eDoDAAD Guide

eDoDAAD Quick
Reference Guide

April 5, 2019

ENTERPRISE BUSINESS STANDARDS OFFICE (EBSO)




eDoDAAD Guide

eDODAAD

1.  OVERVIEW. This is the new public facing view of the DoDAAD. From here anyone
can submit a request to a Central Service Point (CSP) to have a DoDAAC created, modified
or deleted. Some of the links on this page take the user to existing functions (e.g., reports,
download and direct update of the DoDAAD) and some features require a System Access
Request (SAR). Do not try to request something that requires a SAR (e.g., request update
access), you will not be granted this authority. This document is focused only on the new
features incorporated into eDoDAAD (i.e., how to request an Add, Change or Delete of a
DoDAAC that will be submitted to a CSP for action).

2.  ACCESS. The eDoDAAD is accessible through the following URL:

https://www.transactionservices.dla.mil/eDODAAD/. The URL opens a selection page (See
Figure 1).

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT CSP RESOURCES HOME
PROGRAM

Simple Search  Adwanced Search Request or Update
a DoDAAC or RIC

Welcome to the DoDAAD Website
The authoritative source for DoDAAD information
The Secretary of Defense, by Agreement with the General Services Administration, administers
the DoDAAD on behalf of the DoD and Federal Government. The Under Secretary of Defense for Get Answers
Acquisition, Technology, and Logistics {USD AT&L) delegates this responsibility to the Deputy
Assistant Secretary of Defense for Supply Chain Integration (DASD, 5C1), through the Assistant . .
Secretary of Defense for Logistics & Materiel Readiness [ASD LAMR). The Enterprise Business ’ }‘;"a"- E trf Department of Defense Activity Address Directory
standards Office (EBSO) is chartered by DASD 5CI to chair a Process Review Committee (PRC) for [DoDARD)?
the administration of the DoDAAD, with participation by all stakeholder DoD Components and * What is the DoDAAF?

Federal Agencies.
8 * Wwho “owns" the DoDAANT

News and Events Get More Answers

ADC 1270 - DODAAD Series For United states Cyber command ~ Did You Know?

(USCYBERCOM)
09/19/2018 The President designated USCYSERCOM as an independent

. . > The country with the meost DODAAD codes ether than the United
Unified Combatant Commander, eparate fram U.5. Strategic stat;:sui.s"ar:st‘.'rﬂalia wit:':-er :b 000 :ud: = i
Command [USTRATCOM) and granted procuremsent authority '
inherent ta this command necessary to execute its mission. ADC * Only 4 DoDAAD codes match the year they were established
1270 [FOF]

* There are 5377 DoDAAD Codes assigned to US Government
entities.
New Team tember! " Calfcrie, Texas, Florit N vork an Vi sach it over
i jai 1 3 + s 3
09/03/2018 Rich Morrow joinz the EES0 DoDAAD Team!

100,000 codes in the state. The next highest number stata,
pennsylvania, holds 88,000,

> Defense Logistics Agency is the authoritative source for US.
DoDAAD codes

» 51,743 DODAAD codes were created on April 7, 2001. This is the
second highest date, compared to March 15, 1574 with 67,230,

. . . . that were established in a single day.
ADC 1313 - Allocation Of Additional Air Force RIC Series

07ITII008 This changs allocates the use of DoDAAD Series "J" for wse in » In 1386, the former Federal Supply Code for Manufacturers
routing identifier codes (RIC) for the U.5. &r Force ADC 1313 [F5CM) and the Federal Supply Code for Non-manufacturers
[PoF] = (FSCHi} were combined into a single coding structure, DODAAD.

* The word mast aften used in Company Hames (Legal, DE4, and
Division) is "COMSTRUCTION"

Figure 1- Home Page
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3. SIMPLE SEARCH. This feature is open to anyone. If allows someone to search for a
DoDAAC or RIC, but only if they know the ID of the DoDAAC or RIC. To view a DoDAAC or
RIC, enter 6-position DoDAAC or 3-position RIC and click to appropriate “Submit” button
below the value entered. See Figure 2.

