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1. Introduction

Navy Air Force Interface (NAFI) provides easy to use, efficient electronic access to executed procurement instruments: contracts, delivery orders, modifications, and other contract documents and reports. Users of NAFI include: the Department of Defense (DOD), the Defense Finance Accounting Service (DFAS), the Defense Contract Management Command (DCMC), United States Coast Guard (USCG) and other agencies. In addition, NAFI provides links to the DOD Electronic Document Access (DOD EDA) system. 

Procurement instruments (groups of documents) are electronically posted to a Department of the Navy (DoN) secure central server site in a standard, Defense Information Systems Agency (DISA) mandated, portable document format (.pdf) and are available via the World Wide Web to authorized users. In addition, documents that do not need to be viewed by DFAS may be uploaded in a wide variety of native formats, including .xls, .tif, PowerPoint, AutoCad and others.  NAFI is designed to make better use of an organization's personnel and financial resources by providing easy access to contract documents online and by eliminating the need for issuing activities to create and distribute paper copies of awarded documents. 

NAFI acts as an electronic file cabinet accessible only to authorized government users.  Within this electronic file cabinet, NAFI organizes procurement instruments with an electronic index.  NAFI uses an electronic “parent” index for each procurement instrument and a separate electronic "child" index for each document (group of electronic files) associated with that procurement instrument. The NAFI index structure ensures immediate access by authorized users to individual uploaded documents or the entire procurement instrument.  The NAFI index structure also eliminates the need to manually search for documents and allows for more sophisticated data sorting and retrieval.  The NAFI index structure provides users the ability to resolve issues faster and eliminate the repetitive transmission of multiple copies of documents due to missing original paper documents.  

NAFI uses a Web-based architecture that allows users to upload .pdf and non-.pdf documents and index data to a central Navy server.  This combined use of a file format standard and Internet technology provides a mechanism to electronically store and retrieve large volumes of information using existing communication networks. 

New Features in NAFI 4.3 and 4.4:

· Account Registration Modifications

· DD1716 Interfaces

· DD1716 Manual Upload

· DD1716 Workflow

· Manage Notifications – DD1716s

· DD1716 Reports

· Guaranteed and Secure Delivery (backend functionality only)

· Real-Time Data Replication (backend functionality only)

· Account Registration has been updated to include a tab-based user interface for registering new users on NAFI.  The same basic data is required, but a series of drop-down lists help to reduce data entry errors and provide users with selection options.

· DD1716 Interfaces allows NAFI to automatically receive DD1716 data from the DFAS CISTR system and initiate the DD1716 resolution workflow without any data entry, document scanning, or other manual intervention.

· DD1716 Manual Upload process allows users to manually upload DD1716s in the case they are not made available through the DD1716 Interfaces process.  Users can upload DD1716s and then put them into the DD1716 Workflow for resolution.

· DD1716 Workflow is initiated by the DD1716 interfaces or manual upload process and enables users in the contracting and financial community to collaborate in quickly resolving contract deficiencies.  Users have the ability to accept the assigned document, route it to another person, or mark it as resolved.  By quickly and accurately sharing data, contract deficiency issues will be resolved more quickly and efficiently.

· DD1716 Manage Notifications allows you to view lists of DD1716 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.
· DD1716 Reports allows you to create reports using DD1716 data to better manage your areas of responsibility.  Users have the ability to select from a wide variety of data elements with which to build reports and flexibility in how to format the presentation.

· Guaranteed and Secure Delivery is backend functionality only that users will never see.  This functionality improves the reliability of the automated interfaces process and security with which interfaces files are sent through cyberspace.

· Real-Time Data Replication is backend functionality that will synchronize data between the production and failover environments within seconds of data being entered into NAFI. 

2. User Support

The purpose of this guide is to provide general information and instructions on specific procedures associated with using NAFI. In addition, for personal assistance, you may 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, 7:30am-5:30pm Eastern Standard Time.

If your question or issue requires a higher level of escalation, you may also contact the NAFI Project Manager at: 703-685-5422.

Welcome to the NAFI User Community.

On behalf of the NAFI Team, we hope you enjoy using NAFI.

3. 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.

4. The NAFI Homepage

The NAFI log in homepage is located at https://www.nafi.navy.mil.  Access to this URL unrestricted, regardless of domain. However, logging into NAFI is restricted to authorized government users. After logging in, the NAFI site is a secure site that utilizes URL encryption and Secure Sockets Layer (SSL) transactions to ensure secure links and transactions. 

The NAFI homepage provides users with a link to a page where government personnel can register online for a NAFI user account.  The homepage also provides several links to assist users with issue resolution.  Included on the homepage is a link to the NAFI Help Center (where users can find Frequently Asked Questions and the current version of the NAFI User's Guide).  E-mail and telephone contacts for NAFI Support are also included on the homepage. 

The homepage also functions to assist users in acquiring information about security restrictions, NAFI program office, and navigating to web sites related to the NAFI application.  Notices to users concerning metrics, application maintenance, application upgrades and other general information will be posted to the NAFI homepage as appropriate.  A picture of the homepage is shown on the following page:
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5. Registration

5.1
Users

The NAFI user community is comprised of General Users, Administrative Users, Activity Leads, Command Account Managers, and System Administrators. 

