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	Set Up AOR
	Page
	· 

	
	
	TM
	RG
	· 

	1
	AOR Admin: Create the AOR if it is not already established. 
	104
	53
	

	2
	AOR Admin: Determine office structure within the AOR and create required offices (i.e. Contracting, Finance, Property Book, Review offices for clearance)
(Note: The unit and FM office will be printed on the SF44. Also include the DSSN at the end of the office name for the Finance office.)
	106
	55
	

	3
	Enter Units to be assigned to the AOR (by UIC and Name). This may be done later when the users register, however units must be assigned to offices in order to view orders.
	108
	56
	

	4
	Associate units to be service by Contracting office (AOR Admin can do the same for all other offices)
	108
	56
	

	5
	Determine clearance process and set up groups as needed within the offices for multi level clearance review.
	109
	57
	

	6
	Set-up Default Clearance Process for AOR of Individual, Office, or Group and their order of clearance
	121
	64
	

	7
	Set-up Procurement controls for the AOR and enter them for each Contracting Office. 
	113
	59
	

	8
	Configure all Procurement Control item and limit policies within each office
	115
	60
	



	
	Register Device 
(New from factory or when changing production versus training)
	Page
	· 

	
	
	TM
	RG
	· 

	1
	Device must be connected to the network
	49
	11
	

	2
	Set Date, Time, & Time Zone on the 3in1 device
	50
	11
	

	3
	Connect to network and confirm connection
	54
	14
	

	4
	Register the 3in1 Device
	60
	15
	

	5
	[Workstation] Approve the 3in1 Device from the Device Management section
	60
	16
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	New User/Team
	Page
	· 

	
	
	TM
	RG
	· 

	1
	Approve the new user for the role/roles they will perform from “Manage User Roles” drop down in the Set Up menu (Note: System Admin must approve KO, DA, PBO, Reviewer, and RMs).  Notify the user that they have been approved.
	81
	38
	

	2
	If the user’s unit is new, add the unit to the list of units serviced To All offices within the AOR as appropriate.  (Note: the AOR Admin access is required to add the units to other offices.)
	96
	45
	

	3
	Update appointment/redeployment dates as required in the users profile and upload appointment letters. (Note: This can also be done later under “Document Handling” control.)
	97
	47
	

	4a
	If the new person is a FOO, proceed to provision device check list. 
	CL
	CL
	

	4b
	If the new person is a Paying Agent being added to an existing provisioned FOO team, add the PA to the FOOs provision information and have the FOO sync the device to obtain the updated PA and associated financial information.  
	129
	68
	

	4c
	If the new person is a reviewer or clearance approval authority, add them to the appropriate office/group to be able to accomplish clearance actions. If they are to be a clearance individual not assigned to an office, add them to the appropriate FOO clearance provision configuration.
	109, 129
	38 57, 64
	



	
	Provisioning New FOO
	Page
	· 

	
	
	TM
	RG
	· 

	
	Ensure the FOO has been approved for that role in the 3in1 system and the FOOs unit has been added to the Contracting Office. (see New User checklist)
	81
	38
	

	
	Ensure the 3in1 device has been registered, if it is a new device from the factory. (Note: see “Register Device”) checklist.
	60
	15
	

	1
	Workstation: Assign the device to the FOO in the 3in1 system on “Provision Device” screen. 
	129
	68
	

	
	a.  Assign PIIN Blocks (2 sets of PIINs required) “M” PIINs for the device and “W” PIINs for back up manual paper SF44 use if the device becomes inoperable
	133
	69
	

	
	b. Assign Paying Agent to FOO Team and device 
	134
	70
	

	
	c. [Optional] Add Purchase Requests, if not accomplished by the RM or DA
	137
	71
	

	
	d. Select Procurement Controls for the FOO/PA team (create if necessary)
	140
	73
	

	
	e. Set-up Clearance Configuration for FOO/PA Team (Note: The FOO may be the first person in the clearance flow to Queue orders until they are reviewed and ready to begin clearance.)
	142
	74
	

	
	f. [Optional] Authorize appropriate Radio Settings (Enable GSM or WiFi if approved)
	143
	75
	

	2
	With device connected, press Get FOO List button to download FOOs assigned to device. (Note: If “FOO List” button is not displayed, then go to network settings and do a manual upload/download.)
	145
	76
	

	3
	Verify FOO & PA are listed in the drop down menu
	147
	76
	

	4
	Issue device to FOO. With the device connected, the FOO must enter their password and press provision to complete the process and download the provisioning data to the device.
	147
	76
	

	5
	Provide configuration details to the FOO (available as a provisioning report):
· Provide “W” PIINs block to the FOO and Paper SF44s for emergency use.
· Provide the FOO with the Procurement Control Restrictions and clearance configuration
·  Have the FOO sign a hand receipt for the 3in1 Kit as required.
	264
	124
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	Clearance Checklist
	Page
	· 

	
	
	TM
	RG
	· 

	1
	After receiving an email notification of orders awaiting clearance/review, go to the clearance screen to review and approve/disapprove/flag orders
	205
	87
	

	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: The FOO/PA appointment letters can be seen under File, Document Handling and their appointment/redeployment dates can be seen under File, Profile Management, User Profile)
	206
	81
	

	3
	As required, download all FOO/PA SF44s for separate electronic file storage, by going to Mass Download SF44 from the Reports/Extracts menu and selecting FOO and orders by date range or PR number.
	269
	126
	



	
	De-Provision FOO/PA From Device
	Page
	· 

	
	
	TM
	RG
	· 

	1
	Ensure the FOO/PA is no longer needed on the device. Ensure all orders have cleared the system before proceeding.
	205
	87
	

	2
	Workstation: Remove FOO/PA from the device in the 3in1 system.
	215
	97
	

	
	a. Device Management and select Provision Device
	
	
	

	
	b. Find the current device that the FOO/PA is assigned to.
	
	
	

	
	c. Select Paying Agents tab (You must remove the PA first before removing any FOO unless you have multiple FOO’s assigned to the same device that the PA is associated with.)
	
	
	

	
	d. Remove the PA that you no longer need provisioned.
	
	
	

	
	e. Then select the FOO that you want removed from the Provisions box. (FOO must be the last user assigned to a device before removing all provisioning.)
	
	
	

	3
	Once the FOO/PA have been removed within the workstation app. You must sync the handheld at least three times to remove all provisioning.
	216
	97
	

	4
	If the FOO is terminating their role, remove the individuals access by unapproving the role from “Manage User Roles” in the Set Up menu
	217
	38
	




	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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