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Automated Interfaces with NAFI

12.1
Data Validation

The number of DON Claimants (USMC, SPAWAR, NAVFAC, etc.), Air Force Claimants (AFMC, DRU, PACAF, etc.) and the various activities within those Claimants each has specific business rules and processes associated with their collective user groups.  The business rules each group employs affects their interface with the NAFI application, and business rules from some user groups would likely conflict with other user groups. Therefore, NAFI cannot enforce a specific data type validation for any particular user group.  NAFI will not verify the accuracy or format of the information contained in any index or uploaded file. The responsibility for accuracy and format of data uploaded to NAFI rests with the originating site.
NAFI does provide basic data validation when manually creating indexes for procurement instruments and documents, and limited validation when uploading the electronic files that comprise documents.  NAFI will ensure that each index field has been populated with data, and where appropriate, NAFI will ensure that a field has the correct number of characters (e.g. DUNS Number must equal nine characters and Pay DODAAC must equal six characters). NAFI will automatically convert Word (.doc), Rich Text Files (rtf.) and Post Script (.ps) files to .pdf format.  All other files can be uploaded in their native format.

12.2
Contract Interfaces

NAFI allows for a system-to-system interface between NAFI and other various Air Force, Navy, US Coast Guard and other government systems. These systems include contract-writing systems such as: SPS, ACPS, and CONWRITE, and other automated contract document processing systems, such as DEBEX.  These systems can send indices and attached files to NAFI, eliminating the need for manual input of contract information into NAFI. 

NAFI offers two types of automated interfaces:

· Batch interface: processing occurs on a periodic basis.

· Real Time Interface: documents are posted to NAFI as soon as received, with an immediate confirmation notice generated back to the originating system.

12.3
DD1716 Interfaces

In version 4.3, NAFI implemented a data interface with the DFAS CISTR System to provide DD1716 data to NAFI.  CISTR sends index and document pairs to NAFI on a periodic basis and those files are downloaded to NAFI shortly after they are received.  NAFI automatically routes the DD1716s to the Notification Portal of the user to whom the DD1716 is assigned and sends that person an e-mail notifying them that a DD1716 was routed to them.  Occasionally, DD1716s are assigned to users who do not have NAFI accounts and NAFI will automatically create accounts for those people and route the account creation notification to the appropriate activity lead and command account manager.

Nightly Upload to DOD EDA

NAFI sends a nightly upload of indices to the DOD EDA site via a nightly system job called DEDA.  Indices from all certified NAFI sites are sent in a nightly push file generated by DEDA.  Because this is an automated process that begins around midnight Eastern Standard Time, automated interfaces from other systems to NAFI will have already occurred that day.  This results in the same day posting of these contracts to DOD EDA.  As a result, if you upload a contract to NAFI on a specific day, you should be able to see the resulting contract index on EDA the following day. If a file is posted to NAFI after the daily cut-off time for either the Interfaces job, or the DEDA job, the subsequent file index is posted to EDA on the next regularly scheduled DEDA job run.

For further information regarding automated interface to NAFI, contact NAFI Support at:

(703) 519-2500 or (703) 519-2501

nafi.support@nafi.navy.mil
Hours of operation for NAFI Support are:

Monday – Friday, 7:30 am-5:30 pm Eastern Standard Time.


12. Contract Document Distribution

The contract document distribution function allows NAFI users to send a system-generated Email notification to regular NAFI users and non-members of the NAFI community when specific contract documents have been uploaded to NAFI.
The NAFI contract notification system consists of four integrated functions, which are grouped under the [Notification Menu] icon, found on the left side of the screen, and shown on the screenshot on the next page:



- Manage Contacts



- Manage Groups



- Send Notifications



- Manage Notifications

Manage Contacts allows you to build and maintain an address book of contacts for the purpose of sending contract notifications.

Manage Groups allows you to build and maintain groups of names for the purpose of sending contract notifications.  For example, you may wish to routinely copy a group of specific names on multiple notifications, such as your Activity Lead, ACO, PCO, and administrative staff, and manage those names as a specific group.  Enter the names using “Manage Groups” first, and then group the names as you wish using “Manage Groups.”

Send Notification allows you to send an Email notification to specified individuals to notify them that a specific contract document has been uploaded to NAFI.

