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Purpose 
The purpose of this work instruction is to offer a review of Portal Main menu tabs 
and functionality. 

Trigger 

Perform this procedure when working in the MIDAS Portal. 

Helpful Hints 

 "xxxx" within a document represents a variable, which may consist of a 
name, number, etc. 

 In the field description tables, R indicates the action is required, O 
indicates the action is optional, and C indicates the action is conditional. 

 The following notes may be used throughout this work instruction: 

Note type Icon Description 
A general note of This is the most commonly used note 
information icon. It is the default icon in the 

uPerform system for all notes. Use 
this icon for general information that 
falls out of the scope of these other 
icons. 

A cautionary note Use this note to communicate to the 
end-user of something that MUST be 
completed or another trigger that 
should be started and is related to the 
procedure. 

Acritical note Use this note to specify something 
that MUST NOT be done during the 
procedure. 

Contact someone Use this icon to specify to the end-
user the need to initiate a 
communication within the 
organization due to an event in the 
procedure. 
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A reference is available Use this note to specify that more 
information is available in another 
location. You may reference SOPs, 
another system, or document. 
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Procedure 
1. {Start the transaction from the MIDAS CRM Home Page.} 

MIDAS Portal 

2. 
Select the Home tab from the Portal Main Menu. 

3. Select the Fact Sheet from the Portal Links. 
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Fact Sheets
�

4. Fact Sheet Link will open a minimized web browser.
�

Fact Sheet Link will open a minimized web browser. 
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Fact Sheets - Windows Internet Explorer
�

5. Select the Close button. 
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MIDAS Portal
�

6. Select the Upcoming Deadlines link from the Portal Bulletins. 
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Upcoming Deadlines
�

7. Select the Close button. 

After selecting the "Close" button, the user will proceed to the "Analytics" 
Assignment block on the CRM homepage 
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MIDAS Portal - Analytics Tab
�

8. Select the Analytics Tab. 

Once you select the Analytics Tab, you will view the navigation pane window to 
access dashboard reports (i.e. Business Partner, Farm Records, Acreage 
Reports) in the Portal Content Area. 
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Acreage Status Dashboard
�

9. Select the Acreage Status Dashboard - County link. 
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Acreage Status Dashboard
�

10. Select the Full Screen link. 

Wednesday, December 19, 2012 Portal_Main_Menu.udc 10/17 



  

 

   

           
 

      

Portal_Main_Menu 

Acreage Status Dashboard - County - Farm Service Agency - Windows 
Internet Explorer 

11. Select the Close Full Screen link. 
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Acreage Status Dashboard
�

12. End of Analytics
�

Once the user selects the "Close Full Screen" link, the minimized Analytics page 
is still active in the content area. 
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MIDAS Portal
�

13. Select the CRM @ FSA Tab. 
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SAP - [Home] - Windows Internet Explorer
�

14. Select the Close button. 

Welcome to the MIDAS CRM Homepage
�
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Overview - Farm Service Agency - Windows Internet Explorer
�

15. End of Simulation.
�
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Result 
You have successfully navigated the MIDAS Portal Main Menu Tabs 
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Next Steps 
You have %s. 
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