DEFENSE LOGISTICS AGENCY
J6DS — DEFENSE ENTERPRISE DATA STANDARDS OFFICE
EXTERNAL ACCESS — SERVICENOW

DEDSO SUPPORT REQUEST TILE

REVISED: MAY 07,2026




DEFENSE LOGISTICS AGENCY
J6DS — DEFENSE ENTERPRISE DATA STANDARDS OFFICE
EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE

Revised: May 07, 2026

RECORD OF REVISIONS

Date Revision | Document Description
Owner
02/20/2025 | Original BN/AZ | Original document.
08/12/2025 vl BN/AZ |Formatting changes.
02/05/2026 v2 BN/AZ |Formatting changes.
05/07/2026 v3 AZ/CC | Added ‘DEDSQO’ prior to ‘Support Request Tile” in document

title to match website tile name; updated numbering and titles
for steps 8 through 9; updated ticket-submission steps in sections
8.1, 8.2, and 8.3 and added corresponding screen captures; added
section 8.1 and step 8.1.b.

PAGE1



DEFENSE LOGISTICS AGENCY
J6DS — DEFENSE ENTERPRISE DATA STANDARDS OFFICE
EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE

Revised: May 07, 2026
TABLE OF CONTENTS

RECOTA OF REVISIONS ...ttt ettt ettt e st e b e et e et e st e e beesaees 1
TaADIE Of CONLENLS .....eeuteiieiieie ettt ettt ettt sttt et sbe et et e sb e e beestesaeenee il
External Access — ServiceNow DEDSO Support Request Tile Process .........cccccvveevveeecieenneeennee. 2
1. Navigate to Defense Logistics Agency (DLA) Service Portal. ..........cocoviiiiniiniininiiniene 2
2. SELECt COItITICALE. ..ottt ettt et ettt et sttt e et e e beesabeebeeeae 2
3. REEISITALION. L...tieiiieeiiieiie ettt ettt ettt et e et e st eenbeesateenbeesaseenseessbeenseassseenseennseenseannns 3
4. ACCOUNT VETTIICALION. .....eiiiiiiiiiiie ittt sttt st et e st e e st e ebee e 4
5. PASSWOTA SEIUP. .eeeeiiieiieeiieite ettt ettt ettt et e et eebeesat e e bt e sabeenbeessaeenseessseenseennseenseannns 4
TR 0. 4 SRS 5
7. DEDSO SUPPOIt TI1E ACCESS. ...uvieuiieiieriieeiieniieeieeeiteeteesteeteeseteebeesesessseessaeesseessseeseessseenseensns 6
7.1 DIFECE LANK. ettt ettt et et e st e et e it e b e saeeenteas 6
7.2. SEArCh Bar OPHION. .....cciiiiiiiiieiieeitesie ettt ettt ettt et e st e et esateesbeessbeebeessseenseessseenseas 6
7.3. Catalog SCATCH. ....eiiiiiiiciieece et e e et e e et e e e b e e ebaeenaaee e 7

8. DEDSO SUpport REGUESES. ...c..veiiiiieiiiieiiiie ettt ettt ettt e et esiteesbteesbeeesanee s 7
8.1. Main Landing Page. .........ccoviiiiiiiiiiceie ettt e ettt 7
8.2. INfOrmation REQUESES. ....cc.eeiiiiiiiiiieiie ettt ettt ettt sttt e s e et esabeebeessneensaesnneens 8
8.2.1. Submitting an Information Request. ...........cccccvveeiiiiniiiieiie e 9

8.3. Training REQUESES. ...cocuviiiiieiiieiieie ettt ettt ettt ettt et e e beeteeeabeenseeseseenneas 10
8.3.1. Submitting a Training REQUESL. .......ccoviieiiiieiieciie et 11

8.4, Change REGUESES. .....eeiuiiiiieiiiieiieeie ettt ettt ettt stte et e et eeateesbeeenbeesaesnseenseesnseenseas 12
8.4.1. Submitting a Change ReqUEST. ........cccouieiiiiiieiiieeie et 13

9. Contact INFOIMATION. .....ovviiiiiiiiiieieeiert ettt sttt st sae et st e e eaees 15

PAGE 11



DEFENSE LOGISTICS AGENCY

J6DS — DEFENSE ENTERPRISE DATA STANDARDS OFFICE
EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE

Revised: May 07, 2026

EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE —

Process:
Process Owner:

Purpose:

Responsibility:
Desk Guide Location:

Q-Drive Filing
Location:

References:

Record Series
Information:

DEDSO Internal
Business Rule:

File Inclusions:

INFORMATION OVERVIEW

External Access — ServiceNow DEDSO Support Request Tile
Bao Nguyen and Amy Zink

Process shows external users how to access the ServiceNow Defense
Enterprise Data Standards Office (DEDSO) Support Request tile.

