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	New PA
	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.  Notify the PA that they have been Approved.
	45
	14
	

	3
	Update appointment/redeployment dates as required in the users profile and upload appointment letters. 
	41
	10
	



	
	Adding a New Purchase Request Checklist
	Page
	· 

	
	
	TM
	RG
	· 

	1
	Select PA and input key Purchase Request information (PR #, Amt, identify if cash will be issued against the PR)
	51
	19
	

	2
	Enter the Line of Accounting:
· Select the service providing the Line of Accounting and enter the information by element. 
· If the Line of Accounting is unique or Air Force, select “Other LOA” and enter the LOA in the free form block labeled “LOA”. 
	52
	21
	

	3
	Upload the signed Purchase Request form
	55
	22
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	Clearance Checklist
	Page
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	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
	



	
	Decommit Excess Funds and Close Out Purchase Request (PR)
	Page
	· 

	
	
	TM
	RG
	· 

	When excess funds against a PR have been decommitted in the accounting system, it should also be decommitted in the 3in1 system and as required the PR should also be closed out.

	1
	De-Commit excess funds from the 3in1 workstation PR Administration Screen
(Note: The action will be initiated by the workstation and once the device is connected again it will confirm that funds are available for decommitment. If insufficient funds are available on the device the action will not be completed and reconciliation will be required between the PA and RM)
	101
	56
	

	2
	Once all available funds have been expended against a PR, the PR can be closed out select the auto close out button if the PR should be closed out after decommitment. 
	110
	59
	

	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
	

	4
	If the PA is terminating their role, remove the individuals access by un-approving them under manage user roles. 
	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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