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INTRODUCTION

General Conventions

This training manual uses italic text to denote instructions to be followed. Text that represents screen names, field names, button names, or menu items will be shown in bold within the instructions. General descriptive information is in plain text.


For example:

Here are some instructions on getting to the Facility Name field from the Facility Query menu.

Choose Edit from the Facility menu.
Navigate to the Facility Name field.

In many cases, screen images are used to augment the instructions in this manual. The data in the screen image is not to be confused with the data that is specified in the instructions. Only the data that is contained in the instructions is to be entered during the training exercises. 

Field & Menu Navigation

When the manual instructs you to navigate to a particular item on the screen, it can generally be accomplished in one of two ways: 

1. Clicking on it with the mouse. 

2. Tabbing to it using the TAB key.  Pressing TAB takes you to the next item. Pressing SHIFT-TAB takes you to the previous item.

You can access menu items by either:

1. Using the mouse to choose the item from the menu.

2. Use the applicable ALT key equivalent. For example: To choose Save, you can first bring up the Action menu by pressing ALT-A, then choose Save by pressing S.

3. Some of the more commonly-used menu commands are also presented as “short cut” buttons. For example, to save your work, you can click on the Save button in lieu of the first two methods.

Field Constraints

Many fields have constraints placed on them. Violation of these constraints is handled in various ways depending on the situation:

1. Formatting – When a field requires a certain kind of formatting (e.g. Date fields), you will be stopped from proceeding on to the next field if you have entered the data incorrectly. After the data is entered according to the correct format, you will be able to move to the next field.

2. Lists of Values – You will recognize a field that is based on a List of Values if you see the words “List of Values” at the bottom of the screen when you are currently located on a particular field. In this situation, your only choices for the current field are those that are in the list. You can either press CTRL-L on the keyboard to choose a value from the list, or you can type the value directly into the field. If you attempt to enter a value that is not in the List of Values, the list will be displayed for you.

3. Required Items – When a field is required to have a data value, you will be prevented from saving the record until you have supplied a value. For example, an FPD must either have requirement value or it must have existing assets. If an FPD does not have assets, you will not be able to save it unless there is a BFR value.

MAIN MENU
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Module Access

The main menu is the access point for all of the modules within the iNFADS. The following modules are currently represented on the main menu:

Facilities:

Editing Property Records (former NFA functionality)

Activities:

Editing Activity Data (former MAGIC functionality)

Category Codes:

Editing Category Codes (former P72 functionality)

Projects:

Viewing, and Prorating FIS Project Costs

Planning:

Editing Facility Planning Data (former SFPS functionality)

Security:

Managing User Accounts


Administration:

General Administrative Processes

The privileges that have been granted to the user account determine whether or not a module button is enabled.

Privileges and Scope

Each user account has two important characteristics: 

Privileges – determine which modules can be accessed. Also, while in the module, the privileges determine which functions can be invoked. For example, one user may have access to all of the functionality of the Facility module, but only View capabilities in the Activity module. Another user may have full functionality in both modules.

Scope – determines the subset of the data to which the user has access. For example, one user may have access to all of the Activities within one or more EFDs. Another user may have access to just one or more Activities.

Login

Logging in to the system requires a User Name, Password, and Database name. The entry of a database name allows access to multiple versions of the database. For example, for user acceptance and training, the NFAA database is used, while the NFAP database is used for production. This makes it possible for some modules to be in production mode, while others are still in the evaluation phase. It also provides for a training environment that doesn’t conflict with the production data.

You can change your password by clicking the Password button and entering a new password on the first line, reenter it on the second line, then clicking Apply. If the two entries match, the password change takes effect immediately.
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PLANNING QUERY SCREEN


To begin the first set of exercises, click the Planning button to enter the Planning Query screen.
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The Planning Query screen supports a variety of different criteria for forming database queries. The query criteria are entered into the fields at the top of the screen. After entering the criteria, click the Query button to view the records that match the criteria. The results can be ordered in ascending or descending order by one or more columns. Click once on the Sort button to sort ascending (the button icon will change to an UP arrow). Click again to sort descending (the button icon will change to a DOWN arrow). Click again to remove the sort for that field.