Manage Notifications allows you 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, you can see all your notifications in one place, which can be sorted, viewed, drilled-down for details, and archived.
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14.1
Manage Contacts

To learn how to use the Manage Contacts functionality, just click on the [? Help] button shown on the Manage Contacts screen. A popup Help Topic window will appear, as shown below, and which you can minimize or maximize for reference when needed:

14.1.1 Overview

Manage Contacts allows you to build and maintain an address book of contacts for the purpose of sending contract notifications.

14.1.2
To Add NAFI User(s) to My Contacts:

· Enter last name of NAFI user.

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

· If known, select user’s Activity from Activity drop-down box.

· Click on [Search] button

· The system will display a list of NAFI users that match the specified search criteria.

· Select name of user to add to My Contacts by clicking on name or shift-click to 
select multiple names to add to My Contacts.

· Click on [Add Contact(s)] button

· The system will add the specified NAFI user to My Contacts.

14.1.3
To Add a Non-NAFI User to My Contacts:

· (Meaning: a person who does not yet have a NAFI user account)

· Enter first name of contact.

· Enter last name of contact.

· Enter Email address of contact.

· Select contact’s role from Role drop-down box.

· Click on [Add Name] button.

· The system will add the specified name to My Contacts.

14.1.4
To Delete Contact(s) from My Contacts:

· Select name to delete from My Contacts by clicking on name or shift-click to select multiple 
names to delete from My Contacts.

· Click on [Delete Contact] button.

· The system will prompt “Do you want to remove the selected contact(s)?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected name(s) from My Contacts.

14.1.5
To Edit a Contact in My Contacts:

· Click on name to edit in My Contacts.

· Click on [Edit Contact] button.

· The system will display the Edit Contact window.

· Make desired changes and click [Save and Close] button

· System will display My Contacts list with updated information.


14.1.6
To Display Contact Information for a Specific Name in My Contacts:

· Double-click on name in My Contacts.

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

· Click on [OK] button to close the contact information window.

On the next page is a screenshot of Manage Contacts:
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14.2
Manage Groups

To learn how to use the Manage Groups functionality, just click on the [? Help] button shown on the Manage Groups screen.  A popup Help Topic window will appear, as shown below, and which you can minimize or maximize for reference when needed:

14.2.1
Overview

Manage Groups allows you to build and maintain groups of names for the purpose of sending contract notifications. For example, you may wish to routinely copy a group of specific names on multiple notifications, such as your Activity Lead, ACO, PCO, administrative staff, and manage those names as a specific group. Enter the names using “Manage Groups” first, and then group the names as you wish using “Manage Groups.”

14.2.2
To Create a New Group:

· Click on [Create New Group] button.

· System displays “Add New Group” window.

· Enter name of new group.

· Click on [Shared] or [Not Shared] radio button.

· Click on [Save Group] button.

· Click on [Close] button to close the “Add New Group” window.

· Note: To “Share” a specific group of names means that other users in your specific Activity or Issue DoDAAC will be able to use your specified group of names when sending out notifications. This feature was added to facilitate greater collaboration when sending notifications. To keep a specific group of names “private” so that only you can see the group, mark as “Not Shared” when creating a new group.

14.2.3
To Add Contact(s) to My Groups:

· Select a group to add contacts by clicking on group name listed in My Groups.

· The system will display a list names currently found in specified group.

· Select name of contact to add to My Groups by clicking on name in My Contacts, or shift-click to select multiple names.

· Click on [Add to Group] button

· The system will add the specified contact(s) to My Groups

14.2.4
To Delete Contact(s) from My Groups:

· Select a group to delete contacts by clicking on group name listed in My Groups.

· The system will display a list names currently found in specified group.

· Select name to delete from a specific group by clicking on name or shift-click to select multiple names to delete from My Groups.

· Click on [Remove from Group] button.

· The system will prompt “Do you want to remove the selected contact(s)?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected name(s) from specified group.

14.2.5
To Edit a Contact in My Groups: 

· Click on [Manage Contacts] button.

· The system will display the Manage Contacts window.

· Select name to edit by clicking on name in My Contacts.

· Click on [Edit Contact] button.

· The system will display the Edit Contact window.

· Make desired changes and click [Save and Close] button

· System will display My Contacts list with updated information.

· Click on Manage Groups hyperlink on navigation bar to return to Manage Groups.

14.2.6
To Share A Group of Names with Other Users in Your Activity:

· Select a group to share by clicking on group name listed in My Groups.

· Click on [Edit Group Properties] button

· System will display Edit Group window.

· Enter a new name for the list to share.

