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	To:
	[bookmark: _GoBack]Users scheduled for computer refresh for the month of July

	Subject:
	Reminder: Computer Refresh – July 2013
User Action Required!

	What’s Happening:
	You are scheduled for a computer refresh within the next week.  To ensure a successful transition from your existing computer to your new computer, it is important that you review this notice and take note of the actions required (listed below).

	What to Expect:
	Scheduling:  You should have a calendar invite on your Outlook/Entourage calendar to confirm you appointment.  If, at any time, you find that you are not able to keep your scheduled refresh appointment, immediately contact the Refresh Scheduler at 358-1122 or send an e-mail to hq-refresh-scheduler@hq.nasa.gov to reschedule.Deployment Day: Your computer will be picked up between 8-9 a.m. the day of your scheduled refresh.  If you will not be present during your scheduled pick-up, remember to make your laptop available and leave your room/area accessible.   
Typically, your computer will be returned to you by 4:30 p.m.  If your refresh will take longer than anticipated, the refresh technician will contact you by 2 p.m.  Platform changes (such as Windows to Macintosh) usually take longer than standard refreshes.  
Loaner Request:  If you require a temporary computer while your computer is being refreshed, you may request a loaner laptop through the HQ Loaner Pool.  Your request should be completed 24-48 hours prior to your scheduled refresh date.  For details and ordering instructions, refer to the HQ Loaner Pool Web page.  Loaner equipment is issued on a first-come, first-served basis.
Receiving Your New Computer: When your new computer is returned, you will receive leave-behind instructions (how to login,  activate SoftPhone, configure PGP Desktop software, and get support). It is imperative that you read these instructions!
Post-Deployment Survey: Several days after your refresh, you will be invited to complete a post-deployment survey. It is important for the team to receive feedback so that we may continue to improve our processes. 

	Action Required:
	Your involvement in this process is critical to ensure a smooth, successful transition to your new computer:
· Print and follow the Refresh Checklist which includes step-by-step instructions and links to supporting documentation:
· Ready, Set, Go!” Guide:  This guide provides you with the details and processes you need to follow to transition from your legacy computer to your new computer seat.
· Critical Elements:  Details on how you can help to make your refresh a success.

	Refresh Support:
	· Sweeper Appointment:  The Refresh Scheduler will set up a “sweeper appointment” with a refresh technician the morning after your refresh. If you need immediate assistance, call the Deployment Desk at 358-1632 and leave a message. For issues experienced within 3 business days:  Report to the deployment team using the ACES Transition Online Manager (ATOM) tool which is located within the AUO Wizard or using the ATOM icon on the desktop. You may also call the Deployment Desk at 358-1632 and leave a message. 
· For issues after 3 business days:  Contact the Enterprise Service Desk (ESD):  Web Site (submit online ticket): https://esd.nasa.gov; Phone: 358-HELP (4357)

	Learn More:
	· Computer Refresh Project Web page: http://itcd.hq.nasa.gov/computer_refresh.html 
· User Guide and Training information:
· Software User Guides: https://aces.ndc.nasa.gov/training.html
· SATERN courses for software applications: https://aces.ndc.nasa.gov/training.html   
· Windows 7 classroom training:  http://www.hq.nasa.gov/office/itcd/ctc/ctc_windows7.html
· Microsoft Outlook training: http://www.hq.nasa.gov/office/itcd/ctc/ctc_calendar.html 

	Questions:
	· ACES Deployment Lead, 202-358-1683
· Refresh Scheduler, 202-358-1122

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