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HQWeb Phase II

Tasker Toolkit
The Tasker Toolkit has been designed to provide Deployment Coordinators with items that may be helpful during Phase II of the HQWeb.  Many of these items are based upon lessons learned from the deployment of the Tasker system for N4 and Phase I of the HQWeb for N3/N5.  While not absolutely necessary, it is strongly recommended that the Deployment Coordinator use each item in the Toolkit (modified for their particular branch of course).  The Toolkit provides the following items:

Draft ESM to Directorate Head

This is the most important item of the toolkit as it provides a summary of the deployment’s key details as well as recommendations for active backing from the Directorate Head and Cutover Plan of Action.  Included are attachments that outline training, cutover options, key tasker personnel (business rules) and a draft email for the directorate head to send out to the entire directorate.  These attachments are meant to be a “starting off “ point and need to be tailored to your specific directorate.

Flyers and Online Announcements

These items are meant to stimulate interest and excitement for the Tasker Deployment.  The earlier versions are meant to be somewhat “tease” to encourage curiosity and office discussion with the later versions divulging a little more information.  The flyers are in PowerPoint format and can be printed off and hung accordingly throughout your directorate spaces.  The online versions will be posted to your web page by the HQWeb Team.

Email Announcements:  These emails are meant to remind individuals of the upcoming training as well as reinforce among directorate personnel the names of the Deployment Coordinators and Content Managers.

Use of the Toolkit is fairly straightforward.  Just follow along with the Toolkit Action Checklist below and carry out the corresponding action as required utilizing the required documents that are also provided.  In closing, if you are going to do only one thing from this Toolkit then make it the ESM to your Directorate Head.  Their support in making training mandatory as well as for the system as a whole has been the #1 critical success factor in all past deployments.  
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Toolkit Action Checklist

	 D-21 (Monday)

· ESM to Directorate Head with Key Tasker Personnel, Changeover Options, Training Schedule and Directorate Email (Items 1-5)

· Post Flyer #1 (Item 6)

· Online Announcement #1 (Item 7)

D-20 (Tuesday)

· Reserve Room for Training (Must have projection capability and Internet access).

· Delivery of Business Rules to HQWeb

D-17 (Friday)

· Group Email from Directorate Head proclaiming support for Tasker System and mandatory training 

D-14 (Monday)

· Post Flyer #2 (Item 8)

· Online Announcement #2 (Item 9)

· Group Email from Deployment Coordinator announcing training (Item 10)

D-11 (Thursday)

· Second Group Email from Deployment Coordinator announcing training (Item 11)


	D-07 (Monday)

· Post Flyer #3 (Item 12)

· Online Announcement #3 (Item 13)

· On-Site Training

D-06 (Tuesday)

· On-Site Training

· Bravo Training

· Scanner Training

D-05 (Wednesday)

· On-Site Training

· Bravo Training

· Scanner Training

D-04 (Thursday)

· On-Site Training

· Bravo Training

D-0 (Friday)

· On-Site Training

D-Day (Monday)

· Execute Changeover Plan




Tasker Toolkit

	Item #
	Title
	Document

Click on Icon to open Document

	1
	Sample ESM
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ESM to Directorate Head with Change Management Options 

X

Final Documentation of Formalized Business Rules

X

Post Flyer #1

X

Online Announcement #1

X

Reserve Training Space (Projection Ready, Internet Access)

X

Directorate Head Group Email

X

Non-Tested Tasker System Delivered

X

Post Flyer #2 (Remove #1)

X

Deployment Coordinator Group Email

X

Online Announcement #2

X

Developer Testing

X

Directorate Level Annoucement

X

Manager Testing

 

X

2nd Deployment Coordinator Group Email

X

Delivery Date to N09BC

X

Post Flyer #3 (Remove #2)

X

Online Annoucement #3

X

Training (AO's/Bravos/Scanners)

N3/N5 Testing

Developer Fixes

Directorate "Go-Live"

X

On-Site Support

Manager Lesson's Learned Due

X

Week 3

Week 4

Week 1

Week 2



Tasker Deployment Timeline





	2
	Changeover Options (ESM Attachment)
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	3
	Training Schedule (ESM Attachment)
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	4
	Key Tasker Personnel (ESM Attachment)
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	5
	Draft Email from Directorate (ESM Attachment)
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	6
	Flyer #1
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	7
	Online Announcement #1:  This will be posted to your website by the HQWeb team.
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	Flyer #2
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	9
	Online Announcement #2:  This will be posted to your website by the HQWeb team.
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	10
	Deployment Coordinator Email #1
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	Deployment Coordinator Email #2
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	12
	Online Announcement #3 :  This will be posted to your website by the HQWeb team.
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	13
	Flyer # 3
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_1043818193.doc
Key Tasker Personnel


The following have been identified as key tasker personnel and will receive appropriate email alerts whenever a tasker arrives for either assignment or completion.  Those individuals annotated with **asterisks** will only receive alerts for completed taskers submitted for their review and approval. 


