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Online Access Solutions 

• DAPS Online  

• Electronic Document Management (EDM) 

• Job Performance Aids (embed audio/video into your manuals) 

• Interactive Electronic Training Manual (IETM)  

• Navy Forms On-line  

• Technical Manual Publish On Demand System (TMPODS)  

• Web Design  

• Web Hosting 

Traditional Bulk Printing 

• Decals (Silk Screen)  

• Mailing Services  

• Metal Photo  

• Microfiche  

• Mouse Pads  

• Plastic Plate Engraving  

• Offset Printing  

• Rubber Stamps  

• Specialty Binding  

• Target Printing 

 
 

                                                 

 

 

On Demand Output 

• Color Copies  

• Compact Disc Reproduction 

• Copying / Duplication  

• Desktop Publishing  

• Diskette Duplication  

• Document Conversion  

• DVD Replication  

• Equipment Management  

Solutions (EMS)  

• Foreign Language Printing  

• Large Format B/W  

• Large Format Color  

• Mainframe Printing  

• Paper and Office Supplies                       

                                                               

What can we do for you? 
DAPS Service Portfolio 
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Placing a DAPS Online Order has never been easier! Obtain all DAPS 
professional services without leaving your desk.  By following a simple 
process, your order will be completed when you need it.   
 
• To start, just determine which DAPS Online, DOL, site is closest to 

you by going to http://www.daps.dla.mil/DAPSOnline/index.aspx 
• Click on your state and then find the closest DAPS location 
• You will be immediately directed to your DOL site.  
• Save under Favorites for future use.   
• Register and begin submitting orders 
 

DAPS Online is a web-based electronic ordering system designed to 
provide you, our customer, with the tools to manage your orders, 
documents, distribution, and billing needs. 

Introduction 
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Register  
 
First time user?  Click on the <Register> tab and fill out our brief 
profile page.  Some information you may need to know when filling out 
this page:   
 

• Only those field with an * are required. 
• The user ID  you choose will be requested each time you 

logon.   
• Your temporary password will be emailed to you after a 

DAPS Customer Service Representative has reviewed your 
profile. 

• The temporary password is good for 24 hours and can be 
changed upon logon.  

• Your local DAPS can provide you with your DWAS 
customer ID. 

• Do not check Approving Official unless you are required to 
approve the printing of  individuals other than yourself. 

Register and Logon 
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Register and Logon 

Logon 
 
After your account has been enabled and you have received your tem-
porary password  return to your Daps Online site and click the  
< Logon> tab. 
 
Type in your user id and temporary password.  If you forget your userid 
and password use the links provided on this page to receive them via 
email.   
 
If you wish to change your password, after logon click on user profile 
tab to change your user password.  Password must be 8 characters, at 
least one uppercase letter, one lowercase letter, one special character 
and one number.  
 
To ensure your data is secure your account will be locked after 3 
failed attempts of  the wrong userid or password.  To unlock your ac-
count contact DOL support at 904-542-3446 X322  or  
dolsupport.daps@dla.mil  
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Setting up Funding 

Time saving step!  Set up funding once, and use it 
every time you submit an order. 
 
Accounting (Requisition) and Credit Card information can be setup in 
DOL one time and used over and over again each time you submit an 
order without having to re-enter the data.    
 
A DOL user can set up the funding and share across their department 
or agency.  A DOL user, who has shared their funding, can also run a 
report for each funding account set up in DOL, see reports section. 
 
If you select a Funds Approving Official, they will be notified via 
email when a users has submitted a job against the funding.   
 
Setting up requisition or accounting data can be tricky, contact or a 
DAPS Customer Representative for assistance.   
 
To setup Credit Cards only,  follow the steps below:  
 

• Click on <Place an Order> tab 
• Click on <Establish Requisitions> tab  
• Requisition Type is Service Sponsor 
• Requisition Name is how the credit card template is 

identified for future use.  
• Funding Form Type is Credit Card  
• Toggle yes to Share credit card with other DOL users. 
• Identify the user id of the Funds Approving Official if the 

credit card use needs to be monitored. 
• Click <next> 
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Setting up Funding 
Fill out the pertinent credit card information: 

• Credit Card Type 
• Credit Card Account Number and Expiration Date 
• Card Holders Name  
• CVV code 
• Name and Address of where the Credit Card statement is 

mailed. 
 
This information will be used to obtain authorization for orders placed 
against the credit card 
 

• Click <Next> to review verification page  
• Click <Submit> to confirm 

Funding needs to be modified?   
 
Use the <Modify Requisition> tab under the <Place an Order> to make 
changes to your funding information.  
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Now your ready to submit an order.   
 
