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SACCP

SACCP Defined

The eCCS Staff Action Control and Coordination Program (SACCP) is a web—based Action tracking system designed
for processing digital Staff Actions packages (e.g., correspondence, executive notes, awards, data calls, directives, etc.).
Processing and coordinating staff Action packages are critical functions necessary to sustain business within the
Department of Defense (DoD).

Correspondence makes up the majority of Staff Actions and includes letters from the general public, requests from
Congress, memoranda from other Federal Agencies, or files from the Secretary of Defense to a specific organization.
SACCP capabilities increase the speed and efficiency of correspondence communication and information sharing within
the Pentagon, National Capital Region (NCR), and DoD agencies worldwide.

SACCP is made up of the following four modules:
e SACCP Inbox includes the following:
o Actions
o Tasks

Repository — storage location for all attachments that have been uploaded to Actions in SACCP that the logged in
user has access to.

e Reports — provides users with PDF summaries of Action/ Task activity.

e Preferences —allows users to edit their default email notification choices, change the Inbox formatting from
Classic View to Grid View, and change passwords.

Data Spillage Warning

SACCP resides on the DoD NIPRNET and is authorized to contain unclassified information only. Though
Classified Actions and their associated Tasks can be tracked in NIPRNET SACCP, only unclassified files and
metadata can be stored in the NIPRNET SACCP.

e Action — the result or achievement toward which each associated Task is directed. lIdentified by a unique
Control Number.

e Task —assignment(s) for a directorate or an individual user that support the completion of the Action.
e Metadata — information entered into SACCP manually by the user about an Action or file.

SACCP has an accompanying application on the SIPRNET. This application is the SACCP SIPRNET
Repository. The SACCP SIPRNET is a repository for files classified as Secret. With access, the SACCP
SIPRNET Repository can be used in conjunction with the tracking functionality provided by SACCP
NIPRNET. If you have questions about whether a file should be uploaded to the SACCP NIPRNET repository,
contact your Organization Controller or the eCCS Support Team at eccssupport@whs.mil or (703) 614-7744.

If you have knowledge of a data spill, immediately contact your Organization Controller AND the eCCS
Support Team at eccssupport@whs.mil or (703) 614-7744.
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ACCESSING SACCP

How to Connect
The following criteria must be met to access eCCS:

o Avalid DoD Common Access Card (CAC) is required to access the eCCS login screen. Once at the
login screen either the CAC or a username and password on rare occasions may be used to enter SACCP.

e The system must reside on an .MIL domain.

e The system must have Internet Explorer (IE) version 8.0 or above.

o Use Compatibility mode for IE version 8.0. The Compatibility View button[ " ]is located
next to the Address bar in the IE browser. Click the button to quickly change between browser
compatibility modes; there is no need to restart the browser.

Note:

Duplicate icons are an indicator that Compatibility View is not being utilized.
—

eCCS accounts should only be generated after a user has been trained on the system. Users may use the following address
https://eccs.whs.pentagon.mil/saccp/ to login.

For eCCS access issues contact the eCCS Support Team at eccssupport@whs.mil or (703) 614-7744.

P11 Disclosure

Personally Identifiable Information (PII) refers to information that can uniquely identify, contact, or locate a single
person, or can be used with other sources to uniquely identify a single individual. Due to the nature of the public and
private information that is or could be stored in SACCP, the bottom of each page is stamped, “For Official Use Only and
Information Sensitive by Aggregation.”

Some examples of PII include:

Full name

Job title

Social security number
EDIPI number

Date and place of birth
Mother’s maiden name
Driver’s license number

eCCS Login

eCCS is a CAC enabled website. A user’s CAC and Personal Identification Number (PIN) combination is required for
access. eCCS uses Single Sign—On (SSO) authentication. Once a user is authenticated to eCCS, SSO allows them to
move seamlessly between authorized modules (i.e., Repository, Reports, etc.), without having to re—authenticate.
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The login screen includes the eCCS logo and the United States Government Information System standard consent banner.
The banner indicates that by logging into eCCS the user is also providing consent for possible government data and
communications monitoring, interception and disclosure.

e Login Using CAC — click the [Login with CAC] button to authenticate. You cannot gain access to eCCS without
an active CAC card.
e Login Using Password — only for use by users requiring access to multiple directorates and eCCS Support
personnel, still requires CAC authentication.
e Links
o eCCS Support Site - link to a site containing articles and up-to-date eCCS information
(https://eccs.whs.pentagon.mil/eccssptsite/)
o E-Mail eCCS Support Team - opens an email addressed to eccssupport@whs.mil
o Register for eCCS Training - link to the eCCS Calendar for training registration
(https://esd.whs.mil/saccpcalendar/)
o eCCS Computer Based Training - link to eCCS CBT modules (https://eccs.whs.pentagon.mil/cbt/ )

To access SACCP:

1. Enter the following address — https://eccs.whs.pentagon.mil/saccp/ into the Internet Explorer browser.

2. Inthe Login Using CAC area, click Login with CAC.
3. Inthe Select Certificate window, choose the certificate that was issued by DOD CA—xx and click OK.

4. If the Security Alert window appears check the “Do not show this dialog box again,” checkbox and click
Yes.

5. The smart card dialog box may include a PIN prompt, if so type in the PIN and click OK to access the
SACCP Inbox.

eCCS

enterprise Correspondence Control System

Log Uning CAC

Logn with CAC

Logen Unavg Passwond

.........

Figure 1: eCCS Login Screen
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SACCP USER ROLES

SACCP roles empower organizations with the ability to manage certain SACCP functions. These capabilities improve the
effectiveness and efficiency of Task management. The five SACCP user roles are:

1.

Organizational Administrator — can add, change, and remove user accounts and Directorates for all
organizations.

Organization Controller — can create and move Actions throughout SACCP on behalf of all users within their
organization. They are exclusively responsible for deleting files uploaded in error upon request. The Organization
Controller communicates training availability to their organization and authorizes the addition/edit/deletion of
individuals and their roles within SACCP. There can be more than one Organization Controller and these
individuals usually make up the Correspondence Control or Executive Secretariat of their organization.

Sub-organization Controller — has the ability to create and move Actions throughout SACCP for their
Directorate and the Directorates that fall directly below it. The Organization Controller communicates training
availability to their organizations and authorizes the addition/edit and deletion of individuals and their roles
within SACCP.

Directorate Controller — has the ability to create and move Actions throughout SACCP for their Directorate
only. The Organization Controller communicates training availability to their organizations and authorizes the
addition/edit and deletion of individuals and their roles within SACCP.

Action Initiator — has the ability to Initiate Actions, Edit Actions, Close Actions and Transfer Actions that
they have initiated regardless of the Status of associated Tasks. Has rights to Assign, Reassign, Cancel, Change
Suspense date and Complete all Tasks that have been created in association with their Actions.
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CORRESPONDENCE & SACCP

Each organization has its own workflow and each type of correspondence within that workflow may require a different
process to handle. SACCP operates on the premise that correspondence, whether it is originating within an organization
or assigned from an external organization, flows within a hierarchy and involves multiple players. SACCP provides these
players with consistent, up—to—date information about their responsibilities by capturing information and storing files
associated to an Action and its associated Tasks.

Action — the result or achievement toward which each associated Task is directed. An Action is
identified by a unique Control Number An Action can be a project that is assigned to a specific
organization. This term encompasses the project from initial assignment to the final signed
documentation. In SACCP, the Status of an Action can be:

o Open

o Closed

For example, Congress writes the Secretary of Defense requesting a report on this year’s funding of the
Irag War. The request is received in the Executive Services Directorate (ESD), who assigns the Action to
the USD (Comptroller). The Action is not closed until OUSD(C) returns a response to ESD, where it is
signed by the Secretary of Defense and sent to Congress.

Task — an assignment(s) for a directorate or an individual user that support the completion of the Action.
A Task is a subset of an Action. It is the portion of the Action that is assigned to the directorate. In
SACCP, the Task status can be:

o Working
o Completed
o Reassigned
o Rejected
o Canceled

Using the previous example, a Directorate Controller within OUSD(C) Tasks a specific Action officer to
prepare a response letter. The Task is completed within SACCP when the Action Officer responds to the
Directorate Controller with a completed response letter. The Directorate Controller then completes their
Task to the Initiator (USD Comptroller).

SACCP is a bi—directional, one—stop communication tool for information related to a particular Action or Task. As
Tasks are assigned down the hierarchy, individuals can respond to their Task to ask questions, provide information , or
supply drafts for review. Others that have been tasked within the Action will have access to it. There can be multiple
review cycles that are easily identifiable because of SACCP versioning capabilities. Additionally, users always know
when a new Task has been assigned or if someone has updated to a shared Action because of SACCP generated email
notifications. SACCP emails are sent directly to the applicable Outlook Inbox and include a link to the Action that it is

referencing.
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SACCP INBOX

The SACCP Inbox defaults to display basic information about all ‘Open’ Actions and “Working’ Tasks. Depending on
the users role within the organization, the Actions they have access to will vary. If the user is part of an organization
mailbox, they will have the ability to see all the Tasks assigned the organization, whereas an individual who is not
associated to the organization mailbox will see only the Tasks that have been assigned directly to him or her.

Reading the Inbox
Within the Inbox, users have the ability to access the following options, via the main menu bar, from left to right:

1. Pentagon Menu — contains all of the SACCP modules that the user has access to, such as:

a. SACCP
b. Repository
c. Reports

d. Preferences
Inbox — displays a high—level overview of Actions and associated Tasks.
Initiate Action —a form used to initiate an Action.
Help — contains a PDF of the most current version of the SACCP Users Guide.
Search —Advanced and Basic search functionality to retrieve specific Actions and associated Tasks.
Recent Actions — contains a link to each of the last six Actions that were opened.

N o gk~ D

Inbox Dashboard — contains the Classic View or Grid View display choices for the Inbox. The Total number of
Tasks in the Inbox that were assigned specifically to the user, the total number of Tasks that are Upcoming (due
within the next seven calendar days), and the total number of Tasks that are Overdue.

1
&M SACCP

= Nel Adame (s005)

CLASSIC VIEW

Figure 2: Inbox Header

System Alert

If a System Alert has been issued since the last time SACCP was accessed, a message will appear in red at the top of the
screen indicating that, “A SYSTEM ALERT HAS BEEN ISSUED. CLICK HERE TO SEE THE MESSAGE.” To access
the message:
1. Click anywhere on the System Alert text. The System Message window will open containing information specific
to SACCP updates, outages, reminders, etc.
2. Once read the user can disable the Alert, until a new Alert is issued, by clicking in the “Don’t show this again,”
checkbox. If this checkbox has not been selected, the Alert will remain on the users screen for future access.
3. Click OK.
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Pentagon Menu
SACCP

The login name and the associated directorate pulled from the users WHS Student ( -TRAIN)
CAC card are located in the upper left hand corner of the Inbox. To
the left of the login name is the Pentagon menu. The Pentagon menu
allows the user to navigate to the various modules that are part of the
application. By default, you log into the SACCP — Inbox, however
by clicking on the down arrow, users can select from the following Preferences

modules: Logout Filter Tasks:

e SACCP - sends the user to their inbox where the
users will find all the Actions and Task they have
access to.

¢ Repository — the storage location for all attachments that the logged in user has access to within SACCP.

Access to the Repository is an advanced privilege that must be granted by a Controller, otherwise
this link will not appear

Figure 3: Pentagon Menu

e Reports — provides users with PDF summaries of Action/Task activity.

e Preferences — allows users to arrange their email notification, set their Inbox default view to either
Classic View or Grid View, and change temporary passwords.
e Logout —allows users to seamlessly log out of SACCP.

