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9 CONTRACT DOCUMENT DISTRIBUTION

9.1 Manage Contacts

The Manage Contacts function allows a user to build and maintain an address book of contacts, for the purpose of sending contract notifications. 

9.1.1 Adding NAFI User(s) to My Contacts

Prerequisites: Contact(s) must have a NAFI user account (the contact is already registered in the system).

Follow the following steps to add NAFI User(s) to ‘My Contacts’:

· Go to the NAFI Navigation bar
· Click on the Notification Menu link on the bottom left of the screen to display the following links: 

· Manage Contacts

· Manage Groups

· Send Notifications

· Manage Notifications 

The following figure displays the Notification Menu screen:

Figure 9.1.1‑1
Notification Menu screen
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Next, click on the ‘Manage Contacts’ link.

The system displays the ‘Manage My Contacts’ screen. The following figure displays the Manage My Contacts screen.

Figure 9.1.1‑2
Manage My Contacts screen
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The user follows the following steps to complete the ‘Manage My Contacts’ screen:
· Go to the Search for NAFI users region of the screen

· Enter the Last Name of the NAFI user

· If known, select the user’s Command from the [Command] drop-down box.

· If known, select the user’s Activity from the [Activity] drop-down box

· Click on the [Search] button
The system refreshes the ‘Manage My Contacts’ screen. Also, the system displays a list of NAFI users that match the specified search criteria. 

The following figure displays the Manage My Contacts screen (with the Search Results region).
Figure 9.1.1‑3
Manage My Contacts screen (with the Search Results region)
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To continue the process of adding the contacts, the user:

· Goes to the ‘Search Results’ region

· Highlights the desired contacts (select shift-click to select multiple names to add to My Contacts).

· Clicks on the [Add Contact(s)] button
Figure 9.1.1‑4
Manage My Contacts screen (with Search Results and Add Contact button)
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The system displays the Manage My Contacts screen. The system displays the added contacts in the ‘My Contacts’ region. 

Figure 9.1.1‑5
Manage My Contacts screen (with added contacts in the My Contacts region)
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Next, the user clicks on the [Notification Menu] button to close the screen.

9.1.2 Adding Non-NAFI User(s) to My Contacts

The system defines a Non-NAFI user as a person who does not yet have a NAFI account. The Manage My Contacts function allows a user to add a Non-NAFI user to the user’s contacts list.  

To add a Non-NAFI user, the system operator begins from the ‘Manage My Contacts’ screen.

Figure 9.1.2‑1
Manage My Contacts screen (with the Add Non NAFI Users region)

[image: image6.png][rie et vow Fovoites Toos Heo

| Gk - - D [ A Qoeach Grevores (B | B S

2
a

=] G [Jus )

I o e
Manage My Contacts Start Help  Logout
nars Manage Contacts
Diein
SO Search for NAFI users: Wy Contacts:
Role

EA-21 Home
NAFI Home
Account Registration
NAFI Help Center
User Notice
NAFI Reporis
Manage Users
System Administration
User Communication
Personal Addressbook

ssage Board

Command [l Commands -
Activity [l Sites -

Last Name

Notification Menu

Add Non NAFI Users:

First Name*

Last Name*

Email*

el 0 Wl

* . Mandatory fields

[add Contact(s) >>|

Name

Drayton , Marcel-
Hering, Natasha--
Hering, Natasha--
Hering, Natasha--

Exit Contact [ Detete Contact

G

dstart ||| 14 @ (&) v W H G

|| BNAFY_UserGuide2000 Tu... | BTNAFY UserGuice2000_Tu... | £ MarcelDraytonis ogged .| [E@FH SN A, 1231 P10





Next, the user follows these steps:

· Go to the ‘Add Non-NAFI User’ region of the screen.

· Enter contact’s ‘First Name’, ‘Last Name’, and e-mail address.
· Select contact’s ‘Role’ from [Role] drop-down box

· Click on the [Add Name] button.

