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Stewardship Contracting Information Database
User Guide

Changes from SCID 1.0

1.0

1) Projects and contracts have been separated. The hierarchy is now
Project/Contract/Bid Item/Activity & Financial records. In addition there can be
more than one contract under a project. This allows for IDIQ contracts where
several task orders (individual contracts) are issued under an umbrella contract
(project).

2) The POC for a contract is assigned at the contract level not the project level.

3) Activity and Financial records can be entered from the opening page without
going through the Project/Contract/Bid Item layers.

4) Project and Contract Status (titles?) have been changed to reflect the language
actually used in contracting.

5) Required fields are tied to Project/Contract status. As the status changes the
required fields change.

6) Field have been rearranged and renamed to better reflect the contracting
process.

7) Several new reports have been added.
Introduction
11 Users

This User Guide was developed for a variety of users, reflecting the multi-
functionality of the Stewardship Contracting Information Database, known
as SCID. The users include:

Field office foresters and contracting inspectors
State Office Stewardship Leads

National level BLM foresters

Division of Business Services (DBS) Auditors

SCID has the flexibility to allow very detailed and site-specific
information about stewardship contracts to assist field level personnel in
day-to-day contract administration. It also allows State Office Leads to
easily track activities occurring on projects in their respective states as
well as facilitate reviews or audits of specific projects as needed. NBC
auditors can review financial transactions for individual projects as well as
determine current balance sheets.
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1.2

13

Because of its multi-functionality, all portions of the database, as well as
the user guide, may not be applicable to all users.

SCID Structure

The SCID database has a hierarchical structure. The main component
(and primary layer) is the project layer. Below projects is the contract
layer, where individual contracts are identified. A project can have one to
many contracts under it. The next layer down is the Bid Items. The major
basis of most data in SCID is the Bid Item. Each project is broken down
by service and product bid items that constitute the actual stewardship
contract. All Activity Records and Financial Records are built off a
specific Bid Item. Without the Bid Item, these records cannot be entered.
See image below for a graphic representation of this hierarchy.

1 To Many

Contract
Records_

1 To Many 1 To Many

Activity
Records

To Access the Database
1.3.1 To access SCID users:

1) Need to be members of the SCID user group. Requests for new users
should go through the State Stewardship Lead.

2) Need to have an internet password in their Lotus Notes account. If
you have never established an Internet Password through Lotus Notes,
your Lotus Notes password may not work. Appendix A provides step by
step directions on how to establish a Lotus Notes Internet password.
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1.3.2 Access SCID

1) Call up Internet Explorer (IE) browser. Netscape Communicator is not
supported in this application nor is your Lotus Notes client.

Use the following intranet web address:

https://Imwoal/stewcontract.nsf/($Requests_By_Status_State)?OpenView&CollapseView

The next screen that will come up is this:

(2 Certificate Error: Navigation Blocked - Windows Internet Explorer

) ey - |g https:[fimwoalfDevelopmentjiskewcantractl 1.nsF/{$Requests_By_Status_State)?OpenviewsCallapseliew "l 3| X | | Pl

: File Edt View Favorkes Tools  Help

iy »
W & l@cErtiﬁcate Error: Navigation Blocked I ] v B - = v |=hPage - G Took -

‘@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate
authority.
The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you
send to the server.

We recommend that you close this webpage and do not continue to this website.
@ Click here to close this webpage.
& Continue to this website (not recommended).

@ More information

& Internet F 100% T

{2 Certificate Error: Nav... EIRULL
¥

Select “Continue to this website (not recommended)”.

2) At User Name prompt, enter your network login name (usually first
initial and last name up to 8 total characters). Please see screen shot
below.

Enter your Lotus Notes password at the Password prompt. If you have
changed your Lotus Notes password within the last day, the new password
may not work, so use your old one. If you are having difficulty logging
onto the web site, please contact Dick Watson at 303-236-0158
(Richard_C_Watson@blm.gov).
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Server Login
Please type your user name and password

User name: || -

FPassword:

= N

From Here the Default opening page if SCID comes up.
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2.0 Main Menu

After a successful login, the main menu screen will pop up and look something
similar to this:

£= (SRequestsBy_Status_State) - Windows Internet Explorer,

Lo ‘E, https:Hlmwna1,iDevelnpment)’stewcnntractg‘nsf,i($Requests_By_Status_State)?OpEnView&CnIIapse\u‘V|@Certiﬁcate Errar | LIRS | | £ |-

: File Edt “iew Favortes Tools Help

— . 2 »
S dbe [@($RequestsBy_Status_State) I I PR - B - & - [bpage - G Tooks -

%ﬁ U.S. '-_-r-g ent or in .
‘??—' m“. fanagemen P20
Stewardship Contracting Information Database ' |

Version 2.0

SCID User Guide Projects By Status and State View
43 Previous =»Next  “PExpand = Collapse  “™Begin © End

Current Status State Project Name Requested By « Date » Submitted For
Main Views » New

b Approved

¥ Completed

¥ Carryover

¥ Canceled

Create Project

Create Activity/
Finance Record

Create Report
Help
Logout

ship Contracting Information System

4APrevious =/ Next “PExpand = Collapse  “™Begin © End

Daone ‘QLocaI inkranet @‘ngU% -
14 start @ sciD 2.0 Template ... | B Micrasaft Excel O 5CID_Guide_2.0_080 = ($Rec stus... &) 10:29 M

Stewardship projects can be opened using a variety of views in SCID. The
default opening view shown above is the Projects by Status and State view. To
open a project, users need to select the appropriate project status, then select the
State. The above view is in “collapse” mode. The user can select the “ +
Expand” button to view a list of all projects. Or the user can select the blue
twistie » next to the project status and the project names within that status are
shown in the below example for Approved Projects in California:
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£~ (SRequestsBy_Status_State) - Windows Internet Explorer, El@

L A ‘E, httns:Hlmwaa1iDeveImeEntfstewcontract9‘nsf,i($Requests_By_Status_State)?OpenVlew&Start=1&V|@Cert|ﬂcate Error | | % | | |-