The same navigation options are available at the bottom of each SACCP |l Repository || Reports || Preferences || Logout

. . . FOR OFFICIAL USE OMLY
area. Click on the name to link to the associated area. AND INFORMATION SENSITIVE BY AGGREGATION

Figure 4: Alternate Option for Navigation

Initiate Action Button

The[lInitiate Action] button allows users to generate an Action. Actions initiated through SACCP are assigned a Control
Number for tracking and reference purposes. Actions are the container by which you can Task individuals or offices
internal or external to the Tasking organization.

The Control Number begins with the acronym of the organization wherein the Action was initiated. The next set of
numbers is sequentially assigned per organization in order. The sequence resets to zero at the beginning of each calendar
year. The final two digits indicate the year that the Action was initiated.

& % SACCP

JNCLASS ) lecent Actions
&3 Inliata %qup UNCLASSIFIED Recent Actions

o I © A0M000374-11

> -~
=¥ Neil Adams (eCCS) B nbox  [E Wetion

Figure 5: Initiate Action Button

ADMO000483-11
\ J\ J

Acronym for Seqlxltial The year the

the initiating  numbering of Action was

organization initiated initiated
Action per

organization

Figure 6: Control Number Page 10 of 58
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Help Button Advanced 55
The [Help] button is a link to the SACCP user guide. dropcown 1Y
Basic Search field
Figure 7: Search Actions Field
Search

SACCP has several different search features that assist users with finding Actions that they have access to (no matter its
status) via the use of Control Numbers, tags, or any other metadata entered when creating or updating an Action. Only
those users who have ever had access to files within an Action can access the associated files in the Repository. When
searching for a specific file in the Repository, the Search functionality will help narrow down results. There are three

search options:

Basic — available at the top of the screen in SACCP and the Repository.

Inbox/Advanced — accessed by clicking on the magnifying glass drop-down located beside the search
actions field in the SACCP inbox.

Repository/Advanced — accessed by clicking on the magnifying glass drop-down located beside the
search repository field in the repository.

Basic Search: To use the Basic search functionality simply type in the search term in the Search Actions field at
the top of the screen and hit enter. The results will be returned in the SACCP Inbox format. Click on the Control
Number to access Action/ Task details. Search on information found in the following fields:

Control Number — whole or partial entries can be searched.

Subject — the Action title.

Recipient — the organization, directorate, or individual that will receive the results of the completed
Action.

Originator — the organization, directorate or individual that was responsible for the initiation of the
Action.

Route — [Info] copy, [Coord]ination, For [Action], [AO]Action Officer or [Initiator].

Priority — High, Medium, or Normal.

Action Status — Open or Closed.

Task Status — Working, Completed, Reassigned, Rejected, or Canceled.

Assigned From — the organization, directorate, or individual that created the Task.

Assigned To — the organization, directorate, or individual that was tasked.

Tags — keywords created by the Initiator to help others search for the Action.

Closing Comments — comments added when an Action is Closed by the Initiator.

Action References — any information that was used as Reference for the Action including webpages and
other SACCP Actions.

Security Classification - the security classification of the Action.

Action Request Type — categorizes the type of incoming request that resulted in the Action being
created.

Action Reply Type - categorizes the end result of the Action.

Page 11 of 58



eCCS SACCP Support
SACCP User Manual

The following wildcards are accepted in the Basic search functionality:

e *: Replaces unknown characters

» T0100038*-08: will return all Tasks for Control Numbers TO1000380-08 through TO1000389-
08.

» TO010003**-08: will return all Tasks for Control Numbers TO1000300-08 through
TO1000399-08.

»  *10003*: will return all Tasks which contain any prefix or suffix associated with this exact
numerical sequence.

» Fund*: will return all Tasks which contain fund and any suffix associated with fund (i.e., funds,
funding, etc.).

Indicates that the term has to be in one of the fields, need to use + before each required term

open +normal would return all those Actions that are open OR with a priority of normal, produces

same result as open, normal.

» +open +normal would return all Actions that are open and have a priority of normal or have those
terms within any of the fields listed above.

» +open +lrag +normal would return all Tasks that are open with a normal priority and have lIraq

as a tag, subject, or within any of the fields listed above.

v T

¢ —: Indicates that the term should be excluded when searching, need to use — directly before the term.

+open —closed will return all Tasks that have “open” in a searched field and open Actions, but
exclude closed Actions.

+Afghanistan —Iraq will return all Tasks that have Afghanistan in a searched field, but exclude
those items that include Irag.

+ABD —TSO will return all Tasks that have been assigned from or to the “ABD” Directorate and
exclude those Tasks sent to or assigned from the “TSO” Directorate.

YV VWV V

e “”:Indicates a phrase that should be included in the search, surround the search phrase in quotes.
» “FY09 Budget Referendum” will return only items with that exact phrase in the searched fields.

Inbox/Advanced Search: The Inbox/Advanced Search functionality will improve the ability of SACCP to
narrow results by pointing the search to specific fields. To access the Inbox/Advanced Search:

1. Click on the magnifying glass next to the Basic search box in SACCP. Choose what fields SACCP
searches.

2. Populate the applicable field(s) and click the [Search] button. Clear all populated Inbox/Advanced
Search options by clicking the [Clear] button.

Available search options include:

e Control Number — populate this field with the Control Number. Use wildcard to search whole or partial.
e Classification

» Unclassified » Secret/No Foreign
» Law Enforcement Sensitive » Top Secret

» Confidential > Top Secret/SCI

» Secret
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Role [Route]
> Initiator
> Action
» Action Officer
> Coordination
» Information Copy

Action Status

» Open
» Closed
» Archived
Priority
» High
» Medium
» Normal
Subject — populate this field with all or part of the title that was given to the Action by the Initiator
Request Types
» All Other Items » Information and Retention
» Congressional » Public Bulk
» Congressional Reports » QFR/IFR
» Deputy Secretary Item »  Secretary of Defense Item
» Directive/lssuance »  Security Review
» DoD IG Audit » Special Assistant Item
> Executive Secretary ltem » White House Bulk
» FOIA Request » White House Item
» GAO Report
Reply Types
» ADN — Answer Note from the » PRD - Prepare Reply for the Deputy Secretary
Deputy Secretary of Defense of Defense’s Signature
» AMN — Answer Note from the » PRE — Prepare Reply for Executive Secretary’s
Military Assistant to the Secretary Signature
or Deputy Secretary of Defense » Prepare Reply for ASD Signature
»  Answer Note » Prepare Reply for DASD Signature
» ASN — Answer Note from Secretary » Prepare Reply for DUSD Signature
of Defense » Prepare Reply for PDASD Signature
» Comments and Recommendations » PRS — Prepare Reply for the Secretary of
» DPS - Prepare Draft Reply for Defense ’s Sighature
President’s Signature » PS—Prepare Reply for President’s Signature
» DVPS — Prepare Draft Reply for » RD —Reply Direct, at the appropriate level with
Vice President’s Signature the DoD component
» FAA — For Appropriate Action » RDC - Reply Direct by Component Head
> Information and Retention » USD - Prepare Reply for USD Signature
» 10 — Information Only » VPS — Prepare Reply for Vice President’s
» PDUSD - Prepare Reply for Signature
PDUSD Signature » WHS — Prepare Reply for White House Staff

Originator(s) — the organization, directorate, or individual that required that an Action be initiated.
Recipient(s) — populate this field with the organization, directorate, or individual that will receive the
results of the completed Action.

Tag(s) — populate this field with keywords created by the Initiator to help others search for the Action.
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References — populate this field with any information that was used as reference for the Action including
webpage’s and other SACCP Actions.
Initiating User — this drop-down will include all user options that are available to the user based on
his/her organizational permissions. The system will return all of the Actions that were initiated by the
selected user (the user has to have been the Action Initiator).
Initiating Directorate — this drop-down will include the acronym for all directorate options that are
available to the user based on his/her organizational permissions.
Signed By — populate this field with all or part of the name of the individual who signed off on a
completed Task.
Date Field
> Suspense Date — select or manually input the suspense date or date range for the Action.
» Closed Date — select or manually input the date or date range within which the Action was
closed.
> Signed Date — select or manually input the date or date range within which a Task(s) was signed.
» Creation Date - use the calendar or manually input the date when the search should begin.
From Date — use the calendar or manually input the date when the search should begin.
To Date — use the calendar or manually input the date the system will end the search on.
Add Date — click this button to add additional date fields to narrow search results.
Clear — click this button to clear all date fields.

Each field that is populated is added to the criteria that the system will seek to match. Items that match the
criteria the closest will appear at the top of the search results. The total number that is captured by SACCP
represents the total number of Tasks that met the search criteria.
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UNCLASSIFIED

Y Initiate A
5 oo | WX AN |,

Advanced Search

Control Number: |:| Classification: |Se|ect Classification: vl

Role: | Sglact Role: v

Action Status: |Se|ectActi0n Status: Vl Priority: | Select Priority: |+

Subject: | |  Request Types: |Se|ect Request Types: v|
Response Types: | Select Response Types: vl
Originator(s): | | Recipient(s): | |
Tag(s): | | References: | |
Initiating User: |Se|ect Initiating User: v| Initiating Directorate: |Se|ect Initiating Directorate: v|
Signed By: | |
Date Field From Date
| Select a Date Field || | =] feal o

Figure 8: SACCP Inbox Advanced Search Form

Advanced/Repository: To access the Advanced/Repository Search, click on the magnifying glass next to the
Basic search box in the Repository module. Choose what fields SACCP will search (which will narrow results).
Available search options include:

Title — the title that was given to the file when it was uploaded to SACCP.
Summary — information provided in the Summary field when a file was uploaded into SACCP.

Date Created —
Action Control

the date the file was uploaded into SACCP.
Number — the number assigned to the Action bu the system.

Tag — keywords created by the person who uploaded the file into SACCP (this will assist others in
the search for the file).
File Name — the original name of the file before it was uploaded into the SACCP environment.

To narrow the search further, search more than one field at a time. Each field that is populated is added to the
terms that the system will match. To do so, click on the [+] button to add additional fields. Remove Advanced
Search fields by clicking on the [-] button.
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Note;

For Date Created, first select Exact Date, the date On or Before the Action was created, the date On or After
the Action was created, or choose a Date Range to search.

T
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Recent Actions
i : . . . WHE001428-08
The Recent Actions feature allows users to quickly access and view the six previous WHS001405-08
Actions accessed. Simply, click on the arrow on the top right corner of the Recent WHS001405-07
Actions area and the previously accessed Actions will display by Control Number. Click ovERouE o
) L
on the Control Number to open the Action. ADMO00374-11

Figure 10: Recent Actions

Inbox — Dashboard View

From the Inbox dashboard the user can modify the view of their Inbox. The user can view the Inbox in the Classic View
or the Grid View. Users are able to set their default Inbox view in the Preferences module. Users are also able to
temporarily change their view using the icons in the Inbox Dashboard, however the view will return to the default
selection at the end of the current SACCP session.

Classic View: Displays your Inbox organized by Action.
The Classic View provides a visual indicator (an Orange

Pentagon @) to let you know if the Action contains a Task
that is new or has recently been updated. : . :
CIICk tO Open the CIaSSIC VIeW Of the |nbOX James Cottan (WHS-ITMD-ESDC)  James Cotton (EITSD-SD) (G550 24Feb 2011 17Feb 2011 17 Feb 2011

Figure 11: Inbox Classic View

ToTAL UPCOMING  OVERDUE

= GRID VIEW

Grid View: Displays your Inbox in a spreadsheet view, 6 2 1
with the Action Number as the identifier. Each row scsonuarser | subjeet | ity | Susperse | e statis otzheed | LostUpdoted
represents a single Task. The user is able to filter and sort romssomits e v e st oo s
the view to display only the information that they need in romssono1s e v e st oo s
the format that makes the most sense for their job function. e o v oy o o ey e
Click EEE22% to open the Grid View of the Inbox. TR e e .

