLANTFLT and division would be CFFC
· Alias is sent with Seat and Account Buildouts and utilized instead of Division if completed 
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Appendix R - Seat Order Rejection Notifications – Revision Date 6 Sep 2005

Often the type of rejection notice (as shown below) is an indication that the option end date falls before the Effective Date on an Order(Mod).  For Example, option end date is 11/23/2003 and order Effective Date is 12/06/2003.  Since NEDS and eMp allow option dates to be independent of seat dates, the option dates are not affected by the order Effective Date roll-ups and causes the start date of the seat (in some cases) to begin after the option ends.

	WIGGINSKH@HQMC.USMC.MIL
	HQMC FY04 MCNAFAS 
	M00039
	SUBMIT
	11
	15
	11/25/2003 2:56:34 PM
	11/25/2003 2:56:35 PM
	67
	Order. UpdateSeat() failed due to the following error: System.Exception: 'Start Date' must be at or after 'Service Start Date' [VISIO PROFESSIONAL S/W] at DataLayer.Seat.ValidateOptions(Hashtable selectedOptions) at DataLayer.Seat.UpdateOptions(Hashtable selectedOptionsHash) at DataLayer.Order.UpdateSeats(OrderProcess& orderProcess) Rollback result: Successful


Currently, NEDS also continues to allow Claimants/USMC to back-date seat and option start and end dates in order to meet new FY input demands (i.e., getting into eMp for the first time via NEDS, creating orders without CLIN 0041’s and having to immediately Mod the order to add the CLINs…). In the future, NEDS will disallow backdating of seats and options and this will alleviate some confusion. We will let you know when this capability is to be discontinued.

The guidance below will help in finding and correcting current order submission errors when an option issue is identified and will also set forth the proper procedure for modifying options:

Guidance

When an order error email is sent to you indicating that seat option date(s) are causing an order to fail in its submission to eMp, locate the option(s) listed in the message using the Detailed Seat Order Report, finding them by locating end dates that fall before the order Effective Date. Edit the seat(s) using the steps below then place the seat(s) back On Order and re-submit the order.  

The 2 steps below outline the proper procedure for canceling an option and will prevent option order errors from occurring in the future:

1.   Mod (Recall, if necessary) the SEAT – be sure to change the start date on the SEAT to the date when you want the new configuration to begin.  This date will probably be the same as the Effective Date of the Order(Mod). 

2.   Mod the OPTIONS – select Configure Options and rather than change the end date on the option, simply UNCHECK the option so that the option does not appear on the page. Remember to save the Option page as well as the Seat Configuration page. When this new seat configuration (w/o the option) is approved by eMp, the old seat configuration ends on the new seat configuration date –1. This new seat configuration effectively ends the option.  

Appendix S – Ordering Bulk MAC’s – Revision Date 6 Sep 2005
Ability to Order Bulk MACs in NEDS
Overview: 

NEDS has implemented a solution to allow users to order MACs in bulk.  A user can order bulk MACs by ordering a MAC as the basic seat and adding additional MACs as options to the basic MAC seat. This applies to CLINs 0026AL, 0026AM, and 0026AN. 

Once the MAC seat is ordered in NEDS, users can order up to 999 MAC options on that seat. This solution has been socialized and agreed to by the e-Marketplace (eMp) team and the Lead ACO, Shawn Runk. This solution has been implemented in both eMp and NEDS.

  

Claimant CLIN Rules- Pre-requisite to be completed by NEDS Leads:
1. Each NEDS Lead must ensure that BOTH the seat AND option entries for the above CLINs are enabled in their claimant CLIN rules. If both the seat and option entries are not enabled users will not have the ability to utilize this solution.

2. Each NEDS Lead must ensure that the:

a. CLIN 0026AL option is added as an option to the CLIN 0026AL seat.

b. CLIN 0026AM option is added as an option to the CLIN 0026AM seat.

c.  CLIN 0026AN option is added as an option to the CLIN 0026AN seat.