Select the <Place an Order> tab and decide Quick Print or Special 
Order. 
 

Quick Print— this option is best for printed products of 
standard sizes and finishing needs, all basic files types ( doc, 
ppt, zip, txt, pdf, cdr, bmp, tif, jpg, pub,xls etc) 

 
Special Order—for orders with special instructions or non 
printed output such as data conversion or cdrom/dvd 
duplication.     

Submitting Orders 

Steps to order submission 
 
The quick print process provides  an 11 step workflow to obtain your 
printing specifications.  Pictures are used to assist with printing and 
finishing terminology.   The special order process has  7 steps using the 
special instruction open text field to gather specific requirements. The 
11 steps to order submission are below, * designate the 7 special order 
steps:   

1. Document Information * 
2. Paper & Printing 
3. Cover Page 
4. Binding & Finishing 
5. Special Instructions * 
6. Document Transfer * 
7. Order Confirmation * 
 

 
8. Scheduling and Delivery * 
9. Review Estimate 
10. Billing Information * 
11. Order Review * 
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Submitting Orders—Quick Print 

 
1. Document Information  - using the picture toggles to help 

determine requirements for  your order.  Use the Next button to 
proceed. 

Click Place an Order tab and Quick Print to begin 
your order.   
 
Use the navigational bar at the left to step through 
the process.   
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Submitting Orders—Quick Print 

2. Paper & Printing -  What size paper and color paper do you want 
your document printed on?  

3. Cover Page—Do you require covers? If so which sides should be 
printed?  What paper weight and color do you want for the covers? 
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Submitting Orders—Quick Print 

4. Binding & Finishing -  Does your document need special holes 
drilled or binding options such as spiral.  

5. Special Instructions  - Any additional information that we will 
need to produce your product to your specification. (no image 
shown)  

6. Document Transfer  -  If  your files are digital , upload your file(s) 
to the DOL server.  Click Browser, find and highlight file, click 
open, then submit.    100 MG maximum. Unclassified files only.  
Not all file extensions accepted.    
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Submitting Orders—Quick Print 

 

7. Order Confirmation  - Review your order, you can make changes 
to your order from this page, and identify number of copies or sets 

8. Scheduling and Delivery  - Identify when and where you want the 
finished product delivered. 

9. Review Estimate—Cost Estimate based on the data you provided.  
Shipping and special instructions may cause the final cost  to vary 
from this estimate.  You will receive an email letting you know if 
the price is different then the original cost estimate. (no image 
shown)  
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Submitting Orders—Quick Print 

 

10. Billing Information  - Use your own order number to identify your 
order.  And determine how this order will be funded.  Funding that 
was created prior to the order under the < Establish requisition> tab 
can be selected from the Open Requisition Field.  Select the 
binoculars to lookup a list of available requisitions.  Or you can add 
funding for one time use at this point by using the one time 
requisition funding. If funding is not available at this time, use the 
funding not available button.      

11. Order Review  - review all your information and click submit to 
commit  your order.  

Pre-established funding Funding used only for this order 

View all submitted orders from the <order processing> tab.  If you se-
lected to receive submitted emails during the order process you will 
receive an email to let you know that your order was successfully 
placed.  
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Submitting Orders– Special Order 

1. Document Information  - is a very general check list of non 
printing services that DAPS provides. If you don’t see the service, 
check other and a text field will display for you to describe services 
needed.    

2. Special Instructions  - open text field to identify  your 
requirements. (no image shown)  

Click Place an Order tab and Special Order to 
begin your order.   
 
Use the navigational bar at the left to step through 
the process.   
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Submitting Orders– Special Order 

3. Document Transfer  -  If  your files are digital , upload your file(s) 
to the DOL server.  Click Browser, find and highlight file, click 
open, then submit.    100 MG maximum. Unclassified files only.  
Not all file extensions accepted 

4. Order Confirmation— review your order and identify number of 
sets/copies and number of originals.  (no image shown) 

5. Scheduling and Delivery—Identify when and where you want the 
finished product delivered. 
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Submitting Orders– Special Order 

6. Billing Information  - Use your own order number to identify your 
order and determine how this order will be funded.  Funding that 
was created prior to the order under the < Establish requisition> tab 
can be selected from the Open Requisition Field.  Select the 
binoculars to lookup a list of available requisitions.  Or you can add 
funding for one time use at this point by using the one time 
requisition funding. If funding is not available at this time, use the 
funding not available button.      

7. Order Review— review all your information and click submit to 
commit  your order.  

Pre-established funding Funding used only for this order 
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Tracking Orders 

Ok, I submitted my order, now where is it? 
 