4,

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT C5P RESOURCES
PROGRAM

Search DoDAAC or RIC

Enter DoDAAC: | |

EnterRIC: [ |
=

HOME SIMPLE SEARCH REQUEST | UPDATE CONTACT USs
CONTACT C5P ADVANCED SEARCH
RESOURCES

=m Help Desk
System Access Comtrol Point

Figure 2— Simple Search Screen
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4.1. After pressing enter or selecting “Submit,” the results of your search will post to the
browser. The example below is the results from a DoDAAC search. The page
contains all the data elements of the DoDAAC, so it may be necessary to scroll
down on this page in order to view the entirety of the record. See Figure 3.

ACTIVITY ADDRESS CODE H RETRIEST | UPDATE DOMTALT CSP RESOURCES HOME
PROGRAM

DoDaAC Ssarch Results

DOOAAC MWORMATION
UolAAL: [ FUs o LA THON O | E: TIVEE
UOUAAD SEHVILERCENCY:  Dspsrimernt of |resneportshon
AMBEAMLEATION 1T1E COUE:  Feders] Apgencas UELENION DATE:
AUTHOA Y COOE: O - Megusrhoner LOM IHACITHE Mo
U5 - FEDEMAL AVIATHOH ALNERIS DHA | N .
MAS CUNNAND: RAER T & SUTLY] LOM | AURIN OFF: Mo
LOUOM:  USKOIE BOUM LA UI'DSIEs 22-5E1-18
. UGAD: 050~ IRAREPUIED AT,
SUE e COOE: UEIERT | oF
PHOUIZEMEN | AU ITHORITY: Mo LRANT AUITHOIBTY: Ko FURLINLG OFFICE: No
HK:
CONWNARYz) IWTORMATION
il HUCAENH HLL
TALC ACTMEATION
EFF A E: D ITRING
r BN U0 FAA
v ALINSA SHMD WAlBSHIDUSE
r TO¥ W HORIFALE 'EWY
v ELMEKLENE- AFH AK JI308-1602
CIY: ELNERDUME AFE e SIE-1EIE AT
SLAIErHUWVINCE: Alwdew S1ATE]ARNTEIVINCE AR
CUUNIHY MANE: USITEL S1AIES

GENC OU: USWUss

EHF DATE: SENT2008
r BN U0 FAA L DAl E:
v NAIL FIECIGH] =8 SN0 WAHERUUSE
T v TON H HORIFALE I'EVY
A r ELMENLENE AFH AK JI208-1612

C
CHIY:  ELMERDUHF AFE L ITSIE-IEIR L
S LA ENHLWVINCE: Blauka SIAIEANATRUVINCE: AKIR
CUUNMITHY MANE: URIED SIAIES
CENC OO UrSrss

[HRI L EMIUZAY
ALDC: LD
CONUSOUONLES: O o Al b
EFFOAIE: T2 ERGE
L] FAR MMAL OEL LA IE:
v OADML LM IR BUSRFSR:
T v I K 29T
a + OELAMURA I Y UK TI1Z3-3TW
<
3 OOV UHLAMDMA TIY = THZHTIW 0T
1A EHUVINGE: Oalahoms SIAIE[ARMIEVINGE:  ORSD
UL MY MARE: LM EL S 1A IES

GEND DU USUISA

CONTRACT WFGRAA TION
Pcker Hruitiphs eoiriach e it iosd s of B DaDAAE, oty % iyt

LON IHAC T RUMHEIE
CAGE CODE:

LAGE COUE HANE-
AMRUEIE RUMEEIE

LA UolAAL:
BN O I E DHOOAR:
T ERD DA TE:
LLOSEOU! DALE:

oc:
IHOME: (a7} IE-1138

SUWALE SEARCH REQUEST | LMDATE COHTALT L
AMAMCED SEARCH

LF
* - ..,

Figure 3DoDAAC Search Results
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4.2. The example below is the result from a RIC search. The page contains all the data
elements of the RIC. Note there is only one address associated to a RIC, so
scrolling should not be required in order to view the entire RIC record. See Figure

4.