· Click on [Shared] or [Not Shared] radio button.

· Click on [Save and Close] button.

· Note: To “Share” a specific group of names means that other users in your specific Activity or Issue DoDAAC will be able to use your specified group of names when sending out notifications. This feature was added to facilitate greater collaboration when sending notifications. To keep a specific group of names “private” so that only you can see the group, mark as “Not Shared” when creating a new group.

14.2.7
To Delete a Group:

· Select a group to delete from My Groups.

· Click on [Delete Group] button

· The system will prompt, “Do you want to delete the selected Group?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected group from My Groups.

14.2.8
To Display Contact Information for a Specific Name in My Groups:

· Select a group to delete from My Groups.

· Click on [Delete Group] button

· The system will prompt, “Do you want to delete the selected Group?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected group from My Groups.

On the next page is a screenshot of Manage Groups:
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14.3
Send Notification

14.3.1
Overview

Send Notification allows you to send an Email notification to specified individuals to notify them that a specific contract document has been uploaded to NAFI. Sending a notification consists of three easy steps: Step 1 – Retrieve the Document, Step 2 – Select the Document, and Step 3 – Select the Distribution List.

14.3.2
Retrieve Document:

There are three ways to specify the contract you want to retrieve:

Recent Contract hyperlinks, Quick Search, and Advanced Search.

Option A – Use Hyperlinks for Your Recent Contracts
· Click on hyperlink for a specific contract listed under “Your Recent Contracts.”

· System displays a list of available documents for specified contract, and Step 2, - Select Document.

· See below for procedure for Step 2 – Select Document.

Option B – Use Quick Search
· Enter search criteria.

· Click on [Search] button or on Step 2 - Select Document hyperlink.

· System displays search results, and Step 2, - Select Document.

· See below for procedure for Step 2 – Select Document.

Option C – Use Advanced Search
· Select Advanced Search by clicking on [Advanced Search] button.

· System displays Advanced Search window.

· Enter search criteria.

· Click on [Search] button.

· System displays search results, and Step 2, - Select Document.

· See below for procedure for Step 2 – Select Document.
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14.3.3
Select Document

· Note that next to each contract document, there is a radio button.

· Select document to send notification by clicking on radio button next to desired document.

· System displays Step 3- Select Distribution List.

· See below for procedure for Step 3 – Select Distribution List.
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14.3.4
Select Distribution List

There are three ways to select the distribution list: 
1.Use the Contract’s default distribution list (if a distribution list already exists for specified contract) 
2.Edit the default distribution list 
3.Create a new distribution list. 
Note that if a default distribution list exists, the recipient names and email addresses will be shown in the “Your Recipients List” window.

Option A – Use Contract’s Default Distribution List
· Click on [Send Notification] button.

· System prompts “If you have made changes to the default Notification list, would you like to save this list as the default list for this contract document?”

· Click on [OK] or [Cancel] to proceed.

· System prompts, “Do you want to send the Notification?”

· Click on [OK] or [Cancel] to proceed.

· System displays: Queued Notifications screen. Note that your notification is now queued to be sent out. No further action is required on your part. The notification will be Emailed with the next regular batch. However, you may review or edit the notification if desired by proceeding to optional step 4 – View Queued Notifications.

Option B – Edit Default Distribution List
· Click on [Edit default Distribution List] radio button.

· System displays list of contacts in your address book, as well as group lists available to you (Group list owned by you and list shared by other users to you). 

· To add name(s) from My Contacts to the Recipient list:

· Select the name under My Contacts by clicking or shift clicking to select multiple names.

· Click on the [Add] button to add the selected names to the recipient list.

· To add name(s) from Groups to the Recipient list:

· Select the group name under Groups by clicking or shift clicking to select multiple group names.

· Click on the [Add] button to add the group members from the selected group(s) to the recipient list.

· To remove name(s) from the Recipient list:

· Select the name under Recipient list by clicking or shift-clicking to select multiple names.

· Click on the [Remove] button to remove the selected names from the recipient list.

· The system will prompt, “Do you want to remove the selected contact(s)?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected contacts from recipient list.

· Click on [Send Notification] button.

· System prompts “If you have made changes to the default Notification list, would you like to save this list as the default list for this contract document?”

· Click on [OK] or [Cancel] to proceed.

· System prompts, “Do you want to send the Notification?”

· Click on [OK] or [Cancel] to proceed.

