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Purpose

The purpose of this Work Instruction is to introduce and navigate key areas, links
and buttons in the MIDAS Portal.

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.

A critical 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

\

Wednesday, January 09, 2013 Accessing MIDAS Portal.udc 1/13



Accessing MIDAS Portal

MIDAS

materalze and (nedwabe
L. Ine geimery ol
Mricuriery sysiems

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. Log in to the MIDAS Portal using your eAuthentication

Overview - Farm Service Agency - Windows Internet Explorer

UsDA UnitedStates Department of Agriculture Log off
I 2= Farm Service Agency

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

Home CRM @ FSA Analytics
Overview
Home = Overview = Overview Full Screen
Universal Worklist El=] Bulletins ElF
/ Tasks (6/6) l' Alerts " Notifications |' SAPoffice Mails |' Tracking | Common folders
Weekly Updates
Show: [Mew and In Progress Tasks (6/6) - Al -] [ Create Task EﬂESHN Updates
Up g Dead|
I'|I':|| Subject | ! | From | Sent Date | Priority = | L} | Due Date toming Leadines
Please Workflow System Oct 14, 2012 Medium & Oct28, 20
Review DOD
for BP
8000016543 Links EIF
Please Waorkflow System Oct 23, 2012 Medium & Tomorrow Employee Assistance Programs
Ri DoD
f;ge;v Employee Personal Page
|| 5000016700 Fact sheet
Please Waorkflow System Oct 23, 2012 Medium & Tomomow E;‘:ipoft i
Review DOD Laa AQpICalons
for BP ESA Intranet
8000016734 Loan LDP Rates
Please Waorkflow System Oct 23, 2012 Medium & Tomormow hlews Releases
Review DOD Vacancies
for BP
| | 8000016745 =
4 O]
2.
Home

Click Home tab.

g There are five main areas of the MIDAS Portal: Portal Navigation Bar,
Content Area, Bulletins, Links and the Header

3. Click Overview tab to proceed.

g The Portal Navigation bar navigates information displayed in the Content
area
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Overview - Farm Service Agency - Windows Internet Explorer

Universal Worklist B E|_ Bulletins =1
4 Tasks (6/6) | Aets | Notifications | SAPoffice Mails | Tracking | || | Commonfolders
Weekly Updates
Show: |New and In Progress Tasks (6/6) '||AII '| Create Task EﬁS”I:J Udatae
. e U ing Deadli

"|F:|| Subject | ! | From | Sent Date | Priority = | ] | Due Date =pLoming Ueacines

Please Workflow System Oct 14, 2012 Medium &  Oct28 20

Review DOD

for BP L |

8000016543 Links =1

SLEM?;E oo Workflow System  Oct 23, 2012 Medium & Tomorrow Employes Assistance Proarams

for BP Employee Personal Page
|| 8000016700 Fact sheet

Please Workflow System Oct 23, 2012 Medium & Tomormrow % _

Review DOD ESA Applications

for BP FSA Intranet
| | 6000016734 Loan LOP Rates

Please Worlflow System Oct 23, 2012 Medium & Tomorrow W

Review DOD Vacancies

for BP
| | 6000016745 o
1 | O

4. Click Universal Worklist = Universal Worklist  to proceed.

The Content Area is the center of the screen. The Universal Worklist
(UWL) is displayed on the home page.
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Overview - Farm Service Agency - Windows Internet Explorer

Universal Worklist EllZ]  Bulletins ElE
./ Tasks (6/6) | Aleis | Notifications | SAPofice Mails | Tracking ~ [~ <ommonfolders
Weekly Updates
Show: |New and In Progress Tasks (6/6) '||AII '| Create Task EﬁS”I:J Udatae
- - Upcoming Deadli
T | Subject ! | From Sent Date Prioity = | 0 |DusDate =i =2
Please Workflow System Oct 14, 2012 Medium &  Oct28 20
Review DOD
for BP L |
|| 8000016543 Links Sl
SLEM?;E oo Workflow System  Oct 23, 2012 Medium & Tomorrow Employes Assistance Proarams
for BP Employee Personal Page
8000016700 Fact sheet
| : Fence Post
Please Workflow System Oct 23, 2012 Medium & Tomorrow e
Review DOD ESA Applications
for BP ESA Intranet
8000016734 Loan LDP Rates
[ | Please Worlflow System Oct 23, 2012 Medium & Tomorrow W
Review DOD Vacancies
for BP
|| 8000016745 =
4] | L]
5. Click Links. Links to proceed.

