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EXTERNAL ACCESS – SERVICENOW DEDSO SUPPORT REQUEST TILE – 
INFORMATION OVERVIEW 

Process: External Access – ServiceNow DEDSO Support Request Tile 

Process Owner: Bao Nguyen and Amy Zink 

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

Responsibility: External users accessing DEDSO Support Request tile. 

Desk Guide Location: SOPs_Desk Guides 

Q-Drive Filing 
Location: 

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

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

Record Series 
Information: 

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) 

DEDSO Internal 
Business Rule: 

Highlight DEDSO internal business rules, as applicable. 

File Inclusions: Not applicable. 
  

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

 

2. SELECT CERTIFICATE. 
a. Select appropriate certificate. 
b. Click ‘OK.’ 

 

https://dla.servicenowservices.mil/sp?id=index
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3. REGISTRATION. 
a. Click ‘Register as an External User.’ 

 

b. Enter the required information in the form fields. 

 

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.’ 

 

c. Select common access card (CAC) certificate. 

 

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.’ 
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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.’ 

 

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

 

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

 

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

 

8. DEDSO SUPPORT REQUESTS. 

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

https://dla.servicenowservices.mil/sp?sys_kb_id=e43c52f497684e50600f71511153af4d&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=7d043fd647f28610e73439aa436d43b9
https://dla.servicenowservices.mil/sp?sys_kb_id=e43c52f497684e50600f71511153af4d&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=7d043fd647f28610e73439aa436d43b9
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8.2.1. Submitting an Information Request. 
a. Fill out the required form fields. 
b. Click ‘Submit.’ 

 

c. The system successfully submits your ticket despite displaying a ‘Request not found’ 
message, as shown. 
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d. Requests show up at the bottom of the Home Page under ‘My Open Items,’ as shown. 

 

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.’ 

 

c. Click the checkboxes next to the desired training(s). 
d. Choose the requested training date. 
e. Click ‘Submit.’ 
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f. The system successfully submits your ticket despite displaying a ‘Request not found’ 
message, as shown. 

 

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

 

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 
(i) Procurement/Contract Administration 
(j) Small Arms/Light Weapons 
(k) Pipeline 
(l) Project Codes 

8.4.1. Submitting a Change Request. 

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

 

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

d. Click ‘Submit.’ 



DEFENSE LOGISTICS AGENCY 
J6DS – DEFENSE ENTERPRISE DATA STANDARDS OFFICE 

EXTERNAL ACCESS – SERVICENOW DEDSO SUPPORT REQUEST TILE 
Revised: May 07, 2026 

PAGE 14 

 

 



DEFENSE LOGISTICS AGENCY 
J6DS – DEFENSE ENTERPRISE DATA STANDARDS OFFICE 

EXTERNAL ACCESS – SERVICENOW DEDSO SUPPORT REQUEST TILE 
Revised: May 07, 2026 

PAGE 15 

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

 

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

 

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

//END PROCESS// 

mailto:dedsodata@dla.mil
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