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Document Services Online Basics

The System

DSO consists of three main parts, order placement, order processing, and order billing:
e Order placement — can be completed by the customer or an operator on their behalf
e Order processing — the physical completion of the order by operators
e Order billing — securing payment for the order by operators

(or Operator Logged in as Buyer)

Operator

Operator
View

Billing
Module

Funding
Management

Order
Billing

User Roles
Customers are DSO users who submit orders to DLA Document Services:

DLA Document Services operators have access to all of the same options the Customer has, and can access those
options by using the Log in as Buyer tool.
Customers receive an email when their order is placed and when the order is marked complete.
Customers use Funding Management to view and edit Open Line of Accounting documents and Credit Card
Templates.
Customers use My Account to:

o View Order History and reorder

o Use Find Order to see the EBS Sales ID for any orders that have been Estimated or Actualized

o Change account details, saved files, saved orders, or register their CAC card

Operators refer to any DLS Document Services employees using DSO. Common operator roles are as follows:

Production Operators use the Operator View to review the Job Ticket, download file, and complete production
for specific Jobs within an order. They may also use the Order View to mark the order complete when
production and billing have been completed.

Billing Operators use the Billing Module to send billing information to EBS, and complete billing for an order.
Funding Experts use Funding Management to troubleshoot funding errors, and input a Line of Accounting
document for the first time to verify that EBS considers it valid.

Production Managers use DSO for all of the same reasons as above, and additionally have access to multiple
print shops for transferring work throughout the DLA Document Services network.

Office Group Coordinators are responsible for having a greater understanding of DSO, assisting operators in

their Office Group who encounter an error and basic configuration tasks for their office group.

Document Services Online Basics - The System
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Basic Order Workflow

(or Operator Logged in as Buyer)

Operator

Operator
View

Billing
3 Module

Funding
Management

Every order will follow the same main steps.

1. Order is placed by customer (or operator, on behalf of customer)

2. Overall order reviewed and each job contained in the order produced at the print shop

3. Billing for the order is finalized
4. Order is marked complete

There are a few tasks associated with each main step in the process.
1. Order is placed by customer (or operator, on behalf of customer)

2. The order and each job contained in the order is reviewed and produced at the Print Shop

a.

b
C.
d

In Operator View, review order and job details, verify accuracy and access customer files

Physically produce the order, collect all final pricing information including shipping

In Operator View, change Job status to Printed (optional)

In Order View, change order status to Printed. This triggers that production is complete for the On Time
report (if you changed each job status to Printed the order status changes to Printed automatically).

3. Billing for the Order is finalized

a.

In the Billing Module, update or add RPCs as needed, until 100% accurate

b. Send Estimate to EBS to verify funds are available (this can be completed before production begins)

C.

Send Actual to EBS to finalize billing

4. Order is marked complete

a.

In Order View, change Order Status from Printed to Shipped when the order has left the print shop (or is
ready for pick up).

Remember that the Order Processing and Order Billing are completely separate, and steps 2 and 3 can be completed in
whatever order makes sense for the print shop. See Step-by-Step: Processing a Basic Order for detailed instructions.

Page 6
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Navigating DSO

When you log into DSO as an operator, your experience is different from a customer placing order. We are able to see
the Administration tab and have access to more areas of DSO, while the customer only sees options for placing orders.

In order to see the main production options, we need to click on the Administration tab

DEFENSE LOGISTICS AGENCY
P . Document Services
2277  DEFENSE LOGISTICS AGENCY I »
H - Decument Services -. - :
] I” "I < Home e s
Home :: Funding Management ¥ Cart (0) :: My Accou o T P T
rd _ nt Shop
Login as buyer | Welcome Production Training! Logout Your password Al [=] ’”‘%";mﬂ
- . 701 San Marco Bivd
Storefront Administration 433 West
Jacksonville, FL 32202
Go United States
9 Tel: 904-232-2292
Search
Cart (0 Items) /, A Chenge,
All =] Your Cart is Empty. Printing Large Format €D / DVD e G ooumin
Duplication urs ca
To order black and For color or black - . ve
white o color printing and white prints Create a master or ‘Sun-Sat
Home products or larger than 11 x 17 make a copy of a CD 24 hours
1 DD TR copies using standard or DVD.
Design Services SR Deovese, == Current print Shop Time
DSO Training Materials Browse. 8§/23/2011 3:11:04 AM
» Electeonic Nocument
Cart (0 Items)
vour Gar s Empiy. Customer Home Page
Closed ‘
Home Men-Fri _
Funding 7:30 AM-4:00 PM
sat
Production Home Page
Current Print Shop Time
8/23/2011 3100 1] S

From the Administration tab we can Log in as Buyer, and we have access to the Order View, Operator View, Funding

Management and the Billing Module. Your view of this page will depend on your level of access.

DEFENSE LOGISTICS AGENCY
nncnmemSarvlnes___* -

‘i’ gl -

Home :: Funding Management ¥ Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

1 ) Loain as buver | Welcome Production Training! Logout Your password will expire in 31 days. Click here to change.

@] 5
PRODUCTION Home "-’g} @
Operator View Operator View

2 M
' |

— Event Log
Eunding With Errors
Transactions

Order View

(=]
1
5
©
2

PLATFORM SETTINGS
Event Log

Funding Management (4 )

Funding Info Needed

PLATFORM SETTINGS

Tools

Billing 5
Billing Module O b

1) Log in as Buyer allows you to log in as customer to place an order or review account information

2) The Operator View, for printing out job tickets, downloading files and transferring work

3) The Order View gives us access to Order level information and is used , for adjusting status (marking order

Complete), due date or shipping information

4) Funding Management, for information about funding and initial communication with EBS
5) The Billing Module allows us to edit billing information and send billing information to EBS

Document Services Online Basics - Navigating DSO
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Log In As Buyer

The Log In As Buyer functionality is allowed based on
your role, and if you are able to log in as another user
of the system, you will see this option displayed as a
link just under the black menu bar.

When you are logged in as another user you will see
DSO exactly as they would. You can place an order,
look at order history, or perform any other functions a
customer would normally do.

e C(Click Log In As Buyer to impersonate another
user. Select the user’s Agency from the drop-
down menu and users will be displayed in
alphabetical order. You can use the grey
navigation buttons at the bottom of the page
to find the user you are looking for.

e C(Click on the User Name of the user you are
impersonating and you will be taken to that
user’s Home page. You will continue to see
exactly what this user would see until you click
the Logout Buyer link and return to your
normal view.

DEFENSE LOGISTICS AGENCY
Document Services il

Home :: Funding Management

> >

| Welcome Production Training!

™

Log in as buyer

Storefront Administration

Funding Management
Funding Info Needed
Search
Funding With Errors
Transactions

Require approval for
order

Home

PRODUCTION
Operator View
Order View

PLATFORM SETTINGS
Event Log

Copyright © 2009-2010 Electronics For Imaging, Inc.

-

Logout Your password will expire in 164 days. Click here to change|

Funding Info Needed [ =] [ Go |
2 )
g =,
Operator View Order View

A e

PLATFORM SETTINGS
Event Log

Powered by EFI Digital StoreFront

DEFENSE LOGISTICS AGENCY
Document Services s

> el

Home :: Funding Management

=

Storefront Administration

Select User

Select Agency [US Navy =]
Department of Defense
JOSE ACOSTAUS Air Ferce

Lyle Beck

.

Funding Info Needed

Charles Acri

us

HERBERT AD{T]

Elenita Alega.

Eileen Allen

US Army
US Army (US Army Corps of Engineers)
Jody AddicottUS Government Federal Agencies

Marine Corps

lavy
US Navy OCONUS

[
b,
93/ ysps NEEQISO
Judy Alexand VA EEQ

paul askew

Kerry Beach

Dwight Beeman

m

paul bell

Paul Bell

ERIC BENCS

ohn benenate
Kenyatta Bennett

Pamela Allen
WVICKIE ALLEN

TOMAS AVILES

Tracy Baker

JACK BEARDMORE
Pat Beacle:

Rosita Bernhard
Rosita Bernhard

=
.

