	[image: ]

	To:
	NASA HQ Users Scheduled for Mobile Refresh      

	Subject:
	Mobile Refresh Deployment at NASA HQ
User Action Required!

	What’s Happening:
	As part of the Agency Consolidated End-User Services (ACES) contract, ITCD is in the process of refreshing mobile devices at NASA Headquarters.  This includes cellular phones, smart phones, and AirCards.  iPads are not part of this refresh activity and will be addressed separately and at a later time.
You have been identified as a user who is scheduled for a mobile device refresh. 
Please take the time to read and understand the information contained in this notice to ensure a smooth deployment of your new mobile device.

	What to Expect:
	Designated Refresh Date: 
You will receive a separate notice containing specifics on your particular mobile device (i.e., device type, mobile phone number, and carrier) as well as instructions on when and where your refresh will occur (date, time, and location).  You will be asked to confirm the device information and report any discrepancies.
Device-Specific Procedures: 
· Mobile devices without PKI encryption (cell phones and smart phones): On the morning of your refresh, you will drop off your existing mobile device and any accessories at your designated refresh location and time.  You will return to the same location between 2 and 4 p.m. to pick up your new device.
· BlackBerry devices with PKI Encryption: An ACES technician will perform individual refreshes and conduct the PKI Entrust encryption process by appointment.
· AirCards:  An ACES technician will perform individual deskside visits to perform these refreshes by appointment.

	Action Required Now:
	Prior to receiving your new device, the following actions are required:
Refresh Preparation:  Review the Mobile Ready Set Go! Guide, which contains important information and steps you may need to take prior to your mobile refresh.  While your NOMAD account data (e-mail, calendar, and contacts) will be transferred to your new device, action may be required on your part to back-up other types of data (e.g. applications, photos, etc.).  

	[bookmark: schedule]Deployment Schedule:
	Depending on the type of mobile device you are receiving and your location, below is a high level schedule for the Mobile Refresh Project:
	Device Category:
	User Location:
	Refresh Date:
	Refresh Location:

	Phase 1:
Mobile devices without encryption
(cell phones, smart phones)
	HQ Building
	Monday 3/18   through 
Friday, 3/22
	HQ Building
AT&T: Room 5D42
Verizon: Room 5D67

	
	Eye Street Buildings
	Monday, 3/25
Tuesday, 3/26
	1201 Eye Street
AT&T: Room 1215
Verizon: Room 1212

	
	Assigned Make-up Days
	Monday 3/25   through 
Friday, 3/29
	HQ Building
AT&T: Room 5D42
Verizon: Room 5D67

	Phase 2:
BlackBerry devices with PKI Encryption
	HQ Building /  Eye Street Buildings
	Individual appointments

	Phase 3:
AirCards
	HQ Building / Eye Street Buildings
	Individual appointments




	Resources:
	Mobile Ready, Set, Go! Guide:
https://aces.ndc.nasa.gov/documents/ReadySetGoCellularGuide.pdf 
Mobile Refresh Frequently Asked Questions (FAQs):
http://itcd.hq.nasa.gov/secure/aces/faq_mobile_refresh.doc 
Mobile hardware User Guides:
https://aces.ndc.nasa.gov/training.html 
ETADS Benchmarks (NASA security requirements for mobile devices):
https://etads.nasa.gov/ascs/benchmarks/ 

	Learn More:
	HQ Mobile Refresh Project Web Page:
http://itcd.hq.nasa.gov/mobile_refresh.html

	Feedback:
	Your feedback is important to us and provides a method to evaluate existing processes and enable continual improvement. After you have received your new mobile device, complete the Cellular Feedback Survey: https://eu.ndc.nasa.gov/sites/centers/Lists/Mobile%20PostDeployment%20Survey/overview.aspx.

	Support:
	Enterprise Service Desk (ESD):  
· Web Site (Submit ticket online): https://esd.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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