© File Edt Wiew Favortes Tools  Help

— : = »
o < [@($RequestsBy_Status_State) I I PR v B - & v [hrage - G Took -
A
¥, 4 Tty ot P . P
Stewardship Contracting Information Database :
Version 2.0
SCID User Guide Projects By Status and State View
“APrevious =*Next  “HEspand = Collapse ™ Begin = End
Current Status State Project Name Requested By + Darte = Submirred For
E Main Views b New
b}
- . ¥ Approved
@ Create Project PP
§ baz
E= Creatl_a Activity/ N
E Finance Record Butte Creek & S Knob Glenn Lahti 06282007 Submitted for Peter Hall
= Create Report Eredonver Aspen Unit 7 Glenn Laht 09242007 Submitted for Don Dockery
g’ Fredonver Peak Aspen Restoration Glenn Lahti 05/28/2007 Submitted for Don Dockery
E Help Hoba Camp Glenn Lahti 01/24/2007 Submitted for Don Dockery =
E Interlakes Glenn Laht 02/28/2008 Submitted for Walter Herzog
6 Logout Lacks Creek Forest Restoration Glenn Lahti 02/20/2007 Submitted for Henry Harrison
[=% Likely Chtis Chinn 031572005 Submitted for Peter Hall
. Noith Eagle Glenn Lahti 0 2007 Submitted for Don Dockery
Notth Horse Glenn Laht 0 2007 Submitted for Don Dockery
PokerBar Glenn Lahd 06/28/2007 Submitted for Walter Herzog
Shasta Defense Glenn Laht 02/28/2 Submitted for Walter Herzog
South Ash Vallew Glenn Laht 0 Submitted for Peter Hall
South Clezhorn Glenn Lahti ) Submitted for Don Dockery
South Grasshopper Glenn Lahti ) Submitted for Don Dockery b

% Lacal mtranet H100% -

:',‘- start {0 scio 2.0 Template R... oh Sco_cuid 080 D§ Document2 - Microsof, . 2 3R 5... '(__) 1:22 PM

At the Main Menu screen you have the option of:

1) Selecting a specific project to review or edit by moving the curser to a
specific project listed as a hyperlink and clicking on it.

2) Or by going into the blue box (aka Main Menu) on the left side of the
screen where the user has several additional choices:

2.1 Main Views

Clicking on “Main Views” allows the user to rearrange the list of projects
on the right side of the Main Menu from sorted by Status and State to:

All projects listed alphabetically

Fiscal Year

Status

Reference BPS number

State

Contact

Status and State — this is the default opening view
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2.2

2.3

2.4

The view lists can be expanded or collapsed globally by category (e.g. the
specific FY for the FY View) by selecting the appropriate button (< Ezpand
or =celapse ) or by specific category by selecting the blue twistie next to
that category. More information about the project data that can be viewed
is in Section 3.0.

Create Project

This selection allows the State Stewardship Leads to create a new project
in the database. If you require this functionality, please contact the SCID
Database Administrator. See Section 4.0 (below) for more information on
how to create a project.

Create an Activity/Financial Record

This selection is a short-cut which allows a user to create a new activity
record or financial record for an existing project in the database without
following normal procedure of opening the specific project, contract and
bid item records. The user must have Edit rights to the specific project for
which they wish to enter new activity/financial record data. After
selecting this button, the user selects whether an activity record or
financial record will be entered. Then the user selects the appropriate
State/project/contract/bid item from a drop down lists. The user only
needs to add the date and accomplishment for that date then save the
record. Bid Items must already exist for the selected project and contract
in order to create Activity/Financial Records with this short-cut.
Activity/Financial Records may also be created (and edited) through the
procedures discussed in Section 8.

Creating a Report

All users have the ability to generate reports from existing data. A brief
description of reports available at this time follows:

2.4.1 General Project Information — All Projects
This report provides a list of all projects in the database sorted by
FY. Information includes State, Project Name, Acres, Primary and
Secondary Goals, Estimated Service Costs, Estimated Product
Values, Primary Product, Location, Project Length, and Current
Status

2.4.2 Project by FY
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2.4.3

244

245

2.4.6

24.7

Same report as above, however, only projects for a selected FY are
shown.

Activity Records by Contract

User selects a specific contract and a report is generated on the
extent of activities for that contract. Information includes Contract
Number, Contract Total Product Value, Contract Total Service
Cost, Total Value, and lists Activity Records by date. Each
Activity Record will have Date of Activity, Bid Item Number, Bid
Item Description, Type of Bid Item (Service or Product), Unit of
Measure, Units Accomplished for this Activity Record, Value Per
Unit, and Product of Service Value for Activity Record. The
report also provides a Balance to Date of the Product Value minus
the Service Cost.

Activity Records by Contract and Bid Item

This report, similar to the Activity Record by Contract report sorts
and then lists information first by Bid Item Number and then by
Activity Record Date.

Financial Records by Contract

Similar to the Activity Records by Contract report, the Financial
Records Report allows the user to select a specific contract, and a
report is generated displaying current information related to any
financial transactions that have occurred to date for that contract.
Information will include Contract Number, Contract Total Product
Value, Contract Total Service Cost, Total Value, Payment Bond
Amount, Performance Bond Amount, Contractor, and lists
financial records by date. Each financial record will have the Date
of Invoice, Invoice Number (if there is one), Bid Item Number,
Collection Amount, Service Payment Amount, Stewardship
Credits Earned, Stewardship Credits Used, Benefiting Subactivity,
and Bid Item Program Element.

Balance Sheet by Contract

This report provides the user with the up-to-date financial status of
a contract. It consolidates the values of products removed, the
service work completed, any collections from the contractor, any
payments made to the contractor, and the status of stewardship
credits earned and used.

Consolidated Balance Sheet Report
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3.0

2.5

2.6

2.4.8

2.4.9

2.4.10

Help

This report, similar to the Balance Sheet by Contract report,
consolidates all contracts into one report, in lieu of selecting a
specific contract.

Project Summary — Independent Contracts

This report provides a summary of the Bid Items, the product and
service work completed to date, and a summary of the financial
aspects of the contract.

Product VVolumes from SCID

This report displays the conversion of products into reportable
units. For each product bid item the bid item entered, the volume
conversion factor, and the reportable units.

Service and Product Offered By FY

This report displays the service and product values and product

volumes for contracts with a Bid Opening or Offer Date on the
General Contract page during the selected Fiscal Year.

