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Implementing Daps Online at your Facility

Purpose

The Document Automation & Production Service (DAPS) has developed an e-
commerce ordering system identified as DAPS Online (DOL). The DOL system
enables customers to request DAPS products and services via the web, and
provides DAPS plant users a method to manage jobs.

DOL consists of four process modules: customer service, electronic ordering,
production, and accounting interface.

The customer service module permits the customer to view products and
services, place orders, view status, upload files, search existing orders, and
establish and maintain funding. Customers can also generate user specific
reports.

The electronic order module provides an estimating capability, online job
tracking, and email notification. DAPS Users can also input orders for customers.

The production module provides system administration and plant workflow up to
the point of preflight or pre-press associated with order processing.

The accounting interface provides the utilities to prepare and transfer customer
ID, funding, estimates, actual and credit transactions from the DOL Server to
DWAS. The accounting interface also retrieves the acknowledgement, either
successful or rejected, transactions back from the DWAS, Defense Working
Capital Accounting System.

Configuration

The configuration for DAPS Online is standard across DAPS. The DOL
application runs on a Windows Server Environment, using the public domain web
server Apache/Tomcat. The database used for this application is Microsoft’s
SQL server. DAPS Online is an in house developed application using Java
server pages and Java . A standard web browser is primary method of user
interface and access to the DOL application.  There are certain situations, such
as upgrading the application and running special SQL scripts, where a system
administration will need access directly to the server and database.

Each DAPS Online Server runs a “provider” utility developed with the Sun Java
Message Queue toolkit. The provider utility allows communication from the
multiple DOL servers to a single Middleware Server located in Jacksonville FL.
The communication is secure and performed though https tunneling. The
communication sole purpose is for billing. The middleware server then sends the
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billing transactions to the DAPS Accounting System ( DWAS). The diagram
below depicts this data flow.

HTTPS/tunnel

|

DOL Server | custid .| Middleware

N Servers Funding g Server
DAPS -Wide : > Single server
Estimates .
» Data conversion
Actuals
Acknowledgements & Errors \ l T

Credit card authorizations

Your Server

Each Office Group has a DOL Server to support all customers and plants
regardless of location. The Office Group Information Technology Specialist is the
primary administrator of the server. It may be helpful to identify the physical
location of the DOL Server, and the name and phone number of the Office Group
IT representative or the appointed DOL IT support.

DOL Location:

IT Representative name:
IT Representative phone number:

Customers can log into your DOL using the following URL: https://www.<office
group name>.daps.dla.mil. Job specifications can be submitted alone or with a
digital job.

The server stores all order and user information in a Microsoft SQL database,
digital job files are uploaded and stored. There is no document management
system in DOL. Job files are organized using windows directory structure.
Plant users are notified via email that jobs are waiting on the DOL server for
them to process. The Plant user logs into the DOL server, using the same URL
as the customer: https://www.<office group name>.daps.dla.mil. And can view
the jobs and attachments. Plant Users can estimate, update job status,
download digital jobs, and bill jobs through the DOL interface. Updating job
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status helps keep the customer informed of where their job is flows through the
production process.

DAPS Plant Locations

Each DOL Server will need to be configured with job queues. These job queues
are used to represent DAPS locations. There should be a queue for each DAPS
plant within the office group. Special queues may be set up for GPO and EMS
jobs or for special situations. Each queue/ DAPS plant location must have a
dodacc and plant user associated with it. Every DOL user (customer or daps
user) will be tied to one DAPS plant location which is considered the users “home
print plant”. Although any job can be processed by any plant location on the
server.

Users Types

The DOL application has 5 user levels: Customer, Plant User, Customer Service
Representative (CSR), Production Manager and Super User (administrator).
Anyone who self registers will be automatically identified as a customer user
type. A brief description of each user type is described below.

Customer — this user type is for DAPS customers only. These users have the
least capability. They can establish and modify blanket or open requisitions,
submit job specifications, upload files and check job status.

Some customers have additional privileges, such as a Funds Approval or an
Approving Official.

a. The Funds Approval is identified when funding is established. This user
is a customer user type. This user receives an email when jobs that
reference the funds they have authorization to approval are estimated.

b. The Approving Official is a customer user type, this option is set up within
the customer’s profile. An approving official can be selected during the
job submission process. An approving official receives an email notifying
them a job has been submitted to the DOL server that needs their
approval. The approving official must log into the DOL server to approve
the job.

The user types below, Plant User, CSR, PM and Super User, are all established

by the Super User. The user type is identified when the Super User creates a
user.
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Plant User - A plant user is a DAPS employee. A plant user can perform the
following functions for their plant only:

submit and modify jobs for customers

add and change user profiles,

add and modify funding

estimate, process, change status and bill jobs

search for jobs, users and funding

PO T

A plant user is set up by the Super User. Using Admin/Create User. Within
the users profile the home print plant of the plant user is identified.

Fle Edt Vew Faovores Toos e
) Pt oo s inps. el mi iadt e s gsrason. ik splant v B
~| IG5 v g | ek v Tl autord [ Optons & -

APSoNLINE

Document Automation & Production Service
e Pralile Contacts  Place AnDrder  DAPS Entry . Ordes Processing

Welcome: Theresa Hollis
Last Accessed: 11002006 - 13:44 EDT

User Registration

Please enter the new User 1D and Password information below.
User Infermation (= Required Information)

User Type:

Customer -

“Last Name: —
“Categary: Federal o |
OEN Phone: ,7
Federal ID:
Agency:
“DWAS Customer 1D:
. <=mm
v
dd
Address 2 [
address 3 [
Address 4
address
gty '7
“State: AL “postal Code: l—

“Phone: | Ext: | Fax Number:
shipping Addrags
Same As Billing Address

“Address 1:

R e —
2] Cone 8 @ Trusted stes

Customer Service Representative — A CSR is a DAPS employee. There should
only be a few users established as CSRs for the office group. This person is
considered an expert in funding documents and DWAS customer user ids. This
person was identified in the MEO as the Office Assistant. A CSR can perform
the following functions for the entire office group:

a. submit and modify jobs for customers

b. add and change user profiles,

c. add and modify funding

d. estimate, process, change status and bill jobs

e. search for jobs, users and funding
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f.

g.

view DWAS funding rejection messages
stabilize all user types

Production Manager — A Production Manager is a DAPS employee. There
should only be one user (and a backup) established as a Production Manager for
an Office group. The Production Manager’s responsibilities include managing all
production aspects within the office group. A PM can perform the following
functions for the entire office group:

apop

i 0]

submit and modify jobs for customers (not done frequently by PM user)
add and change user profiles, (not done frequently by PM user)

add and modify funding (not done frequently by PM user)

estimate, process, change status and bill jobs (not done frequently by
PM user)

search for jobs, users and funding(not done frequently by PM user)
view DWAS funding rejection messages (not done frequently by PM
user)

stabilize all user types (not done frequently by PM user)

Distribute and redistribute jobs from order processing to a specific DAPS
plant location queue. Jobs are distributed based on several factors:
customer requirements, plant capabilities, turn around time requirement,
equipment workload and customers home print plant.

Create Reports

Super User — A Super User is a DAPS Employee. There should only be one
user established as a super user, and one backup super user. The super user
has full access to all functionality of the system. In addition to the functions
performed by the PM, the Super user can:

a.

~Po0CT

check and monitor connectivity of the DOL server to the middleware
server.

create Users

change Server and DWAS Settings

run statistics and reports

import new DWAS funding tables

import new stock tables
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DAPS Business Rules for optimum utilization of DAPS Online

DOL was developed to optimize the economical advantages and time efficiencies
of digital workflow. DOL uses the organizational models, standard
hardware/software configuration, plant personnel and operations of the DAPS
plants as described by the MEO.

]

Production Managar
GS-0301-12

Oftice Assl
(Office
Autommanion)
GS5-0303-07

CHfice Asst
(O Hice
ALtormation)
ES-030A-08

The job processing flowchart below assists in visualizing the business rules
required for optimal use of the DOL application.

Sites should maintain the digital job throughout the production process. Updates
to the job status, job estimate, or job notes should be done real time by the
person who is accomplishing the task. Batch process billing through DOL does
not provide accurate job statuses back to customer nor does it take advantage of
the cycle time savings the DOL workflow provides.
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Customer User
enters job and uploads

PM user

digital file or delivers — Distributes
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queue =
w
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=z o Plant User
O | [ Blant User Z f [ BlantUser = | | Process Jobs
@ | | enters job and uploads ) % | | Estimates Job, rpcs, units O | | Finalizes RPCs, Units
(%] digital file or delivers s and Inventory —>{ | and Inventory
E hard copy 3 5} Quick Print Job - review % Complete job
) o @ auto estimate 5
n = o »
0 2} it
a <] Q
S - o]
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CSR User o
enters job and uploads g
digital file or delivers — 4

hard copy

)

KEY Customer
Service C> Customer User
Representative

User
D Plant User

CSR user
Resolves difficult funding
issues
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Workflow Chart

Customer In DOL?

Register Customer < N Y= Customer Profile Stable?
Page 6
Stabilize Customer I}' | Y - Open Funding to be established?
Page 15 ) -
Est. Funding & Stabilize
Pag?e 21 Y N Job order and funding?
N Y -~ Open
/ - Funding?
Job order w/o
funding One time funding N Y‘ Open funding
Page 53 Page 66 A g Page 58
Estimate
Page 77
v

Stable Funding Page 46
v

Stable Estimate Page 86
v

Actualize Page 91
v

Stable Actual Page 95
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Establishing Customers

Customers can be established one of two methods. Each method is described
below.

Method One: Self-registration

Googl - - g ek - N ] autcrs B cotons &~

Jacksonville C

L. LI L -

User Registration

Please enter the new User 10 and Password information below.

