One Time Funding Orders

Submitting Orders funded with a one time requisition.

STEP 1. From the DAPS Entry Screen. Select Quick print or Special Order, see
definitions section for definitions on each type of order. The following provides
the STEP for Quick Print Orders

File Edit View Favorites  Tools  Help

Back ~ = - D il | Qisearch [GFavorkes @Meda ¢4 | - S st 2

Address I@j hittpsf fvares dapsonline. daps. dla.mil/dad jsp/PlantMenu. jspPmenu=single j @Go |Links ”|@ -
-

b, Do
An Orde DAPS Entry Order Proce

ome Dgo onta
Quick Print Special Order Establish Requisition

STEP 2 Identify the customer for which the job is being submitted. Type in the
“Customer’s DAPS Online Userid”, if you don’t know the DAPS Online User id,
use the binoculars to search by customer’s last name or DWAS Customer ID to
find Customer’s DAPS Online Userid, (see figure 2). Click on the customers
DAPS Online Userid to autopopulate.
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STEP 3 Determine where the job is to be produced. Uses the drop down from
home location to select the plant where the work will be distributed. Job can be
sent to the Production Managers queue for redistribution by selecting the “Office
Group” button. Job status should remain at Submitted until funding is provided.
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/3 Place Quick Print Order - Microsoft Internet Explorer provided by Comcast High-Speed Internet

File Edit Wiew Favorites Tools Help ﬁ
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Address Iﬁj https: ffunae, dapsonline . daps. dla.milfdas fjspf CustRepCuickPrint . jspiclear=true j @Gn Links ** @ -
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Create Order B

Order Information

*Customer's DAPS User ID Job Destination Job Status
I i @ Horne Location  [I0mmemn==AmEelsLy Nl ~ ISubmit‘tEd 'I

© Office Group

Job Dutput Pages Print
IBIack&Wh\te 'l |One Sided =l Cover Color INDne 'l

r
*0rder Number Bindin i
I Mone e Other Color &
=

*Date Required Sheets per pad

Cover Weight |30 'l

*MNo. of Copies — LI |
| &1 Done [ T3 [ mternet 7N
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STEP 4 Populate the job specification section under the Ordering Section. The
following fields are mandatory. Job order number, Date required, Number of
copies, Number of black/white originals, and when appropriate number of color.

Job Output
Calar 'l
*0rder Number

ADKIND4100

*Date Required

T1/26/2003

*MNo. of Copies
100

*No. B&W Pages

*Mo. Color Pages

100

Document/Publication Name

|Year end Budget

Special Instructions

© Office Graup

Pages Print

| one Sided =l
Bindin
ICDmb 'l

Sheets per pad

prilling |N0ne 'l
Sheet Size |8.5x11 'I

Paper Color IWhite 'I

Other Color I
Paper Type IPIain Bond -

Coverlﬁlor IWh\tE 'I

Other Color
Cover Weight IHD -

Cover Prints:
¥ outside Front Cover

™ 1nside Front Cover

[T outside Back Cover

[T Inside Back Cover

STEP 5 Attach approved digital files using the
the only time you have the option to upload a file. See Appendix for approved

list.

Meed to khe printed on high gloss white paperl

Documents Transfered -
e Upload

Production

|
[

button. This will be

STEP 6 At this time you can estimate the job by populating the Production

Section with rpc and units, or you can leave it blank to populate at a later time.

STEP 7 Populate the Billing Section with the name and address of the person

who is to receive the hardcopy bill. This information may be autopopulated
depending on the information provided in the customer’s profile.
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STEP 8 Select “One Time” as the method of payment.

Cost:

1)

Delivery

STEP 9 Populate the Delivery Section with the name, address and method of
delivery as specified by the customer. Fields in this area may also be populated
based on the information provided in the customer’s profile. Use the drop down
to select method of delivery and location. Special delivery instructions can be
placed in the open text field titled the same.

The cc Email Address field is used to identify additional people who need to be
notified that the job has been submitted. Each additional address must be
separated by a “;".

STEP 10: click Next

STEP 11: You are prompted for the one time accounting information. Populate
the LOA fields as described in STEPs 1 — STEP 13 of the Funding
Establishing Open/Blanket Funding Section of the Funding Chapter.

STEP 12 If this is accurate click on the submit button.

STEP 13. You know you are successful when the success message is
displayed.
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Success

Your order has been received! Thank you for using Daps.
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Credit Card Funding for Order Submission

Credit Cards that are used one time can be submitted following the One Time
funding Orders procedures above.

Credit Cards that have been setup as templates use the Open/Blanket Funding
Order procedures above. Use this section for procedures on Credit Cards
already setup as a template and credit cards that are to be setup as an open
template during the order submission process.

AT STEP 8 If a credit card template has been set up, Select “Credit Card
Requisition” as the method of payment. And use the binoculars to Look up
Available Templates. Select the credit card you wish to use by clicking on the
requisition name.

Xl
&
&l
Total
it

Billing 756 AirWay Drive City [Jackson
Address  [Suite 333 state M v
2ip [assass

Phone f503-555-5907

&l

Payment: ) ap,

Delivery

Find a Credit Card Requisition

Chek on the nk of the requisition vou wish to use to place It in the correct fisld.

24324323 (Air Force)

daiswi0zgf (Other Federal}

daiswidz7m (Other Federall %
daiswi0z7n (Other Federal)

daisy102&c (Other Federal)

daisy1028a (Other Federal)

Req Name: View

OR
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STEP 8 If a credit card template has not been set up. Select “ Open Requisition
and click ‘Credit Card on File” link to create a new credit card template. Follow
Steps 4 to STEP 9 found in the Establish Credit Card Template Section in the
Funding Chapter

STEP 9 Populate the Delivery Section with the name, address and method of
delivery as specified by the customer. Fields in this area may also be populated
based on the information provided in the customer’s profile. Use the drop down
to select method of delivery and location. Special delivery instructions can be
placed in the open text field titled the same.

The cc Email Address field is used to identify additional people who need to be
notified that the job has been submitted. Each additional address must be
separated by a “;".

STEP 10: click Next

STEP 11: Because every order funded by a credit card is treated as a one time,
DAPS Online will require a new requisition name for the credit card order. The
requisition name field will be auto populated with the order number, this ties the
credit card funding to the order in DAPS Online. The requisition name can be
changed.
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GBack - = - @D ) | Qsearch [iFavortes fMeda (4 | -5 = o]

Address Iﬁj https:] v, dapsonline daps. dla. milfdag/ispfCustRepQuickPrint . jsp j 6>GU |Link5 > @ -
A L
b, Do
ome ogo onta Ain Orde DAPS Entry Order Pro
Quick Print special Order Establish Requisition
Type of Funding
Requisition To Be Established IOthEr Federal 'I
Funds Form Code ICredit Card ~
Requisition Name ISSSS
Appropriation Number P
Funding Document Numb P
Ao ——
Back Next
[&7 P [ 18 [ trkerner -

STEP 12. click next
STEP 13. Review the funding information, then click submit.

STEP 14. You know you are successful when the success message is
displayed.
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Modifying Orders

Job specifications can be modified up until the order has been estimated in
DWAS — DWAS status is DWAS estimated. After an job order has been
estimated in DWAS successfully only the rpcs, units and stock can be modified.

After a job is in daps online “complete” status no modification can be made.

STEP 1 Search for job to modify. Select Search tab. Use the search criteria to
look for job. You can search by order number or if a DWAS Customer Order
Number (CON) has been created for the job you can search by CON number.

e L T e M B Pt e wmm e .

A
APS Document Automation & Production Service

[ . -
Home Logoff Contacts Place An Order DAPS Entry Order Processing

Job Search Requisition Search \
‘ Job Search

Fill out the fields that suit your search needs. ¥You may enter in some, all, or none of the fields,
If nothing is entered, the first 500 jobs found will be shown,

Jobs submitted on or after W
Order Number I—
usermo [ ﬂ
Customer Order Number l—
Daps Status [AllStawses |

Search Manual Admin

User Search

DWAS Status | All DWAS Statuses =l
Sort On IJUb Submit Date 'I
Location |AII Locations j
[ view only jobs with attachments b
|@ Dane ]7|7|—§|§ Internet &

Ta o wid

#start H o & B ”H | O]trbox - Merase... | EipoL_sop_va_t... |[730b Search-M... Houlecksendit.., | (S I TODDHSEAAES 15m
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STEP 2 Open job/order to be modified from search results list, by click on the
job order number.

File Edit Wiew Favortes Tools Help

GBack - = - @D ) | Qsearch [iFavortes fMeda (% | -5 = o]

Address Iﬁj https: /v dapsonline . daps. dia. milfdas jspf sdminCrderProcessing. jsp j 6>GU |Link5 > @ -

JAKX
b Do C A O = 0 & Prod HoO D T

3 Search
Job Search User Search Requisition Search

All Locations Order Processing

Sort By: | Date Requested =] [ Descending x|

Location Requested Required Order Number Customer Job Type Files Jpb Status DWAS Status Delete

—Select Location— j 11/14/2003 11/17/2003 adminllidio3a Admin istrator Special Order Submitted  Estimate Required r
Jobs 1 thru 1

Page 1

OO @e®e®® @

Back  Next  First Last Delete Redistribute Jobs

- |
& ‘ ) ) ) ) ) ) ) i [ 13 [ trkerner

STEP 3. Make necessary changes to the job and click the submit button.
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Estimating Orders

This section will provide the procedures for estimating an order submitting by a
customer or a DAPS user.

STEP 1 From the order processing page. You can view all orders that have not
been completed or deleted. If you need to view more than 10 jobs, click on the
Sort By drop down, and select another number. All completed and deleted jobs
are viewable from their appropriate tabs. Select the order to be estimated. You
can also use the search/ job search tab to find a specific order number.

Document Automation & Production Service

Home Lagall User Pralile s o, Deder Processing

NAS Jach ille Order Pr i /

Sort by: | Date Requested »  Descending ~ || 10 » @

arder Job  DWAS 1ab Late
Location Reqstd/Reqd Number/ CON Customer Files o, Status TP OOt oo Delet Ready Complete po 0
~Sulect Locason- [ 0 0 O - .‘m

hgllia

- 28/06 carohn Fat=runtn
ject » - B Larabag ted 21368
SelgctLocanon P heihig required ¥1I%

areed
O&/28/08  Duddd test £ 29

= . o 3 - carciing Esnmare _ 3 O I 1
Seleci Locaton: 08/26/08 :;J:gr:dvs ol sl Required 340 (|| O I g
OB/ 16/0 s Bvan DWAS
~Salect Lo aon-- | B Extimated i EST  $61601.85 (] [ ] &
fak Fending
UGS pmbailgsnos carcing O &
O6/16/06  176GCOE16610282 holhs Spstiud e -
R ) OBM406  yeeniganos acchng
SelectLocation 06/22/06  176GCUGIESD4005 hollis O = &
06/14/06  tpgtbyili4003reorder carchng ) (] &l
R ¥ o&/21/06 176GCO616510280 holhs o .
OG/14/06  pag - - DWAS
- " o testbuildany sarchng d g
SeleiE— ¥ oensfos  176GCOS1E510281 holls L4 s ¥ - O - E
- oronios  dassviz0an O ._E
=Silact Locabon- 02115106 ::J:U::]Yﬂ daisy duke E: "0 Cemired O O -
- 10/21/05  paeting petnar Dwag
SelectLocason ¥ jorasigs  7eoCoezseiozre SRSiduked  Emimsted LIT 5297 (o] O [ ﬁn
10/25/0 062541 .-

Iobs 1 thea 10

Panr 1231456789 10

STEP 2 Orders should be changed from Submitted to Estimated at the job
status drop down, under the order information section.

