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Purpose and Description of the Course

The purpose of this course is to provide participants with an overview description of the user roles, workflow, and eMatrix functions.  This course will demonstrate the user interface, options, form display, functions, and workflow lifecycle states within each role.  This course will also compare the major differences between eMatrix Version 9 and Version 10 to encourage user familiarity.

This course is only an overview of the eMatrix v10 enhancements.  This course is a prerequisite for the following in-depth role training courses:

· Initiator Course (I-10)

· Reviewer Course (R-10)

· Focal Point Course (FP-10)

· User Administrator Course (UA-10)

· Business Administrator Course (BA-10)

Course AO-10 is comprised of the following modules.

	Module
	Title

	Module 1: 
	Overview

	Module 2: 
	Roles and Workflow Lifecycle

· Roles and Workflow Overview

· Initiator, Reviewer and Focal Point Roles and DLA Form 339 Workflow

· Account Administration Roles and User Account Workflow

	Module 3: 
	The Home Screen and User Inbox

· Tool Bar

· Left-hand Side menu

· 339 User Inbox

· Search

· Collections

· Workload Reassignment

· Reports and Metrics

	Module 4: 
	DLA Form 339 Functions

· Left-Hand Side Submenu Overview

· Creating and Modifying a DLA Form 339

	Module 5:
	Summary


Course Objectives

Upon completion of this course, you will be able to understand the following functions with eMatrix v10:

· Understand the workflow and states of a DLA Form 339

· Understand how the workflow lifecycle is managed in eMatrix v10

· Understand the general and specific user options available for a given role

· Understand the Home Screen and its features and options

· Become familiar with the main differences between eMatrix v9 and eMatrix v10 

Overview

The eMatrix v10 application provides an automated means to process DLA Forms 339.  It provides workflow capability allowing the movement of forms from one state to another within the workflow.  You will notice many enhancements and improved functions compared to eMatrix v9.  These enhancements and additional functions include the following:

· Enhanced user interface with easier access to application functions

· Enhanced search capability for all user roles providing the ability to save search criteria and data collections

· Enhanced reporting and metrics capability for Reviewers, Focal Points, and Mangers

· Verification and validation for workload reassignment for designated users
· New User Administrator role to create, modify, administer and delete user accounts
· New Business Administrator role to configure accounts. 
· Increased time-out feature, from 15 minutes to 60 minutes

Roles And Workflow Lifecycle

1.1 Roles and Workflow Overview

In this section, you will learn about the roles within eMatrix v10 and how the different roles perform within the workflow process.  The role names and descriptions are seen in Table 1 : User Roles.

Table 1 : User Roles
	User Role Name
	Description

	Initiator 
	· Creates the DLA Form 339, completes all required blocks and adds any attachments 

· The Initiator will receive the completed form from the ESA in their Inbox for final action

	Reviewer 
	· Receives the DLA Form 339 from the Initiator, reviews it for accuracy and completeness and releases the form to the Focal Point 

· The Reviewer can also reject a form back to the Initiator if it is incomplete or cancel the form if it is no longer needed

	Focal Point 
	· Receives the DLA Form 339 from the Reviewer, reviews it for accuracy and completeness and releases it to the ESA Web   

· The Focal Point can reject a form back to the Reviewer if more action is needed

	User Administrator 
	· Creates, modifies and administers user accounts in eMatrix v10

· The User Administer releases the account to the Business Administrator for role assignment and activation

	Business Administrator 
	· Creates and modifies roles and groups and assigns users appropriately.  Activates user IDs and profiles.

· The Business Administrator can also reactivate an account if it has been deactivated

	Manager
	· Views the forms and processes


Initiator, Reviewer, and Focal Point Roles and DLA Form 339 Workflow Lifecycle

The Initiator, Reviewer, and Focal Point Roles interact with DLA Forms 339 in the following workflow lifecycle (Figure 1: DLA Form 339 ).
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Figure 1: DLA Form 339 Workflow Lifecycle

The following sections describe each role and how personnel interact with DLA Forms 339 within the workflow lifecycle.

1.1.1 Initiator

The Initiator accesses the DLA Form 339 in the following workflow states:

Initiate – The form is in this state when the Initiator creates the form.  The Initiator can release the form to the Reviewer or cancel it if it is no longer needed. 