External users accessing DEDSO Support Request tile.
SOPs_Desk Guides

Q:\J-6\J6DS\5300.04-Reference Library General\Training, SOPs, and
Templates\CTR SUPPORT DESK GUIDES

Defense Logistics Agency Service Portal

Information Technology Service Management (ITSM) Portal -
Defense Logistics Agency (servicenowservices.mil)

Record Series, Record Series Title and Content Description:

5300.04 — “Reference Library. Copies of policy or publications,
correspondence, specialized references, inquiries, and information that
is used for general reference within individual offices. Excludes
issuing office record sets of publications and policy documents that
are file under Schedule 5025.03 or issuing office SOPs or similar
records filed under 5300.34.”

Disposition Authority:
Defense Enterprise Data Standards Office (DEDSO)

Highlight DEDSO internal business rules, as applicable.

Not applicable.
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EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE PROCESS

1. NAVIGATE TO DEFENSE LOGISTICS AGENCY (DLA) SERVICE PORTAL.
a. Go to the secure (.mil) DLA Service Portal.
b. Click “Yes” on the Security Notice.

Microsoft Word Security Notice I >
@ Microsoft Office has identified a potential security concern.

Hyperlinks can be harmful to your computer and data. It is
important that this file is from a trustworthy source.

https://dlaservicenowservices.mil/sp?id=index

Clicking yes will enable all hyperlinks to this domain, for this session.

Do you want to continue?

Yes | No

2. SELECT CERTIFICATE.

a. Select appropriate certificate.
b. Click ‘OK.’

. A X
Select a certificate for authentication
Site www.atrrs.army.mil:443 needs your credentials:
]
B DOD ID CA-70
Authentication - ISR
9/2/2024
hitrinity.dla.mil
@ Entrust Certification Authority - L1K
5/17/2024
5 hitrinity.dla.mil
Entrust Certification Authority - L1K
2/5/2024 w
Certificate information I oK I Cancel

PAGE2


https://dla.servicenowservices.mil/sp?id=index

DEFENSE LOGISTICS AGENCY
J6DS — DEFENSE ENTERPRISE DATA STANDARDS OFFICE
EXTERNAL ACCESS — SERVICENOW DEDSO SUPPORT REQUEST TILE
Revised: May 07, 2026

3. REGISTRATION.

a. Click ‘Register as an External User.’

DLA External Users Login

Forgot Password 7

or

[B=] Login with PIV/CAC card

DLA internal Users Login

Internal User Log in

b. Enter the required information in the form fields.

Service Portal Self Registration

* Indicates required

* Last Name

* Commerical Phone

* Duty Organization

[ osme | o ]

c. Click ‘Sign Up.’
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4. ACCOUNT VERIFICATION.
a. Check the e-mail used for account registration for account verification link.

b. Within the e-mail, click ‘Verify Account.’

Thank you for registering with us!

Please confirm that you want to use this as your account email address by clicking on the link given below:

Verify Account
ease note that you cannot use your account without activation.

The link will expire in 24 hours to keep your account secure.

Unsubscribe | Notification Preferences

c. Select common access card (CAC) certificate.

ko o7 S ging o
et om0 Logen et

= i Harving an IT lssue? D )
Bty Krowsecu Bae
d Bt i

d. Click ‘OK”’

5. PASSWORD SETUP.
a. Check the e-mail used for account registration for a link to set a password.

b. Within that e-mail, click ‘Set a new Password.’

Your user account is successfully created on Defense Logistics Agency.

Your user name is [

Please set your passwaord to access your user account by clicking on the link below.

| Set a new Password. |@

Naote: This link will expire in 24 hours.

