Instructions and Guidelines Related to Deployment of CCE Network Servers


USDA COMMON COMPUTING ENVIRONMENT (CCE) PROJECT

NETWORK SERVER IMPLEMENTATION

XXXX XX, 2002

FROM: CCE STATE IT TEAM CO-LEADERS: (or from State FAC)


(insert names, email addresses, phone nos., etc for each agency’s IT Co-Leader)

SUBJECT:  CCE Server Site Point of Contact (POC) Instructions & Guidelines

TO:
CCE Server Site Point of Contact


(insert state name) USDA Service Centers

CC:
CCE System Administrators - FSA, NRCS, and RD


(insert any other addressees - agency leaders, Conservation District, etc.)

The CCE Project is beginning the installation and activation of the CCE Network Servers.  A State CCE Server Point of Contact (POC) and a CCE Server Site Point of Contact for each site was named to coordinate this effort.
The State CCE Server POC is: (insert name, title, agency, address, phone, email).  The Site Server Points of Contact list for the state is attached.
The responsibilities of the Site POC include:

Coordinator/liaison between the local site and the State CCE Server POC.

· Coordinate the activities and reporting required for the server implementation.

· Receive delivery of equipment.

· Ensure equipment remain unopened and safely stored.

· Serve as first contact and liaison with the Support Services Installation Contractor.  The Installation Teams will contact the CCE Server Site POC for notification of when the site is scheduled for installation.  The Installation Teams will physically setup any new cabinets, install the server, UPS and StorageWorks (if appropriate), and re-install any Cisco 2950 Switches still needing replacement.

· Coordinate and be available for the Contractor’s Network Site Overview conducted at the end of the physical installation.

· Serve as first contact and liaison with the State IT Team Member’s during promotion and population of the servers.
Pre-Installation Instructions
1.
30-Amp Circuit -  Installation of a dedicated electrical circuit (30-AMP) for the Uninterruptible Power Supply (UPS) must be completed.  This outlet should be available within 3 to 4 feet of the patch panel cabinet.  Details and instructions were previously provided.  If not already installed, this circuit MUST be installed IMMEDIATELY.

2. Cabinets and ADP Area - All extra materials (cables, manuals, etc.) stored in or stacked on the patch panel cabinet must be removed and stored elsewhere prior to server installation.  This includes the lower area (very bottom shelf) of the cabinet.  Make certain any manuals (not those included with delivery) used in or around the ADP room (room with the patch panel cabinet) are clearly marked as “Government Property”.
Ensure all USDA materials and tools remain separated from contractor tools and materials.  Contractor must furnish all necessary tools to perform the required work.

It is required that at least six inches of space be available around the outside of the cabinet, this includes both sides of the cabinet and the back.  The front of the cabinet should be free and clear in order for front door to open easily and freely.  Anything blocking the sides such as, printers, tables, etc., must be permanently relocated away from the cabinet to allow access to all sides of the cabinet.  A key for the cabinet door must be available to all agency personnel at all times and to the Server Installation Team.  Keys must be kept secure when not in use - do not leave in the door or on top of the cabinet.
If your site is receiving an additional cabinet, it must be placed next to the existing cabinet in order to make all the necessary connections to the 30-AMP electrical circuit from the UPS.

To allow access or space for another cabinet, you may have to move other equipment such as printers to new permanent location. 

3.
Cable Charts – It is suggested that copies of any cable charts, etc. be available for reference as needed by the Installation Team and State IT Team Members.
Equipment Delivery and Storage Instructions
All server equipment should now have been received.  As a reminder, at time of delivery, the CCE Server Site POC for the delivery site was instructed to:

1. Server Shipment - Identify and make known to other service center employees the location where the  server boxes will be stored.  Boxes must be stored in a safe, out of sight, preferably locked, environment.  The Support Services Installation Team will unpack and install the new server and UPS.
2. Cabinets - Sites that did not have a cabinet or did not have enough room for the server equipment in their current cabinet, will be receiving an additional cabinet in the couple of weeks.  They are being shipped for “inside delivery” which makes the shipping company responsible for delivering them inside the door.  Before signing, inspect the box for any obvious damage.  Accept delivery, noting any damage on the acceptance sheet before signing.  Immediately contact the State POC to report damaged boxes.  DO NOT OPEN DAMAGED BOXES unless instructed by State POC.
The Support Services Installation Teams will unpack and install the new cabinets.  The CCE Server Site POC will need to show the Installation Team the location for the cabinet installation.
Installation Process
1. General Information - Physical installation of the server and UPS will take approximately ½ to 1 day.  During a portion of this time (between ½ to 2 hours) the service center’s network (E-Mail, internet) and the FSA AS400 will be out of service.  All service center employees must be made aware of the scheduled downtime.  