5.1.1
General Users

General Users have the ability to view indices and documents, as well as download files.  NAFI General Users are also able to conduct searches as well as view and download static reports generated in the NAFI application.  General Users are restricted to a “read only” capability.  They do not have the ability to add, modify or delete indices from procurement instruments or files from documents.

5.1.2
Administrative Users

Administrative Users have the same rights as General Users.  In addition to those rights, Administrative Users can also create, edit and delete indexes as well as attach and remove document files to indexes.

5.1.3
Activity Lead Users

In addition to having the same rights as Administrative Users, Activity Lead Users have responsibility for managing General and Administrative User accounts.  Their management access is restricted to those users who belong to their same Activity, as defined by Department of Defense Account Activity Code (DODAAC) or Unit Identifying Code (UIC).  Management of user accounts includes approving on line registration requests, upgrading and downgrading access levels and deletion of user accounts.  The NAFI application will allow multiple Activity Lead Users for a particular DODAAC.  

  5.1.4 Command Account Managers

Command Account Managers act as the managers for an entire Claimant (e.g. USMC, SPAWAR, NAVFAC, etc).  They have the ability to manage all of the accounts for a particular Claimant.  They also have the same rights as Activity Lead users.  There can be multiple Command Account Managers for a particular Claimant

  5.1.5 System Administrators

System Administrators are responsible for the continued development and maintenance of the NAFI application.  They have the ability to manage all accounts for all users, as well as have the same rights as Administrative Users. 

5.2
Online Registration

Access to NAFI is user name and password protected.  Unregistered users must register and receive a user name and password before entry is allowed into NAFI. To navigate to the registration screen, an unregistered user simply clicks on the Account Registration on the navigation bar on the left side of the home page, as shown below:
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5.3 As shown below, after clicking on Account Registration located on the tool bar on the left hand side of the screen, users will be taken to the Select Domain tab where they will be prompted to choose the Navy, Air Force, or Coast Guard domains.
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5.4 Upon making the appropriate selection, users will be brought to the Select Account Type tab where they select General, Administrative, or Activity Lead account type:
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5.5 Upon making the appropriate selection, users will be brought to the Select Claimant tab where they select the appropriate claimant.
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5.6 Air Force users only will have to select a DoDAAN after selecting the account type.
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5.7 Upon making the appropriate selection, all users will be brought to the DoDAAC tab where they select the appropriate DoDAAC.
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5.8 After selecting a DoDAAC, users will need to enter their basic personal information on the Personal Details tab.

[image: image8.png]ZANAVY AR FORCE INTERFACE(NAFI) - Microsoft Internet Explorer provided by KPMG Consulting
Bty faomes Dok e =

e - D (21 4| Qoo Gravortes

s [ €] psfnatinsvyml

5
x.

User Administration start Help  Logout
nari

Register New User

DOD EDA

1.Donein Afforce 2. Acoount Type Genersl 3. Clinert EAM__4.DoDAAN NODDOD __ 5.DcDAAC WODIOD | 5. Personal Details
EA21 Home
— T omeocode: [
‘Account Registration
The:  First o ME LastHam S
 NAFi Help Center [ AT [ [

User Notice Phane Humber:

Domestie: I

oo J

International

Em

—

User Name:

Password:

mandatory fields

at least ane should be provided. -
Password must b a minmu of ight characters and s maxim.m of ten characters. Passwords can inclde leters (upper and lower case),
Pumbers and special characters, and must nclud combinaton of letters (mixed case) and numbers.

1 you would prefer an automatically generated username, leave the username fied blark.





· Office Code (not mandatory)

· Title (not mandatory)

· First Name (mandatory)

· Middle Initial (not mandatory)

· Last Name (mandatory)

· Suffix (not mandatory)

· Phone Number(s) – Domestic, DSN and International (one phone number is mandatory)

· E-mail address (mandatory)

· User Name: Usernames must be a minimum of eight characters. Advise selection of a user name that will be easy for you to remember.  

· Password: Passwords must contain 8-10 characters, and must include a combination of upper and lower letters and numbers, but NO special characters (such as: @#$%^&*+)

After clicking on the [Submit] button, a confirmation screen will appear. Once your registration information has been submitted to NAFI, the user's account is subject to review by an Activity Lead or Command Account Manager at your Activity.  Until your account has been approved, your user name and password will not be activated.   

An e-mail will be automatically sent to your Activity Lead and Command Account Manager notifying them of your pending account.  Once your account has been activated you will receive another e-mail notifying you that your account has been activated. Allow 2-3 days for account activation. If you are unable to log in after 2-3 days, or have forgotten your user name or password, contact your designated NAFI Activity Lead, or you may 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.

6. Using NAFI

6.1
User Login

NAFI requires: Netscape Navigator 4.7 or Internet Explorer 5.0 or higher, and Adobe Acrobat 5.0 or higher. To log in to NAFI:

1.) Launch your browser (Netscape or Explorer)

2.) Go to the following URL: https://www.nafi.navy.mil 

3.) Enter your user name and password and Click on the [Submit] button.

Once the username and password have been accepted, the user will be taken to the NAFI Message Board page. 
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6.2
Retrieve Contract

The Retrieve Contract page gives users the option to either enter a new procurement instrument, or to search for an existing procurement instrument.  In addition to allowing the user to type in the procurement instrument in which they want to view, the user can search for the procurement instrument on any of the following fields: Company Name, Cage Code, DUNS, Description, Issue DoDAAC, Admin DoDAAC, Pay DoDAAC, Issue Date and Award Amount. This page presents the user with up to the previous ten procurement instruments in which they were working on.

