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Logging in

http://www.documentservices.dla.mil/dso/Customer-Loggingl n/Customer-Loggingln.mp4
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Home Cart (0) :: Contact Us :: @

Search Login

Al - Lleer Name:

DOCUMENT SERVICES ONLINE ...

T | T [] Remember user Name
r Y P | —
Cart (0 Ttems) ‘ \ [ Logn |
Your Cart is Empty.
Register
J A - L A Forgot your password?
Login using CAC card
Login Issues
Copyright ® 2004-2011 Electronics For Imaging, Inc. * English {United States) Version 4.8.4.10154 « Powered by EFI Digital StoreFront

e Point your web browser to https://www.dso.documentservices.dla.mil and on the right-hand side are
registration and login options.

e Tologin manually, input your user name and password, then click login.

e Tologin using your CAC card, click Login using CAC card and follow the steps required. Your CAC card will not
work until you log in the first time and associate your CAC card with your User Name under My Account.

e If you need to reset your password, or register for the first time, click the appropriate link and you will be guided
through the process.

e [f you need help at any point, you can click the Help link or call 877-DAPS-CAN.

Registering an Account
http://www.documentservices.dla.mil/dso/Customer-RegisteringAnAccount/Customer-RegisteringAnAccountweb.mp4

e Point your web browser to https://www.dso.documentservices.dla.mil

e On the right-hand side click Register, input your account information in all required fields.

e Inthe Search DODAAC field type all or part of your activity, press the Enter key and wait for a moment, the list
will appear under Search Results.

e Click your name in the Search Results field and wait for a moment, the DODAAC and EBS Customer ID will be
filled in automatically

e Your password must contain two uppercase and two lowercase letters, two numbers and two special characters

e Once your profile information is input you will be prompted to select your default print location.

e Click Register and you will receive an email notification about your account.
NOTE: If you need access to special areas of DSO an Administrator will need to add your user account to the
appropriate groups. You may not be able to see special catalogs, payment methods, production functions or
software features immediately. Newly registered users may only place basic orders.
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Navigating DSO

http://www.documentservices.dla.mil/dso/Customer-NavigatingDSO/Customer-NavigatingDSO.mp4

DEFENSE LOGISTICS AGENCY
Document Services i ol

Home :: Funding Management

¥ Cart (0) :: My Account :: Order Status :: Print Shops :: Contact Us ::

Logged In As Adkins , Derrick (Department of Defense) | Logout Buver

Search
All v
‘7Go |
Cart (0 Items)

Your Cart is Empty.

Home
CD / DVD Duplication
Design Services
DSO Training
Materials
Electronic Document
Management

» Equipment
Management Solutions

% Large Format

#» Printing

» Special Projects-
internal use only

Featured Categories

i
Printing

To order black and
white or color printing
products or
copies using standard
size paper.

B;'BWSE T

Q

Design Services

Web Design,
Desktop publishing,
graphic arts and other
design work

Browse |

Large Format

For color or black
and white prints larger
than 11x 17

[

Electronic
Document
Management

Computerized
management of
electronic as well as
paper-based
documents.

N .
| Browse |

| Welcome Derrick Adkins!
expire in 53 days. Click here to change.

R

CD / DVD
Duplication

Create a master or
make a copy of a CD
or DVD.

| Browse

Equipment
Management
Solutions

Management of
copiers and
mutlifunctional devices
(MFDs). Requestan
assessment, new
device, or relocation
of an exisitng
device.

Browse

Logout Your password will

Selected Print Shop

PAC-Okinawa
(MCBBUTLER)
Department of Defense
OCONUS

PSC 557 Box 1475

FPO, AP 96379-1475

United States Minor Outlying
Islands

[ change

Hours Of Operation
Sun-Sat
24 hours

Current Print Shop Time
2/7/2012 1:23:11 AM

e Once logged in, you will see your main starting page. What you will see may be different depending on your log

in information — DSO will display different “storefronts” to different users.

e Inthe menu bar below the banner you can access your My Account page or look up Order History.

e Inthe Featured Category section you can place a variety of orders, most commonly Printing orders.

o On the left we can see our Shopping Cart, and we see similar ordering options as the main area, without the
pictures. If you have a special Catalog available to you or your work group it will display in this list as well.

e On the right we see Print Shop information, including the phone number to call if there are questions about

your order.
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Basic Orders
http://www.documentservices.dla.mil/dso/Customer-PlacingAnOrderBasicOverview/Customer-
PlacingAnOrderBasicOverview.mp4

e From the Home screen you have a number of ordering options. From any page you can click the Home button to
return to the Home page.

e If you have an order that you left partially completed you will see it in your Cart on the left. You can find jobs
you saved in the My Account section under Saved Jobs.

e You can browse each Featured Category for more detailed information about our products and services.