@ Portal Links are shortcuts to FSA related web sites

6. Click Bulletins =~ Bulletins to proceed.
Bulletins display updates, messages and deadlines relative to FSA
employees.
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Overview - Farm Service Agency - Windows Internet Explorer

LUSDA UnitedStates Department of Agriculture Log off
amm XY= Farm Service Agency g

4 Back Forward b History Favorites Personalize Wiew Help Welcome: MITST0410 FORSTMG10

Home CRM @ FSA Analytics

Home = Overview = Overview Full Screen
Universal Worklist ElF] Bulletins ElF
/ Tasks (6/6) } Alerts r Motifications t SAPoffice Mails t Tracking | B Common folders
Weekly Updates
Show: [New and In Progress Tasks (6/6) ~|[Al - [Create TasH Eﬂle Updates
- Upcoming Deadli
'—|l':|| Subject | 1 | From | Sent Date | Priority = | i | Due Date coming Ueadlines
Please Waorkflow System Oct 14, 2012 Medium & Oct28, 20
Review DOD
for BP
8000016543 Links Sl
Please Waorkflow System Oct 23, 2012 Medium & Tomomow Emploves Assistance Programs
Review DOD
fgfge; Employee Personal Page
| | 5000016700 Fact sheet
Please Workflow System Oct 23, 2012 Medium & Tomorrow E;:;EAPE:_SI .
Review DOD ESA Applications
for BP ESA Intranet
8000016734 Loan LDP Rates
Please Workflow System Oct 23, 2012 Medium & Tomormow News Releases
Review DOD Vecancies
for BP
| | 8000016745 =
4 D
7.
Home

Click Home

The Header consists of the Masthead, the top Navigation bar and the
Main Menu tabs

8. Select History link Hitory to view Portal navigation history
9. Select Favorites link Faveries to add and organize Portal favorites
10. Select the Personalize link. Select Portal link Pertal from the menu

g Select Personalize to manage your visual display
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Portal Theme - SAP NetWeaver Portal - Windows Internet
Explorer

Portal Theme =1[=]

Set Portal Theme

Select Theme: [MIDAS =
Disable Ul Features in Favaor of Performance: [

=

S04 an United States Department of Agriculture Search: pading. . =
sl V- 2= Farm Service Agency

Home Content Adminiztration Uzer Adminiztration System Administr

Fill Tray E

Standard Text

Plain Tray E
Standard Text

Transparent Tray E
Standard Text hd

11. Click Select Theme: dropdown list |MIDAS =l

12. Select MIDAS High Contrast list item WilRa=aal
display

RS to adjust the visual

Contra

13. Select MIDAS High Contrast IMISa=Ralk
@ Close the window to Save the change

14. Click MIDAS list item IBEEEG_—G_—_—

=7 from the drop down list
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Portal Theme - SAP NetWeaver Portal - Windows Internet Explorer

{2 Portal Theme - SAP NetWeaver Portal - Windows Internet Explorer =10 x|

LS Fqb United States Department of Agriculture
e ==

Farm Service Agency

Portal Theme =]

Set Portal Theme

Select Theme: MIDAS -

Disable Ul Features in Favaor of Pefarmance: [

LS Fqﬂ United States Department of Agriculture Search: | Loadin ]
sl 0 -2 Farm Service Agency ' 2

= = = =
Home Content Adminiztration U=zer Adminiztration Syatem Adminiztration

Fill Tray Ell
Standard Text

Plain Tray =0
Standard Text

Transparent Tray =10
Standard Text =l

15. Click Close button X,
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Overview - Farm Service Agency - Windows Internet Explorer