The query criteria can be entered with the wildcard character (%). For example: if you wanted to view only Marine Activities, you could enter M% in the Activity UIC field. The greater than (>) or less than (<) symbols can be used on text or numeric fields to limit a query. And the not equal to (<>) symbol can be used to exclude records from a query.

To clear all current query criteria, click the Clear Filters button. To reset all of the sort buttons, click the Clear Sorts button.

Exercise 1: Literal Match

Try entering various query criteria to search for FPDs of interest, then click the Query button.
For example, search for all FPDs for a specific Activity UIC, or Activity UIC/Special Area combination. Or search for all FPDs for a specific Category Code.

Also, try using the Sort buttons on some of your queries.

Note that the EFD, FPD UIC, SA (Special Area Code), Category Code, Supported Tenant, and Alternate Host fields all have Lists of Values from which you can choose a value rather than typing it in the query box.

Exercise 2: Wildcard Queries

Use the wildcard character (%) to search for records that match partial criteria.

For example, search for FPDs whose Category Codes have something to do with aircraft by entering %AIRCRAFT% for the Category Code Description. Or identify FPDs for all Administrative type Category Codes by entering 610% for the Category Code.

Exercise 3: Greater Than / Less Than

Use the greater than (>) and less than (<) symbols to search for FPDs with a certain range of values.

For example, try finding all FPDs whose Area Requirement exceeds 1 million square feet (> 1000000). You can also use these symbols on date fields. For example, find all of the FPDs whose Requirement Date has not changed in the last ten years by entering < 21-AUG-1991 in the Requirement Date field.

Exercise 4: Not Equal To

Use the not equal to (<>) symbol to exclude records from the query.

For example, you may want to look at all FPDs for Activity UIC: N69232, but excluding Special Area: PH. You would enter N69232 under Activity UIC and <> PH for the Special Area Code.

Exercise 5: Screen Customization

The Planning Query screen can be customized to better meet individual needs. Each user can change the width, visibility, and order of the columns on the screen and save theses personalized changes between sessions.

Access the Column Settings screen by choosing Column Settings from the Customize menu.
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Try making some of the following changes. Click the Apply button to see the effect of the change on the query screen.

· Highlight a column name and click the up or down arrows to change the order in which the column is displayed on the query screen.

· Click the checkbox next to a column to toggle its visibility on or off.

· Adjust the width of a column by changing the value in the Width column.

If you want to reset everything back to the original settings, click the Reset to System Defaults button. 

Click the Close button to exit the screen when finished.

Exercise 6: Create New FPD

New FPDs can be created from the Planning Query screen. Although FPDs are automatically created for all existing facility assets, there may be a need to create an FPD for situations where assets do not yet exist.

Choose New from the FPD menu.
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Enter a value for the User Activity UIC, Activity UIC, Special Area Code if appropriate,
and Category Code.

 The FPD keys are determined automatically. If you duplicate the keys of an existing FPD, you will receive an error when you click the Create button. Try entering data for an FPD that you know does not yet exist.

When finished, click the Create button.
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When a new FPD is created, you are automatically taken to the Facility Planning Document screen. Subsequent exercises will cover this screen in detail. For the current exercise, note that only the Requirement field needs to be entered in order to save this as a valid FPD.

Enter a value for the Requirement that corresponds to the Prime Unit of Measure (Area, Other, or Alternate).

When there are multiple Units of Measure, the Prime UM is highlighted. Note that when you enter the Requirement then move to another field, three things happen automatically: The Requirement Date and Latest Change fields are filled in and the Deficient measurement is calculated. 

After entering the Requirement value, click the Save button, then the Exit button.

