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PURPOSE AND DESCRIPTION OF COURSE R-10
The purpose of this course is to provide the Reviewer user community with the necessary skills and knowledge to perform their job functions with the eMatrix v10 application.  The content of this course will provide a description of the capabilities of the application and interrelationships of the functions and other processes necessary for the Reviewer role.  This course will also cover functions common to all roles (Initiator, Reviewer, Focal Point) such as Search.   

Course R-10 is comprised of the following modules and lab exercises:

	Module
	Title
	Lab Exercise

	Module 1: 
	Overview
	None

	Module 2: 
	The Reviewer Role and Workflow Lifecycle
	None

	Module 3: 
	DLA Form 339 Functions 

· Home Screen and User Inbox

· Review a DLA Form 339

· Reassign a DLA Form 339

· Reject a DLA Form 339

· Release a DLA Form 339

· Modify a DLA Form 339

· Add/remove Electronic Attachments

· Add/remove a Physical Attachment Indicator
	· Reassign a DLA Form 339



	Module 4: 
	Other Reviewer Functions
	None

	Module 5: 
	Search
	· Search for DLA Forms 339 Based on Form Input Criteria

· Search for a Specific DLA Form 339

	Module 6:
	Collections
	· Save a Collection

	Module 7: 
	Reports & Metrics
	· Run the “Open 339s: Count by Type of Request” Report

· Run the “Closed 339s by Priority” Report

· Run the “339 Summary” Report

· Run the “Processing Times by Organization and Individual” Report

· Run the “Total 339s by State and Group” Report


Upon completion of this course, you will be able to perform the following Reviewer functions in eMatrix v10:

· Examine the workflow and states of a DLA Form 339

· Access the User Inbox for current workload

· Review a DLA Form 339

· Reassign a DLA Form 339

· Release a DLA Form 339 

· Modify incomplete, misrouted, or non-executable DLA Forms 339

· Add, remove and view electronic attachments to a DLA Form 339

· Add and remove a physical attachment indicator on a DLA Form 339

· Search for information within the eMatrix system

· Use the Collections feature to save and retrieve collections of static data 

· Run reports to obtain information and processing metrics within the eMatrix system
Note:   In order to access the application, you need to have an account and temporary password issued to you by your User Administrator.  You will receive notification of your new account through your e-mail.  If you do not have an account, contact your supervisor.

GETTING STARTED

Welcome!  In order to get started, please ensure that you have completed the administrative actions below and then follow the steps to log on.

Prerequisites:

Before accessing the application, internal site administrative actions must be completed.  Please refer to your internal site procedures for requesting and obtaining a valid user ID and password.  The prerequisites to access the eMatrix application include:

· A valid eMatrix User ID and password set up by an authorized administrator

· Access to the Internet via an Internet Explorer web browser from the user workstation

· Internet Explorer (IE) 5.5, Service Pack 2 (SP2) or greater installed on the user workstation.  The application will work properly only if accessed using the IE browser of this version or higher.  If an earlier version browser is used to access the system, some features may not operate as described and errors may be encountered

Logging In:

The following procedures must be followed to access the application and begin a session:
· Obtain the Uniform Resource Locator (URL) web address for the application
· Launch the IE web browser
· Enter the URL into the IE web browser address bar and select the ‘Enter’ key from the keyboard.  The site may also have a separate link from the site location to access the application.  

· Once the login screen appears, the steps to enter the application are:

· Enter the user ID and password    
· Select the 
“Login” command button; this action will initiate the authorization process and log the user into the application

· Report any problems encountered during this procedure to the appropriate point of contact as per the local existing support procedure. 

The steps to log in to the application are listed below:

	Step
	Action

	1
	Enter the program

	2
	Type in your Username and Password

	3
	Click the “Login” button.
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The eMatrix Login Screen

Note:   In order to access the application, you need to have an account and temporary password issued to you by your User Administrator.  You will receive notification of your new account through your e-mail.  If you do not have an account, contact your supervisor.

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 and Focal Points

· 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
1.0 THE REVIEWER ROLE AND WORKFLOW LIFECYCLE

In this section, you will learn about the Reviewer role and how the Reviewer performs in the workflow process within eMatrix v10.

1.1 Reviewer

Reviewers receive completed DLA Forms 339 from Initiators.  The Reviewer inspects the form for accuracy and completeness and then decides to release, reject, modify, or reassign the form.  The Reviewer also has the ability to run reports and processing metrics within the eMatrix system.

1.2 Workflow Lifecycle State

A state refers to the form’s current point along the lifecycle.  There are seven states in the lifecycle; however, you are only responsible for a form when it is in the Review Request state.

Review Request – The form is in this state when the Reviewer has ownership and is tasked with reviewing the form for accuracy and completeness.  The Reviewer can release or reject the form along the workflow.

The following chart, Figure 1: Reviewer Form Workflow, highlights in dark blue the state for which the Reviewer is responsible:
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Figure 1: Reviewer Form Workflow

2.0 DLA FORM 339 FUNCTIONS

In this section, you will learn how to perform the various Reviewer functions for processing a DLA Form 339.  You will also learn the functions of the Home Screen and the 399 User Inbox.

2.1 Home Screen and 339 User Inbox

In this section, you will learn how to use the User Inbox and the available options.  This section describes the specific user interface, options, form display, and specific functionality.  Upon logging in, you will first see your personal Inbox that contains your workload.  This first screen is referred to as the “Home Screen.” 

In the User Inbox, each DLA Form 339 contains information divided into nine categories as shown in Figure 2: User Inbox Screen.  These categories are defined below:

	Category
	Definition

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

	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 (DSCC-SK-04-04486)

	Rev
	Displays a letter association if the DLA Form 339 has been revised.  A dash indicates that there are no revisions.  (For example: DSCC-SK-04-04486 A)

	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 the Reviewer rejects the form, it will be returned to the Initiator for further action.  If it has been 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 User Inbox workload can be sorted by any category.  To sort the User Inbox by a category, double-click on the column title.  This will sort the cases in ascending order.  To sort in descending order, double-click again. 
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Figure 2: User Inbox Screen

Various features and functions are found within the Home Screen. 

2.1.1 Tool Bar

The toolbar, located in the upper right of the Home Screen, consists of seven icons.  The toolbar options are listed below in detail:

· Home - Allows you to return to the User Inbox

· Help - Provides you with general help option, such as an electronic copy of the User Guide 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
2.1.2 Left-Hand Side Menu 

The options available to you in this menu will allow you to do your job confidently.  These options are located on the left-hand submenu under the heading “Info Central.”  These options are listed below in detail:

· 339 User Inbox - Displays the User Inbox with your current DLA Form 339 workload (set by default)

· 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

· Reassign – Allows you to reassign DLA 339 workload

· Reports & Metrics - Allows you to run various reports to gather information and processing metrics

2.1.3 Left-Hand Side Submenu

Once a form is selected, the Properties page of the DLA Form 339 will appear with a left-hand side submenu.  The left-hand side submenu lists the options available to you for actions performed to or within the form.  These options are defined below:

· View - Allows you to view a DLA Form 339 
· 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 Attachment - Allows you to indicate (via “Yes” 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.

· Release to Focal Point - Allows you to release a DLA Form 339 to the next user in the workflow, the Focal Point

· Reject 339 – 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 Initiator’s Inbox

· Cancel 339 - Allows you to cancel the DLA Form 339.  This action can only be done when a DLA Form 339 is in the Inbox of the Initiator or the Reviewer.

· 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 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

2.2 Review a DLA Form 339

To review a DLA Form 339, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a DLA Form 339 from the User Inbox by clicking on it or through Search function (described in Module 5.0).

	2
	Select the “View 339” option from the submenu on the left-hand side of the screen.

	3
	Review the information for completeness and accuracy.


Note: The user can select the “Electronic Attach View/Add/Modify” option to review any attachments to the DLA Form 339.

Reassign a DLA Form 339 

In this section, you will learn how to reassign one or more DLA Forms 339.  The reassign capability is common functionality available to the Reviewer and Focal Point roles.  You can reassign cases from one Initiator’s Inbox to another Initiator’s Inbox when the cases are in the “Review_Response,” “Wait,” or “Initiate” states.  To reassign a DLA Form 339, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select the “Reassign” option.  A “Reassign Workload” pop-up box will be displayed.

	2
	In the “From User” drop-down menu, select the name of the Initiator from whom the cases are to be reassigned.

	3
	Select “Next” at the bottom of the screen.

	4
	Select “339Form” from the “Select the Type” drop-down menu.  Then select “Next” at the bottom of the screen.

	5
	Select the case to reassign by clicking on the case number within the box of cases at the top of the screen.  To select multiple forms, hold down the control key while selecting.  

	6
	Select the user to whom you would like to reassign the cases.  Then select “Next” at the bottom of the screen (Figure 3:  Reassignment Selection).  

	7
	Verify that the information selected is correct, and select “Finish” at the bottom of the screen (Figure 4:  Finish Reassignment Selection).  Reassignment is complete.  The system will now automatically generate an e-mail to whom the cases have been reassigned.  A sample of this e-mail is in Appendix A. 


Note:

· Forms can be reassigned if they are in the  “Wait,”  “Review_Response,” or “Initiate” states.  The form will retain the original Initiator’s information in Block 4A.

· Responses to a reassigned DLA Form 339 will be sent to the reassigned Initiator.  
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Figure 3:  Reassignment Selection
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Figure 4:  Finish Reassignment Selection

LAB EXERCISE 

LAB EXERCISE 1: Reassign a DLA Form 339

Objectives

In this exercise, you will perform the steps to reassign a DLA Form 339 from one Initiator to another.  This exercise will familiarize you with the actions the system takes when a reassignment is made.

Background/Overview

DLA Forms 339 can be reassigned from one Initiator to another when the forms are in the “Wait” or “Review_Response” states.  In this exercise, you will reassign a specific DLA Form 339 from one Initiator to another.

For this exercise, your instructor will provide you with the name of the Initiator from whom a case is to be reassigned, the name of the Initiator to whom the case will be reassigned, and a specific case number of the DLA Form 339 that you are to reassign.

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Record the case number provided to you by the course instructor.
	Case Number: 

	(
	2
	Record the Initiator from whom the case is to be reassigned (provided to you by the course instructor).
	From Initiator:

	(
	3
	Record the Initiator to whom the case will be reassigned (provided to you by the course instructor).
	To Initiator:

	(
	4
	Select “Reassign” from the left-hand side menu.
	The application displays a pop-up “Reassign Workload” window, from which you can select the user’s (Initiator’s) workload to reassign.

	(
	5
	From the “From User” drop-down input, select the name of the Initiator from whom cases are to be reassigned (the “From Initiator” as recorded in Step 2).
	

	(
	6
	Click the “Next” button.
	In the pop-up window, the screen displays a new drop-down input from which you must select the type of item to reassign, in this case,  “339 Form.”

	(
	7
	From the “Select a Type” drop-down input, select “339Form.”
	

