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	New PA (action may have been performed by RM)
	Page
	· 

	
	
	TM
	RG
	· 

	1
	New PA registers either via the 3in1 web or workstation application. 
	9
	1
	

	2
	Approve PA for the role they will perform from “Manage User Roles” in the “Set Up” drop down menu
	45
	14
	

	3
	Update appointment/redeployment dates as required in the user’s profile and upload appointment letters using the Manage Documents in the “Set Up” dropdown menu.
	41
	10
	

	4
	Determine if the PA will be allowed to add a cash advance on the device or exchange cash using the device. Provide authorization for “Device-Originated Cash Advances” on the PA’s User Profile screen by enabling the check box.
	41
	13
	

	If DDS is used complete step 5

	5
	Create PA account in DDS
	DD
	DD
	



	

	Disbursing Cash Advanced to PA
	Page

	· 

	1
	Disburse cash in local disbursing system 
	TM
	RG
	

	2
	Enter cash advance information in 3in1 by selecting applicable PR. 
(Note: DDS users must add DDS Currency Code, DDS Agent ID, and DDS Site ID in 3in1 for first time use).  The “Cash Advance Amount” is entered using the (Foreign) amount displayed under “Advanceable Amount”
	57
	23
	

	3
	If the device has already been issued to the FOO, remind Paying Agent that the device must be synchronized with the prime database to download the funding information prior to making a purchase.
	62
	27
	






	

	Clearing PA Payments
	Page

	· 

	1
	After receiving an email notification of orders awaiting clearance/Review, go to the clearance screen to review and approve/disapprove/flag orders
	79
	36
	

	2
	Review all orders to ensure all required information is provided and either approve or flag the order for further action needed by the FOO
(Note: FOO/PA appointment data can be seen under File, Document Handling)
	81
	37
	

	3
	If required, download all FOO/PA SF44s for separate electronic file storage, by going to the Mass Download SF44 report from the Reports/Extracts menu and selecting orders by date range or PR number.
	151
	86
	

	If DDS is used complete the following steps 4a-4g

	4a
	Download DDS Extract from 3in1 
(Note: Only orders approved by the last DA in clearance flow can be downloaded)
	89
	43
	

	4b
	Locate the downloaded file and rename to download.acs and upload it into DDS using the CAPS interface.
	DT
	DT
	

	4c
	Process Payments in DDS
	DD
	DD
	

	4d
	After closing the business day in DDS, download voucher number file from DDS
	DD
	DD
	

	4e
	Upload voucher numbers into 3in1 system
	99
	50
	

	4f
	As required, add downloaded SF44s & receipts from #3 to daily business for submission to DFAS
	151
	86
	

	4g
	If foreign currency was used, a 1034 may need to be completed to account for the Flux
	DT
	DT
	

	If not using DDS complete the following steps 4a-4c

	4a
	Process payments in accordance with local procedures
	DT
	DT
	

	4b
	Manually enter voucher numbers into 3in1 system using the order look up screen
	100
	51
	

	4c
	Upload the 1081 to the orders. (If Required)
	73
	33
	

	All User Actions

	When excess cash has been returned and the agents accountability reduced, the amount of issued cash must also be reduced in the 3in1 system

	5
	Return excess cash assigned to an agent on the 3in1 Workstation by selecting the cash advance from the Financial Administration Screen
	119
	67
	

	6
	Clear cash advance assigned to an agent on the 3in1 Workstation by selecting the cash advance from the Financial Administration Screen
	111
	60
	

	7
	If the PA is terminating their role, remove the individual’s access by un-approving the PA role under manage user roles. If required, notify the KO to remove the PA from the device.
(Note: This should only be accomplished after all actions and reviews are complete for this person or their account information. This may be accomplished by the RM.)
	45
	14
	



	CL = Check List
	DT = Desk Top
	FOO = Field Ordering Officer

	HH = Hand Held
	DA = Disbursing Agent
	PA = Paying Agent

	WS = Work Station
	NM = Not in the Manual
	DA = Disbursing Agent

	DD = DDS
	KO = Contracting Officer
	RM = Resource Manager
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