2. Server Installation Schedule - The contractor will contact the CCE Server Site POC with a specific date for installation 7-14 days in advance of the installation.  The schedule can only be changed upon request from the Installation Team to the CCE Server Site POC.  The CCE Server Site POC can agree to a change in schedule if a previous site has problems or is completed early and they want to expedite your installation.  The CCE Server Site POC can refuse this request if necessary, but you are encouraged to accept their request if at all possible.  An questions or problems should be forwarded to the State POC.
3. FSA AS400 - The CCE Server Site POC or alternate and a knowledgeable FSA AS400 System Administrator (that can shutdown and bring up the AS400) MUST BE ONSITE FOR THE INSTALLATION BY THE SUPPORT SERVICES CONTRACT TEAM!!!

4. Site Walk-Through - A Support Services Installation Team will arrive at the site and complete a walk-through with the CCE Server Site POC.  The CCE Server Site POC should provide the team with keys to the cabinet and the completed cable chart if available.  CCE Server Site POC and installation team should discuss Service Center office hours, disposal location for shipping boxes and installation debris, and coordination of downtime.  The team is required to complete the installation during regular office hours.

5. FSA AS400 - FSA will be asked to power down and power up the AS400 at appropriate times.  An FSA staff member knowledgeable of these steps MUST be on site during the installation.  NOTE:  All devices (PCs, printers, etc.) that are connected to the AS400 must be ON before powering up the system.
6. Server Installation - The Installation Teams will be performing the following tasks:

· Setup the cabinet (if new one at site).
· Unpack and inventory new equipment.
· Remove the cabinet shelves (permanently).
· Install the UPS & server and StorageWorks, if appropriate below the patch panel.

· Power the server up and perform hardware diagnostics.

· Power the server off before leaving the site.
· Connect the AS400, server, and communications equipment that are in the cabinet to the UPS.  
· The Installation Team will install any replacement switches on site that need to be swapped.

· Clean up and tie back patch panel cabling in the cabinet to ensure all items are mounted and easily accessible.  
· The back panel of the cabinet will be left off permanently to ensure proper airflow.  The back panel and shelves will be stored in the service center.  Side panels will be put back in place.  
· CCE Server Site POC’s are asked to have employees test all communications (email, Internet) and printing from their PC/laptop.  The installation team is not expected to resolve previous problems but is expected to leave the cabinet equipment working as well as it was prior to installation. 

7. Clean up – The Installation Teams are required to leave the installation area in a clean and orderly appearance, properly disposing of shipping boxes and installation debris.

8. Installation Completion - The CCE Server Site POC or fully informed Alternate (staff member) MUST be on site throughout the installation.  At the end of the installation, the installer will provide a “Site Network Overview” session with the CCE Server Site POC and any staff available to point out and describe what was installed, special security on the UPS, and provide a summary sheet listing the changes.  No “Sign-Off” or acceptance of installation by the CCE Server Site POC or staff is required.  The Installation Team will provide the CCE Server Site POC with the following items:

· The inventory sheets for the server, UPS, and StorageWorks (if one was received).
· Software, extra hardware not used, and documentation (in box it was delivered).
· A diskette with the file of the “Server Diagnostics Test Log” (left in the server floppy drive).
· Keys to the cabinet that were borrowed.
· Installation Team Quality Assurance Form – completion of this form is optional by the CCE Server Site POC.
After the Support Services Contractor has verified server is operational, the State IT Team Members will be responsible for additional configuration, data transfers, software installations, activation of the servers, etc.  The follow-up visits by the State IT Team Members will be scheduled as soon as the schedule of the Server Installation Team is known.  The goal is to complete the State IT Team Member’s visit and activation of the servers this year.

Warranty Issues/Reporting After Installation
All of the CCE Server equipment is covered under a Compaq 3-year on-site warranty.  The response time will begin upon the Centralized Help Desk escalating the problem to the vendor.  It is expected that problem reporting will be handled through State IT Team Members as with the other CCE equipment.  

Questions
If you have any questions regarding shipment and delivery, please contact the State POC.  For any other questions, contact your respective State IT Team Member(s).
Page 1 of 3