The Inbox dashboard also provides the Total number of Figure 12: Inbox Grid View

Tasks assigned to the logged in user, the number of Tasks
with an Upcoming suspense date (due within seven days), and the number of Tasks whose suspense date has lapsed —
Overdue.

TOTAL UPCOMING OVERDUE

Inbox CLASSIC VIEW A o E}

Filter Tasks:  pAll Tasks New or Updated Only  Upcoming Only  Overdue Only

Figure 13: Inbox Dashboard & Tasks Totals
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Inbox — Classic View

Classic View - Filter Tasks

Actions are automatically sorted from the most current to the oldest based on the date and time stamp. However Actions
can be filtered based on four categories:

e All Tasks —shows all ‘Open’ Actions that contain Tasks that are in ‘“Working’ status that have been assigned to
the logged in user or the office the user belongs to.

e New or Updated Only — shows only the Task/Actions that are new or have been updated since the user’s last
login to SACCP. Actions that contain new or updated Tasks can be identified by an orange Pentagon symbol
located to the left of the Control Number.

» Action contains a new Task — the orange pentagon appears and there is no Date Read date stamp.
» Action contains an updated Task — the orange pentagon appears but the Date Read date stamp has already
been captured.

e Upcoming Only — shows only the Tasks that are due within the next seven days.

e Overdue Only — shows only the Tasks whose suspense date(s) have lapsed.

Classic View — Actions
The colored tab located to the left of the Control Number represents the security classification of the Action:

e Orange — Top Secret
e Red - Secret
e Blue — Confidential orEn
e Green — Unclassified ‘l ADMO00476-09 MORMAL }
To the right of the Control Number, the top segment states the Action feER RO
_ WHS 07 (WHS-SACCP-TRAIN)
status: —
e Open — Only those with Initiate Action permission can initiate # ADMO000468-09 NORMAL }
an Action. ASSIGHNED FROM
e Closed - Only the initiator of an Action and those with advanced SACCP Training (WHS-SACCP-TRAIN)
functional roles have permission to Close it. OPEN
‘I ADMO000467-09 = }

By default, when opening the Inbox users will only see Actions that are
‘Open.” To pull ‘Closed’ Actions use the Search functionality or Recent
Actions links. The Action/ Task groupings are differentiated by
alternating bluish-gray/white shading.

£55IGHED FROM
SACCP Training (WHS-SACCP-TRAIN)

SACCP Training (WHS-SACCP-TRAIN)

I OPEN
mm)j| ADM000466-09 o

The lower segment states the priority of the Action. How you handle the fesiE TR

priority of the Action will depend on your Organizations business rules SACCP Training (WHS-SACCP-TRAIN)
e Normal
¢ M_edlum Figure 14: Security Classifications
e High

Note:

‘Use the mouse to hover over images such as the color-coded Security Classification tab, the Route, Task

status or orange pentagon symbol for descriptive text. e
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Classic View — Tasks
Each Task is listed underneath the associated Control Number. For each Task, the following fields are displayed:

Assigned From — who assigned the Task.

Assigned To —who the Task was assigned to.

Route — the role assigned for this Task.

Status —the Task status.

Suspense — the due date.

Assigned — when the Task was assigned to the recipient.

Date Read - when the Action was opened for the first time after the Task was assigned.

By default, when opening the Inbox users will only see Tasks that are in “Working” status. To pull Tasks that have been
Completed, Rejected, Reassigned, or Canceled, use the Search functionality or Recent Actions links.

oreN  SACCP 3.0 Draft Documentation needs to be created
l WHS000753-08 NoRmaL | [Private - Other)
#4551GNED FROW £351GNED TO ROUTE STATUS SUSPENSE AS3IGNED  DATE READ
‘ Executive Services Dormain Division ADM MMHS- Executive Services Domain Division ADM WOREING 21 Mar 21 Mar
ITMC-E=D0) WHE-THWD-ESDD) 2008 2005

Fgure 15: Classic View Inbox — Task

The border surrounding the Task Status compares the current date to the suspense date.

e Grey — no suspense date was selected.| WEOREING

e Green — suspense date is greater than 7 calendar days away from the current date.

e Yellow — suspense date is 7 calendar days or less from the current date.  WORKING

e Red - suspense date has past.

Inbox — Grid View

Grid View- Navigation Basics

Gridding, like a spreadsheet, is comprised of rows, columns, and cells. A column is a vertical line on the spreadsheet. Columns
are defined by headings such as Action Number or Status.

A row is a horizontal line on the spreadsheet. Rows are defined by individual Action Control numbers. A total of up to 20 rows
are viewable in the gridded Inbox view per page. Each gridded Inbox contains up to 500 rows!
A cell is represented as a box on the worksheet. Cells are defined by the column and row at which they intersect.

Use the scroll bars that appear at the far right and at the bottom of the gridded Inbox (when applicable) to move quickly
vertically and horizontally.

COLUMNS
Action Number Subject Priority Suspense Assigned Route Assigned Assign From Status Date Read ~ Last Updated
0SDO00008-11  MNominatio... Medium 09/23/2011 09/01/2011 Initiator ECCS Administrator... ECCS Administrator... Working 094012011
05D000007-11  fsafsa High 08/26/2011  Initistor ECCS Administrator... ECCS Administrator... Working No Suspensel] 08/25/2011
05D000006-11  test High 08/08/2011  Initistor ECCS Administrator... ECCS Administrator... Working No Suspensel] 08/08/2011
IOSDDDDDDS-II TestDoc... High 07/27/2011  Initistor ECCS Administrator... ECCS Administrator... Working No Suspensel] 07/27/2011 08/07/2011 ROWS
05D000004-11  eccs-820 ... High 06/09/2011  Initistor ECCS Administrator... ECCS Administrator... Working No Suspensel] 06,/03/2011 06/24/2011

Figure 16: Gridded Inbox Columns/Rows
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Grid View - Shortcuts
Within the grid view the user has the ability to navigate using links that are included at the bottom of the grid. The
following figure lists the clickable links and their purpose

Button Purpose
T Return to the first page
4 Go back one page at a time
b Proceed forward one page at a time
M Proceed to the last page
- Refresh the Grid View

e

pac= 1 | of # | ENter the page number to go to

Number of Tasks viewable on the
Displaying #-# of # | current page out of the total number
in your Inbox

Figure 17: Grid Inbox Navigation

Grid View - Keyboard Shortcuts
To take advantage of keyboard shortcuts, you must click inside the grid. With keyboard shortcuts the user has the ability
to navigate to the Inbox more efficiently with one-button navigation.

Arrow keys - Move one cell up or down
Page Up - Move up the grid

Page Down - Move down the grid

Home - Move to the beginning of the row
Ctrl End - move to the end of the worksheet

Figure 18: Keyboard Shortcuts

Grid View - Auto-Sort
The Grid View is automatically sorted to mimic the Classic View, however now you can quickly sort your data, column-
by-column, in ascending or descending order.

A single click of the column header will automatically sort the column and all associated data. The column will sort in
ascending order on the first click and descending on the second.

The direction of the arrow head next to the column heading is the visual indicator of the sorting direction. When the arrow

head is pointing up, the column has been sorted in ascending order. When pointing down, the column has been sorted in
descending order.
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The Grid View allows the user to filter their Inbox so that the desired information is arranged an order that is best for that

particular user.

1. Hover over the right edge of any column (the same options exist for all columns), a drop-down arrow will

appear.

2. Click the drop-down arrow. The drop-down list appears. Hover over Columns.
3. Click the checkbox next to the Column heading(s) that you want to remove.

Assigned Route Assigned

03/ Y201 ] sortascending
08/ 201 o

Sort Descendin
o8 /0 , &4 ¢
07/27/201| [EE Columns 3
06/09/201

Fitters B

e e A .

Assigr

ministrator... ECCS Admi
ministrator... ECCS Admi
ministrator... ECCS Admi

Action Number
Subject
Priority
Suspense
Ass=igned
Route
A=z=igned
As=s=ign From
Status

Date Read

Last Updated

Figure 19: Filter Gridded Inbox

Grid View- Column Resizing

When a column heading is checked, the column is viewable in the
Inbox. Column headings that are unchecked are not viewable in the

Add columns back to the Inbox by repeating Step 1 and un-checking
the Column heading.

Make column details easier to read by resizing the column. Resizing a column can be done manually or automatically.

Manually Resize a Colum

1. Locate the appropriate column header. Move the cursor to the right edge of the column heading. The cursor

will change to a “cross” shape.
2. While holding down the left mouse button, drag the column bar to the appropriate width.

Automatically Resize a Colum

1. Locate the column and move the cursor to the right edge of the column heading.,

2. The cursor will change to a “cross” shape. Double click. The column will automatically expand to the longest
entry in the column.
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Grid View- Inbox Search

Displaying 1 - 87 of 87 Search = x

Figure 20: Searching Gridded Inbox

The Gridded Inbox search only applies to items listed on the current Gridded Inbox page (up to 500 entries).

1. Inthe lower right corner of the Grid View, populate the open-text Search field with your search term(s).
2. Click Enter. The system will query all Inbox fields on the current page to respond to your Search criteria. Your
view will then be narrowed by only those Actions and associated information that contains matching data.
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INITIATING AN ACTION

The Initiate Action form is made up of three parts; 1) Basic information about the Action, 2) Assignment of Tasks to the
appropriate individuals or entity, and 3) The attachment of any necessary documentation relevant to that Action. SACCP
supports sending and receiving Actions and Tasks internal and external to the initiating organization.

An “Initiator” is the individual who creates the Action in SACCP and closes it when appropriate. The ability to Initiate
Actions is an advanced right in SACCP. All of the Tasks associated with an Action do not have to be Complete to allow
the Initiator to Close the Action. The Initiator may Close the Action despite Tasks that are in Working status.

The Initiator does not assign the Initiator Route to themselves. The Route of Initiator is a system generated route that is
given to the user that creates the Action. The Action is used to track all associated Tasks.

When an Action is initiated, a Control Number is assigned to the Action. The Control Number is the unique identifier for
the Action and all associated Tasks. The Control Number remains the same throughout the life of the Action, even if it’s
Tasked to another organization. For example, even if OSD Tasks are assigned to Policy or the Comptroller’s Office, the
Action will maintain an OSD Control Number.

New Action

In the first section of a newly initiated action the initiator will populate and provide basic information about the Action.
To get started click the [Initiate Action] button located at the top, center of the SACCP Inbox. All required fields in the
Initiate Action form are identified by an asterisk (*).

£ % SACCP -~ . UNCLASSIFIED
¥ B i\ Helj
B i coyoncoc9 3 v [WRGERY] D | o
Initiate Action
Mote: Please follow your organization's policy regarding the selection of public vs. private actions.
If a Private action is assigned to another organization, it will be private in that organization as well
Public / Private Action™ IPrlvate - Other j : :
Originators)™ |
Recipient(s1™ |
} — Private - Acguisition Sensitive
Subject” I j Private - Awards
Private - Close Hold
Request Type™ Select Request Type 'I Prrivate - HIPAA
Reply Type” [Select Reply Type [~ Private - Meed to Know
Priority™ Select Priarity = Pr?"'ate - Mominations
Security Clagsification™ |Se|ect Security C\asswﬂcahonj E::::Ig : Sltlher
Record Series ISeIect Record Series Typej
Date of Correspondence @
Date of Receipt @
Suspense Date @
Tays | - +
Tags are lirmited to 25 characters.
References IEEIEET Reference Type jl - +

Figure 21: Initiate Action — Action Details Area
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1. Inthe Initiate Action form, use the organization’s business rules to determine if the Action should be marked
as “Public,” or “Private.” Public Actions are accessible to anyone in the organization who has enough
information to search for it regardless of whether or not they have been Tasked. Private Actions can only
be seen by people who have been Tasked within the Action. The Initiator will use the drop-down options to
define why an Action is marked Private.