Unsubscribe | Notification Preferences
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c. Following the password requirements, enter a password in the ‘New password’ and
‘Retype password’ form fields.
d. Click ‘Reset Password.’

r’ o™
® @ 3]

Identity Werify Reset

Reset Password
Account is not locked

e kel =

Strength

& Minimam 15 characiers

= Maximom 40 characters

& At least 1 lowercase letter(s)
& At least 1 uppercase letter{s)
& At beast 1 digitis)

(= At least 1 special character(s)

Retype panveord =

. : . .

6. LOGIN.
a. Enter login information in the ‘User name’ and ‘Password’ form fields.

b. Click ‘Log in.’

Welcome to DLA Service Portal

DLA External Users Login

Forgot Password ?

or

[EZ] Login with PIV/CAC card

DLA Internal Users Login

Internal User Log in
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7. DEDSO SUPPORT TILE ACCESS.

a. Navigate to the Information Technology Service Management (ITSM) portal:

ITSM Portal - Defense Logistics Agency (servicenowservices.mil)

b. Access the DEDSO support tile in one of the following ways.
7.1. Direct Link.
a. Navigate to the DLA Service Portal.

b. Log in.
7.2. Search Bar Option.

a. Enter ‘DEDSO support request’ in the search bar.
b. Click [Enter].

D\ DEFENSE LOGISTICS AGENCY  |ncidents
! ‘
L

Ag—
,.. | _____:___,nd

Requests Tickets Approvals Catalog ours

1711 .

. Welcomet6 IT Ser
| SN

DEDSO|

Q dedso
Q, dedso support request
Recent Updat95 Q  dedso training request

c. Click on the ‘DEDSO Support Request’ tile.

Sources All results for "dedso”
Al

Knowledge Bases DEDSO Support Request
Catalogs

Defense Enterprise Data Standards Office (DEDSO) Support Request

FILTERS
Knowledee Bases ear A & DEDSO Support Request Information
wiedg
For DEDSO support, look to the right under Related Items and open DEDSO Support Request in DLA's ITSM Portal Background Purpose of the
Category » F DEDS0 Support Request Tile: This allows intermal and external Cha

Last modified »

View Count » & 175M Portal Requested Items versus Reporting an Incident
Enterprise Data Standards Office (DEDS0] Support DEDSO Support Request «Defense Logistics that need to be submitted to DEDSO Bxarnples
that fall into this type of request include: «Supply
Catalogs
Article: KBO01248

Category »

End of results
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7.3. Catalog Search.
a. Click on ‘Catalog’ in the ribbon at the top of the webpage.
b. Click on the ‘DEDSO Support Request’ tile.

TICS AGENCY  Incidents Knowled. se  Other Applic Tours

Requests  Tie

Approvals Catalog

Catalog
Home > Catalog > AU 3 Seuch Q Report an Incident
Other Services
Categories Other Services | =

B Al

Control-M Request

Account Management

Communication & Collaboration

Data, Reporting and Scans

Hardware & Software

Enterprise Test Directorate
Portfolio Support Request

DEDSO Support Request

View Details

Learning Management
System (LMS) Request

View Detaits

EBS BPA Incident Request

74

Network LAN Services
Request

= 1
% jm

Citizen Development

8. DEDSO SUPPORT REQUESTS.

8.1. Main Landing Page.
a. The main landing page appears when the ‘DEDSO Support Request’ tile is clicked.

DEDSO Support Request

Defense Enterprise Data Standards Office (DEDSO) Support Request

**DO NOT UPLOAD PII TO THIS REQUEST**

IMPORTANT: Do not proceed if you need to report an unplanned interruption causing an undesired outcome (e.g. something worked
yesterday but is broken today). Instead, please exit this request and call the DISA Global Service Desk at 844-347-2457 *Press 5, then speak
or enter D-L-A* or Report an Incident.

DESCRIPTION: This request is for the following type of DEDSO requests:

+Defense Logistics Management Standards (DLMS) Training requests
*Proposed DLMS Change (PDC) Requests
+Requests for information that need to be submitted to DEDSO

Examples that fall into this type of request include:

+Supply (requisitioning/issue processes, inventory, and disposition services)
«Finance

+Supply Discrepancy Reporting (SDR)

+Product Quality Deficiency Reporting (PQDR)

+DoD Data Dictionary

+DoD Activity Address Directory (DoDAAD)

«Military Assistance Program Address Directory (MAPAD)
+Pipeline Measurement (as required by ODASD(L))

K12

XML

«Implementation Convention

«DoD Logistics Policy/Manual

«Contract Administration

For further information see DEDSO Support Request Information.
TURNAROUND: The expected turnaround is 30 business days.