User (== Required )

“First Name: li “Last Name: |
“Emad Address: ,7 “Category: Federal |

=User I0: DSN Phone: —
Customer Contact: Federal ID:

Commercial Phane: ,7 Agency:

Grganization: OWAS Customer 10D

approving Official: [

“DAPS Home Locaton

State. ¥ |City:| ¥ Location Name: | Annapolis -

Bilhng Address

“Address 1:

Address 2: — 3

Customer can register themselves buy using the register tab. All fields that have

an “*” and highlighted in yellow are mandatory. Field definition can be found in
the definition section.

Customer will NOT get immediate access to the system. The customer’s status

will remain in CSR Review Pending until such time the authorized DOL DAPS
Users reviews and approves the registration. — see Stabilizing Customers

Method Two: DAPS User Create User

STEP 1: DAPS Users can create a customer by using the ADMIN/CREATE
USER tab.

7/26/2006
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v yax. Gaps. la. mi e hrouserPiegataton. sPiek epiant v B e
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DAPSoONLINE

Document Automation & Production Service
User Profile Contacts . Place An Order - DAPS Entry

Welcom.
Last Arcessed: 110ul2

User Registration

Flease enter the mew User ID and Password information below.

“Last Name: —
=Category: Federal v
DS Phone:
Federal I0:
Agency:

Organezation: “DWAS Customer ID:

Approvang Official: [
"DAPS Home Location

State: ¥ city:| ¥ Location Name: | Annapolis -
Billing Address

~address 1:

Agdress 2

Address 3 |

Addr 4

Address 5

City: —

=state: AL~ =postal Code: |

“Fheone: Bt Fax Number:

STEP 2: Use the drop down menu to select Customer as the user type

STEP 3: Fill out the remainder of the registration page. All fields that have an
“*’and highlighted in yellow are mandatory. Field definitions can be found in the
definition section.

First Name, Last Name and Userid — should contain no spaces

NO PASSWORD Field is present. The system will generate a temporary
password (good for 24 hours) and email the password to the email address
provided. Passwords that are system generated will follow the DOD guidelines
for strong password. See “Changing or Resetting a Users Password” Section for
further details.

STEP 4. Determining Customer Profile settings. At the bottom of the Create
user page. The following options can be selected:
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1. E-Mail Options — The toggle switch for email options turns sending of email to
the user on or off. A checked box means that the user will receive an email for
the function described. The submitted email box, if checked, will send an email
to the user for any jobs submitted by their userid, regardless if the job was
entered by a DAPS user or not.

2. Master Customer - This is the Master Customer for this DWAS Customer ID -
select this if this profile contains the settings for the DWAS customer ID. When
anything changes in this profile it will generate a transaction to DWAS for a
modification to the DWAS customer id profile.

3. DWAS Access - Select this when you want to begin sending transactions to
DWAS for this customer

4. CSR Approved — Select this once the customer’'s DWAS Customer ID has
been verified as accurate.

5. Add this customer to DWAS - If this is a new DWAS customer ID, select this
when you want to generate a new customer id transaction to be sent to DWAS.
(this must be selected with 1 and 2. above.

STEP 4: Click Submit at the bottom of page to add the Customer.
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Stabilizing Customers

Customers must have a status of stable before any transactions will be
generated for DWAS. A stable status should only be established for a
customer when the customer’'s DWAS CUSTOMER ID has been verified by a
DAPS User. The only way to get a customer to a status of stable is to have the
CSR approved box checked in the customer’s profile. If this was not done during
the creation of the customer’s profile described in the Establishing Customers’
section earlier in this chapter Or the customer self registered then the following
STEPSs need to be followed:

STEP 1: View the Customer’s Status. Select the Search Tab. Select the User
Search

STEP 2: From the User Level drop down select “Customer”. Hit the Submit
Button.

By not typing anything in the last name field the search results will show all
customers. If you are looking for a particular customer, type just the beginning or
the entire last name of the customer and the search results will list customer’s
matching your search criteria.

The “%” character can be used like the “*” in DOS. If you are searching for the
last name Richardson and you only remember that the last name has the
characters “son” you can search for Richardson by typing in %son in the last
name field.

File Edt View Favorkes Tools Help

daBack - =& - (@ [F] 4| Qoearch GaFavortes @vedia 8 | - S =

Address |ej https:{ frswive, dapsonline. daps. dla. miljdagjijsp/Customer Search. jsp

DAPS Document Automation & Production Service
———— .

Home Logoff . Contacts “_Place An Order . DAPS Entry . Order Processing o)

User Search

Fill out the fields that suit your search needs. You may enter in some, all, or none of the fields
If nothing is entered all users will be shown,

Last Name l—
Agency l—

DWAS Status  [AllDWAS Stauses 7]
User Level lm

Sort On

Location

Customer Service Reps
eeeeeeeee
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STEP 3: From the “USERS” search results page. Select the name of the
customer for which the status is presently “CSR REVIEW PENDING” and you
want to change the status to “STABLE”.

Fle Edi View Favorkes Tods Help |
daBack - = - 4| Qoearch GFavorites @rveda B | B S =1
Address [&] https ™ - fipage=3 | e |Lnks ?| & -

DAPS Document Automation & Production Service

——— . =

Home Logoff . Contacts . Place An Order . DAPS Entry . Order Processing  Whao l) Manual . Admin
Users
Name User ID User Type Location Status Delete

. CSR Review

mia wallace mia Customer NAS Jacksanwille SRR r
June 27D june Customner NAS Jacksonville Stable r
Drake 777 drake Customer NAS Jacksonville Stable r

Users 21 thru 23

Pages: 123

ONORORONCY

Back  Next First Last Delete

STEP 4: Click through each tab verifying that all data required data is present.
Validate the DWAS Customer id and all the address information is populated for
the location fields.

Information tab contains data specific to the user identification such as email,
and phone number. The Location tab contains information on the users home
plant, shipping and billing address information see on the diagram below. The
Preferences tab contains user’s preferences on which email status updates the
user would like to receive.

3 Update User Profile - Microsoft Internet Explorer

Fie Edl Vew Fovoites Tods Heo i
] it v, dhmoriere, s, s 08 o haser P o, Puser ey = Ll cless =um » o *:
Coagle - ¥ G ek - B Y oe - Tl autcrs jrd optons o -

= D-APSONL[NH

Document Automation & Production Service
Liser Profile Contacts Place An Order DAPS Frtry Order Processing Search arnsal Archive

Welcome: i igtrat
Last Accessed: 1802005 - 10:48 EOT

Update User Profile

red Information)
AESIN Passwrd

I | Locason Preforences | Access | Accoun | 4
~First Name: [Roben  -Lasthame [Cae
~Email Address:  [FobenT Clark@diamil *Category: Federsl  +
*User ID: CLARKR DS Phane: B ‘
Customer Contact: Federal [D:
Commarcial Phone: W Agency:
Crganization: mall “DWAS Customer 10
Approving Official: [

DAPS ONLINE TEST & TRAINING SERVER
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STEP 5: Click on the Access tab. This provides the users status and DWAS
access options. Make sure that the following boxes are checked: “ CSR
Approved, DWAS Access”

Document Automation & Production Service
User Profile Contacks  Ploce AnOrder ~ DAPSEntry — Order Processing  Search — Hamual

Welcome:
Last Arcessed: |R0l2005

Preforonces Accasa Account

DWaS Status:
CSA Review Pending Bd

Add this Customer to DWAS: []

Master Customer: O
DWAS Accens: (] —
eTOPS Access: (3
CER Approved 0

ﬁ. This sarves is usa:
e o o DA utars

STEP 6: Click on Account tab. This tab will contain the activity permissions of
the user, if the user is “locked” due to unsuccessful attempts of entering in
password then the Locked option would be listed and the DOL user can unlock
the user at the tab. If the customer self-registered or has not logon to the DOL
system for over 90 days then this tab will show the user is disabled. Uncheck the
box to enable or unlock the user as appropriate.

3 Update User Profile - Microsaft Internet Explorer

Fle Edt Vew Favontes Toss Heb "
48] htna e dagecrlne dacs. s mi dsl oo Lserrofie fhsentey aB4tde s stns v B

Google - v (O sewch i g W ek v Autord [ Optors LA

= DAPSoNLINE

Document Automatio
Hoaree: Logolf User Prolile Contacts Place An Order DAPS Entry Order Processing

Update User Profile

d Information)

ASSION Password

I Lecation I Pralarancas Access Account ]

Disabled: [#] Jun 5, 2008 4

STEP 7: Status will change to stable by accepting the changes made and
clicking on the SUBMIT button.
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Modifying Your Own Profile

Customers or DOL Users can change their profile at anytime. After logging into
the application and selecting the user profile tab on the top far right, the user can
page through the tabs and make changes to their profile.

Information tab contains data specific to the user identification such as email, and
phone number. The Location tab contains information on the users home plant,
shipping and billing address information see on the diagram below. The
Preferences tab contains user’s preferences on which email status updates the
user would like to receive.

Change password by clicking the change password link.

Fle Edt View Foortes Tools el

) Pripa: v dagsorine, das. da.midad o heserProie. 5t * B
Google - w| [ osewch - g8 W chek v Tlawra Foosens i

*- DAPSGNLNE

Document Automation & Production Service
Home Logofl Place An Order Search Archive Products LocolMews - Comtacts . Your Account Reports

Welcome: carslina hollis

Update User Profile

Information | Locaton | Preferences
*First Name: [carokna "Last Name: [haits
“Emad Addeess:  [hersa hols@dlamil  =Category: Fudural
“User 10 chollis DSN Phone: |
Federal 10:
agency:
DWAS Customer 1D: | 132000100

a0
Herfalk, Ok

Contact Webmaster

Figure 1 - USER PROFILE - INFORMATION
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Reports

Archive Froducts News - Contacts

Update User Profile

(== Required tnfermation)

Char vord
Information Locabon Proferonces
“DAPS Home Location
State: | City:| v |Location Name: NAS Jacksonvile -
“phone: [853358 B W
Fax Number:

“address 1:  |9999

Addres:

addre
Address 4:

Billing Address
Addrass 5:
“City: [rer——
"State: FL =
=Postal Code: [32212

Same As Billng Address

“Address 1@ |9999
Address 2:
Address 3:

Welcome: carcl
Last Accessed: 200un2006 -

hllis
6 ECT

Shipgang Address
[rer——
FL v
*Postal Code: 32212
Submit -
21 5 @ Trusted sites
——— s -
Figure 2 - LOCATION

= DAPSONLINE

Document Automation & Production Service
Hame Logoll Place An Order Search Archive Products Local News Contacls Your Acount Hepurts User Profile

Update User Profile

(== Regquired information)

Location ] Froferonces ]

Estimated Emaid: [#]
Job Ready Email: [
actusbzed Email: [+

B 2 SupEeTL traning fo Curtamars
b 3 s Banger, Ewiwp t Lakes. Jucksormile,
: . Bacifle, Bunsarals, Dhiladulphia, Washingran

Contact Webmaster

Figure 3 - PREFERENCES

7/26/2006
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Changing or Resetting Users Password

STEP 1: Using Search Tab, search and find user requiring password change or
reset.