FACILITY PLANNING DOCUMENT SCREEN

Exercise 7: Edit FPD Data

For this exercise, query for an FPD that you are familiar with.

Ideally, it should have both Planning Actions and Action Notes associated with it. Note that the FPD data can be viewed and edited in either English or Metric measurements. Click the “radio button” to select your choice of English or Metric.

After selecting the FPD that you want to edit, click the Edit button (or choose Edit from the FPD menu).
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The general FPD data fields that can be edited are on the top half of the screen.

Enter or change the data in the Requirement field(s) and Other Assets field(s).

Depending on the Category Code, you may be able to enter data for Area, Other, and/or Alternate Units of Measure. Note that changes that take place in the Surplus and Deficient columns as the Requirement and Other Assets amounts change.  You can also make changes to the Requirements Approval Date on this screen.

Exercise 8: Edit Planning Action Data

The area at the bottom of the screen is subdivided into four “tab pages”: Existing Assets, Acquisitions, Action Notes, and General Notes. Clicking on each one of these tabs presents a different subset of data. The Existing Assets tab allows you to scroll through all of the facility assets that are associated with the FPD and any Planning Actions that have been created against those assets. The Acquisitions tab allows you to browse the Acquisition Actions.

To edit a Planning Action for an existing asset, click the Edit button (pencil icon) at the left side of the Existing Assets screen.

After selecting the Planning Action that you want to edit click the Edit button.

This will present the Planning Action screen.

[image: image8.png][ intemet Navy Facility Assets Data Store.
Action Navigate Help Window
55 Facility Planning Document

[_[CIx]

J] 2 Pannin acton

i Faciity No_ Property No Condition Measurement Def Codes. Navigate
[a7s otz [suBSTANDARD 228200 [830 g Reauirement [12-0CT-2001
User Activity First | Latest Change [12-00T-2001
| Wesz  [NAVEASEVENTURA TV PTMUGUCA LI LI -
scton s —
= JEoNTNEE To UsE Last [ —
An et | e w—
B
F 2% | oo FeiEsien oo [ —
| e Wer  boeci#  Uc SA coN At SipTe
i T T (il < =
cone
4| o v e o [CR zmm[ s
i ol
3 o
= I I
= | ol T
= T o
< [CF swm[
WiSEEDGSCE ) O R _E,%F
save cose I = |
I
[Record: 111 ] [Listofvalu <osC> T





On the Planning Action screen you can make changes to the Action Code, Reference data, and the Scope. You can also change which note is associated with this Planning Action or change the text of the note itself. Be aware that changing the text of an Action Note changes it for all other actions that share the note. You can always tell whether any other actions share this note by looking at the indicator at the bottom of the screen.

For REASTO and CONVTO Planning Actions, there are several features of this interface that are different from the way that these actions were handled on the mainframe SFPS. Note that when you change a Planning Action to REASTO or CONVTO, the Browse for FPD button is enabled. This allows you to choose a valid FPD from a list. You can also enter the reference information (UIC, SA, CCN, Alt Hst, Sup Tnt) directly into the reference fields.
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When you click the Browse for FPD button on a REASTO action, you are presented with a list of all FPDs that have the same Category Code as the current FPD. For a CONVTO action, you are presented with a list of all FPDs at the same Activity, but with different Category Codes. Once a selection is made from the list, the reference information is filled in. 

Note that there are two fields that are new with this implementation. The Misc reference field can be used on any Planning Action for miscellaneous data. The Project # field is used for project numbers. On the mainframe SFPS, the Ident UIC field was used for project numbers and miscellaneous data (see screen shot below).  In the new system, the Ident UIC will only be used for UICs. Project numbers should always be entered into the Project # field, with any other miscellaneous reference data entered into the Misc field. 
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Try entering various Planning Actions, scope values, notes, etc. on the Planning Action screen.

When specifying a Note ID, you can type it directly into the field or choose from a list of existing Action Notes.

