CHECKLIST FOR CONTENT COORDINATORS TO USE FOR EACH USER (Rev 4/12/01)

!!!! This checklist provided to N6 Divisional Coordinators to make it easier for N6 users to use HQ NAVY WEB.   By taking the time to make the below modifications

 Please perform the following checks/modifications for each of your users on BOTH their UNCLASS PC and their CLASSIFIED PC.

Give a copy to the user and ask them to perform the below on their Home PC and Laptop. !!!!!

STEP 1: COORDINATE WITH USER THAT YOU WANT TO MAKE SOME CHANGES TO HIS PC (Either with them there or not)

STEP 2:  ATTACH LABEL to PC MONITOR with the following info:


“UNCLAS:  http://usn.hq.navy.mil

(Use ://intranet.usn.hq.navy.mil in firewall)


SIPRNET:  http://usn.cno.navy.smil.mil

CONTENT MGR: ________________     (Del Taylor, 601-1274 for example)


HQ WEB Help Desk:  1-800-420-7302”

(Del Taylor has some blank sheets of labels.  To generate labels in Word, got to Tools…Envelopes/Labels….Labels….Options (Pick label type, printer type)…. Print a test on paper before printing on label).

- REPEAT FOR ALL USER’S PCs (Class, Laptop, Home)

STEP 3:  GIVE USER EXTRA LABELs for his Home PC and/or LAPTOP.

STEP 4:  CREATE A FOLDER “FOR UPLOAD TO HQ NAVY WEB” ON ONE OF THE USER’S DRIVES

- Ask the User where they normally store new documents


- (for example, H:   N60D1 on ‘dnhnfs1’ (H:)\My Documents\) 


-  TIP: Recommend using an H: or O: drive so it doesn’t matter what PC they are logged onto.


-  Using ‘WINDOW NT EXPLORER’, create a new folder called “FOR UPLOAD TO HQ NAVY WEB”


-  NOTE: This will be used by User as a temporary holding location for content they want to upload to HQ Navy Web.


- NOTE:  For senior management, they may want to put this folder in a location that their admin assistance or contractor can go into and upload the documents for the boss.


- REPEAT FOR ALL USER’S PCs (Class, Laptop, Home)

STEP 5:  VERIFY USER HAS INTERNET EXPLORER AS THE DEFAULT BROWSER (and NOT NETSCAPE).


- !!!! Hq Navy Web is not fully functional with Netscape, some of the buttons do not show up unless IE is being used!!!!

STEP 6:  ENTER FAVORITES IN WEB BROWSER


- Open up Internet Explorer, and make the following addresses “FAVORITES” with the following NAMES.

(i)  Unclas Work PC: A.  Http://intranet.usn.hq.navy.mil     name it:    “HQ NAVY WEB N00 (intranet)”

                      B.http://intranet.usn.hq.navy.mil/n6  name it:  “HQ NAVY WEB N6 (intranet)”


        C.    Select “Knowledge Portal”, make it a favorite and name it   “HQ NAVY WEB SEARCH (Don’t forget to enter log-in)”


         D.  Select “Taskers” from N6 Home Page, make a favorite, and name it “HQ NAVY WEB N6 TASKERS”

         !!!! NOTE:  Goal is to get the above four ‘favorites’ on ALL of the USERS PCs.

   (ii)  Siprnet PC:     Same four favorites as above but the URLs are http://usn.cno.navy.smil.mil
   (iii)  LAPTOP:      Same four favorites as above but the URL for OUTSIDE THE FIREWALL are  http://usn.hq.navy.mil    (without intranet in title).

   (iv)  HOME PC:    Same as the Laptop.   Don’t use the “intranet” in the url.

STEP 7:  VERIFY USER INFO IN DIRECTORY (!! Many users have incomplete or incorrect info!!!).


- Is Unclass e:mail correct?  (unclass e:mail must be changed by help desk)


- Is Classified e:Mail correct?

!!!!!!NOTE:  Outlook Mail server no longer accepts your code for SIPRNET e:mail addressees!!!!!     

Everyone’s e:mail should be in format of Last Name.First Name@cno.navy.smil.mil.


!!!!! @hq.navy.smil.mil  will NOT WORK, look for this!!!!!!!


- Has info been filled into PRIMARY AOR (Area of Resp) and SECONDARY AOR?



If not, fill in Keywords related to USERs responsibilities.


- Show user how to add a Bio.  Show user examples of VADM Mayo Bio format.

 
- Repeat the above checks for both the UNCLAS and SIPRENT HQ NAVY WEB Sites.

STEP 8: MAKE HQ NAVY WEB the Default Home Page for the Browser.


- For the Web page that currently comes up as the default page, make a favorite so USER can switch the default back later.


- Within the INTERNET EXPLORER browser, select “View….Internet Options….General…..and type http://intranet.usn.hq.navy.mil/N6 into ‘home page’ block……hit ‘Okay’.)

STEP 9:  OTHER ENHANCEMENTS THAT THE USER MAY/MAY NOT WANT DONE.


- Changing Screen Settings to higher resolution so more info is seen on screen.   (Start….Settings…..Control Panel…..Display……Settings Tab……change to 800x600 or higher…..okay).  Note, some monitors/video cards may not go higher then 800x600.


