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Appendix H.  Naming Conventions

H.1  CCE Approved Servers

· The following is the standard naming convention for CCE deployed servers.

Server names are divided into four fields: 

XX YYYYYYYY Z ###, where:

· XX =  2-character State code (e.g., CT for Connecticut) 

· YYYYYYYY = 8-character city code (e.g., Beltsvil for Beltsville, Maryland) 

The first 8 characters are used to represent the name of the city in which the office is located.  If the city name is less than 8 characters, the remaining spaces in this field are to be filled with zeros.  

If the same city is home to more than one Service Center, a number is used to differentiate the two offices.

This 8-character city code is meant to be the same as the Lan/Wan/Voice (T-Ops) assigned Field Service Center Domain name with the added zeros if the city is not 8 characters in length.  In locations where there was more than one office in the city the Lan/Wan/Voice (T-Ops) assigned domain name replaced the last character with a number starting sequentially with 2.  See examples below.

· Z = Type of system

· C for a Server which is a domain controller 

· S for a Server which is a member server (Hub sites will have a SMS Member Server)

· A Member Server is a server that is CCE approved, is added to the domain, but is not a domain controller.  The SMS server at hub sites will be a member server.

· A CCE approved laptop will be used to promote the servers.  The naming convention of these temporary Windows 2000 Server laptops will be as follows:

State  Laptop (all machines)  3-initials (of IT person) 001 (all machines)
Example of a laptop in Virginia:  valaptopdrs001

· ### =  a 3-digit number starting with 001 and  (e.g., 001, 002, etc.) indicating a server position (i.e., sequence of deployment) relative to all servers of the same type installed at a given site.  The official initial CCE deployed server will utilize 001 and any other servers will use the number sequentially.  For example if a second server exits (i.e. District Owned Server), then it’s sequential number would be 002.

Important!!  Using these standard naming conventions will aide in performing troubleshooting functions by the Help Desk, allow for future deployments and make it easier to integrate systems as we move into the Windows 2000 environment.

Examples Of Computer Naming Convention

Name
Description

CTHARTFORDC001
The first domain controller server at the Hartford, CT, site

CTHARTFOR2C001
When there is more than one site in a city and each site has a domain controller, (notice the 2 has replaced the d in the city name)

KSPAOLA000C001
The first domain controller server at Paola, KS, site (notice place-holding zeros)

CTHARTFORDS001
The first member server at the Hartford, CT, site

CTHARTFOR2S001
When there is more than one site in a city and each site has a member server, (notice the 2 has replaced the d in the city name)

KSPAOLA000S001
The first member server at Paola, KS, site (notice place-holding zeros)

H.2  Workstations

· The following is the standard naming convention for NT workstations.

Workstation names are divided into four fields:  XX YYYYYYYY Z ###, where

· XX =  2-character State code (e.g., CT for Connecticut) 

· YYYYYYYY = 8-character city code (e.g., Beltsvil for Beltsville, Maryland) 

The first 8 characters are used to represent the name of the city in which the Service Center, county office, or state office is located.  If the city name is less than 8 characters, the remaining spaces in this field are to be filled with zeros.  If the same city is home to more than one Service Center, a number is used to differentiate the two offices.

· Z = Type of system

· D for Desktop

· L for Laptop or Portable

· ### =  a 3-digit number (e.g., 001, 002, etc.) indicating a computer's position (i.e., sequence of deployment) relative to all computers of the same type installed at a given site.  

Examples Following Computer Naming Convention

Name
For . . .

CTHARTFORDL001
The first laptop at the Hartford, CT, site

KSPAOLA000D001
The first desktop at Paola, KS, site (notice place-holding zeros)

H.3  Printers Administered on the CCE Server
· The following is the standard naming convention for printers administered on the CCE deployed servers

Printer names are divided into 3 fields with a maximum of 12 characters:

XX_ YY_ _ _ _ _ ##, where: 


· XX_ =  a 2 to 3-character abbreviation for the manufacturer; for example,

· ep, for Epson

· hp, for Hewlett Packard

· lex, for Lexmark

· xer for Xerox

· ibm for IBM

· can for Cannon

· oki for Okidata

· pan for Panasonic

· YY_ _ _ _ _ =  a 2 to 7-character designation for the model or series; for example, 

· 4si  for a HP 4SI printer

· 4m for a HP 4M printer

· 4mplus for a HP 4M Plus printer

· 4000 for a HP 4000 printer

· 4000n for a HP 4000N printer

· 5m  for a HP 5M printer

· 4039 for a IBM 4039 Lexmark printer

· 2500cm for a CCE purchased HP 2500CM printer

· 4050n for a for a CCE purchased HP 4050N printer

· 4317 for an IBM printer

· N2125 for a CCE purchased Xerox printer

## = a 2-digit number indicating the sequential number of networked printer's at a given site.  Note:  it is very important to utilize the 0 as a separator value to help distinguish the printer number from the model field in the printer naming convention.  This numbering sequence will help identify the total number of networked printers at a site when viewing the location from the Active Directory.

· 01 for the first networked printer at the site

· 02 for the second networked printer at the site

· For locations that need a postscript print driver, you will name the printer according to the above printer naming convention and then add a “ps” after the printer number.  You should establish a printer name for the printer using the normal print drivers and then establish a second printer name with the “ps” at the end.  

