“Validating” Single Directorate CTTA Tasks

VER:20JUN02

BASIC PROCESS


Use TV3 to open the CTTA tasks that were assigned to your Directorate only.


Perform the “Validation” process (provided below).

OVERVIEW


As CTTA tasks are imported from the various Tasker Version 2 (TV2) databases into a single Tasker Version 3 (TV3) database, there is the fundamental challenge of reassembling the task from its pieces.  Currently, there is a different database for each Directorate and a CTTA task actually creates a task (record) in the CTTA database AND a task (record) in the database of every Directorate assigned.  The current CTTA interface simply presents all the pieces on the same screen so that it looks like one task.  The new design (TV3) stores everything in a single database.  Unfortunately, it is too difficult, perhaps impossible, to automate the entire data migration process.  That is why we need your help.


Fortunately, the tasks that you (a Directorate Front Office) will be working on are the ones assigned to only to your Directorate.  These only have two pieces, the CTTA database piece (which is imported into TV3) and the Directorate database piece (which is not.).

WHAT AN “IMPORTED” CTTA TASK LOOKS LIKE IN TV3:


When a CTTA task is imported into TV3, you will see most of the TV2 data displayed in the TV3 interface.  The data that are pulled over are:


1.  All data that was stored in the CTTA database (this is the information that was entered by the CTTA)


2.  All of the attachments (attached documents) from all the other databases.  If your Directorate added an attachment, it automatically shows up as an attachment to the task imported into TV3.

What is not brought over is information added at the Directorate level such as:

1. Assignment of Purpose Codes to specific Divisions or AOs

2. “Front Office Due Dates”

3. Directorate level “Comments” and “Tasker History”

4. Completion Status / Dates

WHAT YOU ARE ASKED TO DO:

1.
Open two browsers, one with the TV2 CTTA interface and one with the TV3 version of CTTA tasks (it may be easier to open these side-by-side)

Open one browser (Internet Explorer) to your current Taskers system (TV2 Version)

Open a second browser (TV3 Version) to the CTTA view  http://usn.hq.navy.mil/taskers/CTTA which shows all Directorates.  If you have any login problems, contact the HQWeb Help Desk at 800-420-7302 or helpdesk@rgsinc.com.  

The first screen that you see will be the “My Taskers” view.  Open the “Reports” view and the then expand (with “+”) the category for your Directorate.  As a reminder, you are only viewing CTTA tasks (all the tasks created at the Directorate level and below are still in TV2).   As you “validate” these tasks and click on “Submit” they will move from the Directorate category to the category of the assigned Division (you will see new Division groupings appear on your screen).

2.
“Validate” each task on your list in TV3

By expanding each of the Division categories, you can see all the CTTA tasks where your Divisions have the Lead but you are only being asked to “validate” the ones that involve just your Directorate.  You will be provided (by OPNAVCIO) a spreadsheet that lists these tasks.

One at a time, open each of those tasks and follow the steps in the table below.  This part only checks the data that was in the CTTA database (entered by CTTA) and adjusts for the new fields and choices that are used in TV3 (but were not used in TV2).  The next table deals with importing the information from your Directorate level piece of the task.

	STEP
	DETAILS / RATIONALE

	Open the TV3 task and place it in “Edit” mode.

     If any of the “Mandatory Fields” are blank, make an entry.  The ones that are likely to be blank are described below.


	     Click on the subject of the task in the “Reports” view and when the task opens, click on the “Edit” link in the upper right corner to place the task in the Edit mode.

The “Mandatory Fields” are marked with stars.

	Select a “Type”
	     Since the “Types” have changed, there was no way to automatically map the TV2 tasks to the correct “Type” in TV3.  This is now a mandatory field and you will not be able to submit the task without filling it in.



	Select an OPNAV Approval Authority
	     This is the highest level in OPNAV which needs to review / approve the task.  Under TV2, this field was optional and only served an informational role.  Under TV3, this field is mandatory and drives functionality.  The picklist options are DNO, VCNO, DNS, JACO, Directorate, Division, Branch, Other 

Note:

     If the CNO, VCNO, or DNS is selected when the task is created, the appropriate groups are added to the top of the default “OPNAV Chop Chain”.  Once a task is created, changing the “OPNAV Approval Authority” will NOT automatically affect the Chop Chain.  They will need to be manually added as described below.



	If blank, select a “Front Office Due Date”
	     In TV2, this was not always a mandatory field.  Since this is a mandatory field in TV3, you must enter a date.  If the “Front Office” does not required the task any earlier than the “Originator Due Date, use that date for the “Front Office Due Date”.



	Add “Action Products”
	     “Action Products” is a new option with TV3.  Select the items which you expect to be delivered to complete the task.  This is not a mandatory field.