Each product will be a single Job in the shopping cart, and when you proceed to checkout, all Jobs in the cart will be part
of the same Order. Each product category has its own unique options, and if you don’t see the product you are looking
for you can always use the Special Instructions to describe the Job. What follows is a sample order with descriptions of
various features available during the order placement process.

Getting Started
http://www.documentservices.dla.mil/dso/Customer-Printing-GettingStarted/Customer-Printing-GettingStarted.mp4

Search Ecate] S Selected Print Shop
Al 2 SAN-Vandenberg AFB
1 3 Department of Defense
il 8 Nevada Ave
Bldg. 7425
s 2 Vandenberg AFB, CA 93437-
0. 5202
w United States
Tel: 805-606-2341
Cart (0 It.ems) ‘, SN Wi 3
Your Cart is Empty. Printing Large Format CD / DVD
Duplication
To order black and For color or black Hours Of Operation
white or color printing and white prints Create a master or

Home 2 proquds or i larger than 11 x 17 make a copy of a CD g'l-'""‘g""

Cataloq Teaimng copies using standar or DVD. 05K

atilo 'rallmn s size paper. Browse

CSF2 Training Material Br | Tue-Thu

NARA Test Fr— LErovee 9:00 AM-3:00 PM

NARA Training Materials o i

CSF2 Marketing 9:00 AM-1:00 PM

Products

CD / DVD Duplication Sat

Design Services Closed

1) Select the category that best describes your job.
2) Optionally, you can select the category from the list, or select any catalog items that are unique to you.
3) You can change your selected print shop or view contact information at many steps in the ordering process.
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Clicking on a category will have different results depending on how the category is configured. Each category has clear
descriptions of the types of products and services available within it. In our example we will click the Browse button on
the Printing category, which takes us to a page with a list of options.

Cart (0 Ttems) /‘
Your Cart is Empty. (1 ' -
(2 i Printing Hours Of Operation
Sun-Mon
Ho_rm?_' To order black and white or color printing products or copies using standard Closed
Printing size paper.
Black and White Tue-Thu
Color N 9:00 AM-3:00 PM
Combo View By: Eri
9:00 AM-1:00 PM
Sat
Closed
Current Print Shop Time
6/11/2013 6:57:52 AM
Black and White Color Combo
Black and White For full color Combination of
printing only printing only black and white
pages and color
reoe
| —

1) Select the option that best describes your job.
2) You can see other items in your cart and navigate back to browse other options.

Clicking the Browse button on the Color option prompts us to select a page size. Each section is configured to display

options that are specific to that category.

Search
All ~]
Cart (0 Items)

Your Cart is Empty.

Home
Printing
Color

Color

For full coler printing only

In this Category:

e— 8 —i Color Printing on 8.5 x 11

Select this product to order Color copies on 8.5 % 11
paper.

11— Color Printing on 11 x 17

| Select this product to order Color copies on 11 % 17
paper.

Selected Print Shop
SAN-Vandenberg AFB
Department of Defense

8 Nevada Ave

EBldg. 7425

Vandenberg AFB, CA 93437-
5202

United States

Tel: 805-506-2341

Hours Of Operation

Sun-Mon
Closed

Tue-Thu

9:00 AM-3:00 PM
Fri

9:00 AM-1:00 PM

Sat
Closed

Click the Begin button to input specific print options for this job.

Page 6
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Attaching Files & Print Options

Color Printing on 8.5 x 11

& Save My Job | [Z] Review My Job

Add Files

Media (24# Bright ... r
Print In Color/Sides ... b
A i Orientation (Portrait) b

Tabs (No Tabs) »

Total Price

s 218 R

1) You can Add Files of any kind or describe offline materials to

2)

3)

1)
2)

3)
4)

be produced.
The Job Name allows for a description of the Job being placed.

You can change the Quantity to designate how many copies
you need, while the Pages will be automatically added up
based on the files you added to the Job.

Select all Print Options required for your order. Print Options
will vary depending on the type of job you are placing. If you
do not see something you need, you can add Special
Instructions, located at the bottom of the Print Options list.

‘Color Printing on 8.5 x 11
Files = = Save My Job [£] Review My Job

Document Services Online Pr... ~ (2" @

Add Files [}
Click here to see the complete list of supported File Formats, (i}
| ’ .
u? =
—
Upload Files Saved Files Other

Bring_offline_file

The “Other” option allows the user to designate offline
material for any documents that are not digital.

Job Name #

Training Materials

Quantity #
1

Print Options
D Media (24% Bright ...

- Print In Color/Sides ...
- .

A i Orientation (Portrait)

Tabs (No Tabs)

Account page, so you can resume the order at a later time.

approve the job and add it to your shopping cart.

