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Logging into SNA

1. Type the following address in your web browser: https://sna.hq.nasa.gov

2. Type your NASA HQ username in the Username field.
3. Type your SecureID  PIN+the 6 digit number on your token  in the Password field.
4. Click the Sign In button.
Accessing Web Pages

Browsing the NASA HQ Intranet

To enter web addresses please follow these instructions.

1. Click inside the box labeled Address.

2. Type the address of the site you would like to go to. The following format is acceptable: http://www.hq.nasa.gov
3. Click Browse.

Adding Personal Bookmarks

1. Click the Add Web Bookmark button.

2. Click in the Bookmark Name  field.

3. Type in the name you wish to give the bookmark.

4. Click inside the URL box.

5. Type the URL you wish to access.


The following format is acceptable: http://www.hq.nasa.gov/office/codec/
6. Click Add Bookmark.

Deleting Bookmarks

1. Click the word Remove located on the same line as the bookmark.

2. Click the Delete button to confirm that you really want the bookmark deleted.
Using SNA email (EMUMail)

Launching/Logging into EMUMail (REMINDER: Make sure that Eudora is closed.)

1. Click the HQ Mail bookmark.

2. Type your regular Eudora username in the Username field.

3. Press Tab then type your Eudora password.

4. Click Login & Check Email.

Note:  EMUMail is configured to be in sync with your regular Eudora mail.  As you read messages on EMUMail, they will appear as “ read” when you return to Headquarters and open Eudora.  Any messages you delete on EMUMail will be deleted in Eudora.
Composing New Messages

1. Click the Compose Message link.

2. Click in the To: field.

3. Type the email address of the person you would like to send to.

Please follow this format: jdoe@hq.nasa.gov 

You must enter the full address, you cannot just enter nicknames alone (i.e. jdoe, or Johnny).

4. Type your subject.

5. Type your message.

6. Click Send.
Note:  There is no outbox. If you want a copy of messages that you send, you will have to CC or BCC yourself.

Spell Checking Messages

1. After composing your message, click Spell Check .

2. Click the drop down arrow for Suggested Replacements.
3. If you do not see the correct spelling in the list then type the correct spelling and click Replace.
Or
4. Click Skip to skip the word and go on to the next one.

5. When done, you will return to your message.

6. Click Send.
Saving Draft Messages


(Note: This feature does not work properly under Mac OS. You can save a draft message, but will not be able to select it to reopen the message.)
1. Click Compose Message.
2. Click the Save Draft button.

3. You will return to the Inbox.
Opening Draft Messages


(Note: This feature does not work under Mac OS.)

1. Click Compose Message.
2. Click Open Draft.
4. Click the hyperlink under the Subject column for the message you would like to open.

5. Click Send once you have completed the message.

Setting Options

1. Click the + sign next to Options.

2. Click Account Info.
3. Make the Changes you desire.

Add Signature, Change Maximum number of messages viewed, and time until mail page reloads.

4. Click Save Changes.
Accessing Windows Files

Access the U, W, X Network Drives and your personal bookmarks.

1. Click on the drive bookmark you want.

2. Click in the Username field.

3. You must type hq\ in front of your username.  
For example: hq\jdoe
4. Click in the Password field.

5. Type your HQ Network Password.
6. Click the Continue button.

(Note: You only need to login once per session.)
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Creating Folder Bookmarks

You can create bookmarks to frequently-used folders when you are browsing through your network files.  

1. Click the Bookmark Current Folder button.

2. Enter a name for the bookmark in the Bookmark Name field.

3. Click Add Bookmark .

Opening Files

1. Just click the link under Name of the file you would like to open.   

2. The browser will either open the file with an application or prompt you to save it. If prompted to save the file, it is recommended that you save it to the desktop of the computer you are working on.

Uploading Files

To bring files into SNA from a local machine.

1. Click Upload File.
2. Click the Browse button.

3. Select the folder, then the file you would like to upload (You may need to change the Files of Type selection).

4. Click Open.

5. Click Upload.

Deleting Files

1. Click the checkbox next to the name of the file(s) you would like to delete.

2. Click the Delete Selected button.

3. Click Delete to confirm.
Logging Out of SNA

1. Please ensure that you Logout from SNA when you are finished.

2. You may logout from SNA by clicking either the Sign Out button in the upper-right corner of the SNA  page, or on the Exit icon on any web.  The X in the picture below is the exit icon.
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SUPPORT

For general training, you may call the Computer Training Center (CTC) at 358-1111. The CTC performs group and 1-to-1 desk-side support.  

If you are having a problem that requires immediate assistance, please call the IT Help Desk at 202-358-HELP (4357), or send an email to service@hq.nasa.gov.

Frequently Asked Questions (FAQ)
What services does SNA allow me to access?
SNA allows you to access:

HQ Intranet web pages 
NT file shares (your network files based on code) 
E-Mail 
TLC
Meeting Maker 

Does this work with MacOS 9.x?
SNA works very, very slowly with MacOS 9.x and Netscape 4.79. You are better off using a different browser.

Why would I want to use SNA?
SNA provides a way for you to access information remotely through a DSL or cable modem connection. (Users who only have a dial-up access should call 202-358-HELP and ask for the directions to setup an HQ dial-in connection.  The directions differ slightly based on your operating system.)

Can I import my Eudora address book into EMUMail?
No, it is not possible.  You will have to create a separate address book in EMUMail if you would like to have an address book.

Can I get to my C: drive at headquarters through SNA?
No, it is not possible.  Be sure to save any documents you need to access through SNA on one of the shared drives available to you, so that you will be able to access it when you are using SNA.

There is no mail in my Inbox when I check EMUMail.  What’s wrong?
You may have left Eudora open on another computer and Eudora is downloading mail from the server into the Inbox.

I opened a message and it appears blank inside.  What should I do?
Click the text that says printer friendly version and read the message.  You may then print the message if you like. Otherwise, click Cancel.

What is the time limit for an SNA connection?
4 hours.
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