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	TRANSFERRING AND POSTING DATA


1.0.  Reference:  Local Policy

2.0.  General:  Some products such as the CFC Two-Day Forecast, RECCE Forecast, and the I & W presentations are taken from the unclassified computer and posted onto the GCCS-K system.  It is imperative to remember data can only be transferred from a lower-level security system to a higher-level security system (i.e. NIPRNET to GCCS-K, GCCS-K to SIPRNET).

3.0.  Methods of transfer:  Data can be transferred from one system to another by two different methods – CD or floppy disk.

3.1.  CD:  Transferring data by using a CD is the preferred method, because there is no CD-write capability on the GCCS-K.  This method allows for numerous uses on one disk.

3.2.  Floppy disk:  This method should only be used if the CD writer drive is not working on either the PC or laptop computers. Immediately after copying information onto a floppy disk, ensure the disk is locked and secured, making it “read-only,” before inserting it into a higher-level security system.
4.0.  Transferring Procedures:

4.1.  Transferring data to a CD:

4.1.1.  Place CD into the CD burner.

4.1.2.  Click the “Start” button.  

4.1.3.  Go to “Programs,” then “Roxio Easy CD Creator 5,” and then select “Project Selector.” 
4.1.4.  A new window, titled Select A Project,” will open up (see below picture).

4.1.5.  Select “make a data CD” and then “dataCD project.”
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4.1.6.  The window will now change to the CD project window. 

4.1.7.  From the drop down menu at the top of the window, go to the folder containing the file you want to copy to CD.

4.1.8.  Select the file, and click “Add.” The file will now show up in the lower part of the window.
4.1.9.  After all files you want copied have been added, click on the red “record” button.
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4.1.10.  A new window will open. Before recording, check the “Options” section and ensure it is set to “Finalize Session. Do Not Finalize Disk.” This will allow you to write multiple times to the same CD.
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4.1.11.  When the program is done “burning” the CD, click “OK,” and then close the window. If the program ask if you want to save changes, select “No.” 
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4.1.12.  The original “Select A Project” window will pop back up. Just close it, and then remove the CD.

4.2.  Transferring data to a floppy disk:
NOTE:  NEVER PLACE A “SECRET” FLOPPY DISK IN THE NIPRNET COMPUTER!

4.2.1.  Place the floppy disk into the floppy disk drive (this is usually the A: drive).

4.2.2.  On your “Desktop,” open “My Computer.”
4.2.3.  A window will appear displaying all the available drives for the computer (see picture below).  Choose the drive containing the data that needs to be transferred.  Continue choosing appropriate folders and sub-folders to the file.
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4.2.4.  Find the appropriate file and right-click on it.

4.2.5.  Go to “Send To” and then select 3 ½ Floppy (A:) (see picture below).
4.2.6.  The data has now been transferred to the floppy disk and the disk can be removed.
4.2.7.  IMMEDIATELY WRITE-PROTECT THE DISK!

[image: image6.png]Fle Edt View Favorites Tooks Hep

Qback - @ - [ POsearch [ Folders

Adcress (£ HACC_SeoUlPRODUCTS

Name ~
File and Folder Tasks @ W & Products
=] Rename this fe gélv&észmv
@ Move this file DEwW
D copy thi fie (E0THER SUPPORT
& Publish this file to the Web (DRECCE
@ E-mail this file (D TROPICAL STORMS.
& Printthis fle Hice tables.doc
X Delets this i Bout of Office Wi.doc

1 Temp Data - Arr Conditioning.xis
Open

Other Places New
print

@ cc_seoul
B e
8 My Computer
& My Network Places

Scan for Viruses.

Make Avalable Offine
Open With

cut
Copy
Create Shorteut

Delete
Rename

Properties

Size| Type Date Modified

Fie Folder 6/9/2004 3:01 AM
Fie Folder 6/9/20046:22 PM
Fie Folder 6/9/2004 2:50 AM
Fie Folder 6/11/2004 6:13 AM
Fie Folder 4/22/2004 11:05 PM
Fie Folder 6/10/2004 B:14 AM
Fie Folder 6/10/2004 2:36 PM

43KB Microsoft Word Docll...  1/28/2004 1:16 PM
24KB Microsoft Word Docui..  2/21/2004 10:13 PM
20KB Microsoft Excel Works... 6/2/2004 8:12 AM

16 KB Microsoft Excel Works... 10/10/2003 12:22 PM

(2 Desktop (create shortcut)
{2 DirectCD Drive [O)

) Mail Recipient

(£ My Documents

) 040605_1056 (D7)

Boco





5.0.  Posting Data:

5.1.  The process for posting data is the same for a CD and a floppy disk.  If the data is contained on a CD, the CD must be placed into the CD drive.  If the data is contained on the floppy disk, then the disk must be placed into the disk drive (usually drive A).  From this point, the following steps are identical.

5.2.  On your “Desktop,” open “My Computer.” Open the saved data from the CD or floppy disk.  If the data is save on the CD, go to the CD drive. If the data is saved on a floppy disk, go to the A: drive.  

5.3.  Once the file is open and the data is displayed, it will need to be resaved onto the GCCS-K.  Go to “File” in the top menu.  Select the “Save As…” option.  

5.4.  A “Save As…” window will be displayed.  A scroll box at the top of the window labeled “Save In:” gives the option of choosing which drive the file can be saved under.  Select the appropriate drive and folder.
5.5.  For files that will be posted on the web, you must ensure to use the exact same file name as the one already on the web server. If a new name is used for the file, the server will not recognize the new name and it will not post on the web page. 

5.7.  After the data has been posted onto the system, close all windows.  

5.8.  Remove the disk.  If it is a CD, it can be used several times to transfer and post data.  If it is a floppy disk, it can be used again if it was write-protected. If it was not write-protected, then it’s classification level will be raised to the classification level of the computer, either “SECRET ROKUS” or “SECRET” (US only).
REVIEWED/ BY: MSGT ROBERT LOVE 

NEXT REVIEW REQUIRED: NLT 16 JUL 2005






