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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).   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 1- Home Page 

https://www.transactionservices.dla.mil/eDODAAD/
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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.  

 

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.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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. 
 

 

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. 

 

  

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 DoDAAD 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. 

 
 
 

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. 

Figure 7– DoDAAC Information Page 
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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 

Figure 8 – Routing information Page 
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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. 
 

 
 

 
 
 
 
 
 
 

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

and allows the requestor to print a copy of the request for their records.  See Figure 
10. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

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. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 
 

 

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. 

 
 
 

Figure 14 – Browse/Import Page 