Updating Print Options will change the estimated job cost automatically.
The Save My Job button will remove the job from your cart and move it to the My Saved Jobs section of the My

The Review My Job button will show a list of all print options selected so far.
You can page through your job using the preview pane. Clicking the Add to Cart button will prompt you to

- Basic Orders
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Advanced Print Options - Thumbnail View

1) Clicking the Thumbnail View button allows us to see more pages of our document at once.

Color Printing on 8.5 x 11
Files

Document Services Online Pr...

Job Name #

Training Materials

Quantity Pages %
1 5

Print Options

Media (24# Bright ...

= Print In Color/Sides ...
-

Al Orientation (Portrait)

Tabs (No Tabs)

»

»

]

Total Price

0]

sa.z050 21 E

e Save My Job

M o0 DWW

[£] Review My Job

Insert Tab Before

Insert Tab After

Drill »
Fold »

Change Media of this page 2:

9-Bark

i Add to Cart

2) Clicking on a page of the document will display additional print options. This may include options such as adding

Order Shopping Cart

http://www.documentservices.dla.mil/dso/Customer-PlacingAnOrderShoppingCart/Customer-

PlacingAnOrderShoppingCart.mp4

1)

2)

3)

Due Date & Time

s @)

Training Materials
Remove

Item Name:
Color Printing on 8.5 x 11

Recipients @

Recipient #1
Brian Fazio

US Government Federal Agendies

3841 NW 27th Ave
Camas, WA 98607
United States

6/18/2013 9:00 AM

=

0

Quantity

Hours Of Operation

Sun-Mon
Tue-Thu

Fri
Sat

Closed
9:00 AM-3:00 PM
9:00 AM-1:00 PM
Closed

Print Shop: SAN-Vandenberg AFB

Update Price
Item Price Item Total
$3.30 $3.2950
Subtotal: $3.2950
Shipping: $0.0000
Total: $3.2950

Add Another Recipient
Method:
Customer Pick-Up ~]

tabs, changing the paper color of a single page, or other options depending on the type of order you are placing.

The next step when placing an order is setting your Order Due Date and Recipients. Click on the Calendar icon to
select the Date and Time you would like to receive your Order. Click Save when done.
Review Products to verify your Order. If you would like to remove Products from this Order you can click the
Remove link. If you would like to add more products to this Order you can click the Continue Shopping button,
which will return you to the Home screen to begin the process of adding a new job to the order.

The user who is logged in is the default recipient. Selecting anything besides Customer Pick-up from the
Delivery Method drop-down will allow you to change recipient information and save new recipients to your
Address Book. The Add Another Recipient button will allow you to ship to more than one person.

Click Checkout to finalize your order and select your payment method, then click Next on the first Payment screen to

be presented with the Choose Payment Method drop-down menu.

Page 8
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Attaching Funding

Credit Card
e Selecting Credit Card from the Choose Payment choose payment method: oot oo -
Method drop-down menu presents the user with a Enter crecit card information
place to input new credit card information. Agency Army -
e The Funding Name field will be displayed for this credit {gzzn fdevie
card transaction on the customer statement. Funding name
e Checking the Save as Template box will allow you to Existing Tempiate: ~Select Templatz M
create a template that will show up in your Select iEmlE Master Card v
Template drop-down menu for future use when placing Creditcard #
orders. s "
xpiration date mm| | yy
e Checking the Shared Template box allows you to card Helder Fest e o
browse for people to share this funding option with, -
X K K o, K Card Holder Last Name Davis
and adding them will give them the ability to use this e s
Card Holder Address
payment method.
L , , iy
e Clicking the Continue button will take you to the Order e . :
. . . . Armed Forces Americas -
Confirmation screen, which summarizes your order and
. P Zp
sends you an email notifying you that your order was
. Card Holder Email lonyl davis@conus.army.mil
successfully received.
. . . . Card Holder Phone Numbs
e Click Browse next to the Authorization Form field to \ e
. . . wuthorization Form Browse...
find the authorization form on your computer and puferetenr
Save as Template:
upload. -

Line of Accounting
http://www.documentservices.dla.mil/dso/Customer-FundingLineOfAccounting/Customer-FundingLineOfAccounting. mp4

e Selecting Line of Accounting from the Choose Payment Method drop-down menu allows you to add a new one
time or open funding document. If you already have an open funding document you can select it by choosing
the Existing Template option.

e Verify your Agency and User Name are accurate, and input the name of your funding document.

e C(lick the Browse button to find the funding document on your computer and attach it.

e Checking the Open Funding box will allow you to create an Existing Template for future use when placing
orders.

e Checking the Shared Template box allows you to browse for people to share this funding option with, and
adding them will give them the ability to use this payment method.

e Clicking the Continue button will take you to the Order Confirmation screen, which summarizes your order and
sends you an email notifying you that your order was successfully received.