		N3/N5-Tasker Complete


N3/N5C-LTJG Clifford Collins


N3/N5S-LTJG Jim McDonner


N3/N5C1-ITC Sean Carney


N00H-Division 


N00H-DR Steve Schlaikjer


N3/N5L-Division


N3/N5L-CDR Patrick Neher


N3/N5LT-Ms Barbara Lawson


N3/N5I-Division


N3/N5I-LCDR Eva Scofield


N31/N52-Division


**N31/N52-RDML James Zortman**


N31/N52B-CAPT David Thorson


N31/N52S-YN2 Yvette Graham


N312-Branch


N312-CAPT Jeff Boroff


N312C1-CAPT Kevin Lasher


N311-Branch


N311- CAPT Bradford McDonald


N311C-LCDR Mark Maines


N521-Branch


N521-CAPT Douglas Harris


N522-Branch


N522-CDR Paul Laird


N523-Branch


N523-CAPT Daniel Wenceslao


N524-Branch


N524-CDR Steve Szyka




		N32-Division


**N32B-RDML Ralph Utley**


N32B-CAPT Charles Webber


N32S-YN2 Monica Benton


N322-Branch


N322-CAPT Lawrence Getzfred


N322N-LT William Wertz


N323-Branch


N323-Mr Jarrell Henson


N322B-Mr Jack Punches


N324-Branch


N324-Mr William Belangia


N324A-YNC Patricia Mogenhan


N34-Division


**N34-CAPT Timothy Holden**


N34B-CAPT Rollin Lippert


N34S-YN2 Davis Wyche


N343-Branch


N343-CDR Warren Jederberg


N343C-LCDR Brian Solo


N346-Branch


N346-CAPT Stephen Smietana


N51-Division


**N51-RDML Ben Wachendorf**


N51A-LT Jeffrey Warner


N51S1-YN2 Stephanie Taylor


N512-Branch


N512-CAPT John MacKercher


N512L-CAPT Steven Frake


N513-Branch


N513-CDR Bob Dolan


N513H-CDR Kevin VanSloten


N514-Branch


N514-CAPT Bruce Miller


N514C-CDR Thomas Neal
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Coming Soon!
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TASKERS!

It’s Here



Training sessions are being held all Week
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TASKERS!

Coming Soon












_1043818544.doc
Monday, XX March begins for us the second phase of the HQWeb Deployment.  Phase II focuses on the ability for us to generate, assign, staff, route and archive all of our taskers online in a web-based environment. 


To ensure you are prepared for this transition, I am making mandatory for all personnel attendance at one of the many training sessions scheduled throughout all of next week.  When “cutover” day arrives (Monday, XX March), we as a directorate will cease routing hardcopy taskers and conduct all business via this new system. Make sure you are ready for this date. 


The deployment of this system will certainly present some growing pains for all of us.  But I believe these short-term pains will pay off big dividends in the future not only in improving our own “quality of service” but also in improving our overall performance as a directorate. 


This is your program to make or break.  Phase I has been a tremendous success for us.  Let’s continue that trend.


Be ready; be proactive; and be with the program.  
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Mandatory HQWeb Phase II Training


		Day

		Times

		Location



		Monday, XX March

		13,14,15,16

		NCC Theater



		Tuesday, XX March

		8,9,10,11

		NCC Theater



		Wednesday, XX March

		13,14,15,16

		NCC Theater



		Thursday, XX March

		8,9,10,11

		NCC Theater



		Friday, XX March

		13,14,15,16

		NCC Theater





· One-on-One Senior Personnel Training available during this time frame on request.


· Extended training will be held for Secretariat personnel to include the use of scanners and “best practices” from N4.


· Deployment Coordinators will be conducting a test and evaluation of the system during this same week.
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MEMORANDUM FOR THE DEPUTY CHIEF OF NAVAL OPERATIONS (XXXXXXXXXXXXXX XXXXXXXXXXXXXX)

FROM:
  RDML XXXXX  X. XXXXX, USN


  Director, XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX(NXX)


  Prepared by: LT Gideon Manthorpe NXXXX, 6XX-XXXX

SUBJECT:
HQWeb Phase II (Taskers) - ACTION MEMORANDUM

PURPOSE:
Provide information and plan of action for deployment of HQWeb Phase II (Taskers).  