ACTIVITY ADDRESS CODE
FROGRAM

RIC INFORMATION
RIC: (<311 CREATION DATE:  05M5/2003
RIC DODAAC: 1595GR
DODAAD SERVICE/AGENCY:  All Non-DoD Faderal Agenciss
MAJ COMMAND:
COCOM: USNORTHCOM LAST UPDATE: 13-FEB-16
COMMRNs) INFORMATION
DP- RUMMMMM
Note: Ri{s) RUMMMMM, RUTTTTT, RURRRRR, RESERVE, RDELETE - for DAAS Use Only
TAC INFORMATION
EFF DATE: 05M5/2003
+ DEPT OF JUSTICE BUREAU OF PRISONS DEL DATE:
« UNICOR FEDERAL PRISON INDUST INC
T PO BOX 5400
ADELANTO CA 32304
A
C ciry: mpeLanto ZIP: 52301 IPC:
1 STATEFROVINCE: California STATE{ANJPROVINCE:  CANE
COUNTRY NAME: UNITED STATES

HOME
CONTALCT CS5P
RESOURCES

* *
dek G dk

* *

SEARCH REQUEST | UPDATE CONTACT C5P RESOURCES

RIC Search Results

GENC CC: US/USA

SIMPLE SEARCH REQUEST | UPDATE
ADVANCED SEARCH DODAAD System Help Desk
DoDAAD System Access Control Point
DODAAD Admimistrator

Figure 4 - RIC Search Results
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5.  ADVANCED SEARCH. This feature is restricted and requires a System Access
Request (SAR). Unlike the simple search, in the advanced search you can search any field
in the DoDAAD database. Also, the advanced search will likely bring back multiple records
and not just one. These records can be viewed individually or downloaded to an Excel
spreadsheet for further filtering and analysis. Access may be granted to the Advance
Search function only if there is a validated need for this access. See Figure 5.

1 ) ﬁvm‘m_
U LJMA\ML

PCTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT CSP RESOURCES HOME
PROGRAM

DoDAAC Search

For Official Use Only (FOUQ)

PLEASE NOTE: Searches have been changed. Flease review the help information for changes. Also, some fields
have been consolidated under different headers. The field you normally search on may be located in a different area
on the screen.

**Enter data in one or more of the following fields: **
Note: + Search of this field must be combined with service code. No wildeard search on this fisld
++ 1. Search of this fiekd must be combined with service code. Wildeard search sllowed.
2. Enter an asterizk fo szarch 2ll none blank values of this field.

[ View Results |J Download Results to File w

[ Include RICs in search download [ Include GSA data in search download
DODAAC INFORMATION

DoDAAC: l:l uic: l:l O Active only: O Deleted only: O Al
DODAAD
SERVICE/AGENCY: |- Select one — v
ORG TYPE CODE: | v DELETIONDATE: [ |[F]
AUTHORITY CODE: [ v CONTRACTOR: [] Yes
MAJ COMMAND: | V| CONTR ADMIN OFFICE: [ Yes
e =
SUB TIER CODE: [ v CGAC: | V|

PROCUREMENT AUTHORITY: [] Yes  GRANT AUTHORITY: [] Yes FUNDING OFFICE: [ Yes

COMMRI(s) INFORMATION

TAC ADDRESSES [[] check here 1o search entries in all 4 TACs

| | EFFDATE:[ | [F]
| |

T [ 1

Figure 5 — Advanced Search Page
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6. REQUEST | UPDATE. The Request/Update function allows any user the ability to
submit a request to a DoODAAD Central Service Point (CSP). Update and delete both
require a DoDAAC, the Add does not, since only a CSP, or, in some cases, a Monitor is
allowed to assign a DoDAAC. The steps are covered below and the request values should
be self-evident, but detailed instruction regarding each field on the eDoDAAD page is
available for download (if required). Since instructions are available, we will not be covering
the definition of each field in this document.