REQUIRED FORMS: None
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b. There are three types of requests that can be submitted to DEDSO:
(1) Information requests
(2) Training requests

(3) Change requests

8.2. Information Requests.
a. A knowledge-based article can be accessed at the following link:

DLA IT User Self-Service Knowledge - DEDSO Support Request Information
(servicenowservices.mil)

b. Information/updates can be requested for:
(1) DoD Activity Address Directory (DoDAAD)
(2) Military Assistance Program Directory (MAPAD)
(3) Supply
(4) Finance
(5) Product Quality Deficiency Reporting (PQDR)
(6) Implementation Conventions
(7) DoD Logistics Policy
(8) Defense Logistics Manual 4000.25
(9) Data Dictionary
(10) Transportation
(11) Cataloging/Federal Logistics Information System (FLIS)
(12) Contract Administration

(13) X12 Data Maintenance
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8.2.1. Submitting an Information Request.
a. Fill out the required form fields.
b. Click ‘Submit.’

* Requested For @ é

If requesting on behalf of another employee, select 'down’ arrow (far right) and enter name in text box. %

|0 Amy ZINK x » I

* Preferred Phone number @

IMPORTANT: Ensure the phone number is in one of the following appropriate formats, to include spaces and punctuation: 3%

DSN (CONUS) 94-SRu-HRaE
DSN (OCONUS) 94 (#77) s55-a555
Commercial (757 sas-aana
International Hiry (wn) pag-pauy
I {937) 343-8481 I

* Service/Agency @
= ]
*Request Type @ e

For further information see DEDSO Support Request Information, X

[REQ[.‘[—S[ for information/DEDSO Update . ]

* Type of Information Request é
I DODAAD v I
* Information Request Details e

Test

c. The system successfully submits your ticket despite displaying a ‘Request not found’
message, as shown.

L% DEFENSELOGISTICS AGENCY |ncidents Requests  Tickets Catalog  KnowledgeBase  OtherApplications  Tours

i

Home ¥ RequestSummary Search Catalog

Request not found
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My Open Items

Open Items

‘ All Incidents Requests

= Tasks

Number
RITM0420307
RITM0420301

RITM0420298

< > Rows1-30of3

Tickets

Task type
Requested Item
Requested Item

Requested Item

Short description
Change Request
Change Request

Change Request

State
Pending
Pending

Pending

Created

05-05-2026 08:04:24

05-05-2026 08:02:10

05-05-2026 07:58:25

All ltems

8.3. Training Requests.

a. The following trainings are available upon request:

(1) X12 101

(2) X12 Implementation Conventions

(3) XML 101

(4) DODAAD/MAPAD
(5) Supply Discrepancy Reporting (SDR)

(6) PQDR

(7) Supply
(8) Finance

(9) Data Dictionary
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8.3.1. Submitting a Training Request.
a. Fill out the required form fields.
b. Click ‘Submit.’

* Requested For @ e

If requesting on behalf of another employee, select 'down’ arrow (far right) and enter name in text box. %

IG Amy ZINK ® v I

* Preferred Phone number @

IMPORTANT: Ensure the phone number is in one of the following appropriate formats, to include spaces and punctuation: X

[DSN (CONUS) EYamr—
DSN (OCONUS) 04 (288) men-seag
Commercial (777) ma5-7FEF
International =55 [585) #55 8355
I (937) 343-8481 I

* Service/Agency e
I DLA .I

c. Click the checkboxes next to the desired training(s).

d. Choose the requested training date.
e. Click ‘Submit.’

* Request Type @ @

For further information see DEDSO Suppart Request information, %

I Request for Training " I

* Type of Training Requested
X12 10
X12 Implementation Convention

XML 101 @n

Do DAADMAPAD

SDR

o T

Supply

Finance
Data Dictionary

Hame/Email for each atténdes @
Provide acditional attendees name/email that you are requesting 1o attend the training. X
wesley. best@dla.mil, donaldandon@dla.mil

Training Details

* Requested Training Date @ @

Provide the proposed date that you would like the training to be conducted. X

Note: This date may be adjusted in coordination with the requestor,

03-12-2025 ]
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f. The system successfully submits your ticket despite displaying a ‘Request not found’
message, as shown.

f1) DEFENSE LOGISTICS AGENCY |ncidents  Requests  Tickets  Catalog  KnowledgeBase  OtherApplications  Tours

i

Home ¥ RequestSummary Search Catalog

Request not found

g. Requests show up at the bottom of the Home Page under ‘My Open Items.’