7/26/2006 81



DA PS Document Automation & Production Service
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Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Completed lobhs Deleted Jobs

View Order

Order Information

Doc Info Specs Paper & Binding Specs Cover Specs
Job Status Pages Print
Submitted 'I IOne Sided Z| Cover Color |None j‘
Submitted Bindin
E stimated » f h Other Color |
In-wyork s
Fieady for Printin Sheets per pad
_dy 9 I— Cover Weight 90
Drilling |None 'I Cover Prints:
No. of Copies
a5 sheetsize [85x11 < ™ outside Front Cover
No. Color Pages -
i Paper Color |White i " Inside Front Cover
No. B&W Pages
6 Other Color [T Outside Back Cover ﬂ
[ pone [ T8 (& internet 4

STEP 3 Populate the RPCs column , then hit tab, tab again, this will auto
populate the RPC description and unit price and will place cursor in units column
for input.

STEP 5 Populate the units column and hit the tab key. This will populate the
extended price column.

STEP 6: If cost plus, populate the number of units and the per price cost, hit the
tab key after each input and the extended price with burden rate will auto
populate

STEP 7 If the RPC requires stock, select the binoculars in the RPC row where
stock is required. The stock items that are can be selected for that RPC will be
viewable from the binoculars.

STEP 8 If funding has not been identified, you must identify funding before
submitting the estimate, The job status and DWAS status would be “Funding
Required”. Use the appropriate funding type (open or blanket) to select how the
order will be funded. See “Submitting Order” chapter for details on filling out the
funding information for an order.

STEP 8 Click the submit button, the status of the order will automatically change
to “estimated” if the status was not changed in STEP 2 above.
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Home Logoff " Contacts Place An Order DAPS Entry Order Processing Search Manual Admin

Completed Jobs Deleted Jobs

Order Processing

Sort By: IDate Requestedj IDes:endmgj

Requested Required Order Number CON Customer Job Type Files Job Status DWAS Status Delete

07/19/04 07/22/04 order 200 Mot vet Assigned  xerox customer QF & submitted il

07/14/04 07/22/04 order number 001 Mot Yet Assigned  Unitedkingdormn Custormer QF & submitted Estimate Required r

0e/22/04 06/24/04 test appr Mot Yet Assigned  daisy duke QF il aiting Approval Estimate Required r

06/21/04  06/23/04 daisy0621a Not vet Assigned  daisy duke =0 Funding Required Funding Required [l

06/21/04  06/24/04 afdfafdd Mot vet Assigned  daisy duke S0 Funding Required Funding Required r

06/17/04 06/158/04 funding.txt file 176GC0417010015 Admin istrator S0 & Iob Ready D'WAS EST Pending [

06/08/04 06/15/04 cctestvisa 176GC0416010012 daisy duke QP poat=d D'WAS EST Pending [

06/04/04 06/28/04 Bdc 176GC0415610011 daisy duke =10 WAS EST Pending [

06/04/04 06/22/04 E4b rol 176GC0415610010 daisy duke =1e] c DWAS EST Pending [ e

06/04,/04 06/15/04 E4a rol 176GC0415610009 daisy duke S0 Estimated DWAS EST Pending [ E

Jobs 1 thru 10 @

Page 1 Z ;I i
Pl

|&] Dore F,ilgle Internet

STEP 9 This should take you back to the order processing page, where you can
view the job order status and the DWAS status. The job order status should now
say “estimated” and the DWAS status should say “DWAS EST PENDING”. This
let's you know that estimate transaction is ready to be sent to DWAS.

NOTE: FUNDING and CUSTOMER must have a status of STABLE prior to any
estimates being sent to DWAS.

If funding was a credit card then the status may change to “CC AUTH
PENDING” . Upon credit card approval the DWAS status will change to “DWAS
EST PENDING: automatically.

NOTE: After an order has a DAPS Online status of ESTIMATED, the system
generates a Customer Order Number for that order. The customer order number
or CON, follows the following format:

1 74 EA 03 279 00001
Region, Plant Number, Facility Number, Fiscal year, Julian Date, 5 digit
sequential number
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Modifying Estimates

Estimates can only be modified when the status of the job is “DWAS Estimated”.

STEP 1 From the order processing page select the order to be modified. The
DWAS status for this order must be “DWAS Estimated”. You can also use the
search/ job search tab to find a specific order number.

Address |&] https: e, dapsonline daps.dia. milidas/jspfUserLagon.jsp =] @Go |Links 7|y -
Home Logoff Contacts Place An Order DAPS Entry Order Processing search Manual Admin !
Completed Jobs Deleted Jobs

Order Processing

Sort By: |Date Requestedj |Des:endingj

Requested Required Order Number CON Customer Job Type Files Job Status DWAS Status Delete

07/19/04 07/22/04 order 200 Mot vet Assigned  xerox customer QP & Submitted r

07/14/04 07/22/04 order number 001 Mot vet Assigned  UnitedKingdom Customer QP & Submitted Estimate Required r

0e/22/04 06/24/04 test appr Mot Yet Assigned  daisy duke QF il aiting Approval Estimate Required r

06/21/04 06/23/04 daisy0621s Mot et Assigned  daisy duke S0 Funding Required Funding Required r

06/21704  06/24/04 afdfafdd Not et Assigned  daisy duke S0 Funding Required Funding Required I~

06/17/04 06/16/04 funding.txt file 176GC0417010015 Admin istrator =10 s ob HesH D'WAS EST Pending [

08/08/04 06/15/04 cctestvisa 176GC0416010012 daisy duke QP Estimated D'WAS EST Pending [

06/04/04 06/28/04 B4 176GC0415610011 daisy duke S0 DWAS EST Pending [T

06/04/04 06/22/04 64b rol 176GC0415610010 daisy duke S0 Estimated DWAS EST Pending [ e

06/04/04 06/15/04 E4arol 176GC0415610009 daisy duke S0 Estimated DWAS EST Pending [ E

Jobs 1 thru 10 12

Page 12 i

=

& rana T 18 (@ tnreener i

STEP 2 Make the necessary corrections to the RPCs, units, and stock fields.

When adding an RPC , go to the next available row on the pricing grid.

Batched Jobs
Production
Unh Stack Burden Fxtended

R Revenue Process Units  Price or Stock Code Units Rale Price GPD
mz | [ecectronc output 1s000] [osso | I ] I (o0 | [s+sco | N
270 | |PAPER BONDWHITE | 70000 | 0060 1GHI01WZ1Z [gil 70000 |00 w20 | [N
250 | [SPECIAL WORK 200 |[13s00 | [N 1 R (oo 272 | [

¢ I i | I

1]
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Production

Unit
RPC  Revenue Process  Units Priceor  StockCode  poee Purden Extended
Cost

units  Rate  Price .
202 | [ELecTRorc ouTPUT [12000] [o3s0 | [ 1 I |0 000 | N
270 | [PAPERBOND WHITE | [70000] (0060 | [1GHiowz1z |l |70000] 00 w2 | I
260 | [SPECIAL WORK 200 |[13s00 | | 1 I (oo 272 | I
780 | [AuTomATED ADDRES 1000 | [EEEE | [ 1 I oo sos0 |
i 1]
i1

When removing an RPC, zero out the units, do not delete the RPC.

Batched Jobs

Units  Price o Stock Code Souk  burden Extended [
wELECTRONIC 0UTPUT [14000] (0350 | | (1 I [0 [sea00 |
2 1| (TE | [70000] 0050 | arnowiznz (i (700.00] (00 [s+20 | I
250 |[sPECIAL WORK [doa | [13s00 | | 6T I |0 [z |

When changing an RPC, make the modifications to the units field.

vatched Jobs

Production
we ke s un eceor  seckeode  Gmek Thme Tyt oo
02| [ELECTRONC OUTPUT [16000] (0260 | [N (61 MO (o0 | [sseoo | (N
zin | [ParErBoNDwHITE | [mooo [meo | [iGHioiwz1Z _m maoa| | oo w2 | [N
0 | [specauwone | (o0 | [et0 | I N (0| (272 | I

.
. |

STEP 3 Click the submit button, to apply changes.
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STEP 4 This should take you back to the order processing page, where you can
view the job order status and the DWAS status. The job order status should still
say “estimated” and the DWAS status should say “DWAS MOD PENDING”. This
let's you know that a modification to the original estimate transaction is ready to
be sent to DWAS.

DA S Document Automation & Production Service

Home Logoff Con_tacts Place n-n Order : D;ws Entry Order Processing Manual Admin
Job Search User Search Requisition Search

All Locations Order Processing

Sort By: |Date Requeeiedj |Descendingj ( View }

Location Requested Required Order Number Customer Job Type Files Job Status DWA Delete
|—SE|E|:1 Location— j 11/14/2003 11/17/2003 admin111403a Admin istrator Special Order Estimated WAS EST MOD Pending B
MAS Jacksonville 11/13/2003 11/24/2003 admin111303b Admin istrator Special Order Complete O =T Pending r

Jobs 1 thru 2

Page 1

ONONONONCNS:

Back  Next First Last Delete Redistribute Jobs

& pane [ 18 (& tnternet

NOTE: To “delete” a Job with the status of DWAS Estimated, you must
create a MOD estimate transaction. Changing all units to “0”, total dollars
should be “0”. then Submit.

The DOL job status rwill be Estimated, the DWAS status will be DWAS

MOD Pending. Once the DWAS status has changed back to DWAS
Estimated, the Job can be deleted from DOL.
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Stabilizing Estimates

Before an order can be actualized the estimate must have a DWAS status of
“DWAS Estimated”. This stable status is obtained when a successful estimate
transactions is received and processed by DWAS.

File Edit Wiew Favorites Tools  Help

$&Back ~ = - @ i) | Qi search  [GlFavorites (Media 4 | - S = Lo

& -

-

j &an |L|nk5 i

Address |ej htkps:f v, arlington, daps, dla,milfdagfisp/AdminOrderProcessing. jsp

JAKX
"c

a An Orde DAP Drder Pro Search
Job Search User Search Requisition Search
All Locations Order Processing
Sort By: IDate Requestedj |Descendingj
- . R Job
Location Requested Required Order Number Custo Files Status DWAS Status ete
_ P— 11/14/2003 Qe i B
| Select Location j /14, 11/25/2003 1781004316MCWARDOD Feint Estimated .o
_ — 11/14/2003
| Select Location j £14/, 11/21/2003 178ID04318MCWARDDE  MCWAR OFFICE 5= sumated  Co r
— ian— 11/14/2003 Quick ; DWAS
| Select Location j A14/. 11/25/2003 178ID40318MCWARDLL  MCWAR OFFICE 5= Estimated =i r
| — Toa s armnnn el . ko= —

STEP 1: View the order’s status. Select the order processing tab and view the
DWAS status. Or select the Search/ Job Search tab to look for a specific job

order.

STEP 2: Any “........ Rejected” status requires an action by the DAPS users to
correct the error. Open the error message by clicking on the link. Use the back

button to close the error message.
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DA PS Document Automation & Production Service
[ ——

Home Logoff . Contacts Place An Order DAPS Entry Order Processing Manual Admin
Job Search User Search Requisition Search

All Locations Order Processing

Sort By: |Date Requestedj |Descendingj

Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status pelete
|—Se|ect Location— | 1171472003 11/17/2003 admin111403a Admnin istrator Special Order Estimated DWAS EST Rejected [~
I—Seled Location— j 1171372003 11/26/2003 1113AttachFunding Admin istrator Quick Print

MAS lacksonville 10/28/2003 10/31/2003 daisyl00ie daisy duke Qu

-
Complete  DWAS EST Rejected [~
MAS Jacksonville 10/28/2003 10/31/2003 daisy1028i daisy duke Qu [

Complete  DWAS EST Rejected

I—Select Location— j 10/26/2003 10/31/2003 daisy1028h daisy duke Quick Print

STEP 3: Open the job order by clicking on job order number. Correct the error
and click on submit. This process may continue until a stable status is received.