	(
	8
	Click the “Next” button.
	The “Reassign Workload” screen displays a list of cases from which you can select and displays the “From User” previously selected and the “Type” (339Form).  A “To User” drop-down input is also displayed.

	(
	9
	Select the case number to reassign (as provided by course instructor and recorded in Step 1) by clicking on the case number within the box of cases.
	

	(
	10
	Select the Initiator to whom the case is to be reassigned (as provided by course instructor and recorded in Step 3) by selecting the appropriate name from the “To User” drop-down input.
	

	(
	11
	Click the “Next” button.
	The “Reassign Workload” pop-up window displays a confirmation screen, indicating the selected case(s), the Initiator from which the case(s) will be reassigned and the Initiator to which the case(s) will be reassigned.  A message “Is this information correct?” is also displayed.

	(
	12
	Click the “Finish” button to confirm and complete the reassignment action.
	The “Reassign Workload” pop-up window will automatically be closed and you can return to the main application window.


Summary

In this exercise, you performed the steps to reassign a single case from one Initiator to another.  It is also possible to reassign more than one case from an Initiator’s workload to another Initiator.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Reject a DLA Form 339

In this section, you will learn how to reject a DLA Form 339.  This option sends the form back to the Initiator and will change the state of the form back to “Initiate.”  The Initiator will receive an e-mail notification that the form has been rejected:  To reject a DLA Form 339, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the Inbox by clicking on it.

	2
	Select the “Reject 339” option from the submenu on the left hand side of the screen.

	3
	Input the reason for rejecting the form (see Figure 5:  Reject Reason DLA Form 339).

	4
	Select “Finish” at the bottom of the screen.
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Figure 5:  Reject Reason DLA Form 339

2.3 Release a DLA Form 339

To release a DLA form 339, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox by clicking on it

	2
	Select the “Release to Focal Point” option from the submenu on the left-hand side of the screen.

	3
	The DLA Form 339 will be released to the Focal Point.


2.4  Modify a DLA Form 339

In this section, you will learn how to modify an incomplete, misrouted, or non-executable DLA Form 339 before releasing it.  To modify a DLA Form 339, complete the following steps: 

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox by clicking on it.

	2
	Select the “Modify 339” from the top of the Properties screen.  A pop up window of the DLA Form 339 will be displayed so that the user can make modifications.  

	3
	Modify the appropriate information.  

	4
	Select “Done” at the bottom of the screen.  Your changes will be saved to the form.


Add, Remove and View Electronic Attachments to a DLA Form 339

In this section, you will learn how to work with electronic attachments.  To add an electronic attachment, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a case by clicking on it.

	2
	Select the option for “Electronic Attach. View/Add/Modify” from the submenu on the left-hand side of the screen.  The Attachments window for the case you selected will appear.  

	3
	Select the “Upload External File” option at the top of the screen.

	4
	Select the “Browse” option from the “Checkin” dialog box (see Figure 6: DLA Form 339 Attachment Selection) in order to browse your computer and/or network for the file(s) to attach.

	5
	Locate the file you wish to upload and attach from the “Choose File” window.  Note that you can navigate to find files on your internal network as well as on your local workstation.  

	6
	Click on the file you wish to upload and attach.  Note: if you double-click on the file, you do not need to select “Open” as directed in step 7.

	7
	Select the “Open” option.  Note that this option will not necessarily open the file, but rather will select it to upload and attach.  The “Checkin” dialog box will appear with the selected file name listed.  

	8
	Choose the “Checkin” option at the bottom of the dialog box.  This will attach the file to the case you are working with.  Note: To view the file, double-clicks the file name as seen in Figure 7: Viewing a DLA Form 339 Attachment Selection.  To add another file, repeat steps 3 – 8.


Note:

File Size – The application will not permit attachments of 0KB in size or above 15MB in size.  The total file size is displayed in MB when files are attached within the application.
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Figure 6: DLA Form 339 Attachment Selection

Note: 

· Append – You can select the radio button action to append the attachment, which will add the current electronic attachment in addition to other attachments already existing on the form.  This is the default setting within the application. 

· Replace – You can select the radio button action to replace the attachment, which will replace any existing attachments with the one currently being added.
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Figure 7: Viewing a DLA Form 339 Attachment Selection

Attached files can be removed from the form.  To do this, select the file by checking the checkbox in front of the attachment name and then select the “Delete Selected Attachments” option at the bottom of the screen.  Attachment files can also be downloaded from the form to your workstation or internal network by selecting the “Download” icon on the right-hand side of the file and saving the file to the designated location. 

Note:  DLA policy dictates certain file formats that are neither acceptable nor authorized to be attached to DLA Form 339.  The following are the forbidden file format types: .acm, .ade, .ddp, .bas, .bat, .bin, .cfm, .chm, .class, .cla, .cmd, .cnt, .cnv, .com, .cpl, .crt, .css, .cs*, .dll, .drv, .exe, .gms, .hlp, hta, .htm, .html, .hit, .inf, .ini, .ins, .isp, .java, .js, .jse, .jsp, .lnk, .md*, .mht*, .mpd, .mpg, .mp3, .mcs, .msi, .msp, .mst, .ocx, .ov*, .pcd, .pif, .pl, .reg, .php, .rpm, .scr, .sct, .shb, .shs, .shtm, .shtml, .sys, .tlb, .tsp, .url, .vb, .vbe, .vbs, .vxd, .wbt, .wiz, .ws, .wsc, .wsf, .wsh, .386

Note: The eMatrix v10 application will not accept file names containing the following characters: #, $, @, %, &.  Windows will not accept file names containing the following characters: *,? , “, ”, <, >, !.

2.5 Add and/or Remove Physical Attachment Indicator on a DLA Form 339

To add and/or remove an indication of a physical attachment, complete the following steps:

	Beginning Point: User Inbox

	Step
	Action

	1
	Select a case by clicking on it.  The case will open and a submenu with actions for this case will appear on the left-hand side of the screen.  

	2
	Select the option for “Indicate Physical Attach.” from the submenu on the left-hand side of the screen.  

	3
	Select the radio button “Yes” to indicate a physical attachment.  “No” is the default setting.  To change the indication from “Yes” to “No,” you must select the radio button for “No.”

	4
	Select “Finish” at the bottom of the screen.


OTHER REVIEWER FUNCTIONS

In this lesson, you will learn to perform the following actions:

· View NSN Association - Views all DLA Forms 339 with the same NSN.

· View Related Information - Views all DLA Forms 339 with the same SICAs and associated suffix letters.

· View Revisions Association - Views all related revisions for the particular DLA Form 339.

· View History - Views a history log of actions performed for the particular DLA Form 339.

· View Lifecycle - Views the state that the DLA Form 339 is along the business process workflow.

2.6 View NSN Association 

This action shows all DLA Forms 339 with the same NSN.  For example, viewing all forms with the same NSN allows you to see any forms returned by the ESA Web with questions concerning the request.  By viewing and responding to these questions proactively, you can avoid having another DLA Form 339 returned from the ESA.  To view the NSN association, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox by clicking on it.

	2
	Select the “View NSN Association” option from the submenu on the left-hand side of the screen.  The screen will display all DLA Forms 339 with the same NSN.


Note: By accessing the drop-down menu under “Workspace Tables” and selecting “Expanded Search Results,” you will see more detailed information.
View Related Information

In this section, you will learn how to view related information.  The function “View Related Information” allows you to see all DLA Forms 339 with the same SICAs and associated suffix letters.  “View NSN Association” shows all forms with the same NSN as the selected DLA Form 339 regardless of SICA and associated suffix letters.  The “View Related Information” function, however, may contain multiple NSNs as long as all DLA Forms 339 have the same SICA and suffix letters.  To view related information, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox by clicking on it.

	2
	Select the “View Related Information” option from the submenu on the left-hand side of the screen.  The screen will display related forms.


Note:  By accessing the drop-down menu under “Workspace Tables” and selecting “Expanded Search Results,” you will see more detailed information.

2.7 View Revisions Association

In this section, you will learn how to view the revisions association.  This function allows you to view all revisions associated with a selected DLA Form 339.  To view revisions associations, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox.

	2
	Select “View Revisions Association.” from the submenu on the left-hand side of the screen.  The screen will display the selected DLA Form 339 and associated revisions.  


Note:  By accessing the drop-down menu under “Workspace Tables” and selecting “Expanded Search Results,” you will see more detailed information.

View History

In this section, you will learn how to view the history.  The history shows a log of actions performed for the particular DLA Form 339.  To view history, complete the following steps:

	Beginning point:  User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox.

	2
	Select the “View History” option from the submenu on the left-hand side of the screen.  A history of all actions performed for the particular DLA Form 339 will be displayed.


2.8 View Lifecycle

In this section, you will learn how to view the lifecycle.  “View Lifecycle” shows the state that the DLA Form 339 is along the business process workflow.  To view the lifecycle of a DLA Form 339, complete the following steps:
 

	Beginning point:  User Inbox

	Step
	Action

	1
	Select a specific DLA Form 339 from the User Inbox.

	2
	Select “View Lifecycle” from the submenu on the left-hand side of the screen.  A view of the workflow lifecycle will be displayed.  The current state will be highlighted in blue.


SEARCH

In this section, you will learn how to use the Search feature, including how to perform various types of searches and how to save search results.  The Search capability is common function available to all users.  Additionally, the Search feature allows you to search for DLA Forms 339 in all DSCs.  By default, the system limits search results to 100 forms, but this limit can be increased by changing the “Limit to” number in the bottom left-hand corner of the Search screen.

2.9 Search Functions

The following options are available when you select “Search” from the left-hand side menu:

· Find Like

· Find

· Advanced Find

· Saved Queries
2.10 Find Like

The “Find Like” search option is the default search function for the application.  To perform a “Find Like” search, complete the following steps: 

	 Beginning point:  User Inbox

	Step
	Action

	1
	Select “Search” from the left-hand side menu.

	2
	Select the “Type” ellipses and select the “339Form” radio button on the pop-up “Type Chooser” window.  Select “Submit.”

	3
	Input search criteria based on an operator selected from the drop-down menu and entered values.  Select “Find” at the bottom of the screen.

	4
	You can save the query (section 5.5) or perform a new search.


LAB EXERCISE

LAB EXERCISE 2: Search for DLA Forms 339 Based on Form Input Criteria (Find Like Search)

Objectives

In this exercise, you will search for DLA Forms 339 by NSN using the “Find Like” search feature.  This exercise will familiarize you with the actions you must take to search for DLA Forms 339 based on form block inputs.  This exercise will also familiarize you with viewing expanded search results.

Background/Overview

The eMatrix application provides numerous search options.  The “Find Like” search feature allows you to perform a “form search,” where you input search criteria based on form blocks.  In this exercise, you will search for DLA Forms 339 based on form block inputs.   

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step 
	Instructions
	Results

	(
	1
	Record the search input provided by the course instructor.
	Search input: 

	(
	2
	Select “Search” from the left-hand side menu.
	The application displays a pop-up Search window, where various search options are displayed.  By default the “Find Like” search option is displayed.