6.1. Requestor page is all about the user making the application. The CSP will use this
information to document the reason for the DoDAAC and contact information if the
CSP has any questions. The most important information on this page is the
purpose field, because the CSP will use this to determine whether the DoDAAC
request has merit. See Figure 6.

ACTIVITY ADDRESS CODE s REQUEST | UPDATE CONTACT C5P RESOURCES HOME
PROGRAM

Step 1:
Reguester Information

All fields are required

ﬁyp&:

O Military

O DOD Civilian

) DeD Contractor
© Federal Civilian

) Federal Contractor
O State/Local Civilian
Mame (First Last)

[ServicelAgency (if Contractor, enter ServicelAgency supporting):

|CficelActivity

IContact Information

Emiail: | |

{no spacas, hyphens, ar parentheses)

Purpose (Provide a detailed description for this request): (Maximum of £000 charecters)

HOME SIMPLE SEARCH REQUEST | UPDATE
CONTALT CsP ADVAHCED SEARCH
; RESOURCES
T %

4 * T
w1 h ok

e

Figure 6 - Requestor Information Page
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6.2. DODAAC information provides a means to enter any of the fields of a DoDAAC
entry. A request to create a DoDAAC will require a review of the instructions (PDF).
The type of request dictates the fields required. See Figure 7.

DoDAAD

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT C5P RESOURCES
PROGRAM

Step 1: Step 2:
Requester Information Enter Update
Information

ADD DODAAC
ik hece for . ks [FDF]
Record Information (TAC1)
DODAAC:
UIC:
(Organization Type Code: V|
[Authority Code: |
Major Command: |
Sub Tier Code:
ceAc: [ |
FProcurement Authority: ® NoChange O Mo () Yes
Grant Authority: ® NoChange O Mo O Yes
Funding Office: ® NoChange O Mo O Yes
Contractor: ® NoChange T Mo O Yes
Contract Admin Office: ® NoChange O Mo O Yes
DP COMMRI: [ |
Billing COMMRI: I [
Effective Date: i
Address Line1: li
Address Line2:
Address Lined: | |
Country:
[statetProvines: ]
City- I |
ZIP Code: = =T, |

International Postal Code:

Enter Shipping Information [TAC2)

Enter Billing information (TAC2

| Enter POC Information |

Figure 7— DoDAAC Information Page
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RETRIEET | UPDATE DOMTACT TSP
Select the ServicelAgency for this request
TARCE SErCE | AETCY 5 WEICH THE MIUEE [§ BUTE dUSITISSS. FOr Mo IRCrTIED O, d e W
£
Sarvics [ Agescy e MAJCOM
Barius
OALLH:IJI:IU.LL'III'IJ*NJ.GI:}X_'Iﬂ L
MMM & AT HUIBUE ERCHANIGE SEIRCE |ARHES) o]
OIJI:H:NSI: AUVANUE HESEARUH IMEOEC 1S ACERCY (DAIB"A] Hie
COEHENSE CUNMISSARY AEENUY [UECA] HOU
) EHENSE CUMIMAL | AUDI AGENCY |UUAS) HA
I EHENSE CUM AL | MARALEENEN | AGERCY [DUNA) ] B, 57, = i
) EHENSE FINAMUE AR AUDUUN 1IRG SEUVIUE [UHAY HO ul
D EHENSE HEAL IH ALEENUY [UHS) HIH, HI wH
) EHENSE HUBAM BESUUNIES ACIVITE [UHIL) HE W
) EHENSE INFOURALIN STS1ERS AGERIY [LISA) HI{24-400), kO ]
() EHENSE 1N ELLIGENE AUERUY (018 HH
) EHENSE LULEY 1KY ALEENUY (ULA) 28,2V, I8 E,U 5, 1
() EHENSE SECUID Y CUUIEIS 110N AGERLT |LSCa) HEL L]
) EHENSE SECUID | Y SEMVICE (05Y ]
(O EHENSE |ECHNILAL PPOIMA IO CERLEIE [UIT] La1] Wil
CIOEHENSE | HMEA L BELUC 110N AGENCT [LV1IEA] HU, HE
() U U 1O AL LIV UOUEA) OS5 ]
) L UL H EY LA L U HELE LU HI1, HE WK
L PN H S LA U A | O HLU s
) 0 IR 1O GEREIRAL (LG Hr
Cloaa 1ES1 1 EAM L e
Ok s1are HI1, HE W
LAY U 1AL SERVICE AEEMUY L
L Der ERSE AUERGY (MDA HO vl
M FURAL GELTSIA 1AL 1 ELLIGERCE ALENUY [HGA] HE
M RIRAL SECUINN T AUERUY (MSA] M1 HE Ny
i HEIE BOW AT INIES HL, MU, WY WL
Clmwsien avwn ALL ALL ALL
UM VI SR VICES UNIVERSITY HEALIH SOERUES HU
!gsug
Clus Am PO S EFd o, EFJ
[T WEEAE) F--ALHA
Clug snEY jusa) ER, AL, W P
(s e ) LA JUsC < £
s UYEEIE CURKAND [USEYEENCUR HE
()1 MAIIKE SO U (o] LK LM
s Many Juse MO, IV
Ol many Juskg RO IL W
s AL ONENALILNS CUMMANL |Ssutun HE
(s R UL CUMMARL (USS |HA L0 He
I ARSI A TR COMMAMU (US| AN STOM], HIL, HEA
LIRS
I NIERHSITIL A R CORBAML (US| HANSUOM)|, L ERess HHE
SUUHIER SENVIEE
iOwuHNL:luu HEALMIUAIED EIFS SEIFICE [WHY HO H i)