Figure 9.1.2‑2
Manage My Contacts screen (with the Add Non NAFI Users region completed)

[image: image7.png][rie et vow Fovoites Toos Heo

| Gk - - D [ A Qoeach Grevores (B | B S

2
a

| ackess [£] htpsijfbets.nai.navy mijhome. asp

=] G [Jus )

nari

[Manage My Contacts

DOD EDA
EA-21 Home
NAFI Home

Account Registration
NAFI Help Center

User Notice
NAFI Reporis
Manage Users

System Administration
User Communication
Personal Addressbook
ssage Board
Notification Menu

Search for NAFI users:

Command [l Commands -
Activity [l Sites -

Last Name

Add Non NAFI Users:

First Name* [iarc

Last Name* [Drayton

Email* faytont @vearingpoint el

Role* [Other

* . Mandatory fields

Manage Contacts

[add Contact(s) >>|

Start Help Logout

Diein

Name

My Contacts:

Drayton , Marcel-
Hering, Natasha--
Hering, Natasha--
Hering, Natasha--

Exit Contact [ Detete Contact

G

dstart ||| 14 @ (&) v W H G

|| BNAFY_UserGuide2000 Tu... | BTINAFY_UserGuice2000_Tu... | £ MarcelDraytonis ogged .| [E@FHSNAMED,  12:09pm





The system displays the ‘Manage My Contacts’ screen. The system lists the new contacts in the ‘My Contacts’ region. 

Figure 9.1.2‑3
Manage My Contacts screen (with new users added to the My Contacts region)
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9.1.3 Deleting Contacts

The Manage My Contacts function allows a user to delete contacts from the user’s contacts list. Follow the following steps to delete contact(s) from ‘My Contacts’:

· Navigate to the Manage My Contacts screen

· Select the name to delete from the My Contacts region. You can shift-click to select multiple names to delete from My Contacts.

· Click on the [Delete Contact] button.
Figure 9.1.3‑1
Manage My Contacts screen (deleting contacts from the My Contacts region)
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The system displays a decision box prompting the user to delete the contact(s). 

Figure 9.1.3‑2
Deleting Contacts decision box
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Click on the [OK] button.

The system displays the ‘Manage My Contacts’ screen. The system has   deleted the contacts. The contacts no longer appear in the My Contacts region.

Figure 9.1.3‑3
Manage My Contacts screen (with deleted contacts)
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9.1.4 Editing Contacts

The Manage My Contacts function allows a user to edit contacts in the user’s contacts list. Follow these steps to edit a contact in ‘My Contacts’:

· Navigate to the ‘Manage My Contacts’ screen  

· Click on the name to edit in the ‘My Contacts’ region

· Click on the [Edit Contact] button
Figure 9.1.4‑1
Manage My Contacts screen (editing contacts from the My Contacts region)
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The system displays the Edit Contact window. 

Figure 9.1.4‑2
Edit Contacts window

[image: image13.png][l c& von ramts tekrep |

| Gk - - D [ A Qoeach Grevores (B | B S 2

| adress [&1 ot naimary mihome a5 =] P |Juns

Manage My Contacts Start Help  Logout
nari Manage Contacts

Diein

GBS Search for NAFI users: My Contacts:

EA-21 Home Command [A Cormmands 2 Name Role
NAFI Home P T — Drayton, Warcel- NAFI User

Herring, Natasha-
Account Registration Last Name FamngANats
NAFI Help Center

User Notice 3 it Contact - Microsoft Internet Explorer provided by KPMGE )

NAFI Roports
Manage Users Edit Contact Save and Close
Systom Adminsiraton
Lastame g et Hame [Gara
User Communication
o N i S T
ssage Board Commana [EA2T =] ety [o0000
NG CAIMEnT] Phone [ro3-685-5448- Office code [null

|

* . Mandatory fields

]

| | [

Stnbox - .. | &Yt con...| LEHONLERML 15

st | @ @ v DB S || Evarr_us.. | EarL_us..| Eparcelo..|





Next, the user makes the desired changes and clicks the [Save and Close] button.