2

DEFENSE LOGISTICS AGENCY
Document Services

Marilyn Ancrum ~ LSC Balanza jane beason Christine Bialoglovski
Danny Anderson  Dan Balash Jane Beason JAY BISDA
James Apling John Bandor Hal Beck AMY BISHOP
(e [Breioss] [ea]
Page 1/15 L

e

_—

o U

=

-

Home :: Funding Management Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Logged In As Adkins , Derrick (Department of Defense) | Welcome Derrick Adkins! Logout Your password will

expire in 32 days. Click here to change.

Logout Buyer |

Page 8 Document Services Online Basics - Log In As Buyer



Navigating as a Customer

When logged in as a customer, we assume the customer’s role and the operator will see exactly what the customer sees

when they are logged in. When using the Log in as Buyer feature operators can do and see the same things the

customer does, including:

e Place an order on behalf of a customer
e Review customer account history & reorder

':I‘I||I|| )

Search

Cart (0 Items)

Your Cart is Empty.

Home

#» CD / DVD Duplication

# Design Services

# DSO Training
Materials

# Electronic Document
Management

# Equipment
Management Solutions

% Large Format

% Printing

# Special Projects-
internal use only 5

Home :: Funding Management

- Q

7% DEFENSE LOGISTICS AGENCY

>

. DocumentServices i o

. ¥
3
A -

™ Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Featured Categories

\e

Large Format

Printing
To order black and For color or black
white or color printing and white prints larger
products or than 11x 17
copies using standard
size paper. Browse
Browse |

Logged In As Adkins , Derrick (Department of Defense) | Logout Buver Welcome Derrick Adkins!
4 expire in 31 days. Click here to change.

P
i 8
|

CD / DVD
Duplication
Create a master or

make a copy of a CD
or DVD.

| Browse |

Logout Your password will

Selected Print Shop

PAC-Okinawa
(MCBBUTLER)
Department of Defense
OCONUS

PSC 557 Box 1475

FPO, AP 96379-1475

United States Minor Outlying
Islands

Hours Of Operation
Sun-Sat
24 hours

Current Print Shop Time
2/28/2012 2:35:59 AM

m

1) The main ordering categories are in the middle of the page, starting with Printing. If a customer does not see

their ordering option they should place a standard print order and input special instructions.

2) The customer can use the My Account section to access order history, saved orders, and more.

3) The Funding Management area gives the customer control of their Credit Card Templates and Open Line of

Accounting Funding options.

4) When you are done using the customer’s account, click Logout Buyer to return to your normal view.

5) The Special Projects section is designed for internal use, and can be used to create orders for billing or enter

other special orders on behalf of customers.

Document Services Online Basics - Navigating as a Customer
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Customer Funding Management

The Funding Management module allows the customer
the ability to review and adjust payment options without
having to place an order. The Funding Management
module allows you to:

Hom: :: Funding Management

e Create, view and edit Line of Accounting funding :mh
o Create, view and edit Credit Card Templates
To access, click the Funding Management link in the
upper left-hand corner. Caft(“tems)
A

As Training , Customer (Department of Defense)

DEFENSE LOGISTICS AGENGY
Document SGWICGS

e
A‘

¥ Cart (0) :: My Account :: Ord8

| Logout Buyer | Welg

Featured Categories

\\b] Q’@, ‘/

Vq////*//lf//

- DEFENSE LOGISTICS AGENCY
Document Services i ol

"’ =

v L1

Home ::

Funding Management W= Cart (0) ::

Log in as buyer

Storefront Administration

My Fundings

I Create New Funding \ l Create New Credit Card Template .

| Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates

My Account ::

Order Status :: Print Shops :: Help

| Welcome Production Training! Logout

No entries found.

Click the Create New Funding or Create New Credit Card Template button to add a new payment option

The Recent tab displays recently used funding documents, with the most recently used at the top of the list

The Rejected tab displays funding documents that have been rejected due to an error

The Waiting tab displays funding documents that are being electronically processed. Funding documents should

automatically clear from this list, and nothing should be listed under this tab for more than five minutes.

funding document attached when the funding was established

Page 10

The Not Complete tab displays funding documents that DLA Document Services need to update based on the

The Search tab allows you to search your open funding or credit card templates
The Credit Card Templates tab displays any credit card templates you have saved

Document Services Online Basics - Customer Funding Management




Create New Funding (Line of Accounting)

DEFENSE LOGISTICS AGENCY
Document Services i ol

oo s

“J St

Home :: Funding Management = Cart (0) :: My Account :: Order Status :: Print Shops :: Help

Logged In As Wilhelm , Nichole (US Navy) | Logout Buyer | Welcome Nichole Wilhelm! Logout
My Fundings

| Create New Funding || Create New Credit Card Template |
bs

| Recent | Rejecied | Wakting | ot Complete | Search | Gredit Card Templates

A A 4 S S S S S S S 5 SN S S S & & & & 4

Using the Funding Management module to create a funding document follows the same steps that are used during the
ordering process:

1) Click Create New Funding
2) Verify your Agency and User Name are accurate, and input the name of your funding document.
3) Click the Browse button to find the funding document on your computer and attach it.
a. Checking the Open Funding box will allow you to create a template for future use when placing orders.
b. Checking the Shared Template box allows you to browse for people to share this funding option with,
and adding them will give them the ability to use (but not edit) this payment method.

Create New Credit Card Template

DEFENSE LOGISTICS AGENCY
Document Services *‘

£ 4B

Home :: Funding Management W Cart (0) :: My Account :: Order Status :: Print Shops :: Help

Logged In As Wilhelm , Nichole (US Navy) | Logout Buyer | Welcome Nichole Wilhelm! Logout
My Fundings

| create New Funding || Create New Credit Card Template |

Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates

L A SV SV SV SV S S S S5 S & S S S SV & & & 4

To create a new credit card template:
1) Click Create Credit Card Template
2) Name your Template (i.e. “Training Credit Card”) and complete the credit card information
a. Checking the Shared Template box allows you to browse for people to share this funding option with,
and adding them will give them the ability to use (but not edit) this payment method.

Document Services Online Basics - Customer Funding Management Page 11



Sharing Funding Documents

Clicking the Shared Template box for credit cards or line of accounting funding allows the user to share the payment
method with other DSO users.

Cai. roldes none

Number ‘ 904-790-4801

Shared Template?
Search users: | Brian H Search ‘
Added users Found users

Brian Bull, bbull
k Brian Roscoe, bdroscoe

To find DSO users to share this payment method with, type all or some of the user name and click Search.

e C(Click the name of the user you wish to add, and click the Add button. The user will now be listed on the left
under Added Users. This will give the user the ability to use this payment method when they place an order.

e To remove a user from this payment method, highlight their name in the Added Users box and click Remove.

Locating Existing Funding Documents
The easiest way to locate existing funding documents is to click on the Search tab and enter your search criteria.

The Search Tab

‘ Create New Funding || Create New Credit Card Template |

Recent Rejected Waiting | Not Complete J Search | Credit Card Templates

Funding Document Number: ‘ |

Funding Document Name: ‘ |

Payment Method: Credit Card [=]

The Search tab allows you to search your open funding or credit card templates. You can input your search criteria,
select your Payment Method and click the Search button. You can also leave the fields blank when searching to view all
Credit Card or Line of Accounting payment methods, depending on the drop-down menu selection. Once your search
results are displayed you can click the Edit link to the right to view details and edit.

‘ Create New Funding || Create New Credit Card Template |

Recent | Rejected Waiting Not Complete J Search | Credit Card Templates

Funding Document Number: ‘ RO0012345 |

Funding Document Name: ‘ |

Payment Method: Line of Accounting [ = |
User Id Agency | Bill Type | Funding Document Description | Funding Document Number View/Edit
production training | DOD IPAC RODD12345 R0O0012345 Edit

Mo entries found, try medifying your search.

Page 12 Document Services Online Basics - Customer Funding Management



The Recent Tab
The Recent tab displays recently used funding documents, with the most recently used at the top of the list

The Rejected Tab
The Rejected tab displays funding documents that have been rejected due to an error.