· Until print drivers can be obtained from the printer vendors that support both Windows 2000 and NT 4.0, any location needing to use a post script driver will only be able to configure the printer on the local workstation and would not configure the post script option on the server.

Example Following Printer Naming Convention

Name
Description

HP4000N004
A Hewlett Packard, series 4000n printer, which is the 4th networked printer at the site 

LEX4039005
A IBM Lexmark, series 4039 printer, which is the 5th networked printer at the site

HP4050N01
A Hewlett Packard, series 4050N printer which is the 1st networked printer at the site

HP2500CM02
A Hewlett Packard, series 2500CM printer which is the 2nd networked printer at the site

XERN212503
A Xerox, series N2125 printer which is the 3rd networked printer at the site

HP4050N10
A Hewlett Packard, series 4050N printer which is the 10th networked printer at the site

HP4050N10PS
A Hewlett Packard, series 4050N printer which is the 10th networked printer at the site and uses the postscript print driver.  Note: this printer would have a regular PCL type print driver installed and using the printer name of HP4050N10

HP2500CM02PS
A Hewlett Packard Series 2500CM printer that is the 2nd networked printer at the site.  Note:  This printer would also have a regular PCL type print driver installed and using the printer name of HP2500CM02

H.4  Printer Share Names for CCE Servers

In order for the printers that are configured on the server to be accessible by the workstations, each printer must contain a share name.  The share name for the printer will be the same as the printer name.  It has been found that this share name does not have to be limited to 8 characters as in the previous DOS environment.

H.5  Printer Comment Field for CCE Servers

The comment field will be used to further identify the location in the office where the printer can be found.  Populating this field is extremely useful as this information is presented to the user whenever the print function is selected within an application and is visible within the Active Directory.  It is recommended not to include employee names within the description for security reasons.  It would also require the information to be updated anytime an employee left USDA or moved to another location.  Valid examples include:  Color inkjet printer in computer room, Laser printer along east wall, etc.

H.6  CCE Server TCP/IP Printer Port Names

Standard TCP/IP port printing will be used on the server.  The naming convention for the port will be the same as the printer naming convention used above.  If a Post Script driver is also set up, then only one port would need to be added to the server and you would use the regular naming convention without the “ps” on the end of the name.

H.7  Active Directory User Naming Convention

· The following is the standard naming convention for Regular users.

The initial population of the Active Directory for user names has been/will be accomplished from the X.500 directory.  This information has been generated from the Interim E-Mail Plan in which all employee’s were given an e-mail account on the NRCS UnixWare system.  When new accounts need to be created, it will be necessary to manually add the entries to the Active Directory.  

User Screen Name:

The user screen name convention is [firstname] [lastname] and is not limited by any number of characters. Example: Joe Smith

User Logon Name:

The user logon naming convention is firstname.lastname and is limited to 20 characters

Limitations/Guidelines:

· Length Requirements:

· Names must be unique within the first 20 characters

· Chop longer names to 20 characters

· Remember the period counts as a character

· No duplicates are allowed within Active Directory

Character Requirements:

· Possible characters are numbers, letters (upper or lower case letter are considered the same character) and periods

· Do not use any special characters such as `_-@#$%^&*()+=~<>?/|\,;:

· Do not use the “-“ in hyphenated names

· Do not use a space to separate names

Exceptions:

· Use firstname.lastname where possible, if duplicates exist, the following applies 

· Middle initial or middle name is allowed, following the convention of firstname.middlename.lastname.  Must chop at 20 characters.  If a duplicate still exists the last character must be changed to a 2, etc.

· If there is a duplication and the ID is less than 20 characters, add a number to the end (starting with 2)

· If there is a duplication and the ID is 20 characters, change the 20th character to a number (again starting at 2)

· If someone normally goes by their middle name, they can use that name instead of their First name and follow the rest of the conventions.  For example, if their name is “Tommy Lee Jones” and they go by “Lee”, their Username could be “lee.jones” instead of some variation like “Tommy.Jones” or “Tommy.Lee.Jones”, although the example would also be OK if they would rather use them

Examples:

· Less than 20, real name = Santa Clause




First occurrence: santa.clause





Second one: santa.clause2

· Twenty characters (19 characters in name plus the period), real name = Elizabeth Washington





First occurrence: elizabeth.washington





Second one: elizabeth.washingto2

· More than 20 characters (20+ characters in name, plus period) real name = Christopher Hendrickson





First occurrence: christopher.hendrick





Second one: christopher.hendric2

· Include Middle Name, less than 20 characters, real name = John Quincy Adams 





First occurrence: john.quincy.adams





Second one: john.quincy.adams2

· Using Middle Initial, less than 20, real name = Rutherford B. Hayes





First occurrence: rutherford.b.hayes





Second one: rutherford.b.hayes2

· Using Middle Name, 20 or more characters, real name = Mary Beth Christianson





First occurrence: mary.beth.christians





Second one: mary.beth.christian2

· Include first initial and middle name, less than 20 characters, real name = F.Scott Fitzgerald 





First occurrence: f.scott.fitzgerald





Second one: f.scott.fitzgerald2
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