The user will find many helpful explanations on using SCID by selecting
this button.

Logout

Selecting this button logs the user out of SCID and takes them to the BLM
Intranet site. This is the preferred method of exiting SCID. However, the
user may simply close their browser window to exit SCID.

Viewing Project/Contract Data

All members of the SCID user group can view information for any
project/contract by following the structure of SCID as outlined in Section 1.2.
The user must first select a specific project, which takes them to the General
Project Information screen. Next the user clicks on the “View Contracts”

&j View Coniracis

button at the top of the page.A list of the contracts associated

with the project appears and the user then selects an appropriate contract. Once in
the General Contract Information page the bid items can be viewed by selecting
the “View Bid Items” button at the top of the screen. The Bid Item list will be in
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4.0

5.0

10

“Collapse” mode and grouped by Activity Type, so click on “Expand” to see the
entire Bid Item list. Select a specific bid item for viewing by clicking on the blue
colored number under the “Bid #” column. The Contract Bid Item screen,
containing general information about that specific Bid Item, appears. Better
descriptions about this general information can be found in Section 7.0. Activity
Records and Financial Records for a specific Bid Item can be viewed by selecting
the appropriate button in the upper left corner of the Contract Bid Item screen.
Selecting the Activity Record button brings up a list of Activity Records entered
for that Bid Item. A particular Activity Record can be viewed by selecting the
respective blue colored number under the “Activity Record #” column. After
selecting an Activity Record number, a Contract Activity Record screen appears
with information pertaining to that specific activity record. The “View Financial
Record” button, similar to the “View Activity Record” button, allows the user to
view Financial Record data.

Creating a New Project

Only the State Stewardship Leads and the Database Administrators are authorized
to create new projects.

When the Create Project button in the Navigator is clicked, if the
user has Create Project rights, a blank General Project Information Form appears.
Many data fields are required to have data entered. This ensures data integrity
and reduces time-consuming follow-up questions and data entry. Required fields
have red font and are marked with a small * to the right of the field label. The
required fields will change as the project/contract status changes.

To save data after it has been entered, the user must select the “Save & Close”

ave QSE . .
button % Save & Close at the top left of the screen. Selecting the “Project Data”

button just below the Status field will also save the data. Note
. . } ﬁ . ) A
that this button will be yellow in color Eroject Data if the user is in the

Project Data section. If the user selects the “Close” button B Cice , the user is

prompted to “Continue without Saving Edits?” If the user clicks the OK button,
the data entered will not be saved. However, if the user clicks the Cancel button,
the data will be saved before closing the document.

Editing General Project Information Form
The Database Administrator, the specific State Stewardship Lead and the

Assigned Field Office Contact Person have rights to edit existing project data.
After selecting a specific project from the Main Menu view, the General Project
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6.0

7.0

11

A B

Information screen appears. Select the “Edit” " ~=— button in the upper left
hand corner of the screen to begin editing. If the “Edit” button is not visible, the
user does not have Edit rights to that project. Required fields will still require
information, so if required data is deleted, a prompt prevents the user from saving
any changes to the project until that data field is again populated.

Creating and Editing Contract Information

New contracts can be created from the General Project Information page. When

the Project Page is in the Edit Mode, select the Contract Data ke NS

blue bar to pull up the Contract List page. At the top of this page select CREATE

CONTRACT  Create Contrac . This will bring up a blank General Contract

Information page. The Project Information is automatically entered. The General
Contract Information page is divided into sections based on the contract status.
The first section is Bid Opening or Offered phase, the second section is Contract
Award or Approved phase, and the third section is Contract Completion or
Termination phase. Note that required fields change when the contract status
changes.

Assign Field Office POC

The State Lead then clicks on the button at the top of the
document. Once accomplished, the field person specified as the “Field Office
Contact Person” will also have Edit rights to the project and this contract
documents.

Creating and Editing Bid Information

Each contract has Service and Product Bid Items that constitute the actual
Stewardship Contract. All Activity Records and Financial Records are created
from specific Bid Items. Without the Bid Item, these records cannot be created
and populated with data.

Bid Item information can be entered and edited only by the specific Field Office
Contact Person, the respective State Stewardship Lead or the Database
Administrator.

To enter or edit bid information, the user must start at the General Project

A i

Information Record, , click on the Edit button at the top of the page to

Contract Dat
pblidelietlie button

get into the edit mode, then select the Contract Data
and a list of the contracts associated with the project comes up. Select the
appropriate contract and the General Contract Information page for the contract

appears. Once in the General Contract Information page select the Bid Info
LRI, hutton located just below the Contract Status field. A Bid Item
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List appears and the name of the project is located just above the Status field. At
the Bid Item List, a list of the Project’s Bid Items is displayed. If no Bid Items
have been entered, a message will inform the user. The Bid Item List, similar in
format to the Projects List view, is collapsible and expandable thru use of the
appropriate buttons and/or blue twistie ».

Note: You may not create a Bid Item until you are in the Bid Items section as the
“Create Bid Item” button will not appear until you are. To create a Bid Item,

. B -
select the “Create Bid Item” button o Create B Tiem at the top of the screen. A

blank Contract Bid Item data entry screen appears. Data fields without a blank
box will not have information entered by the user (they are usually data fields
carried over from another form or consist of a computation made by the system).
The following data fields are required (required fields are marked with a small *
to the right of the field label) and must have information entered:

Required Data Fields
Activity Type (Product or Service)
Bid Item Number

Bid Description
Number of Units
Unit of Measure
Value per Unit

Additional Required fields for Product Bid Items
Volume Estimate Basis [Lump Sum or Scale]
Product

Volume Conversion Factor

Additional Data Fields
County

Subactivity

Program Element

Note that after a Contract Bid Item has been saved the number of units in the bid
description cannot be edited. Contact the Database Administrator if this field
needs to be changed.

Some business rules to follow in creating Bid Items:

e Be sure to separate out Service Bid Items from Product Bid Items.

o Please be descriptive in the Bid Item Title:

Bad - 500 MBF Ponderosa Pine
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Good - Commercial Thin PP Unit 1 (you will be able to designate Units of
Measure (the 500 MBF) in the database, so there is no need to include it in
the title.). You should consider designating an area label (such as Unit 1
Unit 2, Unit 3, etc.) for each respective geographic unit in the Bid Items.

