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How to Purchase DoD Mobility Unclassified
Capability (DMUC)

When you need to purchase the DMUC service...

Step 1: On the DISA Storefront Administrative Landing Page, click on the Ordering Portal.

cun

DEFENSE INFORMATION SYSTEMS AGENCY
A COMBAT SUPPORT AGENCY

Search D

Ordering Portal Manage Account Manage Roles Manage Routing

Manage Account

Step 2: The user can use either option 2a or 2b to find the DoD Mobility Capability Service.

Step 2a: Type “DoD Mobility” or “Mobility” into the search box and click Search.

Step 2b: On the left-hand navigation pane, hover over the Wireless Services and select DoD
Mobility Capability.

cur
DEFENSE INFORMATION SYSTEMS AGENCY Administration = | Tools » | Manage Reference Data ~ | Help | About DISA Storefront
The IT Combat Support Agency |
Welcome Log Out |
13 Sep 2023 13:16:09 Z I

/ﬁ‘ DISA/DISA SD  Change Reports  Tracking My Orders  Approvals (68) 'E

28 ol =
Transport Sel Active Hell
Welcome to DISA Storefront © Active Help ’
= Data Services 0 |
DISA Storefront is a fast

: o ) )

= Volce Services Order Process Overview and easy browsing,
— ordering, and buying

= Satellite Services Click on the steps below to learn more: . ;
experience. We're your

= Wireless Services ‘m one-stop shop for ordering

and configuring network

i DECTK ure Checkout Finalize
= Other Services 2 b equipment and services.
DoD Mobility Capability y
If you do not see the Service | Wireless Devices and Services 3 If you do not see the

you are trying to order that Service you are trying to

means it is currently not Transport Services )

available within DISA Storefront. Dedicated ({3 order that means it is

If you do not see the Service you s Data Services currently not available

are trying to order that means it within DISA Storefront. If

is currently not available within ~

this instance of DISA Storefront, e you do not see the Service |

please visit the DISA Services o — you are trying to order that |
https://ddsf-uat.cloud.disa.mil/kinetic/DisplayPage?srv=KSd5... 8 Services means it is currently not -~
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Creating a New DoD Mobility Unclassified
Capability (DMUC) Service Order




How to Purchase DMUC

When you need to purchase DoD Mobility Unclassified Capability...

Step 1: Click on the drop-down menu and select DMUC — DoD Mobility Unclassified
Capability.

Step 2: Click Order Now.

Reports Tracking My Orders Approvals (82) -E

ﬂ Ordering as DISA/DISA SD  Change
&0 Service Categories Service Type v || \

@ Active Help

Transport Services

Data Services EJ W] re] eSS Servlces This service is available for

Voice Services ordering now.

= Satellite Services

- Need more help?
= Wireless Services
= Other Services () >;)'— Select Visit our FAQ page

If you do not see the Service OR

you are trying to order that — DoD Mobility Capability
means it is currently not . [ Contact Ut
ntact Us

available within DISA Storefront.

If you do not see the Service you i
are trying to order that means it 2 Order W ))

is currently not available within \‘_..‘f//

this instance of DISA Storefront,

lease visit the DISA Services .y T
:nd Capabilities Catalog. You have selected: DoD Mobility Capability.

If this is your first time ordering our Service, you can visit the Mobility Service Portal and view the How to get DMUC Service guide for applicable Prerequisites and Process Overview.
The following user guides are available on DISA Storefront Help Page:

DMCC Service Overview
DMUC Service Overview
DMUC Transfer Subscriber Visual Walk Through Guide

Learn more about this Service on the Disa Storefront Services and Capabilities Catalog.
—— S i

DMUC - DoD Mobility Unclassified Capability ~ ‘

DMCC - DaD Mobility Classified Capability [ jf25e open a ticket with GSD

DMUC - DoD Mobility Unclassified Capability
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How to Purchase DMUC — Service Delivery Point A

Step 1: No changes need to be made to the Service Delivery Point A. Leave the page as it
shows below (default). Click Continue.

q ——
© Service Request L] » Configure

Item: DoD Mobility Capability

- Unclassified Service Delivery Point A 1
CION: ."____,_//

Type Action: START

Do you want to specify a Service Delivery point? OYes ® no Addressing and Routing

& Item Configuration Note: If no service delivery point is specified you will see the following service delivery point information on your order review page under the Service Delivery Point A section:

) i . s Address:
> Service Delivery Point A = Building: / Floor: / Room:
Not yet configured = Special POC: Help Desk

@ Mission Partner
Requirements
Mot yet configured

@ Subscription Information
Mot yet configured
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How to Purchase DMUC — Mission Partner
Requirements

Step 1: Review the statements associated with the check boxes. Click on each check-box to
acknowledge that the associated conditions have been met.

NOTE: If the user does not know who their supporting Tier | is, refer to the DoD Mobility
Service Portal’'s Who's My Tier | page. If the user’s organization is not listed, contact the
Global Service Desk (GSD) or the user’s Mobility point of contact.

Step 2: Click Continue.

DEFENSE INFORMATION SYSTEMS AGENGY Administration ~ | Tools = | Manage Referance Data ~ | He
The IT Combat Support Agency

Welce

12 Dec 2(

ﬁ'ﬁ Ordering as DISA/DISA SD  Change Reports Tracking My O

. .
@ Service Request ] [ )) Configure

Ttem: DoD Mobility Capability
- Unclassified 2
CION: Mission Partner Requirements

Type Action: START

There are a few important requirements you must adhere to before subscribing te DMUC. Please check that the following have been met:

w+ Item Configuratig

[ 1 know who my Tier I is and/or we have submitted for Tier I access. *
& Service De Without identifying your Tier I your users cannat receive a PIN once they are configured. If you do not know wha your supporting Tier I is please visit the Mobility
\-_j Service Portal.
] Only Government Procured, DISA Approved devices are allowed to be provisioned.*
Visit the Mobility Service Portal for the latest DISA Approved devices.

[» Mission Partner
Reguirements

Not yet configured

@ Subscription Information
Mot yet goffigured

I know who my Tier T is and/or we have submitted for Tier T access.*

Without identifying your Tier I yvour users cannot receive a PIN once they are configured. If you do not know who your supporting Tier I is please visit the Mobility
Service Portal,

Only Government Procured, DISA Approved devices are allowed to be provisioned.*
Visit the Mability Service Portal for the latest DISA Approved devices.
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How to Purchase DMUC — Subscription Information

When you need to complete the Subscription Information page...

Step 1: Enter the Number of Subscriptions that are needed for this order. Once the number
of subscriptions is entered, the Add Single Subscriber and Add Bulk Subscriber buttons will
be enabled.

NOTE: At least one (1) subscription AND at least one (1) subscriber MUST be added to the
order before the Continue button will be enabled to move forward with the ordering
process.

© Service Reguest —;),— @aTe @ Active Help

Item: DoD Mobility Capability Please enter the number of
- Unclassified
subscriptions required. A

subscription is required for

CION: Subscription Information
) every user in your user list.
Type Action: START ) Orders are limited to 999
Hide Estimated Cost subscriptions.
“ Ttem Configuration Estimated Cost
CLIN Item D ti MRC NRC Al | Cost it
\_) Service Delivery Point A em Descripton nnual Cos Quanti Y
Total $0.00 $0.00 $0.00 Need more help?

Estimated cost is for budget planning.

Visit our FAQ page

() Mission Partner
Requirements

Complete Subscription Quantity
Enter the number of subscriptions required. Orders are limited to 999 subscriptions. Contact Us

> Subscri 1 ]
Not yet § f_f Number of Subscriptions* I:I

OR

Subscriber List 0 Subscriber(s)

Download Bulk Template Download Subscriber List

<< first < prev next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

No records found

<< first < prev next > last >> per page

NOTE: If a user is consolidating subscribers from one order to another, please refer to the
DMUC Transfer Guide available on the Visual Walkthroughs tab of the DSF Help page.
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How to Purchase DMUC — Subscription Information
(Cont. 1)

Step 2: Once the number of subscriptions is entered, the red Warning message will appear
letting the user know that they will be charged for unused subscriptions.

. —
@ Service Request (<] » Configure

Ttem: DoD Mohility Capability

- Unclassified m

CION: Subscription Information

Type Action: START
Hide Estimated Cost

. Ttem Configuration Estimated Cost
© Service Delivery Point A CLIN Item Description MRC NRC Annual Cost Quantity
NIA DMUC
Total - - - - - am

Estimated cost is for budget planning.

() Mission Partner
Requirements
Complete Subscription Quantity

Enter the number of subscriptions required. Orders are limited to 999 subscriptions.
|»  Subscription Information

Not yet configured Number of Subscriptions* |
2 Warning: Based on the Number of Subscriptions, this order will be charged $ ! per month for empty
u/, slot(s).

Step 3: Review the statement and click the check-box to acknowledge that the user will be
billed for unused subscriptions. The user will not be able to proceed to the next page until
this box is checked.

Warning: Based on the Number of Subscriptions, this order will be charged $ | per month for empty slot(s).
3 [J #1 understand that this order will be billed for empty slots because the number of Subscriber(s) is less than
u/ Number of Subscriptions.

Subscriber List 0 Subscriber(s

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List
<< first < prev next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

No records found

<< first < prev next> last >> per page
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How to Purchase DMUC — Subscription Information
(Cont. 2)

NOTE: There are two ways to add subscribers: one by one using Add Single Subscriber OR
Add Bulk Subscribers. In addition, once one subscriber is added, the user will be able to
Copy a subscriber and update the information for a new subscriber. This guide will review
Add Single Subscriber first, Copy subscriber second, followed by Add Bulk Subscribers.

Step 4: Click Add Single Subscriber.

NOTE: At least one (1) subscriber must be added to the order to enable the user to continue
to the next page in the ordering process.

Warning: Based on the Number of Subscriptions, this order will be charged $ per month for empty slot(s).

*I understand that this order will be billed for empty slots because the number of Subscriber(s) is less than
Number of Subscriptions.

Subscriber List 0 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List

<< first < prev next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

No records found.

<< first < prev next > last >> per page
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How to Purchase DMUC — Subscription Information
(Cont. 3)

Step 5: There are two tabs for Subscriber Entry: Personnel Information and Device
Information.

Step 6: Enter a valid CAC Email* address for the subscriber being added. Use a valid .mil
address. IMPORTANT NOTE: Use ONLY lower-case letters. Capital letters will not validate.

Step 7: Enter the First Name and Last Name* of the subscriber. The Last Name field is
mandatory.

Step 8: Select the appropriate Organization™ from the drop-down menu. NOTE: If the user’s
organization is not listed in the dropdown, a ticket will need to be opened with Global
Service Desk to request addition of the organization.

