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	Distribution Date:
	December 1, 2015

	To:
	Users scheduled for computer refresh for the month of January 2016
User Action is Required!

	Subject:
	Action: Schedule Your Computer Refresh Deployment

	Date:
	Beginning December 3, 2015

	What’s Happening:
	The next step in the computer refresh process is to select and schedule a date to receive your new computer.  Scheduling will begin on December 3, 2015 and is on a first come, first serve basis.

	What to Expect:
	You will receive an e-mail with a link to the Computer Refresh Deployment Scheduling Tool (DST). 
Once you open the DST, it is important to confirm that all information displayed in the New Device area is accurate (e.g., current device, new device, and location). If an error is found, select Do Not Proceed and you will be contacted by the Refresh Coordinator.
Once you confirm the refresh information, choose a time from the available slots that is convenient for you.  If these available times do not work for you, select None of these times work for me and provide a business justification. You will then be contacted by the Refresh Coordinator to find another date/time.
Example: Computer Refresh Deployment Scheduling Tool page
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Based on the date selected, you will be presented with a confirmation page (see example below). You will also receive an e-mail confirming the selection and outlining next steps.
Example: User confirmation page
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You will receive a reminder/confirmation e-mail one week prior to your deployment date and a second reminder/confirmation one day prior.  You must respond to these confirmations to keep the scheduled deployment date you selected.

	[bookmark: prepare]Questions:
	David Butler, ACES Refresh Coordinator, 358-0828

	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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READY TO SCHEDULE YOUR REFRESH? PLEASE SELECT A TIME FROM THE AVAILABLE SLOTS.
13 box i gray,then t s disabled because there are no appointments remaining in that imeslot.

o ensure you are prepared for your refesh and understand what to expect,review the Comput Ready. Set. Go! Guide:
e technician il rrive with your new computer within the fst hour of the efresh appointment you seected.
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UsER CONFIRM PAGE

YOUR APPOINTMENT FOR 11/20/2015 MORNING (AN = 12 NOON] HAS ALREADY BEEN CONFIRVED.

FOR MORE INFORMATION, PLEASE CLICK HERE FOR YOUR LOCAL POINT OF CONTACT.
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