STEP 4: Any“.......... snd error” status, means the transaction has timed out
attempting to send the transaction or the transaction was lost in transit, this
occurs after 3 hours of attempt to transmit. The DAPS User needs to resend the
transaction by opening the job order click on the order number. Use the drop
down to change the new DWAS status to “...... pending”. And click submit. This
will restart the transmission process.
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Distributing Orders

Order can be distributed to another location until the job is placed in “Estimated”
status. At that time the DWAS job number has been tied to a specific plant
number and re-distribution can not be performed.

To distribute a submitted Order

STEP 1 The DAPS user login must have Production Manager or Super User
privileges to distribute orders.

STEP 2 From the order processing page, view the list of orders that need to be
distributed. Use the drop down location menu to select a DAPS facility to the left
of the order you wish to distributed. Do this for as many jobs as you want to
distribute.

Document Automation & Pr odu.cﬁoﬂ Service
[ —— T . e——

Home Lagoff . Contacts Place An Order DAPS Entry Order Processing search Manual Admin
Undistributed Jobs Completed Jobs Deleted Jobs Plant Status
Administrator Order Processing
Sort By: |Date Requestedj IDescendlngj
Location Requested Required Order Number Customer  Job Type Files Jpb Status DWAS Status Delete
—Select Location— j 11/13/2003 11/20/2003 aaa Admin istrator Special Order @ Funding Required Funding Required Il
SSelect Lacation 1043172003 11/04/2003 daisyl031] daisy duke  Quick Print Subrnitted Estimate Required [~
Kings Bay 10/31/2003 11/04/2003 daisy1031h daisy duke Special Order Funding Required Funding Required r
NAS Jacksnnville 10/31/2003 11/04/2003 daisy1031q daisy duk = ial Ord Submitted Estimate R ired
MAS JAX - Affiliated Plant ais aisy duke pecial Order ubrnitte stimate Require r
Morfolk 1043172003 11/04/2003 daisyl031f daisy duke Special Order Funding Required Funding Required r
Old Location
Philacelphia 10/31/2003 11/04/2003 daisy1031e daisy duke Special Order Submitted Estimate Required |7
$ggf$iggon 1043172003 11/04/2003 daisy1031d daisy duke Quick Print Funding Required Funding Required - b
White House Executive Office 10/31/2003 11/04/2003 daisyl031c daisy duke  Quick Print Subrnitted Estimate Reguired [T
I*Selec‘t Location— j 10/31/2003 11/05/2003 daisy1031b daisy duke  Quick Print Funding Required Funding Required r
I—Selec‘t Location— j 1043172003 11/06/2003 daisyl031a daisy duke Quick Print Submitted Estimate Required [
Jobs 1 thru 10
[
[ : . . . . . : [T 18 [ trrerner “

B

STEP 3 Click on the distribute button at the bottom of the page. Distribute Jobs

To redistribute a distributed Order
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STEP 1 The DAPS user login must have Production Manager or Super User
privileges to distribute orders

STEP 2 Select the order processing tab

STEP 3 Select the plant status tab

DAPS Document Automation & Production Service
(e e -

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin

Undistributed Jobs Completed Jobs Deleted Jobs Plant Status
Plant Status [y
Location Submitted In Work Estimated Completed Waiting Ready for Job Ready On-Contract
Approval Printing
Atlanta 3 i} S 0 (1] (1] 1] 1]
Kings Bay Q 0 2 2 1} 1} 0 ]
NAS Jacksonv_il_le 19 a a9 12 1] 3l 1] 0
NAS JAX - Affiliated 9 0 o 0 o o 0 0
Plant
Norfolk 0 o 1 Q 1} o 1] 1]
0Old Location 0 0 3 0 o o o 1)
Bhiladelphia 0 i} 1] 0 1] (1] 1] 1]
Portsmouth 0 1} 1] 0 1} 1] 1] 0
Test Location 0 i} 1] o (1] (1] 1] 0
White House Executiv
Office 1] a 1] 0 1] i} 1] 1]
Grand Totals 22 0 50 14 0 1 [1] [1]
Back
[ Pane [ 18 [ internet /

STEP 4 Click on the DAPS location that you want to distribute from

STEP 5 Locate the Order you wish to re-distribute, use the dropdown location
menu to the left of the order to select a DAPS facility you wish to re-distribute to.
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File Edit Wiew Favortes Tools Help

GBack - = - (@D ) | Qsearch [iFavortes fMeda (% | -5 = o]

Address Iﬁj hittps: /v, dapsonline . daps. dia. milfdaé jspf adminCrderProcessing, jsproper ation=P3Téocation=Atlanta j 6>GU |Link5 > @ -
Undistributed Jobs Completed Jobs Deleted Jobs Plant Status ;I
Atlanta Order Processing
Sort By: |Date Requestedj IDescendlngj
Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status Delete
Kings Bay j 11/13/2003 11/29/2003 1113-1045 brien brien Special Order Estimated DWAS Estimated r
Kings Bay j 11/04/2003 11/26/2003 peterl Peter Cottontail Quick Print Subrnitted  Estimate Required |l
—Select Location— 10/29/2003 10/31/2003 cic001 CYMTHIA ELLIS Specisl Order @  Submitted  Estimate Required r
10/29/2003 1043172003 7E94546123 admin istrator  Special Order & Estimated DWAS EST Pending r
NAS Jacksonuille 10/29/2003 10/30/2003 456789123 john BLOW S | ord Estimated DWAS Estimated r
MAS JAX - Affiliated Plant 1000 pecial Lraer SHmate sHmate
Morfolk 10/29/2003 10/30/2003 NMCGFEE456  john BLOW Quick Print Estimated DWAS EST Pending [
Old Location
Philadelphia. 10/28/2003 10/29/2003 convpdfs Peter Cottontail Special Order @  Submitted  Estimate Required r
iggfroiuﬁt:m 10/28/2003 10/31/2003 0001 Peter Cottontail Quick Print @  Estimated DWAS EST Pending [
‘White House Executive Office
Page 1
OO ®@ 0 @
Back  Next  First Last Delete Redistribute Jobs
=
& [ 13 [ trkerner -

STEP 6 Click on the re-distribute button at the bottom of the page Redistribute Jobs
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Job Ready Status

Once an order has been returned from DWAS with a DWAS Estimated status,
and the job is ready for customer pick up, change the job status to JOB READY.

The Job ready date, determined when a DAPS User changes the status of a job
to job ready, is used to calculate on time delivery. When the status is changed to
job ready the system records the date and user id in the job system notes. This
recording process is the same procedure for all job statuses.

STEP 1 To change the job status to “Job Ready”, the job must first be in an
estimated status.

STEP 2 At that time a DAPS User ( Plant User, Production Manager, CSR or
Super User) can select the job ready button on the order processing page.

STEP 3 A popup calendar will appear, select today’s date , always in red.
Then click the Update button at the bottom of the screen to change status.

2 Order Processing - Microssdt Infermet Explorer

OO HEG Pme e @ 35 3 ABDS

g S M S TS e oo " urtirksed birk o =
&l vl dave Am Widkesd  Nveeabwes v @i o Ofwong + AGeM v L wester v fhoss *

_=‘____"__;_ D_APS{.)'M.IM-;

meont Automation & Frodu

All Locations Order Processing

S0t ;| Dam Rocuesid ¥ Descondog ¥ (Wiaw)

o o O
0 .
o o O
n o .
o o O
.
o mE

P0® e ® 0%e

First  Last  Delete yUpdate Redibribuse Jobe

+4 start

[Spmres-mmn. | vbon-Mosshon., O Py 4 | () Document) - Mot

There are times when, for valid reasons, the day the job was considered
complete and ready for customer pick up is NOT the date you changed the job
status in DOL. Since the on time delivery report is dependent on the DOL system
date it should be as accurate as possible. Itis for this reason we permit the

7/26/2006 94



DAPS Users to “backdate” the job ready date of the job. The DOL system also
requests a reason the job ready date is being backdated. This reason is stored
in the database and at this time is not used for any reporting purposes. To
backdate a job ready date follow the following steps:

STEP 4 To change the job status to “Job Ready”, the job must first be in an
estimated status.

STEP 5 At that time a DAPS User ( Plant User, Production Manager, CSR or
Super User) can select the job ready button on the order processing page.

STEP 6 A popup calendar will appear, select the date the job was actually ready
for customer pick up, even though it may be prior to the present date. The
present date is always in red.

All L i Order Pr

Sart By | Dme Raquasssd = || Descendng & @

on © oty Est et Job o Late
........ Heastd/Reqd Order Number/CON Customer  Files 00 OWAS Status 30 A5 Oclete o200 complete (20

=
=l
0
o mmE
o
o mmE
(m)
a
()

oaas/os
o8

August 2005
[s<][=]/[Pdnt] [=] [=2]

-.'ﬂ
.

Robing AFD

05-231-00135
176GI05241 12265
LeLins valencia Dkvis  Esirmared . WA A
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STPE 7 A message will appear letting you know you must justify backdating

the job ready date, see example below. Click OK on the message popup

Qw - O KB G P frreem @ 35
=0 | ] o fermw. o daos. dia.ml ol e, AdminCrder Processng. o'
~ e v ilssl G Wakowed Kl velowiages = @mape o [ sheppeg

g._:: DAPSONLINE

1home

Document Automation & Production Sorvice

Logofl ~ Contacts  Plsce AnOrder  DAPS [ntry  Order Processing

All Locations Order Processing

Maeal Archive

Sad By:| Date Requested | Descending

Lacation  Eegetd/Begid Order Sumber/CON - Custones Files
00/25/05 i
Fort 5-337-00003
McPhorson  OB/AN/0S  17eGlosisicersz AHES.BURKE
NA/%ES s 2o opogs I
Robing AFD 13 5 1766524112271
OA/35/05  g5-325-00004
Robins AFB  OH/3405  17eGxsisnzaro  LOSEPELEEALY
08/3%/05  p5-229-00083 oy MEAS
Robins AFS 0031505 176GI0524812269
OWIHOS 1 g4
Fortdockson  OWUWUS  1760QUsasilissy  aloncaDave
08/2%/05  pn5.237.80001 ECAARD
Robins AFR 090105 178GI0524112268 SMITH
083905 ga. "
noboaarn  owdles LiRiiGae B
O8/38/85  p5.037.00003 EQMARD
fakins AF8 1765534132266 SMITH
Robine 478 GEER.  EEE

EILLING
SCRIFTION
176000524111381

Fart Jacksen

Jobs 81 thru 90

Pape 1214567051032

WO®® 0 @

Back  Nest  First Last  Delete  Update Redistribube Jobs

Job
Status

[2 Microsoft Internet Explorer

UWAR Status

Adin

At atete
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Cost  Cost

—

Job
Ready

_& Hese sefect  reason for backdsting b P 2565 to 08/23/2005

* pAguotes v g weate v
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£t

Esumated b =]
Estimated DWAS grenzg O = =}
Esimated DWAS  gasae (] o O
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STEP 8 Select one of the reasons from the Backdate justification code

window, see example below
STEP \9 Then click the Update button at the bottom of the screen to change

status

“1 Select Back Date Justification Code

eld with a numenc code as:
reason you select.

49 DOL Test - LIL . 10,0

wish to select, Th

= B
% = Sarver domn
18 = Lack ol user access ur avadabily

s demn

Chck on tha bnk of the justification code you
is wil update che appropriate
socated with the

Heg &0 EX bots

DO/28/08  gs-2a7-00000

baraLns  i7eGIOS2stoTy SMESBUREE Estimated

RS ps 009 gogss o
= : JSEeH e i

0/31/05  176GI524112271 EH EaLy Estimated

VRIS ge.ozs. )

HISEPH MEALY.

08/31/05 by T Seimeted

08/25/05 -3 - )

0231005 L g ADSEPHHEALY Estimated

U8/I9/05 g 2550

beMoh/0s  1TEGGOSP41limmy VESNORDavE Estimated

08/29/05  p5.237.00001 Eppann

090105 ATGGMS412268 SMITH Eetimaced

08/29/05 s )

LLICHTLE R 4112267 %%!ﬁ Estimaced

WIS g 29700003 JWARD I

05/0L/05 17hi 24112266 EMITH

UB/I9/03  p3331-o013 EATRICIA .