2. Enter the Originator(s), Recipient(s), and the Subject of the Action.

Public

Private — Acquisition Sensitive
Private — Awards

Private — Close Hold

Private — HIPAA

Private — Need to Know
Private — Nominations
Private — Other

Private — PII

Note:

If multiple items (i.e., names, organizations, etc.) are entered into Initiate Action fields, use semicolons to
separate them (i.e., Recipient: Senator McCain; Senator Gill).

e

3. Select a Request Type from the drop-down menu. Request types categorize the type of incoming request that
resulted in an Action being created, for example — FOIA, GAO, Congressional, etc.

All Other Items
Congressional
Congressional Reports
Deputy Secretary Item
Directive/lssuance

DoD IG Audit

Executive Secretary Item
FOIA Request

GAO Report

GAO Report

Information and Retention
Public Bulk

QFR/IFR

Secretary of Defense Item
Security Review

Special Assistant Item
White House Bulk

White House Item

4. Select Reply Type from the drop-down menu. Reply types categorize the end result of the Action.

ADN — Answer Note from the Deputy
Secretary of Defense

AMN — Answer Note from the Military
Assistant to the Secretary or Deputy
Secretary of Defense

Answer Note

ASN — Answer Note from Secretary of
Defense

Comments and Recommendations
DPS — Prepare Draft Reply for President’s
Signature

DVPS — Prepare Draft Reply for Vice
President’s Signature

FAA — For Appropriate Action
Information and Retention

10 — Information Only

PDUSD — Prepare Reply for PDUSD
Signature

PRD - Prepare Reply for the Deputy Secretary
of Defense’s Signature

PRE — Prepare Reply for Executive Secretary’s
Signature

Prepare Reply for ASD Signature

Prepare Reply for DASD Signature

Prepare Reply for DUSD Signature

Prepare Reply for PDASD Signature

PRS — Prepare Reply for the Secretary of
Defense’s Sighature

PS — Prepare Reply for President’s Signature
RD — Reply Direct, at the appropriate level with
the DoD component

RDC — Reply Direct by Component Head

USD - Prepare Reply for USD Signature

VPS — Prepare Reply for Vice President’s
Signature

WHS — Prepare Reply for White House Staff
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Choose the Priority level of the Action.

e Normal
e  Medium
. High

Choose the Action’s Security Classification (Note: Classified or Confidential information cannot be entered in
SACCP, but SACCP can be used to track classified Tasks).

Unclassified

Law Enforcement Sensitive

Confidential

Secret

Secret/No Foreign

Top Secret

Top Secret/SCI

Select the Records Series type (populate this optional field based on existing records management business
processes).

e 212-01.0 Permanent

e 212-02 Non-Permanent

Enter the Date of Correspondence. This captures the date that a critical Action document was created (i.e., an
Action memo that was generated on a certain date). Choose the date by clicking on the calendar icon and
selecting a date, or by typing it in the field (MM/DD/YYYY).

Enter the Date of Receipt of the correspondence. This captures when the aforementioned correspondence was
received by the office of the initiator. Choose the date by clicking on the calendar icon and selecting a date, or by
typing it in the field (MM/DD/YYYY).

Enter the Action Suspense Date (due date). Choose a date by clicking on the calendar icon and selecting a date,
or by typing it in the field (MM/DD/YYYY).

If desired, provide Tags. By entering search tags, or keywords, in the Basic Search feature, users can help
identify topics and themes within the content. When others conduct a search using tags, they are more likely to
find relevant Actions. Using tags, or keywords, can set specific content apart from others Actions that contain
more general content.

For example, regarding a memo about 2009 White House State Dinner menu, tags such as "Marcus Samuelsson,”
"meatless menu,"” and "Indian Cuisine™ could be used to increase the chance that search engines will find it.
Create tags for Actions and files that are uploaded into SACCP. Each tag can be a word or phrase of up to 25
characters each. Add more tags by clicking on the [+] button, which will produce additional fields or remove
existing tags by clicking on the [-] button.

Referencial keywords, as exampled above, are excellent Tags. Ineffective tags are those that do not make the
Action distinguishable from others. Do not duplicate information already included in Action fields like Subject or
Orginator. Those fields are already searchable and including duplicate information from those fields makes the
Tag redundant and of no use.

If desired, select the Reference Type. References can be used to tie the Action to a variety of sources including
webpage’s and other SACCP Actions. If a reference type is selected, the coinciding open field becomes
mandatory. Reference types include:

e SACCP Action — populate this field with the Control Number of the associated Action.
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e Website — populate this field with the website URL (i.e., www.google.com).

e Other - populate this field with all other references (i.e., SME names and contact information) ,
periodicals, books, white papers, etc.).

Add more references by clicking on the [+] button, which will produce additional fields or remove existing
references by clicking on the [-] button.

Assign Task

The second section of the Initiate Action form allows the Initiator to assign Tasks. By assigning Tasks, the Initiator
defines who has access to the Action and associated correspondence. The system will allow you to assign the same Task
to as many recipients as needed, however only one Route and Suspense Date can be selected at a time. Subsequent routes
and multiple dates will have to be added after the Action has been initiated via the [Assign Task] button.

Assign Tasks:

Recipients: Search for & -
Route: @ For Action O To Action Officer O Far Coordination O Infa Copy
Suspense Date: f“'

Instructions:

Signature Reguired: [ |s signature required when completing task?

Figure 22: Initiate Action — Assign Tasks Area

1. Inthe Recipients field, type the name of the office or individual that is being Tasked. While typing, a drop-
down menu will appear. SACCP will automatically provide first names, last names, and organizations that match
what is being typed. Select the appropriate name or organization from the list of options that SACCP provides.

Recipients can be an office or individual. If operating within an organization and if the name of the individual is
known, users have the option to select that person. However, if the specific individual is unknown or the user is
Tasking outside of their own Organization, options include selecting the name of the Organization or Directorate.
The Task will then be received by the mailbox for that entity and Tasked accordingly.

Assign Tasks to more than one person or office at a time as long as each person or office has the same Suspense
Date and Route. Add more recipients by clicking on the [+] button, which will produce additional fields or

remove existing recipients by clicking on the [-] button. Use the Assign Task option (located on the Summary
and Distribution tabs) once the Action has been initiated to add additional routes and/or multiple suspense dates.

2. Select how the tTasks will be routed. Available routes include:
e For Action — standard way of sending a Task, select this Route option if the recipient needs to process
the Task or provide a response.
e To Action Officer — select this Route if the recipient is the Action Officer for the Task.
e For Coordination —this Route refers to an official coordination request to an external organization.
o Information Copy — select this Route if the Action is for information only and no Action is required on
the part of the recipient.
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3. Enter the Suspense Date (due date) of the Task. The Task suspense date can be different from the Action
suspense date so feel free to select dates that are appropriate for each Task. Choose a date by clicking on the
calendar icon and selecting a date or by typing it in the field (date format — mm/dd/yyyy).

4. Provide Directions on how the recipient needs to complete the Task.

Attach Files

The final section of the Initiate Action form allows the Initiator to attach relevant files. The files can be in any format
(Excel spreadsheet, PowerPoint presentation, Word document, PDF, etc.). Documents may consist of the incoming
request and any back—up or supporting documentation that may be required for completion of the assigned Tasks.

As the Task files are completed, reviewed, and edited, new versions can be uploaded without disturbing the integrity of
the original files.

Attachments:
Unclassified Attachments Only

Security Classification™ IUncIassiﬂed j =
Title™ [

Surmrmary: -

-

Tah: lm

Tags: [ = U

Initial “ersian: fi

File™ [ Browse. . I
Tags are limited to 25 characters,

Initigte Action |

Figure 23: Initiate Action — Attach Files Area

Add Attachment

1. Select the file’s Security Classification from the drop-down menu. The default Security Classification is
‘Unclassified.” * Only Unclassified and/or Law Enforcement sensitive information can be uploaded to
SACCP.

2. Populate the Title of the file.

Provide a Summary of the file.

4. When an uploaded file corresponds to a source document Tab, use the Tab drop-down to identify which. Tab
options include:
e TabA
Tab B
Tab C
Tab D
Tab E
Tab F
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e TabG
e TabH
e Other

5. If desired, provide Tags. Entering search tags, or keywords, in the Basic Search feature will help identify topics
and themes within content. Using tags, or keywords, can set a specific Action apart from other similar Actions.

6. The Initial Version field will default to <“1.” this field is editable.
7. In the File section, click on the [Browse] button and select the file to be attached and click Open.
8. When done, click Initiate Action.

When the [Initiate Action] button has been selected, the system compiles all of the metadata, assignments, and files;
sends an email to the person(s) Tasked; and generates a Control Number.

WARNING
Once a file has been saved to the Action, only the Organization Controller has the rights to remove it. Otherwise,
it is PERMANENTLY attached to the Action.

To version a file that is attached to the Action, first open the file, make necessary modification, save the file on
a local drive, then upload the updated document using SACCP versioning functionality.
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ACTION DETAILS

Once an Action has been created, there are three available tabs through which information can be viewed about the
Action and manipulated as necessary — Summary, Distribution, and History.

Summary Tab

The Summary tab is a succinct view of the Action, describes the Task that has been assigned to the user and any Tasks
that the user has assigned to others. The Summary tab is the default landing page whenever an Action is opened. When an
email is sent notifying you that you have a new/updated Task or Action, the link within the email brings you to the
Summary tab of the Action.

Action Details:

The first section of the Summary tab provides you with detailed information about the Action. The “i”” stands for
information that allows the user to view the individuals contact information.

Show Person Info

Person Information:

First Name Full Name
Middle Mame E-mail Address
Last Name Phone Mumber:

r, Edit r’ Close Transfer s,
A7 Action | ‘AW Action Action /7

Action Details

Originator(s) James Recipient(s) Meil Adams
Request Type FOIA Request Reply Type Informational Only
Original Suspense Date: 24 Feb 2011 Date of Corespondence: 17 Feb 2011
Current Suspense Date: 24 Feb 2011 Date of Receipt 17 Feb 2011
Initiated By James Cotton (WWHSITMD-ESDD @ Package Holder

(17 Feb 2011 - 08:50)
Last Modified Meil Adams (eCCS) (15 Sep 2011 - 11:08) Package Logged In
Closed On Package Logged Out
Tags Mone. References None.
Public / Private Action Private - Other

Figure 24: Summary Tab — Action Details/ User Contact Information

Edit Action Information
Open the Action you would like to edit by clicking on its Control Number in your Inbox. This will bring you to the
Summary screen. From there, you can modify the metadata by clicking on the [Edit Action] button «CZZH from the
Action detail toolbar. After all of the modifications have been completed, click the “Save Action” button in the lower left
hand corner of the Edit Action form (Figure 25)
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Control Number: ADM000251-12

Mote: Please follow your organization's policy regarding the selection of
public vs. private actions.

If & Private action is assigned to another arganization, it will be private in
that organization as well.