SUBSCRIBER ENTRY % |

= |
\__S_jfl Personnel Information Device Information i
CAC Email* ’
6 )
T | ] L
First Name Last Name*
7 | | |
Jl 57 Characters Remaining 56 Characters Remaining
Organization™
\._8.1”4/' | ~ |
: {an rade.
| v
|

Previous User Email
| Organization™®

T ——
Notificatiopn 101 Airborne Div
| [ 1st Infantry Division
I4th Infantry Div. {4ID)
7 Air Support Operations Squadron
Transmit th 1 [AF 102 COMM FLIGHT
AF 18AS50G

® Yes, trjan||AF 1AS0G

AF 3A50G
take up toR4 AF 733RD MSG

b 1 AF 844TH CG
- ) No, this 91 4r amc aE (EFR)
and does not] | AF AMC C130 (EFB)
AF AMC C17 (EFB)
AF AMC C20 (EFB)
AF AMC C21 (EFB)
JAF AMC C37 (EFB)
AF AMC C40 (EFB)
[ AF AMC C5 (EFB)
| AF AMC KC10 (EFB)

- M

14




How to Purchase DMUC — Subscription Information
(Cont. 4)

Step 9 (Optional): Select the appropriate Rank/Grade from the drop-down menu.

Step 10 (Optional): Input the Previous User Email. This should be used for record-keeping
purposes if a subscription changes from a previous to a new subscriber/user.

Step 11: Enter the Tier | Support email address that should be notified of the subscription
request. If the user does not know who their supporting Tier | is, refer to the DoD Mobility
Service Portal’'s Who's My Tier | page. If the user’s organization is not listed, contact the
Global Service Desk (GSD) or the user’s Mobility point of contact. If more than one address
is entered, separate with a semicolon (;).

Step 12: Click on the Yes or No Rank/Grade:

radio button for the Transmit to T —
A

Mobile Device Management Admiral (Navy, Coast Guard)
* . [Airman Air Force :|
(MDM) server? questlon. Airman Basic Air Force

| Airman First Class Air Force

[Brigadier General Air Force ]
Brigadier General Army

Brigadier General Maring

NOTE: Refer to page 73 for

examples / scenarios of when | Captain (Air Force, Marine)
. Captain (MNavy, Coast Guard)
to Transmit to MDM. | Captain Army

Chief Master Sergeant Air Force
Chief Master Sergeant Of The Air Force
| Chief Petty Officer (Navy, Coast Guard)

Organization™

| v|

Rank/Grade:

I~
=
Previous User Email

| R
Motification Email (semicolon-separated)”®

| |
| —

Transmit to Mobile Device Management (MDM) server?*

® Yes, transmit these subscriber updates to MDM server {can
take up to 24 hours to complete)

() Mo, this subscriber update is for DSF record keeping only
and does not need to be transmitted to the MDM server

Add Subscriber

15
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How to Purchase DMUC — Subscription Information
(Cont. 5)

Step 13 (Optional): Click on Device Information

Step 14 (Optional): Select the appropriate Operating System from the drop-down menu.
Step 15 (Optional): Enter the Device Make/Model.

Step 16: Enter the Device Info (Serial Number preferred, else IMEI or Wi-Fi MAC)*

Step 17: Click on the Yes or No radio buttons for the Camera Policy (Camera On)*.
NOTE: The Camera Policy options are dictated by which Organization is selected in the
Subscriber Information tab.

Operating System

i0S v

\Android

Comcmaomey

£ i ,
Personnel Il& Device Information —

Operating System |

| v |

Device Make/Model

100 Characters Remainin
Device Inﬁn iSerlai Numﬁer preferreﬁ, ei&e IMEI or ﬁI-FI Hhcii

1000 Characters Bemaining

Camera Policy (Camera On}*

I O Yes ® No

LAAL

Transmit to Mobile Device Management (MDM) server?*

@® Yes, transmit these subscriber updates to MDM server (can
€ take up to 24 hours to complete)

E O Mo, this subscriber update is for DSF record keeping only
and does not need to be transmitted to the MDM server

16




How to Purchase DMUC — Subscription Information
(Cont. 6)

Step 18: Select the appropriate radio button for Transmit to Mobile Device Management
(MDM) server? IMPORTANT: For a NEW order, select Yes, transmit these subscriber
updates to MDM server (can take up to 24 hours to complete).

NOTE: If a user is consolidating subscribers from one order to another, please refer to the
DMUC Transfer Guide available on the Visual Walkthroughs tab of the DSF Help page.

Device Make/Model

100 Characters Remaining
Device Info (Serial Number preferred, else IMEI or Wi-Fi MAC)*

1000 Characters Remaining

Camera Policy (Camera On)*

() Yas ® No
Transmit to Mobile Device Management (MDM) server?* NOTE: Refer to page 73 for
o~ @® vyes, transmit these subscriber updates to MDM server (can examples / scenarios of
take up to 24 hours to complete) when to Transmit to MDM.

) No, this subscriber update is for DSF record keeping only
and does not need to be transmitted to the MDM server

Add Subscriber

Va

ml =

Step 19: Once all required information within the Subscriber Entry window (both Personnel
Information and Device Information tabs) is entered, the Add Subscriber button will be
enabled. Click Add Subscriber.

Transmit to MDM?*

O] Yes, transmit these Subscriber updates to MDM

O No, this Subscriber update is for DSF record keeping only
and does not need to be transmitted to MDM

19| (e |

17




How to Purchase DMUC — Subscription Information
(Cont. 7)

Step 20: If the CAC email is unable to be validated against the Global Active Directory (ICAM
GFUD), the Subscriber Entry window will display the error shown below. If this scenario
occurs, double check that the CAC email was input correctly (no capital letters; use all lower
case). If the CAC email is still not validated, proceed to Step 21.

NOTE: Agencies that are NOT listed/included in the GFUD directory will encounter this
scenario and should be the ONLY users that use Bypass DMDC Validation.

Step 21: Click the Bypass DMDC Validation* checkbox.

Step 22: Review the ICAM GFUD Validation Bypass pop-up window and click Confirm.
Step 23: Click Add Subscriber.

SUBSCRIBER ENTRY B8 ]{

Personnel Information Device Information

CAC Email*

R

Email failed to validate against ICAM GFUD active directory. Please verify that you
have entered the user's email address correctly.

] Bypass DMDC Validation™

First Name Last Name*

| | | |
i 56 Charafters Bemaininn P—— " o - !
Organization* ICAM GFUD VALIDATION BYPASS (%
| L
| Rank/Grade: By ticking this box I certify that I am
| providing a valid Federal government email
Previous User Email | || address. If I fail to enter a valid email

| i address, I recognize that service start may

Notification Email {slsn be delayed.
| e

Transmit to Mobile D] \2_%{/

® Yes, transmit the
take up to 24 hours

O No, this subscrib
and does not need to be transmitted to the MDM server

23
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How to Purchase DMUC — Subscription Information
(Cont. 8)

Step 24: To add a second single subscriber, if some of the information is the same or similar,
the user can click Copy.

Subscriber List 1 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List

<< first < prev [ 1 | next> last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

| eo—
NP [ oo | omee
e——

<< first < prev next > last >> per page

Step 25: Edit the fields in both Personnel Information and Device Information that will apply
to the new subscriber being added.

Step 26: Once the necessary information is updated in both tabs, click Copy Subscriber. The
subscriber will appear as shown in Step 27 on page 20. If the subscriber CAC email fails
validation, repeat Steps 20 through 23 on page 18.

COPY SUBSCRIBER [ x |
-
I Personnel Information Device Information |

\2_1.-),// I:l Email Address*

\ |
| First Name Last Name*
| | || |

51 Characters Remaining 55 Characters Remaining

Organization*

[ v]

Rank/Grade:

H \ ]

Previous User Email

Notification Email (semicolon-separated)* 273 Characters Remaining

2976 Characters Remaining

Transmit to MDM?*

@ Yes, transmit these Subscriber updates to MDM

O No, this Subscriber update is for DSF record keeping only

and does not need to be transmitted to MDM
2 6 | Copy Subscriber |

19




How to Purchase DMUC — Subscription Information
(Cont. 9)

Step 27: The second subscriber that was created by copying the first subscriber will appear
in the table.

Subscriber List 2 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List

<< first < prev next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

Edit Copy Delete

| z
: EIEa

<< first < prev next > last >> per page

20




How to Purchase DMUC — Subscription Information
(Cont. 10)

Step 28: To begin the process to do a bulk upload of subscribers, click Download Bulk
Template.
NOTE: This Bulk Upload template can be found on the Mobility Service Portal using the
“Search this site” function to search “Bulk upload template”. This template is maintained by
the Mobility Program Management Office.

Subscriber List 1 Subscriber(s)

m \2_8/1 Download Bulk Template | 'Add Bulk Subscribers | Download Subscriber List

<< first <prev [ 1 | next> last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

EEIED

<< first < prev next > last >> per page

A new tab in the web browser will open with the Bulk Subscriber Upload template.

IMPORTANT: Save As or Download a copy of the spreadsheet before editing/adding

subscriber information. DO NOT CHANGE the spreadsheet instructions, column names,

column order, or formatting!

Step 29: A new tab in the web browser will open with the Bulk Subscriber Upload template.
Click File.

v &% Sign in to your account X | @ DISA Direct Storefront - Loggec X | W DISA-DOD-MOBILITY % £l DMUC DSF Bulk Subscriber Upl X =+ = o X
C M@ 25 dod365.sharepoint-mil.us/x:/r/sites/DISA-DOD-Mobility/_layouts/15/Doc.aspx?sourcedoc=%7B28182B6B-4BD6-4422-BAOF-C0529D4... Yr Im} $, O 2

[ DSFPre-Production [ DSFPRE-PROD Ord... [ DSFPRODUCTION  gad PIEE

HH DMUC DSF Bulk Subscriber Upload Template - Saved - R Search for tools, help, and more (Alt + Q) 2 @

File §Home Insert Share Pagelayout Formulas Data Review View Help Draw [ Comments  “A» Catch up
! A
j 5y

lIE] P

Clipboard Editing ~
ﬁ v

A B c D E F G H J K L
Instructions: -

-Leave format as-is; do not update the column order or validation rules.

-When copying into bulk upload window, do not include headers.

-Required fields are noted with (*)

-If your Organization is not listed in the Organization dropdown, please submit a help ticket to the GSD to have the organization added to Storefront reference data tables.

n

2 1 2 3 4 5 6 7 8 9 10 11 12
Apple VPP Email Address Device *) Device info: IMEI |(*)

*) End User  (End User First |End User *) Operating |(*) Camera Device Make
3 (*) Organization L’st Name  |Name Rank/Grade (*) End User E-mail Address System EP—OJ"; (Leave Blank if not andModel | |C2TTET [0S or MACID (for wifi  [to|
I System Poley. applicable - Version _|only devices) [out

o]

= User List Bulk Upload

Workbook Statistics v — 8% +

21
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How to Purchase DMUC — Subscription Information
(Cont. 11)

Step 30: Click on the three dots.
Step 31: Click on Save As.

® Home
Iﬁ New se e
=,

Info

30 [
- 31 Save As

Print
Share
Open Export i
A Open files from this device Options 1
1: Your file will be uploaded to "My Fils' in One Drive I
About

Recent

Step 32: Click on Download a Copy.

@©| Save As
lﬁ Share
=,

[‘5\ Share with People
o8

Invite other people to view or edit this workbook.

=N Copy Link to This Workbook

Create a link to view or edit this workbook.