Existing Template
e The Existing Funding Template in the Choose Payment Method drop-down menu presents the user with a list of
available saved payment methods for them to select. Because these are existing funding templates, no further
information is needed.

Order Confirmation
Clicking the Continue button will take you to the Order Confirmation screen. On this screen you can see your order
number, a summary of your order and you will receive an email notifying you that your order was successfully received.

- Attaching Funding Page 9



My Account
From any page in the customer view, clicking the My Account link in the menu bar will take you to your profile page and
give you access to many options for your account.
e Profile contains your account profile information
Address Book is for addresses you store in DSO for your convenience
Selected Print Shop allows you to change your default print shop
Files is an online location for you to save files that you use frequently
Saved Jobs are jobs that have been removed from your shopping cart and can be used for future ordering

Order History & Receipts

27 DEFENSE LOBISTICS AGENCY
Document Services il ol

N P~

Home :: Funding Management ™ Cart (0) :: My Account :: Order Status :: Pri

Logged In As Adkins , Derrick (Department of Defense) | Logout Buyer | Welcome Derrick Adkins! Logout Your password will
expire in 53 days. Click here to change.

My Order History

My Account
Profile
Address Book Time period: Show status: Sort by:
Selected Print Shop All Orders - All - Due By -

Files
Saved Jobs
My Order History

Printed Product

Register CAC card Order Number: 858 Items:
Order Date: 12/2/2011 3:25 AM L1 Wiew Detail
Find Order Due Date: 12/28/2011 3:30 AM

Status: Send Estimate

Brinted Product

rder Number: Ttems:
Order Date: 12/12/2011 4:28 AM .14 Wiew Detail
Due Date: 12/28/2011 5:00 AM

Status: Approvad

VR AR A A A A A A

e Toview your Order History and Order Status, log into DSO as you normally would.

e Click the Order Status link in the menu bar or click My Order History in the My Account section.

e This page displays all orders that have been placed, and you are able to narrow this list by adjusting the Time
Period and Show Status drop-down menus.

e You can sort the list by selecting an option from the Sort By drop-down menu.

e Forany order in the status of Shipped you can click the View Detail button to see your receipt.

Tip: There is no built-in function to search for a Job Name, but most web browsers have a built-in search option. In
Microsoft Internet Explorer you can go to the Edit menu and select Find on This Page or hold down Ctrl-F. Enter
your search criteria and Microsoft Internet Explorer will highlight this word on the page anywhere it appears.

Adding Your CAC Card to Your Account
http://www.documentservices.dla.mil/dso/Customer-AddingYourCACCard/Customer-AddingYourCACCard.mp4

e To add your CAC card to your account, log in manually using your user name and password.

e Click the My Account link in the menu bar, and click Register CAC Card.

e You will be prompted to pick your email certificate profile from the list of available certificates, so you may see
certificates for others who have used their CAC card on the computer you are using. When you select yours the
system will compare it to the CAC card inserted into the computer, and log you into the system.

Page 10 - My Account



Find Order
e Tofind an order, log into DSO as you normally would.
e (Clickthe My Account link in the menu bar and from the My Account page click Find Order.

e From here you have the option of searching based on a date range, Sales ID, DSO Order ID or Funding Document
Name. Input your search criteria and click the Find Order button.

Download Order History as an Excel File

Go to My Account, click Find Order. Search for desired order(s) and you will see the Download an Excel File button at
the top of the list of order(s) found.

#. 27 % DEFENSE LOGISTICS AGENCY
Document Services > =

1

Home :: Funding Management :: 3 Approvals

i+ Order Status :: Print Shops :: DSO Help :: @®

Logged In As Davis , Lon (US Army) | Logout Buyer | Welcome Lon Davis! Logout Your password will expire in 182 days. Click here to
change.

Find Orders
My Account
Profile

Address Book

Select date range From: 12/1/2012  To: 12/31f2012
Search Sales ID

Selected Print Shop
DSO OrderID

Files

Soved Jobs Funding Document Mame

My Order History

Reaister CAC card

Download as Excel file ‘—

Find Order

DSF Order Id: 1851
Order Date: 12/24/2012 3:18:36 PM
Due Date: 12/26/2012 4:00:00 PM
Order Status: User Approved
Order value: 334.3800

Funding Funding Document Description: LONDAVIS1001201
Sales ID from EBS:
First job name: pause til the end
Special instructions:

DSF Order Id: 1850
Order Date: 12/24/2012 2:45:41FPM
Due Date: 1/29/2013 3:30:00 PM
Order Status: User Approved
Order value: 6.4300

Funding Funding Document Description: LONDAYVIS 1001201
Sales ID from EBS:
First job name: LonDavis1012_6

Spedial instructions: Mothing special about these instructions

DSF Order Id: 1849
Order Date: 12/24/2012 2:48:13PM
Due Date: 1292013 3:30:00 PM

Funding Funding Document Description: LONDAVIS1001201
Sales ID from EBS:
First job name: LonDavis 1012_5

< 1

- My Account
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Customer Funding Management

http://www.documentservices.dla.mil/dso/Customer-FundingManagementBasics/Customer-FundingManagementBasics.mp4

The Funding Management module allows the customer
the ability to review and adjust payment options without
having to place an order. The Funding Management
module allows you to:

e Create, view and edit Line of Accounting funding
e Create, view and edit Credit Card Templates

To access, click the Funding Management link in the
upper left-hand corner.