STEP 2A: If the user doesn’t remember their password or the 24 hours grace
period has passed:.. Click on Reset Password. This will email a new temporary
password to the user. If the user has exceeded the logon attempts and has
locked their account, go to STEP 4.

= DAPSoNLNE

Document Automation & Production Service
Uksrr Pralile Contacts  Place AnOrder  DAPSEntry  Ordee Processing  Search

Update User Profile

o [tocston T Proences | Access [ Accomt” |
First Name: Roben =Last Name: G
~Email Address:  |Foben T Clak@diamil ~Category: Federsl
“ger 1D CLARKR SN Phane: [
Customer Contact: Federal ID:

Commercial Phone: m_ﬁ— Agency:
Organizatien: null "DWAS Customer [D:
Approving Official: [

{ Submit )

DAPS OMNLINE TEST & TRAINING SERVER

STEP 2B: If the user wants you to assign them a password rather than have the
system generating a password then click on the Assign Password link. This
could be used in situations where a user has difficulty getting email. If the user
has exceeded the logon attempts and has locked their account, go to STEP 4.

':E DAPSONLNE

Document Automation & Production Service
Hoere Lagell Lsee Pralile Contacks  Place AnOrder . DARG Entry  Order Processing

Update User Profile

uired Information)
ssword Assion Password —

Organization: null
Approving Official: [
Submit

iformaton | Locabon | Prolorences | Access |  Accoust |
~First Name: [Roben =Last Name: e
“Email Address: ’m “Category: Federal -
*Uger ID: CLARKR DSN Phane: i
Customer Contact: Federal ID:
Commercial Phone: [395959595 Agency:

“DWAS Customer [D:

DAPS ONLINE TEST & TRAINING SERVER
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STEP 3: Type in the new password and confirm then click submit.

e Edt Wew Fovores Tods Hep i
s ) htps: {fwww. dapsoniine. daps. dla.mi e s fuserProfie. 5 * B L
Google - w| G oseweh g9 | gD M ched + [ cotons ¥ -

® DAPSNLNE

Document Automation & Production Service

Haome Lugull User Profile Contacts Place An Order DAPS Entry Order Processing Search Mansal Archive Admin

Welcome: Afmen istrater
Last Accessed: 180ul2006 - 11:50 EOT

Change User Password

* New Password:  sesssses

= Verdy Password: swsswnns

LINE TEST & TRAININ
e DOL ralbeases a5 wall 43 0 suppart wraining for Custamers
= afis arbus r. Fartba dirast £ akas. Tackeansdls

STEP 4: Only use this step if the user has locked their account. Click on
Account tab and uncheck the lock box, click Submit.

s | ] atps: fovwen dagsorine. dags da. A 3178 v Be )

Google - v Gosexnh v % s L] avora [ cotons & -

> DAPSoONLINE

Document Automation & Production Service
Lser Penfile {Conkacts . Place An firder . DAPS Entry . Order Processing . Search . Manual hrchive

Welcome: Admin istrater
Last Accessed: 1502006 - 11:50 EOT

Update User Profile

({*= Required Information)

Resst Password  Assion Pagswol

Informabon I Locabon I Preferences [ Access Account
Locked:  [7] Jul 19, 2006 —
Disabled: []

Submit

g for Custamers
s Jacksorvile,
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Disabled or Locked User

The system will lock out users, who after 3 attempts to log on, are unsuccessful.
The system will disable users who have not logged into the system in over 90
days. Step 1 explains how to unlock a user, Step 2 explains how to enable a
disabled user.

STEP 1. Search for user, using the user search page. Select the user from the
results page. Click on the Access Tab, and un check the locked box. Click
submit button to accept.

__% DAPSONLINE

Document Automation & Production Service
Hame Lagall iser Pentile Contacts . Place AnDrder . DAPSEntry  Oeder Processing . Search - Manual

Welcome: Admin istrator
Last Accessed: 1932008 - 11:50 EOT

Update User Profile

("= Required Information)
Resst Agsign Pagsword

imormaton | Locaton Preferences Access Account |

Locked: [ Jul 19, 2006
Disatded: [

STEP 2: Search for user using the user search page. Select the user from the
results page. Click on the access tab, and un check the disabled box. Click the
submit button to accept.

P S — L Rl = Ittt -

DAPSONLINE

Document Automation & Production Service
Liser Profile Contscts  Place AnOrder  DAPS Entry

Update User Profile

("= Raquired Information)
Reget Pasgword

Indzirmation I Lecation I Pralarancas | Access Account ]

Disabled: [+] Jun 9, 2006

Contact Webmaster

Super Users can manually lock or disable a user by checking the boxes found on
the Account page of the User profile.
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DAPS ONLINE Version 9 Build 4
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Establishing Open/Blanket Funding (NEW)

STEP 1: From the DAOL DAPS Entry Screen, select the Establish Requisition
Tab:

File Edt View Favorkes Toos Help

dapack - & - @ [2] 4| Qoearch [Favortes @vedia (| BN & =1 EH

Address [&) https fruwer, dapsoning. daps. dla.midat{isp{Fund Type. sp7clear=trueBiink=single

DAPS Document Automation & Production Service
——

Home Logoff . Contacts . Place An Order UL ts Bl Order Processing
Quick Print \_Special Order \_Establish Requisition

| @eo ks > @

Manual Admin

Search

S
# Type of Requisition
Defense Logistics
gency

Gan Da Right Hew! DAPS Online User ID - ﬂ
Requisition To Be Established Air Force h
Funds Form Code CE
Requisition Name l—
Funding Document Number — &
Appropriation Number l—
ACRN ,AA—
share funding with other users e 1
Funds Approving Official

&

©®

Back  Next

STEP 2 Type in the “Customer’s DAPS Online Userid”, if you don’t know

the DAPS Online User id, use the binoculars to search by customer’s last name
or DWAS Customer ID to find Customer’'s DAPS Online Userid.

Once the lookup results are displayed click on the customers DAPS Online
Userid to autopopulate the customer’s DAPS Online Userid.

Look Up User ID

Last Name: |customer DWAS Customer ID: View
Click Here to add a new customer: Enter Mew Customer
DAPS Online ID DWAS ID Last Name First Name
tcustomer joe43yu3s9 customear test

h
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STEP 3 Using the drop down menu at the “Requisition to be Established”:
field, select the Agency for which the requisition is to be established:

AIR FORCE, ARMY, DOD, NAVY, OTHER FEDERAL, PRIVATE

Prior to selecting an agency look at the appropriation number as an indicator.

Bk tes @imedia £ | B~ éa@

JFundType. jspPclear=truetlink=single

uick Prini ecial Order
% Type of Requisition

ogistics
Agency
[ Do Right Mow! 4
|n e Hantfer DAPS Online User ID tcustomer 1)
Requisition To Be Established Nawy -

Air Force

Funds Form Code
Army

Requisition Name

Funding Document Number ﬂ
Appropriation Number

ACRN ,AA—
Share funding with other users Cres En

Funds Approving Official ,— ﬂ

©®

Back  Next

=) IRE T

The selection of an incorrect Agency often results in the need for reversal and
re-input of jobs. Select the Agency based on who the customer is, and, if DOD,
what “Line of Accounting” (LOA) is cited on the funding document (the Service
Indicator -the first 2 positions in the Appropriation Symbol- begins the LOA).
Guidelines are as follows:

AIR FORCE-if appropriation begins with 57 (e.g. 5723740).
ARMY-if appropriation begins with 21 (e.g. 2122020)

DOD-if appropriation begins with 97, except as follows;
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97X4930, Agency is Navy if the LOA is in the “Navy” format, that is, it
contains an Appropriation, Subhead, BCN, and AAA (e.g.
97X4930.5G10 000 A7004 007003 2F 000000).

97 _ 0100, Agency is Navy if the LOA is in the “Navy” format, that is, it
contains an Appropriation, Subhead, BCN, and AAA (e.g.
9720100.11C0 000 68912 007003 2F 000000).

97X8242 or 9711X8242 is for Foreign Military Sales. The Agency is
Other Federal.

Navy-if appropriation begins with 17 (e.g. 1721804) or 97 with a Navy format
LOA (e.g. 97X4930 or 9720100).

Other Federal-if customer is a “NON-DOD” Federal Government Agency,
such as Army Corps of Engineers, Dept of State, Dept. of Justice, Coast
Guard, Veterans Administration, etc, or if the Foreign Military Sales Trust
Fund (97X8242) is paying for the work. When “Other Federal” is used as the
Agency, unless the PREPAID “Y” code is used (see 14 below), a manual bill
(NC 2276) will be printed by DFAS at the end of the month in which an Actual
is input, and the bill will be mailed by DFAS to the Name and Address of the
activity recorded for the Customer ID of the funding document.