Download

32 ﬁ Download a Copy i

Download a copy to your computer.

ﬁ Download as ODS

Download a copy of this document to your computer as an ODS file.

22




How to Purchase DMUC — Subscription Information
(Cont. 12)

Step 33: IMPORTANT: DO NOT CHANGE the spreadsheet instructions, column names,
column order, or formatting! Changes to the spreadsheet column names, column order, or

formatting will cause issues upon attempting bulk upload. Input the subscriber information
into the spreadsheet and click Save.

Step 34: Select only the cells with the inputted subscriber information; do NOT select
headers.

AutoSave (@ off | | ;

DMUC DSF Bulk Subscriber Upload Template (1} @ No Label v 0o Vanderhoof, Anna S CTR (USA) vA [cal =

File Home Insert

Formulas Data Review View Help Acrobat | B comments ‘ | & Share ‘

EF:'EX’ Calibri Ji JA A EEE e General « | HH conditional Formatting v &H Insert v > Zv /C) @ [?ﬁ

T $ v 9% 9 % Format as Table ~ B Delete v

— —_— = = = Sort & Find & Sensitivity | Add-ins | Create and Share
B I U- :E;?:ﬂv . = . .
. 4 = = = 2= <8 % i el styles fElFormaty | € v Fifterv Select v v Adobe PDF
Clipboard & Font 5] Alignment ml Number  m Styles Cells Editing Sensitivity | Add-ins Adobe Acrobat ~
A4 - fe | 1stInfantry Division v
A B C D E F G

H J K L [«
Instructions:

-Leave format as-is; do not update the column order or validation rules.
-When copying into bulk upload window, do not include headers.
-Required fields are noted with (*)

-If your Organization is not listed in the Organization dropdown, please submit a help ticket to the GSD to have the organization added to Storefi

data tables.
1
2 1 2 3 4 ‘ 5 6 7 8 9 10 11 12
N . Apple VPP Email Address . Device  |(*) Device info
- (*) End User |End User First |End User . (*) Operating |(*) Camera Device Make B
*) O it *) End User E-mail Add (L Blank if not T 0s MACID (f
(*) Organization Last Name Name Rank/Grade (*) End User E-mail ress System Polic ea\_le ank if nof os or ! (for

User List Bulk Upload ®

Kl | [
Ready % Accessibility: Good to go Average: 45 Count: 114  Sum:36 H m ——h—+ 95%

23




How to Purchase DMUC — Subscription Information
(Cont. 13)

Step 35: Paste the copied information into the field. IMPORTANT: ONLY 200 subscriber line
items can be added to the Bulk Subscriber Entry window at once.

Step 36: Click Save Subscriber Data. The progress bar will show the estimated percent

complete.
[ ouxsvoscmpeRenmey 0O}

Bulk Subscriber Input Text (note: cut and pasted spreadsheet contents will appear as tab separated
fields). Limited to 200 users per upload.*

35

Progress
25%

| Progress
0%

3 6 ) Save Subscriber Data
Y

Step 37: When the Progress bar reaches 100%, the Done button will enable. Click Done.

NOTE: See Step 38 on page 25 for example error messages where bulk upload was not fully
successful.

| 4 of 4 rows have successfully been added to the subscriber list. There were 0 errors out of 4 records.

Progress
100%

24




How to Purchase DMUC — Subscription Information
(Cont. 14)

Step 38: Screenshots A and B below provide examples of error messages that could occur
during bulk subscriber upload.

The error below indicates that there are more subscribers in the bulk upload template than
the number of subscriptions on the order. For example, you cannot upload five (5)
subscribers to an order that only has four (4) subscriptions.

WARNING: You cannot assign more subscriptions than you are requesting!

Progress
0%

Save Subscriber Data

The error messages below indicate that different fields for different subscribers in the bulk
upload failed to validate. If this occurs, the user should review the associated line items in
the bulk upload spreadsheet to verify that the information is correct.

0 of 3 rows have successfully been added to the subscriber list. There were 3 errors out of 3 records.

Last name field validation failed for ' (Subscriber 1).
Organization field validation failed for ' (Subscriber 2).
CAC email field validation failed for ' (Subscriber 3).
Progress

100%

25




How to Purchase DMUC — Subscription Information
(Cont. 15)

Step 39: If the user wants to download the list of all the subscribers that have been added to
the order via the different methods addressed in these instructions, click Download
Subscriber List.

Number of Subscriptions* S

Warning: Based on the Number of Subscriptions, this order will be charged $ per month for = empty slot(s).

*I understand that this order will be billed for empty slots because the number of Subscriber(s) is less than
Number of Subscriptions.

Subscriber List = Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bul 3|9) Download Subscriber List
ast ==

<< first < prev next > 10 ~ | per page

Last Name First Name Rank/Grade Email Address Device Information Actions

o | o [ oo
B
B
o o
o Lo
B

<< first < prev next > last >> per page
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How to Purchase DMUC — Subscription Information
(Cont. 16)

Step 40: Navigate to the location where the subscriber list should be saved. Click Save.

@ save As X
A 4 » This PC > Downloads v O £ Search Downloads
Organize ~ New folder = - @
N
—— Name Date modified Type
v & This PC
> @l Desktop No items match your search.

> | Documents

> - Downloads

> Pictures

> @) Music I

> B Videos

File name: | Silsieglolg NI

Save as type: Microsoft Excel Comma Separated Values File

Save Cancel

| < |«
= L N L =

~ Hide Folders 49"/,
T
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How to Purchase DMUC — Subscription Information
(Cont. 17)

Step 41: If the user added an incorrect subscriber, the user can delete the incorrectly-added
subscriber by clicking Delete for the appropriate line item.

Step 42: For an order that is being drafted (in “Ordering” status), the user could select either
answer for Transmit to Mobile Device Management (MDM) server as the order has not
been submitted, approved, and therefore nothing transmitted to the MDM server. [f the
user wants to cancel the subscriber deletion, click the X in the top-right corner of the DMUC
Subscriber Deletion window. NOTE: Refer to page 73 for examples/ scenarios of when to
Transmit to MDM.

Step 43: To move forward with deleting the subscriber, click Confirm Delete.

*I understand that this order will be billed for empty slots because the number of Subscriber(s) is less than
Number of Subscriptions.

Subscriber List 6 Subscriber(s

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List

<< first <prev [ 1 | next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information

= ]

Delete

1 DMUC SUBSCRIBER DELETION n Delete

Are you sure you want to delete this subscription? Doing so will result in removal of DMUC Delete

1
services from !

Transmit to Mobile Device Management (MDM) server?*

® ves, transmit these subscriber updates to MDM server (can
take up to 24 hours to complete)

O No, this Subscriber update is for DSF record keeping only
and does not need to be transmitted to the MDM server

Warning: Deleting this subscriber will not reduce the funded subscriptions
currently being billed. If this subscription is not going to be used, ensure a Change
Action is made. (If deleting all subscribers, Discontinue Action will be required to

T ot |

stop billing. For additional information visit DISA Storefront Help Page.

| 8
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How to Purchase DMUC — Subscription Information

(Cont. 18)

This EXAMPLE order now has six subscribers added. The Warning message now indicates
that the user will be billed for the remaining four subscriptions that are pending the addition

of subscribers.

Step 44: Ensure that the | understand that this order will be billed for empty slots...

statement is checked.

Step 45: Once all required fields and at least one subscribers is added to the order, the user
can click Continue at the top or bottom of the screen.

© Service Request
Item: DoD Mobility Capability
- Unclassified
CIJON:

Type Action: START

w  Item Configuration

() Service Delivery Point A

() Mission Partner
Requirements
Complete

>  Subscription Information
Not yet configured

s

)) Configure

45

Hide Estimated Cost

Subscription Information

Estimated Cost

CLIN Item Description MRC NRC Annual Cost Quantity
N/A DMUC
Total

Estimated cost is for budget planning.

Subscription Quantity
Enter the number of subscriptions required. Orders are limited to 999 subscriptions.

Number of Subscriptions* E

Warning: Based on the Number of Subscriptions, this order will be charged $ per month for empty slot(s).

*T understand that this order will be billed for empty slots because the number of Subscriber(s) is less than
Number of Subscriptions.

Subscriber List 6 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List

<< first < prev next > last >> per page

Last Name First Name Rank/Grade Email Address Device Information Actions

<< first < prev next > last >> per page

45 Continue  »
- R
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How to Purchase DMUC — Review Page

Step 1: This is the last page of the Item Configuration section. The Service Delivery Point A
and Service Details :: Configured fields can be collapsed or expanded so that the user can
review the details entered for the order. Click Expand All or Collapse All as needed.

Step 2: Click Checkout to proceed.

© Service Request =

)) Configure
Ttem: DoD Mobility Capability
- Unclassified Review Page
CJON:
2 Checkout »
Type Action: START
Service Request Submitter Information
& Item Configuration Item: DoD Mobility Capability - Full Name:
Unclassified .
&) Service Delivery Point A neassiiie Agency:

Mobility Type: Unclassified
Type Action: START
CIJON:

Organization:
Email:
Phone:

View Addressing and Routing

View TSR Email Preview

& Mission Partner

Requirements Hide Estimated Cost
Complete
Estimated Cost
© Subscription Information CLN | Item Description MRC NRC Annual Cost  Quantity
Configured
NIA DMuc
Review Page Total

Estimated cost is for budget planning.

You have selected the following_options:
=

1 Expand All || Collapse All

\_.,/’J . Service Delivery Point A ::
F s

+ Mission Partner Requirements :: Complete

+ Subscription Information :: Configured

NOTE: To return to a previous page in the order creation process, the user can click on the
page names under Item Configuration in the left navigation pane.
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How to Purchase DMUC — Checkout

When you’re ready to check out with your DMUC Service order...

Scenario 1: When ordering On Behalf Of Agency, begin with Step 1.

Scenario 2: When ordering as an individual, begin with Step 2.

Step 1 (Optional): If the user is placing the order on behalf of, select On Behalf of Agency.
If the user is NOT on behalf of another agency, skip to/begin with Step 2.

Step 2: Select Organization Accounts.

Step 3 (Optional): Enter a brief description for Funding Approval Justification.

Step 4: Click Continue.

~ American Red Cross (ARC)

U.S. Commedity Futures Trading Commission (CFTC)
Central Intelligence Agency (CIA)

Consumer Product Safety Commission (CPSC)

BB-FO-AFRICOM
CN-DISA IM
DO-White House Communications Agency

GK-DISN COI (NS Use Only) Commercial Vendor (Non-DoD Contractor)

NOT APPLICABLE Defense Contract and Audit Agency (DCAA)
NU-DISA NSA Support Defense Contract Management Agency (DCMA)
SZ-DISA-Secretary of Defense Communications Defense Finance and Accounting Service (DFAS)

Defense Health Agency (DHA)

‘Service Reguest [<] -+ |
I e 9 )) Select Configure Checkout

Ttem: DoD Mobility Capability

- Unclassified 4
CJON: -~ i
Ordering Agency and Org \____,.-F/

Type Action: START

% Checkout

Customer Information
|» Ordering Agency and Org I
jot yet I
Not yet completed R On Behalf of Agency

@ Purpose-Mission
Not yet completed Organization Accounts*

@ Service Dates 2
Not yet completed TCO Code

@ Justifications and ) .
Approvals 3 Funding Approval Justification

Not yet completed \_/

y
4964 Characters Remaining

Requestor Information

Name

Agency

Organization

Unclassified Email

Classified Email

Coml and/or DSN Phone Number

Pager Number
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How to Purchase DMUC — Check Out (Cont. 1)

Step 5: Default information is placed into the Mission Need field. The user can accept or
edit the default narrative.

