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	To:
	NASA HQ IT POCs

	Subject:
	HQ End User Services Transition – Computing Seat Selection Initiative
Action Required!

	What is Happening:
	As part of the NASA HQ transition to the End User Services segment of NASA I3P (IT Infrastructure Integration Program), the Information Technology and Communications Division (ITCD) will soon be conducting a mass deployment to replace all ODIN computers at HQ.
ITCD Customer Service Managers (CSMs) will be working with HQ IT POCs over the next week to facilitate the seat selection process for new computing devices for each user.

	What to Expect:
	Your designated ITCD CSM will contact you to schedule a one-on-one session to discuss the seat selection process and provide assistance with completing the order form for your organization.  These meetings will occur on Tuesday and Wednesday, August 2 and 3.  Members from the End User Services Transition Team will also be available during your meeting to assist with questions.
Prior to the meeting with your CSM, you will be provided with a seat selection order form for your organization (in spreadsheet format), instructions for completing the form, and the most current HQ Computer Seat Quick Reference Chart.  You will need to populate the spreadsheet based on the needs of the users in your organization and submit it by the deadline stated below.  You may begin to work on your order form prior to meeting with your CSM.
There will be two “batches” of orders for computing seats during the transition period. The majority of orders must be placed in the first batch on August 5.  If necessary, you may submit orders by August 19 (i.e., if you have a user who has special requirements and/or is on travel or unavailable and unable to meet the August 5 ordering deadline). Please work with your CSM to make this determination.

	Action Required:
	· Gather the requirements from the users in your organization and designate their selection on the seat selection order form spreadsheet provided by your CSM.
· Meet with your CSM on August 2 or 3.  You are strongly encouraged to meet with your CSM, regardless of your progress with your organization’s seat selection ordering.
· Send the completed seat selection order form to HQ-I3P-Outreach@mail.nasa.gov and cc: your designated CSM no later than noon Friday, August 5.  The majority of your users should be included on this order.
· A second batch of orders is due no later than noon Friday, August 19.  This secondary order batch should be limited to users for whom you cannot place an order on their behalf by the first batch deadline of August 5.

	Additional Information:
	To assist you with the seat selection ordering process:
· Instructions* for completing the seat selection order form.
· A Computer Seat Quick Reference Guide* has been developed to assist you and the users in your organization.  This guide contains the computer options that will typically be required by a majority of users at NASA HQ.  For users with special requirements, additional types of equipment and configurations are available. These alternatives include B-Seat (Build Seats), M-Seat (Modifiable Seats), and T-Computing Seat (Thin Client Seats).
· Visit the HQ ACES Transition Web page* for additional information and documentation, including the HQ ACES Transition Frequently Asked Questions (FAQs).*
· Contact your designated ITCD CSM*, who will be able to provide further assistance.
*All links are accessible to NASA Only.

	Critical Note:
	If you are unable to complete any part of the process outlined above, it is imperative that you designate another representative from your organization and notify your ITCD Customer Service Representative (CSM).

	Questions:
	· For assistance with the seat selection ordering process, please contact your designated ITCD CSM.*
· For questions regarding the HQ End User Services transition, contact Joseph Lanasa (NASA ITCD), 358-0974, or Lindsey Heitman (ACES HP), 358-2581

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