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1.  SCOPE.

1.1  Scope.   This Supply Chain Management Center (SCMC) Standard Procedure (SP) is applicable to all processes related to the Marine Corps users of the DODAAD.

1.2 Purpose.   This SP establishes Marine Corps users DODAAD guidelines and defines procedures to be used within the center.

1.3  Applicability.  This SP is applicable to the User of the DODAAD.

2. APPLICABLE DOCUMENTS.

MCO 4420.4H

DOD 4000.25-D, DODAAD

DOD 4500.32-R, MILSTAMP

MCO P7301.65P

MCO P4400.76A

MCO P4400.82F

DOD Handbook H4-2 (NOTAL)

MCO P4600.10B

DLAH 4510.4 (NOTAL)

3.  DEFINITIONS.

See SCMC-MMD.00 for definitions.

4.  PROCEDURE.

4.1  General.  The responsibility for the Marine Corps DODAAD process belongs to the Materiel Support Branch (MSB) and is executed by the Service Point Monitor to ensure compliance with standard DODAAD procedures.    

4.2  Concept.  The Marine Corps DODAAD is a collection of addresses and alphanumeric codes which identify units and organizations throughout the Defense establishment, along with certain governmental agencies and civilian contractors which requisition, ship, or receive materiel; fund/pay bills; and/or, account for DOD-owned supplies and materiel.

4.3 Process.  MSB can only load, change or delete Marine Corps DODAAD’s, but has the capability of viewing other services addresses.  Each DODAAC has to begin with an alpha character.  In order to load, change or delete a DODAAC, it has to be in writing specifying a point of contact and a current telephone number.  

4.3.1 All changes to the DODAAD updates Defense Automatic Addressing System (DAAS).  DAAS pulls in the changes and updates records within 2-5 working days. Type Address Code (TAC) is what makes up a DODAAD.  There are three different TAC’s in an address:  TAC1- Mailing, TAC2-TMO/Freight and TAC3-Billing.  

4.4   Management Review.  The frequency of review is conducted annually.

4.5  Responsibility.
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	To Load DODAAD

Log onto CICS

At the selection menu, select option for Logs Data Base Natural and hit enter.

This takes you to a screen where you can choose different options.  At this screen choose A0MM&USL and hit enter.

This takes you to the MCSSS screen where you choose a specific system.  

Type in DODAAD and hit enter.

At the DODAAD Main Menu screen select number 1 for IMD Process and hit enter.

Enter batch number (each user is assigned a specific series of batch numbers), julian date will default and then enter a function.  At this point you want to type in (AT TA1), enter.

You are now at the IMD screen for DODAAD.  Press the Home Key and type in ES and enter.  This will turn on the edit switch to edit transactions while you are typing them in.  From here you enter data that will load the TAC addresses to the DAAS DODAAD file.

For the first field, type in TA1 for the DIC.

For the TYP-ADDR-CD field type in a 1 to load a TAC 1 (Mailing address).  Type in a 2 to load a TAC 2 (Freight address).  Type in a 3 to load a TAC 3 (Billing address).

For the ACTY-ADDR-CD field type in the DODAAC.

For the IN-THE-CLR-ADD-NM field and this is the first transaction, type in the first line of the TAC 1 address.  For the second transaction, type in the second line of the address.  For the third transaction, type in the third line of the address and for the last transaction, type in the fourth line of the address.  This will be accomplished for both TAC 2 and TAC 3 type address.

The next two fields are blank for TAC 1 and TAC 3 addresses.  For TAC 2 address, fill in the AIR-TRML-ID-CD field and leave STD-PNT-LCTN-CD field blank, if the activity is OCONUS.  If the activity is CONUS, fill in the STD-PNT-LCTN-CD field and leave the AIR-TRML-ID-CD field blank.

For the EFF-DT, type in the date that you want this transaction to take effect.