Step 6: Select the National Security System (NSS) Code. For the NSS field, please refer to
the NSS explanation in the grey note section below.

Step 7: Once the required fields are completed, click Continue.

S Re i El e |
I @ Service Reques )) Configure Checkout

Ttem: DoD Mobility Capability 7 |

- Unclassified q
CION: Purpose-Mission B

Type Action: STA°T

5 What Mission Need does this support?(Product/Service Description) *

w  Checkout

-

& Ordering Agevmn"ﬁ-z)rg
Completed

|»  Purpose-Mission 4 @
Not yet completed 4879 Characters Remaining

= Service Dates
Not yet completed

Justifications and Carrier Prefix Type CicNo. | Sufix | Action | ‘@
=
Approvals i DD Mobility Unclassified Capability (DMUC) J - Cost Shared Customer Billing
Not yet completed
6 National Security System Code: * v | (7]
”
*
-

Q Purpose-Mission Page

A. What Mission Need does this support? (Product/Service Description) — This is a required field.

B. National Security System Code — Ensure this required field is populated before moving forward to
the next page. National Security System (NSS): Clinger-Cohen Act of 1996, Division E, Subtitle C, Section
5124. If the requirement is an NSS requirement, select yes (Y) plus the condition code (1, 2, 3, 4, or 5)
which corresponds to the category (e.g., Y1). If the requirement has been determined not to be an NSS,
select NO. With only minor exceptions, all DOD requirements will fall into one of the Y categories. A
system is not a National Security System if it is used for routine administrative and business applications

(including payroll, finance, logistics, and personnel management applications). NSS values and
conditions follow:

NO - NSS exemption not required.

Y1 - Requirement involves intelligence activities.

Y2 - Requirement involves crypto-logical activities.

Y3 - Requirement involves command and control of military forces.

Y4 - Requirement involves equipment and services which are an integral part of a weapon or weapon
systems.

Y5 - Requirement is critical to the direct fulfillment of military or intelligence missions.
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How to Purchase DMUC — Check Out (Cont. 2)

Step 8 (Optional): Enter the DISA Control Number (DCN). If an incorrect DCN number is
entered, the system will display the message as shown.

Step 9 (Optional): Enter an Unclassified description of the exercise and any Remarks.

Step 10: Click Continue.

| @ Service Reguest
Item: DoD Mobility Capability
- Unclassified
CJON:

Type Action: START

% Checkout

) oOrdering Agency and Org
Completed

> Purpose-Mission
Not yet completed

@ Service Dates
Not yet completed

@ Justifications and
Approvals
Not yet completed

»

Purpose-Mission

What Mission Need does this support?(Product/Service Description) *

[

DMUC -

Enter Satellite Database Approval Number

Control Numher: \:l [7)

8

Configure Checkout

03

4 @

4879 Characters Remaining

Carrier

DoD Mobility Unclassified Capability (DM

National Security System Code: * v @

Control Number (DCN)

B
W-Z) letter followed by 3 nui

Unclassified description of the exercise:

%~

2]

500 Characters Remaining

Remarks:

P

2]

20000 Characters Remaining

Work in conjunction with (CJONS)?

CJON

Action

No records found.
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How to Purchase DMUC — Check Out (Cont. 3) —
Service Dates

Step 11: Select Yes or No to the question Are you submitting this request to document an
order that was previously submitted or fulfilled (After the Fact)?

NOTE: If Yes is selected, the question Would you like the service sooner than the requested
Operational Service Start Date? will disappear.

@ Service Request

Item: DoD Mobility Capability
- Unclassified

CION:

Type Action: STA!

() Ordering Agency and Org
Completed

- Checkout

() Purpose-Mission
Completed

[» Service Dates

»

Service Dates

Are you submitting this request to
document an order that was
previously submitted or fulfilled (After
the Fact)? *

Estimated Operational Service Start
Date?*

If possible, would you like the service
sooner than the requested Operational
Service Start Date?

Configure Checkout
Show Estimated Cost...
(O Yes @ No
(2] (@) Use estimated start date ( ) (O Specify other
() Yes @ No

Step 12: Select Use estimated start date or Specify other. |f Specify Other is selected, click
on the date field and selected the desired start date.

@ Service Request

Item: DoD Mobility Capability
- Unclassified

CION:

Type Action: START

- Checkout

() Ordering Agency.~

Completed 1 2

“arg
() Purpose-Missic
Completed

> Service Dates
Completed

) Justifications and
Approvals
Completed

Service Item Review

Service Dates

Su Mo Tu

)) e 1 2 3

8 9| 10
15| 46| 17
22 |.23|[-24
31

(] October 2023 0

We Th Fr Sa

11|12y #3314
18|19 | 20| 21
25|26/ 27|~ 28

Show Estimated.Cost...

Are you submitting this request to
document an order that was

previously submitted or fulfilled (After
tho Cact)D %

O Yes @ No

Estimated Operational Service Start
Date?*

(2] (@ Use estimated start date ( ) (O Specify other

If possible, would you like the service
sooner than the requested Operational
Service Start Date?

Not to Exceed Service Life (Months)*

() Yes @ No

- e

Note: Entry is for Authorized Funding Officials (AFO) tracking purposes only. To end
billing on this requirement a DISCONTINUE ACTION MUST BE SUBMITTED in Storefront
(refer to FAQ and\or contact the Service Desk for more details on how to perform
DISCONTINUE actions). Date selected here has no impact on the duration of service
you're receiving. Billing and service will not stop until a DISCONTINUE action is
processed.
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How to Purchase DMUC — Check Out (Cont. 4) —
Service Dates

Step 13: Select Yes or No to the question: If possible, would you like the service sooner than
the requested Operational Service Start Date?

@ Service Request e
»

Configure Checkout

Item: DoD Mobility Capability

7 Un(‘BSSiﬂEd

CION: Service Dates

Type Action: START
Show Estimated Cost...
Are you submitting this request to () Yes @ No
document an order that was
previously submitted or fulfilled (After

«# Checkout

() Ordering Agency and Org the Fact)? *
Completed " - -
P Estimated Operational Service Stal;t 10/04/2023 © | @ Use estimated start date (10/04/2023) () Specify other
Date?
) Purpose-Mission e
Completed 1 I If possible, would you like the service () Yes @ No
B sooner than the requested Operational
| Service Dates \\_’/, Service Start Date?
Completed ot to Excee ervice Lite onths | 12 - e

) Justifications and
Approvals
Completed

Note: Entry is for Authorized Funding Officials (AFOQ) tracking purposes only. To end
billing on this requirement a DISCONTINUE ACTION MUST BE SUBMITTED in Storefront
(refer to FAQ and\or contact the Service Desk for more details on how to perform
DISCONTINUE actions). Date selected here has no impact on the duration of service
you're receiving. Billing and service will not stop until a DISCONTINUE action is
processed.

Service Item Review

Step 14: Type in or use the up and down arrows to provide the desired Not to Exceed
Service Life (Months).

NOTE: The Not to Exceed Service Life (Months) field is for AFO tracking purposes ONLY.

The order must be DISCONTINUED to stop billing for the service.

Service Request -
) Sl RetEs )) Configure Checkout

Item: DoD Mobility Capability
- Unclassified

CION: Service Dates

Type Action: START

Show Estimated Cost...

Are you submitting this requestto () Yes @ No
document an order that was
previously submitted or fulfilled (After

< Checkout

() Ordering Agency and Org the Fact)? *
Completed . . -
. Estimated Operational Service Star: i @ | @ Use estimated start date ( ) (O Specify other
- Date?
() Purpose-Mission ate
Completed If possible, would you like the service () Yes @ No
B sooner than the requested Operational
[» Service Dates. .
Completed 4 Not to Exceed Service Life (Months)* K]
© IJustifications .
© Approvals \__’ﬂ/ Note: Entry is for Authorized Funding Officials (AFQ) tracking purposes only. To end
g;mu\eted billing on this requirement a DISCONTINUE ACTION MUST BE SUBMITTED in Storefront

(refer to FAQ and\or contact the Service Desk for more details on how to perform
DISCONTINUE actions). Date selected here has no impact on the duration of service
you're receiving. Billing and service will not stop until a DISCONTINUE action is
processed.

Service Item Review
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How to Purchase DMUC — Check Out (Cont. 5)

Step 15: Select the appropriate Message Classification using the drop-down menu. Click
Continue.

Step 16: (Optional) Enter appropriate Justification, Identification of Reference, and/or
Approval Document statements in the textboxes provided.

Step 17: Click Continue.

e
() SERER LIS ] » Configure Checkout
Ttem: DoD Mebility Capability
- Unclassfed 17
CION: Justificatimms and Approvals

Type Action: START 1
5 Message Classification* || cjassified v

“# Checkout L -
Justification of Service Requested

& Ordering Agency and Org
Completed
4

& Purpose-Mission 964 Characters Remaining

Completed 1 6
& Service Dates “—// Identification of Reference 2}
Completed

|» Justifications and P
Approvals 964 Characters Remaining

Not yet completed

Approval Document (7]

%
1000 Characters Remaining
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How to Purchase DMUC — Check Out (Cont. 6)

Step 18: Review the order information on this page by expanding/collapsing the tabs. You
have the option to Add Related CJONs and Add Additional Email Address. After reviewing
the order information, click Add to Cart.

NOTE: If the user wants to add Related CJONs, see Step 19 (Optional) (on page 40). If the
user wants to add Additional Email Addresses, see Step 20 (Optional) (on page 41).

1 @ Service Reguest ——

)) Configure Checkout

Ttem: DoD Mobility Capability Service Item Review

- Unclassified

CION: 1 8 Add To Gart »
Type Action: START Related CJON Action

CIONSs: I Acd I
w  Checkout
Additional - .
© oOrdering Agency and Org Ernal Email Address Recipient Type  Action
Completed Addresses: Add

() Purpose-Mission

Completed [ BulkAdd To Addresses | | BulkAdd CC Addresses
) Service Dates Related CJONs and Additional Emails without adding to the Cart
Completed

& Justifications and

Approvals Selected Options
Completed
Service Item Review Service Request Submitter Information
Item: DoD Mobility Capability - Full Name:
Unclassified

Agency:

Mobility Type: Unclassified Organization:

Type Action: START
CJON:

Email:

Phone:

View Addressing and Routing

View TSR Email Preview

Hide Estimated Cost

Estimated Cost

CLIN Item Description MRC NRC Annual Cost Quantity
N/A pMuc
Total

Estimated cost is for budget planning.
You have selected the following options:

Expand All || Collapse All

+ Ordering Agency and Org :: Completed

» Purpose-Mission :: Completed
» Service Dates :: Completed

» Justifications and Approvals :: Completed

Add To Cart »

NOTE: To edit the previous section, click on either the page listed under Checkout in the left
side bar OR by clicking on Configure in the gray bar above Service Item Review.
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How to Purchase DMUC — Check Out (Cont. 7)

Step 19 (Optional): The user can add related CJONs if necessary. A, B, and C indicate the

progressive steps to add the related CJONs.

