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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

e "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.

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

Description
A general note of @ This is the most commonly used note
information o 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 ._,,'E;-.\ Use this note to communicate to the
o 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.

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.

Contact someone

\
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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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1. {Start the transaction from the MIDAS CRM Home Page.}

MIDAS Portal

USDA N UnitedStates Department of Agriculture
- X= Farm Service Agency
4 Back Forward »

Home

oveHome]

CRM @ FSA Analytics

History Faverites Personalize View Help

Home = Overview = Overview

Universal Worklist

Tasks (6/6) } Alerts |

Notifications | SAPoffice Mals

|- Tracking |

E‘lﬂ_

Show: [New and In Progress Tasks (6/6)

| [an

v| | Create Task |

5 | Subject

Pleaze
Review DOD
for BP
8000016543

Please
Review DOD
for BP
8000016700

Pleaze
Review DOD
for BP
8000016734

Please
Review DOD
for BP
8000016745

Pleaze
Review DOD
for BP

| | |FrDm

| sentDate
Workflow System Oct 14, 2012

Workflow System Oct 23, 2012
Workflow System  Oct 23, 2012
Workflow System

Oct 23, 2012

Workflow System  Oct 23, 2012

| Priority
Medium

= | a |DueDate
4 Oct2s 2012

& vesterday

Yesterday

Yesterday

Yesterday

2.
Select the Home

3.

KT

| stat
New

tab from the Portal Main Menu.

Select the Fact Sheet Fact=n==t from the Portal Links.

Log off

Welcome: MITST010 FORSTMG10

Full Screen

EX

Bulletins

Common folders
Weekly Updates
Daily Updates

MSN

Upcoming Deadlines

Links

Emplovee Assistance Programs
Emplovee Personal Page

Fact sheet

Fence Post

FSA Applications

FSA Intranet

Loan LOP Rates

News Releases

Wacancies
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Fact Sheets

USDA EA United States Department of Agriculture
= B = Farm Service Agency

T - ». O
B N k)
: ﬁ" £ ﬁ_‘.‘ E.. ;.*.

. e - )

"Home About FSA = State Offices

SEEIFCh FSA You are here: FSA Home /[ Mewsroom [/ Fact Sheets

Newsroom
© Search Ti
SETER TR Fact Sheets Related Topics
Browse by Audience ® Fact Sheets
Sign up to receive FSA Fact Sheets email updates o News Releases
| Information For... =l

- Emergency Designation
To view all Fact Sheets select "ALL’ for the Language, News Releases

Browse by Subject Topic, and Year fields. . v

© Fence Post

il View Fact Sheets by © Media Relations Contacts
I Commeadity Operations Language: ALL = N
¥ ipe I - Public Service
+ Conservation Programs Topic: |ALL B3| Announcements
© Meetings & Events
» Direct and Counter- Year: |2012 53 ) )
Cyclical Program/ACRE Sort b e _I © County Committee Elections
Disast i ° v I me z o & hes and Presentations
I Disaster Assistance speeches and Tresentations
HISTETaE © Media Gallery
3 El:ol;lol,nlc and Policy Click here for Fact Sheets Keyword search © Subscriptions

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

o

Fact Sheet Link will open a minimized web browser.
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Fact Sheets - Windows Internet Explorer
/2 Fact Sheets - Windows Internet Explorer - |EI|5|
File Edit Wiew Faworites Tools  Help
\Q:—;r n\-_jr = IN http:,l',l'www.Fsa.usda.gov,l'FS.ﬁ.,l'newsReIeases?area=newsr00m&subject=landing&lj |§| |£| Il‘f Live Search |}J '|

- ~ »
5.5 Favorites | WE )‘( Log In - USDA ConferenceM.., £ Logon m welcome SCH (o Americas' SAF Users' Group ... —# OmniRide Lake Ridge-washi...