	(
	3
	Click the “…” icon to the right of the “Type” input box.
	A “Type Chooser” pop-up window displays, requesting the type of search item you are seeking.

	(
	4
	Click the “339Form” radio button and click the “Submit” option in the bottom right-hand corner of the window
	The  “Type Chooser” pop-up window closes, and the main search window populates with a new search form, based on the DLA Form 339 blocks and inputs.

	(
	5
	Scroll down 1/3 of the page to find the NSN category.
	

	(
	6
	Click on the down arrow to the right of the first box next to NSN.
	

	(
	7
	Select “Ends with,” and enter the last 4 digits of the NSN you have recorded in Step 1.
	

	(
	8
	From the bottom right-hand corner of the search window, click the “Find” option.
	The system performs a search, and then displays search results.

	(
	9
	View search results.  
	All search results matching the input criteria input in Step 6 are displayed.

	(
	Bonus!
	From the “Workspace tables” drop-down input in the upper left-hand corner of the screen, you can select the “Expanded Search Results” option.
	The search results display changes to include additional columns of information.


Summary

In this exercise, you performed a “Find Like” search, executing steps to search for DLA Forms 339, based on input criteria from the DLA Form 339 blocks.  You also viewed search results in an enhanced format.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Find

The “Find” Search option is another search function for the application.  You can search by criteria input for “Type,” “Name,” “Revision,” and “Owner.”  This is a more limited search than the “Find Like” which allows you to input more criteria.  To perform a “Find” Search, complete the following steps:

	Beginning point:  User Inbox

	Step
	Action

	1
	Select “Search” from the left-hand side menu.

	2
	From the left-hand side menu of the search window, select “Find.” 

	3
	Click on  “…” next to the “Type” input box.  Select the “339Form” radio button at the pop-up “Type Chooser” window and select “Submit.”

	4
	Input search criteria in any of the following fields:

· Name

· Revision

· Owner

· Vault

	5
	Select “Find” at the bottom of the screen.

	6
	You can save the query (section 5.5) or perform a new search.


LAB EXERCISE

LAB EXERCISE 3: Search for a Specific DLA Form 339 (Find Search)

Objectives

In this exercise, you will search for a specific DLA Form 339 by case number using the “Find” search feature.  This exercise will familiarize you with the actions you must take to perform this type of search.

Background/Overview

The eMatrix application provides numerous search options.  The simplest type of search is made using the “Find” search feature of the system. For this exercise, your instructor will provide you with the case number of the DLA Form 339 for which you are to search.

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Record the case number provided to you by the course instructor.
	Case number: 

	(
	2
	Select “Search” from the left-hand side menu.
	The application displays a pop-up Search window, where various search options are displayed.  By default the “Find Like” search option is displayed.

	(
	3
	From the left-hand side menu of the search window, select “Find.”
	A basic search form displays in the right-hand pane of the search window.

	(
	4
	Click on the ellipses next to the “Type” field input box.
	The “Type Chooser” pop-up window is displayed.

	(
	5
	Select the radio button next to “339 Form” and click the “Submit” option in the bottom right-hand corner of the screen.
	The  “Type Chooser” pop-up window closes, and you are returned to the basic search form.

	(
	6
	In the “Name” field input box, type the DLA Form 339 case number, as provided by the course instructor and recorded in Step 1.  DO NOT alter any of the other input fields within the form. Note: you can input “*” and the last 5 digits of the case number rather than the entire case number.
	

	(
	7
	From the bottom right-hand corner of the search window, click the “Find” option.
	The system performs a search, and then displays search results.

	(
	8
	View search results.  
	All search results with a “name” matching the case number input in Step 4 should show (in many instances, only one case may be displayed).

	(
	Bonus!
	To view the properties or information for a DLA Form 339 listed in search results, click the DLA Form 339 case number.
	The DLA Form 339 properties and Form 339 sub-menu will display in the main eMatrix v10 application window.


Summary
In this exercise, you performed the steps to search for a single DLA Form 339.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Advanced Find

With the “Advanced Find” option, you can query by the same blocks as the “Find” search as well as additional fields of “Where” and textual “Pattern” and “Format.”  To perform an Advanced Find, complete the following steps:

	Beginning point:  User Inbox

	Step
	Action

	1
	Select “Search” from the left-hand side menu.

	2
	Select “Advanced Find” from the left-hand side menu listed under “Info Central.”

	3
	Input search criteria based on an operator selected from the drop down menu and entered values.  Select “Find” at the bottom of the screen.

	4
	You can save the query (section 5.5) or perform a new search.


Note:  The “Advanced Find” search option is a very complex feature requiring experience with programming language.  The recommended search options are “Find Like” and “Find.”

2.11 Saved Queries

This application allows you to save parameters for later use.  By doing so, you can avoid having to re-enter the same parameters each time you want to perform the same search.  The concept of a saved query is similar to having the application remember a question you would like to ask again in the future.  To save a query, complete the following steps:

	Beginning point:  Search Results Screen

	Step
	Action

	1
	Select “Save Query” in the upper left of the screen to save previously entered search criterion.

	2
	Enter a name for the Query in the “Name” block.

	3
	Select “Done” at the bottom of the screen.


Accessing Previously Saved Queries

Once a query is saved, you can access the query for future use.  Each time the query is run, a new data set will be displayed.  To access a previously saved query, complete the following steps:

	Beginning point:  Search Results Screen

	Step
	Action

	1
	Select “Search” from the left-hand side of the screen.

	2
	Select “Saved Queries.”

	3
	Click on the name of the query to select the particular query you wish to run.

	4
	Select “Find” from the bottom of the screen.

	5
	The next screen will display the programming language for your query.  To access the results after running the new query, select “Find” at the bottom of this screen.


Note: To delete this query, click on the radio button next to the name of the query and select “Delete Selected” at the bottom of the screen.

COLLECTIONS

In this section, you will learn how to use the Collections feature.  Specifically, you will learn how to create and save a new collection, add data to an existing collection, and access saved collections.  

The Collections feature allows you to develop a collection of DLA Forms 339 based on user-defined preferences.  This capability is 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. Information in a collection, unlike a query, will not change unless you choose to add new search results to an existing collection.  Collections are a compilation of saved search results, which you can tailor.

For example, you could create separate collections of all DLA Forms 339 initiated in January, February, March, etc. by running new searches and creating a new collection for each month.  In addition, you could save a running total of DLA Forms 339 by adding the data from January, February, and March each month to an existing collection.

2.12 Create a New Collection

To create a new collection, complete the following steps:

	Beginning point: Search Results Screen

	Step
	Action

	1
	Select the data items by clicking the checkbox to the left of the case number name.  A checkmark will appear indicating the case numbers you wish to create into a collection.  To select all of your Search results click on the checkbox in the blue field at the top of your Search results.  Note: If your Search results are on more than one page, click on the “Pagination Off” button before clicking on the checkbox in the blue field.

	2
	Click on the  “New Collection” option at the bottom of the screen.  The “New Collection” pop up screen will appear.

	3
	Enter the collection name as seen in Figure 8:  New Collection.
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Figure 8:  New Collection

LAB EXERCISE

LAB EXERCISE 4: Save a Collection

Objectives

In this exercise, you will learn how to save a collection of search results for viewing at a later time.  You will also learn how to view a saved collection of search results.

Background/Overview

The eMatrix application provides the ability to save a specific set of search results for later viewing.  The “Collections” feature allows you to save a set of search results, to go back and view that set of search results in the future, and to modify that collection of search results.

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the Search Results screen.

	(
	Step
	Instructions
	Results

	(
	1
	Repeat the steps from the “Find Like” Lab Exercise but enter your User Name in the “Owner” input box.
	Search results are displayed. 

	(
	2
	To select all of your Search results click on the checkbox in the blue field at the top of your Search results.  Note: If your Search results are on more than one page, click on the “Pagination Off” button before clicking on the checkbox in the blue field.
	

	(
	3
	From the bottom of the search results display, select the “ New Collections” option.
	The application requests and input of a name for the collection.

	(
	4
	Input the text “My Test Collection” into the input box.
	

	(
	5
	Select “Done” at the bottom of the screen.
	The items selected are saved as a list or collection entitled “My Test Collection.”

	(
	6
	To view a collection, select the “Collections” option from the left-hand side menu of the main application.
	A list of collections from which to select is displayed.

	(
	8
	Click on “My Test Collection” to view the collection.
	The collection of items is displayed.


Summary

In this exercise, you learned how to save a collection.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Add Data to an Existing Collection

The steps to add data to an existing collection are as follows:

	Beginning point: Search Results Screen

	Step
	Action

	1
	Select the items to add to the collection by clicking the checkbox to the left of the case number name.  A checkmark will appear indicating the case numbers you wish to add to the collection.

	2
	Select the “Add to Collections” option at the bottom of the screen.  A pop-up window will appear displaying the “Add to Collections” screen.  

	3
	Select the name of the collection from the “Name” drop-down menu.

	4
	Select “Done” at the bottom of the screen.  See Figure 9:  Add to Collection.
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Figure 9:  Add to Collection

Access Saved Collections

To access saved collections, complete the following steps:

	Beginning point: Search Results Screen

	Step
	Action

	1
	Select “Collections” from the left-hand side menu.  A screen with saved collections is displayed in Figure 10:  Saved Collections.

	2
	Select the collection by double-clicking on its underlined name for view of the data set as seen in Figure 11:  Collections Results.
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Figure 10:  Saved Collections
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Figure 11:  Collections Results

REPORTS AND METRICS

In this section, you will learn how to configure and run reports and metrics.  Reviewer and Focal Point users have access to reports within the eMatrix application.  Access reports by selecting the “Reports and Metrics” option from the left-hand side menu.  This option expands further to display all available reports as seen in Figure 12:  Reports and Metrics.
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Figure 12:  Reports and Metrics

There are 12 reports available in eMatrix v10.  For each report, you will learn the purpose of the report, the steps to run it, and the criteria required for each input field.  You will also be shown a sample report output and descriptions of the report information and results.  Each of the available reports is described in the following sections.

Report A: “Open 339s: Age by Type of Request” 

The purpose of the ”Open 339s: Age by Type of Request” report is to provide the following:  

· 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)

This report provides a snapshot of the status of cases open at the ESA Web as of a specific date, indicating how long the cases have been at ESA Web, if the cases were late based on the Type of Request selected in Block 15, and the percentage of cases late based on the Type of Request. 

For example, if you wanted to know how many cases had been sent to the ESA Web as of April 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 Type of Request (Block 15 of the DLA Form 339).

The report criteria that can be entered is seen in Figure 13:  “Open 339s: Age by Type of Request” and is outlined with definitions in Table 1: "Open 339s: Age by Type of Request" Input.  To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.

	2
	Select “Open 339s: Age by Type of Request.”

	3
	Select input criteria as seen in Figure 13:  “Open 339s: Age by Type of Request” and described in Table 1: "Open 339s: Age by Type of Request" Input.