- OUTLOOK.   Making Shortcut Bar Icons Smaller. (Right click in Outlook shortcut bar area and select small icons)


- OUTLOOK.  Giving Permission to ALL N6 to view your calendar.  (In Outlook screen, put mouse pointer on calendar icon on the ‘shortcut bar area’ on the left side of screen….Right click….select properties….select ‘permission tab’……Add……pull down ‘Global Address List’……pick N6 Distribution Lists……Select #DNHN ALL N6 DISTRIBUTION……Add……highlight “#DNHN ALL N6 Distribution” and then in ‘ Roles Box’ select “reviewer”.

STEP 10:  GIVE USER A ONE-ON-ONE DEMO OF HQ NAVY WEB.  

STEP 11:  ENCOURAGE USER TO TRY FROM HOME. 

Training Demo (do after you have already set up “favorites” and “Upload Folders”:


A. BIG PICTURE:   HQ NAVY WEB provides tool set such that each individual





+ Is his own web master, doesn’t need to know html language





+ Can reach out to anyone in world (via Public library, OPNAV Library, SIPRNET Public library)





+ Info from Home, Office, TAD


B. TRICKS:
Show user the FAVORITES  (HQ Navy Web N00, HQ Navy Web N6, HQ Navy Web Search.


C.  BASIC SITE:



- Does user know who their content manager is?  The Help Desk Number?  How to enter suggestions?


- Show users how to edit personal Info


- Show user how to Enter Bio, change recall list, keep BIO short, bullets vice the old style 5 paragraphs.


- Show user Calendar


- Show user Public Library and OPNAV library


- Current N6 Index Categories:  ADMINISTRATION, ASD(C3I), ATDLS, AUCANZUKUS, CIO, CNO ORGANIZATION, COMBAT ID, COMMAND ANC CONTROL, CONGRESSIONAL, DISA, DMS, DON CIO, EHF SATCOM, FLAG BRIEFS BY N6/N6B, N6 CONFERENCE, GCCS, HQMC,  INFO ASSURANCE, INFO WARFARE, IO TRAINING, IT-21, IW ATTACK, MISSION PLANNING, MODELING and SIMULATION, NMCI, NTCSS, PROGRAM/BUDGET, QDR, SHF SATCOM, SPACE SYSTEMS, SPECTRUM MANAGEMENT, STRATEGIC PLANNING, SURVEILLANCE/NAVIGATION/ENVIRONMENTAL PROGRAMS, TARGETING, TENCAP, TERRESTRIAL NETWORKS, TMIP, UHF SATCOM


- CREATE a DOCUMENT (Label as TEST USER NAME DATE, add link, add attachment and submit).  !!!!Stress importance of naming files, file name should stand alone and include subject and date in name!!!!


- EDIT THE TEST DOCUMENT  (delete and attachment, add attachment, change POC…..)


- How to forward a link to someone via e:Mail  (!!!!!outsiders don’t have passwords!!!)


D. SEARCH USING KNOWLEDGE PORTAL



+ !!!!!Show need to Login in order to look at all of server and archives!!!!!



+ Looks at both main server and archives and taskers



+ Do search for people, documents   (Does not search Bio, only AOR)



+!!!!! Search will not find documents recently added, may take 24 hours for new entries to get picked up by search engine!!!!!



+ Search engine does NOT search Quickplace documents 


E. TASKERS



+ Show users the N4 or N3/N5 site



+ Show Tasker Area



+ Show Reports, Metrics   !!!!!!Reports are generated once a day at midnight!!!!!



+ Show how to create a new ‘internal’ tasker



+ Discuss how can generate ‘external taskers’



+ Explain difference between External and Internal Taskers



+ Explain OPNAV Wide tasking to be implemented in Sep 01 after Task Force Papa figures it out.



+ Discuss SCANNERS that are available.



+ List of Taskers to be converted:  Initially, PNC Cooley’s List.



+ Future??: Bill Hooks Joint Taskers, LCDR Mule’ C4ISRT Action Items, CDR Cobb MCEB Action Items, Fleet N6 Conference Actions?,  N6 Front Office Actions?



+ Future Processes?:  Leave Chits, Travel?, PPBB Actions? Awards? SECNAV Waivers? Check-in? Awards?


F. QUICKPLACE



+ Discuss what QuickPlace Is  (You control accunts/passwords/membership.)



+ To create new Quickplace site, need to contact Steve Daughety via your division content manager or LCDR Mule’ 



+ See the list of all Quickplace sites at Http://??????



+ Have a hardcopy printout of all the QUICKPLACE tutorial and help screens available for people to reference if they want to read in hardcopy.



+ Sho them inside a Quickplace site  (adding members, adding content, permissions)


G. FAQs, USER GUIDES


H.  SUGGESTIONS ON HOW TO IMPROVE


I.   RISK/MOTHERHOOD



+ Stovepipes are created when you limit access to government employees.  If you create stovepipe, it limits ability for people to innovate across organizational boundaries.



+ G.E. Jack Welch….to transition the organization to the web requires some destruction of the existing organization.



+ Bad experiences with KEYFILE, Action Tracking Systems



+ Worst case scenerios being used as no-go, vice the 98% or the routine secnerios which will work.



+ 