To save your changes, click the Save button.

You can navigate through the various planning actions by using the buttons in the upper right corner. 
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Click First to go to the first planning action. Click Last to go to the last planning action.

Click the Up and Down arrows to go to the previous and next planning actions in the list.

To exit this screen, click the Close button.

Note that you must click the Save button to save your changes before navigating to another planning action or closing the screen.
Exercise 9: Edit Acquisitions

Editing an Acquisition Action is very similar to editing a Planning Action for an existing asset. After selecting the action to edit, click the Edit button (pencil icon) at the left side of the Acquisitions screen. You are presented with the same Planning Action screen as before, except that the choice of action codes is different. Note that CONVFR and REASFR Acquisition Actions cannot be edited.

Go to the Acquisitions screen, if there are Acquisitions for this PFD, select one and click the Edit Acquisition button.

Try entering various Planning Actions, scope values, notes, etc. on the Planning Action screen.

Exercise 10: Edit Notes

There are three different kinds of notes associated with an FPD: Action Notes, Standard Notes, and General Notes.

Click on the Action Notes tab.
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You can scroll through all of the Action Notes associated with this FPD by clicking the up and down arrows.

If there is an Action Note associated with this FPD, make some changes to the note text.

Click on the General Notes tab.
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You can specify Standard Notes for this FPD at the top of the screen. The Standard Note ID can be entered directly, or selected from a list. You can also edit the General Notes for this FPD at the bottom of this screen.

Make some changes to the General Notes and the Standard Note assignment for this FPD. 

Exercise 11: Create Planning Actions

Planning Actions are created by clicking the Create Planning Action button (green plus) at the left side of the Existing Assets screen. If the existing asset already has a Planning Action associated with it, a new Planning Action will be created for the same asset and a new row will be inserted into the table after the current row. The Planning Action screen will be presented and the data is entered in the same manner as described for the editing of Planning Actions.

Go to the Existing Assets screen.

Click the Create Planning Action button and enter the required data.

Exercise 12: Create Acquisition Actions

Acquisition Actions are created by clicking the Create Acquisition button (green plus) at the left side of the Acquisitions screen. The Planning Action screen will be presented and the data is entered in the same manner as described for the editing of Acquisition Actions.

Go to the Acquisitions screen.

Click the Create Acquisition button, and enter the required data.

Exercise 13: Create Action Notes

Action Notes are created by clicking the Create Action Note button (green plus) at the left side of the Action Note screen. The new Note ID will default to the next highest Note ID for this FPD. You can choose a different Note ID as long as it is a unique designator from 01 to 99. After clicking the Apply button, you can enter the note text in the text box.

Go to the Action Note screen, click the New Action Note button
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Enter a unique Note ID, click Apply, then enter some text for the new note.

Press the tab key or the Up or Down arrows after entering the text.

Exercise 14: Jump to Utilization Data

You can transfer directly from the FPD screen to the iNFADS Facility screen to view or edit the facility data.

First, go to the Existing Assets tab, and select one of the facilities in the list.

Note the measurement for the facility and also note the summary measurements at the top of the screen.

To edit the Utilization data for this Facility, choose Facility under the Navigate menu. When you get to the Facility screen, click the Utilization tab.
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Highlight the appropriate Utilization record and make some changes to the measurement data.

Note that any changes in area measurements will require that the Facility Area measurement also be updated on the Class 2 screen.

When you are finished with the changes, click the Save button, then the Exit button.

When you return to the FPD screen, you should see that the measurement value for the Existing Asset has changed as well as the summary measurements.

Exercise 15: Deletions

Planning Actions are deleted by clicking the Delete Planning Action button (red X) at the left side of the Existing Assets screen.

Acquisition Notes are deleted by clicking the Delete Acquisition button (red X) at the left side of the Acquisitions screen.

Action Notes are deleted by clicking the Delete Action Note button (red X) at the left side of the Action Notes screen. 
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