@ Service Request i

)). ) Select Configure Y Checkout
Item: DoD Mobility Capability Service Item ReV\.eW
- Unclassified
CJON: S—
—
Type Action: STAR 1 9 Related CJON Action
elate
:\_/ CIONs: Add
S L —
%% Checkout —
Additional
© Ordering Agency and Org Email Email Address Recipient Type ~ Action
Completed i Addresses: Add
& Purpose-Mission
Completed [ Bulk Add To Addresses | | Bulk Add CC Addresses
© Service Dates Related CJIONs and Additional Emails without adding to the Cart.
Completed

Action
Related

CIONS: ! | Delkte

Action

Related

CJON
Related

CJONs:
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How to Purchase DMUC — Check Out (Cont. 8)

Step 20 (Optional): The user can add additional email addresses. A, B, and C indicate the

progressive steps to add the related CJONs. Another option is to add addresses via a Bulk
Add shown by D.

- Additional | ) 5 garess Recipient Type || Action
Email
Addresses: Add
= S —

Additional
Email
Addresses: {Enter a Value cc Delete

Email Address Recipient Type =~ Action

Additional | i ) aress Recipient Type = Action
Email

s =

C Recipient Type =~ Action

cc Delete

e ——————————————] TO
. ——————————— ¢ el e

|| Paste To Email Addresses below.
Email Addresses should be comma, semicolon, or newline delimitted.

el =

Bulk Load Cancel

4
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How to Purchase DMUC — Check Out (Cont. 9)

Step 21: Click Finalize Order.

Cart Finalize Order

Merchandise availability is not guaranteed.
Prices are estimates and are subject to change.

Mon-R: i Mon-R i Non-R; Monthly Recurring Monthly R i Monthly R
Item Cost (NRC) Cost (HNRC) Fee Cost (NRC) Total Cost (MRC) Cost (MRC) Fee Cost (MRC) Total

DoD Mobility Capability - Unclassified - START

CJOM

Add Ancther | Edit | Save For Later

Total:

Estimates include applicable DITCO fees.

DISA Cost Estimate is subject to change. Any change in the cost estimate {MRC/NRC)
to DISA finalizing the requiresment.

will be coordinated with the agency requesting the service prior
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How to Purchase DMUC — Check Out (Cont. 10)

Step 22: In Payment Information, select one or more items from the table and click Apply
Funding to either view the current funding information or to provide new/updated funding
information.

)) Finalize

Payment Information

© Select one or more items from the table below and click "Apply Funding” to either view the current funding information or to provide new/updated funding
information.

Hide Cart Contents

Non-Recurring Non-Recurring Non-Recurring Monthly Recuring  Monthly Recurring — Monthly Recurring
Select Iltem Cost (NRC) Cost (NRC) Fee Cost (NRC) Total Cost (MRC) Cost (MRC) Fee Cost (MRC) Total
DoD Mobility Capability - Unclassified -
START
® =] CJON

View ltem Details | Addressing and
Routing

DoD Mobility Capability - START

Total:

Apply Funding

Estimates include applicable DITCO fees.

DISA Cost Estimate is subject to change. Any change in the cost estimate (MRC/NRC) will be coordinated with the agency reguesting the service prior
to DISA finalizing the requirement.

**Please be advised that the DISA Cost Estimate is subject to change. Any change in the

cost estimate (MRC/NRC) will be coordinated with the agency requesting the service prior
to DISA finalizing the requirement.

NOTE: Once the user clicks Apply Funding, the display as shown below will appear which
reflects the applied funding.

PDC Funding

We recommend that Total Cost Thresholds (Not to Exceed) be equal to or greater than the NRC and MRC cost estimates (shown in bold text here). Your payment is
validated (indicated by a green checkmark) once all required information is complete.

PDC Funding must cover at least $ « # in non-recurring costs and $ “ in monthly recurring costs (Actual Cost Estimate).

Cost Threshold (Not To Exceed)

Program Designator Code Non-Recurring Cost (NRC) Monthly Recuming Cost (MRC) Action

Entera PDC

Subtotal

Press "Save Changes” to save all your changes to the funding information.

No PDC was provided for this office. Please refer to the Active Help and
information icons associated with the PDCs for additional information.
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How to Purchase DMUC — Check Out (Cont. 11)

Step 23: Click on the red Enter a PDC field.

Estimates include applicable DITCO fees.

DISA Cost Estimate is subject to change. Any change in the cost estimate (MRC/NRC) will be coordinated with the agency reguesting the service prior
to DISA finalizing the requirement.

#* DECTK, DoD Mobility Capability, GVS, OMS Subscription, DISN IS Subscription and DSN Subscription orders can only be associated with a single PDC.

PDC Funding

We recommend that Total Cost Thresholds (Not to Exceed) be equal to or greater than the NRC and MRC cost estimates (shown in bold text here). Your payment is
validated (indicated by a green checkmark) once all required information is complete.

PDC Funding must cover at least $ © ¥ in non-recurring costs and $ " in monthly recurring costs (Actual Cost Estimate).

Cost Threshold (Not To Exceed)

Program Designator Code Non-Recurring Cost (NRC) Monthly Recurring Cost (MRC) Action

iEntera PDC

Subtotal

Press "Save Changes" to save all your changes to the funding information.

No PDC was provided for

his office. Please refer to the Active Help and
information icons associated with the PDCs for additional information.
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How to Purchase DMUC — Check Out (Cont. 12)

Step 24: Enter a valid Program Designator Code and click on the Save button.

PDC Funding

We recommend that Total Cost Thresholds (Not to Exceed) be equal to or greater than the NRC and MRC cost estimates (shown in bold
text here). Your payment is validated (indicated by a green checkmark) once all required information is complete.

PDC Funding must cover at least $ # # ¥% in non-recurring costs and $ # #% & 8% in monthly recurring costs (Actual Cost Estimate).

Cost Threshold (Not To Exceed)
Program Designator Code  Non-Recurring Cost (NRC) Monthly Recurring Cost (MRC) Action

[

$ . Sem Add Another PDC

Cancel

Press "Save Changes” to save all your changes to the funding information.
No PDC was provided for this office. Please refer to the Active Help and
Information icons associated with the PDCs for additional information.

NOTE: Upon clicking Save, the system validates that the PDC exists in TIBI. If the PDC is
invalid, the PDC cell background changes to yellow and the text ‘(Invalid PDC)’ is added to
the PDC cell. The graphic below depicts an invalid PDC, and the Save Changes Button is
disabled.

PDC123 (Invalid PDC)
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How to Purchase DMUC — Check Out (Cont. 13)

Step 25: After inputting a valid PDC, click Save Changes. The Continue button will become
enabled.

Step 26: Click Continue.

PDC Funding

We recommend that Total Cost Thresholds (Not to Exceed) be equal to or greater than the NRC and MRC cost estimates (shown in bold
text here). Your payment is validated (indicated by a green checkmark) once all required information is complete.

PDC Funding must cover at least $ # 8 % in non-recurring costs and $ # #4 & #% in monthly recurring costs (Actual Cost Estimate).

Cost Threshold (Not To Exceed)
Program Designator Code  Non-Recurring Cost (NRC) Monthly Recurring Cost (MRC) Action

PDC123 X S saes a8
Subtotal S . $ A  Add Another PDC

Press "Save Changes” to save all your changes to the funding information. Save Changes 1\\\\%_5/

2

i
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How to Purchase DMUC — Check Out (Cont. 14)

Step 27: Click Place Order.

1 =
' Finalize Order » Select Configure Checkout Finalize
© Payment Information
Completed 2 7 Place Order »
Order Review Order Review

Hide Cart Contents

Non-Recurring Non-Recurring Non-Recurring Monthly Recurming  Monthly Recurring  Monthly Recurring

ltem Cost (NRC)  Cost (NRC) Fee  Cost (NRC) Total Cost(MRC)  Cost (MRC)Fee  Cost (MRC) Total

DoD Mobility Capability - Unclassified - START

CJON:

I View Item Dstails | Addressing and Routing I

Total:

Estimates include applicable DITCO fees.
DISA Cost Estimate is subject to change. Any change in the cost estimate (MRC/NRC) will be coordinated with the agency reguesting
the service prior to DISA finalizing the requirement.

© Click View Item Details link to see more details...

Place Order »

NOTE: You have the option to click on the View Item Details or Addressing and Routing.

**Please be advised that the DISA Cost Estimate is subject to change. Any change in the

cost estimate (MRC/NRC) will be coordinated with the agency requesting the service prior
to DISA finalizing the requirement.
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How to Purchase DMUC — Check Out (Cont. 15)

Step 28: (Optional) The Confirmation page shows that the Order has been recorded and it is
being processed. Click on the Review My Orders link to view the status of the order.

Order Confirmation

Your orders have been submitted and are being processed:

e [If there is an issue with processing your order, it will be placed back in yvour Cart.
« If your order is successfully processed, it will appear on the My Orders page.

Please check back shortly to view the current status of the order processing.

You can choose any link on the page or choose either of the options below:

28 « Review My Orders

= Return to the DISA Storefront Home Page

Be sure to click the refresh button on the My Orders page before confirming the status of your order.

Step 29: (Optional) You have the option to review the order status in the My Orders
table. Once an order is placed, the status changes to Pending Approval.

My Orders
4m Change criteria | 38 rows selected Displaying all results
<< first < prev next > last >> perpage j+7 @
CJON TSR Service Type Stafus Type Action PDC Agency ccsD csA Date Modified v Actions
DoD Mobility Capability - Unclassified ART ;3 L D Actions =
Statu = 13 Dec 2023 00:32:13
DoD Mobility Capability - Unclassified T z T Actions =
Pendin
DoD Mobility Capability - Unclassified 8 RT ;2 e Actions
Approval
DoD Mobility Capability - Un 2 9 T ;2 A E D Actions =
DoD Mobily Capabilty - Undi\__’/'/’-‘ Ordering B ;4 Dec 2023 17:45:22 Actions <
T ;{l MNov 2023 18:47-:38 Actions =
In Cart
RT 30 Nov 2023 18:37:27 Actions ~
z
Ordenng ~ START ;4 Nov 2023 16:13:09 Actions =
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How to Track/Locate an Order

“What is Tracking used for?” — Example Scenarios...

Below are five example scenarios that a user could encounter where tracking the order and
viewing the Addressing and Routing would be helpful. “Addressing” summarizes who will be
notified of an order and reason for inclusion. “Routing” summarizes the offices/individuals
that an order will need to be approved by prior to fulfillment. Refer to pages 50, 51, 52, and
54 (Steps 1, 2, 3, 4, 5, and 9) for navigating to the Addressing and Routing tab. Pages 55 and
56 provides examples of Addressing and Routing.