Public / Private Action™ |F'rivate - Other j
Originator(s)™ IDeputy Secretary of the Air Force
Recipient{s]™ |Deput},r Secretary of the Air Force
Subjact™ Coordination for joint training OPS %
Reguest Type™ |FOIA Reguest j
Reply Type™ |RD j
Priarity™ IMedium 'I
Security Classification™ |Unclassiﬂed j
Record Series™ |Se|ect Record Series Typej
Date of Carrespondence: E;'],sz rj
Date of Receipt: E,'E,QD12 rj
Suspense Date: E,QQ,QDQ rj
T [0=WC OPS -
[DsAF =
Tags are limited to 25 characters.
References: YWebsite j}wvm.guugle.com -+
Other [xll5em McClarity (20297778311 = +

Sawe Action |

Figure 25: Edit Action Form

Transfer Action

Transfering an Action transfers Initiator control of the Action to another individual or directorate. The original initiator of
the Action will remain listed as “Initiated By” in the Action Details panel. However, once the Action is transferred the
original initiator will no longer have access to the Action. The Action will no longer be listed in the inbox of the original
initiator unless they are given access.

ransfer .

Select the Transfer Action Button &ZZ#& to open the Transfer Action form (Figure 26). You can select a Directorate or
an Individual to Transfer the action to. After you have selected a Directorate or an individual, click on the [Transfer]
button to transfer the Action.
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Shared Control Directorates

Please select a directorate or person to be the new initiator.

Eligible Individuals

ADM Correspondence Contral Office -~
AQ SACCP Trainer

Acquisition & Procurement Office

Admin, Executive & Financial Domain Di
Administration & Program Support Direci
Administration and Personnel Managem:
BRAC Program Office

Business Service Division

Consolidated Adjudication Facility
Continuity of Operations Division |

Transfer |

01, Admin (WHS-SACCP-TRAIM)
01, Learn (WHS-SACCP-TRAIN)
01, Student (WHS-SACCP-TRAIN)
01, Train (WHS-SACCP-TRAIN)
02, Admin (WHS-SACCP-TRAIN)
02, Learn (WHS-SACCP-TRAIN)
02, Student (VWHS-SACCP-TRAIN)
02, Train (WHS-SACCP-TRAIN)
03, Admin (WHS-SACCP-TRAIM)
03, Learn (WHS-SACCP-TRAIN)

Figure 26: Transfer Action window

Close Action

Closing an Action removes it from your Inbox, but you can always retrieve closed Actions using the Search feature. To
close an Action from the Summary tab, click on [Close Action] button <=3 on the upper right side of the screen.
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Enter any closing remarks related to the Action in the Close Action form (Figure 27). These remarks will be
posted at the top of the Summary page of the Action when the Action is Closed.

You are also given an Attachments area for adding a final attachment before closing. For instructions on
attachments see the Attachments section later in this chapter.

Select the [Close Action] button to close the Action.

Close Action
Closing Comments =]
=
Attachments Unclassified Attachments Only
Security Classification® IUnc\asswﬁed 'I - ¢+
Title* |
Summary: |
=
Tab ISeIect Tab 'I
Action
Tags | - *
Initial Version I

Close Action File*

| Browse

Figure 27: Close Action Form
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Assessing a Task
When someone assigns a Task to you, you will receive an email notification from SACCP with a subject line that reads:
“SACCP: You've been assigned a new Task with control number XXX000000-00 "~

Within the email notification is a link that brings you to the Summary tab of the Action. Your first step is to assess
whether or not the Task belongs to you. Review the information on the Summary Tab, read the instructions in the Task
Assignment section, and open any attached files.

My Task: The second section of the summary page shows an abbreviated version of the distribution or workflow of the
Tasks within the Action (the entire distribution can be found on the Distribution tab). The first segment displays the
Task assigned to you, your suspense date, and any additional instructions on how to complete your Task.

Task \S 5 | 1 Route Susy r g at te Read at mpleted
Lolita M ClavtonEmso-so) @ o EISELN | working 1 Sep 2011 - 1413 @

Pi2ase Review Document

Figure 28: Task Information Icon

The second segment - Tasks Assigned by Me, displays Task information if you assign Tasks to other individuals. You
can view the instructions you provided, along with any replies (a Reply is added when those you have assigned sub-
Tasks to, Complete their Task(s), by clicking on the information icon @ on the right side of the Task). Clicking on the
icon again will hide the instructions and replies.

For contact information, include an email and telephone number when available, for those that you have Tasked, simply
hover over the information icon @ on the right side of the individual’s name. The Show Person Info window will open
with the user’s information (Figure 24). Tasked user contact information can be found on the Action Summary and
Distribution tabs.

Assign a Task

You can add additional Tasks to an Action that has already been initiated at any time. There are two ways of accessing
the Assign Task feature(s):

1. From the Summary tab, click the [Assign Task] button located on the My Task toolbar.

5 S iy let R A e
My Task - Assigned by SACCP Training (WHS-SACCP-TRAIN) 9 et B Bt
Date Assigned Route Status Suspense Date Instructions
4 Dec 2009 - 15:31 [ ACTION | 91 Dec 2009 Flease compile your list and attach it to the associated SIPR account (same Contral
’ Murnber).

Figure 29: Summary Tab — sub- Task
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Click on the Distribution tab. Next to the Recipient, click the drop-down menu to expand the menu bar that
allows you to assign the Task to another recipient.

ADM000467'09 Summary Distribution

Subject: Request a List of Service Mermbers Serving in Irag and Afghanistan

@ secrer
Distribution
Recipient Route Status Suspense Assigned Date Read
b SACCP Training (WHS-SACCP-TRAIN) 24 Dec 2009 4 Dec 2009 - 1531 4 Dec 2009 - 15:31

P WWHS StudentMHS-SACCP-TRAIN) WORKING 21 Dec 2009 4 Dec 2008 - 1531 7 Dec 2009 - 10:18)
P WHS D20WHS-SACCP-TRAIN)

P HE (130 HS-SACCE-TRAIN)

1 7 Dec 2009 - 10:32

CAMCEL || REASSIGM | | CHANGE
TASK TASK | susPensE |

[ assign ||
TASK

Figure 30: Distribution Tab - Task Options

Either of these options will bring up the Assign Task page as seen below. (Note: You may need to open additional fields
in order to view the proper distribution routes)

1.

o o~ w D

Enter the Recipients name that you would like to Task. Open additional fields in order to add multiple recipients
by clicking the [+] button. The recipient is the person/organization that is due the end-result of the Action.

Click the appropriate Route for the recipient of this Task.

Give the Task a Suspense Date.

Provide the Instructions that the recipient would need to follow in order to complete his/her Task.

If a SACCP date stamp is required upon completion of this Task, click in the Signature Required checkbox.

Click the [Assign Task] button. This will send an email to the recipients, letting them know that a Task has been
assigned to them.
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Recipients: Search for * -+
Route: & Far Action O Ta Action Officer O For Coardination O Info Caopy
suspense Date: lﬁ

Instructions:

Signature Required: [ s signature [:§quired when completing task?
Assign Task ]

Figure 31: Assign Task Form

Modify a Sub - Task

You can edit any of the Tasks that you have assigned to others in the Summary or Distribution screens. Click the blue
drop-down arrow beside the applicable name (Figure 29). There are three ways that the initiator can modify a Task after
the Task has been assigned to a particular user:

1. Change suspense — changes the suspense date of the recipients’ Task, not the entire Action. Click change
suspense. Provide the new suspense date and reason for the change. Click ‘Change Suspense Date to
complete the change. The recipient will receive an email notification.

2. Cancel Task button- cancel the Task created for that particular recipient.

3. Reassign Task button — reassign the Task to another recipient. Click on the Reassign Task button. A
Taskpop-up window will appear. Provide the reason for the reassignment, (Misrouted, Unavailable or Other).
Enter the new recipient’s name or office. Suspense Date, Instructions and Signature Required fields will
convey from the original Task. You are able to edit these fields if needed. Click the Reassign Task button to
reassign. An email notification will be sent to the new Task recipient.

Reject a Task

If someone assigns you a Task, but upon review you believe you have received it in error, you can reject the
Task. To access the [Reject] button;

1. Click on the [Complete Task] button in the “My Task” Action pane.

2. Select the [Rejected] radio button from the Complete Task form (figure 32).
3. Complete a message on why the Task is being rejected.
4

Click the [Complete Task Jbutton. When you reject a Task, an email is sent to notify the person who
assigned the Task that their Task has been updated.
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Reason: O Completed @ Rejected

Reply:

Sighature: [ Click to sign this task
Complete Task ]

Figure 32: Complete Task Form

Complete a Task

Once you have satisfied the requirements of your Task, then you can return the Task as complete.

1.

2
3.
4

Click on Complete Task from the My Task pane.
Select the Completed radio button from the Complete Task form (figure 32)
If desired, provide a message with any additional instructions or completion remarks in the Reply field.

Click in the Signature check box to “sign” the Task. This signature involves a capture of your name, EDIPI
number, date and time stamp for the completion.

Click the [Complete Task]button. When you complete a Task, an email is sent to notify the person who
assigned the Task of your completion.

™ Attach
Attachments 0 R
Date Attached Title % Tab Attached By Type
. Memorandum For Headquarters, US Southern WWHS Trainer (WHS-SACCP-
8 Dec 2009 - 14:19 Command Tab A TRAIN) word @ @
7 Dec 2009 - 1136 Office Holiday Celebration Volunteer Form MMone WWHS 12 (WHE-SACCP-TRAIN)  JPEG i )1
7 Dec 2002 -11:32 2010 National Leaership & Training Minutes Mone YWHS 03 (WHS-SACCP-TRAIN)  HTML € 0 @

Figure 33: Summary Tab — Attachments

Edit an Attachment

1. Inthe Summary tab of the Action, under the Attachment area, click on the [Information] button i to show
more information about the file you’ve attached.

2. The Summary tab of the Action, under the Attachment area, click on the pencil button /) to edit the attachment
details of the file you’ve attached. Make any necessary changes.
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3. Click the [Save File] button to save the changes made to the attachment.

Add an Attachment
You can add attachments at any time to an Action that has already been initiated but requires additional files.

1. Select the file’s Security Classification from the drop-down menu. You can only upload Unclassified and Law
Enforcement Sensitive information into NIPR SACCP.

2. Create the Title of the file.

If desired, provide a Summary of the file.

Unclassified Attachments Only

4. Reference another Action by entering the Security Classiication”. [Undlassiied Bl =<
Control Number of the other Action in the e I
‘Actions’ field. To add additional references, Summary: =
click the [+] button and to remove an Action o e -
click the [-]button. o | G

5. The Actions area is automatically populated e ||—1
with the Control Number by SACCP after the : :
action has been successfully initiated. —

6. If desired, enter a Tag. You can add more
tags by clicking on the [+] button, which will Figure 34: Add Attachments Form
produce as many fields as you need.

7. SACCP will automatically enter the version of the file that you are attaching to the Action (i.e. if this is a new
file, the system will enter version 1).

8. Inthe File section, click on the [Browse] button and select the file to be attached and click Open. You can
attach more than one file to an Action. To do so, click on the [+] button and select another file.

9. When done, click Add Files.

Add a Note
The Notes section displays messages that have _

and time that the message was added, who wrote
it, and the note text. Notes can be used to address
the entire distribution list for a particular Action.

been attached to the Action. It displays the date ke For. & Everyons O Organization Only O Specific Reclplents

[ SendMessags |

1. Click Add Note. Figure 35: Notes Form

2. Select who you want to receive the
note:

e Everyone — everyone that is listed on the Distribution tab as being part of the Action.

e Organization Only — everyone listed on the Distribution tab that is a part of the same organization as
the Notes author.
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. L. . Distribution History 4
e Specific Recipients — select specific individuals
from the SACCP distribution list. Log Package
3. Type in the Note you would like to send. = grezajl‘;f‘“’er Page -

4. Click Send Message. j Create Cover Page - Green I
Tag

Create Cover Page - Red
fsafsa Tag

Summary Options WHS SD Form 291

The drop-down menu next to the History tab provides the
following options:

Figure 36: History Tab Drop—down

Log Package: Log Package can be used to keep track of a physical package. Depending on your organization’s business
processes, the logging of packages may be required when the files are classified and cannot be uploaded into the system,
or when there is a signature sheet being circulated for original signatures. To log a package in proceed with the following
steps:

1. Click on the down arrow next to the History tab.

2. Click on Log Package — the Action Details pane will populate with your user name in the Package Holder field
and the current date and time in the Package Logged In field.