The Waiting Tab
The Waiting tab displays funding documents that are being electronically processed. Funding documents should
automatically clear from this list, and nothing should be listed under this tab for more than five minutes.

The Not Complete Tab
The Not Complete tab displays funding documents that are missing information.

Viewing and Editing Existing Funding
Clicking on the Edit link to the right of the funding document gives you access to the details. From there you will be able
to make changes as needed.

User Id Agency Bill Type Funding Document Description | Funding Document Number | View/Edit

production training| DOD IPAC R0O0012345 R0O0012345 Edit

Editing Line of Accounting Funding

When you click Edit to the right of a Line of Accounting funding document, you have the ability to add funding to an
existing document, or segment that funding using ACRN codes. To add funds, simply enter the amount you would like to
add in the Add Funds field.

Document Services Online Basics - Customer Funding Management Page 13



Processing an Order
This section deals with the production portion of order completion, but does not include billing. See the Billing an Order
chapter for information about processing the payment for an order.

{or Operator Logged in as Buyer)

Operator

Order
Processing

Overview

When a customer submits an order and gets a confirmation that their order was placed successfully, the order is
viewable in the Order View and each job that is part of the order is viewable in the Operator View. The order is also
viewable in the Billing Module.

What is the Difference Between an Order and a Job?

It is important to understand the difference between an order and a job. An order is placed when a customer proceeds
to checkout and selects a payment method. When they finish checking out they receive an order number, an
approximate cost of their order and an email confirmation.

Every order contains at least one job, but it may contain more than one job. When the order is placed it is possible to
continue shopping and add multiple jobs to the shopping cart. When the order is placed, each job will be part of a single
order that has one payment method, one due date and time, and one order number. An order always remains at the
print shop that the order was submitted to, but the job(s) can be moved to other print shops for production.

Page 14 Processing an Order -



Operator View
The Operator View displays all Jobs for a particular Print Shop. From the Operator View operators can:

Access Job Ticket for job instructions and files associated with the Job
Change Job status
Transfer a Job to another print shop

To access the Operator View log into DSO as you normally would, click the Administration tab, and click Operator View.
There are many options on this page, so let’s being with navigation.

B W N
—_ = —

Ul

9)

Operator View
P Back to Administration Funding Info Needed El

@ "r@ -

Select Print Shop  JAX-NAS Jackso| = |

EL(|S @ \ I | Select Sort by | = ||Show |50 [=] 1-50cf 428 123 (4|5 Next>

Set S{.3s ] El Select Print Shop El Assign OperatDrEl Assign OutputEl I:l Select Preflight Profile El l:l | 4

M Job Name-(#) Product Name Price Due Date Status

| W & testjob9714-1 @ Color Printing on 8.5 x 11 OCONUS @ 1093.98 #8/26/2011 3:00 PM Rejected @

> ] 2 Web Design Services 711 - 1 Web Design Services 50.60 8/31/2011 1230 PM  Waiting Approval
g testjob 3708 - Black and White Printing on 8.5 x 11 60.30 8/26/2011 10:30 AM  Rejected

ﬂ_—-_-
] ) )

& Training Presentation 704 - Color Printing on 8.5 x 11 32.20 8/31/2011 7:30 AM Waiting Approval
ﬂ——-_-
& JTraining Presentation 701 - Color Printing on 8.5 x 11 64.40 8/31/2011 2:00 PM User Approved
| & Presentation on CD 701 - 2 CD/DVD Services 25.00 8/31/2011 2:00 PM User Approved o

4 | [ +

Use the Select Print Shop drop-down menu to choose your print shop. The shops you see will vary depending
on your role.

Click the Filter icon to adjust the queue filter, changing the list of jobs displayed below.

Click the Preferences icon to adjust your Operator View preferences.

The Select Sort By and other options available in this section will alter the list of jobs displayed below.

Use the Set Status and Select Print Shop drop-down menus to act on any job(s) on the list, using the checkbox
by each to select the desired job(s). The Save button applies your changes to the job’s status or location.

Click on the arrow to expand the details about a job (useful to see which plant a job is located at if transferred)
Hover your mouse over the Notes icon to see special instructions and internal notes.

Click the Job Name link to access a drop-down menu of options. From here you can open the Job Ticket in a
new tab or window, where you can download files and print out instructions for the job.

Click on the Price to open the Billing Module in a new window, where you can update or complete billing.

10) Use the Back to Administration link or the navigation drop-down menu to leave this page.
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Step-by-Step: Filtering the Operator View

1)
2)
3)

Click on the Administration tab and click on the Operator View link

Click the Filter icon for your personalized Operator View settings.

You have multiple options from the Configure View, and you must click Update to save your Preferences.
Typing in a field will display only Jobs that match your search criteria.

Drop-down menus will be ignored when none of the boxes are checked. When one or more boxes are
checked you will only see Jobs that match your selections. For example, in the Status drop-down check the
box next to Approved to only display Jobs with the Approved status.

Click Go to perform a one-time filter of the queue. Click the arrow to the right of the Go button to save your
Filter settings, or to turn off all filters.

Step-by-Step: Setting Up Your Operator View Preferences

1)
2)
3)

Click on the Administration tab and click on the Operator View link

Click the Preferences icon for your personalized Operator View settings.

You have multiple options from the Configure View, and you must click Update to save your Preferences.
Checking boxes in the Job Columns to Display section will alter the columns displayed in your view of the
Job queue.

Checking the Update Interval box will set how often the Job queue automatically refreshes.

Auto Load Default Filters should be checked.

You can set the colors for Jobs in the queue by clicking on the small color swatch box (default is white) and
picking your desired colors.

You must click Save to save your Preferences.

Page 16

Processing an Order - Operator View



Understanding the Job Ticket
The Job Ticket is where Operators can

find instructions from the customer

3 Print

and files associated with the job they

& complete

451 Order Ticket

are working on. Operators can access
the Job Ticket from the Operator View
by clicking on the Job Name link and

(@] order History

(2 Order Details

selecting Job Ticket. This will open
the Job Ticket in a new window.

DEFENSE LOGISTICS AGENCY
Document Services il

Home :: Funding Management

Order Status :: Print
Login as buver | Welcome Production Training! Logout Your password will expire in 32 days. Click here te change.

Pmt
Due: Wednesday, May 09, 2012 2: Lhen

Job Status: User approved

Storsfront | |Administration Operator View

JAX-NAS Jacksonville FL

721 McFarland Street

Jacksonwille, FL 32212-0003

Tel: 804-542-3346 » Fax: 904-542-3892

rder: 1410 Customer: Lon Davis
Received 5/3/2012 1:50 PM EDT Agency: US Army
Price: 6.7000 Department: 3rd Infantry Division
Payment Method: Payment Data Not Available: Telephene 1: 912-767-2207
Telephone 2: -
Fax: -
E-Mail: o2 davis @conus. army.mi
Job Name: Training Manual ‘Quantity: 5
Part of kit: Color Impressions: 0
Product Name: Black and White Printing on 8.5 11 B&W Impressions: 85
Product Type: Ad Hoc Total Impressions: 85
N-Up: 1 Total Sheets: 45
original File(s)
File(s) @ Edit
o File 1/1: DAPS DSO Training Plan vi.0.doc
Tye: Upload Digital
Note:
®,,
Mediz Color Buff
Scale to Fit No
PrintIn Print In Black and White
Color Sides
Double Sided Double Sided (Head to Head)
(Head to Head)

Orientation Portrait

Colate: Collate into Sets

S/

Print Options Edit
@ . PaperMeda  BuffBond8.5x 11[272)
Media Size 8.5x 11
JJ Media Weight 20#Bond
E
3
P
Tab: Tab:
VoV SV S & SV SV Y SV SV S S S S & 4

50-Spe 4 edal W 1250]
o ek

A

Special Instructions

(5) Operator Notes

Spedial Pages

Im
B

m
=

Im
B

Recipient #1 Method: Products Quantity

Lon Davis Customer Pick-Up Training Manual 5
my

437 Cramer Ave

Bldg 136

Fort Stewart, GA 31314-5000

United States

912-767-2267

lon2.davis@conus. army.mil

1) The top portion of the Job Ticket has information
about the Order.