Scenario 1: User has a sensitive deadline for an order to be approved by.

The user can use the Addressing and Routing tab to identify individuals in the associated
routing offices for an order and contact the approvers to help expedite the approval process.

Scenario 2: One approving office on an order may want to know what the previous or

the next approving office is.

The user can identify the routing offices by navigating to the Routing tab to easily view the
Routing Offices for an order.

Scenario 3: Why is my order not approved yet? My order seems stuck in the
approval process.

The user can use the Routing tab to identify individuals in the associated routing offices for
an order and contact the approvers to help expedite the approval process.

Scenario 4: My order status shows Denied. Why?

The user can use the Routing tab to identify where in the routing process that the order was
denied and view the Comments field where denial justification should be provided.

Scenario 5: My CJON is missing/deleted. How can | find it?

An order (CJON) can ONLY be deleted BEFORE it is submitted. If a user is unable to locate
their order (CJON), please open a ticket with GSD to be assigned to the DSF Help Desk.

Users can locate their order(s) by using the Tracking function to help address the example
scenarios shown above. The Customer Job Order Number (CJON) and Telecommunication
Service Request (TSR) number are the primary search elements, but users can also search on
other general criteria to locate orders. The following pages in this section guide the user to
the answers to these scenarios.
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How to Track/Locate an Order (Cont. 1)

When you need to locate an order...

Step 1: On the DISA Storefront Administrative Landing Page, click on the Ordering Portal.

DEFENSE INFORMATION SYSTEMS AGENCY
A COMBAT SUPPORT AGENCY
Search D

Manage Routing

- Ordering Portal TIBI Manage Account Manage Roles

Manage Account

ACCOUNT INFORMATION m‘

Step 2: In the Ordering Portal, locate the order of interest by using one of the following:

To search for a DMUC order using subscriber information, use the Mobility Subscription
Search page/capability. Instructions for using the Mobility Subscription Search page are
provided beginning on page 58 of this document.

If an individual (the “originator”) wants to review the status of an order they have placed,
click on My Orders and then proceed to Step 3 to locate the order of interest. Functionality
of the My Orders page is essentially the same as the Tracking page as shown in Step 3.

| Tools * | Manage Reference Data ~ | Help | About DISA Storefront

Welcome e

. . Log Out
14 Nov 2023 14:43:11 Z

- Tracking @ My Orders @ Approvals (73) H
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How to Track/Locate an Order (Cont. 2)

Step 3: On this screen, enter the search information, e.g., CJON TSR, CSA, CCSD. Partial
CJONs (e.g., SF12FEB, 12FEB15, 5000) may be entered.

Step 4: Click Search.

ﬂ Ordering as DISA/DISA SD  Change
Tracking

Tip: To search for mobility subscribers by name or device ID, go to Mobility Subscription Search

Please input cne or more search criteria, then click Search. Leave any field blank to exclude from search criteria.

My Orders Only: [

3 Status: ‘ ‘ (2]

- S —
Y —

e —
weeacion: | @

Carrier Prefix Type Circ No* Suffix

csh: | ~] | | ) | | ©

Agency Purpose/Use Type of Service Seg No™
ccsD: | v > an | ©

IMEL: | | @

e —

Service Type:

I
4 =]
o

\-._.-'f

(Optional) More than one criteria can be used to narrow your search if the CJON or TSR
number is not known, or if you want to use tracking for general searches. For instance, you
have the option to filter an order using the DCN number or you can specify the service type
by clicking and selecting from the drop-down menu.
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How to Track/Locate an Order (Cont. 3)

Step 5 (Optional): On the Tracking page, you have the option to search for the service order
by Agency, Requestor, Status, and Service Type by check-marking the applicable fields and
clicking on Filter button or Enter on the keyboard. It is optional for the ARO to use the
search filter. If the user is unable to find the appropriate order using the instructions here,
try using the Mobility Subscription Search page (see section beginning on page 20) to search
using other DMUC-specific criteria.

Tracking

‘ Change criteria 220 results for: Draft, Ordering, In Cart, Denied, Pending Approval, Active, DoD Mobility Capability Retrieve more results

<etist <prev [N 2 )03 ][ 1[5 106 ] 7)(8 1[5 ] nex> last >> @B Fperpage LY @

| Refine by: 5
E Clear | A\._\_J CION TSR Senvice Type Status Type Action PDC Agency ccsD CSA Date Modified v Actions

DoD Mobility Capability - Unclassified Ordering START 24 Qct 2023 22:09.55 2 Actions ~
Agency
Doso - DoD Mability Capability - Unclassified Ordering START 24 Oct 2023 16:03:55 Z Actions ¥
Cusa
Dusar DoD Mobility Capability - Unciassified Ordering START 24 Oct 2023 15:13.06 Z Actions
Ousmc
Dusn M DoD Mobility Capability - Unclassified Active START 1 23 Oct 2023 16:51:05 Actions + I
Requestol
(] DoD Mobility Capability - Unciassified Pending Approval DISCONTINUE ‘ 23 Oct 2023 16:03:56 Z Actions v
O
g DoD Mobility Capability - Unclassified Pending Approval START 230ct 2023 154616 Z Actions v
O
I} g - DoD Mobility Capability - Unciassified Ordering DISCONTINUE | | 230ct202315:0517 Z Actions ~
Status !
O Active DoD Mobility Capability - Classified - TS Ordering START 20 Oct 2023 19:18:52 Z Actions ~
O Active - Pending Change '
O Completed DoD Mobility Capability - Unclassified Ordering START 200ct 2023 182726 Z Actions v
DoD Mobility Capability - Classified - TS Ordering START 200ct 2023 182430 Z Actions v
!
DoD Mobility Capability - Unciassified Pending Approval START 18 Oct 2023 18:15:51 2 Actions ¥
DoD Mobility Capability - Unclassified Ordering START | 18 0ct 20231452352 Actions v
DoD Mobility Capability - Unciassified Ordering AMEND | 180ct2023 144216 2 Actions v

9 Tracking Page Functions

The user can keep clicking on Retrieve more results until it changes to/indicates “Displaying All Results”.
Once “Displaying All Results” is displayed, DSF is showing all the records for the specific tracking search.

Pending Approua|| Retrieve more results A A. Retrieve more results — this link allows the
users to display older orders.
B |[ 9 ][ 10 | next> last >> Er page B. “per page” drop-down menu — this drop-
_ down menu allows the user to select the
L EEefLl . =0 g —Lel number of search results that is displayed on
oval | CHANGE sa71a || 100 the screen. The search can display 10, 25, 50,
— or 100 results.

DM
B
NOTE: This function is also located on all the user queues like My Orders, Approvals, and My Provisioning.

Not showing all results conserves server processing resources and helps avoid impacts to operations due to
large searches.
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How to Track/Locate an Order (Cont. 4)

Step 6: Locate the desired service order. Under the Actions drop-down menu, click on
Addressing and Routing. The Addressing and Routing button is useful when looking for
where an order is in the approval process.

A pop-up window will appear.

I v Actions + Addressing
2319 2 Actions = * Routing
H0:25 7 Actions -
1300 B Addressing and Routing .

Copy
A1 ZE

History
A3E3E View

Email Infrastructure GSD

A313 2

0 Order Status Inquires

When order status is Pending Approval: the user can follow steps 1 through 5 to view where
the order is in the approval routing workflow by clicking Addressing and Routing as shown in
Step 9 above.

When order status is Pending Fulfillment: the user should contact your agency's DITCO
Customer Support Team (refer to TIBI at https://tibi.csd.disa.mil) or the EMSS PMO
(disa.meade.ie.mbx.emss-pmo@mail.mil) to check on the fulfillment status.

*NOTE: There are other options available from the Actions button that may be relevant; History (for
example), which shows the historical status of an order as it was processed for approval and final fulfillment.
It also contains a service history of the order from initiation through its life until discontinue.
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How to Track/Locate an Order (Cont. 5)

Step 7: Click on the Addressing tab to review the email notifications that are associated with
the service. Close the tab by clicking on the Addressing tab again.

Addressing and Routing n

’ + Addressing " 7
; ;\“\\___, u
To:
Email Recipient Name Reason for Inclusion
Approval Routing POC
Cc:
Email Recipient Name Reason for Inclusion
JaO\v Approval Routing POG
john.a.smith@mail\iil John Smith Ap_plioval RoutingrOC
Original Requester
. 3

Step 8: Click on the Routing tab to review the status of the order. In this example, the order
is currently Pending on Approval Route Point #4. Clicking this tab expands the route point
to display more information.

Addressing and Routing x

» Addressing

* Routing

» Approval Route Point #1 - John Smith - SUBMITTED: 11/25/2020, 12:23:84 PM

» Approval Route Point #2 - - APPROVED: 11/30/3020,"9:27:02 AM

» Approval Route Point #3 - - APPROXER: 12/1/2020, 9:49:45 AM

» Approval Route Point #4 - - PENDING: 12/1/2020, 9:50:31 AM

» Approval Route Point #5 - - NA ‘2\_./'
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How to Track/Locate an Order (Cont. 6)

Step 9: If an order approval is delayed or needs to be expedited, the ARO can contact any of
the approving officials displayed in the expanded route point information to request their
service order be approved. Once approved, the order will be promoted to the next approval
route point for action, or if it is the last approval route point, the order will be issued for
fulfillment.

» Approval Route Point #3 - - APPROVED: 12/1/2020, 9:49:45 AM

~ Approval Route Point #4 - - PENDING: 12/1/2020, 9:50:31 AM

Status: PENDING

Notification Time: 12/1/2020, 9:50:31 AM

Agency: Defense Contract Management Agency (DCMA)
Reason for Route Point: XGGHDV

Approvers:

First Name  Last Name Email Phone Customer Type Agency Organization

ORG/USER:

John.a.Smith@mailmil

} ORGYSER? ! 9
Doe Jane Jape.b.Doe@mail.mil 000-000:00Pa Ermrenr e |\_/'

Smith John

000-000-0000 Gewernment

If the user’s order shows a Denied status, the user can view the Comments field in the
associated route point where the Denial status is reflected.

Below is an example of a DENIED order with Comments provided by the individual in the
associated Routing point/office who denied the order.

= Approval Route Point £3 - L DENIED:|9/28/2022, 9:42:11 PM|

Status: DENIED

Response Time: 9/28/2022, 4211 PM
Notification Time: 9/13/2D2d, 4:30:12 PM

Agency: Defense InfovmBstion Systems Agency (DISA)

Action Taken By:

Comments: This order is being denied due to the chanage of the fucamm E' and resubmit your requirement

with new Bona Fide FY23 IIEDF accountlns\_é" BEN*'-A'L“

a55|5tance with ordering, please email us at
or call us at

Approvers:

First Hame Last Name Email Phone Customer Type Agency Organization
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How to Track/Locate an Order (Cont. 7)

Q Tracking Walkthrough

For more information, log into the Ordering Portal. Navigate to the Visual Walkthroughs tab on the Help page. Click
on the Tracking Walk Through to view and/or download the guide.

