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3in1 Tool User Roles and Responsibilities
Use of the 3in1 system is controlled through role-based access to the 3in1 Prime Database, a module on the Joint Contingency Contracting System (JCCS).  Users register in the 3in1 Workstation using their DoD CAC cards to establish a user ID and strong password and to obtain approval for role based access.   Setting up an AOR in the 3in1 Workstation, provisioning devices, and the review and clearance of orders and payments is through role-based access to the 3in1 Workstation.  The handheld device may only be used by FOOS and PAs that are assigned to the specific device (or their alternates).  Secure digital signatures are used to execute order and payment transactions.  Roles available in the 3in1 process are as follows:

Disbursing Agent (DA)
The DA will load cash advanced to the PAs on the 3in1 Workstation and disburse funds to PAs for payments on orders.  The DA reviews and clears payments on the 3in1 Workstation, transfers 3in1 payment data to the Deployable Disbursing System (DDS) and captures the voucher number assigned to the order by DDS and enters it on the order in the 3in1 Workstation using a downloaded batch file.  When the PA returns funds the DA will decrease the cash available in the 3in1 system.

Resource Manager (RM)
The RM accepts the PA into their role on the system, assigns finance and accounting information, the Line of Accounting (LOA) on the Purchase Request (PR), and enters the PR information into the 3in1 Workstation. The RM also reviews and clears payments in the 3in1 Workstation to ensure conformance to financial regulations and to track the costs of supplies and obligations of funds. When funds are returned the RM will decommit the excess funds in the 3in1 to zero out the balance on the device and close out the PR&C.
 
Contracting Officer/FOO Manager
A contracting officer acts as the FOO Manager and is responsible for appointing and training FOOs.  The FOO Manager is responsible for accepting FOOs into their roles on the 3in1 Workstation, assigning blocks of PIINs, establishing the clearance workflow and applicable procurement control, linking FOOs and PAs into a team, and provisioning devices and assigning them to FOOs.  The FOO Manager ensures all FOO orders comply with appropriate laws, executive orders, regulations, and other applicable procedures and approvals.  The FOO Manager reviews and clears orders in the 3in1 Workstation to ensure conformance to acquisition regulations and to track the purchase of supplies and services. 

Property Book Officer (PBO)
The PBO maintains inventory records of supplies, equipment and other tangible assets for the requiring activity.  The PBO reviews and clears orders in the 3in1 Workstation to ensure that pilfer able and accountable items that have been purchased are entered into the unit’s property book.



Field Ordering Officer (FOO)
[bookmark: OLE_LINK2]The field ordering officer is first nominated by the unit commander.  After nomination, the FOO registers in the 3in1 Workstation using their DoD CAC cards to establish a user ID and strong password.  The FOO then receives training and is appointed in writing and accepted into their FOO role in the 3in1 Workstation by the FOO Manager.   The FOO’s ordering responsibilities are under the direction of the Regional Contracting Center (RCC) where the FOO has been appointed.  The FOO is assigned a 3in1 handheld device that the FOO Manager has provisioned.  Generally, the FOO is associated with a specific PA and the FOO and PA work as a team, using the assigned specific device for purchasing supplies and services. 

The FOO will execute orders on the 3in1 device, capture an image of the receipt and upload the data to the 3in1 prime database.  The FOO will upload any additional supporting documents to an order as required. If the device fails the FOO will use a paper SF33 and then enter the SF44 data into the 3in1 workstation and upload the SF44 to continue the electronic process.     

Paying Agent (PA)
The Paying Agent is appointed by the unit commander.  After appointment, the PA registers in the 3in1 Workstation using their DoD CAC cards to establish a user ID and strong password.  The PA then receives training and is accepted into their PA role in the 3in1 Workstation to make payments for purchases using cash or negotiable instruments.  Generally PAs are associated with a specific FOO and they work as a team and using the specific 3in1 handheld device that the FOO was assigned.  The PA will certify payments on the 3in1 device and use the account ledge to maintain their cash account.
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* The RM/DA/KO updates financial/procurement in the workstation as needed. All updates are downloaded to the device when connected to the network.
**The sequence or number of reviewing personnel or offices can be tailored by RCC (i.e., including PBO).
***DDS=Deployed Disbursing System (Note: If DDS is not used, 23 and 24 can be omitted and voucher numbers can be manually entered.
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