DEFENSE LOGISTICS AGENCY
Document Services *"

Home :: Funding Management

Storefront Administration

My Fundings

i Create New Funding \ \ Create New Credit Card Template

% DEFENSE LOGISTICS AGENCY

Document Services *"

e @
Hom¢: :: Funding Management = Cart (0) :: My Account :: Ord8
e

AS Training , Customer (Department of Defense) |

Logout Buyer | Welg

ok Featured Categories /

Al (=]
| \,, ‘
2\ | tee% /
| \\} *0e) /
Cart (0 Items) /, "N\ Y

0L LA AL A LS

Recent Rejected =Waiting | Not Complete | Search | Credit Card Templates

= Cart (0) :: My Account :: Order Status :: Print Shops

Log in as buyer | Welcome Production Training! Logout

No entries found.

http://www.documentservices.dla.mil/dso/Customer-FundingManagementAddingPaymentMethod/Customer-

FundingManagementAddingPaymentMethod.mp4

e C(lick the Create New Funding or Create New Credit Card Template button to add a new payment option

e The Recent tab displays recently used funding documents, with the most recently used at the top of the list

e The Rejected tab displays funding documents that have been rejected due to an error

e The Waiting tab displays funding documents that are being electronically processed. Funding documents should
automatically clear from this list, and nothing should be listed under this tab for more than five minutes.

e The Not Complete tab displays funding documents that DLA Document Services need to update based on the
funding document attached when the funding was established

e The Search tab allows you to search your open funding or credit card templates
e The Credit Card Templates tab displays any credit card templates you have saved

Page 12
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Create New Line of Accounting Funding

DEFENSE LOGISTICS AGENCY
nocnmemSemces*‘ -—

o, - B

””"l > D

Home :: Funding Management %= Cart (0) :: My Account :: Order Status :: Print Shops :: Help

Logged In As Wilhelm , Nichole (US Navy) | Logout Buyer | Welcome Nichole Wilhelm! Logout
My Fundings

| Create New Funding ‘ Create New Credit Card Template |

Recent Rejected = Waiting Not C Search | Credit Card T

A A 4 S S S S SN &5 3 4 5 S S & S &N & & 4

Using the Funding Management module to create a funding document is the same as adding line of accounting funding
during the ordering process:

1) Click Create New Funding
2) Verify your Agency and User Name are accurate, and input the name of your funding document.
3) Click the Browse button to find the funding document on your computer and attach it.
a. Checking the Open Funding box will allow you to create a template for future use when placing orders.
b. Checking the Shared Template box allows you to browse for people to share this funding option with,
and adding them will give them the ability to use (but not edit) this payment method.

Create New Credit Card Template

DEFENSE LOGISTICS AGENCY
Document Services i ol

“Ji* i~ W\

Home :: Funding Management W Cart (0) :: My Account :: Order Status :: Print Shops :: Help

Logged In As Wilhelm , Nichole (US Navy) | Logout Buyer | Welcome Nichole Wilhelm! Logout
My Fundings

| Create New Funding H Create New Credit Card Template

Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates

G A VSV SV SV S SV SV SV SV SV VS & &

To create a new credit card template:
1) Click Create Credit Card Template
2) Name your Template (i.e. “Training Credit Card”) and complete the credit card information
a. Checking the Shared Template box allows you to browse for people to share this funding option with,
and adding them will give them the ability to use (but not edit) this payment method.

- Customer Funding Management Page 13



Sharing Funding Documents

Clicking the Shared Template box for credit cards or line of accounting funding allows the user to share the payment

method with other DSO users.

Cai. roldes none

904-790-4801
Number

Shared Template?
Search users: | Brian
Added users Found users

Brian Bull, bbull
k Brian Roscoe, bdroscoe

Brian Boyman, pearlharbo|
Brian Huey, bhue

e To find DSO users to share this payment method with, type all or some of the user name and click Search.

e Click the name of the user you wish to add, and click the Add button. The user will now be listed on the left
under Added Users. This will give the user the ability to use this payment method when they place an order.

e Toremove a user from this payment method, highlight their name in the Added Users box and click Remove.

