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NRS User’s Guide
1. Purpose

This User’s Guide is designed to instruct the user in the features and functionality of the NCI Resource Scheduler (NRS).
2. Scope

NRS is a National Aeronautics and Space Administration (NASA) Collaborative Infrastructure (NCI) software application that automates the scheduling of NASA’s video teleconferencing-capable rooms.  Application features include:

· Hardware:  The Web application runs on a Windows 2000 Server that accesses a Sun Blade server with a Solaris Operating System using Oracle as the Database Management System.

· Access through an Internet Uniform Resource Locator (URL) on Microsoft (MS) Internet Explorer.  A unique userID and password prevents unauthorized use.

2.1 Conventions for NRS
NRS uses standard web browser terms and conventions.  A description of these conventions is available through Internet Explorer.  NOTE: It is assumed that the user is familiar with web browser functions or that the user will seek help on web functions by accessing the help information of their applicable web browser.  The intent of this document is to assist the user in using the scheduling application for their Video Teleconferencing System (ViTS) requirements.  It is not designed nor intended to teach a user any web browser functionality.

2.2 Application Integrity

Standard application backup procedures and production hardware repair policies apply to NRS.  There is no backup system.  Recovery in case of catastrophic failure follows the Marshall Space Flight Center (MSFC) recovery and backup guidelines.

2.3 Troubleshooting

Users having problems with NRS should open a trouble ticket through the NASA Information Support Center (NISC) Help Desk at 256-544-HELP (4357) or 1-800-424-9920.

2.4 User Identification (ID)

To obtain a NRS login ID and password, a NASA Integrated Services Network (NISN) Application Access Request Form must be completed.  The Applications Access Reqest Form is located on the NISN Home Page at http://www.nisn.nasa.gov/support.htm.  Instructions for completing and submitting the form are included with the form.

2.5 NRS Access

2.5.1 User Access

The following levels of NRS user access are maintained through the use of a unique log-on userid:

	Level 1
	Allows a user to read all screens and write to (add, change or delete) all records and fields that can be updated.  It is reserved for the system administrator.

	Level 2
	Allows a services coordinator or room operator to read all screens and write to the video conference requests and site non-availability that they have requested.

	Level 3
	Allows a user read-only access to the conference request and non-availability forms as well as the capability to modify their user password as needed.

	Level 4
	Allows a user to read and print video conference schedules.  Currently reserved for NISN gateway technicians.

	Level 5
	Allows a generic user to read and print video conference schedules.  Currently uses a common user id and password.

	Level 6
	Allows a user read-only access to the conference request and non-availability as needed.


2.5.2 Logging onto NRS

To access NRS, the user must launch their web browser.  At the Internet Explorer address type in the following URL:


https://nci.nisn.nasa.gov/vcrs/
[image: image2.wmf] 


Press the <ENTER> key and the NRS login screen displays:

Figure 1: Logon Screen

To log on to NRS, perform the following:

1. Type in your user logon id and password.

2. Using the mouse, click on the OK button.  The NRS Main Menu screen displays.  Available options depend on the access level of the user.
2.5.3 NRS Main Menu
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Figure 2: NRS Main Screen

3. Creating a Conference
Movement through NRS is done by standard browser actions, such as the tab key and selecting with a mouse.  If you use the Browser BACK button, then unpredictable results may happen.  

To create a Conference, select Schedule Conference from the Main Menu.  The screen for creating a new conference is as follows:
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Figure 3: Create Conference Schedule
3.1 Setting the Date
Use the Calendar in the first column on the screen in Figure 3 to select a date (or type in the date).  Enter the Start Time and Stop Time.  The Stop Date will default.  Also, select a Setup time or allow it to default to 30 minutes.  The Start Setup Time will be calculated only when the conference has been saved by selecting “Submit New Request”.