FsA Fact Sheets | | T © [ g= - Page~ Safety - Took- @~

USDA & United States Department o Agricullure
s ¥ - 2= Farm Service Agency

"Home About FSA State Offices m Online Services Forms Help " ContactUs  En Espafiol

SEEIFCh ESA “ou are here: FSA Heme,/ Mewsroom / Fact Sheets

E— Newsroom
sl Fact Sheets  Related Topics
Browse by Audience ®Fact Sheets
<] Sian up to receive FSA Fact Sheets email updates 0 Mews Releases
|Ir|f0rrnati0n For... 53|

- Emergency Designation
To view all Fact Sheets select "ALL’ for the Language, News Releases

Browse by Subject Topic, and Year fields. B e

© Fence Post

I Aerial Photograph i
ography View Fact Sheets by T -
+ Commedity Operations Language: fALL = ., Public Service
b Conservation Programs Topic: |ALL =] Announcements
© Meetings & Events
b Direct and Counter- Year: |2012 =] et
Cyclical Program/ACRE “ County Committee Elections
Sort by: ITitIe =l .
I Disastor Assistance © Speeches and Presentations
Programs o Media Gallery
I El.‘-nﬂhgllnlc and Policy Click here for Fact Sheets Keyword search © Subscriptions -
|http:,|',|'www.Fsa.usda.gov,l'FSn,l'webapp?area=home&subject=landing&topic=landing ’_’_ |_|_|'H Local intranet |~fa - | H100% - 4

5. Select the Close Xl button.
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4 Back

United States Department of Agriculture
Farm Service Agency

Forward ¥ History Favorites Personalize View Help

Home CRM @ FSA Analytics

Home = Overview = Overview

Universal Worklist

Tasks (5/8) } Alerts |, Notifications |, SAPoffice Mais |, Tracking|

Slal

Show: [New and In Progress Tasks (6/6) [l -] [ Create Task |

H | Subject

| ! |me |SentDate
Workflow System  Oct 14, 2012

= | 1] |DueDate
& Oct28 2012

| Priority
Pleaze Medium
Review DOD

for BP

8000016543

Pleaze
Review DOD
for BP
2000016700

Workflow System  Oct 23, 2012

@

Yesterday

Pleaze
Review DOD
for BP
8000016734

Pleaze
Review DOD
for BP
8000016745

Workflow System  Oct 23, 2012 Yesterday

Workflow System  Oct 23, 2012 Yesterday

Pleaze
Review DOD
for BP

Workflow System  Oct 23, 2012 Yesterday

6.

g

| stat
New

MIDAS

mabraize n8 lnpdesle
Ine geimery ol
Mricuipry myIlms

AS

Log off

Welcome: MITST010 FORSTMG10

Full Screen

ED

Bulletins

Common folders
Weekly Updates
Daily Updates

MSN

Upcoming Deadlines

ED

Links

Emplovee Assistance Programs
Employee Personal Page

Fact sheet

Fence Post

FSA Applications

FSA Intranet

Loan LOP Rates

News Releases

Vacancies

Select the Upcoming Deadlines “ecemnafeatiies Jink from the Portal Bulletins.
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Upcoming Deadlines

/2 https:/ /mitstepfmmi.usda.gov/irj/go/km,; docs,; documents,/MIDAS /Bulletins /Upcoming%sZ0Deadlines.txt = Windea - |EI|5|
File Edit Wiew Faworites Tools  Help

———

] . ] =
‘.-\_—}.".\—_/-r IR? https:,l',l'mtstep.mel.usda.govJ'lr],fgo,l'km,l'docs,l’documents,l'MIDAS,I'BuIIetlns,I'U[j ﬂ 4| X Il_s;' Live Search

e

3

{3 Favorites | {.5 )‘( Log In - USDA Canferencel... &7 Logon 20 welcome SCM o Americas’ SAP Users' Group ... —# OmniRide Lake Ridge-twashi...

T https: fimtstep.Frmi. usda.gow/irjfgofkmidocs/docume. .