Search for Existing Funding Documents

http://www.documentservices.dla.mil/dso/Customer-FundingManagementSearchandEdit/Customer-FundingManagementSearchandEdit.mp4

| Create New Funding H Create New Credit Card Template |

Recent Rejected Waiting Not Complete | Search Credit Card Templates

Funding Document Number:
Funding Document Name:

Payment Method: Credit Card =]

The easiest way to locate existing funding documents is to click on the Search tab and enter your search criteria. The
Search tab allows you to search your open funding or credit card templates. You can input your search criteria, select
your Payment Method and click the Search button. You can also leave the fields blank when searching to view all Credit
Card or Line of Accounting payment methods, depending on the drop-down menu selection. Once your search results

are displayed you can click the Edit link to the right to view details and edit.

| Create New Funding H Create New Credit Card Template ‘

Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates

Funding Document Number: RO0012345
Funding Document Name:

Payment Method: Line of Accounting [~ |

production training | DOD IPAC RO0012345 RO0012345

Mo entries found, try modifying your search.

User Id Agency Bill Type Funding Document Description | Funding Document Number | View/Edit

Edit

e The Recent tab displays recently used funding documents, with the most recently used at the top of the list

e The Rejected tab displays funding documents that have been rejected due to an error.

e The Waiting tab displays funding documents that are being electronically processed. Funding documents should
automatically clear from this list, and nothing should be listed under this tab for more than five minutes.

e The Not Complete tab displays funding documents that are missing information.

Page 14
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Viewing and Editing Existing Funding
Clicking on the Edit link to the right of the funding document gives you access to the details. From there you will be able
to make changes as needed.

User Id

Agency | Bill Type

Funding Document Description Funding Document Number

View/Edit

production training

DoD

IPAC R0O0012345

R0O0012345

Edit

When you click Edit to the right of a Line of Accounting funding document, you have the ability to add funding to an
existing document, or segment that funding using ACRN codes. To add funds, simply enter the amount you would like to
add in the Add Funds field.

Funding History

The Funding History shows a list of all orders which used that funding document as the payment method, including
orders placed by any users who have shared access to the funding document.

Step-by-Step: Accessing Funding History
To establish the Approval process for an existing funding document:

1) Click Funding Management

o o

B

Document Services

fas

I

Home :: Funding Management :: 3 Approvals

Logged In As Davis , Lon (US AMgy) | Logout Buyer

Search
Al

Featured Categories

DEFENSE LOGISTICS AGENCY

e ¥

W Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

| Welcome Lon Davis! Logout Your password will expire in 183 days. Click here to

Selected Print Shop

JAX-NAS Jacksonville FL
DLA Document Services
721 McFarland Street

Jacksonville, FL 32212-0003
United States
Tel: 904-542-3446

A

Change |

m

change.

- Customer Funding Management
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2) Locate the funding document and click the Edit link

»

2% DEFENSE LOGISTICS AGENCY

LIS

“"*=  Document Services e

Home :: Funding Managem . ovals | My :: Order Status :: Print Shops :: DSO Help :: @

Logged In As Davis , Lon (US Army) | Logout Buver | Welcome Lon Davis! Logout Your password will expire in 183 days. Click here to
change.

m

My Fundings

Create New Funding || Create New Credit Card Template

Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates

Funding Document | |
Number: 4
Funding Document Name: | |
Payment Method: Line of Accounting v
User Id | Agency Bill Type | Funding Document Description Funding Document Number  View/Edit
Idavis ARMY IPAC LON DAVIS FUNDING 10005406LDAVIS Edit
Idavis ARMY IPAC LONDAVISO11312A LONDAVIS0113124A Edit
Idavis ARMY IFAC R10000843 R10000843 Edit
P ldzwsic | ATHED FEMED A ToAT Wh_111111 — Wa_111111 Edit | - i

3) Click the words “X orders using this funding” to see all orders placed using this funding document

»

ks DEFENSE LOGISTICS AGENCY
oo gD ee -
- Document Services
allll[f =
Home :: Funding Managemen
Logged In As Davis , Lon (US Army) | Logout Buyver | Welcome Lon Davis! Logout Your password will expire in 182 days. Click here to
change.
3 orders using this funding. / |
899 Idawvis 1/13/2012 3:49:50 PM 2.0300
1295 |davis 3/23/2012 8:16:23 AM 265.9500
1654 Idavis 7/25/2012 6:51:40 PM 6.4300
Edit funding
Agency Army hd
Username | ldavis |
ALC: 00003522
Appropriation number: 2102020
Funding Document Mumber | | Allotment: 2400
AR Project: 1310400
i L Country: U5
Funding Description | LON DAVIS FUNDING | Fiscal Accounting Station: 02100
Limit: 0000
Funding files: 5 0Object Class: 00
ARmy loa.pdf [X
E e X Op Agency: 00
Add document: | || Browse... |
Acrn Al -
Fundlinn amount- [ 20000.00 -
4| 1 F
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Funding Approval

Funding Approval is the ability for a customer to share funding with another customer, but require approval after the
final order is submitted. The funding document owner can establish an approval process for any of their credit card
templates or open funding documents. When the funding document requiring approval is used by anyone who it has
been shared with, the funding document owner will get an email prompting them to log into DSO and approve the use
of the funding document. From the perspective of the customer using the funding document that requires approval, the
process will be the same, but at the Order Confirmation screen the Order Status will say Funding Requires Approval.