Note: Ignore the Payment Data Not Available message;
find the order in the Billing Module for payment details.
2) The job details section has basic job level
information, including how many jobs are in this order (if
more than one. Remember, an Order can have multiple
Jobs, but the Job Ticket is only pertaining to one specific
Job in the Order).

3) Download files by clicking on the file name link for
the file. Original File is the native file (for example,
Microsoft Word) and below that in the File section is the
file after converting it to a PDF.

4) Customer Instructions are found in the Print
Options, Cover Options, Finishing Options, Special
Instructions and Special Pages sections.

Note: Not everything the customer might want to order
is listed on the customer side of DSO, so always check
the Special Instructions section for important notes.

5) Operator Notes are internal, and the customer
cannot see them from their view of the order.

6) The Recipient area lists how many sets each
recipient receives.

7) Print out the Job Ticket or close the window.

8) Clicking Edit will allow you to change any customer
instructions or associated files.

Note: You will be prompted to step through the ordering
process and update the order.

Processing an Order - Understanding the Job Ticket
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Step-by-Step: Accessing the Job Ticket and Files

From the Operator View, click the Job Name link to access the drop-down menu and click Job Ticket

The top of the Job Ticket displays basic order information, including the customer placing the order.

The Job section gives an overview of the order, and displays the original file as well as the PDF created
automatically by DSO. You can click on the file name to download the file(s) associated with the job.

Below the files you see all print options selected by the customer, and any special instructions or special
pages. The Operator Notes section is internal only.

If you need to adjust the customer’s print options you can click the Edit button next to the section you need
to change. If this change affects the price you will need to access the Quote Editor and update the pricing
for the order as well.

At the bottom of the Job Ticket you see the recipient information.

The Job Ticket opens in a new tab or window, so when you are done you can simply close it to return to the
Operator View.

Step-by-Step: Editing Job Details

1) Navigate to the Job Ticket in the Operator View

- Log in, click Administration tab, click Operator View, find/click on the Job Name and click Job Ticket

2) On the Job Ticket, click Edit to the right of the item you wish to edit. This can be job spec or the file that is
attached.

3) Step through the process, making any changes needed (screens are similar to the ordering process).

Page 18
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Order View
The Order View displays every order at the selected print shop and it will only be on this list once even if there are
multiple jobs in the order (unlike the Operator View). In the Order View operators can:
e Change order status, indicating an order is Printed
o The Printed order status indicates that production is complete for the order.
o Changing the status to Printed will indicate the production completion time for the On Time Report.
e Change order status, indicating an order is Shipped
o The Shipped order status indicated that billing and production are complete and the order has left the
print shop (or is ready for pick up).
o Clicking the Complete button or changing status to Shipped is the same thing, and sends an email to the
customer indicating that their order is done.
e Adjust Due Date, add Shipping information

To access the Order View log into DSO as you normally would, click the Administration tab, and click Order View.

DEFENSE LOGISTICS AGENCGY
Document Services i ol

S :..

M S~

Home :: Funding Management ¥ Cart (0) :: My Account :: Order Status :: Print Shops :: Help

Log in as buyer | welcome Production Training! Logout Your password will expire in 18 days. Click here to change.

Storefront Administration Funding Info Needed El

Order View: JAX-COE Jacksonville

®Print shop: | JAX-COE Jacksonville [ =] 4 Page of1 » E
@ View: Order El @ @ Sort by: | Order Number E| 53]
5 G s & N
730 omer Trainin atus: User Approval Required
- :30 8;’31/2011; 00 P:‘l Zt tt $2.50 Q \ Compere
ue: H uote: . 6
[®] 482 nichole Wilhelm Status: Rejected
Complete
Due: 7/15/2011 2:00 PM Quote: $10.00
@ (ot ]
1) Use the Print Shop drop-down menu to choose your print shop.
2) Use the View drop-down menu, type in your search term and click the magnifying glass to search.
3) Use the Sort By drop-down menu to alter the way the orders are sorted on the page.
4) Click the Order Number to open the Order Ticket in a new tab or window, where you can alter the due date,

update shipping status, or view the Order History.

5) Click the status link (for example, User Approval Required) to access the drop-down menu of status options. To
finalize an order you can change the status to Shipped or click the Complete button. This will email the
customer and change their order to Shipped in their order history, making it available for reorder.

6) Click on the Price to open the Billing Module in a new tab or window, where you can adjust units or add an RPC.

7) Click the Configure button to adjust your Order View preferences including how often this page refreshes.
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Step-by-Step: Setting Up Your Order View Preferences

4)

5)

Click on the Administration tab and click on the Order View link

DEFENSE LOGISTICS AGENCY
nocumentSerwces* -

%5 ]

ox g
=

Home :: Funding Management ¥ Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: &

Log in as buyer | Welcome Production Training! Logout Your password will expire in 11 days. Click here to change.

Storefront Administration Operator View v

oy -

PRODUCTION Home Bb @

» W Operator View Order View
* Order View
|
> ™

PLATFORM SETTINGS
# Event Log

e

T o
rf

A A

s

Scroll to the bottom of the page and click the Configure button for your personalized Order View settings.

DEFENSE LOGISTICS AGENCY
Document Services &

»T

L

Home :: Funding Managemen : (0) :: My Account :: Order Status :: Print Shops :: D3O Help :: &

Log in a= buyver | Welcome Production Training! Logout Your password will expire in 11 days. Click here to changs.

Storefront Administration Operator View -

Order View: JAX-FT Stewart GA

Print Shop: J1AX-FT Stewart GA - 4 Page of 10 »

View: Order - |:| Sort by: Order Number > [@is

[»] 1682 Derrick Adkins Status: User Approved

Complete
Due: 10/17/2012 7:30 AM Quote: $23.87
SV A av A SV SV SV & & & AV SV & & & 4
«Jam|
) . 25 Dei <adkin. Sta. .:User. .prove. Complet.:
Due: 7/25/2012 10:00 AM Quaote: $]..93
1604 i i : User Approved
E 1604 Derrick Adkins Status: User Approved Complete
Due: 7/25/2012 10:00 AM Quaote: $]..93

T~

T

Page 20

Processing an Order - Order View



6) You have multiple options from the Configure View, and you must click Update to save your Preferences.
e Checking boxes in the Types of Orders to include in View section will filter your view, only displaying
orders that are in one of the states selected. If you leave all boxes unchecked, all orders will be

displayed.

e Checking the Update Interval box will set how often the Order View page automatically refreshes.
Three hundred seconds is equal to five minutes, and six hundred seconds is equal to ten minutes.

e Use the Items to display per page field to choose how many orders will display at once.

e You can set the colors for orders based on when the order is due. Simply use the drop-down menu to

select your desired colors.

Storefront Administration

Configure View

DApprovaI Required
[user Approved

[] approved

[T rejected

[[I1n Praduction
DShipped

[ canceled

[ user Approval Required
[ Manual Quote Required
[ oeleted

[T new

Display
DUpdate Interval 120

Items to display per page |50

Cn Time Color Blue
Warning Color Blue
Late Color Blue

Log in as buyer

Type of orders to include in view.

Welcome Production Training! Logout Your password will expire in 11 days.

Seconds

r |24 Hours

Operator View

Click here to change.

v [oo |

m
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Understanding the Order Ticket

The Order Ticket shows order level information, including due date, order history, jobs ordered and recipient
information. This is the same page the customer prints out for their receipt when they are logged in and viewing the
Order Detail from their Order History.

To access the Order Ticket log into DSO as you normally would, click the Administration tab, and click Order View. Then
click on the order number link for the desired order. The Order Ticket opens in a new tab or window, and you can close
the window when you are done; you will be returned to the Order View.