X - B) - ) o= - Page - Safety - Teos- @

[

Upcoming Deadlines

|Done

[ -|
’— ’— l_ l_ ’_ ’_ |\d Local intranet

[“a - [®1o0% - 4

7. Select the Close Xl 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

LSDA N United States Department of Agriculture Log off
- X= Farm Service Agency

4 Back Forward »  History Favorites Perzonalize View Help Welcome: MITST010 FORSTMG10

Home CRM @ FSA Analytics

Home = Overview = Overview Full Screen

Universal Worklist ZIC]  Bulletins ED

Common folders
Weekly Updates
Daily Updates

MSN

Upcoming Deadlines

Tasks (5/8) } Alerts } Notifications } SAPoffice Mais } Tracking|

Show: [New and In Progress Tasks (6/6) ~|[al -] [CreateTask] ™ %

"|r:|| Subject | 1 | From | Sent Date | Priofity = | i |DueDate | Stat
Plesse Workflow System  Oct 14,2012 Medium & Oct28 2012 New
Review DOD

for BP

8000016543

Pleaze Workflow System  Oct 23, 2012 § Yesterday Links

Review DOD

for BP Employes Assistance Programs
2000016700 Employee Personal Page

Please Workflow System  Oct 23, 2012 Vesterday Factsheet
Review DOD Fence Post

for BP FSA Applications
8000016734 FSA Intranet

Please Workflow System Oct 23, 2012 ‘esterday Loan LDP Rates
Review DOD News Rele.

for BP Wacancies
8000016745

Pleaze Workflow System  Oct 23, 2012 Yesterday
Review DOD
for BP

8. Select the Analytics “™*= Tab.

o

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

LSDA United States Department of Agriculture Log off
= 2

Farm Service Agency
4 Back Forward ¥ History Favoritee Personalize View Help Welcome: MITST010 FORSTMG10

Home CRM @ FSA

Analtice = Anahltice = Acreage Status Dashboard - County Full Screen

LSO UnimedSiares Depanmers af Agrouttare
B2 FSA Yoy penrmoe g

Acreage Statuses Acres by Status

W Certified

I Late Filed

[ Mot Certified

W Pending Certification

Inventory Reports

Total Acres

My Fa

Acreage Status

Acreage Percent by Status

W Certified

' Late Filed

I Mot Certified
‘ M Pending Certification

9. Select the Acreage Status Dashboard - County link.

Counties
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Acreage Status Dashboard

LSDA United States Department of Agriculture Log off
o D22

Farm Service Agency
4 Back Forward ¥ History Favoritee Personalize View Help Welcome: MITST010 FORSTMG10

CRM@FSA | Analytics

4 Analtice = Anahltice = Acreage Status Dashboard - County Full Screen

Acreage Status Dashboard - ...
LSy m UnedStares Depanmers af Agrattare
= e T A

Farm ords Reports
Acreage Statuses Acres by Status

W Certified

I Late Filed

[ Mot Certified

W Pending Certification

w
o
(=l
(]
<
E
k=4
=

Acreage Status

Acreage Percent by Status

W Certified

" Late Filed

I Mot Certified

M Pending Certification

Counties

10. Select the Full Screen Ful screen ink.

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



Portal Main Menu

MIDAS

\ /e

Acreage Status Dashboard - County - Farm Service Agency - Windows

Internet Explorer

USDA & United States Department of Agriculture
| =Farm Service Agency
4 Back Forward ¥ History Favoritee Personalize View Help

Analytics = Analtice = Acreage Status Dashboard - County

LSDA Urited States Deparment afAgicultare
aFSAnrm Service Agency

Acreage Statuses Movember 7, 2012

Counties

Log off

Welcome: MITST010 FORSTMG10

Close Full Screen

Acres by Status

W cCertified

] Late Filed

[ Mot Certified

W Fanding Certification

Total Acres

Acreage Status

Acreage Percent by Status

W Certified

I Late Filed

1 Mot Certified

W Pending Certification

11. Select the Close Full Screen Clese Full Screen [ink.
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Acreage Status Dashboard
LSDA FSA pritséstargs peparment stagrcuture Logorr
4 Back Forward ¥ History Favorites Personalize View Help Welcome: MITST010 FORSTMG10