Figure 9.1.4‑3
Edit Contacts window (with user changes)

[image: image14.png]| Fle Edk vew Insert Format Tods Table Window Help
DEAS8R[=@|o-@mon - @ eyer - lbsamiws- 2 -[B 7 0
€

@ @ Favortes + | 6o~ | 51| DiiDocuments and Settingsimdraytoniy DocumentsiNavy Proje «

D 2 D 3 D 4 D s

o [T 3]
sy 55

(T e—|

Py
e ~  EE—

e Contact - Microsoft Internet Explorer pr

Edit Contact Save and Close

LastHame  [ferring First Hame [1

Email [t support@nafinavy mi Role WAFi User

Commana [EA2T =] ety [o0000

Phone  [fo-ses5aan office code [l

[Page 18 seci 14z [AcS

Astart ||| 1] @ [ v @ B

s s [ i B o [ DX [

.. .

o





The system displays the ‘Manage My Contacts’ screen. The system displays the edited contact in the ‘My Contacts’ region.

Figure 9.1.4‑4
Manage My Contacts screen (with edited contact in the My Contacts region)
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9.1.5 Displaying Contact Information

The Manage My Contacts function allows a user to display contact information for a specified contact name, in the user’s contacts list. Follow this step to display contact information for a specific name in ‘My Contacts’:

· Double-click on the name in ‘My Contacts’.

The system will display the complete contact information for a specified name.

Figure 9.1.5‑1
Contact Information window
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Click on the [OK] button to close the contact information window.

9.2 Manage Groups

The Manage Groups function allows a user to build and maintain groups of names for the purpose of sending contract notifications. For example, a user may wish to routinely copy a group of specific names on multiple notifications, such as the user’s Activity Lead, ACO, PCO and administrative staff. 

The user can then manage those names as a specific group. In addition, the user can “share” a group of names with other users in their activity, which saves time for others in the user’s work area.
9.2.1 Prerequisites

The user must first enter contact names, using “Manage Contacts”. Then, the user can group the names, however the user wishes, by using ‘Manage Groups.’ 

9.2.2 Creating A New Group

Follow these steps to begin creating a new group:

· Go to the NAFI Navigation bar
· Click on the Notification Menu link on the bottom left of the screen to display the following links: 

· Manage Contacts

· Manage Groups

· Send Notifications

· Manage Notifications 

· Click on the ‘Manage Groups’ link

Figure 9.2.2‑1
Notification Menu screen (with the Manage Groups link)
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The system displays the ‘Manage My Distribution List’ screen.

Figure 9.2.2‑2
Manage My Distribution List screen
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Next, go to the ‘My Groups’ region and click on the ‘Create New Group’ link.

The system displays the ‘Add New Group’ window.

Figure 9.2.2‑3
Add New Group window
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Next, follow the following steps

· Enter a new ‘Group Name’
· Click on (or off) the [Not Shared] radio button.

· Click on the [Save Group] button.
Figure 9.2.2‑4
Add New Group window (with completed information)
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The system displays the ‘Add New group’ message box, along with a message that the group name has been added successfully.

Figure 9.2.2‑5
Add New Group window (with successful completion message)
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Click on the [Close] button to close the ‘Add New group’ window.

The system displays the ‘Manage My Distribution Lists’ screen. The new group is listed in the ‘My Groups’ region.

Figure 9.2.2‑6
Manage My Distribution Lists screen (with a new group added) 
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9.2.3 Adding Contact(s) To A Group

The Manage Groups function allows a user to add contact names to an already created group of contacts. The user can maintain the group of names for the purpose of sending contract notifications to specified individuals. Follow these steps to begin adding contact names to a group: 

· Navigate to the Manage My Distribution Lists screen

· Go to the ‘My Groups’ region and click on a ‘group name’ 

· The system displays a list of contact names, in the ‘Contacts in Current group region. 

Figure 9.2.3‑1
Manage My Distribution Lists screen (with a list of contact names)
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To proceed with adding a contact name, follow the following steps:

· Go to the ‘My Contacts’ region 

· Click on a ‘contact name’ to add to My Groups. Or, shift-click to select multiple names.

· Click on the [Add to Group] button.
Figure 9.2.3‑2
Manage My Distribution Lists screen (with My Contacts and My Groups)
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The system displays the ‘Manage My Distribution Lists’ screen. The contact the user added shows in the ‘Contacts in Current group’ region. 