Review Response - The form is in this state when the form has been returned by the Engineering Support Activity and requires action from the Initiator.  The Initiator can revise or close a form in this state. 

The following chart, Figure 2: Initiator Workflow, highlights the Initiator Workflow Lifecycle states:
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Figure 2: Initiator Workflow

Reviewer

The Reviewer accesses the DLA Form 339 in the following business workflow state:

Review Request – The form is in this state when the Reviewer reviews the form for accuracy and completeness and has ownership of the form.  The Reviewer can reject the form back to the Initiator if it is incomplete, cancel it, or release the form to the Focal Point. 

The following chart, Figure 3: Reviewer Workflow, highlights the Reviewer Workflow Lifecycle state:
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Figure 3: Reviewer Workflow

1.1.2 Focal Point

The Focal Point accesses the DLA Form 339 in the following workflow state.

Release Request – The form is in this state when the Focal Point reviews the form and has ownership.  The Focal Point can reject the form back to the Reviewer or release it to the ESA. 

The following chart, Figure 4: Focal Point Workflow, highlights the Focal Point Workflow Lifecycle state:
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Figure 4: Focal Point Workflow

Account Administration Roles and User Account Workflow

The User Administrators and the Business Administrators work inside a user account administration workflow, as shown in Figure 5: Account Administration Workflow.
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Figure 5: Account Administration Workflow
1.1.3 User Administrator

The User Administrator accesses the user account any state, but is primarily responsible for accounts in the following workflow state. 

Create Account – The user account is in this state when the User Administrator creates and has ownership of the account.  The User Administrator can release the account to the Business Administrator.

The following chart, Figure 6: User Administrator Account Workflow highlights the User Administrator Workflow Lifecycle state: 
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Figure 6: User Administrator Account Workflow

User Administrator is also responsible for resetting passwords, updating user information, reactivating accounts, and manually deleting accounts. 

Business Administrator

The Business Administrator can access the user account in the Review Account, Activate Account, and Deactivated Account workflow states.  The Business Administrator is primarily responsible for the user account in the following workflow state: 

· Review Account – The user account is in this state when the Business Administrator reviews the account.  The User Administrator can reject the account back to the User Administrator or release it to the next state to activate the account.

The following chart, Figure 7: Business Administrator Account Workflow, highlights the Business Administrator Workflow Lifecycle states:
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Figure 7: Business Administrator Account Workflow

The Business Administrator is responsible for updating Users’ roles and groups.  These updates can be made at any time. 

The Business Administrator also interacts with the DLA Form 339 Lifecycle Workflow.  The Business Administrator can reassign an Initiator’s workload before account deletion.  If the Business Administrator does not reassign the workload before account deletion, he or she must process the forms.

The Home Screen and User Inbox

In this section, you will learn how to use the User Inbox and the available options.  This section describes the user interface.  Upon logging in, you will first see the Home Screen.  It is best to set your User Inbox as your Home Screen.  The User Inbox is seen below in Figure 8: User Inbox:
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Figure 8: User Inbox

The Home screen is divided into various sections as seen in Figure 9: Sections of the Home Screen.
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Figure 9: Sections of the Home Screen

· Title Bar – Contains the Defense Logistics Agency Logo.  The title bar can be removed from the screen by selecting the arrow button in the top-left corner.

· User Name – The user name is displayed so that you can be assured that you are working in your Inbox.

· Tool Bar – Contains application options that are the same for all users. The functions of the tool bar are described in Section 3.1.

· Left-Hand Side Menu – Contains options that Users will select to perform various functions in the DLA Form 339 or Account Workflows.  These options are described in detail in Section 3.2.

· Main Content Area – The Main Content Area displays your Inbox and other features of the application.