USDA UnitedStates Department of Agriculture Log off
amm XY= Farm Service Agency

4 Back Forwardb History Favoritez | Personalize | View | Help Welcome: MITST0410 FORSTMG10

Home CRM @ FSA Analytics
Overview
Home = Overview = Overview Full Screen
Universal Worklist B Bulletins ElF
/ Tasks (6/6) } Alerts r Motifications t SAPoffice Mails t Tracking | B Common folders
Weekly Updates
Show: [New and In Progress Tasks (6/6) ~|[Al - [Create TasH Eﬂle Updates
- Upcoming Deadli
'—I":|| Subject | 1 | From | Sent Date | Priority = | i | Due Date coming —eadiines
Please Waorkflow System Oct 14, 2012 Medium & Oct28, 20
Review DOD
for BP
8000016543 Links Bl
Please Waorkflow System Oct 23, 2012 Medium & Tomormow Emploves Assistance Programs
Review DOD
fc,?\ge; Employee Personal Page
| | 5000016700 Fact sheet
Please Workflow System Oct 23, 2012 Medium & Tomorrow E;:;EAPE:_SI .
Review DOD ESA Applications
for BP FSA Intranet
8000016734 Loan LDP Rates
Please Workflow System Oct 23, 2012 Medium & Tomormow News Releases
Review DOD Vecancies
for BP
| | 8000016745 =
4 D

16. Select the View view link.
17. Select the Full Screen Fullscreen  ]ink
g The Full Screen button maximizes the Content Area

18. Select the View | view | link.

19. Select the Close Full Screen link Clese FullSerzen to return to normal screen size
20. Select the Help ' Helr list.

21. Seclect the Open online help @peneninehelp Jink to view MIDAS Portal help
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Overview - Farm Service Agency - Windows Internet Explorer

USDA UnitedStates Department of Agriculture Log off
amm XY= Farm Service Agency

4 Back Forward b History Favorites Personalize Wiew | Help Welcome: MITST0410 FORSTMG10

Home CRM @ FSA Analytics
Overview
Home = Overview = Overview Full Screen
Cillapse Detailed Mavigation Panel ke B Bulletins ElF
/ e = [] Comman folders
Tasks (6/6) } Alerts r Motifications t SAPoffice Mails t Tracking | LN e
Weekly Updates
Show: [New and In Progress Tasks (6/6) ~|[Al -] [ Create Task EE'N -
- U ing Deadli
"|I':|| Subject | ! | From | Sent Date | Priority = | L1} | Due Date coming Seadines
Please Waorkflow System Oct 14, 2012 Medium & Oct28, 20
Review DOD
for BP
8000016543 Links ElF
Please Waorkflow System Oct 23, 2012 Medium & Tomomow Employee Assistance Programs
Review DOD
% Employee Personal Page
| 8000016700 Fact sheet
Please Workflow System Oct 23, 2012 Medium & Tomomow E;r:ipc:isctations
Review DOD =20 ADPICAlons
for BP ESA Intranet
2000016734 Loan LDP Rates
Please Workflow System Oct 23, 2012 Medium & Tomomow News Releases
Review DOD Vacancies
for BP
| | 8000016745 =
4 | L]

22. Click Collapse Detailed Navigation Panel button K.

23. P
Click Expand Detailed Navigation Panel button I — to restore the screen to
normal

g Notice the Portal Navigation bar has been hidden and the Content Area
has expanded
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Overview - Farm Service Agency - Windows Internet Explorer

USDA UnitedStates Department of Agriculture Log off
amm XY= Farm Service Agency

4 Back Forward b History Favorites Personalize Wiew Help Welcome: MITST0410 FORSTMG10

Home CRM @ FSA Analytics

Home = Overview = Overview Full Screen
Universal Worklist B Bulletins Full Screen
/ Tasks (6/6) } Alerts r Notifications t SAPoffice Mails t Tracking | B Common folders
Weekly Updates
Show: |New and In Progress Tasks (6/6) 'HAII '| [ Create Task qulN Updates
- Upcoming Deadli
'—|l':|| Subject | 1 | From | Sent Date | Priority = | i | Due Date coming Ueadlines
Please Waorkflow System Oct 14, 2012 Medium & Oct28, 20
Review DOD
for BP
8000016543 Links Sla
Please Workflow System Oct 23, 2012 Medium & Tomormow Employee Assistance Programs
Review DOD
f;ge; Employee Personal Page
| | 5000016700 Fact sheet
Please Workflow System Oct 23, 2012 Medium & Tomomow mations
Review DOD et s
for BE ESA Intranet
8000016734 Loan LDP Rates
Please Workflow System Oct 23, 2012 Medium & Tomomow MNews Releases
Review DOD Vacancies
for BP
| | 8000016745 =
4 D

24. Click Full Screen labe] Full Screen,
25. Click Close Full Screen label Clese Full Screen,
26.

Ho
Click Home label .
27. Click Log off label Logoff,
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You have successfully accessed the MIDAS Portal.
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