09/02/05  176GX524112265  BAOWN o

og/zavos  EILLING

paanns  COESSAIFTICONS algnoa Davig Estimate 2]

PHEAER I76GO0524111381

® @

Last  Delele  Update Redsaribute Jobs

©)

1Bl irbox - Maroseft Out...

)

DWAS Status
OWAS
Estimated
DWaS
Estimated
DWAS
Dstimated

Estimnted

Etiman

T Order Processing - M.

Est Aer
Cost  Cost

3374

48032

Fa368

s150.39
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U546
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NOTE: If you use the short cut, by selecting the complete button to change the
status to job ready and complete at the same time, you are not able to backdate

the job ready date.
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DAPS Revised Date

The preferred method for correcting the due date of an order is to use the DAPS
Revised date found on the order.

STEP 1. Open the order
STEP 2 Change the job status to JOB READY from the drop down.

STEP 3 Select a date from the popup calendar or type in a date at the DAPS
Date field.

=L S ONLINE - e a2
Document Automation & Production Service S TN
Contocts  Ploce AnOrder  DAPS Entry  Order Processing e L0
Order Information July 2006
lab Status Date Ordered Requested Delivery, [<<] [<]/[Print] [2] [22]
Estmated - O6/13/2006 DE1572006 "
Sun Men Tue Wed Thu Fri Sat
Humber of Originals. *Number of Sets. DAPS Date s |
1 F] [ﬂl ghila 4 k& § 8
$ 010 1 2 13 D4 ls
DWAS Cust Order Number Dac) Pub Name DWAS Informatian of A& 17 18 12 20 21 22
176GHIE1E40058T bangar_test 1) 23 34 25 6 27 829
m B
Type OF Servic
[0 errting [ Aseambsty [ Folding [ Bentng & Fruehing
[ Addrese & Maiing [ oustributian [ Large Format (Colar) [ Largs rarmas (Baw
[ Deskioe Publishing [ Graphic Ans O] wree/rack/Shio [ co-ROM Duplication

STEP 4 Provide a reason for revising the Due Date. In the Revise Date Reason
field.

Document Automation & Production Service

| Hoene Lengusll User Prafile Costacts  Ploce An Order  DAPS Erbry  Ordder Processng 4
Job Sesrch User Search . Requisition Search

o =
. - pmmsioe Look U= Micypentt . ;- [08 NG
View Order 3 Late Reason Look Up - Microsaft Interm _|@_|E

Select Late Reason Justification

Order Information Code
Job Status Date Ordered Requested Delivery DWAS Status
Estmatad - 06/13/2008 ME/2006 DWAS Estimated
L Click on the nk of the justification code you

wish to select. This will update the appropriate

Humber of Originals *Humber of Sets DAPS Date Revised Date Reason field with a numeric code associated with the
T reason you select.

1 2 0772572006 ] 1] "
DWAS Cust Order Number Doc/Pub Hame UWAS Information S,
176GHOE1640098T Bangor_test 1)

Tywe Of Service

[ #ricting [ assembiv O reiging

[ Address & Mading [ oistributian ] Large Format (Color)
[ ceskiop Pubhshing [ Graghic Ans [ Wran/Pack/Sheg

[ co-zom Covers [ conversion O other

Special Instructions

STEP 5 Click submit to complete the change.
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Actualizing Orders

An order can be billed or actualized from the following status:

1) An order can be in a DAPS Online job status of “Submitted” ; DWAS
status “Estimated Required” and then be actualized.

2) Or, an order can have a DAPS Online job status of “Estimated” and a
DWAS status of “DWAS Estimated” and then be actualized.

NOTE: Estimate must have been established in present fiscal year. Prior
fiscal year estimates (unless GPO) will not be permitted to be actualized.

From “Submitted”/”Estimate Required” to “Actualized”
STEP 1: As a DAPS User under the order processing tab, click on the order to

be actualized.

STEP 2: Change the job status from “Submitted” to “Complete”, using the drop
down menu, under the Order Information Section

‘ D . P -
1 k Document Automation & Production Service
[ I

Home Logoff . Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Job Search User Search Requisition Search
View Order L
Order Information
Job Status Date Ordered Requested Delivery DWAS Status
Submitted hd 11/13/2003 |1 1/19/2003 Estimate Required
Submitted
Estimated L Number of Sets
Ready for Printing
In-#/ork I4 DWAS Information ‘Qi]
On-Contract
mber
Type Of Service
r Printing r Aszembly 2 Faolding r Binding & Finishing
™ address & Mailing ™ Distributian r Large Format {Calor) r Large Forrnat (B&in)
Desktap Publishing Graphic Arts wrap/Pack/Ship CD-ROM Duplication
I Desk blishi 13 hi r /Pack/shi ¥ licati
¥ co-RoM Covers ™ conversion ™ other
special Instructions
Bl
=
[& Prne [ [ [ [a Tnterner y
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STEP 3: Fill out the RPC'’s, units, stock as appropriate. Use the tab key to move
across the table in the Production Section.

File Edit VWiew Favorites Toadls Help ﬁ
GBack v = - @) 4 | @ysearch Garavortes Fveda B | By S = 3

Address I@j https:f v .dapsonline daps., dla. milfdag/jspf CustRepQuickPrint jsp j @Go | Links ”| @ -

Extended
Price

PAPERBONDWHITE  [i0000, |.oos7 |.oo [#57.00
|PS ONLINE ORDERS |0320 |.oo [$320.00
OFFLIMNE SPECIAL BIN | |.nn $4.10

Revenue Process Units Unit Price or Cost Burden Rate GPD =

T TEE e
T T TEE

Total Cost: |$381.1U
Billing ;'
[ nnne : § § § § § § . [ [ [ [a nterner A

STEP 4: If funding has not been identified, you must identify funding before
submitting the estimate, The job status and DWAS status would be “Funding
Required”. Use the appropriate funding type (open or blanket) to select how the
order will be funded. See “Submitting Order” chapter for details on filling out the
funding information for an order.

STEP 5: Verify Billing and Shipping Information

STEP 6: Click the submit button to “actualize”. The system will prompt you to
confirm that you will be actualizing the order.

@ Billing inFormation will now be sent ko the DS system For actualization, Continue?

0k, I Zancel
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The order has moved from the order processing tab to the Completed Jobs sub
tab.

System will generate an funding transaction, estimate transaction then actual
transaction as necessary. Continue to check status of funding and order until all
DWAS status are stable. You know you are successful when the DAPS Online
job status is “Completed” and the DWAS status is “Actualized”.

From “DWAS Estimated” to “ Actualized”

STEP 1: As a DAPS User under the order processing tab, click on the order to
be actualized.

STEP 2: Change the job status from “Estimated” to “Complete”, using the drop
down menu, under the Order Information Section

File Edit VWiew Favorites Toadls Help ﬁ

GBack + = - (@D 7t | Qsearch  [GfFavortes GfMeda ¢4 | E-S e Lo ]

Address I@j https: ] v, dapsorline daps. dla. mil/dad/jspsoPlantFarm. jspriobnumber=200311131023350296&attach=F alse j @Go | Links »| ‘@ -
-
A L
b O
ome 0go an Orde DAP Drder Proce q search
Job Search User Search Requisition Search

View Order

Order Information

Job Status Date Ordered Requested Delivery DWAS Status
Estirnated = 11/13/2003 I] 1/28/2003 DWAS Estimated

Submitted
Estimated
Ready for Printing
In-ork

On-Contract

Number of Sets

I5 DWAS Information ‘l;-q-]

Type Of Service

¥ Printing [T assembly [™ Folding I Binding & Finishing
¥ address & Mailing ™ Distribution [T Large Farmat {Colar) ™ Large Format (B&w)
I Desktop Publishing r Graphic Arts r wrap/Pack/Ship © co-roM Duplication

[T co-rROM Covers ™ cConversion [ other

Special Instructions

[ nane [ [ [ [a nterner A
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STEP 3: Modify the RPC'’s, units, stock as appropriate. Use the tab key to move
across the table in the Production Section.

File Edit VWiew Favorites Toadls Help ﬁ
GBack v = - @) 4 | @ysearch Garavortes Fveda B | By S = 3

Address I@j https:f v .dapsonline daps., dla. milfdag/jspf CustRepQuickPrint jsp j @Go | Links ”| @ -
Extended

Revenue Process Units Unit Price or Cost Burden Rate GPD =

Price

PAPERBONDWHITE  [i0000, |.oos7 |.oo [#57.00
|PS ONLINE ORDERS |0320 |.oo [$320.00
OFFLIMNE SPECIAL BIN | |.nn $4.10

T TEE e
T T TEE

|
Total Cost: |$381 0

Billing ;I
[ nnne : § § § § § § . [ [ [ [a nterner A

STEP 5: Verify Billing and Shipping Information

STEP 6: Click the submit button to “actualize”. The system will prompt you to
confirm the customer billing.

@ Billing information will now be sent ko the DwAS swstem For actualization, Continue?

K I Zancel

The order has moved from the order processing tab to the Completed Jobs sub
tab. You know you are successful when the DAPS Online job status is
“Completed” and the DWAS status is “Actualized”.
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Stabilizing Acutals

An order has been billed properly when the DWAS status for that order is “DWAS
Actualized”. The stable status is obtained when a successful actual transactions
is received and processed by DWAS.

STEP 1 View the order’s status. Select the order processing tab

File Edit Wiew Favortes Tools  Help ﬁ
s@Back ~ = - @ ot | @Search (] Favorites @Madia @ | %v = = E Lo ]

Address I@j https:f v, dapsorline daps. dla. milf/dag/jspf AdminCrderPracessing. jsproper ation=CJ&location=central j @Go | Links **

JAK
b, O C . O 5 0 & Frod o

Place An Orde DAP Order Processing £a anua Ad
Undistributed Jobs Completed Jobhs Deleted Jobs Plant Status

g

& -

-

STEP 2 Select the completed orders sub tab and view the DWAS status of the
order. Or select the Search/ Job Search tab to look for a specific job order.

File Edit VWiew Favorites Toadls Help ﬁ

GBack + = - (@D 7t | Qsearch  [fFavortes GfMeda ¢4 | E-S e o]

Address I@j https: | frmne, dapsorline daps. dla. milf/dad/jspf AdminCrderPracessing. jsproperation=CJ&location=central j @Go | Links »| '@ -
N
h Do C Automation & Productio
Ome 0go onta Place An Orde DAP Order Processing £3 anua Ad
Undistributed Jobs Completed Jobs Deleted Jobs Plant Status

by

Administrator Order Processing

Sort By: |Date Requestedj |Descendmgj

Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status Delete
MAS Jacksonville 11/13/2003 11/19/2003 1113AttachFundingb Admin istrator Special Order Caomplete  DWAS EST Pending r
MAS Jacksonville 11/13/7003 11/24/2003 adminl11303b Admin istrator Special Order Complete  DWAS EST Pending r
MAS Jacksonville 11/13/2003 11/13/2003 11138umOfDetails  Admin istrator Special Orde r
Kings Bay 114132003 11/19/2003 1113Adminb Admin istrator gCial Order & Complete  DWAS Actualized r
Kings Bay 11/13/2003 11/13/2003 1113Movl3b MNovember ThirteenthSguick Print Caomplete  DWAS Actualized Credit Bi -
NAS Jacksonville 11/13/2003 11/13/2003 1113Novl3a Movernber Thiteenth Special T -
NAS Jacksonville 11/13/2003 11/13/2003 rdl Admin istrator Special Order Complete  DWAS Actualized r
WAS Jacksonville 10/29/2003 10/31/2003 daisy1029i daisy duke Quick Print Complete  DWAS Actualized Credit Billed |7 oo
MAS Jacksonville 10/28/2003 10/31/2003 daisy1001f daisy duke Quick Print Complete r
MAS Jacksonville 10/28/2003 10/31/2003 daisyi00le daisy duke Quick Print Complete DWAS EST Rejected r

Jobs 1 thru 10

Page 1 2 =l
) [ [ [ [a tnterner A
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STEP 3: Any “........ Rejected” status requires an action by the DAPS users to
correct the error. Open the error message link to view the error. Use the back
button to go back to completed orders list.