1.2 Tool Bar

The toolbar, located in the upper right of the Home Screen, consists of seven icons.  Most importantly, you can seek assistance with the general help icon located on the toolbar.  The toolbar options are listed below in detail:
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Figure 10: The Tool Bar

· Home - Allows you to return to the User Inbox (or other default Home Screen)

· Help - Provides you with general help options, such as an electronic copy of the User Guide, instructions for completing the form, and explanations of various features

· Log Out - Allows you to log out of the application

· Preferences - Allows you to set specific preferences, such as language

· Icon Mailbox - Allows you to e-mail other users within the realm of the application

· Change Password - Allows you to change your password at any time
· Reload Cache – Allows you to refresh the memory cache (similar to the refresh button on a web page
Left-Hand Side Menu 

The options available to you in the Left-Hand Side Menu allow you to do your job confidently.  These actions are located on the left-hand side under the heading “Info Central.”  The options listed on the Left-Hand Side Menu change according to the User’s assigned role.  Below, Figure 11: Initiator Left-Hand Side Menu shows the options offered to Initiators.


· 339 User Inbox - Displays the User Inbox with your current DLA Form 339 workload 

· Create 339 – Allows you to enter a NSN and create a DLA Form 339.  More information about the process to create a DLA Form 339 is listed in Section 4.2 and is reviewed in depth in the Initiator Course (I-10).
· Search - Displays various search options, such as Find, Advanced Find, Find Like and Saved Queries

· Collections - Provides access to retrieve saved collections of static form data that you can define within the application

Figure 11: Initiator Left-Hand Side Menu

Reviewers and Focal Points do not have the “Create 339” option but have two additional options, shown below in. Figure 12: Reviewer/Focal Point Left-Hand Side Menu.

· Reassign – (Only Reviewer and Focal Point) Allows you to reassign DLA Form 339 workload.  

· Reports & Metrics – (Only Reviewer, Focal Point, and Manager) Allows you to run various reports to gather information and processing metrics.

Figure 12: Reviewer/Focal Point Left-Hand Side Menu

339 User Inbox

The 339 User Inbox contains the Initiator’s, Reviewer’s, or Focal Point’s DLA Form 339 workload. It is displayed in the main content area.  Case information is displayed under nine category headings, defined below in Table 2: Categories in the 339 User Inbox.

Table 2: Categories in the 339 User Inbox

	Category
	Definition

	Type
	Displays the form type.  In this case, it is a DLA Form 339.

	Name
	The name of the DLA Form 339 is the case number, which includes site location, group code, fiscal year and 5-digit unique identifier.

	Rev
	Displays a letter association if the DLA Form 339 has been revised.  A dash indicates that there are no revisions.

	NSN
	Displays the 13-digit National Stock Number (NSN) associated with the DLA Form 339

	State
	Refers to the form’s point along the lifecycle.  There are seven states in the lifecycle.

	Response Time (days)
	Indicates a form’s response time suspense.

	Initiator
	Indicates the Initiator’s first and last names.

	Rejected?
	Indicates that the DLA Form 339 has been rejected.  If it has been rejected by the Reviewer, it will be returned to the Initiator for further action.  If the form is rejected by the Focal Point, it will be returned to the Reviewer for further action.  This is indicated with a Yes or the space will be left blank.

	Phys Attach
	Indicates that the DLA Form 339 has a physical attachment.  This space will be blank (the default setting) if there is no physical attachment or will display “Yes” if an attachment exists.  You must select ‘Yes’ to indicate there is an attachment; When revising a form to change the indication of a physical attachment from “Yes” to “No,” you must select the “No” radio button.


Note:  The 339 User Inbox can be sorted by any category.  To sort the 339 User Inbox workload by category, double-click on the column title.  This will sort the cases in ascending order.  To sort in descending order, double-click again.

Search

The Search capability is a common function available to all users.  To make searching easier, eMatrix v10 allows you to save queries.  The following search options are available when you select “Search” from the Left-Hand Side Menu.

· Find Like

· Find

· Advanced Find

· Saved Queries

Many users have searches that they run on a daily or weekly basis.  This process can be done more efficiently by setting the search parameters one time and then saving them as a query to be used over and over again.

1.3 Collections

The Collections capability is a common function available to all users.  The Collections capability is an extension of the Search capability, allowing you to build a static list of data for viewing in the future based on your preferences. 

To create a collection, a user must search for records.  From that search, the user will select the pertinent records and then save the data as a collection.  This data is static.  Records can be added or deleted from the list. 

You can access saved collections by selecting “Collections” on the Left-Hand Side Menu.

1.4 Workload Reassignment 

Focal Points and Reviewers can reassign cases from one Initiator’s Inbox to another Initiator’s Inbox when the cases are in the “Initiate,” “Review Response,” or “Wait” states.  This feature has been enhanced in eMatrix v10.  Focal Points and Reviewers now receive a confirmation message when cases are reassigned. 