Click “Submit” to display report results as seen in Figure 14:  “Open 339s: Age by Type of Request” Report Results and described in 

	Table 2: "Open 339s: Age by Type of Request" Report Results
.
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Figure 13:  “Open 339s: Age by Type of Request”

The criteria for input are as follows:

Table 1: "Open 339s: Age by Type of Request" Input

	Input
	Description

	A given end date of a time period, in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP. 

(Required Field)
	Cases associated with the selected DSCs will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other. 

(Required Field)
	The user can select one or more SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days) (Required Field)
	The user can select one or more priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected priorities.

	Matching Case Number Portion 

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case numbers and that match the other selected criteria.

	Initiator 

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were created by an Initiator.  Note that the available selection of Initiators will be based upon the DSC selected.
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Figure 14:  “Open 339s: Age by Type of Request” Report Results

Table 2: "Open 339s: Age by Type of Request" Report Results

	Report Heading
	Description of Results

	Number Open at ESA
	DLA Forms 339 in the “Wait” state as of selected end date

	Number Late at ESA
	DLA Forms 339 in the “Wait” state late based on selected priority in Block 5

	Percent Late at ESA
	The number late divided by the total number open represented as a percentage to the precision of one decimal place

	Average Days Open at ESA
	Total number of days open by DLA Form 339 divided by total number open at the ESA Web

	Number Late at ESA with Expired ECD
	DLA Forms 339 in the “Wait” state late based on selected priority in Block 5 and an expired ECD

	Number Open at ESA - Single Type
	DLA Forms 339 in the “Wait” state as of selected end date with only on option selected in Block 15

	Number Open at ESA - Multiple Types
	DLA Forms 339 in the “Wait” state as of selected end date with more than one option selected in Block 15 


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the report results display screen.

2.13 Report B: “Open 339s: Count by Type of Request”

The purpose of the “Open 339s: Count by Type of Request” report is to provide the total count of open DLA Forms 339 at the ESA Web by type of request.

For example, if you want to know how many cases DSCC sent to all Air Force SICAs on a specific date, this report will show the number of DSCC Air Force cases open at the ESA Web, broken out and organized by type of request (from Block 15 on the DLA Form 339).  To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Open 339s: Count by Type of Request.”

	3
	Select input criteria as seen in Figure 15:  “Open 339s: Count by Type of Request” Input Criteria and described in Table 3: "Open 339s: Count by Type of Request" Input Criteria.


Click “Submit” to display report results as seen in Figure 16:  “Open 339s: Count by Type of Request” Report Results and described in 

	Table 4: "Open 339s: Count by Type of Request" Report Results
.
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Figure 15:  “Open 339s: Count by Type of Request” Input Criteria

The criteria for input are as follows:

Table 3: "Open 339s: Count by Type of Request" Input Criteria

	Input
	Description

	A given end date of a time period, in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP. 

(Required Field)
	Cases associated with the selected DSC will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other. 

(Required Field)
	The user can select one or more SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days) (Required Field)
	The user can select one or more priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected priorities.

	Matching Case Number Portion 

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator 

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were created by an Initiator.  Note that the available selection of Initiators will be based upon the DSC selected.
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Figure 16:  “Open 339s: Count by Type of Request” Report Results

Table 4: "Open 339s: Count by Type of Request" Report Results
	Reporting Heading
	Description of Results

	Sum of all Types of Request
	Total DLA Forms 339 open at the ESA Web for all Categories 15a-k, this column represents the sum of the columns to the right

	Alternate Method of Support Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15a selected

	Alternate Offer Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15b selected

	Engineering Change Proposal Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15c selected

	TDP Development or Validation Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15d selected

	Reverse Engineering Candidate Approval Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15e selected

	Reverse Engineering Approval Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15f selected

	Contract Deliverables Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15g selected

	Misc. Technical Requirements Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15h selected

	Critical Application Items Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15i selected

	Evaluation of Surplus Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15j selected

	Extended Engineering Open at ESA
	Total DLA Forms 339 open at the ESA Web with Block 15k selected


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.

LAB EXERCISE

LAB EXERCISE 5: Run the “Open 339s: Count by Type of Request” Report

Objectives

In this exercise, you will run the “Open 339s: Count by Type of Request” report.  This report will show you a list of open DLA Forms 339 sorted by the type of request for a specific Defense Supply Center. This exercise will familiarize you with the actions you must take to create an “Open 339s: Count by Type of Request” report. 

Background/Overview

The eMatrix application provides various reports so that Reviewers can obtain information and processing metrics within the system. 

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table. Use the checkbox at the left of each step to record your progress. These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Click the “Reports & Metrics” option in the left-hand side main menu.
	The list of available reports appears below the “Reports & Metrics” title.

	(
	2
	Click the “Open 339s: Count by Type of Request” option from the left-hand side menu.
	An input form for the report appears.

	(
	3
	Enter or select the following criteria in the report input form:

· Date: 3/31/2004

· DSC: DSCC

· ESAs: SX, AZ, HD

· Priorities: Emergency, 30 Days, 45 days, 60 days

· Matching Case Number Portion: *04-9*
	Note: When the DSC is selected, the report input screen will refresh.  This is normal.  Wait a few seconds for the screen to come up again.

	(
	4
	Click the “Submit” button.
	The application calculates the report results and displays them.  This may take a few minutes to complete.

	(
	5
	View the report results.
	


Summary

In this exercise, you performed the steps to run an “Open 339s: Count by Type of Request” report.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Report C: “Open 339s by Priority”

The “Open 339s by Priority” report displays the total number of DLA Forms 339 awaiting responses from the ESA Web as of a selected date sorted by priority. 

For example, if you want to know how many cases DSCC sent to all Navy SICAs that are open on a specific date, this report will show the number of DSCC Navy cases open at ESA Web, broken out and organized by priority from Block 5 on the DLA Form 339). To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Open 339s by Priority.”

	3
	Select input criteria as seen in Figure 17:  “Open 339s by Priority” Input Criteria and described in Table 5: "Open 339s by Priority" Input Criteria.


Click “Submit” to display report results as seen in Figure 18:  “Open 339s by Priority” Report Results and described in 

	Table 6: "Open 339s by Priority" Report Results
.
	


[image: image18.png]| Fie Et vew ravrtss ook b

| ok - > - D (2] Y| Qe [ifrovrtes Bwory | ) g i 2] D 2
| ccress [ reep1172.24.15.20:7001 fematri{common/em avigetor 5p?suteKey =FrameworkiStringResourceFeld=emxFramewrkStringResourcebSuteDrectory=common ] @G0 ||Links )
" canbat i A
EREEEE
[=|
Open 339s By Priority
My Desk
B | ceicafod Joa feoos
osce Foscr iosce
Sogmse M
R Fusae  FCow Fosx Mts Car
Fawe  Fw Ceo For Fo Mot Ca
Fuswe  Fea
FCww o Cke Foa Coe
Fomen Fwx Mxe Cxa Daw T
oategories |
Fa Fe Cc Mo Me Mr Mo Fw D1 My Fx
T =l
[ @ 7

st | A @ D & || Enetworkcal .| [Elematrin ap... | a0:1Document.| Bles 55 User .| Buser_cuites.. | [SG OB B IBELBS ezsm





Figure 17:  “Open 339s by Priority” Input Criteria

The criteria for input are as follows:

Table 5: "Open 339s by Priority" Input Criteria

	Input
	Description

	A given end date of a time period in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cases associated with the selected DSCs will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other.

(Required Field)
	The user can select one or more specific SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Category: A, B, C, D, E, F, G, H, I, J, K. 

(Required Field)
	The user can select one or more specific Categories.  Totals of cases open at the ESA Web will be calculated for all of the selected Categories (Block 15 of the DLA Form 339).

	Matching Case Number Portion

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were originated by that specific Initiator.  Note that the available selection of Initiators will be based upon the selection of DSCs.
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Figure 18:  “Open 339s by Priority” Report Results

Table 6: "Open 339s by Priority" Report Results

	Report Heading
	Description of Results

	Number Open at ESA
	DLA Forms 339 in the “Wait” state as of selected end date

	Number Late at ESA
	DLA Forms 339 in the “Wait” state late based on selected priority in Block 5

	Percent Late at ESA
	A percentage for the number late, divided by the total number open.  Number format will be the calculated percentage with a precision of one decimal place

	Average Days Open at ESA
	Total number of days open by DLA Form 339, divided by total number open at the ESA Web

	Number Late at ESA with expired ECD
	DLA Forms 339 in the “Wait” state late based on selected priority in Block 5 and an expired ECD


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.  

Report D: “339s Completed at the ESA Web: Age by Type of Request” 

The purpose of the “339s Completed at the ESA Web: Age by Type of Request” report is to provide the following:  

· 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 from the ESA Web for each type (Block 15 Category)

This report provides a snapshot of the status of cases received back from the ESA Web by a specific date, indicating how long the cases had been at ESA Web, whether the cases were received late, and the percentage of cases received late based on the Type of Request.  For example, if you wanted to know how many cases had been received back from the ESA Web as of April 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 (Block 15 of the DLA Form 339). To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “339s Completed at the ESA Web: Age by Type of Request Report.”

	3
	Select input criteria as seen in Figure 19:  “339s Completed at the ESA Web: Age by Type of Request” Report Input Criteria and described in Table 7: "339s Completed at the ESA Web: Age by Type of Request" Report Input Criteria.


Click “Submit” to display report results as seen in Figure 20:  “339s Completed at the ESA Web: Age by Type of Request” Report Results and described in 

	Table 8: "339s Completed at the ESA Web: Age by Type of Request" Report Results
.
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Figure 19:  “339s Completed at the ESA Web: Age by Type of Request” Report Input Criteria

The criteria for input are as follows:

Table 7: "339s Completed at the ESA Web: Age by Type of Request" Report Input Criteria

	Input
	Description

	A given end date of a time period, in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP. 

(Required Field)
	Cases associated with the selected DSC will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other. 

(Required Field)
	The user can select one or more SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days) (Required Field)
	The user can select one or more priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected priorities.

	Matching Case Number Portion 

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator 

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were created by an Initiator.  Note that the available selection of Initiators will be based upon the DSC selected.
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Figure 20:  “339s Completed at the ESA Web: Age by Type of Request” Report Results

Table 8: "339s Completed at the ESA Web: Age by Type of Request" Report Results

	Report Heading
	Description of Results

	Number Received from the ESA
	Number of DLA Forms 339 that were completed at the ESA Web (i.e., had at least entered the “Review Response” state as of the end date).  

	Number Received Late from the ESA
	Number of DLA Forms 339 that were completed at the ESA Web (i.e., had at least entered the “Review Response” state as of the end date) and were received late based on Block 5 priority 

	Percent Received Late from the ESA
	Total number received late from the ESA Web divided by the number received from the ESA Web.  

	Average ESA Response Time
	Total ESA Web response time divided by the total number received from the ESA Web.

	Number Received Late with expired ECD
	Number of DLA Forms 339 that were completed at the ESA Web (i.e., had at least entered the “Review Response” state as of the end date) and were received late based on Block 5 priority that had an assigned ECD that had expired.