Private-if the customer is a Non-Federal government agency. When “Private ”
is used as the Agency, unless the PREPAID “Y” code is used ( see 14 below),
a manual bill (NC 2276) will be printed by DFAS at the end of the month in
which an Actual is input, and the bill will be mailed to the Name and Address
of the activity recorded for the Customer ID of the funding document.
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STEP 4 Using the drop down menu of the “Funds Form Code Field” to
identify the type of funding document. Selections that can be made are:

MIRP, 2279, 1149, 282, 843, 844, AF616 and Credit Card

File Edit iew

Favorkes Tools Help

sk - = - D 4| Qoearch GaFavortes Fredia H | £ S =

Home

Address [&] https:ifw

DAPS..

Logoff

ine.daps. dla milda8ijsp/FundType jsp?clear=trueslink=single

a—
Do
e M

Contacts EULE T, DAPS Entry

Type of Requisition

cument Automation & Production Service

DAPS Online User ID
Requisition To Be Established
Funds Form Code
Requisition Name

Funding Document Number

Appropriation Number
ACRN

Share funding with other users

Funds Approving Official

©®

Back  Next

843
844
AFE1E

Credit Card

@

[ |8 4 mtemet

STEP 5 Type in a “Requisition Name”, this can be different from the Requisition
Number, This is a DAPS Online field and is used only to identify the funds in
DAPS Online. This field can be up to 35 alpha/numeric characters and should

assist DAPS users and Customers in identifying open requisitions.

STEP 6 Enter the “Funding Document Number”, see figure 3. This is the
Requisition Number from the 282, MIPR DD Form 448, Form 50, credit card,
1149, 2275, 843, 844, AF616, OF347. Do not use COORDER or LOI. Funding
forms are required to have a valid line of accounting. The information can be

found in the following locations:

282 first block in the upper left-hand corner, titled “Requisition

No.”
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MIPR DD Form 448 block no. 5 titled “MIPR NUMBER”.
Form 50, block no. 1, upper left hand corner “Req. No.”

If you receive a funding document without a customer-assigned document
number, you must contact the customer and request a number be assigned. If
the customer will not provide a funding document number, the following format
should be used when creating a DAPS assigned funding document number:

S, DODAAC, FY, “PT” Five Digit Serial Number. Sample:
SA702103PT12345.

Enter the type of Funding Form -282, MIPR, FM 50, CREDIT CARD, Spoilage or
Plant Print.

STEP 7 Enter the Appropriation Number. (ALL) Standard appropriation number
as shown on a funding document. It is composed of the two-digit DOD code
(17=Navy, 21=Army, 57= Air Force,97=DOD), one digit year of appropriation and
four-digit type of appropriation.

Sample 97X4930

File Edit ‘iew Favorkes Took Help

sk - = - D 4| Qoearch GaFavortes Fredia H | £ S =

Address [ ] https: /v daps dla.mi{daBfisp/FundType jsp?clear=trueslivk=single

n s
uick Prinl ecial Order
% Type of Requisition

ggggg

Do Right Now! DAPS Online User ID W ﬂ
Requisition To Be Established ,m
Funds Form Code Er|
Funding Dacument Number [AmzoreTizes, | G
Appropriation Number W
ACRN ,‘—k
Share funding with other users Cves B o
Funds Approving Official o

——

©®

Back  Next

=) IRE T

7/26/2006 31



STEP 8 Enter the ACRN. (NAVY/DOD) The Accounting Classification
Reference Number. The default is AA

File Edt View Favorkes Tools Help

GBack + = - @ [2] 4| Qoearch [GFavores Fwedia ¢ | Bh- S = B

Address |®_] https:{ fwaw. dapsonline. daps. dla. miljdagjsp/FundType. jspiclear=trueddink=single

P—
DAPS Document Automation & Production Service
L e — — L ————

Home Logoff Contacts LELUE T, DAPS Entry

Order Processing Search Manual Admin

Establish Requisition

# Type of Requisition

Defense Logistics
Agency

Can Da Right Maw! ~

DAPS Online User ID

Requisition To Be Established

Funds Form Code

Requisition Name

Funding Document Number

Appropriation Number

ACRN

Share funding with other users

Funds Approving Official

©®

Back  Next

tcustomer ﬂ

Admin Prinitng Fr04
SATDZ10RPTIZERZ M
974830

]
rkes & Mo
—

[ [ 128 [ intemet

STEP 9 Answer the question, “Will the funding be shared with others?” Toggle
yes or no. If yes, users sharing a requisitions must be registered in DAPS
Online. Up to 200 users can share a single requisition. See section on Sharing
Funding for more information on how to set up a requisition for sharing.

STEP 10 Is there a Funding Approving Official? If yes, you need to type in the
funding approving officials daps online user id. A funding approving official is
the person in the customer’s chain of command who approves the use of this
particular funding. The funding approving official must have the same dwas
customer id as the user you are establishing the funding for and must also be
registered in DAPS Online as a user. If you do not know the daps online userid
for the funding official, then click on the binoculars, Type in the last name of the
funds approving official or type in the first letter of their last name. Click view.
After several seconds ( longer if the listis long) a list of names matching the
search will be displayed, select the correct name of the list.
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STEP 11 Import Funding Button. See Importing Open/Blanket Funding Section..
If funds have been estimated in DWAS, and the funding document number is
known or found on the binocular search. Click Import Funding Button, to import
the remainder of the accounting information. The data will be in read-only
format. At this point you are done with Establishing Funding in DAPS Online.

STEP 12 Click Next

STEP 13 The next set of accounting fields will vary based on Requisition Type to
be established (Navy, Army, Airforce, DOD, Private, Other Federal) .

For Navy the following fields are required. For an explanation of each field see
Appendix A.

*Subhead

Object Class

*Bureau Control Number

Sub-Allotment

*Trans Type

*Property

*Authorization ‘
*Cost Code ‘

*Funds Total Amount (e.g.
100.00)

Click Next to send accounting data.

For Army the following fields are required. For an explanation of each field see
Appendix B

Operation Agency

Allotment Serial Number

Accounts Receivable Project

*Fiscal Station Number

Country

*Limit

|
|
|
Object Class ‘
|
|
|
|

*Funds Total Amount (e.g.
100.00)
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Click Next to send accounting data

For Airforce the following fields are required. For an explanation of each field see
Appendix C.

*Fund Code

*Fund Year

*OAC/0OBAN

*Budget Activity

*RC/CC

Budget Program Activity Code

*Accounting Station

*Funds Total Amount (e.g.

*Project Subhead ‘
100.00) ‘

Click Next to send accounting data

For DOD the following fields are required. For an explanation of each field see
Appendix D.

*Limit

Allotment

Program Number

*Finance & Accounting Station
Number

Operating Budget Account
Number

*Funds Total Amount (e.g.
100.00)

Object Class ‘

Click Next to send accounting data

For Other Federal the following fields are required. For an explanation of each
field see Appendix E.

Description ‘

*Funds Total Amount (e.g. ‘
100.00)

Click Next to send accounting data
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For Private the following fields are required. For an explanation of each field see
Appendix F.

Description ‘

*Funds Total Amount (e.g. ‘
100.00)

Click Next to send accounting data.

STEP 14 The following screen is displayed. .

Success

Requisition information has been stored in the Daps online system for user "xxxx',
and can now be used when placing orders.

CF‘rintabLe Page)

NOTE: Completing the Line of Accounting as accurately as possible will
drastically reduce charge backs to DAPS.

NOTE: All funding documents with Lines of Accounting for Coast Guard
and Customs Service must be faxed to DFAS Accounting (843-746-6836),
Attn; DAPS Accounting Technician

NOTE: DAPS Users must be in position of the hardcopy signed funding
document prior to submission of funding to DWAS.
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Importing Open/Blanket Funding

ALTHOUGH THIS FUNCTIONALITY STILL IS OPERABLE. THE TABLE FROM
WHICH THE FUNDING IS IMPORTANT FROM IS OUTDATED. IMPORTING

FUNDING SHOULD NOT BE USED.
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Establishing Credit Card Template

Credit Cards that are to be set up as Open/Blanket Requisitions are established
as Credit Card templates in DAPS Online. The template is used to maintain the
Credit Card number, expiration date, Credit Card Owner, Address, email and
share attributes. The Credit Card Template can then be selected as a method of
payment without having to re enter the same data in every time.

Each job/order funded by a credit card template is set up as a one time
requisition with a unique fund document number.

For credit cards that are to be used as one time follow the Submitting Order
section for one time funding.

STEP 1: Select the DAPS Entry Tab
STEP 2: Select the Establish Requisition Tab

STEP 3: Identify the DAPS USER ID of the customer for whom you are setting
up the Credit Card Template

File Edt View Favorkes Tools Help

GBack + = - @ [2] 4| Qoearch [GFavores Fwedia ¢ | Bh- S = B

Address |ej https:{ fwaw. dapsonline. daps. dla. miljdagjsp/FundType. jspiclear=trueddink=single

DAPS Document Automation & Productio
L e —
rder

Home Logoff . Contacts T O

# Type of Requisition

Agency
Gan Da Right Hew! DAPS Online User ID - ﬂ
Requisition To Be Established Air Force h
Funds Form Code MIPR 2
Requisition Name
Funding Document Number l— M
Appropriation Number
ACRN ,Mi
Share funding with other users
Cves @ o
Funds Approving Official ,— ﬂ

©®

Back  Next

[&] Done [ 5 [ mtemmet
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STEP 4: Select from the drop down menu the funds agency. In the case of
funding by Credit Cards, select the Agency based on the activity for which the
cardholder works. For funding other than via credit card, this selection is very
important.

STEP 5: Select “Credit Card” from the drop down menu the Funds Form Code.

STEP 6: Type in a “Requisition Name”, this is be different from the Requisition
Number, This is a DAPS Online field and is used only to identify the funds. This
field can be up to 35 alpha/numeric characters and should assist DAPS users
and Customers in identifying credit card template.

For example: “ FY04 cc for menu printing “ — this identifies the funding as fiscal
year 04, cc identifies the funding as credit card and menu printing identifies what
type of orders will be charged to this template.

