Naming Convention Standards

January 31, 2000


· Microsoft (MS) Exchange Naming Standards:  CPOCMA will comply with the U.S. Army Signal Command (USASC) guidance on MS Exchange naming conventions as identified below:

Exchange Organization Name:
The standard is the word ‘ORGANIZATION’ and must be in all capital letters.

Site Name:
CPOCMA (Aberdeen)


CPOCNCR (Ft. Belvoir)


CPOCNER (Aberdeen)


CPOCRIA (Rock Island Arsenal)


CPOCSCR (Redstone Arsenal)


CPOCSER (Ft. Benning)


CPOCSWR (Ft. Riley)


CPOCWCP (Ft. Huachuca)


CPOCPAC (Ft. Richardson)


CPOCKOR (Korea)


CPOCEUR (Europe)

Electronic Mail Naming Conventions:
1.  Organization Name:  ORGANIZATION (ALL CAPS)

2.  Site Name:  Be reflective of the site’s function, organization or unit.

Be the same as the Simple Mail Transfer Protocol (SMTP) Host Name

Be absolutely unique within the Exchange ORGANIZATION

Examples:  HQDA, 5SIGCMD, USARPAC, TACOM, etc.

Note:  Organizations consisting of multiple sites may distinguish those sites by using a hypen, (e.g. USARPAC-JAPAN).

Existing Site Names need not be changed however new sites must comply.

3.  Server Name:  It is recommended that email servers be given their server name per the Defense Message System (DMS) guidelines to ensure unique names within the organization, even if it is not currently planned to use the server for DMS.  (Note: Existing servers need not be renamed, even for DMS.  DMS uses only the server’s TCP/IP host name, which may be registered as a nickname [cname] in DNS, while the NetBIOS name is different).

Work-arounds for DMS servers involving Domain Name Server (DNS) and Message Transfer Agent (MTA) names can obviate the need to rename servers for DMS.   

4.  Public Folders:  Each site shall have a single top-level public folder, named using the Site Name, with all other folder’s as sub-folders.

5.  Alias Name and Directory Name:  lastname+ firstinitial+ middleinitial


Truncate as necessary to 15 characters (NT limit)

If no middle name, leave blank.  Do not use NMI per DMS guidelines


Use numerics to resolve duplicate names


Examples:  For James B. Burton = burtonjb; for John A. Smith (duplicate) = smithja2; 

for Susan C. Abercrombie - Fitch = abercrombie-fsc


Not case sensitive

Complete by attrition (new users follow these guidelines until all are complete).   

6.  Simple Mail Transfer Protocol (SMTP) Alias:

 
Primary (Reply Address): firstname.lastname@XXXXX.army.mil


The Army and the Air Force will agree by using the same SMTP Alias


Use numerics to resolve duplicate names




Examples:  james.burton@hqda.army.mil; john.smith.2@forscom.army.mil  


Secondary:  Legacy SMTP addresses may be included as aliases


Not case sensitive

Complete by attrition (new users follow these guidelines until all are complete).   

7.  Account Display Name Format:  Lastname, Firstname MI [GenQual] [Title] Organization/Office

Components:  1.  Last Name

  2.  First Name and Middle Initial and Generational Qualifier

  3.  Optional Title or Rank (from User Account Field “Title”)

  4.  Organization (from User Account Field “Company”) 

Use NO periods, and only ONE COMMA after the last name; Use BOTH upper and lower case

Examples:
Burton, James R LTC DISC4



Smith, John A Jr Mr TRADOC 

NOTE: these instructions are meant to match the Display Name field to the DMS Common Name (cn) field, with the addition of the Organization/Office at the end.

8.  Organizational Account, Resource Account and Distribution List Display Names:  Begin with organization name or acronym first.  Examples:  ASA-FM Conference Room, DAPE Help Desk , IMCEN Conference Room (1E629).

NOTE:  Organizational Accounts: 

The Display Name will start with the organization name.  Examples: ASA-FM Help Desk.  The Alias Name and Directory Name may be the same as the Display Name, minus the spaces and truncated to 15 characters.  The Company field should contain the name of the organization, all other fields on the user properties screen are optional.

9.  Exchange User Account Fields: 

Name

Use
Actual Contents

First 

M
given name


Initials

M
middle initial; if none, leave blank


Last

M
last name


Display

M
(see “Account Display Name Format”)


Alias

M
(see “ SMTP Alias”)

Address
O
building code/number OR full mailing address


When using full mailing address use full postal address.                                                                                                       

Address
O
6602 Army Pentagon

City


Washington or Fairbanks, etc. 

State


DC or AK or CA or AL, etc.