Storefront Administration

Order Confirmation
Order Mumber: 1604 Order Status: User approved
Requested Due Date: 7/25/2012 10:00:00 AM 1 E As of: 6/21/2012 9:02:43 AM ECT
Submitted on: 6f21/2012 9:02:43 AM EDT Print Shop: JAX-FT Stewart GA
Submitted by: Derrick Adki ) ;
R Tel: 3156254355 BLA Document Services
Ft Stewart, GA 31314-5000
United States
Tel: 912-767-4084
( 2 ' View Order History
Products L3) Quantity Item Price  Item Total
AutoTSelenium 1 £1.930000 §1.93
Item Mame: Black and White Printing on 8.5 x 11 {10 Pages)
Subtotal: $1.93
Shipping: $0.00
Taxes: $0.00
Totak$1.93
Payment @
Payment Method: Add funding
Recipients @
Recipient #1 Method: Products Quantity Shipping Status
Derrick Adkins Customer Pick-Up ] AutoTSelenium 1 -
Department of Defense
7th Communication Battalion, III
MEF
Unit 35608
FPO, AP 96606
United States Minor Outlying
Islands
Tek 315-623-4355
E-
Mail: derrick. 2|, adkins @usmc. mil
Shipment Details
Delivery Method Tracking # Associated Products
Customer Pick-Up - A=zsociate Save
Update Shipping Status:
[T] alert Purchaser via E-mail l:l
1) Click in the Requested Due Date field to change the date the order is due, and click Save to save your changes.
2) Click the View Order History link to see the order history information.
3) The Products section lists each Job in the Order, by the customer’s Job Name (in bold).
4) Ignore the Payment Method: Add Funding message. DSO uses a customized billing module which disables our

ability to see the payment method here. To see the payment method, access the order in the Billing Module by
clicking on the price link from the Order View.
5) The Recipients section shows each recipient for the order, which jobs they should receive and in what quantity.

You can update the shipping information and even update the customer via email from this screen, if desired.
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Step-by-Step: Processing a Basic Order
1. Order is placed by customer (or operator, on behalf of customer)

2. Order and each Job contained in the Order is reviewed and produced at the Print Shop
a. In Operator View, review Order and Job details, verify accuracy and access customer files
i. From the Administration tab, click Operator View
ii. Find your job in the queue, click the Job Name link and select Order Ticket
1. Review Order information for accuracy, print if necessary
iii. Find your job in the queue, click the Job Name link and select Job Ticket
1. Review Job information for accuracy, print if necessary
2. Click the file listed under Original File(s) to download the customer’s native file. Click
the file listed under File(s) to download the PDF created by DSO.
b. Change Job status to Printing (marks order done for On Time Delivery report)
i. Inthe Operator View click the Set Status drop-down menu, select Printing and click Save
c. Physically produce the Order, collect all final pricing information including shipping
d. In Operator View, change Job status to Printed (optional)
i. Inthe Operator View click the Set Status drop-down menu, select Printed and click Save
3. Billing for the Order is finalized
a. Inthe Billing Module, edit or add RPCs as needed, until 100% accurate
i. Click the Price link in the Operator View to be taken to the Billing Details page for the Order
1. Click Edit to change the number of Units for an RPC, click Save when done.
2. To Add an PRC, select the desired RPC from the drop-down menu, input Units, select
Print Shop that should be credited and click the Add link, click Save when done.
b. Send Estimate to EBS to verify funds are available
i. Click Send Add Estimate to send the first Estimate to EBS. The page will refresh until there is a
response, but you can leave this page and return later to Actualize the order.
1. You can send multiple Estimates to EBS.
2. Your final Estimate must be the same as the Actual sent to EBS
c. Send Actual to EBS to finalize billing
i. Click Send Add Actual to send the Actual to EBS. The page will refresh until there is a response,
but you can leave this page and return later to view the response from EBS.
1. When the Billing Status is Actual Successful the Order has been successfully billed.
4. Order is marked Complete
a. Inthe Order View, change Order Status to Shipped when the order is complete
i. From the Administration tab, click Order View
ii. Find your job in the queue, click the Status link to change the Order status, or click the Complete
button.
1. Clicking Complete will change the Order Status to Shipped and send an email to the
customer letting them know their order is complete.
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Understanding Order Status, Job Status & Billing Status
Due to the way DSO interacts with the financial system EBS, each order in DSO has a production status and a billing
status. The Order Status and Job Status tell us information about Production, while the Billing Status tells us about
communication with EBS.

e Order Status - Status of an Order (an Order will have one or more Jobs)

o View/Change Order Status in the Order View
o Complete an Order by changing status to Shipped or clicking Complete
o This is the only status the customer can see when reviewing order history
e Job Status - Status of one specific Job in an Order
o View/Change Job Status in the Operator View
o Changing the Job Status is optional, used for indicating internal status for operators
o Customer cannot see Job

Status changes
e Billing Status - Status for overall Order é;? AN ig;)
o View/Change Billing Status in -
the Billing Module

o Complete billing for an order
X . (or Operator Logged in as Buyer)
by sending an Estimate, then | = = = = = = = = - - - - W _ _ _ o - - = = = = = = =

an Actual to EBS and receive Operator
successful messages back " I iy

o Customer cannot see Billing Order
Stat h ErTe— Processing Billing Funding

Order Status and Job Status
The Order Status and Job Status give us information about the state of production for an Order and the Jobs within that
Order. Itisimportant to remember that an Order always has one or more Jobs, which are viewed on the Operator View

page.

Because an Order and its Jobs are linked, changing the order Status on the Order View page may change the Job Status
automatically. Changing the Job Status on the Operator View page may also change the Order Status automatically,
depending on what the status change means to the overall order.

For example, when you to the Order View and change the status of an Order from Printed to Shipped, it will
automatically change the Job Status to Completed for all Jobs contained in the Order (the assumption is that if the Order
has been marked complete, the Jobs in that Order must be complete).

This is also the case when changing the Job Status in the Operator View, but only up to a point. Changes to individual
Jobs in an Order can move the Order Status from the status of User Approved (a new order) all the way up to the status
of Printed (all Jobs complete in production). Once the Order Status reaches Printed however, there are no changes you
can make in the Operator View to change the Order Status to be Shipped — this step must be completed in the Order
View.
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Billing an Order

This section deals with the billing portion of order completion, but does not include production. See the Producing an

Order chapter for information about processing an order.

{or Operator Logged in as Buyer)

Operator

Order

Billing

Billing
Module

Funding
Management

Billing an Order - Understanding Order Status, Job Status & Billing Status
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Overv

iew

Billing Module

The Billi

ng Module gives Operators the ability to:

View Order Status, Billing Status, and other funding and transaction details
Modify price by adjusting or adding line items

Troubleshoot error messages from EBS

Complete billing for an order by validating funding, sending estimates and actualizing orders

To access the Billing Module click the Administration tab, and click the Billing Module link in the lower left-hand corner.
You can also access the Billing Module by clicking the price link from either the Order View or Operator View.

DEFENSE LOGISTICS AGENCY
Document Services

¥ ‘F- .

| Welcome Production Training!  Logout Your passwerd will expire in 62 days.

Home :: Funding Management

ccount :: Order Status :: Print She

Log in as buyer

Funding With Errors

Transactions

Tools

Billing
Billing Module

Copyright @ 2004-2011 Electronics For Imaging, Inc. * Enalish (United States)

1 |

Click here to change.

Storefront | | Administration Operator View -
2 =
PRODUCTION Home o) =
Operator View Operator View Order View
Order View
PLATFORM SETTINGS 4 - E
Event Log r!’::
Funding Management &4 d ‘
Funding Info Needed PLATFORM SETTINGS
Search Event Log

Version 4.54.10154 - Powered by EFI Digital StoreFront

The Billing Module Home page displays a list with a maximum of 50 orders which can be filtered based on the options in

the colu

mn on the left.