DISCUSSION:
1.  NX completes Phase II (Taskers) of HQWeb deployment on XX March 2001, allowing full electronic receipt, staffing and archiving of all taskers.  While some growing pains are expected, the system will significantly improve tasker processing time and provide efficiency gains from the easy referencing and searching of past actions within system archives.   


2.  The following steps have been taken to ensure a successful deployment: 


· Changeover Plan:  Attachment 1 provides three options for the full changeover to electronic tasking.


· Scheduled Directorate Training (Attachment 2):  AO training in the NCC Theater is scheduled for one week prior to implementation.  Trainers will be available for individual sessions with senior level personnel.  


· Directorate Beta Testing:  During the training week, NXXX will conduct system testing of to identify emergent deployment difficulties. 

· Key Tasker Personnel:  Attachment 3 lists personnel who will receive “new tasker” email alerts and can close actions in the system. 


· Dedicated Communication Plan:  Posted flyers, group email messages, and announcements on existing websites will be used to “market” the tasker system and increase implementation awareness in N3N5. 


2.  Your backing is essential to program success.  Attachment 4 is a suggested email for your review mandating AO training and stressing the significance of the system deployment.


RECOMMENDATION:
Send email to all N3N5 personnel on 26 February 2001 and implement Changeover Option 1.

Attachments:

1.  Changeover Options

2.  Training Schedule

3.  Key Tasker Personnel 


4.  Draft email announcement

		CHOP

		NXXX

		NXXB

		NXX

		NXA

		NXB



		DATE
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***NX HQWeb Phase II***

Just a reminder that mandatory training for Phase II of the HQWeb begins next Monday.   During this training, users will be shown a real-time demonstration and given a one-page reference handout on the key features.  PLEASE MAKE AN EFFORT TO ATTEND ONE OF THESE TRAINING SESSIONS AS WE INTEND TO “GO-LIVE” THE FOLLOWING MONDAY.  

		 Day

		Times

		Location



		Monday

		13,14,15,16

		NCC Theater



		Tuesday

		8,9,10,11

		NCC Theater



		Wednesday

		13,14,15,16

		NCC Theater



		Thursday

		8,9,10,11

		NCC Theater



		Friday

		13,14,15,16

		NCC Theater
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HQWeb Changeover Options


Option 1: Straight Cutover on XX March- RECOMMENDED


· All new taskers delivered generated via the tasker system.  


· All old taskers routed by hand through completion.


		Pros


· Training still fresh for all personnel


· Ensures Directorate-wide participation


· Quicker transition


· Successful N4 Approach

		Cons


· Short term growing pains

· Requires ultimate directorate flexibility





Option 2: Dual Routing of Taskers through XX March


· All new taskers routed electronically and simultaneously via hard copy.  


		Pros


· Potentially easier transition for some staff elements

		Cons


· Labor intensive


· Potential confusion from dual reporting

· Longer transition time





Option 3: Phased Cutover by Branch (1 per week)


· New taskers routed electronically to one new branch per week   


		Pros


· Potentially easier transition for some staff elements

		Cons


· Labor Intensive

· Training becomes stale for late adopters

· Longer transition time
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***NX HQWeb Phase II***

On Monday, March XX, NX will go live with the second phase of the HQWeb implementation.  This phase will comprise of a toolset that will allow us to generate, assign, staff, route and archive all of our taskers online in a web-based environment

In order to make this transition go smoothly, we are providing walk-in training on the use of the system beginning Monday, March XX at the following times:

		Day

		Times

		Location



		Monday

		13,14,15,16

		NCC Theater



		Tuesday

		8,9,10,11

		NCC Theater



		Wednesday

		13,14,15,16

		NCC Theater



		Thursday

		8,9,10,11

		NCC Theater



		Friday

		13,14,15,16

		NCC Theater





During this training, users will be shown a real-time demonstration and given a one-page reference handout on the key features.  PLEASE MAKE AN EFFORT TO ATTEND ONE OF THESE TRAINING SESSIONS AS WE INTEND TO 

Ideally, this training will make implementation easy and error free.  However, this will probably not be the case.  For that reason, NX has tasked certain individuals to act as facilitators.  These individuals are your FIRST line of defense with respect to problems and/or system bugs that you are experiencing (a help desk number will also be provided).  These individuals are:

		NX Deployment Coordinator
LT Irving R. Glick
6XX-XXXX



		NXX Content Manager
LT Gideon Manthorpe
6XX-XXXX



		NXX Content Manager
LT W. T. Door
6XX-XXXX