6.2.1
Selecting a Listed Procurement Instrument

As shown below, after logging on to the system, the Retrieve Contract Page will present the user with up to ten of the previous procurement instruments that they were working on.  To continue work on one of these procurement instruments, the user may click directly on the procurement instrument number, which they want to view
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6.2.2
 Searching for an Existing Procurement Instrument

From the Retrieve Contract page, all users can search for a procurement instrument by entering a full or partial procurement instrument number.  To do so, the user enters the procurement instrument number in the given field, and clicks on Search. If the contract number is not known, the user can search for the instrument on a number of different other fields. These fields are shown below.
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When searching for an instrument, the user also has the ability to view the basic contract with all documents or each individual document separately. This is done by clicking on the “Contracts Basic” or “Contracts Documents” button.

When searching on a partial procurement instrument number, the application searches based on the first 6 characters of the procurement instrument.   For example, if we wanted to search for a procurement instrument beginning with N00009, we would enter N00009 in the Contract Number field, and then hit Search.  

[image: image11.png]e g vew ravrts Dok teh

| Gk - o - D [ A Qearh Girmores (B | Y- Sf

| ackess [ €1 hitpsijfbets.nai.navy mihome. asp

v Retieve Contract or Document

Brieip

NAFI Home.
Hormi

NAFI Help Center
User Notice
NAFI Reports
User Communication

Personal Addressbook

g6 Board

Nofitication Menu

vy At Free nsertace

‘Search Resuls: 16 found
Search Crteriz: Cortracts where
 Cortract Number starts with NODODS
o Issue Dodaae starts wih NDODDO

NODODDS3CSE7E
NODOODS3E1254
NODOD83G1234
NODDDgACH 234
NODDDaSR1234
NoDooe7UI 234
NODODOS7 V1234
[
NoD0DeBCI 234
NoDODOSEJES7S
NODODDSBKOS29
NODODDSBK0S0S
NoDooDSEDOD1 S
[
NoDODOSBM39EE
NoooopesTos2a

My tost co
My test co

TEST COMPANY

My test co

TEST COMPANY

TEST COMPANY

TEST COMPANY

TEST COMPANY

Losicon

TRAMAELSRL

FREDS HOUISE OF WHATEVER.
AVAYANC

ASAP FOUNDATION

TEST COMPANY

KPMG

ALBERTOIZZ0 PARTNERS

[Contract Number [Company Name Issue Date

6798
1ie7
12121308
haness
ananon
121211308
121232000
eistiaes
12121308
11142000
282001
2n3n003
aBz000
4mrz000
10mnges
sianass





[image: image54.png]2 Administrative User is logged on to NAFI --—- { Administrative User ) ---- Current Domain ( Nay - Microsoft Internet Explorer
He £kt vew Fovotes ook teb a

o= €] itps foeta e navy.rifhomesp

Select Options from the Links. Start () Logout

nars

To Proceed Select from the Links

DOD EDA

= WManage Contacts - Adding/Editing of NAFI and Non NAFI users.
A2 Home

NAFI Home WManage Groups - Adding/Delefing of Groups.
Acoount Regisiraion

NAFI Help Center Send Notifica

us - Send Contract Notifications.
User Notice

i WManage Notifications - View Notification portal
User Communication

Personal Addressbook

8 @





[image: image55.png]2 Administrative User is logged on to NAFI --—- { Administrative User rrent Domain ( Nav - Microsoft Internet Explorer,
He £kt vew Fovotes ook teb 7

sows Jorories Wrete €) (2~ 2 B B D @

idcress | @) https:fjbsta.nafi.navy.mijhome. asp v B ks >

e My Cont Start Help Logout kel
Manage Contacts
‘ e Qren
FEDE Search for NAFI users: My Contacts:

EA21 Home Command |All Commands v Name Role

NAFI Home Activity | All Sites 3 Cantacts Listis Empty
Account Regisiration LastName
NAFI Help Center

User Notice

NAFI Reports

mmunication
Personal Addressbook
[aca contact(s) >,
vy A Porc atertcs Add Non NAFI Users:
First Name+
Last Name+ Edit Contact | Delete Contact
Email*
Role+ v
Add Name
* - Mandatory fields

B @ memet



Displayed for the user are all procurement instruments that match the entry N00009.  NAFI has found 16 contracts from which to choose. The user can choose any of these procurement instruments to view in detail (by clicking on the procurement instrument number), or view another page of contracts (by clicking on the page numbers at the top of the page). 

6.2.3
Entering a New Procurement Instrument

The NAFI application requires a separate index be created for all documents uploaded into the application. After logging in, all users will have the option to search for the index of an existing procurement instrument.  Administrative users and above can create an index for a new procurement instrument. 

