Office of Communications (OC) — Standard Operating Procedures (SOP)
MC&FP Office of Communications (OCE) Daily Checks

Purpose. To establish the policy and procedures for performing daily checks on the Military
Community and Family Policy (MC&FP), Office of Communications Enclave (OCE).

Scope and Responsibilities. The Office of Communications (OC) helpdesk is required to
verify the correct functionality of all websites, applications, and interfaces, if applicable,
within the OCE. The below procedures will be executed every morning during normal
business hours and results will be documented in TAR 1614.

Procedures.

MilitaryHOMEFRONT http://www.militaryvhomefront.dod.mil/

(When performing the checks below, make sure there are no errors, pages that display
without content, or pages that look incorrect.)

e Red Marquee at top of page

o0 Make sure white text links are showing and rotate.
e “Did You Know” button

0 Select and make sure pull down works.
e QOL Resources - Select RSS Feeds

0 Select and ensure the content is provided.

MilitaryHOMEFRONT - Headlines
Special Needs - What's New

e Select Site Map
0 Scroll to the bottom of the page and ensure all portlets show valid data with
no errors.

e Select Feedback
o0 Ensure the Applications Messaging System Page is displayed correctly.

e Test Search
o Enter any word in the search box and press the “search” button.
0 Ensure the Search results page has data with no error messages.

e Shaken Baby Syndrome (SBS) Content Check
0 Service Providers TAB
= New Parent Support
e Management Resources
0 Training Resources
= Select SBS toolkit link on the page.
= Ensure the “Shaken Baby Syndrome (SBS)
Prevention Program Toolkit” page is displayed.
= Select any link on the page and ensure the PDF
downloads correctly.

e Service Providers Tab
0 Select any topic from the “In This Section” window.
o0 Select and view all level one page selections including the home link.
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0 Ensure SubPage links (level 2) are visible in the section.

e Leadership Tab
0 Select any topic from the “In This Section” window.
0 Select and view all level one page selections including the home link.
0 Ensure SubPage links (level 2) are visible in the section.

e Troops & Families Tab
0 Select any topic from the “In This Section” window.
0 Select and view all level one page selections including the home link.
o0 Ensure SubPage links (level 2) are visible in the section.

e MyCAA Links

Check each link and ensure the pdf opens; report status in TAR 1764.2
http:/www.militaryhomefront.dod.mil/mycaa/ResourceSheet
http:/www.militaryhomefront.dod.mil/mycaa/ProgramFlyer
http:/www.militaryhomefront.dod.mil/mycaa/FactSheet
http:/www.militaryhomefront.dod.mil/mycaa/SpouseFAQs
http:/www.militaryhomefront.dod.mil/mycaa/SchoolFAQs
http:/www.militaryhomefront.dod.mil/mycaa/SpouseTermsandConditions
http:/www.militaryhomefront.dod.mil/mycaa/SchoolTermsandConditions
http:/www.militaryhomefront.dod.mil/mycaa/NewSchoollnvitationHowto
http:/www.militaryhomefront.dod.mil/mycaa/NewSchoollnvitationPackage

O O0OO0OO0OO0OO0OO0O0OO0Oo

USA4 http://www.usadmilitaryfamilies.dod.mil/

e Test Search

e Test *News Articles

Plan My Move http://www.militaryhomefront.dod.mil/moving and
http://planmymove.mhf.dod.mil

¢ Installation Overview
0 Select a Service.
0 Select an activity.
0 Review content.

e Relocation Budget Planner Page
e Moving 101 Page

e Resources Page

e Moving and Relocation Home

o Test Installation and State Information.
0 Test Plan My Move.

CO Domestic Violence https://codvt.dod.mil/
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e Home Page

e Play Intro Video Page
e Training Module Page
e Resources page

e DoD Policy Page

o Reference Links Page

e Glossary Page
MC&FP Apps http://mhf.dod.mil/ or http://apps.mhf.dod.mil

e Home Page

e Application Messaging System (AMS)
o0 Home Page
0 List Messages page

e Content Management System (iCMS)
0 Search Page
0 Reports Tab

o Defense Installation Messaging System (DIMS)
o Each of the three Tabs
o FAQ Page
o Contact Us (AMS)

e Newsletter Subscription Maintenance
0o Home Page
o0 Analyze Tab

e Taxonomy Maintenance
o Can LogIn

e Collaboration Suite
0 https://cs.mhf.dod.mil/
e Home Page
o Files Page
o https://cs.mhf.dod.mil/
e Home Page
e Calendar

e Technical Assistance Request (TAR)
o List TARs Page
0 Reports Tab
o Update a TAR
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e Access Application Processing System (AAPS)
o Confirm that AAPS recognizes cert and displays the update page.

e AAPS Manager
0 Application Report Tab
In Progress Requests Tab
Completed Requests Tab
Admin Tab
Review the AAPS event log for errors and user activity.

O 00O

¢ MC&FP Communicator
o Calendar
0 Rosters

e MC&FP eMagazine
o0 Ensure current issue is displayed.

e MC&FP Global Calendar
o Test “View Calendar.”
0 Select “Click here to add or update a Calendar event.”

e Monthly Activity Report Application (MARA)
0 Select one or more Tabs and check for errors.

e Navy Wounded & Injured Tracking System NWITS
o0 Test DMDC VPN connection:

= Select “Cases.”

= Select “edit” on the number 1 record.

= Select “Update from DEERS.”

= Ensure Data from DEERS page has data.

= Select “Cancel/Close Window.”

= Select “Cancel.”

= NOTE: If the test fails, repeat it three times before designating the
DMRS VPN down.

e Wounded Warrior Resource Center Tracking System (WWRTS)
o Test DMRS VPN connection

= Select “Cases.”

= Advanced Search/Select Records Set(s) To Be Reviewed - Select “GO”
to build a report.

= Select “edit” on the number 1 record.

= Select “Update from DEERS.”

= Ensure Data from DEERS page has data.

= Select “Cancel/Close Window.”

= Select “Cancel.”

= NOTE: If the test fails, repeat it three times before designating the
DMRS VPN down

Ensure Preproduction is Up

e MilitaryHOMEFRONT — http://pre.mhf.dod.mil/mhf
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e USA4 — http://pre.mhf.dod.mil/usa4

Approval and Review:

This SOP was approved by the OC Senior Architect on September 3, 2009 and remains in
effect until superseded. OC management staff shall review this SOP annually at the start of
each fiscal year or as needed for updates.
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