Instructions for Sending Finance Files To The

GSCC-Army Data Team

1. Because of the large quantity of files and numerous systems GCSS-Army receives data from,
a standard naming convention is necessary. Please rename the finance generated files by
adding the RIC (ex. AXJ_), an underscore, then date (yymmdd_) and underscore to front of
the finance generated file name.

2. Ensure all files are compressed into a single directory using the windows compression

utility.
For instructions on the utility go to:

http://windows.microsoft.com/en-us/windows7/compress-

and-uncompress-files-zip-files

Example:

Original file from finance:

Renamed file to be sent to GCSS-Army:

From GFEBS System
GFEBS_OPEN.TXT
GFEBS_CLOSED.TXT

From GFEBS System
AXJ_120507_GFEBS_OPEN.TXT
AXJ_120507_GFEBS_CLOSED.TXT

Name the compressed file:
AXJ_GEFBS_120507.zip

From STANFINS System
LXG_PD.CSV
NXG.CSV

From STANFINS System
AXJ_120507_LXG_PD.CSV
AXJ_120507_NXG.CSV

Name the compressed file:
AX)_GEFBS_120507.zip

From SOMARDS System
SOMARDS_OPEN.CSV
SOMARDS_CLOSED.CSV
SOMALIJOR.TXT

From SOMARDS System
AXJ_120507_SOMARDS_OPEN.CSV
AXJ_120507_SOMARDS_CLOSED.CSV
AXJ_120507_SOMALJOR.TXT

Name the compressed file:
AXJ_GEFBS_120507.zip

3. Use AMRDEC Safe to send files to the GCSS-Army Data Team. To use the site, you must
authenticate with a CAC or AKO login in. These instructions are for CAC use.

4. Open your web browser and navigate to: https://safe.amrdec.army.mil/SAFE/

5. Click on the “CAC Users - | Have a Common Access Card (CAC) and | want to use SAFE...”



http://windows.microsoft.com/en-us/windows7/compress-and-uncompress-files-zip-files
http://windows.microsoft.com/en-us/windows7/compress-and-uncompress-files-zip-files
https://safe.amrdec.army.mil/SAFE/

e SAFE

Sofe Access File Exchange

Welcome to the AMRDEC SAFE Web Application Version 23 1
SAFE is designed to allow AMRDEC employees and those doing business with AMRDEC an akterative way to send files other than email SAFE allows for much larger iles (up to 2GB) to be sent than is normally allowed via email
Click here for Getting Started Guide
To begin using SAFE please click an one of the finks below

CAC Usars - | Have A Comman Access Card (CAC) and | want 1o use SAFE Choose this option in order to send files to someone that does not have a * MIL" or * GOV" and to manually enter multiple recipients using
IMPORTANT. ¥ asked to choose a certificate, please choose the one with "EMAIL" in the name

I do not have a CAC or this machine is not configured to read my CAC and | would like to access SAFE as a Guest User

6. Under “Personal Information”, enter your name in the “Your Name” field.
7. Enter your AKO e-mail address and confirm.
8. In description of files(s) for each backup enter

a. Source System, e.g. GFEBS
b. RIC

>
TAMRDEC S

Safe Access File Exchange

Personal Information

Your Mame: Your name
Your Email Address: youremail@us. army.mil
Confirm Your Email Address: youremail@us.army.mil

File Information

Description of File(s):

GEFBS -
A
=
Files:
25 Maximum Files (total size cannot exceed 2GB)
File(s):
Deletion Date: 05M8/2012 max is 14 days from today [HELF |

9. Click on the “Browse...” button. Navigate to the location of the zip file you created,
select it. Click “Open”. Confirm that the selected file shows up in list of files.

21|
Look jn: [ 155 11th-4CR-June-8-2010 S =

1554 _0608101555C. FILES. CPIO
B june_9_apc_supply.xls
Frirwin_active_trans_hist.dmp B june_9_LxG_with_PDsupphy. s
Frirwin_assets,dmp Bl june_9_MXG_supphy.csy
tinwin_equipment_listing.dmp SAMS1ESUPWHSSBO_SAMSLE.DMP
tinwin_hr_asset. dmp SAMS1EWAOLAS_SAMS1E.DMP
tinwin_hr_comp_sn.dmp SAMS1EWAYEAA_SAMS1E.DMP
tinwin_hr_component_asset.dmp SAMS1EWAYEII_SAMS LE DMP
tirwin_hr_holder .dmp
) firwin_hr _subromp_asset.dmp = sams1EwGzCBD_SAMS 1E.DMP

Type: DMP File
Date Modifisd: &
Size: 16.1 ME

Feirwin_vic. dmp SAMS1EWG2CCO_SAMS1E. DMP
tinwin_unit_asssts.dmp SAMS1EWG2CDO_SAMS1E. DMP
tinwin_unit_authorization. dmp SAMS1EWGZCNO_SAMS1E. DMP
tinwin_unit_catalog.dmp SAMS1EWGZCTO_SAMS1E.DMP
Frirwin_unit_hrasset.dmp SAMS1EWGZDED_SAMS 1E.DMP
4] | |

File name: |aDsU_oE08102211C.FILE S.2ip B3| Open |
Files of tpe: [0 Files = Cancel |
Z |




10. Under “Recipient Information”, enter the AKO e-mail address of the first person to
whom you want to make the backup available.

NOTE: Use the following addresses to submit your backups to the
GCSS-Army data team:

bruce.l.brown.ctr@mail.mil
james.Snoke@us.army.mil
kelly.mulheren@us.army.mil
gloria.d.williams7.ctr@mail.mil
aaron.m.ozbat.ctr@mail.mil
peggy.l.green6.ctr@mail.mil

11. Click the “Add” button and confirm that the e-mail address shows up in the list beside
“Grant access to these people”. Repeat this step for each recipient.

@& AMRDEC SAFE - Safe Access File Exchange - Windows Internet Explorer == |

@\_} < |2 nttpsrsate.amrdec.amy.mil SAFE2/Default.aspx - @ [ 42| x| [*W Googte o ~|
g Favori tes & AMRDEC SAFE - Safe Access File Exchange

Provide an email address 1o give i
access fo: Manually Enter Email Address

Email Address:

Grant access to these people: james snoke@us. army.mil

alan.c_wyatt@us army. mil

Remaove

Email Setting
Caveats
NONE @ FOUO ©

Other:

I

Encrypt email message when possible [[]
Notify me when files are downloaded [

Require CAC for Pick-up (all recipients will need to log in with a CAC fo download files) [

File Submission

=

12. Under “Email Setting”, select the “FOUQ” radio button.
13. Under “File Submission”, click the “Upload” button. Acknowledge any messages.

14. At this point the system will send an e-mail message to each of the recipients you
entered. The e-mail message will contain a link that the recipient uses to download the
file. The message will also contain a single-use password that the recipient will enter to
verify that he is a valid recipient.

~ 4] x| [28 G 5
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The files were successhully uploaded

Intormation on The Uploaded Fiie(s)
[Fite Name [Fite size |
[Wxw 04181215168 FILES 2ip 76 tits |

Total ile size:16 MB
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