· System displays: Queued Notifications screen. Note that your notification is now queued to be sent out. No further action is required on your part. The notification will be Emailed with the next regular batch. However, you may review or edit the notification if desired by proceeding to optional step 4 – View Queued Notifications.

· Note that to add a new name not already found in My Contacts:

· Click on [Notification Menu] button on the navigation bar.

· Click on [My Contacts] hyperlink.

· Follow procedure to add names to My Contacts.

Option C – Create a new Distribution List
· Click on [Create a new Distribution List] radio button.

· System displays list of contacts in your address book, as well as group lists available to you.

· To add name(s) from My Contacts to the Recipient list:

· Select the name under My Contacts by clicking or shift clicking to select multiple names.

· Click on the [Add] button to add the selected names to the recipient list.

· To add name(s) from Groups to the Recipient list:

· Select the group name under Groups by clicking or shift clicking to select multiple group names.

· Click on the [Add] button to add the group members from the selected group(s) to the recipient list.

· To remove name(s) from the Recipient list:

· Select the name under Recipient list by clicking or shift-clicking to select multiple names.

· Click on the [Remove] button to remove the selected names from the recipient list.

· The system will prompt, “Do you want to remove the selected contact(s)?”

· Click on [OK] button to confirm deletion.

· The system will delete the selected contacts from recipient list.

· Click on [Send Notification] button.

· System prompts “If you have made changes to the default Notification list, would you like to save this list as the default list for this contract document?”

· Click on [OK] or [Cancel] to proceed.

· System prompts, “Do you want to send the Notification?”

· Click on [OK] or [Cancel] to proceed.

· System displays: Queued Notifications screen. Note that your notification is now queued to be sent out. No further action is required on your part. The notification will be Emailed with the next regular batch. However, you may review or edit the notification if desired by proceeding to optional step 4 – View Queued Notifications.

· Note that to add a new name not already found in My Contacts:

· Click on [Notification Menu] button on the navigation bar.

· Click on [My Contacts] hyperlink.

· Follow procedure to add names to My Contacts.
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14.3.5
View Queued Notifications

· Note that under “View Queued Notifications,” you can review and edit notifications that are queued to be sent in the next regular batch. There are several options available to you to click on: 

· Edit list: allows editing the list of recipients for a specific notification before being sent.

· Delete: allows deleting a specific notification before being sent.

· Click for Files: shows files associated with specified notification.

· Sender: shows the name and email address of the sender. 

· Recipients: shows the name, email address, and role of recipients for specified notification. 

· To change the order in which the queued notifications are displayed on your screen, click on the green or red arrows in the following columns:

· Date: sorts notifications queued to be sent by date and time stamp.

· Contract: sorts notifications queued to be sent by contract number.

· To send another notification, click on the “Send Notification? [OK]” button at the bottom of the screen.

Clicking on the “Send Notification” button will bring the user to the Viewed Queued Notifications tab is described in Section 14.4.

14.4
Manage Notifications

To learn how to use the Manage Notifications functionality, just click on the 

[? Help] button shown on the Manage Notifications screen.  A popup Help Topic window will appear, as shown below, and which you can minimize or maximize for reference when needed:

On the Manage Notifications Page, users have several options for displaying and managing their notifications.  The top section allows users to filter their notifications for Sent, Received, and Queued and to filter for notifications from the last 2 days, the last 7 days, the last 30 days, or 30+ days.  After selecting the appropriate criteria, users can click the save settings check box or simply click the “View” button to display their results.
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Below the filter criteria section, the filtered results are displayed.  Depending on where the notifications are in the workflow (queued, sent, or received), users have different options about how to work each notification.

From the Manage Notification page, users can click the “Send Another Notification?” button to be routed to the Send Notifications page.

The bottom section of the Manage Notifications page lists the DD1716 notifications.  In this section, users can click on the Contract Number to go directly to the Maintain Contract page for that contract.  They can also click on the DD1716 to go directly to the DD1716 Detail page for that DD1716.
User Communication 

User Communication allows NAFI users to obtain information about the NAFI application.  A downloadable version of the project plan, release memos, IPT Meeting Minutes and Weekly Status Reports are available along with a viewable and downloadable document showing the status of the open Deficiency Reports/System Change Requests. It also contains links to DFAS sites that provide contact information for DFAS Centers and OPLOCS and the list of DoDAACS that are certified in NAFI.

