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	To:
	Users scheduled for computer refresh for the month of November

	Subject:
	[bookmark: _GoBack]Computer Refresh – November 2012
User Action Required!

	What’s Happening:
	As part of the Agency Consolidated End-User Services (ACES) contract, ITCD is in the process of refreshing computer seats at NASA Headquarters.  
You have been identified as a user who is scheduled for a computer refresh during the month of November.  To ensure a successful transition from your legacy (ODIN) computer to your new ACES computer, review this entire notice and take note of the actions required (listed below).

	What to Expect:
	Outreach: You will receive various types of outreach to collect information, provide instructions, and help walk you through the refresh process.  
Scheduling: You will be contacted by a refresh scheduler to coordinate a date for your refresh.  A calendar invite will then be sent to your Outlook/Entourage calendar to confirm your appointment.
Rescheduling: If, at any time, you find that you are not able to keep your scheduled refresh appointment, contact the Refresh Scheduler immediately to reschedule.
Pre-Deployment Questionnaire: You will be asked to complete a pre-deployment questionnaire which will assist the refresh technicians in configuring your new computer properly.
Deployment Day: Your computer will be picked up between 4-6 p.m. the day of your scheduled refresh. When your new computer is returned, you will receive leave-behind instructions such as how to obtain training, user guides, and how to get support, if needed.
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:  
1. Review the “Ready, Set, Go!” Guide for important information. This guide provides you with the details and processes you need to follow to transition from your legacy computer to your new computer seat.
1. Review the list of Critical Elements to ensure a successful refresh.
1. Complete the Pre-Deployment Questionnaire (within 5 days from today).  This step is imperative to ensure that your new equipment is properly configured when deployed.  
Note: if you are using Windows Internet Explorer, use your NDC credentials if prompted; if you experience problems accessing the questionnaire, use the FireFox Web browser instead.

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

	Questions:
	1. ACES Deployment Lead, 202-358-1683
1. ACES Transition Manager, 202-358-1107
1. Refresh Scheduler, 202-358-1122

	Support:
	Enterprise Service Desk (ESD):  
1. Web Site (Submit ticket online): https://esd.nasa.gov
1. 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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