INSTRUCTIONS TO ADD CAPS NEW FILE NAMES

· File naming convention is:

· PO{ac}.1.DODAAC.{cd7}{cd8}

· PL{ac}.1.DODAAC.{cd7}{cd8}

· VN{ac}.1.DODAAC.{cd7}{cd8}

· AD{ac}.1.DODAAC.{cd7}{cd8}

· SAACONS.CAP{ac}.1.DODAAC.{cd7}{cd8}

· A set of new file names must be entered for each issuing office’s DODAAC that  you support.

· For example, if you have core sites in the IM for DABTX1 and DABTX2, ten new file names would be created.

· Log into SPS-IM

· Go to interfaces 

· Highlight CAPS

· On right side of screen, on any highlighted line, right click and Edit.

· Go to the execution details tab

· Click on the Edit button

· Click on the Files button

· In the “New File Name” box, enter  PO{ac}.1.DODAAC.{cd7}{cd8}

· Click on the Add button

· Repeat the above two steps until all file names have been added

· Click  OK

· On the execution details tab screen,  click on the down arrow.  CAPS outgoing should be displayed in the “Name” box

· In the “Collections Box” at the bottom of the screen, highlight the CAPS Address File.  Double click

· In the “File Name” box, click on the down arrow and select the new AD file that was created for this particular DODAAC

· Repeat the above step for the PO, PL, VN and SAACONS.CAP file names

· Repeat the above four steps for each site pair