STEP 7: Answer the question, “Will the funding be shared with others?” Toggle
yes or no. If yes, users sharing a requisitions must be registered in DAPS
Online. Up to 200 users can share a single requisition. See section on Sharing
Funding for more information on how to set up a requisition for sharing.

STEP 8 Is there a Funding Approving Official? If yes, you need to type in the
funding approving officials daps online user id. A funding approving official is
the person in the customer’s chain of command who approves the use of this
particular funding. The funding approving official must have the same dwas
customer id as the user you are establishing the funding for and must also be
registered in DAPS Online as a user. If you do not know the daps online userid
for the funding official, then click on the binoculars, Type in the last name of the
funds approving official or type in the first letter of their last name. Click view.
After several seconds ( longer if the listis long) a list of names matching the
search will be displayed, select the correct name of the list.
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¥ Document Automation & Production Service
————

Home Logoff Contacts Place An Order Order Processing Search Manual Admin
Quick Print Special Order Establish Requisition

o

Defense Logistics
Agency
Can Do Right Now!

Type of Requisition

DAPS Online User ID

R isition To Be Established
Funds Form Code

Requisition Name

Funding Document Number
Appropriation Number

ACRN

Share funding with other users

Funds Approving Dfficial

(Import Funding) (Reset )

© ®

Back  Next

rr——

MNany -

[C;ednl Card "l
customers cc Fy 04
I

Cves @ nNo

I

sl

STEP 9 Click Next

[ 8 @ mtemet

STEP 10 Populate the credit card information. It is important to provide the
credit card holders name in both the credit card holders name field and the credit
holder address in the funds holders address field. This information is used to
validate the credit card.
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STEP 11 Click Next

File Edit View Favorites  Tools  Help ﬁ

Back ~ = - D il | Qisearch [GFavorkes FMeda (4 | Ev- S5 =t 2

Address Iﬂj hittps: ffunw . dapsonline. daps. dla. milfda& jsp/FundType.jsp

DA PS Document Automation & Production Service
[

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Quick Print Special Order Establish Requisition

§ Requisition Information

Defense Logistics
Agency

Can Do Right Now! credit Card Type Wisa 'l

Account Number 4123123456789012 Exp. DateMonth|1 'lYearlw'l

card Holder Name ICred\t Cardholder

Funding Holder Information

Name I Email Address Iccholder@comcastnet

Address |7o0Lane Phone Number [555-222-1212

|
|
| &
|

city [Credit Card state o I P 75T
Back Mext b
=
|&] pone l_ l_ ’—g | mternet 4

STEP 12. The following screen is displayed. .

Success

Requisition information has been stored in the Daps online system for user "xxxx”
and can now be used when placing orders.

CPrintabLe Page)

Click on the Printable Page button to print a copy of the funding information.
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Modifying Open/Blanket Funding

NOTE: Funding Documents CANNOT be modified without a written
amendment from the customers. Funding documents MUST NOT be
increased to enable a job to be billed if there isn’t enough money in the
original funding document.

NOTE: Only Funding Documents that have been established in DAPS Online
can be modified via DAPS Online.

STEP 1 If you need to add or subtract funds from an existing funding document
you must use the SEARCH, Requisition Search Tabs to search for the requisition
that needs to be modified.

A UL R g A P QETrT ~

P =) s

= DAPSONuLNE
Document Automation & Production Service

Logall User Pralile Contacts Place An Order DAPS Entry Order Processing Search

User ID

ocation | Al Locasans
Funds Agency Al Agencies
Requisition Type Al Types A
DWAS Status | Al DWAS Statuses !
search In | Regular

Sort On  HegName v

Search

You can search by one field, or use all the fields to narrow down your search. A
partial name can be given for requisition name, to view all the requisitions that
begin with those characters. Or you can search by the DWAS Funding
Document Number. For example, in the requisition name , “TE” was typed, See
figure 6 for the results of this search.
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2 o ] L LS 1S L U S S LA UILESLE Y, f2 it DPIS) 3L T Sy suspags —u

Va3 B MY Document Automation & Production Service
[

Home Logolf

Contacts

Place An Order

DAPS Entry

Order Processing

Search

Manual Admin

Job Search

&=

Defense Logistics
Agency
Can Do Right Now!

User Search

Requisition Search

Open Requisitions

Yiew requisitions for location: | All Locatians

3 @)

Open Requisitions

Fund Name Fund Doc Num Fund Status ACRN Status Delete

test cc funding SAT04204CCC1021 New Funding r
Dncumen@

testl SAT04204CCE1000 New Funding -
Document

test1 2345 SATI4204 0001018 DWAS MOD Pending al
snd Err

testattach 64353542342 3423 Stable r

testittachs PAGE34534535304 Stable -

testoredit bill full HOD104PTOO00L gmnésrrf‘”OD Pending r

testing SAT04Z04PTH1011 DwiaS ADD Pending -
snd Err

testing partical credit OTHERFED1234 Stable [

testvisamc r

Jobs 51 thru 59

ONORD

® @

— =

STEP 2 Select the name of requisition you wish to modify, Requisition must
have a DWAS status of “ stable “ to add or subtract funds. The funding must
have been created in DAPS Online.
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STEP 3. Use the leading sign drop down to indicate whether funds are being
added “+” or subtracted “-“to the funding document. Type in the amount of the
addition, or the amount to be subtracted, from funding document in the delta
amount field.

File Edit V“iew Favorites Tools Help
GBack = - @) i) | Qhsearch [GFavortes GdMeda ¢4 | NS = 2

Address I@j hittps | fvares dapsonline, daps. dla.mil/dag jsp/DAPS_Funding. jsp?graupID=200310240933090359

DA PS Document Automation & Prom.icﬁon Service
.

Logoff P Contacts Place &n Order DAPS Entry. Order Processing Manual
Requisition Search

Admin

Job Search User Search

Customer Funding

DAPS Funding Information

DWAS Information M

DWAS Status Stable

DWAS Customer ID ADMINOL

Requisition Type One Time

Funds Received Date 20031024

Funds Accept Date 20031024

Funds Expire Date 20031123

Funds Area 007003

Funds Plant 047042 o
Funds Subplant GC

* Leading Sign |+ vl

* Delta Amt (Example: 100.00) |

* Note: Use the Leading Sign’ and 'Delta Amid' fislds tkcrement or decrerment from the funds total amount, If
the Leading Sign feld is set do '+') the Delta Ami entered will be added to the Fund's Total Amit, i it is ™", the
Delta Amt will be subracted from the Funds Total Amit. If pou do not wish to modify the Funds Total Amt, leave
the Defts Amt figld blank,

ructamaor Fundinn Infarmatinn

[&] pone E

N K

After funding has been added the funding status will change from Funding MOD
pending back to Stable. When opening up the funding document the added
funds will be displayed at the bottom of the funding page. See example below.
Original Funding Amount in the example of was 4450.80, the funding was then
modified with an increase of 5000.00, amendment name: 0001-4 FY04-a.
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/J Establish Customer Funding - Microsoft Internet Explorer provided by Comcast High-Speed Internet I ] |
File Edt View Favorites Tools Help ﬁ B
S | it | Qlsearch [lFavorites Vedia ¢4 ‘ B-S= 2D
Address IEj hitps: e, ja, daps, dla.mil{ dagfjsp/DAPS_Funding jsprarouplD=200402 171640070516 j e ‘L\nks »|@ -

— |

* Delta Amt (Example: 100.00) |

I

TFIT

* fote: Use the Leading Sign' and ‘Delta Amt' fislds to increment or decrement from the funds fotal amount, If the
Leading Sign field is set #0 '+') the Defts Amt entered will be added to the Funds Total Amt, If itis -, the Delts Amt witl be
subracted from the Funds Total Amt, I pou do not wish to modify the Funds Total Amt, feave the Delta Amt field blank.

Customer Funding Information

Funding Document Number 0001-4

Funding Type Cther Federal

Funding Appropriation Number FRISOMS ]
Funds Form Code 282 52

Funding Name 0001-4 Frod

Description IFP—U}W 402-F2-2331-¥- DJBTAL4R2300

*Funds Total Amount (e.g. 100.00) |4450.BD

Previous Funding Amendments

Amendment Name Amount

0001-4 FYD4-a ssoopgp  <Cm—

ACRN History

ACRN ACRN Location Amount

ad 007003/0A7042/GB +4450,80 D

TS

(‘Back ) (‘Submit) (Share Funding) (ACRN MOD)
&) Dore ’_l_ ’—é_|0 Inkernet y

e =TT AT 08 AT T = = o == T T

Deletion of funds to a zero balance may not be done . Refer to DWAS SOP.

ACRN Modifications

To modifying funding to add another ACRN for use by another dodacc site, use
the search tab to find the funding document. Open the funding document that
requires an ACRN MOD (modification). All funding documents normally have an
ACRN of AA, which normally has the entire balance of the funds available.
When setting up a second ACRN (for example AB), the funds area, plant and
subplant can be different than the original funds area, plant and subplant. A
specified dollar amount is taken from the ACRN AA and moved to the ACRN AB.
See example below:
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Funding Document Number: 0015-4

ACRN ACRN Location Amount

+2805.48
AA 007003/0A7042/GB

An ACRN Modification is done, for plant 0A7023 to use the same funding
document number for a special job done for this customer. The job is estimated
to cost $500.00. The funds are subtracted from ACRN AA and added ACRN AB.
After the transactions have been successful processed by DOL, the funding
document will show the following:

Funding Document Number: 0015-4

ACRN ACRN Location Amount
AA 007003/0A7042/GB +2805.48
AA 007003/0A7042/GB -500.00

007003/0A7023/FB +500.00
AB

STEP 1 To create a MOD ACRN transactions, open the funding document,
select the ACRN MOD button at the bottom of the page.