STEP 4 Open the job order by clicking on job order number. Correct the error
and click on submit. This process may continue until a stable status is received.

STEP5: Any“.......... snd error” status, means the transaction has timed out
attempting to send the transaction or the transaction was lost in transit, this
occurs after 3 hours of attempt to transmit. The DAPS User needs to resend the
transaction by opening the job order click on the order number. Use the drop
down to change the new DWAS status to “...... pending”. And click submit. This
will restart the transmission process.
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Crediting Orders

Only orders that have a DWAS status of “Actualized” can be credited. DOL can
only perform full credits. For a parital credit, job must be fully credited then a

new job created for the correct amount.

STEP 1: Find the order to be credited. Select the Order Processing Tab

STEP 2: Select the Completed Jobs Tab

File Edit Wiew Favortes Tools Help

GBack - = - @D ) | Qsearch [iFavortes SfMeda (% | -5 = o]

Address I@j https: /v, dapsonline . daps. dia. milfdaé jsp/ adminCrderProcessing, jsproper ation=C Jélocation=central j 6>GU |Link5 > ’@ -
-
b Do o A uto on & Productio p
ome ogo D Place An Orde DAP Order Processing i
Undistributed Jobs Completed Jobs Deleted Jobs Plant Status

Administrator Order Processing
Sort By: |Date Requeestedj |Descendmgj
Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status Delete
MWAS Jacksonville 11/13/2003 11/19/2003 1113AttachFundingh Admin istrator Special Order Complete  DWAS EST Pending r
NAS Jacksonville 11/13/2003 11/24/2003 adminl11303h Admin istrator Special Order Corplete  DWAS EST Pending r
MWAS Jacksonville 11/13/2003 11/13/2003 1113SumOfDetails  Admin istrator Special Order Complete  DWAS Actualized r
Kings Bay 11/13/2003 11/19/2003 1113Adrnink Adrin istrator Special Order & Complete  DWAS Actualized [}
Kings Bay 11/13/2003 11/13/2003 1115Nov1sh Movermber Thirteenth Quick Print Complete  DWAS Actualized Credit Billed  [©
MNAS Jacksonville 11/13/2003 11/13/2003 1113Nnv%fa Movernher Thitteenth Special Order @ Complete  DWAS Actualized r
NAS Jacksonville 11/13/2003 11/13/2003 rdi Admin istrator Special Order Caomplete  DWAS Actualized r
MAS Jacksonville 10/29/7003 10/31/2003 daisy1029i daisy duke Quick Print Complete  DWAS Actualized Credit Billed r b
WAS Jacksonville 10/28/2003 10/31/2003 daisy1001f daisy duke Quick Print Camplete r
MAS Jacksonville 10/28/2003 10/31/2003 daisyl00le daisy duke Quick Print Complete  DWAS EST Rejected r
Jobs 1 thru 10
Page 1 2 d|

[ Rt fhumsn. dansnrling. dans. dla milfdag isn i snCnmnlete Iob. isn2ichnomhes =201 1 131 14440073480 Arhate e [ [ [ Tnterner -

STEP 3: Select the order to be credit.

You can also use the search / job search tabs to search for specific order.
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STEP 4: Type in rpcs in exactly the same sequence as the actual. Put 0 in all
the units fields. If stock was used, but O units in the stock unit field, if stock was
not used but the not used stock in the stock field. Do not forget the issue
spoilage and damage transaction to make sure the stock gets issues properly.

Documents
Transfered
None

Job Status Points of Contact for this order

Complete Ron Lee 504-542-3446

DWAS Job Number
176GC0620559240

DWAS Job Status
DWAS Actualized

DWAS Information M

Production

Stock Code

ni
Units Price or
Cost

Revenue Process

Document/Publication Name
ADMIRSL BIOGRAPHY

Stock Burden Extended
Units

GPO

Rate Price

oo ] [s6600 |

| [1s000] [o130_]]

=000

[COLOR OUTPUT TIER| \
|PAPERBOND COLOR | \

| I -
| [ieciowers &l [ooo

[ — ]

&l

LI | —

1 | ]|

STEP 5 Click on the submit button to complete the credit process. Order will be
placed in a DWAS status of “DWAS ACT Credit Pending”

Home Logoff
Undistributed Jobs

Contacts Place An Drder DAPS Entry Order Processing

Completed Jobs Deleted Jobs Plant Status

Administrator Order Processing

Search Manual Admin

Sort By: |Date P\equestedj |Descendingj

Location Requested Required Order Number Customer

MAS Jacksonville 11/13/2003 11/19/2003 1113AttachFundingh Admin istrator

RAS Tmalimamuilla 44 M A dmaaa 14 M4 2/9002 ed1

Adrmin imbe ke

7/26/2006

Job Type Files Job Status DWAS Status

Special Order Complete DWAS EST Pending

MNAS Jacksonville 11/13/2003 11/24/2003 adminl11303b Admin istrator Special Order Complete  DWAS EST Pending

MAS Jacksonville 11/13/2003 11/13/2003 11135umOfDetails  Admin istrator Special Order Complete  DWAS Actualized

Kings Bay 11/13/2003 11/19/2003 1113Aadminb Admin istrator Special Order @ Complete  DWAS Actualized

Kings Bay 11/13/2003 111372003 1113Nov13b Movember Thirteenth Quick Print Complete DWAS Actualized Credit Billed
MNAS Jacksonville 11/13/2003 11/13/2003 1113Novi3a Novernber Thirteenth Special Order &  Complete | DWAS ACT ‘Credﬁ: Bill Pending

rranlab
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Stabilizing Credits

An order has been credited properly when the DWAS status for that order is
“DWAS Actualized Credited Billing”. The stable status is obtained when a
successful credit transactions is received and processed by DWAS.

STEP 1 View the order’s status. Select the order processing tab

STEP 2 Select the completed orders sub tab and view the DWAS status of the
order. Or select the Search/ Job Search tab to look for a specific job order.
Successful credits have a DWAS status of “DWAS Actualized Credit Billing”

File Edit VWiew Favorites Toadls Help ﬁ

GBack + = - (@D 7t | Qsearch  [fFavortes GfMeda ¢4 | E-S e o]

Address I@j https: v dapsonline daps., dla, midas/jsp/soCompleteJob. jsp j G |Links »|@ i
-
b O C : 0 3 0  Frod 10
Ome 0go onta Place An Orde DAP Order Processing £3 anua Ad
Undistributed Jobs Completed Jobs Deleted Jobs Plant Status

Administrator Order Processing

Sort By: |Date Requestedj |Descendmgj

Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status Delete
MAS Jacksonville 11/13/2003 11/19/2003 1113atkachFundingb Admin istrator Special Order Caornplete  DWAS EST Pending r
MNAS Jacksonville 11/13/2003 11/24/2003 adrninl113030 Aadmin istrator Special Order Complete  DWAS EST Pending r
MAS Jacksonville 11/13/2003 11/13/2003 1113SumOfDetails  Admin istrator Special Order Caornplete  DWAS Actualized r
Kings Bay 1141347003 11/19/2003 1113adminb admin istrator Special Ord mplete  DWAS Actualized r

DwWAS Actualized Cradit Billed

Kings Bay 11/13/2003 11/13/2003 1113Nov13h Movember Thirteenth Quick @Fint Carnplete

NAS Jacksonville 11/13/2003 11/13/2003 1113Novl3a Movember Thirteenth Special Complete  DWAS ACT Credj'gt Bill Pendin

NAS Jacksonville 11/13/2003 11/13/2003 rdi Adrmnin istrator Special Order r

NAS Jacksonville 10/29/2003 10/31/2003 daisy1029i daisvy duke Guick Print Complete  DWAS Actualized Credit Billed r b

NAS Jacksonville 10/28/2003 10/31/2003 daisyl001f daisy duke Quick Print Carnplete -

NAS Jacksonville 10/28/2003 10/31/2003 daisy1001e daisy duke Quick Print Cornplete  DWAS EST Rejected -

Jobs 1 thru 10

Page 1 2 |
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RPC'’s and units that have been credited are annotated in red.

STEP 3: Any “........ Rejected” status requires an action by the DAPS users to
correct the error. Open the error message link to view the error. Use the back
button to go back to completed orders list.

STEP 4 Open the job order by clicking on job order number. Correct the error
and click on submit. This process may continue until a stable status is received.

STEP5: Any“.......... snd error” status, means the transaction has timed out
attempting to send the transaction or the transaction was lost in transit, this
occurs after 3 hours of attempt to transmit. The DAPS User needs to resend the
transaction by opening the job order click on the order number. Use the drop
down to change the new DWAS status to “...... pending”. And click the submit
tab. This will restart the transmission process.
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Deleting Orders

Order can only be deleted if they are not in a DWAS “ pending” or “send err”.
Orders should only be deleted if they are in DWAS Actualized or DWAS
Actualized Credit Bill. Deleting Orders only removes them from DOL not from
DWAS.

STEP 1: Find the order to be deleted. An order can be deleted from the order
processing page and the order processing / completed jobs page. Or you can
use the Search/Job Search to look for a particular order.

STEP 2: Check the delete box on the far right of the order to be deleted.

U2 [ | 1L LI I LIS LI S 3 U U IELE UL, L e I I

[

Administrator Order Processing

Sort By: IDate Requeatedj IDescendmgj

Location Requested Required Order Number Customer Job Type Files Job Status DWAS Status Delete
MNAS Jacksonville 11/13/2003 11/19/2003 1113attachFundingb Admin istrator Special Order Complete  DWAS EST Pending r
NAS Jacksonville 11/13/2003 11/24/2003 adminl11303h Adrmnin istrator Special Order Carnplete  DWAS EST Pending -
MAS Jacksonville 11/13/2003 11/13/2003 1113s5umOfDetails  Admin istrator Special Order Complete  DWAS Actualized I
Kings Bay 11/13/2003 11/19/2003 1113Admink Adrmnin istrator Special Order & Complete  DWAS Actualized I~
Kings Bay 1141342003 11/13/2003 1113Movwl3b Movember Thirteenth Quick Print Complete  DWAS Actualized Credit Billed r
MAS Jacksonville 11/13/2003 11/13/2003 1113MNov13a Movernber Thirteenth Special Order @7 Complete  DWAS ACT Credit Bill Pending [~
MAS Jacksonville 11/13/2003 11/13/2003 rdl Admin istrator Special Order Complete  DWAS Actualized r
NAS Jacksonville 10/29/2003 10/31/2003 daisy1028i daisy duke Quick Print Complete  DWAS Actualized Credit Billed [}
WAS Jacksonville 10/28/2003 10/31/2003 daisy1001f daisy duke Quick Print Carnplete I
NAS Jacksonville 10/28/2003 10/31/2003 daisy1001e daisy duke Quick Print Complete  DWAS EST Rejected r

Jobs 1 thru 10

Page 1 2

OO ® @ ® @

Back  Next First Last Delete Distribute Jobs

[T ‘ i i i ) ) ) : [T 18 [ trbernet P

@

STEP 3: Click on the delete button at the bottom.Pelete

STEP 4: Confirm the deletion process

The order will move from the present queue to the order processing / deleted
jobs tab.
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GPO & EMS Processing

Orders for GPO and EMS can be received and billed through DOL. Advantages
of using DOL to receive and bill GPO and EMS orders is the order tracking
capabilities for the GPO customer and the ability to manage the order through
DOL. The standard process for GPO and EMS orders is described below.

STEP 1: The Administrator /Super User set up separate queues or locations for
the GPO and EMS locations within the Office group.