Figure 9.2.3‑3
Manage My Distribution Lists screen (with Contacts in Current Group)
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9.2.4 Deleting Contact(s) From A Group

The Manage Groups function allows a user to delete contact names from an already created group of contacts. The user can delete names from a distribution group for the purpose of controlling contract notifications to specified individuals. Follow the following steps to begin deleting contact names from a group:

· Navigate to the ‘Manage My Distribution Lists’ screen

· Go to the ‘My Groups’ region

· Click on a ‘group name’ 

· The system displays a list of contact names, in the ‘Contacts in Current group’ region

· In the ‘Contacts in Current group’ region, click on a ‘contact name’ to delete from My Groups. Or, shift-click to select multiple names.

· Click on the [Remove from Group] button
· The system deletes the contact name from the ‘Contacts in Current group’ region. 

9.2.5 Deleting A Group

The Manage Groups function allows a user to delete a contact group. The user is able to delete a contact group without deleting contact names from the users list of contacts. Follow these steps to delete a group

· Select from the ‘My Groups’ region a group to delete.

· Click on the [Delete Group] button.
Figure 9.2.5‑1
Manage My Distribution Lists screen (and deleting Groups)
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The system displays a dialog box that prompts the user to delete the group. 

Figure 9.2.5‑2
Dialog Box (to delete a group)
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The user clicks on the [OK] button to confirm the deletion.

The system displays the Manage My Distribution Lists screen. The group is deleted. 

Figure 9.2.5‑3
Manage My Distribution Lists screen (after deleting a group) 

[image: image28.png][rie et vow Fovoites Toos Heo

| Gk - S - D [ A Qeareh Giravores (o | B Sp

| ackess [£] htpsijfbets.nai.navy mijhome. asp

tion Lists

My Contacts
Role

Manage My Distribut
nari
OB EDA Name
EA-21 Home Drayton , Marcel
A Drayton , Marc
NAGIHomS; Herring , Natasha

Account Registration Herring, N -
NAFI Help Center
User Notice
NAFI Reporis
Manage Users
System Administration
User Communication
Personal Addressbook

ssage Board
Notification Menu

Don't see a Contact n
that you need? Ciick
Manage Contacts

NAFI User

Manage Contacts|

Manage My Groups

GroupName

Create New Group
Type

My Groups

[add to Group >>

[Selecta Group ]

Contacts in Current group

Remove from Group <<

Edit Group Properties [l Delete Group

G

dstart ||| 14 @ (&) v W H G

=B 8 e

&

| [

LT ONLERM  assem




9.3 Send Notifications 

The Send Notifications function allows a user to send an e-mail notification to specified individuals to notify other users that a specific contract document was uploaded to NAFI.

9.3.1 Prerequisites 

Contacts must be added under Manage Contacts prior to sending notifications. The contacts will serve as the notification recipients. 

9.3.2 Sending Notifications

Follow the following steps to begin sending a notification:

· Go to the NAFI Navigation bar
· Click on the Notification Menu link on the bottom left of the screen to display the following links:

· Manage Contacts

· Manage Groups

· Send Notifications

· Manage Notifications

· Click on the Send Notifications link 
The following figure displays the Notification Menu screen:

Figure 9.3.2‑1
Notification Menu screen (with the Send Notification link)
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The system displays the ‘Retrieve Document’ tab of the ‘Send Notifications’ screen. Select the desired contract from the ‘Your Recent Contracts are Listed Below’ region. 
Note: If the desired contract is not listed as a recent contract, the user may use either the Search function or Advance search function to retrieve the contract.

Figure 9.3.2‑2
Send Notification screen (with the Retrieve Document tab)
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NAFI displays the ‘Select Document’ tab of the Send Notification screen.

Figure 9.3.2‑3
Send Notification screen (with the Select Document tab)
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Click on the radio button to the left of the document you wish to select.

The system displays the Select Distribution list tab with the ‘Use Contract’s default Distribution List’ radio button selected. The contract’s default recipients appear under the ‘Your recipients’ list region in the box labeled ‘Recipients.’