Figure 8 — Routing information Page

6.3. Routing information directs the request to the correct CSP. Only the CSP for the
Service that will own or currently owns the DoDAAC can create/update/modify a
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DoDAAC. For example, do not send DLA a request to create or update an Navy
DoDAAC, because they will not be able to comply. See Figure 8.

6.4. Review and submit. This is the final verification step before sending the request to
the CSP. This most important information on this page is the Name, email and
phone number of the person submitting the request. This information will be used to
reach back to the requestor if the CSP cannot complete the request with the
information provided. See Figure 9.

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTALT C5P RESDURCES
PROGRAM

Step 1: Step 2: Step 3: Step 4:
Reguester Information Enter Update Select Route Info Review and Submit
Information

Please review and submit your request

Your Information
TYPE DOD Civilian
MNAME Jim
SERVICE Davis
OFFICE [EESO
EMAIL Jim@dla.mil
PHONE 555-555-1212
[REA SON Test request

Route Information

Submit My Request

HOME SIMPLE SEARCH REQUEST | URDATE
CONTACT CSP ADVARCED SEARCH em Help Desk

RESOURCES AAD 5 Arcess Control Point

Figure 9- Review and Submit Page
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6.5. The Conformation page informs the user if the request was submitted successfully

10.

and allows the requestor to print a copy of the request for their records. See Figure

)OO

JAAL
ACTIVITY ADDRESS CODE
PROGRAM

Step 2:
Enter Update
Information

Step 1:
Requester Information

HOME
CONTACT C5P
RESOURCES

* *
ded f |0 drke

+* *

SEARCH

Thank you, Jim, for ugsing Enterprize DoDAAD

Stephanie.slone@dla.mil,

SIMPLE SEARCH
ADVAMCED SEARCH

REQUEST | UPDATE CONTACT CSF RESOURCES

Step 5:
Complete

Step 3: Step 4:
Select Route Info Review and Submit

Your requeast has been emailed to:

A copy has been sent to you.

Print the information

REQUEST | UFDATE

Access Control Point

Figure 10 — Complete (confirmation page).
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7. CSP RECEIPT. This section is only for the CSP. Requests to modify or create a
DoDAAC will arrive in the CSP’s inbox with an XML attachment. If the request is an ADD,
the CSP will need to determine the next available DoDAAC before they begin. If the
request is an update or delete, the DoDAAC will appear in the body of the email.