Consider stages of work as separate Bid Items, or subbid items, for example

Bid Item No. Bid Item Description

0001A Road Maintenance - Culvert Installation
0001B Road Maintenance - Waterbar construction
0001C Road Maintenance - Final Grading

or

0002A Temporary Road construction

0002B Temporary Road Closure and Reclamation.

This will make assigning Stewardship Credits much easier. If it is all
consolidated in one item, (e.g. 0002 - Temporary Road Construction and
Reclamation) you won't be able to assign Stewardship Credits until the
reclamation is done. The contractor would probably like to use the earned
construction credits after the road is built and they are ready to harvest
timber.

For Product Bid Items, SCID is primarily designed to address monetary (i.e.
dollar) values which are needed for contract administration. For each Product
Bid Item, you can set the “Number of Units” at something easy to determine
in the field (e.g. acres). As the contract progresses, the contract administrator
only needs to record the number of acres done for a specific Activity Record.
The user will be required to enter a conversion factor for each Product Bid
Item. This conversion factor is the relationship between Product Volume and
the Bid Item “Number of Units.” As “Units of Accomplishment” (see
Activity Record information) are entered, the database will also track units of
Product Volume separately. This information will be used for end of year
reporting in “Public Land Statistics” and in performance measure reporting.

For example, the user has one Product Bid Item for commercially thinning
100 acres of sawtimber. The user has cruised the timber and has estimated
that there will be about 10 MBF of sawtimber removed per acre. An appraisal
of the timber has determined the value at $100/MBF, which also corresponds
to what the successful bidder placed on this Bid Item. The user selects Acres
for “Unit of Measure,” selects 100 for “Number of Units,” and selects
$1000.00 for “Value Per Unit” (10 MBF/acre X $100/MBF). The user also
selects Sawtimber for “Product,” MBF for “Product Unit,” and 10 for
“Volume Conversion Factor.”
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As work progresses on this Bid Item, all the user has to enter in the Activity
Record is the number of acres completed. The program automatically
determines the value of the Bid Item accomplished to date, and the volume of
timber that has been removed to date.

e More information about Activity Records can be found in Section V.

e Separate out Bid Items by benefiting Subactivity and Program Element.
While these data fields are not required, data entry here will prevent future
data calls from the WO.

e Make your Units of Measurement in whole numbers. For example, either
round up or down 30.5 acres to 31 or 30 acres. (Why? - - If your Value per
Unit is down to cents (e.g. $10.83 per acre) and you go down to tenths in your
Unit of Measure (30.5 acres), the total value is $330.315. That $0.005 will
give you nothing but trouble in rounding errors and trying to get the values to
reconcile at the end of a project.)

Example of Service Bid Item Data Entry Screen

{2 hitps:Himwoal/developmentistewcontract11. nsfiFinRec?0pen Form@ParentUNID-EC1 2BBC6E 7892955852574 - Windows Internet Explorer (W=
@.\— . \g https:mmwma1J‘develnpment)’stewcnntract11.nsFJ‘FmRec7OpanFnrm&ParentUNID=EC1ZEBC6E78929!V‘@' Cettificate Errar ‘ S5/ % | | L -
: File Edt View Fawortes Tools Help
i} '\rﬁ? [@https:,if\mwoalfdeveIopmentﬁ’stewcontract1LnstFm..‘ 171 ﬁ hd D @ hd ,'_:‘,"PEDE = .‘:'}Tﬂﬂls -7
Bid Item ~
Project Name: Test three
Contract Name: test three
Bid Item Number: = Bid Description: *
Number of Units: * Unit of Measure: * Value Per Unit: *
Recalculate ——= Total Bid Item Value:
$0.00
County: Subactivity: Program Element:
—
0

Current Status of Bid Item

Units Completed: Units Remaining:

0.0 0.0

Completed Value: Value Remaining: )
S0 NN S0 NN >

% Local intranet # 100% v

o o B . — e —— = "
vy Start () Richard C Watson - I... SCID_Guide_2.0_080. ., 7~ hittps:{lrmwc
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Example of Product Bid Item Data Entry Screen

{= https://imwoal/development/stewcontract11.nsf/FinRec?0penForm@ParentUNID-EC1 2BBC6E7B92955852574 - Windows Internet Explorer

6@1 - |g hittps: {flmwaoat fdevelopmentjstewcontract] 1.nsf/FinRec7OpenFormaParentUNID=EC1 2BBCEE78929 V\@ Certificate Errar | 2| % |Lwe search

(2T

File Edit Wiew Favorites Tools Help

e 4 [ghttus:#ImwualfdEvelupmentﬂstewcuntract1l‘nsFﬂFln‘..] 1

- B & - [Frage v GTook v

Conftract Stafus:

* = Reguired Fields

Bid Item

Project Name: Test three

Contract Name: test three

Bid Item Number: = Bid Description: *

-~

Edit Mode

L ]

Number of Units: *

Unit of Measure: *

Recalculate -——= Total Bid Item Value:
$0.00
County: Subactivity:

(I

Volume Est. Basis: ©

OLump Sum O Scale

$0.00

Program Element:

v

Done

"I4 start

@ Rich

S Local intranet H1o0% -

&) 10:11 Am

]

6\1—‘; - \& https: ) fimwaoal jdevelopmentistewcontract 1 1.nsf[FinRec?OpenFormeParentUNID=EC1 2BBCEEFE929! v ‘ @ Certificate Error ‘ 5| % |L|ve Search

(2]

File Edit View Favorites Tools  Help

hittps:{imwoat development fstewcantract 1 1.nsF{Fin.

Xy

[ | = v |2k Page - () Tooks -

Bttt — Bttt = =
Volume Est. Basis: *
O Lump Sum O Scale
Conversion of Products for Performance Measure Reportin
Product: = Reportable Unit: = Yolume Conversion Factor: =
O

Total Bid Item Reportable Units

]
Current Status of Bid Item
Units Completed: Units Remaining:
0.0 0.0
Completed Value: Value Remaining: =
50.00 50.00

~

F100% <
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Creating and Editing Activity Record/Financial Record Information

Activity or Financial Record information can only be created and edited by the
specific Field Officer Contact Person, the respective State Coordinator(s) and the
Database Administrator. All others are only allowed Read Access to existing
Activity Records.