To enter a new procurement instrument into NAFI, click on the [Add New Basic Contract] button on the Retrieve Contact page. 
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Upon clicking on the [Add New Basic Contract] button, the user will be taken to the New Contract page, as seen below.  There, the user will be asked to enter the Contract Number and Cage Code in the given fields.  The Cage Code to be entered is that of the vendor to whom the procurement instrument was awarded.  Note that NAFI will accept both lower case and capital letters, but it will not check the accuracy or format of data placed in the Contract number field.  Upon completion of this task, the user must hit Submit in order to get to the next page.
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After verifying that no index has been established for the procurement instrument number that was entered, NAFI will provide the administrative user with the New Contract page, where they must create and index for the procurement instrument.  The index for procurement instrument N0000094C1212, with a Cage Code of 11111, is shown below.  There are 12 fields that comprise the procurement instrument index, of which 10 can be modified. These fields are mandatory for manual indexing of contracts in NAFI to provide DFAS access to DON documents.  Upon filling in the fields with the appropriate information, the user must hit Add for the index to be placed in the database.  A description of each field follows. 
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6.2.3.1
Contract Number

Notice that the procurement instrument number that had been entered in the previous New Contract screen now appears at the top of this screen. This number cannot be changed once it is entered. If an incorrect number is entered the user must return to the previous New Contract screen and resubmit the correct procurement instrument number. 

6.2.3.2
Cage Code

Cage code identifies the contractor to whom the procurement instrument was awarded. This field cannot be modified once it has been entered. If this field has been entered incorrectly the user must reenter the procurement instrument. 

6.2.3.3 Issue DoDAAC

The Issue DODAAC field will likely be entered.  When a user enters a new procurement instrument number into the NAFI application, NAFI matches the first six characters from the procurement instrument number to a table of existing DODAAC numbers.  There may be multiple sites with the same DODAAC; if so, select the correct site from the pull down boxes in the issue DODAAC field.  If NAFI cannot find a match from the DODAAC table it will ask for an Issue DODAAC as the first entry field. 

6.2.3.4
Admin DoDAAC

Enter the Admin DODAAC unless otherwise provided.  If this field has been pre-completed the selection is based on a link to the cage code field.  Users have the ability to overwrite any pre-completed entry. 

6.2.3.5
Payment DoDAAC

Select the payment DODAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS. These Pay DoDAACs are the only ones allowed by DFAS. If your Pay DoDAAC is not listed, see the link below to assist you in finding the one that you should use.

6.2.3.6
Award Date

Enter the Issue Date for the procurement instrument using the mm/dd/yyyy convention. For example, December 31, 1999 would be entered 12/31/1999. NAFI will not allow the user to enter more than 31 days in each month or more than 12 months in each year. The system will however allow the user to enter up to 31 days in every month.  

Upon hitting the Popup Calendar button, the user will be taken to an online calendar where they can click on the date they want to enter. 
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6.2.3.7
Award Amount

Use this field to enter the award amount of the procurement instrument.  A zero may be used if no money is associated with the instrument; negative numbers may also be entered. The system will ignore characters, commas and decimals (whole dollars should only be used) in this field.  For example, an award amount of $500,000 should be entered as 500000. 

6.2.3.8
Contract Description

This is a text field used to make a general description of the procurement instrument.  This field is limited to 100 characters. 

6.2.3.9
Company Awarded

The full name of the company awarded the procurement instrument is found in this text field.  This field may also be pre-completed based on the Cage Code.

6.2.3.10
DUNS

DUNS are a commercial identifier similar to cage code for the vendor awarded the procurement instrument.  This field may be pre-completed depending on the records in the NAFI application. 

6.3
Maintain Contract Screen

The Maintain Contract page is the "center of the universe" for the NAFI application.  All actions can be performed from this page.

As shown below, the top portion of the Maintain Contract page displays the following information previously entered in the procurement instrument index: Award Date, Award Amount, Awarded To, and Description.  Below this information, the user will find the Basic procurement instrument, in addition to the documents and files, which have been uploaded to the system, and the number of files for each document. The Issue Date and Issue DoDAAC are displayed for each document. The list of documents that are displayed can be further sorted by the user-specified primary and secondary search criteria. 
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Functions that can be performed from this page include: Uploading Files; Inactivating, Editing and Deleting Indexes; Viewing Files; Adding New Documents and creating a Distribution List. See the accompanying pages for information on each of these tasks.

6.4
Add New BOA/MOD/DO (Delivery Order) Index Screen

Upon clicking the check box next to the relevant document and clicking the “Add New BOA/MOD/DO button, the user will be taken to the New Document For: (X - CONTRACT) page, as displayed below.
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When uploading new documents such as a BO, MOD or Delivery Order, the user will be creating another index with up to 11 fields that will be used to identify the document (and the electronic files that comprise that document) with the procurement instrument.  These fields are mandatory and are described below. 

6.4.1
Contract Number

This field will be pre-entered based upon the Maintain Contract page from which you selected the New Document button.

6.4.2 
 BOA/Delivery Order, ACO Mod, PCO Mod

Select one or a combination of the following fields as it applies, and enter the appropriate numbers in the given fields. 

6.4.3
Award Amount

Enter the award amount. Negative numbers can be used.

6.4.4
Mod Description

Enter a brief description of the document being entered.  This field is limited to 100 characters.

6.4.5
Mod Award Date

Enter the Issue Date using the mm/dd/yyyy convention. December 31, 1999 would be entered 12/31/1999.

6.4.6
Issue DODAAC

Issue DODAAC should be entered for the user based upon the "parent" index.

6.4.7
Admin DODAAC

The Admin DODAAC field may be pre-completed if the user is adding files to an existing procurement instrument or delivery order, but these fields can be overwritten as appropriate.

6.4.8
Payment DODAAC

Select the payment DODAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS. 