Back to D50

DSO Order # DSO# Sales ID User Billing status Order status
|“-“-“-“-“-“-“-“-““"-"-"-""T-:‘;«l:.l;i"]“ 948 0297997434 | Idavis Actual Successful User approved
947 Idavis Funding Successful = User approved
Sales ID 944 Idavis Funding Successful - User approved
|7””7”77””7”7”7”7””7””””””]”;«(’1;57 943 0297887338  derrickadkins Estimate Success User approved
942 Idavis Estimate Failed User approved

Idavis Estimate Failed User approved

941
o

L OAAAA L SIS

$35.43 | 12012012

$6.43 | 172002012
$6.43 11972012
5643 119/2012
5850.56 111972012

$1.93 1182012
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Billing Home Page Navigation

There are many ways to filter the list in the viewing pane, including:

e To view a specific order enter the Order Number in the DSO Order #
field and click Add

o Repeat to add as many orders to the list of orders as needed

e To view a specific order enter the Sales ID in the Sales ID field and
click Add

e To show only orders for a specific plant, select the plant from the
Plants drop down menu and click Add

e To view specific orders associated with an FDN, enter the funding
document number in the FDN field and click Add

e To view specific orders associated with a user, enter user ID in the
User field and click Add

e In the Billing Status section you can select one or more options to
see only orders in specific billing states

e Inthe DSO Order Status section you can select one or more options
to see only orders in specific order states

e The Order Value fields allow you to specify a dollar value range for
orders that are displayed

e The Order Date fields allow you to specify a date range for orders
that are displayed

You can add as many filtering options as you would like and the list will
only display orders that meet all of the filter criteria. For example, you
can add a Plant and an FDN to see all orders at a specific plant with that
funding document number. To remove a filter option, click the grey
minus icon to the right of the filter you wish to remove. Remember that
you will only see a maximum of 50 orders.

Clicking on the DSO # will take you to the Billing Details page for that
order. To return to the Administration page, click Back to DSO in the
upper left-hand corner.

Home Page Filtering Example

In the example below the operator has filtered by specific order
numbers, one order at a time. Each order number is added by entering
the number and clicking the Add button. Each order can be removed
from the list by clicking the grey minus icon to the right of the order
number.

Back to DSO

DSO Order #

Add
Sales ID

Add
Plants

JAX-ACOE Savannah GA [=] _Add

FDN

Add
User

Add

[ Funding Mot Sent
D Funding Rejected
D Estimate Sent

[T] Estimate Successful

[ actual Rejectzd

D Funding Sent

D Funding Successful
[ Estimate Rejected
O] Actual gent

[T Actual Successful

DSO Order Status
D User approved

D Approval required

D User approval required
[ printea

[ pejected

[T cancelled

D Approved

D Requires manual quote
[“T in Production

[ shippea

[T Deletea

Order value

\

‘N

= =
=]
@B

=

=

=

=

=

= = =

=

=

=

=

NINIANANNANANANNANNANANANNSNAN

Back to DSO

DSO Order #

Billing status

944 0297997626  Idavis Estimate Success

Added order: 944 o 943 0297997338  derickadkins Estimate Success.

User approved

User approved

Order value Order date

5243 11972012

56.43 : 1/19/2012

Added order: 843

A A A AV S S S S5 S5 & S S & S & &5 & &Y & 4
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Billing Details Page Navigation

From the Billing Module Home page, clicking on the Order Number will take you to the Billing Details page for that
order. From the Billing Details Page you can view order information, finalize pricing information and send transactions
to EBS. The Billing Details page shows information in the column on the left. To the right there are buttons for sending
information to EBS, and a line item breakdown of each job in the order.

Funding Sent | AddFunding Successful Add Estimate Sent Add Estimate Successful

5 6 7
oxtnts_2) N R .

EBS Sales ID: 0298045331

DSO Order ID: 1633 Job AutoTSelentum (1 copies - $1.53, 1 do

Order Placed: 7/4i2012 10:23:53 AM "% RPC uUmits  Media  Unitprice Burden% Total pric

Order Value: 51.53 10 250 1.00 | Special Work [250] $1.4300 5143 OKH 0o

DSO Order status: User approved 0 270 10.00 ' White Bond 8.5 x 11 [270] 50.0100 5010 0K 0

Funding Info @ (-] I
Type: CC

Funding Document #: 20120704000007
Funding Amount: $ 5001.53

Acrn: A4

Acrn Amount: 5 5001.53

Order placed by: Dermrick Adkins

Agency: DOD

Transaction History @ ]
Type TranslD Request Response
ESTIMATE DSF201207091037479971 View  View

1) The Billing Status bar displays information about communications with EBS. See Billing Status Basics for more
information.

2) The Order Info section displays order information, including the Order Status.

3) The Funding Info section displays the funding information used for the order, with a clickable link to access the
funding document.

4) The Transaction History section displays each transaction that is sent to EBS, with the request and response
details available by clicking the appropriate View link. See Reviewing Transactions for more information.

5) The Back button will return you to the Billing Home page

6) The Send... buttons are for sending information to EBS. See Billing an Order for more information.

7) The Edit button enables editing of the line items in the Job section. See Understanding the Billing Details for
more information.

8) The Job section displays each line item of each job that makes up the order. See Understanding the Billing
Details for more information.
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Billing Status Basics

The Billing Status is information about communication with EBS, and indicates whether or not an order has completed
the billing process. On the Billing Home page you can filter your order list by Billing Status, and on the Billing Details
page the Billing Status is displayed across the top of the page. The six status boxes at the top of the page will turn black
from left to right as the order proceeds through the billing process.

Add Funding Sent Add Funding Successful

The steps are in pairs, and show the communication with EBS. The first two steps are for adding funding, the second two
steps are for sending estimates and the last two steps are for sending the actual. For each pair, the first box indicates
whether an operator sent information to EBS, and second is the response from EBS.

Communication about Funding

Add Funding Sent Add Funding Successful

\\ /

Funding Communication

The Funding communication boxes show our initial Funding request to EBS and the response.
e Funding Not Sent — The order is associated with valid Funding but has not been sent to EBS
e Add or Mod Funding Sent — The Funding information has been sent to EBS (EBS may or may not have
responded)
e Add or Mod Funding Rejected — The Funding information sent to EBS was rejected
e Add or Mod Funding Successful — The Funding information sent to EBS was approved

Communication about Estimate

Add Funding Sent Add Funding Successful Add Estimate Sent Add Estimate Successful

N\ /

Estimate Communication

The Estimate communication boxes show our most recent Estimate request to EBS and the response.
o Add or Mod Estimate Sent — An Estimate has been sent to EBS (EBS may or may not have responded)
o Add or Mod Estimate Rejected — The last Estimate sent to EBS was rejected
e Add or Mod Estimate Successful — The last Estimate sent to EBS was approved

Communication about Actual

Add Funding Sent Add Funding Successful Add Estimate Sent Add Estimate Successful Add Actual Sent Add Actual Successful

\ /

Actual Communication

The Actual communication boxes show our Actual request to EBS and the response. A “Mod Actual” is sent when
requesting a Credit. See Issuing a Credit for more information.
e Add or Mod Actual Sent — An Actual or Credit has been sent to EBS (EBS may or may not have responded)
e Add or Mod Actual Rejected — The Actual or Credit sent to EBS was rejected
e Add or Mod Actual Successful — The Actual or Credit sent to EBS was approved
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Issuing a Credit

The Credit button will show up once a transaction is in the Actual Successful billing status, meaning the actual was sent
to EBS and EBS has billed out the order. Simply click on the Credit button to credit an order, and you will see the status
change to Mod Actual Sent. You may need to wait up to 15 minutes for EBS to respond, and you can refresh the page to
update the status.

Understanding the Billing Details
The Billing Details are broken down by job on the right side of the screen, below the buttons.

Funding Sent AddFunding Successful Add Estimate Sent Add Estimate Successiul

Orter Info C e ——— it e
EBS Sales ID: 0295045331

DSO Order ID: 1633 Job AutoTSelenium (1 copies - $ 1.53

Order Placed: 7/4/2012 10:23:59 AM & RRC Umts HedlaUrl‘lpnoe Burden % Total price  PlantID Delete  Expand
Order Value: 51.53 10 250 1.00 ' Special Work [250) 51.4300 5143 OKH 0
DSO Order status: User approved 200 270 10.00 ' White Bond 8.5 x 11 [270] 50.0100 §0.10 OK11 [/}

If you need to make adjustments to the billing details before sending a transaction, click the Edit button and our view
changes, giving us new options. When editing you cannot send transactions, so those buttons are not available.