3. When you are done with the package and are sending it to another individual, click on Log Package again — the
Action Details pane will populate with the date and time in the Package Logged Out field.

. . T fer “a
Action Details AP Rtion MW RSE. | Adon W
Originatar(s): WYHS-ITMD SACCP Training Recipient(s): Lalita Claytan
Request Type: Infarmation and Retention Reply Type: Informational Only
Original Suspense Date: Date of Correspondence; 15 Mar 2010

Current Suspense Date:

Lolita M Claytan (WHS--TMD-ESDD)

Initiated By: (15 Mar 2070 - 11:31) Lalita M Clayton

o Lolita M Clayton (WHS--ITMD-ESDD) Erelene ez (it e
Last Modified: (15 Mar 2010 - 11°38) ge Logg . 15 Mar 2010 - 12:20
Closed On: Package Lopged OUL 12 1200010 - 12:40
Tags: MNane. =TIEEN

Public # Private Action: Private - Other

Figure 37: Summary Tab — Package Log Details

Create Cover Page: Provide a printable cover sheet that includes the Action details and can be attached to hard copy
packages. “Red Tag,” indicates that the package should move up to Executive Secretary Rear within a day (24 hours) and
will include a red banner at the header and footer of the form. “Green Tag,” indicates that the package should move up to
ESR within two hours and will include a green banner in the header and footer of the form. The cover page is a non—
editable PDF however it can be modified by hand once it is printed. The Cover Page automatically generates a bar code
duplication of the Control Number for those organizations that use bar code scanning devices. In addition, if any of the
Tasks associated with the Action are routed For Coordination, the Cover Page will include a Signature and Date line for
each person that is listed as part of that route. For an example of the Cover Page see Appendix A.
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SD391: The SD391 is the standard DoD form for OSD correspondence. Whenever you receive a Task with an OSD
Control Number, the Tasked organization will be required to provide an SD391 with their response. SACCP stores a
PDF version so that you can quickly create a SD391 for submission of hard copy packages to ESD. The SD391 has the
following fields: Tasked Agency, Suspense Date, Agency Name, Action Officer Name, Telephone Number and the OSD
Control Number. For guidance on filling out the SD391, please refer to DoD 5110.4. For an example of the SD391 form
see Appendix B.

Distribution Tab

The Distribution tab allows the user to review and modify the entire workflow of the Action.

1. Once you have clicked on the Distribution tab, to modify the workflow, click the blue drop-down arrow beside
the user’s name.

2. You’ll then be given four options that would allow you to modify your tasks and the tasks you have assigned.
These buttons function the same way as listed in the previous section.

e Assign Task button allows the current user to add another user to the work flow of the Action.
e Cancel Task allows you to cancel the Task to that particular recipient.
¢ Reassign Task button allows you to reassign the Action to another recipient.

e Change Suspense button allows you to change the recipient’s suspense date of the Task and not the
entire Action.

Distribution

» James Cott i ] o € YT cancat 7Feb2011-08:50 17 Feb 2011-08.50
g tl Adams|EITSD.SE o S— r’ ) at
> 1 : (i) PR ACTION | 20Feb2011  15Sep2011- 113 15 Sep 2011 - 114

Figure 38: Distribution Tab — Blue Drop-down

History Tab

The History Tab provides a read only view of any changes made to the Action. It details the date and time of the
modification, who made the change, what the modification was, and who the change affects.
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=°W Trevor Tomczak (EITSD-SD)

ADMO000504-11

Subect  das fasd fasdf asdf

Date
1 Sep 2011 14:16

1Sep 2011 14:16

1Sep 2011 14:14

1 Sep 2011 14:13

1 Sep 2011 14:12
1 Sep 2011 14:04

B uncLassiFieD

Performed By

Trevor Tomeczak (EITSD-SD)
Trevor Tomeczak (EITSD-SD)
Trevor Tomeczak (EITSD-SD)

For Lolita M Clayton (EITSD-SD)

Trevor Tomczak (EITSD-SD)
For Solutions Development Division
(EITSD-SD)

Trevor Tomczak (EITSD-SD)
Trevor Tomczak (EITSD-SD)

D oo | e L

Action Performed
Task read.

Reassigned task originaly assigned to Jordan Michael. Reason :
Misrouted

Assigned task to Action Officer
Assigned task for action.

Updated action with control number ADM000504-11
Action initiated with cont-ol number ADM000504-11.

Initiated task.

Figure 39: History Tab

eCCS SACCP Support

History

MEDIUM

Lolita M Clayton (EITSD-SD)

Solutions Development Division
(EITSD-SD)

Trevor Tomczak (EITSD-SD)

SACCP User Manual
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REPOSITORY

The Repository is the storage location for all the files attached to Actions in SACCP. Access to the Repository is an
advanced permission and must be granted. Those that do not have access to the Repository will not see the link as an
option. It provides users with the ability to see all the attachments for Actions and Tasks within their organization that

¢ Organization Controllers are able to view all files their organization has access to.

e Directorate Controllers are able to view all files in their directorate, but not other directorates in their

organization.

e Sub-Organization Controllers are able to view all files in their directorate as well as any sub—directorates, but
not other directorates in their organization.

Only those users who have been tasked within an Action can access associated files in the Repository if the Action has
been classified as Private. If an Action is Public, all associated documents are available to anyone within the

organization.

#~% Repository
&S
W Neil Adams (eCCS)

Previous 5 6 7 8 910 11 12 13 14 Next

Title Attached By Date Attached Kind Size

Test Anne Massillon (WHS-ITMD-ESDD) 21 May 2008 - 11:58 Waord 24,064 000G
WHS001453-08.pdf Jason O Boykin (WHS-DA&M) 21 May 2008 - 9:41 PDF 74,509 000G
WHS001452-08.pdf Jason O Boykin (WHS-DA&M) 21 May 2008 - 742 PDF 60,590 000G
WHS5001443-08.pdf Jason O Boykin (WHS-DA&M) 20 May 2003 - 13-08 PDF 35,798 000G
WHS001405-08.pdf Karla R Bowie (OMP) 20 May 2008 - 9:35 PDF 563,045 (i ]
WHS001435-08.pdf Jason O Boykin (WHS-DA&M) 20 May 2008 - 7:56 PDF 658,436 000G
WHS001434.08.pdf Jason O Baykin (WHS-DA&M) 20 May 2008 - 7-49 PDF 1,357,096 LiI-1-1r]
WHS5001431-08.pdf Jason O Boykin (WHS-DA&M) 19 May 2003 - 12:29 PDF 972,991 000G
WHS001430-08.pdf Jason O Baykin (WHS-DA&M) 19 May 2008 - 12:24 PDF 117,203 000G
WHS001428-08.pdf Jason O Boykin (WHS-DA&M) 19 May 2008 - 12:03 PDF 246,646 000%
WHS001425-08.pdf Jason O Boykin (WHS-DA&M) 19 May 2008 - 11:33 PDF 549,854 00_00

UNCLASSIFIED

Access Repository
1. Loginto eCCS via CAC.

Figure 40: Repository

2. Using the Pentagon menu in the upper left hand corner, select [Repository.]

‘Note:

[ Action with the newest version!

You can add a version to a file while in the Repository view and it will update the associated attachment in the
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Repository Options

For each file in the Repository, there are four possible options: Information, Delete, Edit and Add Version. The options
that you will see are based on your permissions in SACCP.

0 Information

Allows you to see the Summary of the file, the file name, the format of the file, the file’s classification, the Action
associated with the file, the tags of the file (if any), and a listing of the version(s) of the file that allows you to access each
version.

O Delete

Allows you to delete the file (including all versions) from the repository and therefore from the Action to which it was
originally attached. Deleting a file directly from the repository removes it from the Action and the repository.

Note: This action can only be done by Organization Controllers.
To delete a file:
1. Click on the red —icon next to the file.

2. Confirm that you want to delete the file by clicking Yes.

O cait

Allows you to edit the basic information about the file — the security classification, the title, summary, location, what
Action(s) it is attached to, and any file tags. In order to edit the file itself, use the add version option, below.

Note: This action is only available to the user that originally uploaded the document.
To edit information about a file:
1. Click on the pencil icon next to the file.

2. Make any required changes. To add tags or associated Actions, click on the [+] button. If you need to delete a tag
or Action, click on the[-] button.

3. Click save.

Add Version

Allows you to add a new version of a file. SACCP is built to ensure the integrity of all files by not allowing users to
directly edit someone else’s work. Instead, the user can download a copy of the latest version, make any necessary edits
or suggestions and attach the file as the current version with previous version still available.

To add a version to a file:
1. Click on the [V+] icon next to the file.
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2. The new version number is automatically updated with the next number. If desired, add comments about any
changes you made.

Click on [Browse] to attach your version of the file.
4. Click [Save].

To delete a version of a file:
1. Click on the [i] icon next to the file.

2. Next to the version you would like to delete, select the subtraction icon.

Repository Search

Like the SACCP Inbox search, the Repository has a search feature with two components: Basic and Advanced. Unlike
the Inbox search feature, the Repository search will return files rather than Actions.

A% Repository

TRV il Addarms (05

Advanced Search

THe - DHPAI D et = &

Dl Cradie w v [ o

Pravioan 5 & 7 8 o B 11 12 13 9 Mam

Tde Aitached By Diata Aitached Kind Bize
Tast Earm Mansiion (AHSITRWD-ESDD] 21 Mary 3008 - 1156 Plad 34, D Li1-1-11
WHS01453.08. pdF Jaaen O Baykin [WHE-DELM] 21 May 2096 - T4 PDF 74,509 ﬁﬁﬂ-i
WHAI01452. 0E. pdf Jmnen 0 Bleyian AHS-DaAM) 21 oy 2006 - 742 POF &0 50 Li1-1-11
WHS01443.08. pdf Jaagn O Baykin [WHE-DSLM)] 0 May 200 - 1138 PDF 35,7 ﬁ'ﬁ T
WHE01405.0E pdr Haika R Borwsa (OB 20 My 2B - 335 POF 553 45 (/]
WHSAN1475.08. pdF apn O Bayvian [WHE-DEAM] 20 My 2090 - TEG POF GHEA0 'ﬂﬁﬁ"i
WHE01434.0E. pdP dissn O Beykan [WHS-DaAM) 20 My B -T49 PLF 1,357, 05 Lil-1-11
WH 01471 .08, pdF Jaraen O Bavkin [WHES-DELM] 19 May 2008 - 238 POF arz.en uﬁﬁ"_ﬂ
WHSI0 1430, 0E. pdf Janen O Beykin [WHS-DAAM) 19 Pary J008 - 3 POF 1173 Lil-1-11
WHEAG1428-0F. pdP dasen 0 Baykin [WHE-DSAM) 159 May 20089 - 293 POF ME S [:1-1-T]
WHEA01425.08. prf Jasen (1 Baykan [WHS-DAAM) 19 Ny 2008 - 1113 BLF 548 B4 LiT-1-11

Figure 41: Repository — Advanced Search

Basic Search: To use the Basic search functionality simply type in your search term in the Search Actions field at the
top of the screen and hit enter. You can search on information found in the following fields:

e Control Number —whole or partial entries can be searched.

e Subject —the Action title.

e Recipient — the organization, directorate, or individual that will receive the results of the completed
Action.