There are two ways to enter new Activity of Financial records.

Create Activity/
1) From the Create Activity/Financial Record link Finance Record i

the blue box (Main Menu) on the opening screen. This is the preferred method
for entering Activity/Financial Records.

(= (SRequestsBy_Status_State) - Windows Internet Explorer

@‘\-7 4 = 2] itpsi/fmiast Development/stewcantractl 1 nsF/{$Requests_By_Status_State)?OpenviewdColapse I Certficate Enor || +5 | K | (2]

Fle Edit WView Favorites Tools  Help

»
~ |:2r Page + ) Tools ~

a
i

1>

Stewardship Contracting Information Database

Version 2.0

= U.S, Department of the Interior, P

Browser Info

SCID User Guide Projects By Status and State View
“APrevious =#Next “PExpand = Collapse  “>Begin ~ End

Current Status State Project Name Reguested By « Date ~ Submitted For
Main Views b New

Create Project > Approved

Create Activity/
Finance Record

Create Report

¥ Completed
¥ Carryover
¥ Canceled

Help
Logout

B8RP Contracting Information System

%J Local intranet H100% -

&) 1:27PM

Next the user will be asked to select whether an Activity or Financial record will
be entered. Click on the appropriate radio button.

Please select whether you wish to create an Activity Record or a
Financial Record:

Activity Record C Financial Record

Following this the user needs to select the appropriate State/Project/ Contract/Bid
Item for the Activity or Financial Record.
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2) The second method for entering an Activity or Financial Record is for the user
to select the Project/Contract, then select the Bid Item, and then enter the Activity
or Financial Record for a particular bid item To enter or edit Activity/Financial
Record information, the user must start at the General Project Information

Record, select Edit, then select the Contract Data Soptollos button and

a list of the contracts associated with the project comes up. Select the appropriate
contract and the General Contract Information page for the contract appears. If

the contract is not in Edit Mode click, on the Edit zar button at the top of the

page. Then select the Bid Info button located just below the
Status field. A Bid Item List page appears and the name of the project is located
just above the Status field.

To create an Activity Record, the user selects the Bid Item that corresponds to the
activity that needs to be recorded. A completed Project Bid Item screen appears.

The user selects the “Edit” button A sas at the top left part of the screen. The

Project Bid Item data is now in Edit mode, with editable data fields highlighted

with boxes. The user then selects the “Activity Reports” button Sl Iid

just above the editable fields. A list of Activity Records by date appears. If there
are no Activity Records in the database for that Bid Item, a message appears to
that effect. To create a new Activity Record, select the “Create Activity Record”

button I Create oty Record at the top of the screen. This button only appears

after the Activity Reports button is selected and then only if the Contract Status is
either “Awarded or Approved” or “Completed or Terminated.” A new screen
appears entitled “Contract Activity Record” with additional information brought
forward from the Bid Item record used to create this Activity Record such as
Activity Type (Product or Service), Project Name, Bid Item Number, Bid Item
Description, Program Element, Unit of Measure, and Value per Unit. For
service Bid Items enter the “Date Service Work Completed” and “Service Units
Accepted” fields. For Product Bid Items enter the “Date Products Removed” and
“Product Units Removed” fields.

If the user only needs to edit existing Activity Records, the process is very
similar, the only exception being that the user should locate the existing record on
the Activity Record List under that Bid Item. The user selects the record number,
displayed as a blue hyperlink, under the Activity Record # column. That specific
record is then displayed in a separate browser window, allowing the user to make
necessary changes to it once that document has been placed in Edit mode

The process for entering and editing Financial Records is virtually the same as for
Activity Records. When entering Financial Records select FINANCIAL

RECORDS instead of Activity Records.
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After data has been entered for the first time, the user should select the “Save”

ﬁ{k" awve Ve D5E
V22| and then the “Save & Close” 4 Save & Close buttons at the top left of the

screen. Similar “Save & Close” selections need to be made at the Project Bid
Item List form, and the General Project Information Form. If the user selects
“Close” instead of “Save & Close,” the user is prompted if they wish to “Continue
without Saving Edits?” If the user clicks the OK button, the data entered will not
be saved. However, if the user clicks the Cancel button, the data will be saved
before closing the document.
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Example of Service Activity Record

{= https://imwoal/development%5cstewcontract11. nsffAciRpt?0penForm@ParentUl

=f66b7e161cbc4deBB525 - Windows Internet Explorer

—
LEL13 M \g, https:fimwoal fdevelopment %Scstewcontract 1 1.nsFAckRpt?OpenForméParentUNID=f66b7e16 1060 Vl@ Certificate Errar ‘ || X ‘Live Search | R

File Edit View Favorites Tools Help

T} R’% I@https:H\mwoa1Idevelopment"/wScstewcontract11.nsfp"..I l

K- B mh v hPage v CFTock -

~
Stewardship Contracting Information Database
Contract Activity Record
Activity Type: Service
Edit Mode * =Required Fields
Activity
Project Name: Bid Item Description: Bid Item Number:
Dutch Gulch Unit 71. Non-Merch Thinning 1AB
Activity Record Number: Total # Units for Bid Item: Total # Units Remaining for Bid Item
1 320 32
Unit: Date Service Worls Accepted: * Service Units Accepted: *
e — —
Recalculate —— =
For this Activity Record Potential Stewardship Credits to be Earned
~

& Loral intranet o -

Example of Product Activity Record

(= https:Hfimwoal/development/stewco ict11. nsf/ActRpt?0penForm&Pare

INID-BADF600B93648 780852573 - Windows Internet Explorer

6\:} - \g, hittps:j{imwoat jdevelopmentjstewcontract1 1.nsFAActRpt?OpenFarmaParentUNID=8ADFE00BI3E457 V|@l Certificate Error \ || ‘lee search | P