Funding Sent AddFunding Successful Add Esfimate Sent Add Estimate Successful

Order Info (-}

EBS Sales ID: 0298045331
DSO Order ID: 1633 Job AutoTSelenium

Order Placed: 7/4/2012 10:23:59 AM

Order Value: §1.53 0 250 1.00 | Special Work [250] 5 1.4300 $1.43 OKI1 0o
DSO Order status: User approved 200 270 10.00 ' White Bond &5 x 11 [270] 500100 5010 OK11 ()]
Add | 100~ |50 K11 [ Add>>

Funding Info ) _@ @ @ k?j =

Type: CC

Funding Document #: 20120704000007

1) Click Save to save your changes when you are done and you will be able to send transactions.
2) Click Cancel to delete your changes and you will be able to send transactions.
3) The Job section displays each line item associated with the job. Columns are:

a.
b.

= @

The first column, labeled “#” is the line number

The RPC column refers to the cost center or revenue process as outlined in the DLA Document Services
Productions Standards & Pricing Manual.

The Units column is the number of units to be billed, and can always be edited for any line item.

The Media column lists line item details (may be blank).

The Unit Price column displays the price for this line, and can only be edited if an RPC requires the
operator to input the unit price, otherwise it is filled in automatically.

The Burden % column displays the burden rate for any cost centers that are marked up.

The Total Price column is the total price for that line item.

The Plant ID column is the ID of the plant that is receiving billing credit for an order.
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i. The Delete column will display a grey delete icon when you have the option to delete a line. If the line
has already been sent to EBS in a previous transaction you will not be able to delete the line. To remove
billing from a line that cannot be deleted, change the Units to zero.

j. The Expand column displays an icon you can click to see details about a line item. This can be helpful
when a line item is red due to an error.

4) The Add drop-down menu allows you to pick which RPC you would like to add for your new line item.

5) To the right of the Add drop-down menu, input the number of units you want to bill for your new line item
6) The Add drop-down menu allows you to pick which RPC you would like to add for your new line item.

7) When you click the Add link your new line item will be added to the bottom of the list

Step-by-Step: Editing an RPC
e C(Click Edit and the page will change, allowing you to edit the Units field for each line, or delete the line by
clicking the grey minus icon in the Delete column.

o Note: Once you have sent the initial estimate and received a Sales Order ID, DO NOT delete any
lines from the job. If you need to prevent an RPC from billing, edit the line and change the units to
zero.

e Edit units as needed or delete lines, and click Save when complete.
e [f you do not need your changes you may click Cancel instead.

Step-by-Step: Adding an RPC
e Select the RPC from the Add drop-down menu
e Input units in the Units field
o Remember to double the units for 11x17 impressions and media
o Select the Plant ID for the print shop completing the work
e C(Click the Add link and wait for the line to appear
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Reviewing Transactions

Each step in the process will generate a unique transaction. The easiest way to see the information returned by EBS is to

click the Expand icon next to any line.

Add [100[-]0 |

If you need more transaction information, the entire transaction that was sent to EBS and the response can be found by
clicking the appropriate View link in the Transaction History section, which will open in a new window.

At the top of the transaction page you will see “Header” information and “Sales Order Detail” information. Then each
line item will be displayed. If this is a response from EBS, look at the “Error Message” line for communication from EBS.
Note: This message is not always an error, it is simply the response from EBS. For example, “Sales Order Modified”
would be a positive response from EBS after submitting an Estimate.

<7Xml version="1.0" encoding="IS50-8859-1"7>
<S5alesCrdericknowledgement>
<HeaderData>

<Lineltems>3</Lineltems>
<TimeStamp>201201251745441027</TimeStamp>
</HeaderData>»
<SalesCrderDetail>
<58lesID>0297997660</5a81esID>
<fSales0rderDetail>
<SalesCrderLineltems:
<Lineltem>
<SaleslineNum>»10<,/SalesLineNum>
«UnitPrice»1.3400</UnitPricex
<BurdenRate>0.00</BurdenRate>
<«ExtendedPrice>l.34</ExtendedPrice>
<RecordStatus>A</RecordStatus>
<ErrorMezsagel>»Sales Order 02872287660 modified</
<ErrorMessagei>
</ErroxrMessagel>
<ErrorMes=sage3>
</ErrorMessage3>
</Lineltem>
<Lineltem>
<SaleslineNum>»20</S5alesLineNum>
<UnitPrice>0.0100</UnitPrice>
<BurdenRate>0.00</BurdenRate>
<ExtendedPrice>l.00</ExtendedPrice>
<RecordStatus>A</RecordStatus>
<ErrorMezsagel>Sale=s Order 02872878680 modified</
<ErrorMessagel>
</ErroxrMessage>
<ErrorMessage3>
</ErrorMessage3>
</Lineltem>
<LineItem>
<SalesLineNum>30</5alesLineNum>
<UnitPrice>0.0100</UnitPrice>
<BurdenRate>0.00«</BurdenRate>
<ExtendedPricex»0.10</ExtendedPrices
<RecordStatus>A</RecordStatus>
<ErrorMezsagel>Salesz Order 0287227680 modified</

A A A AV SV SV Y 4

<TransID>DSF2Z01201251749441027</TransID>
<Description>Estimate</Descriptions
<SiteQueueName>D5F</SiteQueneName>

©

NANANNANAANANNAANANAANAN

ro IH@QE

ro IH@ge

@

rorMe=s=zagel>

N\

Sample Transaction

EBS Estimate Response

1) Header and Sales Order info
2) Line ltem #1

3) Line Item #2

4) Line ltem #3
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Funding Management

The Funding Management module is used by Funding
Experts to input Line of Accounting documents and verify
them with EBS so they may be used to bill orders. Itis also
used for reviewing Funding With Errors, updating funding
documents and troubleshooting advanced problems.

Funding Info Needed

DEFENSE LOGISTICS AGENGY
Document Services

Home ¢+ Funding Management

Log in as buyer

| Welcome Production Training!?

Logout Your password will expire in

Home

# Operator View
% Order View

e To access the Funding Info Needed module log into

DSO as you normally would, click the Administration
tab,
Management.

e Funding Info Needed displays orders that have been
submitted with the Line of Accounting payment
method but have not yet been verified as valid by
EBS.

e Funding documents are displayed from oldest to

# Event Log

and click Funding Info Needed in Funding

Search

Tools

PLATFORM SETTINGS

Funding Management

Funding Info Needed

Funding With Errors
Transactions

¢«

Operator

/

4
A A A A A A A A A A A

newest, and if there are multiple pages you will be able to navigate with the arrows at the bottom of the page.
e To review the funding document and input the information into DSO, click Edit to the right of the funding
document you wish to update.

Step-by-Step: Sending Initial Funding Information to EBS

Access Funding Info Needed, find desired funding
document and click the Edit link. This takes you to the
Manage Funding Information page.

Click on the PDF of the funding document the customer
attached to view the details. If necessary you can use the
Upload New Document field to update the funding
document for the customer.

Select the correct Agency from the drop-down menu. This
is an important step, because different agencies will have
different required fields.

Use the attached funding document to input funding
information into the required fields.

When you have completed the funding information you
must first click Save to save the information you have
input, and then click Send EBS Transaction to send the
initial transaction to EBS.

Once this is complete the funding will either be approved
or it will appear on the Funding With Errors page.

Manage funding information:

Funding amount:

Funding files:

Add document:

Agency:
Funding Document Name:

User Name:

Expiration date:

Acrn

Funding amount:
Reimbursable source code:

Fund code:

Fund Year:
OAC/OBAN:
Budget Activity:
Project Subhead:
RC/CC:

BPAC:

Funding Appropriation number:

Accounting Station Number:

0.39
X R0000123456 .pdf

Browse...
Air Force -
RODDO0123458

Joe Customer

20120930

[ Back | [ save | |

Billing an Order - Funding Management
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Funding with Errors

To access the Funding With Errors module log into DSO as you normally would, click the Administration tab, and
click Funding With Errors in Funding Management.