Funds Form Code 282 'I
Funding Name 0015-4 Fr 04
Description IFP—EI3-'I 402-F6-2331--DJBTAL4FE100
*Funds Total Amount {e.g. 100.00) |2805.4E
ACRN History
ACRN ACRN Location Amount
Al 007003/047042/GE +2805.48 =
N
(Back ) (Submit ) (Share Funding) (ACRN MOD) L[]
~|IF
|g’] Done '_’_ ’—g ‘O Internet 4
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STEP 2 On the next screen, type in the new ACRN. Use the drop down to
identify the area, plant and subplant for this funding, and the dollar amount tied to
this acrn. The amount can not be more than the balance available for the entire
funding document. Click submit when complete. DOL will send two transactions
to DWAS, one to reduce the original ACRN by the amount identified and one to
add the amount to the new ACRN.

a Establish Customer Funding - Microsoft Internet Explorer provided by Comcast High-Speed Internet - |EI|5| X
File Edit VWiew Favorites Tools Help ﬁ D
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = H ED l
Address |®;‘| hitps: s, dapsorling . daps. dia.miljda8 ispDARS_Furding. jsp?acrmblod=TegrouplD=200405181431 220875 | P |L|nks = -
;I =
N
Customer Funding
Customer Funding Information
Fund Doc Num 6435354 23423423 Establish Customer Funding
Funding Type Other Federal
Funding Appropriation Number 3645432
Funds Form Code MIPR
Funding Name testattach
Description
Funds Total Amount {e.g. 100.00) 100,00
ACRN History
ACRN ACRN Location Amount
ah 007003/0AT042/CC +100.00
New ACRN
New ACRN {Example: AB)
New ACRN Area 007003 'l
New ACRN Plant 0A7O03 =
New ACRN Subplant Ay 'l
ACRM Amt {Example: 100.00) C
=
Back Submit ) (Share Fundin: e
(Back ) (submit) (: 2) I
|§1 Done ’_’_’—g‘e Internet v
eSS T T o~ &
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Deleting Funding

You can only delete an existing Funding Document if there were no customer
orders (estimates) pending against the Funding Document. The Funding
Document cannot be in DWAS Add/Mod pending status or DWAS Add/Mod
Reject Status. This does not delete the funding from DWAS.

STEP 1 To delete an existing Funding Document, Select Search Tab, Requisition

Tab, Type to the Requisition Name of the Funding Document you wish to delete

STEP 2 Toggle the delete box to mark the Funding Document to be deleted.

@

And click the delete Pe!®t® pytton at the bottom of the screen. Confirm the
deletion.

TFTT

Place An Drder DAPS Entry Manual Admin

Requisition Search

Home Logoff Contacts Order Processing

Job search

$ Open Requisitions

Defense Logistics

User Search

fgency
Can Do Right Now!

Yiew requisitions for location: | All Locatians j

Fund Name Fund Doc Num Fund Status ACRN Status Delete L
admin 68a SA700304CCE1008 Stable vl h
o test SATO0304CCEI00Z Stable I

daisv 527a SAT04Z04PTERL00L Stable ~

daisy 68a SAT04204CCC1013 Stable W

daisy 68b SAF04Z204CCC1015 Stable I~

daisy B&c SAT04Z04CCC1016 Stable ]

daisvy £&d SAT04Z04CCC1017 Stable m

daisy of A42004 SAT04204PTC1005 Stable ]

of051804a admin of 051804 a_admin Stable m

of051804a daisy of 051804a_daisy Stable r

Jobs 1 thru 10
Page: 12

—

ONONONON :
&
ke

Back  Next  First  Last Delete =1

& [ [ 18 @ mteret 7

N D T AT TR R e T s A e — e
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Stabilizing Funding

Funding must have a DWAS status of Stable before any estimate or actual order
transaction will be generated for DWAS. Funding, initials and modifications,

submitted by a customer will remain in a CSR reviewing pending status
until a DOL users takes the action below. Once funding is stable, order
estimates and actuals charged against the funding will be sent from DOL to
DWAS. Funding with a status anything other than stable, order estimates and

actuals, will remain in a pending status.

STEP 1: View the Funding Status. Select the Search Tab.

STEP 2: Type in the full or partial Requisition Name or the Funding Document
Number . Or use the search criteria to narrow down a search.

STEP 3: From the search results list, view the requisition status.

A UL R g A L (R

DAPSoNLiNE

Requisition Search

nt Automation & Production Service
User Pralile Cortacts Place An Order DAPS Entry Order Processing Search

Fill aut the fislds that suit your search needs. You may entar in some, all, o none of the fislds

If nothing s entered, only the first 500 requisibions found will be shown,

Requisition Name
Funding Document Number
DWAS Customer ID

User ID

Location | Al Locatans
Funds Agency Al Agencies
Requisition Type Al Types

-

DWAS Status | Al DWAS Statuses !

search In | Regular

Sort On  HegName

Search

r
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STEP 4: Any“........ Rejected” or “CSR review pending” statuses requires an
action by the DAPS users to correct the error. Open the funding document by
clicking on the requisition name to view error. Correct the error for rejected
funding and click on submit. Or repond to the prompt for CSR review pending
status and click submit. See appendix for common rejection errors. This
process may continue until a stable status is received.

File Edit View Favorites  Tools  Help ﬁ

GBack ~ = - (D bt | Qisearch [GFavorkes FMeda ¢4 | Ev- 5 =t 2

Address Iﬂj https: { e . dapsonline. daps. dla. mil/dad/jsp DaPSFundListing. jsp?clear=true j @GD |Links & @ -
-
b, Da
An Orde DAP Order Proce g Search
Job Search User Search Requisition Search
§ Open Requisitions
Defense Logistics
Agency
Zan Do Right Mow!
Yiew requisitions for location: All Locations j
Requisition Name Requisition Type Delete
afioz403a Air Force CWaS ADD Rejected I
test2z2 Other Federal DWaAS ADD Rejected -
1024 TestFundingl Air Force i
Jobs 1 thru 3
Page: 1
OBONORONY
Back  Next  First Last  Delete
[
@ [ & [ mternet 4
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Funding with DWAS Add Rejection Error below:

File Edit View Favorites  Tools  Help

dBack ~ = - (D beti] | Qisearch [GFavorkes GMeda ¢4 | Ev- 5 =t 2

Address I’.é'j https: { e . dapsonline. daps. dla. milfdag jsp/DaPS_Funding. jsp?aroupID=20031024121 7510046 j @GD |Links & @ -

Customer Funding

DAPS Funding Information

DWAS Information ,-%'_]

DWAS Status DuwAS ADD Rejected

DWAS Customer ID ADMINOL

Requisition Type Blanket

Funds Received Date IEUD31 024

Funds Accept Date |2UD31U24

Funds Expire Date IZDD4093D

Funds Area 007003

Funds Plant 0A7D42

Funds Subplant GC

DAPS Funding Errors
« Appropriation DOD and symbol are invalid
Customer Funding Information

Funding Document Number af102403a

Funding Type Air Force

Funding Appropriation Number EA10m

Funds Form Code MIPF 'I =
|&] pone I_I_Fé_m Internst 4

EXCEPTION: Funding Document shared across office groups for the purpose
of distribute and print may cause a “DWAS Add Rejected” status, The error
should be “ Funding Document Number already exists”. This is a correct
error. The DAPS User may manual change the status to stable upon receiving
this error under these conditions only!. This is accomplished by opening the
funding document, click on the requisition name. The funding document should
now have a drop down available for the DWAS status. Select “STABLE” from
this drop down and submit.
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STEP5: Any“.......... snd error” status, means the transaction has timed out
attempting to send the transaction or the transaction was lost in transit, this
occurs after 3 hours of attempt to transmit. The DAPS User needs to resend the
transaction by opening the funding document, click on the requisition name. Use
the drop down to change the new DWAS status to “...... pending”. This will
restart the transmission process.

File Edit View Favaorites Tools  Help ﬁ

Back + = - @D | @search GaFavarkes Eveda (B | BN S =1 H @

Address Iﬂj hittps: { s, dapsonline . daps. dla. milfdas/jsp/DAPSFundListing. jspPclear=true j @Go | Links ”| @ -
-
b, Da
a in Orde DAP Drder Proce 1 Search
Job Search User Search Requisition Search

* Open Requisitions

Defenze Logistics
Agency
iZan Do Right Mow!

Yiew requisitions for location: All Locations j

Requisition Name Requisition Type Status Delete

DwWaS ADD Pending r
snd Err

ofcol02403a Other Federal

Jobs 1 thru 1
Page: 1

ONONORON

Back Next First Last Delete

s

|&] Dore [ & [ mntemet
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File Edit Wiew Favorites Tools

Help

Back + = - @D &t | @search GaFavarkes EMeda (B | BN S =1 H @

Address Iﬂj hittps: f fvarrs dapsonline daps. dla. mil/dadjsp/DaPS_Funding. jsp?graupID=200310240930570125

DWAS Information
Mew DWAS Status
DWAS Customer ID
Requisition Type

* Leading Sign

Funds Received Date 20031024
Funds Accept Date 20031024
Funds Expire Date IZDD31123
Funds Area 007003
Funds Plant 0ATD42
Funds Subplant GC

E

* Delta Amt (Example: 100.00) |

* piote: Use the Leading Sign’ and ‘Delta Am?' fields o increment or decrement from the funds total amount. If
the Leading Sign feld is set do '+') the Delta Ami entered will be added to the Funds Total Amit, i itis ™", the
Deltz Amt will be subracted from the Funds Tota! Amd, IF pou do not wish fo modify the Funds Total! Amid, leave
the Deltz Amt figld blank.