My open Items All ltems
Open ltems
‘ All ‘ Incidents | Requests ‘ Tickets ‘
= Tasks
Number Task type Short description State Created
RITM0420307 Requested ltem Change Request Pending 05-05-2026 08:04:24
RITM0420301 Requested Item Change Request Pending 05-05-2026 08:02:10
RITM0420298 Requested ltem Change Request Pending 05-05-2026 07:58:25
< > | Rows1-30f3

8.4. Change Requests.
a. Change requests can be submitted for:
(1) DoDAAD
(2) MAPAD
(3) SDR
(4) Supply
(5) Finance
(6) PQDR
(7) Administrative
(8) Data Dictionary
(9) Cataloging/FLIS

(10) Contract Administration
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(11) Transportation
(12) Supply Process Area
(a) Materiel Management
(b) Distribution
(c) Order Management
(d) Materiel Receipt
(e) Materiel Returns
(f) Materiel Disposal
(g) Hazardous Waste
(h) Demand Planning
(1) Procurement/Contract Administration
(j) Small Arms/Light Weapons
(k) Pipeline
(1) Project Codes
8.4.1. Submitting a Change Request.

a. Fill out the required form fields.
b. Click ‘Submit.’

* Requested For @ &

If requesting on behalf of another employee, select "down’ arrow (far right) and enter name in text box. X

I0 Amy ZINK ® . I

* Preferred Phone number @

IMPORTANT: Ensure the phone number is in one of the following appropriate formats, to include spaces and punctuation: X

DSN (CONUS) 94-385-2588
DSN (OCONUS) |94 (585) 383-8588
Commercial (z77| mam-gEEE

International as (ga%) snn-seey

I (937) 343-8481 I
* ServiceAgency e

c. Complete all required form fields, as shown, specifying the type of change and the
reason for the change.

d. Click ‘Submit.’
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* Request Type @ é

For further information see DE0SO0 Supeart Request Information, %

I Reguest for Change * I

* Type of Change é
IFmanct E I

Technical Change POC Name/Phane/Emall @

The Technécal POC should have expertiss in the specific technigues or tools required to complete the change, X

MOTE: Technical POC and Functional POC can b the same person in certain situations, “

Requined information
Functional Change POC Name/Phone/Emall @

The Functional POC should have expert knowledge on the change and its overall impact on the system(s) that it affects. X

Aunct o Matrdia | Weakness Rrlsted

MOTE: Technical POC and Functional POC can be the same person in certain situations,

* Reason for Change @ e

Additional information on the change can be uploaded under attachments. ¥

I ]

Change in Detall @

Additional infermation on the change can be uploaded under attachments. X

*® Audit or Material Weakness Related

- <

Lo

* Type of Change e

| Supply

* Supply Process Area
Material Management

Distribution
Order Management
Material Receipt & Material Returns
Material Disposal & Haz Waste
Demand Planning
Procurement/Contract Administration
Small Arms/Light Weapons
Pipeline
Project Code
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e. The system successfully submits your ticket despite displaying a ‘Request not found’

message, as shown.

£ DEFENSE LOGISTICS AGENCY |ncidents

i

Home ¥ ReguestSummary

Request not found

Requests Tickets

Knowledge Base

Other Applications

Tours

Search Catalog

f. Requests show up at the bottom of the Home Page under ‘My Open Items.’

Open ltems

My Open Items

‘ All ‘ Incidents | Requests ‘ Tickets ‘

= Tasks

Number
RITM0420307
RITM0420301

RITM0420298

£ >

Task type
Requested Item
Requested Item

Requested ltem

Rows 1-30f3

Short description
Change Request
Change Request

Change Request

State

Pen

din

g

Pending

Pen

din

g

Created

05-05-2026 08:04:24

05-05-2026 08:02:10

05-05-2026 07:58:25

All ltems

9. CONTACT INFORMATION.

Contact the DEDSO Data Team for any registration and request issues: dedsodata@dla.mil.

//END PROCESS//
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