Funding documents are displayed from oldest to newest, and if there are multiple pages you will be able to
navigate with the arrows at the bottom of the page.

To review the errors, click Edit to the right of the order you wish to update.

Errors messages from EBS display in red at the bottom of the page.

Searching for Funding or Transactions

Tools

To search for funding documents, log into DSO as you normally would, click the Administration tab, and click
Search in Funding Management.

From here you have the option to search using various criteria. When you find the funding document you are
looking for you can click the Edit link to manage the funding information.

To search for EBS transactions, log into DSO as you normally would, click the Administration tab, and click
Transactions in Funding Management.

From here you can set a date range, Transaction Type or Transaction Status for your search criteria. When you
find the transaction you are looking for you can click the View link to see all data communicated with EBS.

Require Approval for Order

To set an order to the Require Approval state, and require the customer to approve funding information before
we process their order, click the Administration tab, and click Require Approval for Order in Funding
Management.

Input the Order ID and click Set to Require Approval, and the order will now require the customer’s approval
before the order moves back to production.
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Manual Quote Required and the Quote Editor

Occasionally when clicking on the price link from either the Order View or Operator View you may be directed to the
Quote Editor. When this happens our main goal is to clear the Manual Quote Required status so we can work with this
order in the Billing Module as we normally would.

Step-by-Step: Clearing Manual Quote Required
1) Click Clear Manual Quotes
2) Click Save Changes

Storefront Administration Funding Info Needed E3
& This order has already been quoted and approved by the buyer.
‘Summary For Order 714 2
Ordered By: Agency: Price Sheet(s):
Department of Defense DLA Document Services Pricing
orTr
Type Description Taxable Quantity Unit Price Price
Edit |Ad Hoc Color Printing on 8.5 x 11 OCONUS 29 37.72 1093.98
Edit | Shipping Customer Pick-Up (Theresa Hollis) |} 0.00
Tax: Subtotal: $1,093.98
Shipping: $0.00
Taxes: $0.00
Total: 41,093.98
Item Details test job 9 Production Job Ticket
Job Name: tast job 9 Files: Number Originals:
Color Mode: Color test job 99
Duplex Mode: Single-sided (simplex)
Special Instructions: None
Operator Notes: MNone
N-Up: 1
( n Clear Manual Quotes ‘ ‘ Add Adj | ‘ Add RPC| Refresh Restore Original
Description Unit Taxable Units Per Item |Units Charged  Price Per Unit g‘r’i':e""“""t
?te: Collgte into 5 DY 1 || @ - J
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Troubleshooting Orders

Troubleshooting Basics

When troubleshooting an order in DSO, start off by collecting up the basic information about the order. Access the
Order Ticket from the Order View for valuable information about the order, including basic information about why an
order was rejected by EBS.

Step-by-Step: Collect Basic Order Information
e From the Administration tab click Order View and find your order on the list
e C(Click the Order Number to open the Order Ticket where you can:

o Note detailed order information (Order number, due date, etc.)

o See initial error messages from EBS

o Click View Order History to see more details about the order

Troubleshooting Orders Rejected by EBS

There are only two reasons for an order to have the status Rejected. Most commonly, an estimate was sent to EBS and
it came back rejected; there are a number of things that can cause this to occur. An order can also be rejected by the
customer, if it is an order that required a manual quote. If a customer rejects a quote you can always re-quote to
resolve the problem. If it is EBS, however, we will need to do some investigating.

When EBS rejects an order, you can get detailed L5  DEFENSE L0GISTICS AGENCY

information from the Administration tab in the (s’ Document Services i

Funding Management section by clicking the Search ] Yl .

. . . . . Home :: Funding Management ¥ Cart (0) :: My Account :: Order Status :: Print Shops :: Help
link. Input your search criteria and find your order in , ; v , ;

Login as buyer | Welcome Production Training! Logout Your password will expire in 164 days. Click here to change.|
the list of found orders. Click the Edit link to the right Funding nfo Needed =] [[Go
of the order to open the funding document and @ e

. . . . . Funding Management ) =
review any errors from EBS, which will be displayed in M % B
Search

red at the bottom of the page.

Funding With Errors
Transactions

Once you have resolved the issue, you will need to o ,
resubmit the order to EBS. You can do this by e \‘ | 'ﬁ*\_ e
returning to the Order View, finding your order, and Order View s
setting the status to User Approved. You then PLATFORM SETTINGS

Event Log

change the status to Send Estimate and EBS will re-
evaluate the order, returning a status of Approved or
Rejected again.

Copyright © 2009-2010 Electronics For Imaging, Inc. Powered by EFI Digital StoreFront
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Other Step By Step Guides

Getting Started for New Operators
You can access Document Services Online by pointing your web browser to https://www.dso.documentservices.dla.mil.
New users may need to register and have an Administrator update your account so you can access the production side
of DSO, or special areas. Steps are as follows:

1) Register for a new account in DSO (Administrator grants access to operator functions)

2) Login / associate your CAC card with your account

3) Set up your preferences for the Operator View and Order View

If you need assistance getting started you can review step-by-step instructions outlined below. If you are unable to
access DSO contact your DSO administrator.

Step-by-Step: Registering an Account

Point your web browser to https://www.dso.documentservices.dla.mil

On the right-hand side click Register.

Input your account information in all required fields.

In the Search DODAAC field type all or part of your activity, press the Enter key and wait for a moment, the
list will appear under Search Results.

Click your name in the Search Results field and wait for a moment, the DODAAC and EBS Customer ID will
be filled in automatically

Once your profile information is input you will be prompted to select your default print location.

Click Register and you will receive an email notification about your account.

NOTE: If you need access to special areas of DSO an Administrator will need to add your user account to the
appropriate groups. You may not be able to see special catalogs, payment methods, production functions or
software features immediately. Newly registered users may only place basic orders.

Step-by-Step: Logging in

Point your web browser to https://www.dso.documentservices.dla.mil

On the right-hand side are your registration and login options.

To log in manually, input your user name and password, then click login.

To log in using your CAC card, click Login using CAC card and follow the steps required. Your CAC card will
not work until you log in the first time and associate your CAC card with your User Name under My Account.
If you need to reset your password, or register for the first time, click the appropriate link and you will be
guided through the process.

Step-by-Step: Setting Up Your Default Operator View
When you first log in to DSO, you will want to set your default preferences so you can see important information
about orders in the Operator View.

Click on the Administration tab and click on the Operator View icon

Click the Preferences icon for your personalized Operator View settings.

Checking boxes in the Job Columns to Display section will alter the columns displayed in your view of the
Job queue. At minimum you should display the Price, Due Date and Status columns.

Checking the Update Interval box will set how often the Job queue automatically refreshes. Three hundred
seconds is equal to five minutes, and six hundred seconds is equal to ten minutes.

Auto Load Default Filters should be checked.

You can set the colors for Jobs in the queue by clicking on the small color swatch box (default is white) and
picking your desired colors.

You must click Save to save your Preferences.
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Step-by-Step: Setting Up Your Default Order View

When you first log in to DSO, you may want to set your default Order View preferences so you only see certain

types of orders at your print shop.

e C(Click on the Administration tab and click on the Order View icon

e Scroll to the bottom of the page and click the Configure button for your personalized Order View settings.

e Checking boxes in the Types of Orders to include in View section will filter your view, only displaying orders
that are in one of the states selected. If you leave all boxes unchecked, all orders will be displayed.

e Checking the Update Interval box will set how often the Order View page automatically refreshes. Three
hundred seconds is equal to five minutes, and six hundred seconds is equal to ten minutes.

e Use the Items to display per page field to choose how many orders will display at once.

e You can set the colors for orders based on when the order is due. Simply use the drop-down menu to select
your desired colors.

e  You must click Update to save your Preferences.
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