Reports and Metrics

In this section, we will take a brief look at some of the reports and metrics available to Reviewers, Focal Points, and Managers.  Selecting the “Reports and Metrics” option from the left-hand side menu provides access to these reports.  Twelve reports are available in the system, listed in Table 3: Reports.

Table 3: Reports

	Report
	Name
	What it tells you
	For example

	A
	Open DLA Forms 339: Age by Type of Request
	· Total number of DLA Forms 339 open and late at the ESA Web

· Total number of DLA Forms 339 open and late at the ESA Web with multiple types (Block 15 Category)

· Total number of DLA Forms 339 open and late at the ESA Web for each type (Block 15 Category)
	You want to know how many cases have been sent to the ESA Web as of 4/1/2004, and, of those cases, how many were late based on the type of request.

	B
	Open DLA Forms 339: Count by Type of Request
	· Total count of open DLA Forms 339 by Type of Request (Block 15 Category)
	You want to know the number of DSCC Air Force cases open at ESA Web, broken out by each type of request, sorted by type of request.  

	C
	Open DLA Forms 339 by Priority 
	· Total number of DLA Forms 339 awaiting DLA Form 339 responses from the ESA Web as of a selected date
	You want to know the total number of cases for “DSCC,” all Navy SICAs open at the ESA Web as of a given date, and organize it and display it by priority.

	D
	339s Completed at the ESA Web: Age by Type of Request
	· Total number of DLA Forms 339 completed and received late from the ESA Web

· Total number of DLA Forms 339 completed and received late from the ESA Web with Multiple Types (Block 15 Category)

· Total number of DLA Forms 339 completed and received late at the ESA Web for each type (Block 15 Category)
	You want to know how many cases have been received back from the ESA Web as of 4/1/2004, and of those cases, how many were late based on the Type of Request selected, this report will provide that information and organize and display it by the Type of Request.

	E
	Closed 339s: Count by Type of Request
	· Total count of the number of DLA Forms 339 completed at the ESA Web (and received back into eMatrix) by Type of Request (Block 15 Category).
	You want to know the number of DSCC Air Force cases received back from the ESA Web on April2, 2004 displayed by type of request

	F
	Closed 339 by Priority
	· Total number of DLA Forms 339 completed at the ESA Web (and received back into eMatrix) as of a selected date
	You want to know the total number of cases for DSCC Navy SICAs completed at a given date, sorted by priority.  

	G
	339 Summary Report
	· Total number of DLA Forms 339 in -process within a date range

· Total number of DLA Forms 339 responses received within a date range

· Total number of DLA Forms 339 closed within a date range
	You want to find the number of cases processed during a fiscal quarter and the number of cases remaining to be processed at the end of that quarter for a specific Initiator at DSCP.

	H
	339 Listing Report
	· List of DLA Forms 339 and data filtered and sorted according to various search criteria
	You want to examine the information for cases that have the same selected SICA code received from the ESA Web during April 2004.

	I 
	Processing Times by Organization and Individual
	· Average processing times of DLA Form 339 cases as they move from one state to another within the DLA Form 339 process
	You want to review the average time that the Initiators in group “BD” take to close cases from the time they are received from the ESA Web.

	J
	Average End-to-End Processing Times
	· Average processing times that it takes to move one form through its various states within the process, for selected DSCs and groups.
	You want to review the average end-to-end processing times for DLA Forms 339 for group “BD.” 

	K
	339 Cost Comparison
	· Cost comparison by category (Block 15)


	You want compare the costs for all DSCC Air Force cases in categories A, B, and C.  This report will display the total estimated cost, actual cost, and cost difference.

	L
	Total 339s by State and Group
	· Total number of DLA Forms 339 that entered a state during a designated time period 
	You want to know the number of DLA Forms 339 within each state for a given date range for group KEEA at DSCC during the month of April.  