Orders placed that require approval will still appear in the Order View and Operator View. The Order status will be

Approval Required, even though the Operator View status is User Approved.

Step-by-Step: Setting up Approvals for an existing funding document
To establish the Approval process for an existing funding document:
1) Click Funding Management

#°2°%  DEFENSE LOGISTICS AGENCY
Document Services il

Home :: Funding Management :: 3 Approvals

.

x‘ e 4

Logged In As Davis , Lon (US AMgy) | Logout Buver | Welcome Lon Davis!
Search z
Featured Categories
Al v

W Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Logout Your password will expire in 183 days. Click here to

m

change.

Selected Print Shop

JAX-NAS Jacksonville FL
DLA Document Services

721 McFarland Street
Jacksonville, FL 32212-0003
United States

Tel: 904-542-3446

&

F :_' DEFENSE LOGISTICS AGENCY
- nlu:llmemSt-.mil:las4'.r

Home :: Funding Management : pprovals

Logged In As Dawvis , Lon (US Army) | Legout Buyer | Welcome Lon Davis!

:: Order Status :: Print Shops :: DSO Help :: @

Logout Your password will expire in 183 days. Click here to

m

change.
My Fundings
Create New Funding || Create New Credit Card Template
Recent | Rejected | Waiting | Not Complete | Search | Credit Card Templates
Funding Document | |
Number: 8
Funding Document Name: | |
Payment Method: Line of Accounting
User Id | Agency Bill Type | Funding Document Description  Funding Document Number \FiewadV
Idavis ARMY IPAC LON DAVIS FUNDING 10005406LDAVIS Edit
Idavis ARMY IFAC LONDAVIS011312A LONDAVIS011312A Edit
Idavis ARMY IPAC R10000843 R10000843 Edit
Id=uie | ATHED EENED Al tonr |l wino111111 WA_111111 Edi ks
< 1 | »
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3) Check the Share Funding box and select users to share with

Edit funding

Agency

Username

Funding Document Mumber
Funding Description
Funding files:

Add document:

Acrn

Funding amount:

Share funding?

Army -

| ldavis |

| LON DAVIS FUNDING |

o

L ARmy loa.pdf [x]

| ” Browse... |

AR -

| 20000.00 |

Search users:

m

| Search

Added users

Requires Approval?

Found users

<- Add
Remave

O

4]

I

| r

4) Check the Requires Approval box — funding document owner is automatically added to the list, add or

remove users as needed

Funding Description

Funding files:
Add document:
Acrn

Funding amount:

Share funding?

| LON DAVIS FUNDING |

T ARmy loa.pdf [X]

| || Browse... |

AR -

| 20000.00 |

Search users: | fazio

“ Search |

Added users

Brian Fazio, bfazio

Requires Approval?

Found users

Brian Fazio, brian
Toni Fazio, Toni Fazio
Emma Fazie, Emma

<- Add
Remave

m

*\\

Search users:

|Seard'1|

Added users

Lon Davis, ldavis

Found users

<- Add
Remave

- Customer Funding Management



Step-by-Step: Setting up Approvals for a new funding document
To establish the Approval process for a new funding document, created while placing an order:
1) Place the order and select payment method (Credit Card, create template or Line of Accounting, open
funding document)

2277  DEFENSE LOGISTICS AGENCY

>

“**%2  Document Services
e

s
. 4

Home :: Funding Management :: 3 Approvals ¥ Cart (1) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Logged In As Davis , Lon (US Army) | LogoutBuver | Welcome Lon Davis! Logout Your password will expire in 182 days. Click here to
change.

Enter payment information:

Choose payment method: Choose payment method v
Choose payment method

Copyright ® 2004-2011 Electronics For Imaging, Inc. * English (United States E.7.10338 * Powered by EFI Digital StoreFront

Open funding
Credit Card

Line of accounting
Pre-Paid Check

2) Check the Shared Template box (credit card), or check the Open Funding box and the Share Funding
box (Line of Accounting), then select users to share with.