/ﬁ‘ Ordering as DISA/DISA SD  Change
Help
Help Desk/User Guide Freguently Asked Questions Services Overviews Visual Walkthroughs Videos Acronyms/Abbreviations Field Definitions
Filter by Category: |Select a Category v | Filter by Title: |Visual Walkthrough Title | Clear Filters
Orders

DSE.Mebility, Service Qverview

TSP Walk Through

Blank TSR Walk Through

General User Visual Walk Through of the DISA Storefront
Homepage Header Navigation Walk Through

Looking Up and Creating Addresses and Points of Contacts
Manage CCQ/CMO Walk Through

Manage POC Walk Through

Manage Demarcs Walk Through

Manage Locations Walk Through

My Provisioning Walk Through

Order Approval Walk Through

Provisioning Priority Level Matrix

Reports Walk Through

y o ix
Tracking Walk Through I
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Mobility Subscription Search

When you need to locate and/or manage Mobility Subscribers...

Step 1: To search for Mobility Subscribers by name or device ID, select the Mobility
Subscription Search page link from the Administration dropdown menu at the top of the
Ordering Portal page.

NOTE: A link to the Mobility Subscription Search page is also provided at the top of the
Tracking page.

Ccul

DEFENSE INFORMATION SYSTEMS AGENCY Administration - 1 ‘ge Reference Data = | Hel|
Tho 1T Cohs Db e \__/

- . Welcc

Administration = | Tocls + | Manage Ry 08 Dec 20

TIBI

Ordering as DISA Direct/Test ' BEEETEL[F X113l Reports Tracking My Org

CAD Search
Manage Roles
Manage Routing

Email Infrastructure GSD

Mobility Subscription Search

Step 2: Enter search criteria in the fields provided: CJON, Last Name, CAC Email, Device Info,
Organization, PDC, Order Status, and Subscriber Status.

ﬁ Mobility Subscription Search

Mobility Subscription Search

NOTES: 3// coon: | o
1. CJON: partial term NOT allowed Last Name: | ©
2. Last Name: partial terms allowed cac Email: | K
3. CAC Email: partial terms allowed Device Info: | ©
4. Device Info: partial terms allowed Organization: | K
5. Organization: partial terms allowed POC: | K3
6. PDC: partial terms allowed Order Status: | Active v|®
(minimum of 4 characters); multiple Subscriber | Active ~|@
PDCs separated by semicolon ;)
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Mobility Subscription Search (Cont. 1)

When you need to locate and/or manage Mobility Subscribers...

Step 3: Click the Order Status drop-down menu. This menu provides the user the option to
specify what search results should show for the user’s search criteria:
1. Active: This will narrow search results to show ONLY Active orders
2. All (includes Draft/Historic Orders): This will broaden search to show all order(s) /
subscriber(s) that exist(ed)

Step 4: Click the Subscriber Status drop-down menu. This menu provides the user the
option to specify what subscriber search results should show for the user’s search criteria:
1. Active: This will narrow search results to show ONLY Active subscribers
2. All (includes Deleted/Removed Subscribers): This will broaden search to show all
subscriber(s) that exist(ed).

Step 5: Click Search. Pages 61 through 67 present a few examples of searches and results
using example/fake information.

ﬁ Mobility Subscription Search

Mobility Subscription Search

CIONY | order Status: ‘ACIWB—V/ (2
Last Name . 9
Subscriber [ Al (includes Draft/Historic Orders)

CAC Email
Device Info: l% e
Organization: | | 2]
PDC: | @

Order Status:

Subscriber Active v (7] i 4

Status: \‘\_\_/

o | IS
\"“"\._./

Subscriber Active v e
Status:
All (includes Deleted/Removed Subscribers)
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Mobility Subscription Search (Cont. 2)

Step 6: If the user enters a CJON, the search will return the subscribers currently on that
order/CJON. Once the CJON is entered, click Search. NOTE: Partial CJONs are not
searchable.
Mobility Subscription Search
\E/'/ cjon:  [SF03 714 | ©
Last Name: ‘ | Q
CAC Email: ‘ | (7]
Device Info: ‘ | Q
Organization: ‘ | (7]
PDC: ‘ | (7]
Order Status: ‘AII (includes Draft/Historic Orders) v | o
Subscriber Active W | o
Status:
Step 6 Example Results: CJON search results:
<< first < prev next ast == [10 s~ | per page
CJON Last Name CAC Email Device Info PDC Last-Modified
Enter CJON | [Enter Last Name | [Enter Email | [Enter Device Info | | [EnterPDC | | [= ~] [Mmppryyy || Actions L
SF03 714 View Details
SF03 714
SF03 714
SF03 714 View Details
<< first < prev next > last == [10 “ | per page
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Mobility Subscription Search (Cont. 3)

Step 7: If the user searches by Last Name, the search will return the subscribers with that
last name and the associated orders they are on. Once the last name is entered, click
Search.

Mobility Subscription Search

CION: | | ©
fa A VA
Z/ Last Name: ‘Dne | e
CAC Email: ¢ e
Device Info: ‘ | e
Organization: ‘ | e
PDC: ‘ | e
Order Status: ‘,ﬂ.ctive v ‘ e
Subscriber Active w ‘ e
Status:
Step 7 Example Results: Last Name search results:
<< first < prev next > last >> [10 w | per page
CJON Last Name CAC Email Device Info PDC Last-Modified
Enter CJON.. | ‘EmerLasl MName.. | |Eme\ Email... | ‘Enler Device Infa. | |Emer PDC... ‘ | = v | “ﬂWDD."YYYY | Actions
Doe ?‘ View Details

<< first < prev next = last 5= [10 %~ | per page
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Mobility Subscription Search (Cont. 4)

Step 8: If the user searches by CAC Email, the search will return the subscriber/orders that
have that CAC email address. Once the Email Address(es) is entered, click Search.

Mobility Subscription Search

CION: | | @
Last Name: | | ©
8 CAC Email:  [gerald mil | @
— Device Info: | |©
Organization: | | e
PDC: | | @
Order Status: |Active hd | @
Subscriber |ﬁu:tive b | @

Status:

Step 8 Example Results: CAC Email search results:

<< first < prev next = last == |10 “ | per page

CJON Last Name CAC Email Device Info PDC Last-Modified

Enter CJON ‘ ‘ Enter Last Name... | ‘Eme\ Email... | |EH|ET Device Info. | |Emer PDC... ‘ ‘ = W | ‘ MM/DD/YYYY | A%‘
gerald mil View Details
gerald. ».mil -
gerald mil
gerald. ».mil _
gerald. mil
gerald » mil _
gerald. mil
gerald » mil _
gerald. mil
gerald e mil _

<< first < prev next > last >> |10~ | per page
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Mobility Subscription Search (Cont. 5)

Step 9: If the user enters a partial or full PDC, the search will return the subscribers being
billed to that PDC. Once the PDC(s) is entered, click Search.

Mobility Subscription Search

CION: | | @

Last Name: | | @

CAC Email: | | @
Device Info: | | @
Organization: | | @
9 pDC:  [EwmE] R | @
Order Status: | Afive - | %]
Subscriber | Active v|@

Status:

Step 9 Example Results: Example search results for the PDC parameter:

<<first <prev (1 ][2 |[3 )[4 ][5 ][ 6 ][ 7 |[8 ][ 2 ][ 10 ] next= last»» [10_  |per page

CJON Last Name CAC Email Device Info PDC Last-Modified

Enter CJON | | [Enter Last Name | | [Enter Email | | [Enter Device Info | | [EnterPDC | |[= ~] [wmmDrevyy | | Actions
EWMB42 \ X View Details
EWMB42
Evwmeh
2 L -
EWME41
EWMB41 -
ENmed1
EWMB41 -
EWMB41
EWRER -

<<t <prev (T2 ][3I 4 I 56 ] 7IBILTIII0] next> fast>> 10w ] per page
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Mobility Subscription Search (Cont. 6)

Step 10: If the user enters multiple search criteria, results (if found) will display for the
criteria entered. Once known search criteria are entered, click Search.

Mobility Subscription Search

10 CION:  [sP23. 41899 ' | @
“-—/f Last Name: ‘ | (2]
CAC Email: | geraif, ! Lo mil | @
Device Info: | | @
Organization: ‘DISA | (2]
PDC:  [EWAITS | @
Order Status: | All(includes DrafyHistoric Orders) v|©
Subscriber [ Active v|©
Status:
|

Step 10 Example Results: Example search results for multiple parameters:

<< first < prev next ast == [10 s |per page
CJON Last Name CAC Email Device Info PDC V Last-Modified
|Enter CJON | | [Enter Last Name | | [Enter Email | | [Enter Device Info | [EnterPDCS | [= ~] [MmmDrvyY | Agtions

T
SF23 899 gerald. mil EWAITS View Details
i

<< first < prav next > last > Dsﬂ' page
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Mobility Subscription Search (Cont. 7)

Step 11: If the user enters a search criteria AND specifies an Order Status option, different
results will be displayed. A very simple example is demonstrated below.

Mobility Subscription Search

Last Name: |vanderhoof | ©
11 CAC Email: | > U @
\'—/ Device Info: | | @
Organization: | | ©
PDC: | | @
A Order Status: ‘Active X~ b | ©
Subscriber | Actiye .| ol v|@

Status:

-]

Order Status:

B

All {(includes Draft/Historic Orders)

Step 11A Example Results: Example search results when Order Status selection is Active:

& Download

Search

<« first < prev next = last == |10 s | per page
\
CJON Last Name ‘\\) N\~ cacEmail Device Info PDC Last-Modified
Enter CJON. | |Enler LasPama .| | |Enler Email... | |Er|ter Device Info... | ‘Em&r PDC... ‘ | = W ‘ ‘ MM/DDIYYYY ‘ Actions
— — —
’ R Varigerhog? View Details I
.
- S—
A" | << first < prev next = last == |10 s | per page

Step 11B Example Results: Example search results when Order Status selection is All

(includes Draft/Historic/ Orders):

Search

<< first < prev next = last == |10 w |per page
CJON Last Name CAC Email Device Info FDC Last-Modified
‘Emer CJON | ‘ Enter Last Nage$§ ‘Enter Email | ‘Enter Device Info | ‘Emer PDC. | | = W ‘ ‘ MM/DD/YYYY | Aﬂ”s
venderho_ | \ ‘ ‘ !
ot
A2 B << first < prev next > last => T[J_vnerpaga

66




Mobility Subscription Search (Cont. 8)

Step 12: If the user enters a search criteria AND specifies a Subscriber Status option,
different results will be displayed. A very simple example is demonstrated below.

