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	Initial device assignment
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	TM
	RG
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	1
	Register as a new user via the 3in1 workstation or 3in1 web site.  Once notified you have been approved in the system, log on and upload your supporting documentation/appointment letter. (Note: When you register, be sure to use your CAC and select your CAC certificate that doesn’t have E-Mail in the title)
	9
	11
	

	2
	Pick up the 3in1 device with accessories and printer from the KO.
	25
	1
	

	3
	[bookmark: _GoBack]Prior to traveling to make your first purchase, log in to the device to ensure your team information and funding is on the device.  Connect the device and sync to obtain latest information. PA should also log in to verify password.
	81
	38
	

	4
	If the PA converts cash to a foreign currency, be sure that information is entered on the device prior to making any purchases using that currency.
	185
	101
	



	
	Process a Purchase Order
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	1
	Create a shopping list & vendor list on the 3in1 device if known at that time. 
(Note: Not required to place an order) Ensure funds & PIINs are available on the device prior to initiating the purchase.
	133
	72
	

	2
	Click Start Order on Dashboard.
	91
	49
	

	3
	Select a cash advance on the Funding tab.
	92
	49
	

	4
	Enter the Furnish To unit and address.
	93
	49
	

	5
	Select a Merchant.
	94
	50
	

	6
	Add line items to the order
a. Click Add Line Items on the Merchants screen.
b. On the Order screen, click New Item.
	95
	51
	

	7
	Add taxes, shipping and/or discounts (optional) 
	104
	56
	

	8
	FOO Check out/Confirm the order, PIIN is issued and locked
	109
	58
	

	9
	Select a Receiver and obtain physical signature from Receiver
	113
	60
	

	10
	PA certifies payment with digital signature
	114
	61
	

	11
	Obtain physical signature from Vendor
	115
	62
	

	12
	 Print the SF44 as PA payment receipt.
	119
	64
	



	
	FOO Post Purchase Actions
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	1
	Upload orders to the workstation from the 3in1 device as soon as possible
	125
	68
	

	2
	Upload supporting documents as required to each order (LoJ, DD250, etc)
	125
	90
	

	3
	If required, capture image of receipt with device camera
	120
	65
	



	
	Clearing
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	1
	If you are in the clearance flow, review orders after uploading and when ready to begin clearing submit orders for clearing
	173
	94
	

	2
	If mission of FOO is complete, return 3in1 device, printer & accessories to KO
	NM
	NM
	



	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


As of: 08 May 2012
image1.jpeg