© Fle  Edit  View Favorites Toadls Help

e ke I@https:p’f\mwna1fdevalupmentfstewmntra(t1l.nsf,m[t”.l l

Foo- B @ - [hpege - £ Teok v

~
Stewardship Contracting Information Database
Contract Activity Record
Activity Type: Product
Edit Mode * = Required Fields
Activity
Project Name: Bid Item Description: Bid Item Number:
Dutch Gulch Merch. Thinning, Unit 40C IAC
Activity Record Number: Total # Units for Bid Item: Total # Units Remaining for Bid Item
1 87.0 87
Unit: Date Products Removed: = Product Units Removed: *
Recalculate —— = b
For this Activity Record, is the value of the products removed
- . — I rerras | se— - — I - )

W Local ntranet F100% v

74 start
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Example of Service Financial Record

{= https:/fimwoal/development/stewcontract11.nsf/NewPaymentRec?0penForm@&ParentL

=36ABB1B6A0T162E - Windows Internet Explorer
gz—;r - \g, https:ffimwoal fdevelopment stevwcontract] 1 nsf/MewPaymentRec? OpenForm&ParentUNID=36A6611 v | @ Certificate Errar ‘ 3| X ‘lee Search

Bt

File Edit Wiew Favorites Tools Help

w e I@https:H\mwnalfdevalnpmentfstawmntract1l.nsF,iNa‘..l l

h- B = v ;b Page - {3 Took - =

~
0| Close | Save
Stewardship Contracting Information Database
Contract Collection Record
Activity Type: Product
Edit Mode * = Required Fields
Collection Record 7
Project Name: Bid Item Description: Bid Item Number:
Goose Creek Unit 300 Sawtimber 8
Product Collection Amount: * Pavment Date: * Invoice Number: *
Collection Type: * Total Bid Item Value:
 Cash Payment by Contractor 53.662 82
O Stewardship Credits Used
~
Dorne y

& Loral intranet o -

(= https:/fimwoal/development/stewcontract11. nsf/NewPaymentRec?0penForm@ParentUNID-9BA6D504EA2E633 - Windows Internet Explorer

G_\\:; ~ . hitpsiffimmoat developmentstewcontract1 L ns/NewPaymentRec OpenForméParent INID=28A60S | 1 Certificate Errar | | K| Live seach

[EE

¢ File Edit Wiew Favorites Tools  Help

w Ighttps:H\mwua1fdevelupmentfstewwntract1l.nsf,iNE‘..I ]

5 - B - d=h v [ikPage - {5 Took - 2

~
Stewardship Contracting Information Database
Contract Collection Record
Activity Type: Product
Edit Mode * =Required Fields
Collection Record 3
Project Name: Bid Item Description: Bid Item Number:
Dutch Gulch Merch. Thinning, Unit 71 IAB
Product Collection Amount: * Pavment Date: * Invoice Number: *
Collection Type: * Total Bid Item Value:
(O Cash Payment by Contractor $1.694.94
O Stewardship Credits Used
hd
Dane W Local ntranet F 0% < >
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Appendix A
Establishing an Internet Password in Lotus Notes

1. Find the BLM Address Book from the Workspace directory in Lotus Notes.

@ Workspace - Lotus Notes

File Edit “iew Create Actions Help

CHE- | IELLET R |
Address v| A @@Q:"

@ ‘welcome @ Tim Bottomley Inbox ¢ r..& Health Fair @W’Drkspace X

‘v . hd Bl hd f L Pay
10625 ﬁ 43 ) 135 29'1 I\IJI = [ EES
3 - i BLM's Address Bottomley's BLM Directory PayCheck California
DUE]DFUQC:F“ LNZ; Thjt]r-ucrgenl TIU: E:;;?m:?y Bl I;;Th:ﬁluél Addresz Book Catalog Archive-2004 Directives
on Local o LMNIM1 on LMNIFT on LMORM4

on LMNIk1

E/ s
@) 2390 @, E5E ﬁ 1045 ? 91 @ 375

Forest BLM Helpful FSMOTES's Resource

o i
Paﬁﬁtﬁclage. tdanagement Safety, Bldg., & Address Book Feservations NU;ZSLEUS:‘ID N;]SL%TN'TSI.IL I}'_‘U;IL;SUP:]TZSCSI Idal;i?::ﬁ‘tges
Discussion For.. General Informa... on LMNIM T [5.0] on LMMI4

= M Pay
@ 137 u @ | e o e Q¥ [
MMS dddress Morthern Fackies DOl's Address Tim Battarmley MPS's Address F'aj.JCheck T30 Newslatter Stewardship
Book on LMMIZ Lyri Amendment Book [Brchive) Baok Archive-2003 Librery an LMNI Requirements &
on LMNI4 on LMNIM1 on Local on LMNIM1 on LMNIF1 Bug Fix Tracki..

W

El& Name and USGS Addrese
Address Book Book
on LMMNIk1 on LMMIM1

u ‘} 2 . 15386 %? 234

FS's Address MNEW '05 Stewardship
Desktop/Laptop Contracting Info
Certification on

NSTC wide
Calendar
on LMMNIk1

Bookmarks (] WO-200 Portfolio

on Local

Book

o LMNIMT Tad on LMNI4

Syzteman L

®
&
Sl
&l
&
&
@l
S
i
&
&
|
53

:] Office

ar W Manual @ SCID_Guide11200...

If you do not have the BLM Address Book database in your Lotus Notes Workspace,
contact your local computer person to have it installed in your Workspace.
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2. Double click on “BLM’s Address Book ...”, and the following should come up.