	Check the “Lead”, Coordinate”, “Info” blocks
	     Although the appropriate fields were imported from TV2, there are a variety of reasons why you may want to change these entries.  To view a graphical summary of the rules that were used, refer to the “Taskers Version 3” link in the Main Page Public Announcements and select the TV2 External to TV3 file (since CTTA creates “External” tasks in the Directorate level systems).



	Manually build the “OPNAV Chop Chain”
	     Typically, the Division Front Office of the “Lead” Directorate and the Action Officer will be the only entries in the “OPNAV Chop Chain”.  You will need to click on the “Edit/Reorder Chop Chain” link to add the appropriate people and groups.

     Notes:

-TV2 did not provide for Front Office routing

-TV2 did not provide for routing above the Directorate level.  The new rules dictate that all tasks for which the CNO is the “OPNAV Approval Authority” must be routed through the DNS and VCNO.



	If necessary, move attachments around
	     TV2 did not categorize attachments in any way.  Even though the entry blanks on the TV2 forms had different labels, all attachments were treated equally.  In TV3, there are three categories, “Tasker Package”, “Final Response”, and “Working Documents”.  

     All attachments that were added by the CTTA will be added to the TV3 attachment groups from top to bottom.

     -first 2 in “Tasker Package”, 

     -next 3 in “Final Response”, 

-remaining (up to 15) in the “Working Documents” section.

     All attachments that were added by the Directorates will be added to the “Working Documents” section of TV3 (up to 15).

     To move an attachment:

     -Ensure task is in the “Edit” mode

     -Open the attachment to be moved by clicking on the associated icon

     -Save it to a local drive (e.g., hard drive), giving it an appropriate file name

     -In TV3, click on the “Attach Document” link in the appropriate destination section (i.e., Tasker Package, Final Response, Working Area)

     -Browse, find the file, and click on “Open”.  The file should now be attached to the TV3 task in the correct section.

     -Delete the copy in the incorrect section by clicking on “Delete any files”, clicking on the appropriate attachment (they are listed in order from top to bottom), and clicking on “OK”.


3.
Add TV2 “Lead” Directorate data to TV3

Now it is time to add any additional information that was entered by your Directorate.  View, your Directorate’s piece in TV2 and perform the steps below.

	STEP
	DETAILS / RATIONALE

	Transfer the “Front Office Due Date” to TV3
	     When you open the Directorate level task in TV2, there may be a “Front Office Due Date” selected.  If they are different, make the TV3 “Front Office Due Date” match the TV2 “Lead” Directorate’s “Front Office Due Date”.



	Consider moving the TV2 “Comments” to TV3
	     If there is an entry in the “Comments” block (TV2, “Lead” Directorate), read it and decide if it should be moved to the consolidated, TV3 version.  If you decide to bring the comments over, either paste them into the TV3 “Assignment and Status” block, or paste them into a discussion thread, as appropriate.  

     NOTE: Entries in the TV2 “CTTA Amplification” block will be automatically added to the TV3 “Tasker History”.



	Consider moving information from the TV2 “Change History” to TV3
	     Evaluate whether there are any entries in the “Change History” section that should be moved over to TV3 version.  If you decide to bring information over, either paste it into the TV3 “Assignment and Status” block, or paste it into a discussion thread, as appropriate.  If you create a discussion thread, title it as “Imported History”.

     Please note that it may not be necessary to move information in the “Change History” section to TV3 because it may not add significant value.



	Move any groups or individuals assigned a role in TV2 to the appropriate assignment blocks (i.e.,“Lead”, “Coordinate” or “Information”) of TV3
	     The automated data migration will populate TV3 with the Directorate level assignments (e.g., N4 has “Lead”, N6 has “Coordinate”) but initially, TV3 will not reflect role assignments to anyone below the Directorate Front Office.  

     If CTTA assigned the “Lead” to N4 and the N4 Front Office delegates the “Lead” (assigns an A,B,C,D,F or I Purpose Code) on the task to N412, you will have to go into TV3 and change the “Lead” to N412.

     If N4 assigned purpose codes to other Divisions or individuals, then you will have to move those groups or people to the TV3 “Coordination” or “Information” blocks (as appropriate).



	If appropriate, modify the “OPNAV Chop Chain”
	     Initially, the Front Office of the “Lead” Directorate will be the only entry in the “OPNAV Chop Chain”.  You will need to click on the “Edit/Reorder Chop Chain” link to add the appropriate people and groups.

   TV2 only provided for routing through a well-defined path (AO, Branch admin, Division admin, Directorate admin).  If any of those people or groups have already marked the task as complete, add them to the TV3 Chop Chain and mark it complete for them.  