 If the user wishes to change the recipients, the user can select either the Edit default Distribution list or the Create a new Distribution list [radio] buttons. 

Figure 9.3.2‑4
Send Notification screen (with the Select Distribution List tab)

[image: image32.png][rie et vow Fovoites Toos Heo

| Gk - - D [ A Qoeach Grevores (B | B S

| ackess [£] htpsijfbets.nai.navy mijhome. asp

nafti

Help

DOD EDA

" Account Registration
" NAFI Help Center
"~ User Notice
 NAFIReporis
Manage Users

Notification Menu

& Use Contract's default Distribution List " Edit default Distribution list

Recipients

Sten 1 - Refrieve Document  Step 2- Select Docurnent | Step 3- Select Distribution List | Step 4- View Queued Nofifiations

Logout

D heip

 Create anew distribution list  [|GNULIUIZX 10

Draylon, Marcel, NAFI User , mdraylon@beafingpoint net
Herting | Natasha , NAF| User , nafl support@nafi navw.mil

Status: You are currently working on a notification for NODDDDD1 ,

G

start|| | E D v B G

e

'Y

(=

235 M





Note: the user can select the [Edit default Distribution list] radio button to add or delete contacts from the default distribution list. See the section on Managing Contacts for further information on adding and deleting contacts and creating a new distribution list.

Next, click on the [Send Notification] button. The system displays a dialog box prompting the user to save the current list as the default list for this contract document.

Figure 9.3.2‑5
Send Notification button and distribution dialog box
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Click on the [OK] button.

Another dialog box appears, prompting the user to send the notification. 

Figure 9.3.2‑6
Send Notification button and send notification dialog box
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Click on the [OK] button.

The system displays the ‘Manage Notifications’ screen.

Figure 9.3.2‑7
Manage Notifications screen
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The notification appears in the ‘Queued Notifications’ region of the screen.

9.4 Manage Notifications

The Manage Notifications function allows a user to view lists of notifications that are queued to be sent from your account, notifications that have already been sent, and notifications that you have received. With the Manage Notifications portal view, a user can see all of their notifications in one place, which can be sorted, viewed, drilled-down for details and archived.

9.4.1 Prerequisites

Contacts must be added under Manage Contacts prior to managing notifications. The contacts will serve as the notification recipients.

9.4.2 Managing Notifications

Follow the following steps to begin managing a notification:

· Go to the NAFI Navigation bar
· Click on the Notification Menu link on the bottom left of the screen to display the following links:

· Manage Contacts

· Manage Groups

· Send Notifications

· Manage Notifications

The following figure displays the Notification Menu screen:

Figure 9.4.2‑1
Notification Menu screen (with the Manage Notifications link)
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Click on the Manage Notifications link.

The Manage Notifications screen displays. Note that the Manage Notifications screen also appears at the completion of sending notifications.

Figure 9.4.2‑2
Manage Notifications screen
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From the Manage Notifications screen, the user views notifications based on two search parameters, status and date range. For the status parameter, the user can choose from: Sent, Received or Queued. For the date range parameter, the user can choose from: the last 2 days, the last 7 days, the last 30 days or 30+ days. 

The user has the ability to select a default status and date range (for viewing notifications). Also, the user has the ability to Send Another Notification from the Manage Notifications screen. 

9.4.3 Viewing Notifications

To View Notifications, follow the following steps:

· Go to the View Notifications for region of the Manage Notifications screen.

· In the Currently viewing field, select a status (Sent, Received or Queued).

· In the Notifications that are from field, select a date range (the last 2 days, the last 7 days, the last 30 days or 30+ days). 

· Click on the [View] button 

The system displays the Manage Notifications screen, with a listing of the notifications that meet the search parameters.

Figure 9.4.3‑1
Mange Notifications screen (with a list of notifications)
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9.4.4 Viewing Notification Recipients

The Manage Notifications function allows a user to view the recipients for each notification. Follow the following steps to view the recipients for each notification:

· Go to the ‘Recipient(s)’ column of the notification list

· Find the applicable notification and click on the ‘Recipient’ link
Figure 9.4.4‑1
Mange Notifications screen (with the view Recipient(s) link)
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The system displays the ‘User Profile’ screen, with a list of recipients for the notification. 