DLA Form 339 Functions

1.5 Left-Hand Side Submenu Overview

Once a form is selected, the Properties page of the DLA Form 339 will appear in the Main Content area with the Left-Hand Side Submenu, as seen in Figure 13: Properties Screen and Left-Hand Side Submenu.  
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Figure 13: Properties Screen and Left-Hand Side Submenu

The Submenu lists options to view information about the form, to perform actions on a form, and to view additional information about the form.  The options available in the Submenu will change, depending on the role of the user and the state of the form.  The Left-Hand Side Submenu for the Initiator is displayed below in Figure 14.


Figure 14: Left-Hand Side Submenu (Initiator)

The Left-Hand Side Submenu can be divided into three main sections described below in Figure 15: Left-Hand Side Menu Divisions. 






Figure 15: Left-Hand Side Menu Divisions

View Information About the Form

· View 339 – Allows you to view the 339 in the “Form” format.

· Electronic Attach. View/Add/Modify - Allows you to add electronic attachments as documentation as well as view and modify them once they are attached

· ESA Electronic Attach.  - Allows you to view any electronic attachments added by the ESA Web

· Indicate Physical Attach.  - Allows you to indicate (via Yes, No, or blank) if a physical attachment is present.  The default setting is blank and will indicate that there is no attachment.  An example of a physical attachment may be a FedEx package.  If a physical attachment indication is being removed, once you have chosen to modify the form, you must indicate “No” to change the affirmative indication.

1.5.1 Actions Performed on a Form

· Release to – The Initiator’s submenu will say “Release to Reviewer;” the Reviewer’s will say “Release to Focal Point,” and the Focal Point’s will say “Release to ESA” 

· Cancel 339 – (Only Initiator and Reviewer) Allows you to cancel a 339 Form.

Focal Points and Reviewers will have an additional option, Reject 339. 

· Reject 339 – (Only Focal Point and Reviewer) Allows you to reject a 339 if you determine that the form is incomplete, misrouted or not executable.  Reject will send the form back to the previous user in the workflow; the Focal Point will reject back to the Reviewer and the Reviewer will reject back to the Initiator. 

When a form is in the “Review_Response” state, the Initiator will have two new options on the Left-Hand Side Submenu, “Close 339” and “Revise 339.”

· Close 339 – Allows you to Close a DLA Form 339 after a response has been received from the ESA Web

· Revise 339 – Allows you to revise a DLA Form 339 after a response has bee received from the ESA Web

1.5.2 Additional Information About the Form

· View NSN Association - Allows you to view all DLA Forms 339 with the same National Stock Number (NSN)

· View Related Information - Allows you to view other DLA Form DLA Forms 339 that have similar information

· View Revision Association - Allows you to view all related revisions for the particular DLA Form 339

· View History - Allows you to view the history of a specific DLA Form 339.  For example, you will be able to see when the form was created (time and date), the state that the form is in, if any revisions/modifications were made and who “owns” and who “created” the form

· View Lifecycle - Allows you to see at which point a specific DLA Form 339 is in the workflow process 

Creating and Modifying a DLA Form 339

This section introduces you to the process for creating a DLA Form 339.  This is just an overview; detailed information about creating Forms 339 is contained in the Initiator training course (I-10).

Creating a DLA Form 339 begins by selecting the “Create 339” option on the Left-Hand Side Menu.  You will then be asked to enter a NSN.  The DLA Form 339 will be created and a case number will be automatically assigned by the application.  The Properties screen will appear in the main content area of the application, as seen in Figure 16: Properties Screen. 
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Figure 16: Properties Screen

Select the “Modify 339” link at the top of the Properties Screen.  The DLA Form 339 will open in a separate pop-up window in its familiar format so that you can enter all relevant information (Figure 17: DLA 339 Form).
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Figure 17: DLA 339 Form

This screen allows you to scroll down to view Parts I, II, and III of the DLA Form 339.  Remember, to add electronic attachments or to indicate that a physical attachment is associated with the form, you must use the Left-Hand Side Submenu.  

SUMMARY

This course offered an overview of the eMatrix v10 program.  Participants learned about:

· The workflow and states of a DLA Form 339

· The general and specific user options available for a given role

· The Home Screen and the features of the toolbar and various menus 

· The main differences between eMatrix v9 and eMatrix v10 

This course was a prerequisite for the following role training courses:

· Initiator Course (I-10)

· Reviewer Course (R-10)

· Focal Point Course (FP-10)

· User Administrator Course (UA-10)

· Business Administrator Course (BA-10)
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