STEP 2: DAPS employees will be setup as plant users with their home print plant
in their profile being tied to either the GPO or EMS location as appropriate.

EMS Orders

STEP 3: EMS Plant users will submit orders for the EMS customer, using data
entry, special order tab. Select the EMS Customer by typing in the customer’s
DOL User id. Select the EMS DAPS Location set up by the Super User for your
Office Group.

‘ .. P | ;
‘ k Document Automation & Production Service
— I —

Home | = | Logoff | = |Contacts| = |Place An Order DAPS Entry Order Processing| = | Search = | Manual | = |Admin

Quick Print special Order Establish Requisition
Create Order
Order Information
Job Destination dob Status
® . -
Customer's DAPS User ID & Horme Location ISubmmed vl
[emscusiomer (] werdlook | [EUEDAPS Locaion <]
© office Group |P|ar|t Create Special Order For Cuskomer
Date Ordered *Requested Delivery
08/05/2004 [08/31/2004
Number of Originals Number of Sets
IT 1
Type Of Service
- Printing O Assemnbly O Falding | Binding &
Finishing
T Address & Mailing [~ Distribution O Large Format [} Large Format LI
|@ Done l_l_Ela Internet 4

STEP 4 Requested delivery date should be set for the end of the month, since
billing is done monthly. Number of originals “1” and Number of sets “1”.
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STEP 5 Special Instructions can be used to provide notes to customer.

STEP 6 Any spreadsheets or files that assist with information about billing can
be uploaded, through the Documents Transferred Process. This may be a file
you normally email the customer.

STEP 7 Using the pricing grid , enter RPC 713 and the appropriate units.

[T cO-ROM Cavers ™ Conversion O Otherl

Special Instructions

Your monthly hilling for the following machines: ;I

3/N 1234CE0D0S0
3/W 1234CEOO011

Documents Transfered -
R Upload

=

Production

RPC  Revenue Process Units Unit Price Stock Code Stock  Burden Extended .,
or Cost Units Rate Price

713 [COSTPLUS PRICING . [13450 [0 I I o [s57z50 [
I [Plant Crleate Special OlrdEr For Customer | ﬂ -
| | | I & | | | .
| | | | o | | | [

1l 0 | W

I

[ | M

STEP 8 Select payment method (see the Submitting Order Section for each type
of payment method).

STEP 9 Submit order.

STEP 10 Next month, use the re-order button at the bottom of the page, to
duplicate the order. The following fields will need to be entered:

(KD

| e |

( Back) (Rearder) (Submit) (Printable Page) (Syslem Notes)

Requested Date
Order Number
Number of Copies
Number of Pages

GPO Orders
STEP 3 Orders can be entered by customer or by DAPS employees (GPO plant

user). These orders could be quick print or special order. Once order has been
determined to require contracting out the DOL job status should be set to “On
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Contract”. This determination and status change can be made by any DAPS
user: Plant User, CSR, Production Manager or Super User.

Home Logoff Contacts Place An Order DAPS Entry
Undistributed Jobs Completed Jobs Deleted Jobs

Order Processing Search Manual Admin

Plant Status

Yiew Order

Order Information

Doc Info Specs Paper & Binding Specs Cover Specs
Job Status Pages Print
Estimated | | One Sided | cover color [None ]
Funding Required Bindin
Submitted IND - -I Other Color I
Estimated
In-vark eets per pad
Fieady for Printing | Caver weight [20 ]
On-Contract
Job Ready prilling [Mone =] Cover Prints:
Complete
MNo. of Copies
1 Sheet Size |8.5x11 'l 7 outside Front Cover

Nn. Calnr Panes

STEP 4: GPO orders are processed like any other in-house order. Job status is
changed to estimated, when an estimate can be determined. The GPO cost

centers 60 & 61 should be used when estimating the order. Units, Unit Price and
Jacket number must be filled in.

LiblalLUglbulunLe

Pgoduction
RPC Revenue Process Unij CLILELT™ Stock Code Stqck Burden Extepded GPO
orC Units Rate Price

600 | [conTracT GPo | o0 | [rzses | [ ] M [o0 [s32565 [aseCED

ol (. | 1 —
(- (I @r—r—
. ] e —

Note: The normal GPO forms must still be prepared, ie SF1. The STEPs above
eliminates the need to bill the GPO job to the customer through the DWAS ICE
interface, while providing a tracking method for the customer.

7/26/2006 117




DAPS ONLINE Version 9 Build 4

7/26/2006 118



Reports

Reports can be generated by anyone with Production Manager or Super User
privileges.
STEP 1: Click on Admin tab.

STEP 2: Click on Reports Tab, There are a list of 10 reports. Each report is
discussed below.

 Google-| 9] (Gl seoch - & |8 | % cresk - & opsors

= DAPSONLINE

Document Automation & Production Service

.
Home Logoff User Profile Contacts Place An Order DAPS Entry Order Processing search Manual Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry

ImportData > Statistics "\, DWAS Settings _Reports \ MailingList ™\ Archive \_Customize Email \_User Management

To run a report click on one of the links below

1. Management Reports
2. RPC 203 Usage

3. RPC 412 Usage

4. Job Report

5. On Time Report

6. Turnaround Report

7. Jobs By Customer

8. Invalid Value Report
9. DOL WIP Report

10. DOL Usage Report

STEP 3: Select from one of the ten types of reports, by clicking on the report
name. Definition of each report follows.
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Management Reports
There are 3 types of management reports.

Jobs before a date: Based on customer due date, this report lists the number of
jobs due before the given date that are not complete. Jobs past due.

Jobs on a date : Based on customer due date this report lists all jobs due on that
given date.

Jobs after a date — Based on customer due date this report lists all jobs due after
the given date.

Document Automation & Production Service

lome Logoff User Profile Contacts . Place An Order DAPS Entry - Order Processing Search Manual Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry

mport Data atistics ettings eports ailing Lis! rchive ustomize Emai ser Managemenl
Import Dat Statist DWAS Setting: Report: Mailing List Archi Cust Email User Managy t

Management Reports

Type of report: & Jobs before a date
© Jobs on a date
O Jobs after a date

Report Date: | mm/dd/yyyy I

Plant Location: | All ~|

Sort On: Days Past Schedule jf\

View
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RPC 203 Usage- obsolete
RPC 412 Usage- obsolete

Job Report
Based on a set time span. The job report provides a report on the following:

1. Number of jobs submitted by customers during the given time
period.

2. Number of jobs estimated that were submitted by customers during
the given time period.

3. Number of jobs actualized that were submitted by customers during
the given time period

4. Number of jobs submitted by a DAPS user for a customer during
the given time period.

5. Number of jobs estimated that were submitted by a DAPS user for
customer during the given time period.

6. Number of jobs actualized that were submitted by a DAPS users for
a customer during the given time period

Google - v| [G] search ~ & | §8 | *¥F check + % [ options

€= DAPSSRLNE

Document Automation & Production Service

ome . Logoff User Prafile Contacts " Place An Order . DAPSEntry " Order Processing . Search - Manual " Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry
Import Data _ Statistics "\ DWAS Settings “._Reports "\ Mailing List . Archive “\_ Customize Email \_User Management

Job Report

Begin Date Selected: 07/17/2006
End Date Selected: 07/21/2006

Number of jobs submitted by customer: 384.0
Number of jobs estimated that were submitted by customer: 19.0

Number of jobs actualized that were submitted by customer: 246.0
Number of jobs submitted by a DAPS user for customer: 596.0

Number of jobs estimated that were submitted by a DAPS user for customer: 50.0
Number of jobs actualized that were submitted by a DAPS user for customer: 425.0

Export Email

Send Export Emails To:
(Please seperate cc email addresses with a comma ',")
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On Time Report

Given a set period of time, this report generates the number of jobs that met the
DAPS revised or Customers Due date, which ever is later, for the selected plant.
The report will also list the jobs considered complete for the given time period. A
job is considered complete if the status is job ready or complete. This report will
also generate a percentage. The percentage is the number of jobs on time over
the total number of jobs for the month. This percentage should be 98% or
higher.

STEP 1. Select the date type you wish to run the report against.

STEP 2 Select the beginning date and ending date for identify the time span you
want to extract the report from. The dates will include any jobs submitted during

those dates. For a YTD ( year to date) report, use October 1, 20XX as the begin
date and the present date as the end date.

STEP 3 Select the plant or plants for which the report is being ran. To select
multiple locations hold down the ctrl key and select the plant names with your
mouse.

STEP 4 Click View button to view report

erver Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry
ImportData  Statistics ., DWAS Settings ™\ Reports ™, MailingList . Archive . Customize Email . User Management

On Time Report

Enter date range te run report:

Date Type: Customer Date =

Begin Date: mmjfdd/yyyy
End Date: mm/ddfyyyy
Location: 2
3 DAPS D Li
b
View
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Document Automation & Prodiuction Service

Logoff User Profile Contacts Place An Order DAPS Entry Order Processing Search Manual Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry
ImportData  Statistics  DWAS Settings  Reports \ MailingList "\ Archive " Customize Email ", User Management

On Time Report

Note: Only the first 200 records will be displayed. The export file will still contain all records found.

DAPS Revised
Date Type Selected: Date
Begin Date Selected:02/01/2006
End Date Selected: 07/25/2006
Location(s)
Selected: At

9 Jobs Meet On Time Delivery

12 Jobs Ready <
75.0% On Time Delivery

DAPS Job Ready Date Cust

Order Number Batched CON CustDate DAPSDate | .o .o Date Difference Justification
on_time_A1 573DB0603950007 02/10/2006 03/02/2006 1 03/02/2006 0

On_time_A2 573DB0604050009 02/08/2006 03/02/2006 22

sponsor code test 573DB0606850016 03/10/2006 03/09/2006 -1

sponsor code test 4 573DB0606850019 03/16/2006 06/05/2006 81

1ltest 176GHD611810149 05/02/2008 05/17/2006 15

testjob 176GHD61385STIOB 05/23/2006 05/18/2006 -5
sandiego_test_case 176GH06151TCASE 05/01/2007 05/31/2006 -335
spoilageestimate 176GC0616510277 06/15/2006 06/14/2006 -1

testbuild4002 176GC0616510279 06/23/2006 06/16/2006 -7

btest 176GH06193BTEST 07/20/2006 07/20/2006 0

testPacific009 176GH06199I1C009 07/20/2006 07/20/2006 0

mod123 176GHD62010D122 07/24/2006 07/20/20086 -4

i

Send Export Emails To: |
(Please seperate cc email addresses with a comma ',")
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Turnaround Report

Turnaround Report provides the average turnaround time for jobs processed
during a given time period for a given plant or group of plants. By selecting the
beginning, ending dates and highlighting the plants to be selected, the report will
display the job, CON, Date submitted, job ready date and calculate the number of
days required to complete the job. The number of jobs completed during the
time period specified is summed. The total number of days required to complete
th job (turnaround) is summed. The total turnaround days is divided by total
Inumber of jobs to come up with Average Turnaround time.

2= DAPS N

Document Automation & Production Service

ofile Contacts - Place AnOrder - DAPSEntry - Order Processing . Search Manual Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry

Import Data . Statistics \ DWAS Settings "\ Reports “\ MailingList . Archive “\_Customize Email . User Management

Turnaround Time Report

Enter date range to run report:

Begin Date: ?Imm;d diyyyy |
End Date: ﬁ;d G;F
i I [~
e Sot
IDAES TESTLOCATION L

The number of jobs completed during the time period specified is summed. The
total number of days required to complete the job (turnaround) is summed. The
total turnaround days is divided by total number of jobs to come up with Average
Turnaround time. When determining total number of days to complete the job,
weekends and government holidays are removed from the count. If a job is
submitted on a Friday and completed on a Monday the turnaround days is 1.
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Document Automation & Prodiiction Service

Logoff User Profile Contacts _Place AnOrder " DAPS Entry . Order Processing . Search _Manual " Archive
Server Settings \ Create User \_CreateLacalNews \ Files ToBe Deleted ,_Autoprice Formulas ™, Lacation Entry >\ Plant Contact Entry
ImportData _ Statistics "\ DWAS Settings \_Reports \ MailingList . Archive "\ Customize Email “._User Management

Turnaround Time Report

Note: Only the first 200 records will be displayed. The export file will still contain all records found.

