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Registration and Log In 

In order to begin using Document Services Customer Accounts Online, use the following web address: 

https://dcao.daps.dla.mil/Main.jsp 

 

To Register for an Account: 

1. Click “Register” 
2. Fill out the registration form 
3. Click “Submit” 
4. You will receive and email confirming your registration.   

If You Have an Account, but Do Not Have Your Password: 

1. Click “Forgot Password?” 
2. Enter the email address you registered your account with 
3. You will receive and email containing a temporary password, which you will then use to log in to your account.  

You may change the temporary password once you have logged into your account. 

To Register Your CAC Card: 

1. Click “Register Your CAC (use email CERT)” 
2. Enter your User ID and password 
3. Click “Login” 
4. You will get a confirmation message after you click “Login” that will tell you that you have successfully registered 

your CAC card. 

** If you have trouble with registering a new account or logging into an account you already registered for, please file a trouble 
ticket with the Customer Information Center (CIC) at https://www.dash.daps.dla.mil/. 
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Search for Records 
 

Once you have been able to successfully log in to Document Services Customer Accounts Online, there are many 
features you can use to perform the following functions: 

View or Add Funding.  

View Jobs Placed Against Funding.  

View/ Add Users for Funding  

Print Receipts 
 
To Search for a Record: 

The first page you will see after logging in is the “Search” page.  You can search funding or sales IDs using several 
different pieces of information: 

Funding Document Number or Sales ID Number 

Received Date 

Customer ID 

Description 

Funds Total 

Bill Type  

Plant Code 

Please enter the information for one of the categories above and click “Submit” 

** Tip:  if you do not have a whole piece of search information, enter what you have and include an asterisk at the beginning and/ or end.  This will 
bring up a list with all record containing that portion of information, which you can then find the record you are looking for. 

 



Version 1, 1 May 2011 Page 4 

To View and/or Sort Record Results: 

To search and view records on every page of results, either click on the page number you wish to view, or click “Next” to 
skip forward one page or click “Previous” to skip back one page.  You can also click “First” to skip back to the first results 
page or “Last” to skip to the last results page. 

Another way of viewing record results is to sort by one of the categories shown in the list: 

Funding Document 

Funds Description 

Funds Location 

Customer ID 

Bill Type 

Funds Amount 

Funds Date 

Export to Excel 

Order/ Billed 

Sponsor Code 

Print SO Receipt (Sales Order) 

In order to sort by a category, simply click on the category name at the top of the list.  This will sort the entire list by the 
category you clicked on. 

 

 

 

 



Version 1, 1 May 2011 Page 5 

To View and/or Print Record Details from Search Results: 

There are a few ways to view information within a record.  You can click on any of the following pieces of information to 
get more detail: 

Funding Document 

Export to Excel 

Print SO Receipt (Sales Order) 

If you click on the funding document number, you will be able to view to “Funding Details” and the “Funding Billing POC” 
information.  You can also print this information by clicking “File” and then selecting “Print” in your browser’s menu bar. 

 

 

 

 

If you click on the number assigned to the “Export to Excel” category, you will be given a choice to either “Open” or 
“Save” the information shown on the record in Microsoft Excel.  Choose the option you would like when asked whether 
you want to “Open” or “Save” the file. 
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If you click on “Print SO Receipt”, you will be able to view and print the following pieces of information related to the 
Sales Order: 

Job Information 

Funding Information 

Transaction Details (includes Order Line, Revenue Process, Billing Contact and Total) 

You can also sort the “Transaction Details” information by the categories listed at the top of the list by clicking on the 
category name. 
 

 
 

** If you have trouble with any of the functions outlined above, please file a trouble ticket with the CIC at 
https://www.dash.daps.dla.mil/. 
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View and/or Modify User Profile 
 

You can view and/or modify your user profile by clicking on the “User Details” button at the top right side of the web 
page.  There are several pieces of information that can be viewed and/or modified on this page, including: 

User Details (Name, Location, Contact, Organization and Email information) 

Account Properties (Change your password) 

Payment Information (Credit card and Funding document information) 
 

 

 
To Update “User Details” 

Simply input the new information, and then click “Submit” 

To Change Your “Account Properties” (i.e. Change Your Password) 

Click “Change” and then enter your news password into both fields.  You will need to ensure that your new password 
meets the “Password Requirements” outlined on the page.  Click “Submit” after you enter your new password into both 
fields and you should receive a confirmation message on the page.  You will also receive an email confirming your 
password change. 
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To View, Add and/or Modify a Credit Card 

Click on the “Edit” button next to “Credit Card” in the “Payment Information” box.  Here, you can add or remove 
approved credit card users for any specific credit card you want the person to have access to use.  Enter in the person’s 
first name, last name and the last four digits of the credit card.  

You can also sort the credit card users list by any of the categories by clicking on the category name at the top of the list.  
In addition, you can view and/or edit any approved credit card user by clicking on the corresponding number under the 
“Edit Record” category.  Simply update the information after clicking on the number, then click “Modify”.  You can also 
delete a record by clicking on the corresponding number under the “Delete Record” category. 
| 

To View, Add and/or Modify a Funding Document 

Click on the “Edit” button next to “Funding Document” in the “Payment Information” box.  Here, you can add a funding 
document by simply entering the funding document number and clicking “Add”. 

You can also sort the funding document list by any of the categories by clicking on the category name at the top of the 
list. 
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Additional Resources 

 

“Privacy” Button  

This page explains the Privacy and Security disclaimer, which explains to you how the U.S. Government monitors 
electronic communications. 
 

“Contact” Button  

The “Contact” button contains a phone number and web address for the Customer Information Center (CIC).  The CIC is 
designed to process trouble tickets and provide free online and phone support to DLA Document Services Customer 
Accounts Online users.   The CIC can be reached at 877-DAPS CAN or you can file a trouble ticket with the CIC at 
https://www.dash.daps.dla.mil/.  
 

“Help” Button  

If you need or want to reference this User Guide in the future, you can find it under this “Help” button. 
 

“Logout” Button  

Always use this button before you leave Document Services Customer Accounts Online to logout of your account and 
CAC card usage on the web site. 

 

 

 

 

 