¢ Originator — the organization, directorate or individual that was responsible for the initiation of the
Action.

e Route — Info Copy, Coordination, For Action, or Action Officer.

e Priority — High, Medium, or Normal.
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Action Status — Open or Closed.

Task Status — Working, Completed, Reassigned, Rejected, or Canceled.

Assigned From — the organization, directorate, or individual that created the Task.
Assigned To — the organization, directorate, or individual that was Tasked.

Tags — keywords created by the Initiator to help others search for the Action.

Advanced/Repository: To access the Advanced/Repository Search, click on the magnifying glass next to the Basic
search box in the Repository module. You will then be able to choose what fields you want SACCP to search which will
narrow your results. Available search options include:

Title — the title that was given to the file when it was uploaded to SACCP.
Summary — A brief synopsis of what the attachment is about.

Date Created — the date the file was uploaded into SACCP.

Control Number — whole or partial entries can be searched.

Tag — keywords created by the person who uploaded the file into SACCP which help others search for
the file.

File Name — the original name of the file before it was uploaded into the SACCP environment.

To narrow the search further, you can search more than one field at a time. Each field that is populated is added to the
criteria that the system will match. To do so, click on the [+] button to add additional fields. Remove; Advanced Search
fields by clicking on the [-] button.

Note:

For Date Created, choose the Exact Date, the date On or Before the file was created, the date On or After the file

was created, or choose a Date Range to search. The date format is mm/dd/yyyy.

—_—
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REPORTS

The Reports section is used to access non-editable Action/Task reports for pre-defined categories based on the users
rights within SACCP. TaskUsers that only have rights to their own Tasks will only be able to create reports on their
Tasks. Controllers can run reports on their Organization and associated Directorates based on their SACCP access.

e User Reports —include only Actions/Tasks that have been assigned to the user.

e Sub-organization and Directorate Controller Reports — available for one, some, or all directorates that the user
has control over.

¢ Organization Controller Reports — available for the entire organization.

¢ Organization Administrative Reports — provides a listing of users for that organization, including details about
their level of access. Includes phone numbers and can be used for a directory.

Run a User Report
These instructions are applicable to users who only have rights to their own Tasks.

1. Click on the Pentagon drop-down and select Reports. The Reports page will open.
2. Select the applicable report type in the Name column.
e My Completed Tasks — displays all Complete Tasks for both Open and Closed Actions. Arranged by
directorate.
My Overdue Tasks — displays all Overdue Tasks for Open Actions only. Arranged by directorate.
My Tasks - displays all Tasks regardless of status. Arranged by directorate.
My Upcoming Tasks — displays all Tasks due within 7 days. Arranged by directorate.
My Working Tasks — displays all Tasks in Working status. Arranged by directorate.

&% Reports
&> Rep

Reports

Marme

My Completed Tasks
My Cwerdue Tasks
by Tasks

Preferences

Logout

Wy Upcoming Tasks
by Whorking Tasks

Figure 42: Reports Module
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3. The Export Options window opens. Select where you
would like the report to open.

In the top right corner of the Export Options screen you also will have the

a.

Run — will open the PDF in the existing SACCP
window. Use the Back button from your Internet
browser options to return to the Reports page.
Run in a New Window — will open the PDF in a
new window.

The selected report will open as a non-editable PDF.

Export Type (&) PDF

eCCS SACCP Support
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[Hun][

Fun in Mew Window

following options (these options respond as described below for users who only
have access to their own Tasks):

Reports — will return the user to the Reports screen.
Help — Opens the most current version of the Users Guide in a PDF

format.

Back to Groups — will return the user to the Reports screen.

Figure 43: Export Options

(5] Back to Groups

Figure 44: Reports Buttons & Links

My Working Tasks

MY WORKING TASKS

TFEN Famity Summit Recommended Prionty/Updates
ADMOOD004-10 NORMAL

Wiarking

Direcior of Administration and

04 Jan 2010

04 Jan 2010

TRAIN

SACCS Training (WHS-SACCP.  SACCS Traning (WHS-SACCR-  Intiator
RAIN) TRAIN)
SACCS Training (WHS-SACCE.  WHS Student (WHS-SACCE nfo Copy Werking 042010 04 Jan 2010
TRAIN) TRAIN)
TFEN Reguest a List of Senvice Members Sening in Irag and Afghanistan
ADMO00003-10 o
26 January 2010 SACCF Training (WHS-SACCP-  SACCP Traming (WHS-SACCP-  Infiator Werking 040an 2010 04 Jan 2010
TRAIN) TRAIN)
26 January 2010 SACCR Training (WHE-SACCS.  WHS Student (WHS-SACCR-  Cooedinaion  Wrking 05Jan 2010 OF Jan 2040
TRAIN) TRAIN]
oFEM | Genersl Officer Fromet
ADMDOD002-10 e el Dimcer Fromaton
30 December  SACCF Training (WHS-SACCP-  SACCP Traning (WHS-SACCP-  Indtiator Working D4 Jan 240 D4 Jan 2010
TRAIN) TRAIN)
6December  SACCR Training (WHE-SACCS.  WHS Student (WHS-SACCR-  Action Offcer  Wrking 042010 05 Jan 2040
TRAIN) TRAIN]
OFEN 2010 Matienal Leadership and Traning Cenference
ADMOODO03-10 =
11 January 2010 SACCP Training (WHS-SACCP-  SACCP Training (WHS-SACCR-  Indiator Working D4 Jan 240 D4 Jan 2010
TRAI )

My Working Tasks: 7

Fri, B Jan 2010 15:40 For Official Use Cniy

Figure 45: Report Example

Page:1
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PREFERENCES

The Preferences section allows users to set email notifications, Inbox View and password. Select Preferences from the
Pentagon drop-down menu

Email me when: £ Preferences
1. Check boxes to receive email notifications EEE—

2. The user will never receive an email for the choices that are unchecked _
Preferences

Email me when:

View Default: P atackis assignedia me
1. Select Classic View radio button to set Classic View as the default view P ity asks e Lpdate
for your inbox. ———
2. Select Grid View radio button to set the Grid View as the default view for P & document is aached o one of my actions
your inbox. ordversiontouse:
iy = Clagon: View 1= Maw Grid View

Change Password: e —
1. Clickon the [Change] button. Change Password:
2. Enter your new password in the Password field and again in the —
Confirm field. If these two fields do not match, you will not be able
to save the change.
3. Click the [Change] button to save your new password.

Figure 46: Preferences
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GLOSSARY

Definition

The result or achievement toward which each associated Task is directed. Identified by a
unique Control Number. An Action can be a particular project assigned to one or more
organizations (USD(C), USD(P&R), etc.) or to an Action Officer for completion.

See Initiator.

An Action Officer is the person a project is directly assigned to. The Action Officer is the
person responsible for responding to each Action

See Status.

Advanced/Basic Search field. Click this button to add additional date fields to narrow search
results.

This individual has the ability to add, change, and remove user accounts and Directorates
within the organization.

SACCP Inbox Filter Tasks option. Displays all Open Actions that contain Tasks in Working
status and have been assigned to the user.

Allows the current user to designate the recipient office or Action Officer for an Action or
specific correspondence.

Date and time in which the Action was sent

The organization, directorate, or individual that created the Task.
The organization, directorate, or individual that was Tasked.
Allows the user to cancel a Task they initiated.

Allows the current user to edit the suspense date for the current Task without affecting the
suspense date of the Action.

The official classification level of an Action or a file that is uploaded. Tracking can be done for
all classification levels in the NIPR SACCP environment. However, Classified information
cannot be entered into any of the open text fields and the files that are uploaded into NIPR
SACCP must be Unclassified.

Options include:

e Confidential

Page 47 of 58



Clear

Closed
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Completed
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Dashboard

Date Field

Date Read
Directorate
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Edit an Action

From Date
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Law Enforcement Sensitive

Secret

Secret/No Foreign

Top Secret

Top Secret/SCI

Unclassified

Advanced/Basic Search field. Click the Clear button located next the Search button to clear
all fields. The Clear button located underneath the Add Date button will only clear the date
fields.

Used when referring to finished Actions — Actions are closed, Tasks are completed.

Smart card technology used in DoD. SACCP NIPRNET is CAC enabled and can be accessed
temporarily via Username and Password when necessary. SACCP SIPRNET can only be
accessed via a Username and Password.

Used when referring to finished Tasks — Tasks are completed, Actions are closed.

A unique tracking number assigned to an Action. The prefix of the Control Number
corresponds with the organization. The number follows the Action throughout the lifecycle
until it is closed, with the exception of OSD Actions.

*Actions sent to OSD for completion will take on an OSD Control Number and turn the
original organization Control Number into a reference of the Action.

See Inbox Dashboard.

Advanced/Basic Search field. Options include:

e Suspense Date — select or manually input the suspense date or date range for the

Action.

e Closed Date — select or manually input the date or date range within which the Action
was closed.

e Signed Date — select or manually input the date or date range within which a Task(s)
was signed.

The date and time stamp corresponding to the first time an Action is opened after a Task has
been assigned.

Has the ability to create and move Actions throughout SACCP for their Directorate only.

The distribution tab allows the user to review and modify the entire workflow of the Action.

Only the Initiator can edit an Action. This functionality is accessed by clicking on the Edit
Action button located in the Action Details section of the Summary screen.

Advanced/Basic Search field. Use the calendar or manually input the date when the search
should begin.
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Initiator
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Button to access a PDF of the most current version of the SACCP Users Guide.

Provides a read only view of any changes made to an Action.

Displays a high-level overview of Actions and associated Tasks.

Contains the Total number of Tasks in the users Inbox that were assigned to the user, the total
number of Tasks that are Upcoming, and the total number of Tasks that are Overdue. The
dashboard also has to available views, classic view and grid view.

Contains Taskand the same pertinent information as the Inbox Classic View in a spreadsheet
format. The Grid View is comprised of rows, columns, and cells. The grid makes it easier to
sort, and organize the Tasks in your inbox.Task

Button that opens the Initiate Action form. This form is used to initiate an Action.

Advanced/Basic Search field. This drop-down includes the acronym for all directorate options
that are available to the user based on his/her organizational permission. The system will return
all of the Tasks and Actions that were Initiated by a person with the selected directorate.

Advanced/Basic Search field. This drop-down includes all user options that are available to
the user based on his/her organizational permissions. The system will return all of the Tasks
and Actions that were Initiated by the selected user (the user has to have the Action Initiator).

Has the ability to Initiate Actions, Edit Actions, and Close Actions that they have Initiated
regardless of the Status of associated Tasks. Has rights to Assign, Reassign, Cancel, Change
Suspense date and Complete all Tasks that have been created in association with their
Actions.

Tags used to help categorize files to ease future searches for relevant or related Actions.

Accessed via the Pentagon drop-down menu. Clicking Logout will close the SACCP
application and return the user to the SACCP Login screen.

Information entered manually by the user in the Notes section to Everyone, Organization Only,
or Specific Recipients. See Note.

Data stored in SACCP about an Action or a file that has been uploaded.

SACCP Inbox Filter Tasks option is only available in the classic view. Displays only the
TaskActions that are new or have been updated since your last login to SACCP. Actions that
contain new or updated Tasks can be identified by an orange Pentagon symbol located to the
left of the Control Number.

e Action contains a new Task — the orange pentagon appears and there is no Date Read
date/time stamp.

e Action contains an updated Task — the orange pentagon appears and the Date Read
date/time stamp field is populated.