Customer Funding Information

( Back) (Submit) (share Funding)

Funding Document Number SAF03104CCO0607
Funding Type Other Federal
Funds Form Code Credit Card
Funding Name ofccl0z403a

Card Holder Name st

Type of Credit Card MasterCard
Account Number HhERRR A AREROTTE
Expiration Date 1/05
Authorization Number 194035

Funds Total Amount {(e.g. 100.00) 1.00

[ none

Funding with CSR Review Pending Status below:

Document Automation & Production Service

[ [ [ tnkernat

K

User Profile Contacts  Place AnOrder — DAFS Bnlry
., Regquisition Search

Open Requisitions

Manal Archive

Aufenin

Wi requisilions for location: | All Locabons

Fund Hame Fund Doc Hum
B oRINT FUNDS EEECEEE)

Jobs 1 thra 1
Page: |

VO@® O ®

Back Naat First Last  Delete

Fund Status

CSR Review Panding
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Step 1: Open funding document and change status to DWAS Add Pending from
the drop down. Respond OK if the answer is “yes”, you have the hardcopy of the
funding. Respond Cancel if the answer is “no” — you will not be able to change
the status to DWAS Add Pending until you answer OK to the prompt. After

responding OK, Click Submit.

OP_V4.doc - Microsoft Word

esz ] https: ffwwn dapsoniine. daps. da.miljd=8/isp/DAPS_Funding jspIpage ~DAPSFundListing jspigroupID=20060718 1437040268

!CIgICvl v |Ci Search ~ § @ ‘39 Chedke ~ “{ Autolink Autarll Eophons &
— DAPSoNuNE

Document Automation & Production Service

Logoff User Profile Contacts Place An Order DAPS Entry Order Processing Search Manual Archive Admin

search User Search Requisition Search

Customer Funding

DAPS Funding Information

DWAS Information M
New DWAS Status DWAS ADD Pending %

DWAS Customer ID admin01
Requisition Type

Microsoft Internet Explorer

Funds Received Date
Funds Accept Date

o
Funds Expire Date </

Funds Area

Funds Plant

Funds Subplant

ORIGINAL OR FAXED FUNDING DOCUMENT MUST BE IN YOUR POSSESSION PRIOR TO CHANGING STATUS TO DWAS ADD PENDING,

DO YOU WANT TO CONTINUE?

Customer Funding Information

Funding Document Number 9999999

Funding Type Other Federal

Funding Appropriation Number 9995999

Funds Form Code 282

Funding Name CKATE PRINT FUNDS

Description |uwecuwaorujvnnauj |
[10000.00 |
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Sharing Funding

STEP 1 Search for Funding Document — Click on Search then Requisition
Search

Address |#&] https: e, dapsonling daps.

DA PS Document Automation & Production Service
[

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Job Search User Search Requisition Search

Requisition Search

Fill out the fields that suit your search needs. You may enter in some, all, or none of the fields,
If nothing is entered, only the first 500 requisitions found will be shown,

Requisition Name |

Funding Document Number I
Location IAII Locations j
Funds Agency Im
Requisition Type Im
DWAS Status [ All DWAS Statuses =

Sort On IReq MName 'I

[
&
Search ZI f
|&] pore I_I_Fg‘. Internet v
STEP 2 Type in the Requisition or Funding Document Number, Then select the
funding document from the search results page.
JBVE. A B MY bDocument Automation & Production Service E
[ - .
Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Job Search User Search Requisition Search
£ Open Requisitions
Defense Logistics
Agency
Can Do Right Mow!
vi isiti for location: |All Locations - m
1ew requisitions Tor location J - w |
Fund Name Fund Doc Mum Fund Status ACRN Status Delete
test ce funding SATO42040001021 geo‘;“u';:e”:t‘”g Il
Mew Funding
testl SAT04204CCR1000 Dot O
test12345 SATO4Z04CCC101E gr‘:\;""ESrfOD Pending ml
testattach 643535423423423 Stable O
testAttach2 745634534535324 Stable ]
testeredit bill full NOO104PTOOO0T Dwhs oD Pending O
testing SATO4Z04PTHLO1L gr‘:\;”‘ngD Pending ml
testing partical credit OTHERFED1234 Stable r
testvisamnc r
Jobs 51 thru 59
Page: 123456 F
bl £
=
© D @ & 0 “tlk
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STEP 3 At the bottom of the funding document page click on SHARE FUNDING
button

runaing voCument Numoer uLuL-4

Funding Type Other Federal

Funding Appropriation Number FRISOMNS L
Funds Form Code m

Funding Name 0001-4 Frod

Description

*Funds Total Amount {e.g. 100.00}

|FP-03-1 40e-F2-2331-v- DJBTAL4F2300

[4450.80

Establish Customer Funding

Previous Funding Amendments

Amendment Name Amount
0001-4 FYD4-a +5000.00
ACRN History
ACRN ACRN Location Amount
L 007003/047042/GB +4450.80

RN

(‘Back ) ("Submit) (Share Funding) (ACRN MOD)
[&] Done l_’_|—é_|° Inkernet

— oo ™ AR TR AT T e e B B

a2

STEP 4 Click on user id look up ( binoculars button)

& DAPSoNLINE

Document Automation & Production Service

Home Logoff User Profile Contacts Place An Order DAPS Entry DOrder Processing Search Manual Archive Admin

Quick Print Special Order Establish E'sitiun i Modifi Reiuisitiun

Share Requistion

Defense Logistics
Agency

Can Do Right Now! Please enter the Daps on-line users you wish to share this requistion with. These users will be able to charge

Daps jobs to this requistion, but they will not be able to make changes to the requistion.

Userip, = | M

—
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STEP 5 Type in the Users last name that you want to share this funding with.

=55 | i) Petps: e, dapsoniine. dags. dla. mi s,
Google -

Look Up User ID
Type aff or part of the last name and/or DWAS customer ID of the DAPS usar you wish fo

Wuse. If nothing is entered, the first 500 users found will be shown. If you do not see the
ser you are koking for, please enter additonal search criters,

Last Nama: @

able ro charge

8 O Taedute

3 T SN L B T WX

T} D _s00_y4.dec E} Decument? - Mernsn. ) (Fh MLE A

-+ s[‘an B i - Merosnft Ou... T} Mewth Flerids Baseha, ] Deumert Ausemate. .. T} Thare Aequetion - M.

STEP 6 Click on the name on the list results this should autopopulate the userid
field. Then click ADD

Fle Edt Vew Fovores Tods  Heb ¥
Ak | ) dopsonine. daps.da. mijdsd e, ndistng. =
Google - v Gosewn v g0 W s v Footens &

> DAPSONLINE

Document Automation & Production Service
Home User Profile Contacts DAFS Entry . Urder Processing  Search Marmal Archive . Adan

% Share Requistion

Dafanta Legisncs

Please enter the Daps on-line users you wish to share this requistion with, These usars will be able to charge

gancy
Can D Kight Mow
Daps jobe to this reguistion, bus they will not be able 1o make changes to the requistion.

user 1o challis I]
—

7/26/2006 56



STEP 7 Continue through steps 4, 5 and 6 to add another name, when finished
click update.

Fle Edt Vew Foodes Tods el r
o d dapsoniine. daps. da.mil dad | il ne .@ i
Google « w| [ osewch - g8 W chek v Fdootors & -

g__f DAPSoONLINE

Document Automation & Production Service

Home Lagodf User Prodile Contacts DAPS [ntry . Order Processing . Search Manusl Archive
Quick Print . Special Drder ETOPS ~ ¥ Requ

Share Requistion

Dafante Legistics
Agancy . N
Can Be Right Mow Please enter the Daps on-line users you wish to share this requistion with. These users will be sble to charge
Das jobe to this recuistion, but they will not be able ta make changes to the requistion.

User 1D Lﬂ

Group Members

Member's UserlD Delete
challs (zarcing halis) 0
1thru 1 of 1

)

—
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Funding Not Available

Note: Funding Not Available (FNAs) was provided as a method for performing
the DWAS Pre-Estimates functions. Just like the pre-estimate function in DWAS,
Funding Not Available does not require funding and does not reserve inventory.

FNAs are done to quickly generate an estimated price for a customer order so
that the dollar amount to authorize can be determined.

STEP 1. From the DAPS Entry Screen. Select Quick print or Special Order, see
definitions section for definitions on each type of order. The following provides
the STEP for Quick Print Orders

File Edit View Favaorites Tools  Help

Back v = - QD fat | Qsearch  [GFavortes GlfMeda ¢4 | B-S5a 2

Address IE:] https: { fvswwrs dapsonline, daps. dla. milf/dad jsp/PlantiMenu. jsprmenu=single j @Go |Links ”|@ -
-

9 !
L
ome 0go in Orde DAPS Entry Order Proce

onta
Quick Print Special Order Establish Requisition

STEP 2 Type in the “Customer’s DAPS Online Userid”, if you don’t know
the DAPS Online User id, use the binoculars to search by customer’s last name
or DWAS Customer ID to find Customer’s DAPS Online Userid, Click on the
customers DAPS Online Userid to auto populate.
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STEP 3 Determine where the job is to be produced. Uses the drop down from
home location to select the plant where the work will be distributed. Job can be
sent to the Production Managers queue for redistribution by selecting the “Office
Group” button. Job status should remain at Submitted until funding is provided.

b P O I B (I R B e 'Y L I TN S E TN I, T 1111 N NI E = N -Porre N W12} -1 e B == A

/3 Place Quick Print Order - Microsoft Internet Explorer provided by Comcast High-Speed Internet

File Edit Wiew Favorites Tools Help ﬁ
GBack v = - (D 7t | @ search  [GFavorites  EMMedia a“%v = = & £ D

Address Iﬁj https: ffunae, dapsonline . daps. dla.milfdas fjspf CustRepCuickPrint . jspiclear=true j @Gn Links ** @ -

DA PS Document Automation & Production Service
[

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Quick Print Special Order Establish Requisition

L
x

TFTT

Create Order B

Order Information

*Customer's DAPS User ID Job Destination Job Status
I i @ Horne Location  [I0mmemn==AmEelsLy Nl ~ ISubmit‘tEd 'I

© Office Group

Job Dutput Pages Print
IBIack&Wh\te 'l |One Sided =l Cover Color INDne 'l

r
*0rder Number Bindin i
I Mone e Other Color &
=

*Date Required Sheets per pad

Cover Weight |30 'l

*MNo. of Copies — LI |
| &1 Done [ T3 [ mternet 7N
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STEP 4 Fill out the job specifications using the fields provided; see definitions
for an explanation of each field The minimum mandatory fields are annotated
é

with an “*”.  Attach approved digital files using the button. This will be
the only time you have the option to upload a file. See Appendix for approved
list.