	Number Received Single Type
	Number of DLA Forms 339 that were completed at the ESA Web (i.e., had at least entered the “Review Response” state as of the end date) with a single Category selected (block 15)

	Number Received Multiple Type 
	Number of DLA Forms 339 that were completed at the ESA Web (i.e., had at least entered the “Review Response” state as of the end date) with more than one Category selected (block 15)


Note:  This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.  
Report E: “Closed 339s: Count by Type of Request”

The purpose of the “Closed 339s: Count by Type of Request” report is to provide the total count of DLA Forms 339 completed at the ESA Web and received back into the eMatrix system sorted by type of request selected.

For example, if you selected DSCC and all Air Force SICAs for April 2, 2004 as input, this report will show the number of DSCC Air Force cases received back from the ESA Web, organized and displayed by Type of Request (Block 15 of the DLA Form 339).  To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Closed 339s: Count by Type of Request.”

	3
	Select input criteria as seen in Figure 21:  “Closed 339s: Count by Type of Request” Input Criteria described in Table 9: "Closed 339s: Count by Type of Request" Input Criteria.


Click “Submit” to display report results as seen in Figure 22:  “Closed 339s: Count by Type of Request” Report Results and described in 

	Table 10: "Closed 339s: Count by Type of Request" Report Results
.
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Figure 21:  “Closed 339s: Count by Type of Request” Input Criteria

The criteria for input are as follows:

Table 9: "Closed 339s: Count by Type of Request" Input Criteria

	Input
	Description

	A given end date time period, in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP. 

(Required Field)
	Cases associated with the selected DSC will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other. 

(Required Field)
	The user can select one or more SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days) (Required Field)
	The user can select one or more priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected priorities.

	Matching Case Number Portion 

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator 

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were created by an Initiator.  Note that the available selection of Initiators will be based upon the DSC selected.
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Figure 22:  “Closed 339s: Count by Type of Request” Report Results

Table 10: "Closed 339s: Count by Type of Request" Report Results

	Report Heading
	Description of Results

	Sum of all types of Request
	Total completed at the ESA Web (and received back into the eMatrix system)

	Alternate Method of Support Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15a selected

	Alternate Offer Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15b selected

	Engineering Change Proposal Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15c selected

	TDP Development or Validation Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15d selected

	Reverse Engineering Candidate Approval Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15e selected

	Reverse Engineering Approval Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15f selected

	Contract Deliverables Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15g selected

	Misc. Technical Requirements Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15h selected

	Critical Application Items Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15i selected

	Evaluation of Surplus Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15j selected

	Extended Engineering Closed at ESA
	Total DLA Forms 339 completed at the ESA Web (and received back into the eMatrix system) with Block 15k selected


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen. 
Report F: “Closed 339s by Priority”

The “Closed 339s by Priority” report displays the total number of DLA Forms 339 awaiting responses from the ESA as of a selected date  sorted by priority.

For example, if you want to know the total number of cases for DSCC and all Navy SICAs completed at the ESA Web (and received back into the eMatrix system) as of a given date, this report will provide that data and organize it and display it by Priorities (Block 5 of the DLA Form 339).  To run this report, complete the following steps:
	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Closed 339 by Priority.”

	3
	Select input criteria as seen in Figure 23: “ Closed 339s by Priority” Input Criteria and described in Table 11: "Closed 339s by Priority" Input Criteria.


Click “Submit” to display report results as seen in Figure 24: “ Closed 339s by Priority” Report Results and described in 

	Table 12: "Closed 339s by Priority" Report Results
.
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Figure 23: “ Closed 339s by Priority” Input Criteria

The criteria for input are as follows:

Table 11: "Closed 339s by Priority" Input Criteria

	Input
	Description

	A given end date time period in mm/dd/yyyy format.

(Required Field)
	The report results will be based upon the status of cases as of this date.  All cases open at the ESA Web as of this date will be counted in this report.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cases associated with the selected DSCs will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other.

(Required Field)
	The user can select one or more specific SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Category: A, B, C, D, E, F, G, H, I, J, K. 

(Required Field)
	The user can select one or more specific Categories.  Totals of cases open at the ESA Web will be calculated for all of the selected Categories (Block 15 of the DLA Form 339).

	Matching Case Number Portion

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were originated by that specific Initiator.  Note that the available selection of Initiators will be based upon the selection of DSCs.
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Figure 24: “ Closed 339s by Priority” Report Results

Table 12: "Closed 339s by Priority" Report Results

	Report Heading
	Description of Results

	Number Received from ESA
	DLA Forms 339 received back into the eMatrix system from the ESA Web as of selected end date

	Number Received Late from ESA
	DLA Forms 339 received back into the eMatrix system from the ESA Web late based on selected priority in Block 5.

	Percent Received Late from ESA
	A percentage for the number received late divided by the total number received.  The percentage number format will be the calculated percentage with a precision of one decimal place.

	Avg. ESA Response Time
	Sum of the numbers of days the cases received back into the eMatrix system from the ESA Web were open divided by total number of cases received back into the eMatrix system from the ESA Web.

	Number Received Late from ESA with expired ECD
	DLA Forms 339 received back into the eMatrix system from the ESA Web late based on selected priority in Block 5 having an expired ECD.


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.  
LAB EXERCISE

LAB EXERCISE 6: Run the “Closed 339s by Priority” Report

This report is very similar to the report run in the previous section.

Objectives

In this exercise, you will run the “Closed 339s by Priority” report.  This report will show you all of the closed 339s sorted by priority for a Defense Supply Center. This exercise will familiarize you with the actions you must take to create a “Closed 339s by Priority” report.

Background/Overview

The eMatrix application provides various reports so that Reviewers can obtain information and processing metrics within the system. 

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress. These steps begin at the User Inbox.

	(
	Step 
	Instructions
	Results

	(
	1
	Click the “Reports & Metrics” option in the left-hand side main menu.
	The list of available reports appears below the “Reports & Metrics” title.  

	(
	2
	Click the “Closed 339 by Priority” option from the left-hand side menu.
	An input form for the report appears.

	(
	3
	Enter or select the following criteria in the report input form:

· Date: 5/15/2004

· DSC: DSCC

· ESAs: SD, SX, TG, GT, AJ, BD, BF, CL, CT, AZ, HD, KE, GA, HX

· Categories: A, B, C

· Matching Case Number Portion: *04-9*
	Note: When the DSC is selected, the report input screen will refresh.  This is normal.  Wait a few seconds for the screen to come up again.

	(
	4
	Click the “Submit” button.
	The application calculates the report results and displays them.  This may take a few minutes to complete.

	(
	5
	View the report results.
	


Summary

In this exercise, you performed the steps to run a “Closed 339s by Priority” report.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Report G: “339 Summary” Report

The purpose of the 339 Summary Report is to display the following: 

· Total number of DLA Forms 339 in the workflow process within a date range 

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

· Total number of DLA Forms 339 closed within a date range

This report provides information helpful in reconciling cases for a specific period.  For example, if you want to find out 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 DSCP for a specific initiator, this report will provide that information in a summary format. To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “339 Summary Report.”

	3
	Select input criteria as seen in Figure 25:  “339 Summary” Report Input Criteria and described in Table 13: "339 Summary" Report Input Criteria.

	4
	Click submit to display report results as seen in Figure 26:  “339 Summary” Report Results and in Table 14: "339 Summary" Report Results.
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Figure 25:  “339 Summary” Report Input Criteria

The criteria for input are as follows:

Table 13: "339 Summary" Report Input Criteria

	Input
	Description

	Time Period given in Date Range, Month, Fiscal Quarter, or Fiscal Year.

(Required Field)


	Users can select a date range mm/dd/yyyy to mm/dd/yyyy; or they can select a specific month, fiscal quarter or fiscal year from a drop-down list.  Summary information will be calculated for the time period entered.  Data for cases remaining open at the ESA Web will be calculated as of the end date of the time period selected.  

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cases associated with the selected DSCs will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other.

(Required Field)
	The user can select one or more specific SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Category: A, B, C, D, E, F, G, H, I, J, K. 

(Required Field)
	The user can select one or more specific Categories.  Totals of cases open at the ESA Web will be calculated for all of the selected Categories (Block 15 of the DLA Form 339).

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days).

(Required Field)
	The user can select one or more specific Priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected Priorities (Block 5 of the DLA Form 339).

	Matching Case Number Portion

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were originated by that specific Initiator.  Note that the available selection of Initiators will be based upon the selection of DSCs.


[image: image27.png][fl t& Von Foorles Tos He |

| o - = - @ [2) L] Qoo Groes Breeory |By Sl Bl @ R

| ctess [T w1722 15.207001fsmacommontemaviastor

e >
[} CS AGENCY.
The WarianereQlglelies Combat Sugport Agsney

alPaint

DLA 339 Summary Report

Starting Date: 47172004
Ending Date: 5/1/2004

Defense Supply Canters: DS, DSCP, DSCR
Military Services: sx

A8 D
30 Daye

Matching Case Number Portion: *

Initiator: None Selacted

In Process at ESA Responses Received from ESA ety

Total AvaDays
otal [ percent]

rotal| ‘To tlose
Ecp [late] Late Rasmmsa

[wa [ 1 [so00 [wa| wa [ 25 [o [wa | o [ono [wal wa [ o [o |

[wa [o [oo0 [wa| wa | o [o [wa| o [ono (wa| wa [ o [o |

[wa [o [ooo [wa| wa [ o [o [wa| o [ono (wa| wa [ o [o |

[wa [ 2 [2000 [wa| wa |25 [o [wa| o [ono [wa| wa [ o [o | 2o
s« [ 3 [ [wa[ 3z [0 [wa| wa |2 [0 [wa[o [oos [wa| wa [ o [0 o
Totat [ 1 [ 1 [wa [ 1 [s000 [wa| wa |25 [o [wa | o [ono [wa| wa | o |o [ 2o

[ [ (@ memet Y

st | A S D & || Enetworkcal .| [Elematrin ap.. | a0 1Document..| Buser_Gudes... | Mesass User | [S @SB B LIBLBES oz




 Figure 26:  “339 Summary” Report Results

Table 14: "339 Summary" Report Results

	Category
	Report Header
	Description of Results

	
	Total Sent to ESA
	The total number of DLA Forms 339 sent to the ESA Web during the specified period.

	In Process at ESA
	Total with/ECD
	DLA Forms 339 sent to the ESA Web that are still open at the end of the time period with an ECD.

	
	Total Late
	DLA Forms 339 sent to the ESA Web that are still open at the end of the time period that are late, based on Block 5 Priority

	
	Percent Late
	Total number of the DLA Forms 339 sent to the ESA Web that are still open at the end of the time period, divided by the total sent to ESA that are still open at the end of the time period.

	
	Late w/ECD
	DLA Forms 339 sent to the ESA Web that are still open at the end of the time period with an assigned ECD that are late based on Block 5 Priority.

	
	Late w/Expired ECD
	DLA Forms 339 sent to the ESA Web that are still open at the end of the period with an assigned ECD that has expired.