6.4.9
Alternate Pay DODAAC

If your Pay DoDAAC was not listed in the Pay DoDAAC scroll down box, the user may enter their Payment DoDAAC in this field.  Entering a Pay DoDAAC in this field automatically overwrites the default in the Pay DoDAAC field.

After completing the Mod index click Add and the document index will be added to the NAFI database. The application will also give you the opportunity to add another document. If you do not wish to do so, click on Maintain Contract to be taken to the Maintain Contract page to perform your desired task.

6.5 Upload DD1716 File

In order to create and upload a DD1716 file, check the boxes next to the appropriate documents and click on the “Upload DD1716 File” button.
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6.5.1 Add New DD1716

After clicking the “Upload DD1716 File” button, users are brought to the Add New DD1716 Document page.  Users enter as much of the information as possible, including all required fields.  Users can either type the path where the DD1716 document is located or they click the “Browse” button to search for a document to upload.  After entering all available information, the user clicks on the “Upload” button to create the DD1716.  Users can also click the “Clear” button to clear all fields and reenter the appropriate information.
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6.5.2 Upload DD1716 File

After uploading the file, the user will see the DD1716 Detail Page.
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Further steps in the DD1716 workflow process are described in Section 9.

6.6 Upload Files

In order to upload files, the user must choose the documents on the Maintain Contract page in which they want to upload files to.  This is done by checking the boxes next to the appropriate documents, as shown on the following page.
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After choosing the documents, the user must click Upload to be taken to the Add Files To page.  This is the page where the user can upload files.  Note that users have the option to upload up to eight files per upload with this application. Upon clicking on the down arrow in the Document box, the user will find the documents listed which were chosen in the previous Maintain Contract page. This screen shot is shown on the following page. Here, the user must choose the document in which they wish to add a file to. Each box must be completed for each document before the file can be uploaded. 
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In the Section field, the user has the choice of which type of file they will be uploading. 

The Description box allows the user to give a further description of the file to be uploaded.

6.5.1
Upload Process

In order to upload a file, the user must click on the Browse button.  As shown below, this action will pull up a Choose File box where the user can select the file that is to be uploaded.  The user navigates to the file that they want to upload, clicks Open, and the file name appear in the Attach File field in NAFI. NAFI will automatically convert Word (.doc), Rich Text Files (.rtf) and Post Script (.ps) files to .pdf format.  All other files will be uploaded in their native format.  For printing purposes, the automatic conversion from word to .pdf format will not change the positioning of the document from portrait to landscape. 
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The user follows these steps for each file they would like to upload - up to eight files per upload.  When the user has completed this task, they must hit Upload for the process to begin.  Upon hitting 

Upload, the user will be prompted and asked "Are you ready for the upload process?" Upon hitting "OK" the upload process will begin.
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When the upload has finished, the user will be told how many files have been uploaded and the length of time the process took.

NAFI will not allow users to upload duplicate files of the same name during the same upload process. 

6.6
Inactivation of Contracts, Modifications and Documents

It may be necessary to inactivate, edit or delete indexes or files associated with a contract or document. However, with the release of NAFI Version 3.1 this process has significantly changed. Users are allowed to permanently delete only those contracts and modifications that are entered into the NAFI System before the NAFI system’s nightly upload to other DOD systems. This upload is done at 12 midnight EST.  Under limited circumstances, the inactivation feature may be used to inactivate files resident on the system after the night upload.  .  Using this feature, contracts and modifications can be placed in an inactive status that cannot be added to or deleted from.  An inactivated contract can be viewed along with all of its modifications and attachments along with an explanation as to why the information was placed in inactive status.  A new contract or modification can also be re entered into NAFI to take the place of the inactivated contract or modification.  Inactivation can occur for entire contracts, specific documents or individual files.  

The inactivation feature can be used on the contract level when a contract number is entered into NAFI incorrectly.

The inactivation feature can be used on the document level when a document number is entered into NAFI incorrectly or the document file was loaded against an incorrect contract (mismatched.)

The inactivation feature can be used on the file level when the text of a file is garbled/unreadable or the file has been mismatched and loaded to the incorrect document index. 

THE INACTIVATION FEATURE DOES NOT REPLACE THE CONTRACT MODIFICATION PROCESS. ONCE A CONTRACT DOCUMENT IS EXECUTED AND UPLOADED TO THE NAFI SITE, CHANGES TO THE CONTENT OF A CONTRACT DOCUMENT CONSTITUTE A “PEN AND INK” CHANGE.  THIS IS NOT PERMISSABLE.  A “PEN AND INK” CHANGE MAY NOT BE MADE TO THE EXISTING CONTRACT DOCUMENT AND RE-UPLOADED AS THE ACTIVE VERSION OF THE CONTRACT. 

To inactivate a parent index or document index navigate to the maintain contract screen of the contract, and click on the document index to be inactivated. If the basic index is chosen, the following screen appears.
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To inactivate this contract begin by clicking on “Inactivate” at the bottom of the screen. The inactivation rationale box will appear.
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 Notice that the contract number and index that the user wishes to inactivate are located at the top of the screen along with the user name, date and activation level. It is important to remember that if a user wishes to inactivate the basic index, the entire contract, including all of its modifications and its files, will also become inactive. If a user wishes to inactivate a document index, then all of those files attached to that index will also be inactivated. If a user wishes to inactivate a specific file, only that file will become inactive. 