3.2 Conference Information

The conference information fields should be familiar to the user from the previous NCI Resource Scheduler (NRS).  Drop down boxes are available for many of the appropriate fields when the field name is clicked (See Figure 4).  Either pick from the drop-down box or type in the information.  The drop-down boxes are created from existing data.

Note that the Originator Name, Phone and Email of the Submitter is automatically collected.
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Figure 4: Drop Down Boxes on Conference Info

3.3 Additional Sites
To add the rooms to the conference (or change in update mode), click on the Additional Sites button.  This button will bring up a separate window to allow you to select the sites that will participate in this conference.
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Figure 5: Add Rooms to Conference

Note that standard Windows conventions must be followed to select the rooms.  I.e., CTRL click and Shift click to select the set of rooms.  Click on the Submit button to go to the screen to collect room Points of Contact.
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Figure 6: Point-of-Contact per Room per Conference

Note that Rooms are automatically confirmed if they are used only for Video Conferences and the chosen time is not already scheduled.  The Point of Contact is automatically filled by finding the sites associated with that user.  Click on Save to return but note that the data is not saved into the conference until the conference is submitted.

Conference Notes window will come up when the Conference Notes icon is clicked. 

When you are finished entering notes, select the Save button to go back to the first page of the conference request form.  
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Figure 7:  Conference Notes

3.4 Submit New Request

Until the second phase of the NRS release is ready, after the above activity the conference will be ready to submit.  Select Submit New Request.  If successful, a number will be returned.  If there are conflicts, a message stating that will be returned and you will be given the option to resolve those conflicts by returning to the original page or by entering a special program to resolve the conferences.  This is covered in Section 10.0.
3.5 Conference Profile

Conference Profiles define the state to which the Room controllers will bring each of the devices in the room before a conference.  Defaults are available, and will be assigned if the user does not create a profile for the conference.   Select the Conference Profile button on the Schedule Conference page.
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Figure 8: Conference Profiles – Selecting

Select the profile to be added to the Conference, or create a custom profile for this conference.  The conference profile allows the selection of several device states:
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Figure 9: Conference Profile Screen

The following table defines the options which make up the Conference Profile:

Table 1: Conference Profile Settings

	Device
	Settings Available

	Light Settings
	Default settings have been defined for typical use.  These are “All on”, “Multimedia” and “Video Conference”.

	Lights_Front
	0-100%: Define the dimmer percentage.

	Lights_Center
	0-100%: Define the dimmer percentage.

	Lights_Rear
	0-100%: Define the dimmer percentage.

	Lights_Wall_Wash
	0-100%: Define the dimmer percentage.

	Camera_Left
	Camera Setting for this camera can be "On" or "Off".

	Camera_Right
	Camera Setting for this camera can be "On" or "Off".

	Camera_Corner
	Camera Setting for this camera can be "On" or "Off".

	Camera_Document
	Camera Setting for this camera can be "On" or "Off".

	Data Screen #1
	“Off”, "VCR/DVD", "Document Camera", "Graphics Receive", "PC1", "Aux Video"

	Data Screen #2
	"Off", "VCR/DVD", "Document Camera", "Graphics Receive", "PC2", "Aux Video"

	Auxiliary Screen #1
	"Off", "VCR/DVD", "Document Camera", "Graphics Receive", "PC1", "PC2", "Aux Video","FM Receiver", "Self View"

	Auxiliary Screen #2
	"Off", "VCR/DVD", "Document Camera", "Graphics Receive", "PC1", "PC2", "Aux Video","FM Receiver", "Self View"

	Center Screen 
	"Off", "Full Motion", "Self View"

	Mode
	“Standard” or “MPEG”

	Restricted
	Default “No”.  Implies that an attendee list and access to room is by attendee list only.

	Leader Initiated
	Default “No”.  Implies that room settings are not applied until leader is present.