Figure 9.4.4‑2
User Profile screen (with the notification recipients)
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9.4.5 Viewing Notification Senders

The Manage Notifications function allows a user to view the sender for each notification. Follow the following steps to view the sender for each notification: 

· Go to the Sender column of the notification list

· Find the applicable notification and click on the Sender link
Figure 9.4.5‑1
Mange Notifications screen (with the view Sender link)
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The system displays the ‘User Profile’ screen, with the sender for each notification.

Figure 9.4.5‑2
User Profile screen (with the notification sender)
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9.4.6 Editing Queued Notifications

The Manage Notifications function allows a user to edit the distribution list for each notification that is queued for sending. Follow the following steps to edit the distribution list for a queued notification: 
· Go to the edit column of the notification list

· Click on the ‘Edit List’ link
Figure 9.4.6‑1
Manage Notifications screen (with Edit List link)
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The system displays the Send Notification screen, with the ‘Select Distribution List’ tab active. The [Edit Recipients list] radio button is highlighted.

Figure 9.4.6‑2
Send Notification screen (with the Edit Recipients list button)
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To proceed with editing the distribution list, the user can add receipts to the distribution list or remove recipients from the distribution list

Follow these steps to proceed with adding recipients to the distribution list:
· Go to the My Contacts region

· Highlight the desired contact

· Click on the [Add] To recipients list button The added recipients appear in the recipient list 

· Click on the [Send Notifications] button. The notification goes into a queued status 

Figure 9.4.6‑3
Send Notification screen (and adding Recipients to a distribution list) 
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Follow these steps to proceed with removing recipients from the distribution list:

· Highlight the desired contact

· Click on the [Remove] From recipients list button. The removed recipients no longer appear in the recipient list 

· Click on the [Send Notifications] button. The notification goes into a queued status
The system displays a dialog box prompting the user to save the list as the default list. 

Figure 9.4.6‑4
Dialog box (prompting users to save a distribution list)
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Click on the [OK] button.

The system displays another dialog box prompting the user to send the notification.

Figure 9.4.6‑5
Dialog box (prompting a user to send a notification)
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Click on the [OK] button.

The system displays the ‘Manage Notifications’ screen.

Figure 9.4.6‑6
Manage Notifications screen (with Queued Notifications)
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9.4.7 Deleting Queued Notifications

The Manage Notifications function allows a user to delete notifications that are queued for sending. Follow the following steps to delete notifications that are queued for sending: 

· Go to the edit column of the notification list

· Click on the ‘Delete’ link
Figure 9.4.7‑1
Manage Notifications screen (with the Delete notification link)

[image: image49.png]El =lolx|

ok - 5 Q) [ 2| Qe revenes By | 2) 5§ @ -

Address [ ] hitps:jbeta.nef.navy milfome. asn =] @0 |unks >

Manage Notifications. Help Logout
View Notifications for Marcel Drayton

the last2 days

nafi

vy At Force ntertace

DOD EDA L
O, Queued Notifica Page 1 of 1

e Bl ar ___[Contractv_[B0ADO_IACO Mod _[PCO Mod _[Files [Sender ~= _[Recipient(s)

el Sl snsooosszaii M hooooon None  Sender Recipierts

NAFI Help Center 1
[

NAFI Reports Send Another Notification
Manage Users

‘System Administration

User Communication

Personal Addressbook
Message Board
Notification Menu

vy At Force ntertace

a searingpoint 7V | woue | pay p | wosewro o | 1

start| | A @ & v D E I nbox - Micr... | ByDriDocumen. .| ETNAFL UserG...| &1Marcel Dray...| LERLSNEAT saepm





The system displays a dialog box warning the user that the notification will be permanently deleted 

Figure 9.4.7‑2
Dialog box (with a warning on permanently deleting a notification)
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Click on the [OK] button

The system refreshes the screen and ‘deleting’ message flashes on the screen. Then, the system displays the ‘Manage Notification’ screen. The notification no longer appears.

Figure 9.4.7‑3
Manage Notifications screen (after deleting a notification)
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