7.1. The DoDAAC request email arrives in the inbox, the first step for the CSP should be
to save the email attachment. It may be saved to any location, but it is
recommended the CSP saves all the XML files to one location and archive these

files in case they are required for review or reference at a future date. See Figure
11.

- [DO NOT REPLY]:Request ADD DODAAC - Message (Plain Text)

Adobe PDF Q Tell me what you want to do...

03 x ﬁ% 624 ﬁ;\a iz3 ] ¥ Move to: 7 =y Manager Qﬂ ‘=~ 5% Mark Unread % pel Q
Dl oo R (I- ; -)d &~ |ED Team Email v Done " B I Categorize - s "1,
® _ Delete eply Reply Forwar _ ove ranslate oom
. Al E-Ev ef- Reply & Delete ¥ Create New v . BR- ™ Follow Up~ . D_‘ -
Delete Respond Quick Steps (F] Move Tags ] Editing Zoom -

Tue 1/15/2019 %:58 AM

EBSO.DoDAAD@DLAMIL

[DO NOT REPLY]:Request ADD DODAAC
To M Slone, Stephanie Y CIV DLA INFO OPERATIONS {US); Ml Hopkins, Charles M CIV DLA INFO OPERATIONS (USA); B Tanner, Larry E CTR DLA INFO OPERATIONS (US)

Cc Jim@dla.mil

ﬁ fweb_app_fileseDoDAADXMLREQ_20190115145814005604_145814630963 xml
=| 2KB

This is a system generated message
DO NOT REPLY

The attached DODAAC ADD Request has been submitted for your review.

NAME: Jim

TYPE: DOD Civilian
SERVICE: Davis
OFFICE: EBSO

EMAIL: Jim@dla.mil
PHOME: 555-555-1212
REASON: Test request

Please take the following steps to review this request:

1. Save the email attachment (DoDAAD Request).

2. Log in to the DoDAAD Update Application.

3. Upload the saved attachment into the Application using the Import Change Request function.

4, Once the record opens in the Application, select View Request to review the data in the saved attachment.

5. If the information contained in the Request is incomplete or incorrect, select "Cancel", and reply to the requestor accordingly.
6. If the information is correct, you may select “Accept” to import the data into the record, and edit/save the record as necessary.
7. Please notify the requestor of the status of their request.

If you have any further questions or require additional guidance, please refer to the DoDAAD Update Application Standard Operating
Procedures.

Figure 11 — CSP DoDAAC Request Email
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7.2. DoDAAC to Update is exactly the same as before. You must enter a new DoDAAC
or an existing DoDAAC to start the process. See Figure 12.

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT CsP RESOURCES HOME
PROGRAM

Update DoDAAC

Enter DODAAC o RIC*:  [M28357] View slowstie

*RIC (ZZZ__ format)

HOME SIMPLE SEARCH REQUEST | UPDATE CONTACT US

CONTACT CSP ADVANCED SEARCH DoDAAD System Help Desk

RESOURCES DoDAAD System Access Control Point
DoDAAD Administrator

Figure 12 — Update DoDAAC Page
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7.3. On the Browse and Import page, the field will be blank if this is a new DoDAAC or
filled in if this is a change to an existing DoDAAC. See Figure 13.

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE CONTACT CSP RESOURCES
PROGRAM

DoDAAC Menu USP5 ZIP Code Lookup Update G54 Data

Update DoDAAC

For Official Use Only (FOUO)

Impor: XML file here:

Browise... Import file

* Required field
| DoDAAC: *[M28357 | | we: [mesasr ] Creation Date: D2/16/2001 |
| Organization Type Code: *[CoD -0 | Delefion Date: | | [ |
| Authority Code: | Raquisitioner - 00 v Contractor: [ Yas |
| Major Command: W | Contract Admin Office: [ Yes |
| Sub Tier Code: |DEPT OF THE NAVY - 1700 | |[ cGac: [DEPT OF THE NA ~] |
| Procurement Authority: [ Yes ” Grant Authority: [ Yes ” Funding Office: Yes |