	Audio_ Add_On_Volume
	0-100%

	VCR DVD Audio Add On
	0-100%

	PC1 Volume
	0-100%

	Room Volume
	0-100%

	Aux_Video Volume
	0-100%

	PC2 Volume
	0-100%


The Select button with Save Selected Lists will associate the Conference with the Profile.  A confirmation will appear after the selection.  If a conference has already been associated with a profile, then it will appear as a detail screen.  Note that by Restricting the conference in the Profile, or marking it a Leader Initiated, then this will require an Attendee/Guest list.

3.6 Attendee and Guest List

Attendee and Guest lists can be created, deleted or changed.  A list can be associated with a conference, or with more than one conference.  Attendee lists are owned by their creator.  Attendee lists are required only for conferences that are restricted, or for those that are leader initiated.  Guest lists are never required. 

To create an attendee list, first create a conference.  On the Schedule Conference page, there is a button which says Attendee/Guest List.  When the button is clicked, a window will come up that has all of the existing Attendee and Guest lists, and an option to create new Attendee or Guest lists:
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Figure 10:  Creating Attendees or Guest Lists

The “Select” button with the Save Selected Lists, associates an Attendee List and / or a Guest List with the current conference.  When the association has been made, a confirmation screen is shown and the window is closed.

The Details will allow the user to see the specific names on the list or to change the names:
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Figure 11: Creating Attendee List

Note that the members of the Attendee List must come from those people who have Key Card entry to the ViTS rooms.  It is this list of Key Card owners that is accessed to populate the Attendee List:

[image: image13.png]List Name New Sample Atendee List

First Name

Last Name

Find The A

Create The NewList

3 Key Card Holders List - MicrosoftIntomet Evploror PBIE3

Click on the selected name to add the person to the list

Chao Lasry Chao@esoconline.com
‘Sheila  Cloud 25-544-0120 Sheila 3 Cloud(@nasa gov
Vel Watson 650 604 6421 vwstson@mail atc nase gov

Close Window.





Figure 12: Attendee List and Key Card Database

There is a very liberal search of the Key Card system based on the query filter as is displayed in the above figure.  

When an attendee list has already been associated with a Conference, then selection of the Attendee/Guest List button will bring up the attendee list and the attendees in modify mode.
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Figure 13: Modify Attendee List

4. Updating a Conference 

To update a conference you have to select it.  If the conference number is known, find the conference by inputting the conference number from the main menu screen.  If not, use the capabilities provided within the Daily Conference Schedule page.  The query screen is shown below:
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Figure 14: Query Screen

4.1 Query

Use any or all of the above selections for a query.  The more precise the selections, the quicker the return.  Either select a date from the calendar or type in a date.  Select a set of room(s) using standard Windows selection key strokes.  And, the status is also available.  Click on Submit New Query to get a return for the day.

[image: image16.png]NCI-Resource Scheduler

Query Existing Conference

Morthf_| Dayf12 | veal2003

Sun Mon Tue Wed Thu Fri Sat
12

9

16

23

Ell

edule Mulipl

60000 AM
70000 AM
80000 AM
0000 AM
10:0000 AM
110000 AM

120000 P

110000 M
20000 P

20000 PM

Schedule for
Ha3.Hoz ATt

Conferanos Number: 42930 Date: 031272003
Time: 11:00:00 AM - 01:30:00 PM

Setup Time: 1030:00 AM

Title: MEDICAL SURVEILLANCE

Conferanoe Number: 42510 Date: 03272003
Time: 12:30:00 PM - 01:30:00 M

Setup Time: 1200:00 PM

Tite: DIRECTIVES MORS

Conferanoe Number: 50781 Date: 031272003
Tims: 02:00:00 PM - 03:00:00 PM

Setup Time: 01:30:00 PM

Tite: Industis) Hygiene.

Other Conference Rooms

[AMES SOFIA
|AMES/N200/213
[AMEST
[AMES2
Status Ch C's On Cal

Submit New Query

Menu

New Conference

Toviaw, edit, or delete 3 conference.
clidkan the dasired confarance.