Choose payment method: Line of accounting -

Enter basic funding information

Agency Arrmy v
Username | Idavis |
Funding Docurment Number | RO675309 | il
Funding Description | RO675309 |
Funding document | || Browse... |
Funding amount | 1.48 |
/ Open funding?
Open Funding name: | Department Funding FY2013 |
\ Share funding?
Search users; | (3210 || Search |
Added users Found users
Brian Fazio, bfazio
Bria_n Fa_zio, bri_an _
- Add Toni Fazm,_ Toni Fazio
Emma Fazio, Emma
Remove
Requires Approval? =
o 1 | »
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3) Check the Requires Approval box — the funding document owner is automatically added to the list, add
or remove users as needed. Click Continue when done.

™~

SEQTUTUSET S, |

Added users

Brian Fazio, bfazio

Requires Approval?

Search users: |

Added users

Lon Davis, ldavis

TT areT—
Found users
Brian Fazig, bfazio
Brian Fazig, brian
<~ Add Toni Fazio, Toni Fazio
Emma Fazio, Emma
Remove
Search
Found users
<- Add
Remove
Cancel | | Continue

Step-by-Step: Approving an Order
1) Inthe top menu click the Approvals link,

Ny

.e o

Home :: Funding Management :: 3 Approvals

Search
Al

Logged In As Davis , Lon (US Army)

DEFENSE LOGISTICS AGENCY ‘

Document Services e

P

Featured Categories

Logout Buver

W Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Logout Your password will expire in 183 days. Click here to
change.

| Welcome Lon Davis!

Selected Print Shop

JAX-NAS Jacksonville FL
DLA Document Services
721 McFarland Street
\ Jacksonville, FL 32212-0003
. . United States

F\V\ Tel: 904-542-3446

" Change

K oq

il an DL o M

2) Hover over the Order Number to see basic order information. Check the Approve box and click the Save
button to approve an order, check the Reject box, input reason and click the Save button to reject an

order.

» e

. 4

Home :: Funding Management :: 3 Approvals

>
Faly Trod

Logged In As Davis , Lon (US Army) |

DEFENSE LOGISTICS AGENC
Document Services "

Logout Buver |

>

T
W Cart (0) :: My Account :: Order Status :: Print Shops :: DSO Help :: @

Welcome Lon Davis! Logout Your password will expire in 183 days. Click here to

change.
uraers to approve
Order ID Order Date FDN Order value Approve Reject
1829 12/20/2012 3:13:06 PM LONDAVIS011312FAZIO $1.48 [} | -
1830 \ 12/20/2012 3:15:06 PM LONDAVIS011312FAZIO $2.50 \ ] ] ‘
1833 12/21/2012 6:32:11PM LONDAVIS011312FAZIO $2.33 . ] ] ‘
save | <——
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Approval History

The Approval History information allows you to see historical information about approved orders. This information is
on the same page as your Orders to Approve. Remember, you will only see the Approvals link if you have funding

documents that require an approval.

e Inthe top menu click the Approvals link

D .o»

. o

Home :: Funding Management :: 3 Approvals

Search
Al

Logged In As Davis , Lon (US Army)

DEFENSE LOGISTICS AGENCY
Document Services »

> >

pa. &

Welcome Lon Davis!

Logout Buver |

Featured Categories

Logout Your password will expire in 183 days. Click here to

change.

Selected Print Shop

JAX-NAS Jacksonville FL
DLA Document Services

721 McFarland Street
Jacksonville, FL 32212-0003
United States

Tel: 904-542-3446

Change

nLo

e Inthe Approval History section., lines in blue were approved, lines in red were rejected. You may click the
permanently remove an order from the history.

Remove link to

SEIED -
= DecumentServices -
2 >
4 .
Home :: Funding Management :: 3 A 2] unt :: Order Status :: Print Shops :: DSO Help :: @
Logged In As Davis , Lon (US Army) | Logout Buver | Welcome Lon Davis! Logout Your password will expire in 183 days. Click here to
change.
Uraers to approve
Order ID Order Date FDN Order value Approve Reject
1829 12/20/2012 3:13:06 PM LONDAVIS011312FAZIO £1.48 m 0 E
1830 12/20/2012 3:15:06 PM LONDAVISO113 12FAZIO £2.50 ] ]
1833 12/21/2012 6:32:11 PM LONDAVISO113 12FAZIO £2.33 ] ]
Save
Approval history
FDN Order Date Approval Date Order # User name Order value Remove
LONDAVIS1001201 1224/2012 3:18:36 FM 12/24/2012 10:21:11 AM 1851 ADAMS, VIRGINIA 334.3800 [Remove
LONDAVIS011312FAZIO 122042012 7:45:50 PM 12/20/2012 2:47:36 PM 1328 Adkins, Derrick 1.9300 Remove B
LONDAVIS011312FAZIO 12/20{2012 8:22:42 PM 12{20/2012 3:50:30 PM 1831 Adkins, Derrick 1.4800 [Remove
4 | 1 | »
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