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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
	Log in to 3in1 device to complete provisioning and ensure your name and funding information (PR) are correctly displayed on the device.
	81
	38
	

	3
	Pick up currency from the Disbursing Agent (DA).  Ensure the DA has loaded the Advance in the Workstation.  Connect the device to the Prime Database and verify that the Advance has been loaded correctly (Currency and Amount) into the device.
	DA
	DA
	

	4
	If you are issued USD by the DA and will exchange it for local currency to make payments, process the exchange on the device before making the purchase so the device has the correct currency information in it to make the purchase.
	185
	101
	

	5
	Determine if you are in the clearance flow. It will depend on the current clearance process put in place by the KO.  Clearance is usually done by the FOO.
	173
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	1
	Ensure orders are through the clearance process and respond to all flagged items. {This may be done by the FOO}
	173
	94
	

	2
	Download Orders and Vouchers for electronic backup 
	213
	118
	

	3
	If foreign currency is exchanged back to USD for return to the DA, process the exchange back to USD on the device. Note: a negative number may be displayed on the workstation since a loss may be incurred when the exchange is made. 
	185
	101
	

	4
	Return all unused currency to the Disbursing Agent
	DA
	DA
	




	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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