You can find your order by using the <search> tab or by using the 
key fields on the order processing page.  The status column identifies 
where your order is in the process. 
 
• Submitted—received by DAPS 
• Estimated— your order has been reviewed  and estimated (see 

estimated cost column) 
• In-work—your order is being processed 
• Job Ready-  your order is complete and is ready for pick up or has 

been shipped, based on your specifications 
• Complete—your job has been billed 
 
Export button will create a view of a common delimited file for you 
to save as a text file.  The file contains all active jobs.  
Delete button will permit you to delete any jobs in the submitted 
status. 
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Do you need to delete or change your order? 
 
Jobs orders can be modified up to the point that a job has been 
estimated ( submitted status only).  After the order status has been 
changed to estimated, then DAPS would be happy to accommodate 
your change, just contact the DAPS Customer Service Representative.    
 
To make a change to a submitted order, click on <search> tab and 
locate your job.  Open the job by clicking on the DAPS order Number 
link.  Make changes to job by clicking on the Update button at the 
bottom of your view order page.  Click through the screens to make 
changes. 

Changes to Orders 

Click on DOL Order # , 
changes can be made if 
job status is Submitted  

From View Order page, 
Click update button  
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Billing Inquiries 

To find out more about my bill.   
 
There are three resources available to find out more about your bill: 
 
1. DOL—check job status and funding.  Logon to DOL, and open 

your order to find out information about credit card funding such as 
amount authorized and authorization number.   

 
2. DWAS—You will need your DWAS Customer ID.  To obtain this 

number, logon to DOL and click on <User Profile>;  your DWAS 
Customer ID number can be found on <Information> tab.  
Highlight the number and right click your mouse.  Click on copy.  
Next click on the <My Account> tab to go to DWAS on the web.   
(You must have a CAC card).  Copy the DWAS Customer ID 
number into the Customer ID field.  Select Billing ( job billing)  or 
Funding (funding balances). Submit Query button. 

  
3.  Call your  DAPS Customer Service Representative  
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Reports you can run.  
 
Select the <Reports> tab.  Four reports are available:  
 1. Management Reports - Based on a given date, provides the number 
of jobs and list jobs that are required to be completed on a given date, 
before a given date or after a given date.  
 
 2. Job Report—provides the number of jobs submitted by user for a 
given time period.  
 
 3. On time Report—provides a % of jobs completed on time along with 
a list of the jobs completed during a given time period. 
 
 4. DOL WIP Report— list jobs that are still work in process 
 
After generated any of the reports above, use the export button to export 
a text version of the report results.   

Reports 
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Common Problems and Questions: 
 
1. Can’t logon, account locked or disabled?—contact your DAPS 

Customer Service Representative or email dolsupport.daps@dla.mil 
to get your account unlocked. 
 

2. What do I do if I can’t remember by userid or password? — 
click on the links on the logon screen, and type in your email. Your 
userid will be emailed to you.  A temporary password will be 
emailed to you.  Change your password as soon as you logon, by 
clicking on the user profile tab/ information tab. 
 

3. What file types can I upload?  Almost all common publishing, 
word processing and Microsoft file extensions are accepted. As 
well as common image files ( tiff, jpeg, bmp).   
 

4. My file won’t upload?  Check file extension and size. Cannot 
exceed 100 MG. 
 

5. I am receiving a TOMCAT or APACHE or DATABASE error?  
Contact DAPS Customer Service Representative or email 
dolsupport.daps@dla.mil 
 

6. What do I need to get started?  Common PC browsers: Microsoft 
IE 6.0 or higher; Netscape Explorer. .Go to www.daps.dla.mil see 
page 5 of this guide.  
 

7. Where do I go for other questions?  Contact your DAPS 
Customer Service Representative or email dolsupport.daps@dla.mil  

 

Troubleshooting and FAQs 
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Customer Service Representatives 

The Personal Touch 
 
All this online stuff is great, but sometimes 
you just need to talk to a live person.  Below 
are a list of DAPS Customer Services Rep-
resentatives that are only happy to help you 
with any information or  problems you may 
have about DAPS Online, your order, 
DAPS Services or any DAPS related con-
cern.     
 
Office  Name      email         phone number 
 
Jacksonville Craig Hollis chollis@dla.mil   904-542-3446  X302 
Location B first last  email@dla.mil  ###-###-### 
Location C first last  email@dla.mil  ###-###-### 
Location D first last  email@dla.mil  ###-###-### 
Location E first last  email@dla.mil  ###-###-### 
Location F first last  email@dla.mil  ###-###-### 
Location G first last  email@dla.mil  ###-###-### 
Location H first last  email@dla.mil  ###-###-### 
Location I first last  email@dla.mil  ###-###-### 
 