Home CAM @FSA | Analytics

4 Analtice = Anahltice = Acreage Status Dashboard - County Full Screen

LSO UnimedSiares Depanmers af Agrouttare
B2 FSA Yoy penrmoe g

Acreage Statuses Acres by Status

W Certified

I Late Filed

I Mot Certified

M Pending Certification

)
o
£l
|
<
w
(=

Acreage Status

Acreage Percent by Status

W Certified

 Late Filed

I Mot Certified

W Pending Certification

Counties

12. End of Analytics

o

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

LSDA N United States Department of Agriculture Log off
- X= Farm Service Agency

4 Back Forward ¥ History Favorites Personalize View Help Welcome: MITST010 FORSTMG10

Home CRM @ FSA Analytics

Overview

Home = Overview = Overview Full Screen

Universal Worklist Bulletins ElIF

Common folders
Weekly Updates
Daily Updates

MSN

Upcoming Deadlines

Tasks (5/8) } Alerts |, Notifications |, SAPoffice Mais |, Tracking|

Show: [New and In Progress Tasks (6/6) [l -] [ Create Task |

"|r:|| Subject | 1 |me |SentDate |PriDr'rty = | i |DueDate

Plesse Workflow System  Oct 14,2012 Medium & Oct28 2012 New
Review DOD

for BP

8000016543

Pleaze Workflow System  Oct 23, 2012 § Yesterday Links

Review DOD

for BP Emplovee Assistance Programs
2000016700 Employee Personal Page
Please Workflow System  Oct 23, 2012 Vesterday Fact sheet

Review DOD Fence Post

for BP FSA Applications

8000016734 FSA Intranet

Please Workflow System  Oct 23, 2012 ‘esterday Loan LDP Rates

Review DOD N Releaszes
for BP Vacancies

2000016745

Pleaze Workflow System  Oct 23, 2012 Yesterday
Review DOD
for BP

13. Select the CRM @ FSA CRM@FSA Tap
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SAP - [Home] - Windows Internet Explorer
/2 SAP - [Home] - Windows Internet Explorer - |EI|5|
% & United States Department ﬂ;lﬂgafi;“r:wc'; Welcome MITST10 FORSTMG10 Personalize Help Center System News

SR Test A Go Advanced Ti
Home Back ~ [ ~
9 &
E Workflow Tasks § Alerts F x
Worklist
Please Review DOD for BP 8000016748 B No result found
Business Partner Please Review DOD for BP 8000016737
B Please Review DOD for BP 8000016745 Q. search =
Please Review DOD for BP 8000016734
Acreage/lnventory... Please Review DOD for BP 8000016700 Search Employees
E g Search Farms/Bins
Product Master xpan Search Member Hierarchies
Search Products
.=_| Web Links o= Search Requested Products
B Mo result found | Create B x
% . Create Contact
Favorites 42, [ x Create Farm/Bin

Create New Product Request
Filter All ltems -

& My Favorites

14. Select the Close Xl button.

o

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

LSDA N United States Department of Agriculture Log off
- X= Farm Service Agency

4 Back Forward ¥ History Favorites Personalize View Help Welcome: MITST010 FORSTMG10

Home CRM @ FSA Analytics

Home = Overview = Overview Full Screen

Universal Worklist EIZ]  Bulletins ED

Tasks (6/6) } Alerts | Notifications | SAPoffice Mals | Tracking | — | Commen folders
Weekly Updates

Daily Updates
MSH
Upcoming Deadlines

Show: [New and In Progress Tasks (6/6) [l -] [ Create Task | 3

"|r:|| Subject | 1 | From |SentDate | Priofity = | i |DueDate |Stat
™| Plesse Workflow System  Oct 14,2012 Medium & Oct28 2012 New
Review DOD

for BP

8000016543

Please Workflow System  Oct 23, 2012 & esterday Links Bisl
Review DOD

for BP Emplovee Assistance Programs

2000016700 Employee Personal Page

Please Workflow System  Oct 23, 2012 Vesterday Factsheet
Review DOD Fence Post

for BP FSA Applications
8000016734 FSA Intranet
Please Workflow System  Oct 23, 2012 Yesterday Loan LDP Rates
Review DOD News Releases
for BP Wacancies
8000016745

Pleaze Workflow System  Oct 23, 2012 Yesterday
Review DOD
for BP

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