The next two fields are blank for TAC 1 and TAC 3 addresses.  For TAC 2 address, fill in the BLK-PT-DODAAC and the WTR-PORT-ID-CD field if the activity is OCONUS.  If the activity is CONUS, leave these two fields blank.

For the ADDR-LN-NR field, you type a 1.  (Remember: For the second transaction, type in a 2, for the 3rd transaction, type in a 3 and for the last transaction, type in a 4).  This tells the system which line of the address to load.

If you did not turn your ES (Edit Switch) on in the beginning then you can press the Home Key and type ED to edit the batch and enter.  (A message will pop up on the screen indicating whether you have errors or not in the transaction). Enter again.

Press the Home Key again, and type in FL to go to the flag batch screen and enter.

At the Flag batch screen you type in EX under the title FLAG, the next field BOC, leave blank, the next field, enter the Batch Number, and the last field type in the Julian date and enter.  Type a “S” to set the flag.  This will take you back to the DODAAD Main Menu screen.

Accuracy is validated once data is posted to the DODAAD.

To Change DODAAD

Log onto CICS

At the selection menu, select option for Logs Data Base Natural and hit enter.

This takes you to a screen where you can choose different options.  At this screen choose A0MM&USL and hit enter.

This takes you to the MCSSS screen where you choose a specific system.  

Type in DODAAD and hit enter.

At the DODAAD Main Menu screen select number 1 for IMD Process and hit enter.

Enter batch number (each user is assigned a specific series of batch numbers), julian date will default and then enter a function.  At this point you want to type in (AT TA3), enter.

You are now at the IMD screen for DODAAD.  Press the Home Key and type in ES and enter.  This will turn on the edit switch to edit transactions while you are typing them in.  From here you enter data that will load the TAC addresses to the DAAS DODAAD file.

For the first field, type in TA3 for the DIC.

For the TYP-ADDR-CD field type in a 1 to change a TAC 1 (Mailing address).  Type in a 2 to change a TAC 2 (Freight address).  Type in a 3 to change a TAC 3 (Billing address).

For the ACTY-ADDR-CD field type in the DODAAC.

For the IN-THE-CLR-ADD-NM field, to change the address, for the first transaction, type in the first line of the TAC 1 address.  For the second transaction, type in the second line of the address.  For the third transaction, type in the third line of the address and for the last transaction, type in the fourth line of the address.  This will be accomplished for both TAC 2 and TAC 3 type address when applicable.

The next two fields are blank for TAC 1 and TAC 3 addresses.  For TAC 2 address, fill in the AIR-TRML-ID-CD field, if the activity is OCONUS.  If the activity is CONUS, fill in the STD-PNT-LCTN-CD field.

For the EFF-DT, type in the date that you want this transaction to take effect.

The next two fields are blank for TAC 1 and TAC 3 addresses.  For TAC 2 address, fill in the BLK-PT-DODAAC and the WTR-PORT-ID-CD field if the activity is OCONUS.  If the activity is CONUS, leave these two fields blank.

For the ADDR-LN-NR field, you type a 1.  (Remember: For the second transaction, type in a 2, for the 3rd transaction, type in a 3 and for the last transaction, type in a 4).  This tells the system which line of the address to change.

If you did not turn your ES (Edit Switch) on in the beginning then you can press the Home Key and type ED to edit the batch and enter.  (A message will pop up on the screen indicating whether you have errors or not in the transaction). Enter again.

Press the Home Key again, and type in FL to go to the flag batch screen and enter.

At the Flag batch screen you type in EX under the title FLAG, the next field BOC, leave blank, the next field, enter the Batch Number, and the last field type in the Julian date and enter.  Type a “S” to set the flag.  This will take you back to the DODAAD Main Menu screen.

Accuracy is validated once data is posted to the DODAAD.

To Delete DODAAD

Log onto CICS

At the selection menu, select option for Logs Data Base Natural and hit enter.

This takes you to a screen where you can choose different options.  At this screen choose A0MM&USL and hit enter.