	
	Avg. Days Open at ESA
	The average number of days that open DLA Forms 339 have been at the ESA Web (the sum of the total number of days the remaining open cases have been open at ESA Web divided by the total number that are still open at ESA Web).

	Responses Received from ESA
	Total
	Number of DLA Forms 339 received from the ESA Web during the specified period.

	
	Total with/ECD
	Number of DLA Forms 339 received from the ESA Web during the specified period with an ECD.

	
	Total Late
	Number of DLA Forms 339 received from the ESA Web during the specified time period that were late based on Block 5 Priority.

	
	Percent Late
	Total number of DLA Forms 339 received late (based on Block 5 Priority) from the ESA Web during the specified period divided by the total number of 339s received from the ESA Web during the specified period.

	
	Late w/ECD
	Total Number of DLA Forms 339 received late (based on Block 5 Priority) from the ESA Web during the specified period that had an assigned ECD.

	
	Late w/Expired ECD
	Total Number of DLA Forms 339 received late (based on Block 5 Priority) from the ESA Web during the specified period that had an assigned ECD that had expired.

	
	Avg. Days Open at ESA
	The average number of days that open DLA Forms 339 have been at the ESA Web (the sum of the total number of days the remaining open cases have been open at ESA Web divided by the total number that are still open at ESA Web).

	Closed by DSC
	Total
	Total number of DLA Forms 339 closed by the DSC(s) during the specified period.

	
	Avg. Days to Close Response
	For the DLA Forms 339 closed by the DSC(s) during the specified time period, this data is the average number of days it took user(s) to move the cases from the “Review_Response” state to the “Closed” state (for the cases closed by the DSC(s) during the time period, the sum of the elapsed time to close divided by the total number of cases closed during the time period).


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen. 
LAB EXERCISE

LAB EXERCISE 7: Run the “339 Summary” Report

Objectives

In this exercise, you will run the “339 Summary” report.  This report will show you all of DLA Forms 339 created during a certain time period for a Defense Supply Center.  This exercise will familiarize you with the actions you must take to create a “339 Summary” report.

Background/Overview

The eMatrix application provides various reports so that Reviewers can obtain information and processing metrics within the system. 

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Click the “Reports & Metrics” option in the left-hand side main menu.
	The list of available reports appears below the “Reports & Metrics” title.  

	(
	2
	Click the “339 Summary Report” option from the left-hand side menu
	An input form for the report appears.

	(
	3
	Enter the following criteria in the report input form:

· Date: Select the “Date Range” radio button and input start date: 1/1/2004, end date: 5/26/2004

· DSC: DSCC

· ESAs: SD, SX, TG, GT, AJ, BD, BF, CL, CT, AZ, HD, KE, GA, HX

· Categories: A, B, C, D

· Priorities: Emergency, 30 days, 45 days, 60 days, 90 days, Extended

· Matching Case Number Portion: *04-9*
	Note: When the DSC is selected, the report input screen will refresh.  This is normal.  Wait a few seconds for the screen to come up again.

	(
	4
	Click the “Submit” button.
	The application calculates the report results and displays them.  This may take a few minutes to complete.

	(
	5
	View the report results.
	The report results show a summary of the DLA Forms 399 movement and statuses for the selected time period and criteria.  For those results “open at ESA,” it is as of the ending date of the time period.


Summary

In this exercise, you learned how to create a “339 Summary” report.  

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Report H: “339 Listing” Report

The “339 Listing” Report displays a list of DLA Forms 339 filtered and sorted according to various search criteria.

This report provides more detailed case information than other reports.  For example, if you wanted to examine the case information for cases that have the same selected SICA code that were received from the ESA Web within a specific time period, this report will provide a list of all of those cases.  Note that this report does not provide any calculations or statistics on the listed cases.  To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “339 Listing Report.”

	3
	Select input criteria as seen in Figure 27:  “339 Listing” Report Input Criteria and described in Table 15: "339 Listing" Report Input Criteria.

	4
	Click “Submit” to display report results as seen in Figure 28:  “339 Listing” Report Results and described in Table 16: "339 Listing" Report Results.
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Figure 27:  “339 Listing” Report Input Criteria

The criteria for input are as follows:

Table 15: "339 Listing" Report Input Criteria

	Input
	Description

	Time Period given in Date Range, Month, Fiscal Quarter, or Fiscal Year.

(Required Field)


	Users can select a date range mm/dd/yyyy to mm/dd/yyyy; or they can select a specific month, fiscal quarter or fiscal year from a drop-down list.  Summary information will be calculated for the time period entered.  Data for cases remaining open at the ESA Web will be calculated as of the end date of the time period selected.  

	Status (“At ESA Web,” “Received from ESA” or “Completed”)

(Required Field)
	This selection allows users to narrow the list of cases output by the report based upon the status of the cases.  Only one criteria can be selected.  

(  If the user selects “At ESA Web,” the listed cases will include those that are in the “Wait” state within eMatrix as of the end date of the selected date range. 

(  If the user selects “Received from ESA,” the listed cases will include those that were received back from the ESA Web during the specified the period.

(  If the user selects “Completed,” the listed cases will include those that were closed during the selected period.  

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cases associated with the selected DSCs will be counted based on this input.

	Military Services: USAF, Army, USMC, Navy, Other.

(Required Field)
	The user can select one or more specific SICAs for one or more military services.  Totals of cases open at the ESA Web will be calculated for all of the selected SICAs and totals for each individual SICA selected will be displayed in the output.

	Category: A, B, C, D, E, F, G, H, I, J, K. 

(Required Field)
	The user can select one or more specific Categories.  Totals of cases open at the ESA Web will be calculated for all of the selected Categories (Block 15 of the DLA Form 339).

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days)

(Required Field)
	The user can select one or more specific Priorities.  Totals of cases open at the ESA Web will be calculated for all of the selected Priorities (Block 5 of the DLA Form 339).

	Matching Case Number Portion

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were originated by that specific Initiator.  Note that the available selection of Initiators will be based upon the selection of DSCs.
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 Figure 28:  “339 Listing” Report Results
Table 16: "339 Listing" Report Results

	Column Title
	Format
	Notes

	Case Number
	Case number format (e.g., DSCC-BD-04-12345)
	Block 1a

	Rev
	Single character
	Block 1b.  The case revision indicator, such as ‘A’; if the case is not a revised case, a ‘-’ is displayed

	Suffix
	Single character
	Block 1c

	NSN
	13 digit National Stock Number 
	Block 7

	Cage
	The 5-digit site manufacturer’s code for the primary reference on the NSN
	Block 8

	Part Number
	
	Block 9

	Nomenclature
	
	Block 6

	AMC/AMSC
	
	Block 13

	Alt Method of Support 
	Yes or Blank
	Block 15a.  Category reference may be replaced by text from Block 15 of the DLA Form 339.

	Alt Offer 
	Yes or Blank
	Block 15b

	ECP/Request for Waiver 
	Yes or Blank
	Block 15c

	TDP Development/Validation 
	Yes or Blank
	Block 15d

	Reverse Eng Candidate 
	Yes or Blank
	Block 15e

	Reverse Eng Approval 
	Yes or Blank
	Block 15f

	Contract Deliverables 
	Yes or Blank
	Block 15g

	Misc. Tech Requirements 
	Yes or Blank
	Block 15h

	Critical App Decision 
	Yes or Blank
	Block 15i

	Surplus Offer 
	Yes or Blank
	Block 15j

	Extended Eng 
	Yes or Blank
	Block 15k

	Date Sent to ESA
	mm/dd/yyyy 
	Block 2a.  Date the case went into the “Wait” state at eMatrix

	Rev Date
	mm/dd/yyyy
	Block 2b

	Priority Days
	
	Block 5 

	Due Date
	mm/dd/yyyy
	

	ECD
	mm/dd/yyyy
	

	eMatrix State
	
	Should only include valid eMatrix states

	Response Rec’d.  Date
	mm/dd/yyyy
	Date went into “Review_Response”

	Closed Date (eMatrix)
	mm/dd/yyyy
	Date closed at eMatrix

	Critical App Item
	Yes/No
	Block 19a.  Only available on forms received back into eMatrix from the ESA Web

	Flight Safety Critical
	Yes/No
	Block 19b.  Only available on forms received back into eMatrix from the ESA Web

	Flight Safety Critical Aircraft Part
	Yes/No
	Block 19c.  Only available on forms received back into eMatrix from the ESA Web

	Life Support Item
	Yes/No
	Block 19d.  Only available on forms received back into eMatrix from the ESA Web

	Alt Method of Support 
	Yes, No or Blank
	Block 20a.  Only available on forms received back into eMatrix from the ESA Web

	Alt Offer 
	Yes, No or Blank
	Block 20b.  Only available on forms received back into eMatrix from the ESA Web

	ECP/Request for Waiver 
	Yes, No or Blank
	Block 20c.  Only available on forms received back into eMatrix from the ESA Web

	TDP Development/Validation 
	Yes, No or Blank
	Block 20d.  Only available on forms received back into eMatrix from the ESA Web

	Reverse Eng Project 
	Yes, No or Blank
	Block 20e.  Only available on forms received back into eMatrix from the ESA Web

	Reverse Eng Approval 
	Yes, No or Blank
	Block 20f.  Only available on forms received back into eMatrix from the ESA Web

	Contract Deliverables 
	Yes, No or Blank
	Block 20g.  Only available on forms received back into eMatrix from the ESA Web

	Misc. Tech Requirements 
	Yes, No or Blank
	Block 20h.  Only available on forms received back into eMatrix from the ESA Web

	Critical App Decision 
	Yes, No or Blank
	Block 20i.  Only available on forms received back into eMatrix from the ESA Web

	Surplus Offer 
	Yes, No or Blank
	Block 20j.  Only available on forms received back into eMatrix from the ESA Web

	Extended Eng 
	Yes, No or Blank
	Block 20k.  Only available on forms received back into eMatrix from the ESA Web

	Schedule Rate
	
	Block 21a.  Only available for cases received back into eMatrix from the ESA Web

	Actual Hours
	
	Block 21b.  Only available for cases received back into eMatrix from the ESA Web

	Cost Est.
	
	Block 21c.  Only available for cases received back into eMatrix from the ESA Web

	DSC
	
	DSCC, DSCP, DSCR

	Requesting Office
	
	The DSC Requesting Office

	POC
	
	DSC Point of Contact

	DSC Eng/Reviewer
	
	Block 4g

	ESA
	2-character ESA code
	Block 3.  The ESA to which the form was sent.

	Physical Attach to ESA
	Yes or blank
	Indicator of an associated physical attachment outbound from DSC to the ESA Web

	Physical Attach from ESA
	Yes or blank
	Indicator of an associated physical attachment inbound to DSC from the ESA Web; Will be N/A until Binder Clip SCR is funded and developed

	Criticality of Record
	
	Block 12


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.  

2.14 Report I: “Processing Times by Organization and Individual”

This report displays the various average processing times of DLA Form 339 cases as they move from one state to another within the process.  This information allows the user to identify case processing trends for organizations and individuals.  