File Edit V“iew Favorites Tools Help

Back v = - (D it} | QhZearch [GFavorkes GfMeda ¢4 | -5 =t 2

Address I@ hittps v dapsonline . daps. dla. mil/dag jspfCustRepCuickPrint . jsprclear=true j @Gn |Links £ @ -
Order Information |

*Customer's DAPS User ID

Job Destination
 Home Location
 office Group

Job Output Pages Print
Color | [one Sided |

*Order Number Bindin
ADMINO4T00 ICDmb 'l
Sheets per pad

*Date Required

Enuerl:%nlnr IWh\tE 'I
Other Color

11/28/2003
*MNo. of Copies
fon Drilling [None |
*No. B&W Pages
Sheet Size |85x11 'I
*No. Color Pages -
100 Paper Color IWhlte 'I

Document/Publication Name other cColor I
Paper Type IPIain Bond -
Special Instructions

|Year end Budget

Cover Weight IHD -

Cover Prints:
¥ Outside Front Cover

™ 1nside Front Cover

[T outside Back Cover

[T 1nside Back Cover

MNeed to be printed on high gloss white paper|

Documents Transfered -
Hone Upload

STEP 5 Use the pricing spreadsheet to calculate the pre-estimate.

Special INSIructions

[
[

Documents Transfered -
e Upload

Production

Unit Price

or Cost Stock Code

RPC Revenue Process Units

Lol

Burden Extended

Rate Price GrO

[e70 " [PaPERBONDWHITE [inont  [ons7 |1GH191W212ﬂ T s0e7 | [

[0z | [EcEcTRONCOUTPU fiooor [zeo | [ E] M [0 | [3e0 (W
Fl (I | Er—
(I (. | T —
(. (I i — |

STEP 6 Billing and Shipping should auto-populate based on the customer
selected in STEP one.

7/26/2006 61



STEP 7 Select “Funding not available” as the method of payment.

Tetal
Cost:
willing
Billing 756 PartVary Divve City [Jackson
Address  |[Suile 333 State Ml w
Zip foguaag
|
Phan [a0s-555-9507
wment 1]
Deliver
(Chick here [#] to use Billing Address)
Person to Hon., 7 . Address | 755 AiWay Drive
Suite 333
Email meragnalbyEmil
Pichup/ Delivery Hold for pickup
city [Jackson
Pickup Location  -Select Locabon ¥ State M v
Zip 999599
Special Delivery Instructions €C Email Addresses

STEP 8 Complete or modify the delivery information as appropriate

STEP 9 Click on the next button. You know you are successful when the
success message is displayed.

DA PS Document Automation & Production Service
[

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin

Quick Print special Order Establish Requisition

Success

Your order has been received! Thank you for using Daps.
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Open/Blanket Funding Orders
Submitting Orders funded with an open/blanket requisition.

STEP 1. From the DAPS Entry Screen. Select Quick print or Special Order, see
definitions section for definitions on each type of order. The following provides
the STEP for Quick Print Orders

File Edit View Favorites Tools  Help
GBack - = - @) Fiti ) | Qsearch [GFavortes GlMeda .4 | E-S = 2
Address I&j https: /i, dapsonline, daps. dla. milfdad/isp/PlantiMenu, isprmenu=single j 6’60 |L|nks ”|@ -
A L
\ DO
ome 0go onta Ln Orde DAFS Entry Order Proce
Quick Print Special Order Establish Requisition

STEP 2 Identify the customer for which the job is being submitted. Type in the
“Customer’s DAPS Online Userid”, if you don’t know the DAPS Online User id,
use the binoculars to search by customer’s last name or DWAS Customer ID to
find Customer’'s DAPS Online Userid, Click on the customers DAPS Online

Userid to autopopulate.
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STEP 3 Determine where the job is to be produced. Uses the drop down from
home location to select the plant where the work will be distributed. Job can be
sent to the Production Managers queue for redistribution by selecting the “Office
Group” button. Job status should remain at Submitted until funding is provided.

b P O I B (I R B e 'Y L I TN S E TN I, T 1111 N NI E = N -Porre N W12} -1 e B == A

/3 Place Quick Print Order - Microsoft Internet Explorer provided by Comcast High-Speed Internet

File Edit Wiew Favorites Tools Help ﬁ
GBack v = - (D 7t | @ search  [GFavorites  EMMedia a“%v = = & £ D

Address Iﬁj https: ffunae, dapsonline . daps. dla.milfdas fjspf CustRepCuickPrint . jspiclear=true j @Gn Links ** @ -

DA PS Document Automation & Production Service
[

Home Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Quick Print Special Order Establish Requisition

L
x

TFTT

Create Order B

Order Information

*Customer's DAPS User ID Job Destination Job Status
I i @ Horne Location  [I0mmemn==AmEelsLy Nl ~ ISubmit‘tEd 'I

© Office Group

Job Dutput Pages Print
IBIack&Wh\te 'l |One Sided =l Cover Color INDne 'l

r
*0rder Number Bindin i
I Mone e Other Color &
=

*Date Required Sheets per pad

Cover Weight |30 'l

*MNo. of Copies — LI |
| &1 Done [ T3 [ mternet 7N
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STEP 4 Fill out the job specifications using the fields provided; see definitions
for an explanation of each field The minimum mandatory fields are annotated
with an “*”,

File Edit View Favorites Tools  Help |_
GBak « = - (D 7l ‘ search  [GFavorites  (Meda (F ‘ B-S = 4 & @D

Address I@ hktps: i v, dapsonline, daps, dla. miljdad/isp/CustRepQuickPrint jsprclear=true j @Gu |Lir|k5 =)

& -

-

Job Output Pages Print

IB\ack&Whute - |one Sided | Cover Color |Nc|ne vl
*0rder Number Bindin

I MNaone vl Other Color

*Date Required Sheets per pad

Cover Weight |90 'l
*No. of Copies
I prilling INDne 'I Cover Prints:
*No, B&W Pages -
I Paper Color IWhltE b ™ cutside Front Caver -
*MNo. Color Pages
I Other Color I Inside Frant Caver

Document/Publication Name  paper Type | Flain Bond = I Gutside Back Cover

I ™ Inside Back Cover

Sheet size |8.5x11 'l Other Width | Other Length |

Special Instructions

|
[
Documents Transfered -
Mone Upload
Production
L
it Pri K d ded i
RPC Revenue Process Units Unit Price Stock Code Stoc R = GPO 12
or Cost Units Rate Price
=l
[z L= T P ama— .m

STEP 5 This will be the only time you have the option to upload a file. Attach
b

approved digital files using the button. This will be the only time you
have the option to upload a file. See Appendix for approved list.

Document Automation & Production Service

e -
Logoff Contacts Place An Order DAPS Entry Order Processing Search Manual Admin
Special Order

Quick Print Establish Requisition

Document Transfer

Defense Logistics
Agency
Can Do Right Mow!

Select the documents you wish to upload to the DAPS Online system.

Document: IC:\DDcuments and Seti Browse.. | ['info ]

File size mustbe less than 100 MB per uploaded file
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STEP 6 At this time you can estimate the job by populating the Production
Section with RPC and units, or you can leave it blank to populate at a later time

Bpeclal INSIrucTtions

L]

Documen! ts Transfered -
o Upload

Production

RPC Revenue Process Units Stock Code

Unit Price Sutrllj_tk Burden Exte_nded GPOD

or Cost its Rate P

rice
[0 | [PAPERBONDWHITE [1o00t [0057 | [iGrmotwziz il [roooc [oo 5057 | N
[enz " [ErECTRONIC OUTPU [inont  [o3en _ﬂ [ [ s360 [N

(. (I Br—r—
(. | — Y — |
Fl (I | 1 —

STEP 7 Billing and Shipping should auto-populate based on the customer
selected in STEP one. Note: if you just created this customer there is no billing
or shipping information in the customer’s profile.

STEP 8 Populate the Delivery Section with the name, address and method of
delivery as specified by the customer. Fields in this area may also be populated
based on the information provided in the customer’s profile. Use the drop down
to select method of delivery and location. Special delivery instructions can be
placed in the open text field titled the same.

The cc Email Address field is used to identify additional people who need to be
notified that the job has been submitted. Each additional address must be
separated by a ;.

STEP 9 Select “Open Requisition” as the method of payment. And use the

binoculars to Look up Available Requisitions or create an Open Requisition for
this customer.
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DAPS ONLINE Version 9 Build 4

I | A | N | — | | — — —

aﬁl‘:
Billing
Billing 756 AiWayDive | cty [ackson
zip e
I J
[E— =
—

© One Time Aeauisition
@ Funding Mot Available
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To Look up Available Requisitions click the view button at the Find an Open
Requisition Popup Window. All pre-established open requisitions are listed and
can be selected by clicking on the requisition name.

=

Find an Open Requisition

Click on the link of the requisition vou wish to use to place it in the correct field.

daisw10z7h (Other Federall
daisw10z7a (Other Federall
daisw10z7h (Other Federal)
daiswi0z7e (Other Federall
fv0d4 {Other Federal %
daisy1023b {Other Federal)
daisy1028e (Other Federal)
daisv10z7d {Other Federall
daisv10z7c (Cther Federal)

Req MName: View

STEP 10 Select the correct ACRN and click Submit

Fle Edt Vew Fovortes Todks  Heb i

8] Patos: e camsariine oo, dla. mi ad o CLstenQuIsS T 150 v B
Google « | [Cosewch - i B NF ched ¢ [ ootons i

_ —‘L_ DAPSONLINE _

Accounting

Select ACRN AR

Description other feders| funding
Funds Tatal Amount (e.0. 001,00
100.00) 20000.00

Submit

STEP 11: Print the order or click cancel.
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