This takes you to the MCSSS screen where you choose a specific system.  

Type in DODAAD and hit enter.

At the DODAAD Main Menu screen select number 1 for IMD Process and hit enter.

Enter batch number (each user is assigned a specific series of batch numbers), julian date will default and then enter a function.  At this point you want to type in (AT TA4), enter.

You are now at the IMD screen for DODAAD.  Press the Home Key and type in ES and enter.  This will turn on the edit switch to edit transactions while you are typing them in.  From here you enter data that will load the TAC addresses to the DAAS DODAAD file.

For the DIC field, type in TA4.

For the TYP-ADDR-CD field, enter a 1 to delete the entire record  (This includes TAC 1, TAC 2, and the TAC 3 addresses).  To delete only the TAC 2 address, enter a 2.  To delete only the TAC 3 address, enter a 3.

For the ACTY-ADDR-CD field, type in the DODAAC.

For the EFF-DT field, type in the date that you want this transaction to take effect.

For the SEQ-NR field, this is always a 1.

If you did not turn your ES (Edit Switch) on in the beginning then you can press the Home Key and type ED to edit the batch and enter.  (A message will pop up on the screen indicating whether you have errors or not in the transaction). Enter again.

Press the Home Key again, and type in FL to go to the flag batch screen and enter.

At the Flag batch screen you type in EX under the title FLAG, the next field BOC, leave blank, the next field, enter the Batch Number, and the last field type in the Julian date and enter.  Type a “S” to set the flag.  This will take you back to the DODAAD Main Menu screen.

Accuracy is validated once data is posted to the DODAAD.




5.  
NOTES.  None.

6. DATA, FORMS AND REPORTS.  

7.  
QUALITY RECORDS.  

8.  
FLOW DIAGRAM.
Appendix A 

Users Guidelines for the Department of Defense Activity Address Directory Flow Diagram
Appendix B

List of requirements concerning the DODAAC/DODAAD
List of requirements for DODAAC assignment

If a new DODAAC needs to be assigned, (not contractor related), you must have an assigned Unit Identification Code (UIC).  If you do not have an assigned UIC, you need to contact Ms. Elma Barber, HQMC at DSN 225-1216/1059, COMM (703) 695-1216/1059, or through E-MAIL  BarberEE@hqmc.usmc.mil.  Once the UIC has been assigned submit the TAC addresses for the DODAAC to be assigned in writing via e-mail, fax, message or routine correspondence.  ALL address loads/changes must be submitted in writing.  They cannot be submitted via PHONCON.

Criteria for DODAAC Loads/Changes:

TAC 1 and 2 addresses must be 4 lines min/max.  Each line of ALL TAC addresses is limited to 35 letters and spaces.  No punctuation can be used with the exception of the required 9-digit zip code.

ALL TAC 2 addresses must include a building number and a street address if both are available; if not, at least 1 of the 2 must be provided.  Exception:  If the TAC 2 happens to be a ship.  In that case, provide the name of the ship if the CRIFF is to be used.  If not, then the above criteria for TAC 2 addresses applies.

OCONUS TAC 2 addresses cannot be FPO/APO.  The complete In-Country address to include Post/Postal Code and Country Code must be provided.  This information can be obtained from the In-Country TMO.

TAC 2 addresses must be provided for any unit that will requisition materiel weighing more than 70 pounds.

First line of TAC 1 address must contain a title such as Commanding Officer, Officer in Charge, Supply Officer, etc.  If Mark For and/or ATTN line are used, they cannot contain an individual’s name.

Titles such as Traffic Management Officer, Transportation Officer, etc., must be used as the first line for TAC 2 addresses.

Additionally if you are establishing a new DODAAC it must also be loaded to the Customer Index File (CIF).  If you are a Marine Corps unit, the Activity’s Operation Budget Code (OpBud) is required.  Appropriate Comptroller should be contacted to obtain the OpBud.
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