PrintDetails
To ses conference details, lisk the
PrinyDetail button,




Figure 15: Query Results

4.2 Choosing the Conference

When the information is returned, click on the specific conference number to select it for updates.  To view participating rooms per conference and other detailed, specific information, select the Print/Detail button.  The Reporting sections address this format specifically.  Note that the Update Screen provides all the capabilities provided in the Create Screen with the addition of the COPY and DELETE function.
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Figure 16: Update Specific Conferences

Note that changes are not firm unless one selects Save Changes located at the side of the screen.

4.3 To Copy a Video Conference Request

If a request has been made to schedule a conference for other times involving the same or nearly the same sites, it may be easier to copy the conference request form than to retype it.  To perform this task, query the system and retrieve the video conference request form you wish to duplicate.  Click on the Copy button and NRS creates a duplicate of the displayed request form except for the NRS number, start date/time, and stop date/time fields.  The conference request form status will be an n.  Modify the conference request form as needed and save.  Once the save is complete, a pop-up message with the new NRS number displays.

NOTE:  NRS automatically changes the status of soft-scheduled conferences to n, if they are not hard scheduled before 96 hours has expired. 

4.4 To Delete a Video Conference Request

Use the assigned NRS conference number to query the system and retrieve the video conference request form you wish to delete.  Level 2 users can only delete conferences for sites that they have permissions to schedule.  Once the conference request form displays, click the Delete button located at the bottom right of the screen.  For conferences with a schedule status equal to h, you will be asked to provide a reason for the cancellation.  Once entered, click the Continue Delete button to complete this task.  Video conference requests that have an s or n status do not require a cancellation reason.

NOTE:  Deleted video conference requests CANNOT be retrieved.

5. Non-Availabilities
Site non-availability records are used to reserve time in a ViTS room for non-conference use.  Any time that a room will not be available for conferences, a non-availability form should be completed.  Reasons that a room may be unavailable include, but are not limited to, room demonstrations, preconference briefings, room operator training, new equipment installation, room maintenance, etc.  This option allows level 1 and 2 users to complete blank site non-availability forms and schedule time slots for nonconference use of a ViTS room.  Previously scheduled site nonavailabilities can be located via the query mode allowing users to edit or delete those conferences.  Level 3 and 6 users are limited to view capabilities only.

When Site Non-Availabilities is selected, a blank site non-availability form displays.  The user can now add his non-availability by completing the user-defined fields on the form.  Field definitions for the video conference request form can be found in Table III.  The first column identifies whether the field inputs are system-generated or user-defined. 
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Figure 17: Search for Non-Availabilities

5.1 Query Return

When you execute your query by clicking on Search, a list of data is shown on the screen.  Note that if you are not complete in your filter, the query will do what it thinks you want.  I.e. if just a start date is entered, all data past the start date will be shown.  The query return looks like:
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Figure 18: List of Non-Availabilities

5.2 Creating and / or Updating a Site Non-Availability
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Figure 19: Creating Non-Availability
Creating and Updating are given simple, easy screens with intuitive user interfaces. A POP up message will  tell you when your action is successful.    

6. Reporting
Print capability is available with a button on most screens.  However, this print only deals with the specific data which is being added or updated.  To extend the Print capability to a Report capability, select REPORTS from the main menu.  The Reporting Screen is as follows:
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Figure 20: Reporting

Note that the reporting capability has been expanded to include several other fields.  A wild card is active on these fields, so you can enter as much of what you think is correct as possible.  The standard screen print returns with an option for a spreadsheet.
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Figure 21: Query Results with Spreadsheet Option

6.1 Downloading Spreadsheets: Warning
The report will download into Excel format immediately.  If the report does not appear, repeat the process.  
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Figure 22: When Downloading a Spreadsheet

7. Archive Reporting
Archive reporting is available for statistical reporting on past conferences.  It is very much like the REPORTING section, Section 5, but, it is on conferences which have already happened.

