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Tracking Changes to the Contracting Officer/System Administrator Training 
Videos 

The 3in1 training videos were produced using version 1.0 of the 3in1 Tool Workstation and device 
software.  All new users should view the videos as part of their training, as the information contained in 
them remains relevant. Users subsequently should review this document to learn about new features or 
major changes to the software that were made after the videos were completed.   

This document summarizes the major changes that affect each video lesson. Each heading corresponds to a 
lesson title of the KO/SA training video. The bullet points summarize new features or major changes to the 
device or Workstation since version 1.0. Refer to the Release Notes or the Training Manual for details on 
each feature. In many areas of both the device and Workstation, menus and other screen elements have 
been re-organized or renamed to improve usability. In most cases, users should have no problems going 
from the version 1.0 video to the version 3.5 software. The screen changes noted below describe new 
features or major command changes, where a user may need guidance in moving from version 1.0 to 
version 3.0.  

3in1 Overview 
• Device:  A new Utilities menu changes the path to access the Concurrency Converter: Tools, Utilities, 

Currency Converter 

Lesson 1: Installing the 3in1 Workstation Application 
• No major changes 

Lesson 2: Getting Started with 3in1 Device and Printer 
• Device: new menu path: Tools, General Settings 

Lesson 3: Registering and Approving New Devices for use with the 3in1 Tool 
System 

• Device:  New feature to configure All-Point Networks (APNs) for GSM-enabled devices 
• Device: New fields on Device & Database Status screen must be verified during first-time use: ADB 

(Android Debug Bridge) Enabled, Non-market Apps Enabled, Stay Awake Enabled 
• Workstation screen changes: Main Menu commands have changed 

Lesson 4: Navigating the 3in1 Workstation Application 
• Workstation New Feature: KO Dashboard 
• Workstation: New steps to register and log in using a CAC 

Lesson 5: Going Offline/Online with the 3in1 Workstation 
• Workstation new menu path: File, Offline Management, Generate New Local Replica 
• Workstation new menu path:  File, Offline Management, Synchronize Local Replica 

Lesson 6: Navigating the 3in1 Device Application 
• Device new feature: Pre-filled Orders 
• Device new menu path: Tools, General Settings, Logout 
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Lesson 7:  Registering New Users 
• Workstation User Registration, Personal Info tab has new fields: Service and Rank 
• Workstation new feature: Web-based user registration 

Lesson 8:  Managing User Roles and Accounts 
These are all Workstation changes. 

Menu Changes: 
• "Area of Responsibility" menu command is now "Set Up" 
• New path: File, Documents, Document Handling 
• New path: File, Profile Management, Unit Profile 
• New path: File, Profile Management, User Profile 

New Features: 
• New tabs on Document Handling window: Purchase Orders and Cash Advances 
• User Profile New Features: 

o Options: Receive Email Notifications, Allow Device Originated Cash Advance and Document 
Sync Size Limit  

o Offline Settings tab options 
o User and Office Subscriptions 
o Change Certificate button 
o Use Roles button 
o Change Unit button 

Lesson 9:  AOR Setup 
Workstation Changes: 

• "Area of Responsibility" menu command is now "Set Up" 
• New feature:  Add Unit button 
• New feature: Add Office Groups 

Lesson 10:  Defining Procurement Control Policies 
• Workstation new menu path: Set Up, AOR/RCC Procurement Control Policies 

Lesson 11:  Defining Default Clearance Flow 
• Workstation new menu path: Set Up, RCC Default Clearance Administration 
• Workstation new feature: Group clearance type 

Lesson 12:  Manually Adding Purchase Requests from the Workstation 
• Workstation Purchase Request window new features:  

o Service Organization field 
o LOA support for Army, Navy and Marines 

Lesson 13:  Issuing Cash Advances from the Workstation 
• Workstation screen changes do not affect tasks in this lesson 
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Lesson 14:  Provisioning Devices from the Workstation 
• Workstation New Features: 

o Reserve FOO Identifiers 
o Provisioning virtual devices 

Lesson 15:  Making a Purchase 
Device 

• New Features: 
o  (also Workstation new feature): Expanded Market Research capabilities 
o Pre-filled Orders 
o Bar code scanning for purchases 
o Capture Receipt Image button 
o Users can connect handheld device directly to Workstation for uploading SF44 data, exchanging 

clearance info, and other data 
• Changes 

o Select Funding and Cash Advance screens: “Remaining” is now “Available” 
o Screen change: Add Other Costs  
o New steps to select the Receiver from a list 

Lesson 16:  Looking Up and Completing Purchase Orders on the Workstation 
Workstation  

• New Features: 
o Look up PO by user (File, Documents, Doc Handling) 
o FOO Responses and Clearances tab: Waiting for Clearance table and buttons to change clearance 

process   
o “Discount” link 
o View Scanned PR&C button 
o Web-based clearance instructions 
o File, EDA Upload feature 
o Voucher # assignment process: DA can export cleared orders from 3in1 to DDS; voucher 

numbers are assigned externally, then DA imports or manually enters the voucher numbers 

Lesson 18:  Deactivating FOOs from the Device 
Workstation  

• New Features: 
o Look up PO by user (File>Documents>Doc Handling) 
o Reactivate button on Provision Device screen 

• Screen Changes: 
o New menu path: Set Up, Manage Users Roles 

Lesson 19:  Updating Purchase Requests and Cash Advances from the 
Workstation 
Workstation  

• New Features  
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o Purchase Request Administration window: 
o Edit PR  button 
o Instant and Schedule Transfer Funds buttons  

o Clear Cash Advance button on Cash Advance Details window: 
o Cash Advance Adjustments 
o Lookup PR by user on Document Handling window 
o Search for cash advance by user on Document Handling window 

Lesson 20:  Updating Procurement Information from the Workstation 
Workstation  

• Screen change: Provision Device on main menu; also updated submenu 
• New Feature: Post Provision PA Update 

Lesson 21:  Generating Reports 
Workstation 

• New Reports: 
o Active FOO 
o Deprovisioned/Terminated FOO 
o Device Log 
o Vendor List 
o Purchase Request and Order Search 

• New Feature: Web-based reporting 
• Removed report: “EDA Schema Instances”  

Lesson 22:  Resetting a Password on the Device and Workstation 
Device 

• Changes: 
o Menu path: Tools, General Settings, Change Password 
o PA can no longer change password on device. PA uses "Forgot Password" button and must 

answer 3 security questions in order to confirm pay. KO later has to reset the PA password. 

Lesson 23:  Recovery Operations: Retrieving Data/Rebuilding Databases from 
Damaged Devices 
Workstation 

• New Feature: Rebind Device screen 

Lesson 24:  Demo Mode 
Device 

• Screen Change: New menu path to Tools, General Settings, Reset Demo Mode 
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