Seat Ordering


Summary

This document outlines the procedure associated with ordering a single or multiple NMCI seats.  Slight variations and nuances will be encountered under the different Claimants/USMC, especially in the approval chain.  But this document serves as the general guideline for the DoN.  

Related Activities

· Create an individual seat for an individual user

· Create multiple identical seats for multiple users

· Assign user(s) to a shared seat

· Ensure Legacy Applications/Peripherals Mapping

Inputs

· User profile
· NMCI user account
Diagram

View Diagram
Steps / Description of Activity

1. User identifies seat requirements and meets with NET POC.

2. POC determines the exact nature of the order: individual seat for individual user, multiple identical seats for multiple users, or assigning user(s) to a shared seat, and legacy apps/peripherals, if any.

3. POC enters info into NET

a. Individual seat for individual user:

i. Locate user profile

ii. Determine if the user is requesting an Unpriced CLIN.

1. If yes, the Unpriced CLIN procedure must be completed before seat ordering can continue.

2. If no, proceed with seat ordering.

iii. POC creates seat for that user profile.

b. Multiple identical seats for multiple users (this can also be used as an alternative method for 3.a. (individual user)).

i. POC configures seat in NET

ii. Determine if the user is requesting an Unpriced CLIN.

1. If yes, the Unpriced CLIN procedure must be completed before seat ordering can continue. (If an Unpriced CLIN is needed, it attaches to the original seat and is attributed to that user, not the share-seat user).

2. If no, proceed with seat ordering.

iii. POC assigns seat to all selected user profiles.

c. Assigning user(s) to a shared seat

i. POC locates the user that “owns” the seat to be shared.

ii. Determine if the user is requesting an Unpriced CLIN in addition to what is already assigned to seat to be shared.

1. If yes, the Unpriced CLIN procedure must be completed before seat ordering can continue.

2. If no, proceed with seat ordering.

iii. POC assigns new user as a shared account to seat.

4. POC submits request for approval via NET approval workflow.

5. Claimant/USMC NET personnel receives request and grants approval.  If request is not approved, POC is asked to resolve issue.  The Ordering and Funding Procedure provides the associated detailed financial process.

6. Request is placed on order and submitted to eMp via NET.

7. When accepted by eMp, a Task Order is assigned, and the task order number is pushed back to NET.

8. At this point, the POC verifies that the T.O. has been assigned and transmits to Help Desk/Staging via NET.

9. The Help Desk creates the user’s account and Staging configures, builds and delivers seat to the user(s).  Coordination between NET lead, EDS site manager and Help Desk/Staging must occur for larger orders.

10. Once delivered, the user verifies proper seat configuration and formally accepts seat.  The Seat Acceptance Checklist provides guidance on this for the user.

11. When new seat is delivered, the EDS Asset Center is updated accordingly and transmits data back to NET for invoice reconciliation.

Business Rules

· NET, being the tool by which all seats are ordered, is built to conform to all contractual business rules.  NET will not allow a request to be submitted if rules are violated.

Supporting Systems

· NET

· ISF Tools

· Un-priced CLIN Tool

· EDS Staging

· EDS eMp

· EDS Asset Center

Job Aids / Templates

· NET provides all required data forms

· Seat Acceptance Checklist
Actors

· User

· NET POC, SuperUser and Lead

· eMp Approval Personnel

· EDS Staging Personnel

· EDS Asset Center

· EDS Help Desk

Additional Information (References)

· The NMCI Contract and mods
· NET Training Manual

· www.nmci.navy.mil
Metrics

· Trend analysis of request-to-execution time.

· DoN technology expenditure tracking with invoice resolution

· Enterprise software license analysis

· DoN technology requirements vis-à-vis Demand Model within NET

Owner / POC

· Jill Cooke, NET Program Manager, Jill.cooke@navy.mil

· Office of the Director, NMCI, phone number 703-685-5523
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