8. Room Profiles
Because Room Profiles are of more interest to the community with the advent of the Multipoint Conferencing Unit (MCU) controller, they are available for users.  Select ROOM PROFILES from the Menu.
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Figure 23: NCI Room Scheduler

Use the above filter to select the rooms whose information is necessary.  Note that only the administrator can change this information.  Contact Tammie Lindsey at 256-961-9461 or Joel Dudley at 256-961-9333 to change the information.

9. Change Password
The Password change which is referred to here is the Oracle ID password and change in the NRS application will also be immediately implemented in all other NISN Oracle applications, such as Call Detail and the NSRS Performance reporting.

All Oracle users are required to periodically (every 90 days) change their password.  This option is provided as the Change My Password option.  When this option is selected, the following form displays:
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Figure 23: Change Password
To change your password, fill in the information as requested.  This process may be used as often as desired.  Additionally, it should also be used upon your first entry into NRS to remove the temporary password as assigned by the system administrator.

10. Administrator Functions

This option is only available to level 1 users and is used to update and maintain system data base information including user access and scheduling permissions, holidays, conference setup times, ViTS sites and alternate sites.  Since access is limited to level 1 users, the specifics of each system option are published in a separate document with a distribution limited to those users.
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Figure 24 System Administrator Functions Menu

11. Resolving Time Conflicts

If a conference request being scheduled conflicts with a previously scheduled conference or site non-availability, NRS notifies the user with a time conflict message.  This notification specifies whether the conflict is with a previously scheduled conference or a site non-availability.  The user then has options of scheduling the record with an n status or searching for an alternate date and/or time.  If a user selects to schedule as an n status, all information entered for the video conference request will be saved except that no time period will be reserved.  The information will be held for future use saving the time and effort of retyping or recreating the request.

11.1 Alternate Time Slot / Alternate Site Search

After receiving a conflict message, click the “Search Next Time/Alternate Sites” button.  The following screen will be displayed:
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Figure 25: Alternate Time Slot

A.
Indicates the set of rooms which were selected.

B.
To include the Alternate Sites in the search, check this toggle.

C.
To extend the search to all hours of the day, check this toggle (Note: Normal business hours are 8am-6pm Eastern Standard Time).
D.
Days to display can be 

· 1 Day

· 1 Week

· 1 Month.

Note:  Use the week and month to find an available day, and then select the individual day to continue the scheduling process.

E.
To continue, select “Search”.

CHART DISPLAY:
All charts have Site and Parameter information, as well as a color key, displayed at the top of the screen.  Note that red indicates that the room is in use during that hour and day.  Green at the top indicates a possible “slot” for the conference.

1 DAY:

From the “1 Day” chart, a time slot can be scheduled.  Use the “Submit Value” key to schedule conferences.  The single day screen can be reached either by selection of the “1 Day” as above, or by selection from the Month or Week chart.
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Figure 26: Alternate Time Grid

Note that rooms can be excluded or included by checking the box at the left hand side.

“1 Week” or “1 Month”:
 “1 Week” and “1 Month” give a sequential listing of days, starting with the selected day.  To complete the scheduling of a conference, select the day of the conference.
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Figure 27:  Search Alternate Time Grid

11.2 Completing an Alternate Time Slot/Alternate Site Search
Users can select any available time slot by entering the start time and stop time.  A time slot is the exact amount of time needed for the conference (based on the orderwire time, and start and stop time entered on the request).

Users can select alternate site(s) by placing a checkmark in the box on the left.  Alternate sites are as defined in a data base table in NRS.  If alternate sites have not been included in this table, they will not display during this type of search. 

Once the user has determined their search criteria, select the Submit Values button to process.  When NRS has verified an available date or time based on the selected search criteria, it will return to the main Video Conference Request Page. Then, the user has the option to soft or hard schedule the conference.  The request is ready to be saved by selecting the Save Changes button at the bottom of the video conference request form.