For example, if you want to review the average time that the Initiators in Group “BD” take to close cases from the time they were received from the ESA Web, this report will display that information. To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Processing Times by Organization and Individual”

	3
	Select input criteria as seen in Figure 29:  “Processing Times by Organization and Individual” Input Criteria and described in Table 17: "Processing Times by Organization and Individual" Input Criteria.


Click “Submit” to display report results as seen in Figure 30:  “Processing Times by Organization and Individual” Report Results and described in 

	Table 18: "Processing Times by Organization and Individual" Report Results
.
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Figure 29:  “Processing Times by Organization and Individual” Input Criteria

The criteria for input are as follows:

Table 17: "Processing Times by Organization and Individual" Input Criteria

	Input
	Description

	Time Period as Date Range

(Required Field)


	Users can select a date range mm/dd/yyyy to mm/dd/yyyy for which processing times of cases processed in that period will be calculated.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP

(Required Field)
	Processing time for cases associated with the selected DSCs will be calculated based on this input.

	Organization/Group

(Required Field)
	Processing time for cases associated with the selected organization or group will be calculated based on this input.  Note that the list of organizations and groups available in the drop-down selection will be based upon DSC selection in the previous field.
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Figure 30:  “Processing Times by Organization and Individual” Report Results

Table 18: "Processing Times by Organization and Individual" Report Results

	Category
	Report Heading
	Description of Results

	
	Role
	The roles to which an individual has been assigned.  “I” indicates an Initiator; “R” indicates a Reviewer; “FP” indicates a Focal Point.  If an individual has more than one role, multiple role indicators will be shown.

	Initiator Initiate to Review_Request
	# Processed
	The number of cases processed from the “Initiate” state to the “Review_Request” state for the specified time period 

	
	Avg. Time

(dd:hh:mm)
	Average processing time for cases processed from the “Initiate” state to the “Review_Request” state for the specified period shown in “days: hours: minutes” format.

	Reviewer Review_Request to Release_Request
	# Processed
	The number of cases processed from the “Review_Request” state to the “Release_Request” state for the specified period.

	
	Avg. Time

(dd:hh:mm)
	Average processing time for cases processed from the “Review_Request” state to the “Release_Request” state for the specified period shown in “days: hours: minutes” format.

	Focal Point Release_Request to Wait
	# Processed
	The number of cases processed from the “Release_Request” state to the  “Wait” state for the specified period.

	
	Avg. Time

(dd:hh:mm)
	Average processing time for cases processed from the “Release_Request” state to the “Wait” state for the specified time period shown in “days: hours: minutes” format.

	Initiator Review_Response to Closed
	# Processed
	The number of cases processed from the “Review_Response” state to the “Closed” state for the specified period.

	
	Avg. Time

(dd:hh:mm)
	Average processing time for cases processed from the “Review_Response” state to the “Closed” state for the specified time period shown in “days: hours: minutes” format.

	Initiator Total
	# Processed
	The total number of processes completed by the Initiator (this is the sum of the number of cases that the Initiator processed from the “Initiate” state to the “Review_Request” state plus the total number of cases that the Initiator processed from the “Review_Response” state to the “Closed” state).

	
	Avg. Time

(dd:hh:mm)
	The average time that it took the Initiator to complete a process (this is the sum of the times for all processes completed as described in the previous field divided by the total number of processes summed in the previous field).


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen. 

LAB EXERCISE

LAB EXERCISE 8: Run the “Processing Times by Organization and Individual” Report

Objective 

In this exercise, you will learn how to run a “Processing Times by Organization and Individual” report.  To develop performance metrics, you will want to find the length of time it takes an individual or an organizational unit to process DLA Forms 339. This exercise will familiarize you with the actions you must take to create a “Processing Times by Organization and Individual” report. 

Background/Overview

The eMatrix application provides various reports so that Reviewers can obtain information and processing metrics within the system. 

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Click the “Reports & Metrics” option in the left-hand side main menu.
	The list of available reports appears below the “Reports & Metrics” title.  

	(
	2
	Click the “Processing Times by Organization and Individual” option from the left-hand side menu
	An input form for the report appears.

	(
	3
	Enter the following criteria in the report input form:

· Start Date: As provided by course instructor (such as 1/1/2004)

· End Date: As provided by course instructor (such as 4/30/2004)

· DSC: As provided by course instructor (such as DSCC)

· Group: As provided by course instructor (such as KEEA)
	Note: When a DSC is selected, the report input screen will refresh.  This is normal.  Wait a few seconds for the screen to come up again.

	(
	4
	Click the “Submit” button.
	The application calculates the report results and displays them.  This may take a few minutes to complete.

	(
	5
	View the report results.
	


Summary

In this exercise, you learned how to run a “Processing Times by Organization and Individual” report.

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Report J: “Average End-to-End Processing Times”

This report displays the average processing times that it takes to move a form through its various states within the process, for selected DSCs and Groups.  This information allows the user to identify end-to-end processing trends.  

For example, if you want to review the average end-to-end processing times for DLA Forms 339 for group “BD,” this report will display that information. To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Average End to End Processing Times.”

	3
	Select input criteria as seen in Figure 31: “ Average End-to-End Processing Times” Input Criteria and described in The criteria for input are as follows:

Table 19: "Average End-to-End Processing Times" Input Criteria
.

	4
	Click “Submit” to display report results as seen in Figure 32: “Average End-to-End Processing Times” Report Results and described in Table 20: “Average End-to-End Processing Times” Report Results.
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Figure 31: “ Average End-to-End Processing Times” Input Criteria

The criteria for input are as follows:

Table 19: "Average End-to-End Processing Times" Input Criteria

	Input
	Description

	Time Period: Date Range 

(Required Field)


	Users can select a date range mm/dd/yyyy to mm/dd/yyyy for which end-to-end processing times of cases processed in that period will be calculated.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	End-to-end processing times for cases associated with the selected DSCs will be calculated based on this input.

	Organization/Group

(Required Field)
	End-to-end processing times for cases associated with the selected organization or group will be calculated based on this input.  Note that the list of organizations and groups available in the drop-down selection will be based upon DSC selection in the previous field.
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Figure 32: “Average End-to-End Processing Times” Report Results

Table 20: “Average End-to-End Processing Times” Report Results

	Report Heading
	Description of Results

	Initiator Avg. Time Initiate to “Review_Request”
	Average processing time from the “Initiate” state to the “Review_Request” state

	Reviewer Avg. Time “Review_Request” to “Release_Request”
	Average processing time from the “Review_Request” state to the “Release_Request” state

	Focal Point Avg. Time “Release_Request” to Wait
	Average processing time from the “Release_Request” state to “Wait” state

	DSC Process Time Avg. Time Initiate to Wait
	Average processing time from the “Initiate” state to the “Wait” state

	ESA Avg. Time Wait to Review_Response
	Average processing time from the “Wait” state to the “Review_ Response” state

	Initiator Avg. Time Review_Response to Closed
	Average processing time from the “Review_ Response” state to the “Closed” state

	Avg. Total Process Time (dd:hh:mm)
	Average end-to-end processing time from the “Initiate” state to the “Closed” state 


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen.  

2.15 Report K: “339 Cost Comparison”

The purpose of this report is to provide a cost comparison by category. To run this report, complete the following steps:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “339 Cost Comparison.”

	3
	Select input criteria as seen in Figure 33:  “339 Cost Comparison” Input Criteria and described in The criteria for input are as follows:

Table 21: "339 Cost Comparison" Input Criteria
.


Click “Submit” to display report results as seen in Figure 34: “339 Cost Comparison” Report Results and described in 

	Table 22: "339 Cost Comparison" Report Results
.
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Figure 33:  “339 Cost Comparison” Input Criteria

The criteria for input are as follows:

Table 21: "339 Cost Comparison" Input Criteria

	Input
	Description

	Time Period: Date Range 

(Required Field)
	Users can select a date range mm/dd/yyyy to mm/dd/yyyy for which cost comparison of cases processed in that period will be calculated.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cost comparison for cases associated with the selected DSCs will be calculated based on this input.

	Military Services: USAF, Army, USMC, Navy, Other.

(Required Field)
	The user can select one or more specific SICAs for one or more military services.  Cost comparison will be calculated for all of the selected SICAs 

	Category: A, B, C, D, E, F, G, H, I, J, K. 

(Required Field)
	The user can select one or more specific Categories.  Cost comparison will be calculated for all of the selected Categories (Block 15).

	Priority: Emergency (< 30 Days), 30 Days, 45 Days, 60 Days, 90 Days, Extended (> 90 Days)

(Required Field)
	The user can select one or more specific Priorities.  Cost comparison will be calculated for all of the selected Priorities (Block 5 of the DLA Form 339).

	Matching Case Number Portion 

(Optional Field)
	Inputting a portion of a case number will limit the calculations to those cases with a corresponding match in their case number.  For example, entering “DSCC-BD” will yield results for all cases open at the ESA Web that have “DSCC-BD” as the first portion of their case number and that match the other selected criteria.

	Initiator

(Optional Field)
	Selecting a specific Initiator will limit the report results to those cases that were originated by that specific Initiator.  Note that the available selection of Initiators will be based upon the selection of DSCs.
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Figure 34: “339 Cost Comparison” Report Results

Table 22: "339 Cost Comparison" Report Results

	Report Heading
	Description of Results

	# of Types of Request
	Total number of DLA Forms 339 within each Category A-K, Block 15

	Cost Per Category
	Pre-determined cost per Category 

· Category A=$900

· Category B=$1200

· Category C=$750

· Category D=$900

· Category E=$400

· Category F=$1200

· Category G=$800

· Category H=$900

· Category I=$150

· Category J=$500

· Category K=$500

	Total Estimated Cost (Block 15)
	Number of Types of Request multiplied by cost per Category 

	# of Types of Request (Block 20)
	Total number of DLA Forms 339 within each Category A-K Request 

	Total Actual Cost (Block 20)
	Number of types of responses multiplied by cost per Category 

	Cost Difference
	Total Estimated Cost subtracted from Total Actual Cost


Note: This data can be exported to Microsoft Excel or HTML file format by right-clicking in the Report Results display screen

Report L: “Total 339s by State and Group”

The purpose of this report is to display the total number of DLA Forms 339 that entered a state during a designated time period.  Use this report if you want to know the number of DLA Forms 339 within each state for a date range for a specific group at a DSC.  Complete the following steps to run this report:

	Beginning point: User Inbox

	Step
	Action

	1
	Select “Reports and Metrics” on the left-hand side of the screen.  

	2
	Select “Total 339s by State and Group.”

	3
	Select input criteria as seen in Figure 35: "Total 339s by State and Group" Input Criteria and described in Table 23: "Total 339s by State and Group" Input Criteria.


Click “Submit” to display report results as seen in Figure 36: "Total 339s by State and Group" Report Results and described in 

	Table 24: "Total 339s by State and Group" Report Results
.
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Figure 35: "Total 339s by State and Group" Input Criteria

The criteria for input are as follows:

Table 23: "Total 339s by State and Group" Input Criteria

	Input
	Description

	Time Period: Date Range 

(Required Field)
	Users can select a date range mm/dd/yyyy to mm/dd/yyyy for which cost comparison of cases processed in that period will be calculated.