@ BLM's Address Book - People - Lotus Notes

File Edit “iew Create Actions Help

CHE- IS8 | ABB]| 2500 ovE o= BAQE

Address v | @~ @@Q:'|
JQ Welcome [@ Tim Battamley - Inbox X [@Health Fair [@ Workspace % [‘u BLM's Address Baok - Peaple 2
Domino Directory Add Persan Edit Persan @Copy to Perconal Address Book
‘ ﬁ Peaple Mame ~ Telephane Company E-hdail
@ ITCRGVDUDS ATH ., Cregon (office; 503 808-6111 BLh OR ORSO Oregon ATBIORECIORIBL -
3 configuration farons, Helene (office) 202 452-5134 BLk WO Helene SaronsiwWO/BLMIT
@ DOl Information tarseth . Robert (office) 503 315-5997 BLk OR SAF0 Robert Aarseth/SAFOIORS
3 Groups Aarstad, Curt {office) 530 233-7918 BLk CAALFO Curt Aarstad/CASOICABLI
@ 1 People Abbe . James (office) 760 326-7021 BLk CANEFD James AbbelCASOICABL
Q 3 server Abbatt, Jim (office) 916 978-4600 BLh CA CASO Jim Abbotf CASOICABLM
Abbott, Kathy (office) 435 688-3234 BLk UT SGFO Kathy sbbotfASFOMZIBLE
Q Abell, Thomas (office) 435 259-1854 BLk UT MFO Thormas AbellMFOUTIBL
Abernathy . Ron (office) 907 450-5950 BLM Ak JPO Ron Abernathyidk SORBKIE
Abeyta . Caralyn (office) 303 236-2636 BLk D0 Caralyn AheytalDWwWOIBLk
ﬁ Abeyta, Opie (office) 8015384123 BLk UT UTSO Opie AbeyvtalUTSOMUTIBL
@ &ble, Ina (office) 505 234-5971 BLk Mb CFO Ina AblefCFOMMIBLIMIDE
Abrams , Drew {office) 916 9854474 BLW CAFOFO Drew sbrams/CAS0/CAB
@ Abrom , Tonyua (office) 907 271-5507 BL AR AKSO Tonyua Abrormidk S OlakiE
ﬁ Acarregui, Steve (office) 208 384-3402 BLM ID BDO Steve AcarrequilLSRONDH
Accettura . Jern (office) 303 236-8360 BLk NIRRT Jerry AccetturalIRbBLA
ﬁ &chezon , Gail (office) 760 2514800 BLh CAPSFO Gail Ache sonfCASOICABL
Ackerman . Chris {office) 541 947-6142 ELk OR LVYFO Chriz Ackerman/LVFOIOR
@ Ackerman . Mark {office) 916 GE3-1740 BLW CAFOFO Iark Ackerman/CASOICA
Ackley, Fran (office; 719 269-8511 BLR CO CCFO Fran Ackley/CCFOICOIBLE
!B Acosta, Bianca (office) 775 B61-6442 ELkA MY NS0 Bianca AcostalVs O/NVIE
2 Acree . Kelly (office) 406 533-7621 BLk MT BFO Kelly AcreeftTSOMT/BLI
t &damack, Matthew P {office) 505 438-7400 ELR MNbd MRASO0 b atthew P Adarm ackiMhdf
Adame ., Rey (office) 307 352-0399 BLk WY RSFO Rey AdameRSFOMAYIBL
Adamic, Denise {office) 303 239-3671 BLK CO COS0 Denise Adamic/COSOICO
Adams . Alexandra (officed 503 808-6114 ELAM OR ORSO

Alexandra Adams/ORON T
»

i start

=

L EEEES————

|| Z2 «||0ffice ~| |3 ~
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3. Find your name.

@ BLM's Address Book - People - Lotus Notes

File Edit WView Create Actions Help

OB 58 4% B Cc000%hE ¢ =%= BEMQE |
Addiess v| F= @@Q:v|

JQ ‘welcome [@ Tirn Bottomley - Inbox 3¢ [@ Health Fair > [ {5 Workspace ¢ [._LJ BLM's Address Book - People

Domino Directory Add Persan Edit Perzon @Cnpytn Perzonal Address Book
Mame - Telephone Company E-bdail
@ Bossler, Matthew (office) 623-530-5608 ELM AZ PFO I atthew BoszleiPFORZS &
3 Canfiguration Baoteler, Ray (office) B01 8454678 ELMES JF Ray BoteledJFOJESIBLMI
I\j‘/ﬂ DOl Information Botsfard . Jed (office) 702 515-5000 BLK MY LYFO Jed Botsford/LWYFOINYIBL
Bott, Dave (office) 505 438-7580 BELK M MMEO Dave BottMME OfMRIBLN
% Bottomley, Tim {office) 303 236-0681 ELk NCS Tirm BottornleyNCEBLIME
Q 3 Server Baoucher. Ann ({office) 406 896-5011 ELM MT MS0 Ann BouchertATSOMTIE
Bougeant. FPaul (office) 505 599-6304 BLk Mbd FFO Faul BougeantFFOIRMIE
Q Bourey, Bruce (office) 970 375-3302 BLk CO DUFOQ Bruce Bourg/DUFOICOIB
Bourgaine , Christopher (office) 760 647-6071 BLk CABIFD Christopher Bourgoinel/C2
Bourke . Johara (office) 435 §96-1500 ELM UT RFD Johara Bourke/RFOJUTIE
ﬁ Bourne , Fhillip (office) 208 373-3944 ELM IDISO Phillip Bournel SOADIBLR
@ Bourque . Marji {office) 806 356-1026 ELk M AMFO Iarji BourquelAhdF O,
Bowy. Ed (office) 907 271-3318 BLK &K AKSO Ed BowyAKS QIAKIBLMIDH
@ Bowder, Jack (office) 503 808-6146 ELM OR DRSO Jack BowdernORS0Q/ORIB
ﬁ Bowen , Ben {office) 801 9774300 BLM UT SLFO Ben BoweniSLFOMUTIBLE
Bowen , Britt (office) 928 505-1305 BLM &Z CRD Britt Bowen/LHFO/AZ/BLN
ﬁ Bowen , Chuck (office) 307 261-TH6A BLk Wi CFO Chuck Bowen/CFOMMYIBL
Bowen , George E {office) 703-413-3050 BLM WO George E BowenfwWOIBLE
ﬁ Bowen , Johnny (office) 435 7814412 BLk UTYFCQ Johnny BowentFOMUTIBL
Bowen | Kristin (office) 406 329-3914 ELk T MIFO Kriztin Bowen/hTS0MTI
l_,IJ Bowen , Tesza {office) 303 236-1930 BLM MNCS Tezza Bowen/MWCSBLMIT
' Boweer . Michael {office) 307 3284272 ELM ' RFO Michael BowenRFOMYE
: Bowers . Gary (office) 208 387-0065 BLk Fi MIFC Gary BowersiMIFCIBLRMID
Bowers . hatt (office) 208 387-5426 BLk Fa MIFC I att BowersiMIFCIBLIMID!
Bowers , Phillis (office) 970 826-5086 EBLMM CO CRFO Phillis BowersiCRFOJCO
Bowker . Brean (officed BO2417-9231 BLM AZ 4250 Brvan Bowker.l’AZSOJ’AZJ"B\ i
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4. After double-clicking on that name, the following should come up.

