IFMP Pre-Account set up process for BASO Customer Support Center Personnel 

· 1700 Form is turned in to BASO

· Check form for accuracy and approval signatures (reference 1700 instruction form in the BASO folder)

· Check to see if the user’s workstation is a MAC or PC. If it is a MAC, you must have the user fill out an NF 4434 form & obtain approvals. This form must be faxed to NISSU at (256)961-7120   

· Check IFMP Training Database http://corefinancial.gsfc.nasa.gov/training/ to see if user exists in system, if not, add user:

1. Go to “add attendee”

2. Fill in all the user information (This info should all be on the 1700 or in X500) remember to select wave 2 and mark whether or not they are a super user (This should be specified on the 1700 form). Include Center ID: GSFC is 51 / HQ is 10.

3. Go back to Admin menu

4. Go to “List All Attendees” select HQ Wave 2 on the drop down menu

5. Find the user on the list

6. Click on their name, this will pull up another screen where all of the users' information is displayed

7. To add the roles in the training DB, click on “Edit roles for (user name)” and you will be able to select the roles from the drop down menu, and click on “add role”  (REMEMBER! When adding roles, check the SOD conflict report to make sure roles do not conflict)

8. To delete roles, just find the role that is assigned to them and click on the “delete” link. A warning box will appear to make sure you want to delete the role, click “ok”.

· To check the training, you will have to be in the Admin menu:

1. Go to “List all Attendees” select HQ Wave 2 on the drop down menu

2. Find the user on the list

3. Click on their name, this will pull up another screen where all of the user's information is displayed

4. Click on “View Schedule for (user name)”

5. The next screen will display all of the user's classes and if they have been completed, or waived. If it says “PLEASE REGISTER” or “Go to WBT site” They have not completed training. (Add this information into the Remedy ticket)

· For Instructor led Training, used go to the class and sign off on an attendance sheet. The instructor gives this sheet to the site administrator, who marks the attendees complete.

· For Web based training, the user drops off their Certificate of completion to the BASO  in 4R49. 

1. Go to “Mark attendee complete for WBT courses”

2. Click on the correct class (indicated on the certificate of completion)

3. Click on the box next to the users name

4. Go to bottom of the screen, and click on the “enter” button

· Open a ticket in Remedy for each user's 1700.  Include in the ticket all of the user’s information and a generic phrase or sentence in the Summary field, beginning the summary line with "NF 1700" for tracking purposes. (Ex: NF 1700 – BC, SAP, BW..Ect)

1. Request type is “BASO”

2. Type of service is “Account”

3. Category is “Application Form”

4. Under Support Details tab, Support Group is “Accounts & Roles & Training”

5. Support Technician field is yourself

6. Service Request Log tab: Select the account type the user is requesting

 ( Ex:   CF: Bank Card, etc.) If user is requesting more than one account type, select CF: Other

7. Remedy will prompt you, when you have not filled in all the required information

8. Write the Remedy ticket # on the form in Red ink

· If the Changes in roles have to do with Bank Card, please reference the Bank Card Process located in the BASO folder under Processes. 

· If the changes in roles have to do with Agency level roles, the Center Security Administrator will fax 1700 form to the Agency Security Administrator at the Competency center, as we cannot add Agency level roles locally. (256-544-3766)

· Log user’s information in File Maker Pro (FMP) tool. (All BASO personnel should have the FMP icon on their desktop.)

1. Click on FMP icon

2. Pull all of the information from the 1700 form

3. When you open FMP, you will notice a warning that says:

You are about to become the host of the Multi-user file “CF Users.fp5”, which resides on a remote volume. This may result in slower performance for you and others who try to use this file while you have it open. (This also means that if you are the host and you close the fie, everyone else who is accessing the file, will be kicked off) Click “OK”

4. Type in password “ifmpcf” (all lower case) 

· Under the “User Info” Tab:

1. To search for a user already logged in the database:

· Click on the “View” drop down menu

· Click on “Find Mode”

· This will pull up a blank form. You can query on Unique Id ( X-500), last name, first name, role, ect…

· Click on the next empty box under “Roles” 

· To add a role, select the new role from the drop-down menu, then hit the Enter button 2 times and the tool will automatically add the current date. It is possible to change the date by clicking on it and manually changing it. 

· If there is more than one role to be added, continue adding roles the same way

· To delete a role, choose the roles to be deleted and click the “date deleted” field next to that role, and type in the current date.

· To save changes, click outside of the text fields.

2. To add a New User:

· Click on “New User”

· Add user’s information, including Software & account info

· To save, click outside of the text fields

· Under the “Software” Tab:

· The user’s roles will be mapped to Browser or SAPGui software

· If the user is mapped to the SAP Gui software, please reference BASO HQ IFMP-Process for requesting SAPGui software installation. If the user is mapped to browser, no action is required.

· Under “Account” Tab:

· Depending on what the request is for, the correct boxes must be checked off on the table. They are:  

· SAP R/3  (HQ & NMO)

· Bank Card 

· Business Warehouse

· Within that table there are stages of the process, check each as they occur:

· Access required

· 1700 approved

· Training Completed

· ID issued

· Next there is a NISSU access area. Users need NISSU access if their workstation is a MAC. The 4434 form is a Competency Center application for NASA/ MSFC Securid token. Check off each as they occur:

· Access form faxed

· SecurID Requested

· Seed File Transferred

· Under “Training” tab:

· TBD

· Take the 1700 to room 4D36  and log the form: 

· Time & date stamp the form

· Write your name and code, the user’s name and code and the current date in the “Core Financial NF1700 Log” book and place the forms in the “NF1700 OUT” box. 

· Account Administration routinely picks up the logged forms on a daily basis & logs date/ time of pick up and signs off

· Send an email to Account Administration with the user names and the corresponding Remedy ticket numbers. Copy BASO manager on email. 

· If request or changes are for Business Warehouse, copy Crystal Gorham. 

· The Center Security Administrator, in Account Administration, creates or makes changes to accounts based on the information on the form.

· Account Administration will notify the users & the BASO RC & BASO Manager  via email when the changes have been made. 

· Once notification is received, BASO Closes the ticket

· There is a 5-day (one business week) turn-around time from the date that the user drops the form off in room 4R49. There is a 3-day turn around time from when the form is logged in 4D36.