3. As shown below, the NEDS lead clicks on the “Rules” link for the appropriate MAC option.
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4. The NEDS lead then navigates to the MAC seat options listed on the left hand side of the page, and clicks the check box to signify that the option can appear on this seat selected.
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5. The NEDS lead then clicks “Update” at the top of the CLIN rules page to update the CLIN mapping.
Ordering a Bulk MAC in NEDS:

Step 1: NEDS user selects the User Profile of who will receive the MAC seat and clicks create seat from the User’s Seats page.
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Step 2:  NEDS user selects the appropriate MAC seat from the Configure Seat page and clicks select.
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Step 3: NEDS user inputs requested information, such as Service Start and Service end date, and verifies delivery location information on Seat Configuration page

Step 4: User selects “Configure Options” link from the bottom of the of the Seat Configuration page.
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Step 5: User inputs correct number of options via the Quantity drop down box, inputs the correct start and end date and checks the “Selected” check box on Configure Options page. The number of MACs that will be ordered will be the total number of options plus 1 (the Seat itself).  The user then and clicks Save.
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Step 6: NEDS system returns user to Configure Seat page showing the addition of MAC options.
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Step 7: NEDS user pushes the MAC seat through the seat order process and places the seat on the order to be sent to eMp.  Once the order is pushed to eMp and approved in eMP the MACs will be available to the Claimant/USMC to expend.
Seat Modification - Select “Mod” Link





Actor selects


 “Mod” link





Is there 


currently an 


Asset ID


In NET?





No





NET provides message: Modifications of current CLINs can only be performed on delivered seats. If this seat has been delivered, an Asset ID must be entered before you can continue the modification


process





NET continues with current mod functionality.





Yes





If you have reached this message, in error, or if you wish to modify an undelivered seat, use your browser “back” button to be returned to the prior screen. Modification of an undelivered seat can be accomplished via the Seat Standardization link. 





Seat Modification - Select “Seat Standardization” Link





NET User selects  “Seat 


Standardization” link





Is there 


currently an 


Asset ID


In NET?





No





NET opens page to allow NET User to select Bundled CLIN, defaulting the Service Start Date to the first [day] of the following month and the Service End Date to the last day of the FY. (The dates can be modified, if desired). The NET User can then add options, if needed. (All 3000 and 4000 CLINs will remain mapped but can be deleted.) Any legacy applications and/or legacy peripherals mapping on the current seat will automatically be mapped to the new, bundled seat – but can be modified, if necessary.





Yes





The NET Seat ID will not change so both NET and eMp will continue to track this seat under its original Seat ID. The old seat configuration will be cancelled and automatically sent to eMp upon the approval and  forwarding [to eMp] of the new seat configuration.





NET provides message: NET shows an Asset ID for this seat indicating it has been delivered. A seat that has been delivered cannot undergo Seat Standardization (unless it needs to undergo Tech Refresh – in which case use your browser “back” Button, then select the Tech Refresh link). If you believe  this seat had an Asset ID entered, return to the Asset Management page for this seat.


If you have reached this message in error, please use your browser “back” button.








NET User selects


 “Tech Refresh” link





Is there 


currently an 


Asset ID


In NET?





No





NET provides message: Technology Refresh can only be performed on delivered seats. If this seat has been delivered, an Asset ID must be entered before you can continue the TR process


If you have selected Tech Refresh in error, use your browser


“back” button.





Yes





Actor selects


 new bundled� CLIN





Actor selects Options (current 3000 &  4000 CLINS as Well as legacy application & template mappings stay)





Seat is submitted to workflow by the Actor, approved and assigned


 to task order for submission to eMp.





Upon submission of the task order, the old configuration is cancelled and the new configuration is started. Seat is marked as Tech Refresh seat.





Seat Modification - Select “Tech Refresh” Link





SEAT


0026AL





Option


0026AL


Quantity up to 9999
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