The inactivation rational box is a free form text box that allows the user to enter the reason the parent index document index or file was inactivated. NAFI will not let the user proceed with the inactivation process if this box is empty. The user will receive the following message.
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Upon entering the inactivation rational, and clicking ok, this warning will appear:
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This warns the user that inactivation on the contract level will result in inactivation of the basic contract along with all of its modifications and files. Once an index has been inactivated in NAFI, the contract along with all of its modifications and files are still viewable in NAFI. However, they cannot be edited or changed. An inactivated contract will appear on the maintain contract screen with the word “inactivated” preceding any index that is inactivated.  The layout of an inactive contract on the Maintain Contract screen is shown below.
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The word inactive will also precede an inactive contract on the Retrieve Contract screen. The contract and its modifications are viewable, however, they cannot be edited. 
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6.6.1 Editing 

In order to edit any procurement instrument index or file index the user must simply type the updated information in the appropriate field and click OK.

Note that editing any procurement instrument index or file index will not edit the other indexes associated with the procurement instrument. An inactive file cannot be edited. 

6.6.2
Deleting 

The only contracts and modifications that can be permanently deleted from NAFI are those that have entered the NAFI system before the NAFI system’s nightly upload to other DoD systems. Those contracts that are entered and deleted within the same day can be permanently deleted in the NAFI system. To delete a procurement instrument index or file index, the user must simply hit the Delete button on the appropriate page.

When deleting, NAFI will prompt the user with a warning to ensure that the user wants to delete either a procurement instrument index or file index. Note that when deleting a procurement instrument index, all file(s) indexes associated with the procurement instrument will also be deleted. In addition, when deleting any file index, the file(s) associated with that index will also be deleted. 

6.7
Viewing Files

In order to view the files associated with the various documents entered into the NAFI system, the user must click on Views on the Maintain Contract page, next to the document they want to view the files for.  
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If the user clicks on a file folder with one file, Acrobat Reader will automatically pull that file up for the user to view.  If the user clicks on a file folder with more than one file, they will be given the option of which file they would like to view, as shown below.  Non-.pdf files appear in native format.  If the user’s computer does not have the program needed to open a file, NAFI will prompt the user to download the file. 
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If the user would like to edit the description of the file, they click on Edit File, and are taken to the Edit Files page.
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6.8 Search Mod

Once being taken to the Maintain Contract page for the contract/document they would like to view, users have the ability to sort by ACO, PCO, DO, or DD1716. This is beneficial for those users who have many modifications to their basic contracts. In order to get to the document you want to view, simply select the document number under the associated document field and hit Select. 

[image: image23.png]gmnmasnun logged on to NAFI -——- ( Adm User -1ol x|

I
| ek - - [ A \ (Qsearch Giravores sy | Y- Sf

adress [T s etanafnaey mirome. s AT

nafi

vy At Force nsertace

AwardDate: 711411339
Award Amount: 547575

TEST CONTRACT
TEST CONTRACT

OD EDA
EA-21 Home

NAFI Home.

Account Registration

Select Sort Criteria
NAFI Help Center Primary. ‘Secondary

User Notice Document Index 7| [Document Index | _setect

NAFI Reports

@ ascending " Descending
User Communication
Per Addressbook Select Document Filter Criteria
age Board aco =3 [ 01716

Nofitication Menu

AlACO =] [arpco =] [-01 =] [ArDD1716 -] [ SELECT.

vy i Forcentrtce [ATDO
Mone
Add New BOA/ | Upload DD1716 File | Upload Files |

Click the checkbox to add files to one or more documents.

Issue

Active. ™ pasic iew Files (1) 7141993 NOOOOO

actve rao oFies] 300 Nooooo

active DDI716-BASIC-2057 View Files (1 32312004 Noogoo





As shown below, the DO document selected now appears under the basic contract.
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7. Manage Users

Activity Lead users and Command Account Managers and System Administrators have the ability to activate, add, modify and delete user accounts.  After login these users select the Manage Users link from the left side tool bar.

Once chosen, the user will be taken to the Modify Accounts screen as shown below:
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From the Modify Accounts screen the Activity Lead and Manager can create a new account by clicking create a new profile link.  The application will take the user to the registration screen where the manager can complete the registration forms.  After clicking submit, the account will automatically be approved. 

7.1
Modify Accounts

The Activity Lead and Command Account Manager can also view some or all of the users in their respective user groups by using the search criteria pull down boxes. 
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Using these boxes, Activity leads will be able to see all users that share their DoDAAC.  Command Account Managers will see a list of all DODAACs associated with their Claimancy as well as an option to see All Users.

By entering a partial or full last name in the User Last Name Box, Activity Leads and Command Account Managers can search for a specific user. By leaving the box blank and clicking on Select, the Activity Lead or Command Account Manager will see a complete list of their users. For Command Account Managers this list would include the total users for their claimancy/majcom. For Activity Leads this list would include the total users for their DoDAAC.

The search criteria can be further defined by entering the Command, Site User Type and User Status as shown below. At least one field out of the five fields on the Manage Users screen must be defined in order for a search to occur. 
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Once the search is completed, it can be sorted. By choosing the primary and/or and secondary sort feature, the results of the search can be displayed in several ways, in ascending or descending order. 
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For example, if a search is completed and the user would like the results displayed on the screen first in order by last name and second by User Type, the sort boxes would appear as follows:
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The sort function can be performed along with the search or it can be performed on the search results. 
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7.2
User Profiles

The Activity Lead or Command Account Manager may now change the user type of one or multiple users by using the pull down boxes pictured above.  The manager may also change the user status by using the pull down boxes pictured above.  At the bottom of each page of users there is a submit button.  Once all the changes have been made the user clicks submit to update the application.  