Clicking the User Communication link on the toolbar will take the user to the User Communications Page.  From this page, users are able to collect various types of data.
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· Download NAFI documents is a centralized location where information regarding the application can be viewed and downloaded. Release Memos, IPT Meeting Minutes and Weekly Status Reports are available here. Also available is a downloadable version of the project plan and a downloadable version of the open Deficiency Reports and System Change Requests

· NAFI Quick Stats provides real time NAFI statistics.

· Certified Sites lists the DoDAACS that are certified in NAFI.

· DFAS Sites lists contact information for DFAS Centers and OPLOCS.

· Alternate DFAS sites lists contain additional contact information for DFAS Centers and OPLOCS.

Reports

16.1
NAFI Reports

NAFI Reports are available to all users of the NAFI system.  By clicking on the NAFI Reports link on the toolbar, these can be obtained.  NAFI Metrics can be viewed in several ways: 

By months of a FY for a specific Domain, Claimant or DoDAAC

By periods for a specific claimant or DoDAAC

The NAFI Reports page is shown below.
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For example, if a user would like to view the Metrics for NAVAIR for the Month of February 2000 the scroll down boxes should be utilized to define the correct search criteria. This search looks like the following:
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After clicking on Submit, the results of the search will be displayed in chart format on the screen.

16.2
Contract Reports 

Contract Reports is a vehicle whereby those users with the appropriate permission (Sys Admin, Command Account Managers and Activity Leads) have the opportunity to create activity-based reports on the criteria they choose for only those users under their administration.  To get to the Contract Reports page users must select Contract Reports under NAFI Reports on the NAFI Tool Bar.  They will be brought to the following page:
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Once here, users must select the criteria they would like to view.  Note that all mandatory fields are marked with an asterisk.  Users select criteria in two ways. 

1) By selecting the check boxes for those criteria they want shown in the report. 

2) Make making the appropriate selection or entry in the given fields. 

Note, in order for a field selection to be shown in a report, its associated check box must be selected.
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As you see, the following fields have been checked, Service, Claimant, Activity, User, Transaction Type and Document Type.  Thus, those fields are shown in the following report that was created by selecting Screen Version.
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Screen version reports are read only and appear within the NAFI application.  Users may also choose to select Print Version which will download the selected data to Excel. Once Print Version is selected the user will have the option as to whether they would like to save the file to disk or to open it up from its current location. If users choose to open from current location, the report will be downloaded into Excel and opened up within the NAFI application. If user chooses to save to disk, the application will be downloaded in Excel and saved to wherever the user chooses. Once in Excel, users will be able to perform searches and sorts.
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Example of Print Version report opened from current location:
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16.3
DD1716 Report

Users have the ability to run reports on DD1716 activity in order to better monitor the DD1716 activity in their area of responsibility.

16.3.1
Document Search Criteria

When a user clicks on the DD1716 Report link, they are brought to the “Set Search Criteria” tab.   After selecting the relevant search criteria, the user clicks “Next>>” to proceed to the “Choose Report Fields” tab or “Clear” to reset the fields to their default values.
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16.3.2
Choose Report Fields Tab

After selecting “Next>>” from the “Set Search Criteria” tab, users move to the “Choose Report Fields” tab on which they can select the specific fields they would like to include in their report.

Users click the >> button to include available columns to the report and the << button to remove them from the selected columns section.  Selecting a field from the selected columns section and clicking the up button will move the selected field one position to the left on the subsequent report.  Likewise, selecting a field and clicking the down button will move the field one position to the right on the subsequent report.  The shift and control buttons can be used to select multiple fields to add or remove from the report.
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After selecting the fields and the appropriate order in the report, the user clicks on the “Display” button to move to the “View Results” page.  The “<< Back” button will return the user to the “Set Search Criteria” tab and the “Clear” button will remove all fields from the selected columns section.

16.3.3 View Results Tab

After selecting the fields to include and the appropriate order and clicking “Display”, the user views the report results on the “View Results” tab.  When finished viewing the results, the user can click on the “<< Back” button to return to the “Choose Report Fields” tab or click on the “Set Search Criteria” tab to create a new report.
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16.4 User Report

Users also have the ability to run User Reports for the users under their administration.  Users can reach this screen by selecting Manage Users on the NAFI toolbar.  Once here, users perform their regular Manage Users search and select Print Version.  

[image: image19.wmf] 


Once in print version the list of users will be downloaded in Excel allowing the user to perform searches and sorts facilitating their user administration. 
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