Begin Date Selected: 07/01/2006
End Date Selected: 07/25/2006
Location Selected: ALL

Order Number CON Date Submitted Job Ready Date Turnaround Days
btest 176GHOG193BTEST 07/12/2006 07/20/2006 6

testPacific009 176GH061991C009 07/18/2006 07/20/2006 2

mod123 176GH062010D123 07/20/2006 07/20/2006 0

Total Turnaround Days 8

Total Number of Jobs 3

Average Turnaround Time 2.67

Export Email
Send Export Emails To: | |

(Please seperate cc email addresses with a comma ',")
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Jobs by Customer

The Jobs by Customer link generates a report that provides the percentage of
jobs submitted by customers for a given time period for a specified plant. The
report will also provides a list of the jobs that were submitted by customers and
the dwas and dol userid.

STEP 1 Select the beginning and ending dates to specify the time period desired
STEP 2 Highlight the plant or plants for which the report will be generated.
STEP 3. Click View to view the report.

= DAPSONLINE

Document Automation & Production Service

Contocts  Place AnOrder  DAFSEntry  Ovder Processing  Search *anual Archive

Server Settings . Create User ., Create Local News ., Files. To e Deleted , Autoprice Formulas -, Lucation Ertry , Plant Contact Friry
Import Data -, Stablstics . DWAS Settings . Reports " MalingList . Archive . Customize Imad . User Mansgement

Jobs By Customer

Enter date range to run report:

Begin Date: mmfddfyyyy [2e]
End Date: man/defyyyy EI

A
Location:

el DAPS Demonsiration Locaban
E:’::a:lg :.':.1;::&;""* DAPS Port Husname
DAPS TEST LOCATION v

STEP 4: If you want to receive a comma delimitated text file, type in your email
address in the send export emails to field, and click the export email button.

D ONLINE

Document Automation & Production Service

Contacts  Place An Order

Jobs By Customer

Note: Only the first 200 records will be displayed. The export file will <till contain all records found.

Begin Date Selected: 07/11/2006
End Date Selected: 07/25/2008
Location Selected: Al

2H.9999999999999 96 Tobs
Submitted By Customer
0.0% Revenue Submitted By

Customer
con Order Number  User 1D DWAS 1D KRant tyoms rrodintion Cost of Job
Lacation Lacation
: 4 Daps TEST DAPS TEST -
176GHD619234496 234496 test2 teste0 LOCATION LOCATION $0.35
DAPS: DAPS TEST
176GHOE 19TEST btest id_tast i test Demonstration $4.75
7] at LOCATION

Send Export Emails To:
[Ploase soperate cc emad addresses with a comma

Export Email
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Invalid Value Report

The Invalid Value Report should be ran, by the DOL system administrator, when
the following condition exist: When a group of transactions appear to remain in
pending status and all normal checks have been made to verify the user and
funding are stable.

This report will provide a list of jobs that have mandatory data fields which are
blank or contain in invalid values, such as a fields. After running the report the
Administrator will need to use MS SQL Enterprise Manager to correct the invalid
value field. ]
DAPSoNLINE

Document Automation & Production Service

Home Logoff User Profile Contacts Place An Order DAPS Entry . Order Processing Search Manual Archive
Server Settings Create User Create Local News i Autoprice Formulas Location Entry Plant Contact Entry

Import Data _Statistics "\ DWAS Settings “ Reports “ MailingList " Archive . Customize Email "\ User Management

Invalid Value Report

Note: Only the first 200 records will be displayed. The export file will still contain all records found.

JOB DATA
Location CON |Order Number Status Fund ID Area Plant  Subplant
DAPS TEST LOCATION |BLANK | 1199 DWAS EST Pending | 200606020954190765 007003 0A7042 |GH

ek i

Send Export Emails To: |
(Please seperate cc email addresses with a comma ')

In the example above the CON number for order number 1199 is missing.
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DOL WIP Report

The WIP or work in progress report, provides a listing of jobs that have been
submitted during a specified period of time that have not been complete. To

calculate YTD WIP, select the begin date as October 1, 20XX and the end date
as the present date, select all plants and view. The report lists the Job Number,

Order Number, CON, DWAS Status, Job Cost, Job Status, Funding ID and
Funding Status, Job Error (if there is one) and Funding error ( if there is one).

This report can provide a quick overview of jobs in the system.

Exporting this report and importing it into Excel can provide a management tool
for controlling and managing work that remains in error code or have not been
processed for other reasons. All sites should work toward minimizing WIP that is

older than 90 days. That would be orders that were submitted 90 days ago or
earlier that do not have a job status of complete.

Document Automation & Production Service

User Profile Contacts

DOL WIP Report

Place An Order

DAPS Entry rocessing . Search Manual

a Location Entry

Begin Date:
End Date:
Location:

Job Number Order Number

200510211019570328 testing listner

200510211019570328 testing listner

200602080932510140 on_time_A1

200602080934360234 on_time_B1

&1 Done

10/01/2005
07/25/2006

CON

176GC0629410274

176GC0629410274

5730DB0603950007

573DB0603950008

Note: Only the first 200 records will be displayed. The export file will still contain all records found.

DWAS Status i} Value

E;"}:‘;E?T Job Cost $2.97
Funding 7777777777
User 1D daisy
DWAS Cust ID 132000100
DWAS Access Yes

g:::;eEdST Job Cost $2.97
Funding FITTITIIIT
User ID daisy
DWAS Cust ID 132000100
DWAS Access Yes

DWAS Estimated  Job Cost $3.50
Funding Poiafals
User 1D penuser
DWAS Cust ID 132000100
DWAS Access Yes

DWAS Estimated  Job Cost $35.00
Funding  Zensacele
User 1D penuser

DWAS Cust ID 132000100

7/26/2006

Archive
s Plant Contact Entry
stomize Email ., User Management

Status Error

Reserve units greater
Estimated  than reserve quantity on
hand

Stable

Stable

Reserve units greater
Estimated  than stock quantity on
hand

Stable

Stable

Job Ready
Stable

Stable

Job Ready
Stable

Stable
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DOL Usage Report

The DOL Usage report provides a listing for a given span of time for a set
number of plants as selected, of DAPS users id and the number of jobs they
have submitted, estimated, made job ready and complete.

— DAPSoONLINE

Document Automation & Production Service

Logoff User Profile Contacts Place An Order DAPS Entry Order Processing Search Manual Archive
Server Settings Create User Create Local News Files To Be Deleted Autoprice Formulas Location Entry Plant Contact Entry
Import Data \_ Statistics \ DWAS Settings \_Reports "\ Mailing List " Archive \_Customize Email ., User Management

DOL Usage

Selected Date Range: 07/01/2006 - 07/25/2006

DAPS Demonstration Location

Submitted Estimated Job Ready Complete

puserdemo 1] 0 0 i}

DAPS Port Hueneme
Submitted Estimated Job Ready Complete

aps2446su 0 0 4} 0

DAPS TEST LOCATION

Submitted Estimated Job Ready Complete

ThoresonD 0 1] 0 o
xcust 0 0 0 0
dthoreson 0 0 0 o
EMSPLANTUSER 0 0 0 [}
puser2 0 0 0 4]
admin_jax 8 2] 3 3
nlantisar n n n n
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DAPS Online Job Status Summary
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DAPS Online Status

Submitted

In- Work

Estimated

Ready for Print

On- contract

Job Ready

Complete

Funding required

Awaiting Approval

Description

First status of a job received by DAPS
Online

Gives notice back to customer that job

has been recognized by the plant

Job has been reviewed by a DAPS
User and rpcs and units have been
tied to the job

Some attachments may

Need to be prepped for output. This
status informs the output station the
file is ready for printing

Jobs that have been identified not to
be done inhouse

Job has been processed and
customer may pick up

Job is ready to be billed

No funding has been identified

An approving official has been
identified for this job and has yet to
approve it.

7/26/2006

Effects on DWAS

No effect

No effect

Sends an estimate transaction to
DWAS

No effect

No effect

No effect

Generates an actual transaction

No effect

No effect
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DWAS Status
JOB STATUS

No Status
Estimate Required
Funding Required

DWAS ACT Credit Bill Pending

DWAS ACT Credit Bill Pending SND
ERR

DWAS ACT Pending

DWAS ACT Pending SND ERR

DWAS ACT Rejected
DWAS Actualized
DWAS Actualized Credit Bill

DWAS Credit Bill Rejected

DWAS EST Credit Bill Pending

DWAS EST Credit Bill Pending SND
ERR

DWAS EST MOD Pending

DWAS EST MOD Pending SND ERR

DWAS EST Pending

DWAS EST Pending SND ERR

DWAS EST Rejected
DWAS Estimated

Funding Status

Stable
New Funding Document

DWAS ADD Pending

Description

Customer does not have DWAS Access
Job has not been estimated

Job does not have any funding identified
Credit transaction has been sent to
DWAS

Credit transaction has been sent 3 times
without a response from DWAS

Actual transactions being sent to DWAS

Actual transaction has been sent 3 times
without a response from DWAS

An error has been returned from DWAS
for the Actual transactions

Job had been billed successfully
Job has been credited successfully

An error has been returnd from DWAS
for the credit bill transaction

An Estimate credit transaction has been
sent to DWAS

Estimate Credit transaction has been
sent 3 times without a response from
DWAS

Modifcation to estimate transaction has
been sent to DWAS

Modifcation to estimate transaction has
been sent 3 times without a response
from DWAS

Estimate transaction is being sent to
DWAS, if this status doesn't change to
DWAS Estimated after 30 minutes check
to make sure funding and customer are
stable.

Estimate transaction has been sent 3
times without a response from DWAS

an error has been returned from DWAS
for the Estimate transactions

Job has been estimated in DWAS

funding has been verified and is ready
for use

credit card template

Funding transaction to add new funding
to DWAS has been sent

7/26/2006

Action Needed

Prior to estimating order, open customer
profile and check DWAS Access box.
This may need to be done by CSR.

No action needed
Open job and select funding

No action needed

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

No action needed

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

Open error, make corrections to actual
and submit

no action

no action

Open error, make corrections to credit
and submit

No action needed

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

no action needed

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

If this status doesn't change to DWAS
Estimated after 30 minutes check to
make sure funding and customer are
stable. Otherwise no action is required

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

Open error to view, open and correct
order then resubmit

no action required

No action
No action

If this status doesn't change to Stable
after 30 minutes check to make customer
is stable. Otherwise no action is required

133



DWAS ADD Pending SND ERR

DWAS ADD Rejected

DWAS MOD Pending

DWAS MOD Pending SND ERR

DWAS MOD Rejected

DWAS DEL Pending

DWAS DEL Pending SND ERR

DWAS DEL Rejected

DWAS ACRN MOD 1 Pending

DWAS ACRN MOD 1 Pending SND
ERR

DWAS ACRN MOD 1 Rejected

DWAS ACRN MOD 2 Pending

DWAS ACRN MOD 2 Pending SND
ERR

DWAS ACRN MOD 2 Rejected

CC Auth Pending

CC Auth Pending SND ERR

CC Auth Rejected

Funding transaction to add new funding
has been sent 3 times without a
response from DWAS

error has been returned from DWAS

Funding mod transactions is being sent
to DWAS

Funding transaction to modifiy funding
has been sent 3 times without a
response from DWAS

an error has been returned from DWAS

Delete funding transactions has been
sent to DWAS

Funding transaction to delete funding
has been sent 3 times without a
response from DWAS

an error has been returned from DWAS
when trying to delete funding

Funding transaction to reduce ACRN
Mod 1 by XXX amount has been sent to
DWAS

Funding transaction to reduce acrn
funding has been sent 3 times without a
response from DWAS

error has been returned from DWAS

Funding transaction to create acrn
funding has been sent to DWAS

Funding transaction to create acrn
funding has been sent 3 times without a
response from DWAS

error has been returned from DWAS

credit card authorization file has been
sent to Bank

Credit card authorization request has
been sent 3 times without a response
from Middleware Server

error has been returned from Bank

7/26/2006

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error to view, open and correct
funding then submit

no action

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error to view, open and correct
funding then submit

no action

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error to view, open and correct
funding then submit

no action

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error, make corrections to funding
and submit

no action

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error, make corrections to funding
and submit

no action

Check with Administrator to verify DOL
server is receiving transactions from
Middleware Server. No action needed
status will update automatically

open error, make corrections to funding
and submit, this may require changes to
the credit card template.
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DWAS Errors List

STEP 1. For any error always verify the data that was entered is
correct. Before following the recommended error correction
STEPs below.