Upon changing the status of a user and clicking submit, the Activity Lead/ Manager will be prompted with a status change box as shown below.

[image: image71.png]logged on to NAFI --—— { System Administrator ) =8| x|
S Ve Fartes Tods Hob [

| wpack - 5 - @[3 A | Qoearch Giravortes Phisoy |- S0 - H DR
| Adress [ €] s fostarafinavy miheme.asp =] @ |Juns

Batch Mode: Scroll the list of users below. Select from the list for the accounts you wish to modif.
Click Tpdate' to submit all of your changes in batch mode.
Single Mode: Click the ‘User ID' for the respective account to modify a single account.

DOD EDA Total Users for Command All Commands, Site NOOO0O, User Type All Types and Status All Status: 97
1121, [31 [41. [51

Page: 1

T =
Student student0]l  EA21 00000 General users Inactive ¥

01, test test01 EA21 N00000 IWI [acive =]
02, Student smdent02  EA21 00000 [Administatorusers =] | [Acive =]
03, Student smdent03  EA21 N00000 [Administatorusers =] [Acive =]
04, Student smdent04  EA21 00000 [Administatorusers =] | [Acive =]
05, Student smdent05  EA21 N00000 [Administatorusers =] [Acive =]
06, Student smdent06  EA21 00000 [Generalusers =] | [Acive =]
07, Student smdent07  EA21 N00000 [Generalusers =] [Acive =]
08, Student smdent08  EA21 00000 [Administratorusers =] | [Pending =]
09, Student smdent09  EA21 N00000 [Administratorusers =] [Pending =] =
10, Student smdent10  EA21 00000 [Administratorusers =] | [Pending =]
22, student smdent?2  EA21 N00000 [Generalusers =] [Pending =]
23, student smdent?3  EA21 00000 [Generalusers =] | [Pending =]

99, Stadent simdent99  EA21 00000 Actviy Lead - Pending
Elowe RE
Astart[|| @ & || Blmbox - Mcrosoft ou...| Bhrealiukebox | & Hotmail nbox - icr.. [@scott cunningham... B userGuidezoon-tic..| [Ef PR 356pm





This informs the Activity Lead/Manager that when deleting a user’s account he/she has seven days to deactivate the delete to a pending, active or inactive account.  If the status of the deleted account does not change within seven days, the user will then be deleted from the system and removed from the manage users page. 

By clicking the User ID field, the Activity Lead/Manager may view and modify the profile of any user in their user group. As shown, the Activity Lead/Manager can modify any one of the user fields to make updates in user profiles, to provide a forgotten password or make changes to an incorrect field.  The document management role only applies to the DD1716 functionality.
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8. Automated Interfaces with NAFI

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.

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.

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.

9. DD1716 Workflow

As described in sections 6.5 and 8, DD1716s are loaded into NAFI either manually or through an automated interface.  The workflow for all DD1716s is the same, regardless of how they were entered into the system.

9.1 Manage Notifications

For most users, the DD1716 workflow will begin when they receive e-mail for a new DD1716 or because another person routed the DD1716 to them.  The person will click on the link in their e-mail and be directed to the NAFI Log On Page.  They will log on to NAFI and be automatically directed to the appropriate DD1716 Detail tab. The “View DD1716 Detail” tab is also where the user can open the DD1716 pdf and other related documents.
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Clicking on the “View Comments / Make a Comment” link will display the “View/Make Comments for DD1716” tab from which a user can read and create comments related to the specific DD1716.
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The “View DD1716 History” tab provides a Document Summary section as well as a chronological listing of the workflow status.  Users can also View Comments / Make a Comment from this page.
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The “Update Status” tab is where the user can accept the Issue; mark the issue as Resolved, Route the Issue to another person, or Escalate the issue to a superior.  
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Clicking the Accept/Am Working Issue will return the user to the View DD1716 Detail tab.

Clicking Issue Already Resolved opens the “Resolve DD1716” tab, which requires the user to enter a Problem Description, DD1716 Resolution, and to upload the Correcting DD1716 file.
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Clicking Route to Different Person will open the “Reassign DD1716” tab where the user selects the person to whom they want to assign the DD1716.  After clicking OK, the DD1716 will be routed to that individual and the DD1716 History updated.
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Clicking Escalate will automatically assign the DD1716 to the Activity Lead associated with the DoDAAC and update the DD1716 History to show that it was routed and escalated.

10. 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. This automated notification 

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, 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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9.2 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:

Help Topic: Manage Contacts
	1.0 Overview

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

	1.1 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.

	1.2 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.

	1.3 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.

	1.4 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.

	1.5 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.

	For additional assistance in using My Contacts:

	- Review the NAFI 4.2 User’s Guide.

	- Call NAFI Support at: (703) 519-2500 or (703) 519-2501.



On the next page is a screenshot of Manage Contacts:
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9.3 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:

Help Topic: Manage Groups
	1.0 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.”

	1.1 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.

	>> Notes: 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.

	1.2 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

	1.3 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.

	1.4 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.

	1.5 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.

	>> Notes: 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.