COMMRI Information
OF COMMRI: [RUSAHUOD Eilling COMMRI: |RUQABAS

‘ ] Check here to copy all TACs from DoDAAC: [ | |

‘ ] Check hers to copy TAC1 from DoDAAC: [ | ‘

TACA Information

Lined: * |CDMWNDING OFFICER EFF Date: 100142014 i

ﬂ

Line?: |CLC 1€ 3UEFLY | ||

Line3: [Box 95150 | ||

|

I Lined:  ¥oum AZ 85360

[ Lines:

| Country: * [UNITED STATES - US, USA v
| State/Province: * [Arizona, AZ, 04 v

| City: * [y |

‘ 7IP Code: [25360 | [Lookup State/City| International Postal Code:

‘ ] Check here to copy TAC2 from DoDAAC: | |

[c-=1E,.. |
!

‘ @ Click here to copy current TAC1 to TAC2

[ Check here for MESSAGE ENTRY (NO ADDRESS DATA)
(Formerly Free Form)

TACZ2 Information

| Linet: * [DISTRIBUTION MAMAGEMENT OFFICER | EFF Date: [10114/2014 |7 |
| LineZ: [MF CLC 1& 3UFPLY M28357 | DEL Date: m |

| Lined: |[BLDG 480 MCAS FHONE 602 268 5384 |

Figure 13 — Update DoDAAC Page
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7.4. The Browse/Import is a two-step process. First you need to browse for the XML file
saved earlier in this process that was attached to the email request. Once the file
name appears in the box, click the Import button to either populate the empty fields
with data or overlay existing fields with elements the requestor wants changed.
Everything may or may not be correct. There are no validation on the form the
public user is using, so there may be misspelling, the zip codes may not match the
state/city, fields may be missing that are required. Basically, the CSP must perform
the same due diligence on an XML file they would perform if they were sent an
email request for change. The timesaving aspect of this new process is the CSP
does not have to retype the data because the XML file provides the data entry for
the update. See Figure 14.

ACTIVITY ADDRESS CODE SEARCH REQUEST | UPDATE COMNTACT CSP RESOURCES HOME
PROGRAM

DoDAAC Menu  USPS 7IF Code Looku Update GSA Data

Update DoDAAC

For Official Use Only (FOUO)
Impaort XML file hare:

H:\My Documents\&AA fweb_app_fileseDoDd  Browse... Import file

* Required fisld

I DoDAAC Information I

[obaac:=[uzszar | Juic: mzsssr | |[ Creatien Date: 021162001
Organization Type Code: * [DoD -0 | Deletion Date: ,—| 1
Authority Code: | Requisitioner - 00 b Contractor: [ Yes

W | Contract Admin Offica: [ Yes

Sub T Gose. |00 OF TRy 1700 =T m—

| Procurement Authority: [ Yas " Grant Authority: [ Yes || Funding Offica: & Yes

COMMRI Information
DP COMMRL: |RUSAHUD Billing COMMRI: (RUQABAS

[ Check here to copy all TACs from DoDAAC: [ | (WiewTAcs)

| [0 Check here to copy TAC1 from DoDAAC: [ | iswiAct) |

TACA Information
Linai: * |C0MI‘M‘IJ°.NDINGOFFICER | EFF Date: [10/14/2014
Line2: |CLC 16 SUFFLY

Lined: |[BOK 23150

Linad: |yim AZ 85368

Line3:

Country: * [UNITED STATES - US. USA v
State/Province: * W

City:*  [vma | | sei2IF,,,
ZIP Code: (25360 | [Lookup StateCity] International Postal Code:

] Check here to copy TAC2 from DoDAAC: | | iswTAGa)

@ Click here to copy current TAC1 to TAC2

[ Check here for MESSAGE ENTRY (NO ADDRESS DATA)
{Formerly Free Form)

TACZ Information

Line1: * |DISTRIBUTION MANAGEMENT OFFICER EFF Date: |10/14/2014 |
Line2: [MF CLC 1€ SUPPLY M28357 DELDate: [ |17 ||

Figure 14 — Browse/Import Page
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