CUSTOMER ID

Customer does not exist — self explanatory. Resolution: As CSR user open
customer profile, check “ADD to DWAS” box and resubmit

FUNDING

“‘ADD” FUNDING ERRORS

AAA number is invalid — Authorization field is invalid — Authorization
Accounting Activity, this is normally the customers UIC or DODACC number.

Invalid DOD code for Army; must be 21 — funding type has been identified as
Army, but the appropriation number provided does not begin with 21 (see SOP
Funding Chapter)

Invalid DOD code for Air Force; must be 57 — funding type has been identified
as Air Force, but the appropriation number provided does not begin with 57 (see
SOP Funding Chapter)

Invalid cost code; only alphanumeric characters allowed- Verify Cost Code
Accuracy. The cost code must be a 12 position alphanumeric, if there are less
than 12 characters then DWAS considers the missing as spaces, therefore make
sure the Cost Code field is 12 positions by adding the number zero ‘0’ to the front
of any cost code that is not 12 alphanumerics.

Customer ID invalid - self explanatory — customer id is not in DWAS, Two
reason — customer id has been mistyped. Or The DWAS Customer ID has not
been added to DWAS. This problem must be corrected with the customer profile.
Login as a CSR, search for customer, open profile, check the “add this customer
to DWAS” box and the customer status will be Add Pending, once customer is
Stable again, resubmit funding.

Document Number Already Exist — CAUTION with this error. This error
means:
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1. you are trying to submit funding that is already in DWAS. This funding can
manually be changed to stable, but, first you must verify all funding fields are
accurate including the funds area/plant/subplant owners and expiration date.
After this has been verified for accuracy, open requisition, using drop down menu
change DWAS status to Stable and submit.

2. If the funding is not in DWAS, this error means that only the Funding
Document Number has been replicated, so a new Funding Document number
needs to be generated for this Line of Accounting.

Appropriation DOD and symbol are invalid - The Appropriation number
doesn’t match the Funding Type for DOD. Appropriation numbers begin with 97
for DOD Funding types.

Funding must be processed under Navy screen - the Appropriation number
for this funding has been determined to by Navy, it must begin with a 17 or 97,
but the Funding Type has been identified as something other than Navy. Either
the appropriation is incorrect or the Funding Type should be set to Navy.

Invalid suballotment entry — this is tricky and is tied to the AAA. Most of the
time this can be left blank.

Customer category invalid for agency — customer Id number for this funding
document is not a vendor. Check the customer id field on the requisition. This
sometimes happens when a DAPS users submits funding/job for a customer
using their own userid, which then ties DAPS Plant user’'s Customer id to

Invalid fiscal station — Army funding - fiscal station number is invalid, see
attached sample Army funding for assistance. -

Prepaid amount can not exceed reimbursable amount — This is a DWAS
error, try and resubmit the funding, if the error occurs again contact the DAPS
Online PM. Please provide the FDN and the Funding Name.

‘“MOD” FUNDING ERRORS

ACRN amount less than customer order total — A mod to funding
transactions was generated more than likely because the job was estimated
under a different subplant number than where the funding was established. So
to match funding and estimates a modification transactions is created. This error
occurs when there is a rounding difference between what DAPS Online has
calculated the job estimate to be and what DWAS has calculated. This has been
fixed and you should not see the error to often.

Document Number Does Not Exist — the original funding document is
not in DWAS.
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CCAUHTORIZATION ERRORS

INVALID MAG STRIPE FIELD # 0003 — Credit card number is invalid -

INVALID MAG STRIPE FIELD # 0002 — no total dollars to be authorized, check
job total cost field

INVALID MAG STRIPE FIELD # 0004 - expiration date is invalid

COMMUNICATIONS ERROR - problem connecting to modem or from modem
to bank - resubmit

MODEM BUSY — modem is not available, resubmit request

DECLINE — amount is not authorized — exceeds monthly limit, exceeds one-time
limit — call customer

BAD DEVICE - connection to the bank has been dropped. Re submit.

ESTIMATES

Pricing Row “N” - Reserve units greater than reserve quantity on hand -
found on RPC’s with Stock, Out of stock, Stock has to be added through
DWAS, before the estimate can be processed.

Pricing Row 1"N” - Sum of details - exceed authorized amount - The total
cost of the estimate exceeds the funding available. If credit card, this may occur
when modifying an estimate that produces a higher total job cost then original
estimate.

Pricing Row “N” - No new estimate on prior year funds — Job is reference old
funding.

Stock Unit Cost < 0.0  thisis NOT DOL related, this has to do with stock
being reissued to another plant in DWAS, causing the unit price to be negative in
DWAS, thereby causing an error on any job trying to use that stock. A supply
person must go in to DWAS and adjust the unit price for the stock,

Reserve units greater than reserve quantity on hand is a stock problem in
DWAS where there is not enough stock available, solution is to increase stock on
hand..

Sum of details exceed authorized amount , this error occurs for open funding
jobs, and there is not enough funds available to cover the cost of the job, funding
needs to be added
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Definitions
TERM

Agency

Approval Official
Billing Address
Binding

Category

Cover color

Cover Prints
Cover Weight
Customer contacts

DAPS Home Location
Date Required

Document Transferred

Document/Publication
Name

Drilling

DWAS

Dwas Customer ID
Federal ID

Job Output

No of B&W pages

No of color pages

No. of copies

Order Number

Organization

DEFINITION

Service : Army, Airforce, Navy, OSD, DLA,

establishes this users as an approving official

address where hardcopy billing if needed will be mailed to

finishing options

keep as default of Federal unless a Commerical entity

are covers needed, if so what is the color of the cover stock

is there any printing on the cover, if so where

select which weight of cover stock is to be used

Person to contact if customer cannot be contacted

DAPS location that supports customer requirements

the date the job is due to the customer

any digital documents to be transferred? Attach using the upload button
the name of the document being

reproduced/converted/processed

drilling options

Defense Working Capital Accounting System

the customer identification number associated with this DAPS user in DWAS

Federal Identification Number needed only if Category is Commercial

Black & White, Color or Combo job (both black & white and color)

number of black and white images originals - double sided jobs have 2 images

number of color image originals - double sided originals have 2 images

number of copies/sets requested

a number that identifies the job, can be selected by the customer

Secondary level department: Navy Hospital, OSD Admin
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Other color

Other color

Pages Printed
Paper color
Paper Type
Quick Print
Sheet Size
Sheets per pad
Shipping Address

Special Instructions

Special Order

identify a paper color not available from drop down

identify a stock color not available from drop down

how the final output is to be printed - single sided, double sided (head to head) or head
to foot

paper color of finish product

paper type final product should be produced on

jobs that can be processed on an epps system

paper size of finish product

number of pages that are to padded together

address where final product will be shipped to
any additional information that will assist in processing the order

jobs that cannot be processed on epps systems, such as conversion, CDROM, large
format printing
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APPENDIX A - NAVY

*Subhead (NAVY) - 4 alpha/numeric characters - Suffix of the appropriation number. Sample 5G10
Object Class (NAVY) - 3 alpha/numeric characters - Unique value representing the nature of services

*Bureau Control Number (NAVY )-6 alpha/numeric characters — authorization number representing both the
budget project and the basic allotment number.

Sub-Allotment — (NAVY) 3 alpha/numeric characters — used to identify and subdivide the original allotment

*Authorization (NAVY) - 6 alpha/numeric characters - used to identify the UIC responsible for the funding
documents accounting functions

*Transaction Type (NAVY) — 2 alpha/numeric characters - value with the accounting classification code used to
designate various transaction types

*Property Accounting Code (NAVY) — 6 alpha/numeric characters - value used to identify the activity
responsible for handling the accounting for assets shown on the funding document

*Cost Code (NAVY) — 12 alpha/numeric characters - value needed to process financial transactions or reports
below the level shown by the ACRN

*Funds Total Amount (NAVY) - 14 numeric characters - Total dollar value of all funds allocated to a sponsor
order. 12N.2N

* required fields
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APPENDIX B — ARMY

Operation Agency (ARMY) 2 alpha numeric characters — Operating Agency

Accounts Receivable Project (ARMY) 8 alpha numeric characters - Accounts Receivable
Object Class (ARMY) 6 alpha numeric characters - Object Class

*Fiscal Station Number (ARMY) 2 alpha numeric characters — Fiscal Station Number
Country (ARMY) 4 alpha numeric characters — Country

*Limit (ARMY) 4 alpha numeric characters - Limit

* required fields
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APPENDIX C - AIRFORCE

*Fund Code (AIRFORCE) 2 alpha/numeric characters - Air Force Fund Code

*Fund Year (AIRFORCE) 1 alpha/numeric characters - Air Force Fund Year

*OAC/0OBAN (AIRFORCE) 2 alpha/numeric characters - Air Force Operating Agency Code and Budget
Account Number

*Budget Activity (AIRFORCE) 4 alpha/numeric characters - Air Force Budget Activity
*Project Subhead (AIRFORCE) 6 alpha/numeric characters - Air Force Project Subhead

*RC/CC (AIRFORCE) 6 alpha/numeric characters — Air Force Responsibility Cost Code Center

Budget Program Activity Code (AIRFORCE) 6 alpha/numeric characters - Air Force Budget Program
Activity Code

*Accounting Station (AIRFORCE) 6 alpha/numeric characters Air Force Accounting Station

*required fields
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APPENDIX D - DOD

*Limit (DOD) 4 alpha numeric characters — DOD Limit example: 5NRO
Allotment (DOD) 3 alpha numeric characters — DOD Allotment example: 001
Program Number (DOD) 6 alpha numeric characters — DOD Program example: P95101

Object Class (DOD) — 5 alpha/numeric characters - DoD Object Class example: 2410B
*Finance & Accounting Station Number (DOD) — 6 alpha/numeric characters - DoD Finance and
Accounting Station Number example: 033181

Operating Budget Account Number (DOD) 4 alpha/number characters - DoD Operating Budget
Account Number

*Funds Total Amount (e.g. 100.00) (DOD) - 14 numeric characters - Total dollar value of all funds
allocated to a sponsor order. 12N.2N

* required fields
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APPENDIX E- OTHER FEDERAL

Description (OTHER FEDERAL) 60 alpha/number characters - Other Federal Description, example:
Printing costs

*Funds Total Amount (e.g. 100.00) (OTHER FEDERAL) - 14 numeric characters - Total dollar value of
all funds allocated to a sponsor order. 12N.2N

* required fields
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APPENDIX F — PRIVATE

Description (PRIVATE) — 60 alpha/characters - Private Party Description

* required fields
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APPENDIX G — ACCEPTED FILE TYPES

Only the following file types will be permitted to be uploaded into DOL.:

TXT
DOC
ZIP
PPT
XLS
PDF
PUB
CDR
PMD
JPG

If customers wish to upload any other file types whose extension is not listed
please contact the DAPS Online Program Manager to get it added to the

BMP
GIF
XFD
XSN
XML
CSVv
XSF
XML
MDB
ADP

acceptance list.
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