	1.5 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.

	1.5 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.

	For additional assistance in using My Groups:

	- Review the NAFI 4.2 User’s Guide.

	- Call NAFI Support at: (703) 519-2500 or (703) 519-2501.


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

To learn how to use the Send Notification functionality, just click on the 

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

Help Topic: Send Notification
	1.0 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 
Step 3 – Select the Distribution List 

	2.0 Procedure for Send Notification

	2.1 Step 1 – Retrieve Document:

	There are three ways to specify the contract you want to retrieve:
Recent Contract hyperlinks, Quick Search, and Advanced Search.

	2.1.1 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.

	2.1.2 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.

	2.1.3 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.

	2.2 Step 2 – 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.

	2.3 Step 3 – 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.

	2.3.1 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.

	2.3.2 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.

	2.3.3 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.

	2.4 – 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.

	For additional assistance in using Send Notification:

	- Review the NAFI 4.2 User’s Guide.

	- Call NAFI Support at: (703) 519-2500 or (703) 519-2501.



On the next page is a screenshot of Send Notifications / Step - 1:


On the next page is a screenshot of Send Notifications / Step - 2:


On the next page is a screenshot of Select Distribution List / Step – 3:
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Clicking on the “Send Notification” button will bring the user to the Viewed Queued Notifications tab is described in Section 9.5.

9.5 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.

10. 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.


· 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.

11.  Reports

11.1 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:

After clicking on Submit, the results of the search will be displayed in chart format on the screen.


11.2 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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11.3 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.

11.3.1 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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11.3.2 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.

11.3.3 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.

[image: image46.png]Ele Edt View Favortes Toos Help

e - D (21 4| Qoo Gravortes

Aderess [&] https:/beta.naf.navy.mihome.asp

NAFI Reporting

1. Set Search Creria

View DD1716 Deficiency Report

2. Choose Report Fields

3. View Resuts

start

[Report Results
Days Open Control Hum Contract Hum Claimant Cage

iR

—
G
UsenCopmiscation ] 78389 NOODODOODODOD EA21 11111
Bel Nl cdines ] 132132532 NOODODOODODOD! EA21 11111
Ll s Boalr, 5 28976 NOOD1400C0172 EA21 60107

1





11.4 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.  
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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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12. 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.

13. Message Board 

The NAFI Message Board is a vehicle whereby System Administrators, Command Account Managers and Activity Leads have an opportunity to send messages to users under their administration.

When users initially log onto the system they will be taken to the following page where they will be shown any existing and current message from their Sys Admin, Command Account Manager or Activity Lead. 
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Users have the ability to scroll through the messages and then move to any part of the application that they choose by either selecting a link form the side bar or choosing Retrieve Contract Page to begin working with NAFI.

Create Message

Users with the privilege to create messages (Sys Admin, Command Account Managers and Activity Leads) can get to the Create Message page by selecting Create Message under the Message Board link on the NAFI toolbar. Users will be taken to the following page where they must choose who they want to publish the message to, when they want the message to begin, and when, if any, they want the message to expire. Note that users will only be able to publish messages to users under their direct administration. 
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Edit/Delete Message

Users may also edit messages that have been posted – both their own and those of users under their administration, i.e. Sys Admin can edit/delete the message of any user in the system and Command Account Managers can edit/delete the message of any of their Activity Leads. Users get to this page by selecting Edit Message under Message Board on the NAFI tool bar.

Once on the Edit Message page, users must first search for the message they would like to edit/delete by entering the desired criteria and selecting Search. 
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When users have completed their search they will be brought to the following page:
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On this screen users have the option to delete or edit a given message. If they choose Delete they will be prompted with a message asking if they would really like to delete the message where they may choose yes or no. If they choose Edit they will be brought to a page where they will be able to change the message text and to whom the message should be published.

14. System Requirements

Recommended Minimum System Specifications for NAFI Users

	Hardware
	Software

	486, Pentium 166 or better processor 


	Windows 95, Windows NT or Windows 2000 or later

	32 MB of memory or better
	Netscape Navigator or Internet Explorer 4.0 or later

	
	Adobe Acrobat 5.0 or later




15. NAFI Security

NAFI uses a combination of secured physical hardware and special software to maintain a high level of security for contract documents on the NAFI System. NAFI resides on an array of secure servers at the Production site and also at a geographically separate location, called the Failover site. Firewalls protect both the Production and Failover sites with a very high level of security. Both links and transactions within NAFI are encrypted.

· All URL links within NAFI, which relate to contracts, documents and/or files, are encrypted. When a user selects an encrypted link, NAFI will decrypt the link and navigate the user to the appropriate destination.

· All transactions within NAFI are encrypted using 128 bit encrypted Secure Sockets Layer (SSL) transactions. SSL encrypts the transactions between the user’s browser and the NAFI servers.  In order to use SSL, the browser address that is manually typed in the address box, as well as bookmarks that link to NAFI, must be updated to reflect the SSL protocols. The incorporation of https in the browser address window is what initiates a secure (SSL) transaction. If a user connects to NAFI with a browser supporting less that 128-bit encryption, the user will be redirected to a page that contains a Microsoft and Netscape link.  The user can download a browser that supports 128 bit encryption from either of these sites:

www.microsoft.com
www.netscape.com
This section concludes the NAFI User Guide. 

For personal assistance using NAFI, you may 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.




































































