Unclassified but Sensitive Internet Protocol Router Network. SACCP NIPRNET is an Action
tracking system. Only ‘Unclassified’ files can be attached to SACCP NIPRNET Actions.
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Information entered manually by the user in the Notes section to Everyone, Organization
Only, or Specific Recipients. See Message.

A pending Task becomes an open Task in your Inbox when the individual assigned the Task
responds to it

This individual has the ability to add, change, and remove user accounts and Directorates
within the organization. They can establish temporary passwords for users who are unable to
CAC in.

This individual has the authority to create and move Actions throughout SACCP for their
organization. They are able to “pick up” Tasks and act on behalf of all users.

The organization, directorate, or individual that required that an Action be initiated.

Term used to describe the Status of Tasks once the Suspense Date (due date) has past. In the
SACCP Inbox, ‘Status’ column, all Overdue Tasks have a red border.

Overdue Only is a Filter Tasks option in the SACCP Inbox. This view displays only the
working Tasks that have a Suspense Date (due date) that has past.

The final files that make up an Action are compiled into a package. The package usually refers
to the hard copy, which has tabs (divided per DoD 5110.4, “Manual for Written Material”).

An Action in a pending status indicates that you assigned a Task to someone and are awaiting
a response.

Contains all of the SACCP modules that a user has access to. May include all or a subset of the
following:

SACCP
Repository
Reports
Administration
Preferences

Information that can uniquely identify, contact, or locate a single person, or can be used with
other sources to uniquely identify a single individual.

SACCP module accessed via the Pentagon drop-down menu. The Preferences section allows
users to edit their default email notification choices and change temporary passwords when
necessary.

Classifies the order of importance or the urgency of an Action. Options include:

e Normal — take Action on Task within 24 to 48 hours.
e Medium — take Action on Task within 24 hours.
e High—take Action on Task as soon as possible.

An Action that is marked, “Private,” can only be seen by people who have been Tasked
within the Action.
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An Action that is marked, “Public,” is accessible to anyone in the organization who has
enough information to Search for it regardless of whether or not they have been Tasked.

Allows the current user to reassign the Task to another recipient.

The date in which the correspondence was received by your organization or the date in which
the initiator is submitting the Action through the system.

Drop-down which contains a link to each of the last five Actions that the user opened.

Refers to the organization, directorate, or individual that will receive the results of the
completed Action.

Optional Action field containing the following two options - 212-01.1 Permanent or 212-02
Non-Permanent.

References can be used to tie the Action to a file, webpage, or another SACCP Control
Number. Actions can be related to other Actions but require a different response.

Request types categorize the type of incoming file, for example — FOIA, GAO, Congressional,
etc. Request Types give a broad source whereas Reply Types narrow down the objective of the
Action.

SACCP module accessed via the Pentagon drop-down menu. The Reports section provides
users with PDF summaries of Action/ Task activity. The reports available for the user are based
on the users role in SACCP.

SACCP module accessed via the Pentagon drop-down menu. The Repository is the storage
location for all attachments that have been uploaded SACCP Actions. To access a file located
in the Repository you must have rights to the Repository and have access the Action that the
file is associated with.

A requestor refers to the file originator, this can be an organization (e.g. USD(P), OSD, DOE,
DOJ, HASC, SASC), or a person (Senator Kennedy, Representative Davis)

Reply types categorize the end result of the Action, for example — Prepare Reply for ASD
Signature, Information and Retention, Answer Note, etc. Request Types give a broad source
whereas Reply Types narrow down the objective of the Action.

The route for the specified Task. There are four options:

e For Action — standard way of sending a Task.

e To Action Officer — Action needs to be sent to a specific Action Officer within
another directorate.

e For Coordination — Action needs additional collaboration from another user or
another directorate.

¢ Information Copy — Action that needs no Action however is sent only for information
only.
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Advanced and Basic search functionality assist users with retrieving specific Actions and
associated Tasks, regardless of the status of either.

e Basic — available at the top of the screen in SACCP and the Repository.

¢ Inbox/Advanced — accessed by clicking on the magnifying glass drop-down located
beside the Search Actions field at the top of the screen in SACCP.

¢ Repository/Advanced — accessed by clicking on the magnifying glass drop-down
located beside the Search Repository field at the top of the screen in the Repository.

Advanced/Basic Search field. Populate this field with all or part of the name of the individual
who signed off on a completed Task.

The technology that allows for a user to log in once and gain access to all SACCP modules
without being prompted to log in again at each of them.

Secret Internet Protocol Router Network. SACCP SIPRNET is only a repository for files that
are classified as Secret or below.

Secret

Secret/No Foreign

Law Enforcement Sensitive
Confidential

Unclassified

A web-based Action tracking system designed for processing digital staff Action packages (e.g.
correspondence, executive notes, awards, data calls, directives, etc.).

Defines the current state of the Action or Task.
Action Status options include:

e Open - Only those with Initiate Action permission can initiate an Action.
e Closed — Only the initiator of an Action has permission to Close it.

Task Status options include:

Working
Reassigned
Rejected
Canceled
Completed

The title, topic, or scope of an Action.

Has the ability to create and move Actions throughout SACCP for their Directorate and the
Directorates that fall directly below it.

The summary page is the default view when you log into your Inbox. The summary page
provides a “snap shot” or “static” view of the entire Action to include the initiator of the Action
and any files or notes attached to the Action.
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The suspense date is the due date of the Action or Task; a date on which the Action or Task
should be completed.

e Grey — no suspense date was selected.| WORKING

e Green — suspense date is greater than 7 calendar days away from the current date.
e Yellow — suspense date is 7 calendar days or less from the current date.  YORKING
¢ Red - suspense date has past.

Pop-up that informs users of SACCP updates, outages, reminders, etc. Once read, the System
Alert can be disabled until the next one is sent.

Keywords created to help others search for Actions or files'.

Assignment(s) for an organization or individual user that support the completion of the Action.
As part of an Action, organizations can “ Task” directorates or individuals, meaning that they
require them to complete some activity, or review work that’s already been done.

Advanced/Basic Search field. Use the calendar or manually input the date that you would like
the system to end the search.

Standard consent banner details the duties and requirements established by existing law,
executive orders, regulations, and instructions for the use of Department of Defense (DoD)
Information Systems (IS).

Term used to describe the Status of Tasks that have a Suspense Date (due date) within the
next seven (7) calendar days. In the SACCP Inbox, ‘Status’ column, all Upcoming Tasks
have a yellow border.

Upcoming Only is a Filter Tasks option in the SACCP Inbox. This view displays only the
working Tasks that have a Suspense Date (due date) within the next seven (7) calendar days.
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APPENDIX

A. Open Text Field Limitations

Field Character Limit**

Recipients(s) 255

References (all Types) 100

Title/File Name (Attachment) 100

Reason/Reply 2000

Tags (Action & Attachment) 25

Attachment 100 megabytes

**Characters include spaces
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B. SACCP Cover Sheet

SACCP COVER SHEET
UNCLASSIFIED

PRIORITY SUSPENSE DATE CORRESPONDENCE DATE CONTROL NUMBER
Medium 29 Apr 2011 1 Apr 2011 ADMUUUEZS 11

REQUEST TYPE RESPONSE TYPE

R IR MO O A A
ORIGINATOR

Deputy Secretary of the Air force

RECIPIENT

USMC

SUBJECT

Cordination for joant training OPS

COMMENT S

COORDIMNATIONS

MNAKME SIGHATURE DATE

Director of Manne Corps Staff (DMCS)
Meid Adams

Note: Selecting the “Green Tag”, will include a green banner on the header and footer of the form
while selecting “Red Tag” will include a red banner on the header and footer of the form.
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SECRETARY OF DEFENSE CORRESPONMDENCE ACTION REFPORT

Complete this form and forward to WHES/ES DY Comespondence Control Division,

[[]d REQUEST CAMCELLATION Lirsityhedw)

[]e. mEcuesTTRANSFER TO

Fetention: Suspense Desk, Pentagon Room 30843, Phane (703) B97-9257, TAEKED AR ENCY DASM
Eineted Eiflﬂﬁém Pyt ol 122352010
1. REQUESTED ACTIOH

[]=. acTion compLETED [JcorvatracHer  awor [ |SEEJUSTIFGATON 8 ELOW

|:| b. REQUEST EXTENS KN OF SUSPENS EDATE (Wl rr v TO e bedaw)

|:|-:. INTERIM REFLY 5 ENT (Mi8Gh cO@)); EXTEND 5US PFENSE DATE fWl Doy ) TO LSty Delow)

sty DEDw, KOMOE POC [ fd EERIONE AURDEr)

Crecuilive AssEETELEE!)

09/15/2011
[

[]t remuesToowniGraDE To sty Dew)
2. JUSTIFICATIGN
. TAEKEDAG ENCY
3. AGENCY NLME b. ACTION OFFICER NAME 2. TELEFHONE NUMEER
Off1ce of the Drector of P.dm.irﬁstmtim SACCPE buporter
d. DATE fEDrrrr] %, B ENCY APPROVING AUTHORM Y § 15 NATURE [FEVWoE SECE BFFLIEF 5 ewE BrFAs0 WNGFE

3. ACTION COMPLETED I:lP.FFRCI‘u'ED l:l DEAPRROVED
b. EXTEMEICHN I:IP.FFHCI‘U'ED l:l DEAP PROVED
G, CANCELLATION I:l.“.FF ROWED l:l DiSAPPROVED
d. TRANEFER I:lP.FFRD'u’ED l:l DEsAPPROVED
a. DOWNGRLDE I:lP.FFREI'u'ED l:l DSAPRROYVED

1 OTHER gmciyheow) [ |4PPROVED [ | DEARPROVED

4, ACTION TAKEN (R Sechectecy e Sy @i Once gad Corvespantesme Corial Digsan Ose Onlp)

gq. DATE BIGNED h. SIGHNATURE
DT T

=

5. OEDCONTROL HUMEER

WH S00339 102

S0 FORM 291, MAR 2007 PREVWIOUS EDMION 50 BSOLETE.

[ Emmil | [ Print ][ Fesa

Adohe Cesgre .0
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Organization Name

Control Number Prefix

ECCS Administration

Under the Secretary of Defense for Acquisition,

Technology and Logistics

Air Force

Army

Army and Air Force Exchange Service
Business Transformation Agency
Central Intelligence Agency

Defense Intelligence Agency

DODEADepartment of Defense General Counsel

Department of Defense Inspector General
Department of Homeland Security
Department of State

Department of Veterans Affairs
Correspondence Management Division
Director, Administration and Management X

Department of Defense CIO Networks &
Information Integration

Department of Defense Civilian Personnel
Management Services

Department of Defense Education Activity

Directorate for Freedom of Information and
Security Review

House of Representatives

Joint Chiefs of Staff

Legislative Affairs

National Geo-Spatial Intelligence Agency
National Security Agency

National Security Council

Navy

Office of Management and Budget

ECCS
USA

SAF
SA
AAE
BTA
CIA
DIA
GC

DHS
DOS
VA
OSD
ADMX
NIl

DCPAS

DoDEA
FOISR

HOR
JCS
LA
NGA
NSA
NSC
SN
OMB
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Public Affairs PA

Under Secretary of Defense Comptroller usc

Under Secretary of Defense Intelligence usl

White House WH

Under Secretary of Defense Polic UspP

Deputy Chief Management Office CMO

Pentagon Force Protection Agenc PPA

Defense Information Systems Agency DISA

United States Marine Corps USMC

Defense Security Service DSS

Cost Assessment and Program Evaluation CAPE
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