12. Change Log
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Appendix A.   Abbreviations and Acronyms

	Acronym
	Definition

	MCU
	Multipoint Conferencing Unit

	MSFC
	Marshall Space Flight Center

	NASA
	National Aeronautics and Space Administration

	NCI
	NASA Collaborative Infrastructure

	NISC
	NASA Information Support Center

	NISN
	NASA Integrated Services Network

	NRS
	NCI Resource Scheduler

	URL
	Uniform Resource Locator

	ViTS
	Video Teleconferencing System

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix B.    NRS User Field Definitions

	Field Description
	Field Definition

	Requesting Site:
	Originating site of the conference request.  A drop-down box displaying the sites that a user has permissions to schedule is provided.  NRS only accepts the site assigned to the log-on user-id (i.e.; if the user has permissions to schedule video systems assigned at MSFC, NRS will not allow him to schedule KSC1 as the requesting site.)

	Requestor's Name:
	Person that has requested a video conference be scheduled.

	Organization:
	Organization of the requestor

	Requestor Phone:
	Telephone number of the requestor.

	Requestor Email:
	Email of the requestor.

	Title:
	Unique name of conference 

	Transfer Rate:
	Codec speed confirmed by FTS2001 Reservations Center once reservation is complete.  The originating site determines point-point calls.

	Vendor Conference Number:
	Conference number assigned by FTS2001 Reservations Center once reservation is complete. 

	Passcode
	Vendor Passcode for dialing from bridge.

	Status:
	Status of conference request.  

h = hard scheduled (all confirmations complete, date and time reserved)

s = soft scheduled (awaiting confirmations, date and time reserved for 96 hours)

n = not scheduled (date and time not reserved)

	Director:
	Yes/No response to the question - will a center director be present in any room for any part of this conference?

	Audio Only:
	Yes/No response to the question - will there be audio add-on participants to this conference?

	Orderwire:
	Added to request after an orderwire has been scheduled with the bridge provider.  (This is an audio-only telecon for the room operators to use for their communication during video conference setup).

	Off-Net:
	Displays a y when an off-net #xx site is scheduled in this conference

	NCI Bridge Needed
	Default Y.  Select “N” when the MCU is not required.  Conferences with “N” will not be moved to MCU control.

	Start Date:
	Requested start date of conference. 

	Stop Date:
	Requested end time of conference.  

	Start Time:
	Requested start time of conference.  All times are Eastern Time.  

	Stop Time:
	Requested end time of conference.  All times are Eastern Time. 

	Start Setup:
	Pre-Conference setup time.  All times are Eastern Time.

	Hard Date:
	(Automated) Date that the schedule status of the conference request was assigned a value of h.


Appendix C.   Non-Availability User Field Definitions

	Field Description
	Field Definition

	Non-Availability #
	A system-generated number assigned when the site non-availability form is saved.

	Site Name:
	Site that originated the non-availability request.  A drop-down box displaying only the sites that a user has permissions to schedule is provided.  NRS only accepts the site assigned to the log-on user-id (i.e.; if the user has permissions to schedule video systems assigned at MSFC, NRS will not allow him to schedule KSC1 as the requesting site.)

	Status:
	Status of non-availability request.  

h = hard scheduled (all confirmations complete, date and time reserved)

s = soft scheduled (awaiting confirmations, date and time reserved for 96 hours)

n = not scheduled (date and time not reserved)

	Start Date:
	Requested start date of Non-Availability. 

	Start Time:
	Requested start time of Non-Availability.  All times are Eastern Time.

	Stop Date:
	Requested end date of Non-Availability.  

	Stop Time:
	Requested end time of Non-Availability.  All times are Eastern Time.

	Reason:
	A statement defining why the site cannot participate in a video conference.

	Originator's Name:
	Non-availability request originator based on the NRS user-id.

	Phone #:
	Telephone number of the non-availability originator.

	Fax #:
	Fax number of the non-availability originator.
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