@ Tim Bottomley/NCS/BLM/DOI - Lotus Notes

File Edit View Create Actions Help

C e AG8)| BT 00T EME el
ddress v| 8. @@Q:‘v|

Welcome [@ Tim Bottomley - Inbox > [@ Health Fair 2 [ ﬁ\v\u"urkspace * [__U BLk's Address Book - People [__“ﬁ Tim Bottomley/NCS/BLM/DOl x

Edit Person ®Cance|
& - .
- . =
Person: Tim Bottomley/NCS/BLM/DOI  Tim_Bottomley@bim.gov &F‘a: -
&} ﬁ . T
E}IL Basics ] workiHome I Other] Mizcellaneous ] Cetificates ] Roaming ]
Q Cwhers: Tirm Battarnlewh CSIBLMIDOI
Q Administrators: BLM_Admin
Allow foreign directory ez
synchronization
ﬁ Last updated: 11/01/2005 12:03:57 P LMNITIBLMD O
Assigned policy: MM Pas swword
@ Check password: Don't check password Synchronize
Required change 0
ﬁ interval:
ﬁ Grace period: 0 Motes clientlicense: Lotus Motes
Last changs date: 110172005 D:03:18 P GAT Motss client machine:  NCSDA4B5338: ILMMNIRRMA0465339
ﬁl Password digest: 3762D2B5FECEF7F41D647B36041338E5 Motes client platform: WindowsiINT 5.7 Intel; WindowsMT 5.7 Intel
Lastchange date: 1170152005 06:03:19 Pl GhT Motes dliernt build: Felease 6.0.3; Release 6.0.3
({Internet Pas sword)
Metwork account name:
{ Force userto change
‘:,_}J Internet Password on ™ ‘Yes Change request Mane
LJ next login:

D ——— -
1 s start @ Tirn Bottoml & Manual ) _Guide11290

Just below the name in the above screen shot, there are several tabs: Basics,
Work/Home, Other, Misc., Certificates, Roaming, and Administration. In the above
example, “Administration” is the one shown.
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5. Click on the “Basics” tab.

@ Tim Bottomley/NCS/BLM/DOI - Lotus Notes
File Edit Wiew Create Actions Help

=) B TC000%DE M |
Addiess v| [=R= @@Q;v|

‘welcome [@ Tim Battomley - Inbox > [ Health Fair [@ ‘Workspace X [‘U BLM's Address Book - People [‘Ié Tim Bottomley/MNCSBLMADON >

Edit Perzon ®Cance|

- -
=
Person: Tim Bottomley/NCS/BLM/DOl  Tim_Bottomley@bIm.gov &‘.‘ z: *
‘ﬁ Fi e
Basics l ‘warkiHome ] Other] hdizcellaneous ] Certificates ] Roaming ] Administration ]
First name: Tirm b ail system: Motes
Middle name: Daornain: BELM
Last name: Bottarmley Mail zerer: LrAMIFATIELRAD O
Uzername: Tim BottormlewNCSELMIDOI b ail file: mailinitncstbotiorm|
Tirmn Bottornley Forwarding address:
Altermate name: Internet address: Tirn_Bottomley@blm.gov

Format preference for

. . - Keep in senders' format
incoming mail:

ShortnamelUserlD: thottoml

Perzonal title: when receiing

Generational qualifier: unencypted mail, -
encrypt before staring in

Internet password: (Go/dhRpRXawtgiF7GsP8) vour mailfile:

Freferred language:

Sametime server:

CH8y8degyd vPdcasy

—

C] Office

start @ Tim Bottormle er B Manual | SCID_Guide11290..,

The Internet password is on the second from bottom line on the left. The numbers and
characters shown in the above example are not the actual password.
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6. Select Edit Person (just above your name on the upper left side of the screen).

@ Tim Bottomley/NCS/BLM/DOI - Lotus Notes
File Edit %iew Create Actions Text Help

CHS- TS5 B < <BI MV
Address v | (=R g @@Q:'|

‘Welcome [@ Tim Bottamley - Inbox > [@ Health Fair > [@kaspace X [ ‘U BLM's Address Book - People > [Jﬁ Tim Bottomley/NCS/BLMADON 2
@Save & Close @Examine Internet Cerificate(s) | @Examine MNotes Certificateis) ®Cance|

Person: Tim Bottomley/NCS/BLM/DOIl  Tim_Bottomley@blm.gov ,‘: 3“

workiHome I Other] Mizcellaneous ] Certificates ] Roaming ] Administration ]

First name: rTimJ Mail svstem J‘NotesJ;|
Middle name rJ Dormain: J‘BLMJ
Last narme: rElottomIeyJ hAail zerver: rLMN|M1IBLMIDO|J;I
Uszer name: "Tim BottomleyNCEBLMIDOI tdail file: " mailinitnesithottornl 4
Tirm Bottornley Forwarding address: "
Alternate name: Internet address: " Tirn_Bottomley@hlm gov

Format preference for Keep in senders' farmat =1

Short nameilUserlD: "thattaml 4 incarming mail:
Perzonal title: "= Wwhen recei;ing ;

A — i unencrypted mail, F
Generational qualifier: rJ_I encrypt befare storing in Ma =l
Internet password: (Go/dhRpRXAvtgiF7 Q:PE) 4 vour mailfile:

Preferred language: rJ

Sametime server:

CeElBEgagy vPdcaaly

This is the protected text area of the form.

C] Office

P——
s start @ Tirm BottomleyMC., ; er [ 8% manal r@ SCID_Guide11290...

Now change the Internet password to one of your choosing. Use the strong password
structure (8 digits, capital and small letters, at least one number, and one symbol).
Important — be sure to remove the parentheses around the password when you
create your password, or the ‘world” will be able to see it.

Once you establish an Internet password, it will automatically change to your Lotus
Notes password after the next password change in Lotus Notes. However, this refresh
usually occurs after business hours, so your new Lotus Notes password will not work
until the next business day.

October 2008