	Defense Supply Centers (DSCs): DSCC, DSCR, DSCP.

(Required Field)
	Cost comparison for cases associated with the selected DSCs will be calculated based on this input.

	Organization/Group

(Required Field)
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Figure 36: "Total 339s by State and Group" Report Results

Table 24: "Total 339s by State and Group" Report Results

	Report Heading
	Description of Results

	Group
	Group Code

	Initiate
	Number of DLA Forms 339 in the “Initiate” state

	Review_Request
	Number of DLA Forms 339 in the “Review_Request” state

	Release_Request
	Number of DLA Forms 339 in the “Release_Request” state

	Cancel
	Number of DLA Forms 339 in the “Cancel” state

	Wait
	Number of DLA Forms 339 in the “Wait” state

	Review_Response
	Number of DLA Forms 339 in the “Review_Response” state

	Closed
	Number of DLA Forms 339 in the “Closed” state

	Total 339s
	Total number of DLA Forms 339


LAB EXERCISE

LAB EXERCISE 9: Run the “Total 339s by State and Group” Report

Objectives

In this exercise, you will run a “Total 339s by State and Group” report.  To create performance metrics, Reviewers might want to know the number of DLA Forms 339 that have been in each given state of the form lifecycle for a specific date range for a Defense Supply Center. This exercise will familiarize you with the actions you must take to create a “Total 339s by State and Group” report.

Background/Overview

The eMatrix application provides various reports so that Reviewers can obtain information and processing metrics within the system. 

Steps

If you are not already logged into the application, please login with your designated account.  Follow the steps in the order listed below in the table.  Use the checkbox at the left of each step to record your progress.  These steps begin at the User Inbox.

	(
	Step
	Instructions
	Results

	(
	1
	Click the “Report & Metrics” option in the left-hand side main menu.
	The list of available reports appears below the “Reports & Metrics” title. 

	(
	2
	Click the “Total 339s by State and Group” option from the left-hand side menu
	An input form for the report appears.

	(
	3
	Enter or select the following criteria in the report input form:

· Start Date: As provided by course instructor (2/1/2004)

· End Date: As provided by course instructor (5/26/2004)

· DSC: As provided by course instructor (DSCC)

· Group: As provided by course instructor (KEEA)
	Note: When a DSC is selected, the report input screen will refresh.  This is normal.  Wait a few seconds for the screen to come up again.

	(
	4
	Click the “Submit” button.
	The application calculates the report results and displays them.  This may take a few minutes to complete.

	(
	5
	View the report results.
	The report results display, for the group selected, the number of DLA Forms 339 that have been in each given state of the form lifecycle for the input date range


Summary

In this exercise, you created a “Total 339s by State and Group” report. 

Congratulations!!

You have completed this lab exercise.

Please wait for further directions from your instructor before proceeding.

Appendix A:  E-Mail Notifications

Below is a selection of system generated e-mail notifications.  

Note:  Do not respond to these e-mails as they are automatically generated by the system.  Replying to any of these messages will not resolve the issue about which you are being notified.
New Account

From: System 

To: User

Subject: ESA New Account

---------------------------------------------------------------------------------------------

A new account has been created.

User ID: test 123

Rejected Account
From: System 

To: User

Subject: ESA Reject Account: paa0312 

---------------------------------------------------------

The user paa0312 has been rejected.  Please see the comments box.

Received from the ESA Web

From: System

To: Business Admin

Subject: Form 339 Received from the ESA Web

--------------------------------------------------------------------------------------------

DLA Form 339Form DSCC-CS-04-04092 - regarding 1720000151574 has been received from ESAWEB.  Please login to the eMatrix system at ADDRESS to close or revise this case. 

Reset Password

From: System

To: User

Subject: ESA Reset Password: test_inactive_warn   

_________________________________________________________________________

Your Temp Password: Temp7237!

You have been assigned a temporary password to the ESA Application.  You are required to change your password within five days of receiving your temporary password.


Your new password must meet the following requirements:

The password must be a minimum of eight (8) characters.
The password must include the following:
- One upper case letter
- One lower case letter
- One number
- One of the following special characters: *+,-/:'?&;_()`#$%!

The password cannot contain the first three (3) letters of the user's first or last name.  The password cannot contain the logon Username.
Users are not able to reuse any of the previous eight passwords.  Passwords are valid for 90 days.  The user will be prompted for a new password when the 90-day limit is met or exceeded for a user.  A specific password cannot be reused within the ESA application until 365 days have passed since the password's expiration.


Case Reassignment

From: System

To: User

Subject: Reassigned Cases 

---------------------------------------------------

These cases have been reassigned to you:
339Form DSCC-CS-04-04065 -
339Form DSCC-CS-04-04090 -
339Form DSCC-CS-04-04091 -
339Form DSCC-SK-04-04352 -
339Form DSCC-SK-04-04384 -
339Form DSCC-SK-04-04385 -
339Form DSCC-SK-04-04388A -
339Form DSCC-SK-04-04398A -
339Form DSCC-SK-04-04429A -
339Form DSCC-SK-04-04429B -

Account 15-Day Delete Warning

From: System

To: User

Subject: ESA Account Delete Warning

---------------------------------------------------------------------------------

Your Account will be deleted in 15 days.  Contact your ADP Help Desk

Account 1-Day Delete Warning

From: System

To: User

Subject: ESA Account Delete Warning

---------------------------------------------------------------------------------

This Account test_delete_date will be deleted in 1 day.  This user's workload has been reassigned to a Business Administrator.  All cases associated with user in the initiate state have been deleted.
Name: Thompson, Tyrone

Assignments: KEEA, DSCC_339_Initiator_Role

Deletion Date: Sun Mar 14 16:14:31 EST 2004
Reassigned Cases:
339Form DSCC-KE-04-04410A -
339Form DSCC-KE-04-04410B -
339Form DSCC-KE-04-04409 -
Reassigned Wait Cases:

Account Deleted Notification

From: System

To: User

Subject: ESA Account Deleted

-----------------------------------------------------------------------------------------------------

This Account test_delete was deleted.  This user's workload has been reassigned to a Business Administrator.  All cases associated with user in the initiate state have been deleted.
Name: test, Test

Assignments: DSCC_339_FocalPoint_Role, SKC

Reassigned Cases:
339Form DSCC-CS-04-04065 -
Reassigned Wait Cases: 339Form DSCC-SK-04-04352 -

Account 5-Day Deactivation Warning

ESA Account Deactivation Warning 

From: User Admin

To: User

Subject: ESA Account Inactivated

-------------------------------------------------------------

Your Account will be deactivated in 5 days.  Your account will be deleted in 65 days.  Contact your ADP Help Desk Your Account has been inactivated. 

Account Deactivation

From: User Admin

To: User

Subject: ESA Account Inactivated

-------------------------------------------------------------

Your Account has been inactivated.  Your account will be deleted in 60 days.  Contact your ADP Help Desk

Account Reactivation

From: User Admin

To: User

Subject: ESA Reactivated Account: test_delete_date 

_________________________________________________________________________

Your Temp Password: Temp9546!

You have been assigned a temporary password to the ESA Application.  You are required to change your password within five days of receiving your temporary password.

Your new password must meet the following requirements:

The password must be a minimum of eight (8) characters.
The password must include the following:
- One upper case letter
- One lower case letter
- One number
- One of the following special characters: *+,-/:'?&;_()`#$%!

The password cannot contain the first three (3) letters of the user's first or last name.  The password cannot contain the logon Username.
Users are not able to reuse any of the previous eight passwords.  Passwords are valid for 90 days.  The user will be prompted for a new password when the 90-day limit is met or exceeded for a user.  A specific password cannot be reused within the ESA application until 365 days have passed since the password's expiration.

Appendix B:  Password Requirements

Passwords must meet the following requirements:
1.  Passwords must be at least eight characters long
2.  Passwords must include the following

· One upper case letter

· One lower case letter

· One Number

· One special character, such as: !@#$%^&*()_-+={}|\

3.  Passwords cannot contain:

· The first three letters of the user’s first or last name

· The Logon Username

4.  A user cannot reuse any of the previous eight passwords

5.  Account passwords must be changed at least every 90 days
Appendix C:  DSC National Stock Numbers
The following lists of NSNs are to be used for lab exercises:
	DSCC

	1005-01-507-5015 
	4310-01-279-4598 
	4820-00-880-9805 
	5935-01-003-0431 

	1015-01-145-6332 
	4320-01-462-0579 
	4820-01-200-9348 
	5950-01-046-3764 

	1720-00-481-4177 
	4330-01-435-1891 
	4820-01-212-9950 
	5950-01-194-8157 

	2010-01-482-9832 
	4710-01-106-9923 
	4820-01-260-2101 
	5950-01-350-0761 

	2825-01-170-6883 
	4720-01-137-9137 
	4820-01-287-8842 
	5962-00-434-2747 

	2910-00-001-6176 
	4720-01-221-0830 
	4820-01-407-6045 
	5962-01-413-0056 

	2910-01-165-4583 
	4720-01-227-7163 
	4820-01-423-8664 
	5965-01-478-0338 

	3010-00-614-6077 
	4730-00-035-7609 
	4820-01-452-6118 
	5985-01-184-0035 

	3020-00-689-3220 
	4730-01-313-7276 
	5905-01-138-3179 
	5985-01-232-6344 

	3020-01-286-7856 
	4730-01-387-4423 
	5915-00-538-3555 
	5999-01-488-9217 

	3040-00-400-0330 
	4730-01-411-7538 
	5920-01-172-4545 
	6145-01-380-3002 

	3040-00-598-9805 
	4810-01-502-3431 
	5920-01-453-7038 
	 

	3950-01-469-0452 
	4820-00-288-6655 
	5930-01-398-3216 
	 


	DSCP

	Rich Ryons

	5310-00-810-1530 
	5325-00-051-9777 
	5331-00-020-0203 
	5360-01-397-6589 

	5310-00-894-0605 
	5330-01-150-4012 
	5340-00-044-2851 
	 

	5315-01-094-2302 
	5330-01-263-6399 
	5340-01-425-4795 
	 

	Mike Malason (subsistence)

	8905-01-486-7121
	8940-01-123-2191
	8940-01-467-1894
	8940-01-484-0497

	8940-00-149-1055
	8940-01-455-1875
	8940-01-467-1899
	8940-01-484-0499

	8940-01-009-7993
	8940-01-455-3539
	8940-01-467-2217
	 

	Joe Nilsen

	8410-01-375-8405
	8415-00-268-7797
	8470-00-753-6112
	 


	DSCR

	1560-00-477-0054
	2835-01-180-1925
	5365-01-024-2615
	6680-01-092-6689

	1560-00-915-7051
	3120-01-195-5164
	5940-00-113-3145
	 

	1680-01-220-7400
	5342-00-870-6284
	6150-01-328-8448
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