Zip code

20310-6602 (use full 9 digit zip code)

Country

USA or DEU, etc. (Use ISSO 3166)

Title

M
military rank or civilian designator: Mr/Ms/Dr, etc.

Company
M
the organization (ODCSPER, ASA-FM, ODISC4,           LOCKHEED, SAIG, etc.)  Note contractor/vendor company name

Department
O
The individual’s COMPLETE Office Symbol

Office

O
room number

Assistant
O
another person in your organization

Phone

M
DSN or commercial phone, as applicable by location (use hyphens) 


Phone/notes


Business

linked to “Phone” on General Tab


       Business 2
M
DSN number OR commercial whichever not used in 






phone above    


FAX
O


Pager
O


M = mandatory     O = optional

· Workstation and Server Names:  Workstations and Servers will have a unique NT name.  This will enable databases, which use the machine name as a link or key field, to easily identify the specific machine.  A standard workstation/server unique NT name will allow databases to identify each workstation within the Civilian Personnel Regionalization (CPR) enterprise.  Currently, the Helpdesk Expert Automation Tool (HEAT), Systems Management Server (SMS), and property databases are unable to uniquely identify machines within CPR.

Each workstation will have a three-digit site code identifier, followed by a two-digit function identifier and then a three-digit number unique to each site code.  For example, a workstation in the Ft. Belvoir CPOC would be NCRWK123 (NCR is the Site Code for Ft. Belvoir CPOC, WK is the function identifier for Workstation, and 123 is a unique three-digit number consisting of the last octet of the IP address of that workstation).     




Servers will have an additional four-digit usage identifier.  This is for ease in identifying server function within each site.  For example, a server within the CPOCMA would have an NT name of  CMASV011APPS (CMA is the Site Code for CPOCMA, SV is the function identifier for Server, 011 is a unique three-digit number within the CMA site code, and APPS is the usage identifier for Application Server).

Server names will have one of 9 different usage identifiers, depending on its function.  If a server has more than one function, then the highest usage identifier will be used.  The usage identifiers are as follows:

Primary Domain Controller

=
PDC

Application



=
APPS

Backup Domain Controller

=
BDC

Exchange (MAIL) Server

=
MAIL

Web Server



=
WEB

Database Server


=
DATA

Domain Name Server

=
DNS

Systems Management Server
=
SMS

File Server



=
FILE

Print Server



=
PRNT

Resumix Server


=
RES

· Cluster Servers:  The following naming standards are being applied for the Clusters and should be applied at each site when they are deployed with Life Cycle Replacement.

     Each cluster will use a virtual server name for the cluster.  For example SERCLS01       for the first cluster, SERCLS02 for the second cluster and so on for additional clusters.  


[EXAMPLE:  REGCLSXX  (REG represents Region designation, CLS for cluster, XX represents numbering)]

     Each cluster has two physical servers, or nodes A & B, as they are referred to in almost all MSCS documentation.  Use SERCLS01A & SERCLS01B for cluster 1 and so on for the others.   [COMPUTER NAME: REGCLSXXA, REGCLSXXB  (will be the same as the cluster name - the A will represent Node A or B will represent Node B)]

     Each Cluster will have various virtual server (netbios) network names for applications and network resources (i.e. Exchange, Web, SQL, etc.).  We propose to use SERCLS01MAIL for the Exchange virtual server name on Cluster1, SERCLS02WEB on Cluster2, SERCLS03DATA for Cluster 3, etc.  

     [CLUSTER VIRTUAL SERVER NAME:  REGCLSXXMAIL  (will be the same name as the cluster with the MAIL designation on the end to identify type of virtual server)]

· Printer Names for MDCPDS:

All printer names will be 10 characters long.  This will help the system administrator check printer names for errors as all will be the same size.

The first 3 characters (alpha ALL CAPS) are to be a unique alpha identifier (i.e. SCR for South Central Region, VIC for the Vicksburg CPAC, etc.)

The next 3 characters (digits 001-999) are to be a unique sub identifier (i.e. VIC001 could be the CPAC while VIC002 may be a district or manager under the CPAC)

The last 4 digits are to be the last 4 numbers of the IP address of the printer.  (i.e VIC0018124 would be the address for the Vicksburg CPAC printer with an IP address of 187.209.248.124) By using the last 4 digits of the IP address, a site/subsite with more than one IP subnet could identify printers with the same last octet.

The identifiers and sub id's would be kept in a database.  The proposed solution would allow up to 999 sub id's under each alpha identifier and 256 printers per subnet under each id/subid combination.  

The requirement of all caps ensures proper sorting when the available printers are displayed to the user.  Once a site is added to the database, all printers under that site will be in order first by site id, then by subsite id, then by ip address.  
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