Mobility Subscription Search

Last Name:  |Madigan | @
12 CAC Email: | > Ll @
\._/

Device Info: | | @

Organization: | | ©

PDC: | | @

Order Status: | Active v|@

A Subscriber | Active N v @
Status:

Subscriber [AII (includes Deleted/Removed Subscriber ~ ] e
Status:

Step 12A Example Results: Example search results when Subscriber Status selection is
Active:

<< first < prev next = last == |10 ~ | per page
CJON Lest Name VT cAc Emai Device Info POC Last-Modified
Enter CJON Enter hast Niwmd [Enter Email | | [Enter Dsvice Info | [EnterPDC | [ [= ~| [mmmbryyy | | actions
eI —
LR > 3
, “Madigan View Details
\ PP << first < prev next > last == [10 w | per page

Step 12B Example Results: Example search results when Subscriber Status selection is All
(includes Draft/Historic/ Orders):

& Download

Search

<« first < prev next > last >> per page
CJON Last Name (‘\/ Email Device Info PDC Last-Modified
|Enter CJON.. ‘ |Enter Last Name. ‘ ‘Entew Email.. | ‘Emer Device Info... | ‘Emer PDC.. | ‘ = v ‘ ‘\J!WDD."YYYY | Actions
Madigan % AN J View Details
e
A v

<< first < prev next = last 5= |10 ~ | per page
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Mobility Subscription Search (Cont. 9)

Step 13: When there are numerous results to review, the user the fields provided to help
narrow the results.

<<first <prev [ 1 |[2 ][ 3[4 ][5 ][ 6 [ 7 ][ 8] 9] 10] next> last>> [0 ~]per page

Last-Modified

CJON Last Name CAC Email Device Info PDC = v
Enter CJON ‘ |En'.e‘ Last Name.. | |En'.e‘ Email.. ‘ |En'.e‘ Device Info... | |En'.e‘ PDC... ‘ ‘[‘c1f‘c‘1-"DD-‘V"“"Y | Actions

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

o ] o e B e
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Mobility Subscription Search (Cont. 10)

Step 14: Once the user has conducted their search using the necessary criteria and identified
the desired results, the user can download the results as a tool to conduct/maintain an
inventory.

& Download Search

<« first < prev E next > last == [50 w |per page

Last-Modified

CJON Last Name CAC Email Device Info PDC = ¥
Enter CJON ‘ |En:e’ Last Name | |Ente’ Email ‘ |En:e’ Device Info | |Ente’ PDC ‘ ‘r\-'ll'ﬂ-"DD-'\f’VVY | Actions

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details

View
Details
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Mobility Subscription Search (Cont. 11)

Step 15: Select the location that the file being downloaded should be saved to.

Step 16 (Optional): The user can rename the file if desired.

Step 17: Click Save. The file will save as a Comma Separated Values (csv) file type. Click
Cancel to stop the process.

@ save As X
AL > ThisPC » Downloads v O 2 Search Downloads
Organize ~ New folder = - (]
Name Date modified Type
v [ This PC
I",r-ff ~ [arlier this month (1) ¥
> @l Desktop
12/4/2023 12:21 PM Microsoft Exce
> & Documents
~ Earlier this year (1)

L Demmeiis 9/13/2023 11:51 AM Microsoft Exce
> @) Music
> N Pictures I

> [ Videos

16 I EREN M lmobilitySearchlist - | 1
\__F./ Save as type: Microsoft Excel Comma Separated Values File > 11

A Hide Folders 1?/ Cancel

L
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Mobility Subscription Search (Cont. 12)

Step 18: Open the downloaded file to view all the results.

AutoSave (@ Off) £ Search Vanderhoof, Anna S CTR (USA) VA = oo (m] X
File Home Insert Page Layout Formulas Data Review View Help Acrobat ‘ 1 Comments ‘ ‘ 122 Share ‘
~ Conditional Formatting ¥ H Insert v v
fln:l & Calibri General icsl g & > é? p ﬁ
-~ $-% 9 [i% Format as Table v B Delete v g - O
Paste B I U-+ = Sort& Find & Add-ins | Create and Share
- = <) 9 i Cel Styles ~ feflFormatv | € v Fiterv Select~ Adobe PDF
Clipboard [0 Font = Number @ Styles Cells Editing Sensitivity | Add-ins Adobe Acrobat A
(i) POSSIBLE DATA LOSS Scme features might be lost if yo Don't show again Save As.. x
Al - fc | CION v
A B C D E F G H | J K L M N o P4
Number of Number of Organization Device Device Make Camera Notification Previous User Transmit Transmis
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When to Transmit or NOT Transmit
Changes to the MDM Server




When to Transmit/Not Transmit to the MDM Server

When to Transmit, or NOT transmit, changes to the MDM server...

When to use ”Yes’ transmit Transmit to Mobile Device Management (MDM) server?*
subscriber updates to MDM server @ Yes, transmit these subscriber updates to MDM server (can
take up to 24 hours to complete)

(can take up to 24 hours to complete.

Scenario/Example 1: On a NEW order being drafted with the intent to submit the subscriber
record for approval and implementation.

Scenario/Example 2: On a subscriber update where the email address, organization, and/or
camera policy were changed.

Scenario/Example 3: Replacing one subscriber’s information with another in another
subscriber that was already on the order. This is where the “Previous User Email” field
SHOULD BE filled in.

Scenario/Example 4: When a subscriber no longer needs ANY service OR leaves the Agency.
The losing Agency should IMMEDIATELY remove the subscriber from the record and transmit.

When to use “No, this subscriber
update is for DSF record keeping only |
and does not need to be transmitted to -
the MDM server.”

) No, this subscriber update is for DSF record keeping only
and does not need to be transmitted to the MDM server

Scenario/Example 1: Scenario 1: If a subscriber currently has an active service and a
Mobility Manager is making an administrative change in DISA Storefront. Example: a
subscriber’s phone broke; this would require replacing the device’s IMEI number.

Scenario/Example 2: Scenario 2: If a Mobility Manager is consolidating subscriber(s) on an
active order to another active order without loss of service.

Scenario/Example 3: Scenario 3: If a subscriber has an active service on more than one
device, the user should select “No, ...” as the MDM server only recognizes subscribers by CAC
email, and not device information. Transmitting a change to MDM would result in loss of
service on all devices.

Scenario/Example 4: If a subscriber leaves the agency, but retains the service, remove the
subscriber from the order immediately. Failing to do so may result in LOSS OF

SERVICE. When the gaining agency creates a record for the subscriber BEFORE the losing
agency conducts any deletion/removal, then, when the losing agency goes back to
administer subscriptions, any removals of the user will result in LOSS OF SERVICE tied to the
CAC Email address.
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How to Manage DMUC Subscribers

When you need to manage Mobility Subscribers...

Step 1: Once the right order and subscriber have been located using steps in the Mobility
Subscription Search section (see page 58), results will appear as shown below. Click View
Details to review the subscriber’s information.

Step 2: Click Manage Subscribers to go to the specific order/CJON with all the order’s
subscribers.

NOTE: If a user is consolidating subscribers from one order to another, please refer to the
DMUC Transfer Guide available on the Visual Walkthroughs tab of the DSF Help page.

<< first < prev next > last >> [10 v | per page
CJON Last Name CAC Email Device Info PDC Lasi-Modified
Enter CJON... || [Enter Last Name... || [Enter Email... | | [Enter Device Info... || [EnterPDC.. | [= ~] [mmporyyy || Actions

Lail 52010202

Thu Sep 14 2023 1 View Details ‘
UTEEE S [View Detalls |

’ - Alad Sap 2202 Siguelatail

Il ™Mobility Subscription Detail
Ml wositey subscriptionpetats B8
L CION: P — Manage Subscribers

| First Name:

NOTE: If a subscriber is on an active | | ... vome:

order and their email address is on |lcacEmaiL ,
ope | Alert: This email address is associated with other DMUC Subscri ptions/Orders.

another DMUC order, the Mobility I- i

| Device Info:

Subscription Search Details will | Device Make:
. Camera Policy:

display an Alert message o

as Shown. Last Updated:

Last Updated By:
Notification Email: I

[ Operating System:

| Organization: H

| Previous User Email:

Rank:

| Transmit to MDM:
L . ~
Alert: This email address is associated with other DMUC Subscriptions/Orders.




How to Manage DMUC Subscribers (Cont. 1)

Step 3: The user can click Edit, Copy, or Delete to manage the subscriber(s) on the
order/CJON. See the steps in the Subscription Information section (pages 13 through 24) of
this document) for instructions on adding, editing, or copying the subscriber information.

NOTES:
a) The Number of Subscriptions can not be edited on this page.
i. If the user needs to increase or decrease the number of subscribers on the order

when the order is in the ACTIVE status, a CHANGE action will need to be submitted
and approved. (For Change instructions, see section beginning on page 77.

b) The Copy button will be disabled if the “existing” number of subscribers equals the

number of subscriptions.
c¢) The number of subscriptions can be updated by editing the order while the order Status

is “Ordering”.

Personnel Information Device Information

d) For asubscriber being managed on an
ACTIVE order and the update needs to take

. - CAC Email*
effect, select Yes, transmit these subscriber | |
updates to MDM server (can take up to 24 ‘First Name | lLast Name* |
hou rs to Complete). 60 Characters Remaining 60 Characters Remaining

Organization*®

\ v]

NOTE: Refer to page 73 for examples/ R/ Grade
scenarios of when to Transmit to MDM. | >

Previous User Email

300 Characters Remaining

Notification Email (semicolon-separated)*

3000 Characters Remaining

Ma nage Subscribers Transmit to Mobile Device Management (MDM) server?*

@ Yes, transmit these subscriber updates to MDM server (can
Item: DoD Mobility Capability - Unclassified take up to 24 hours to complete)
CION: -
Type Action: START () No, this subscriber update is for DSF record keeping only
Status: and does not need to be transmitted to the MDM server
Subscriber Information

y

Number of Subscriptions 4

Subscriber List 4 Subscriber(s)

Download Bulk Template Download Subscriber List
< first < prev next > last >= per page
Last Name First Name Rank/Grads CAC Email Device Informatin Actions

3 [
\h_-"/‘ Edit Delate

< first < prev next > last >> [10 ~ | per page
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How to Submit a Change Action

When you need to submit a Change action/order...

Locate the order that the user wants to change using steps in the Order Tracking section (see
page 49) or Mobility Subscription Search (see page 58).

Step 1: Click Actions.
Step 2: Click Change.

Step 3: Click Change to confirm the desire to continue the process. Click Cancel to stop.

My Orders
<4m Change criteria | 39 rows selected Displaying all results
<< first < prev next > last = perpage f7 @
CJON TSR Service Type Status Type Action PDC Agency CCsD C3A Date Modified - Actions

Actions ~

Actions =

Actions »

2505 2 Actions - -

- Addressing and Routing

<< first < prev E next > last »> per pag 2 ’{ Change

Copy

3

= Discontinue

History

/ Manage Subscribers
Re-Award

B View

a TSR Email
Confirm Action: B i

I Order Comments

. . 5
Are you sure you wish to Change this request? Email Infrastructure GSD

Cancel Change 3
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How to Submit a Change Action (Cont. 1)

Step 4: The Order Change Confirmation will appear before the user is then presented with
the Purpose-Mission page in Step 5 below.

Processing... u

Order Change Confirmation

Your order has been submitted for Change and is being processed:

+ If your Change action is successfully processed, it will appear on the My Orders page.

CACETITg L=h Fa iy TR R S i e

Step 5: The user will be brought to the Purpose-Mission page which will have information
carried from the originally-submitted order. Click Configure.

Step 6: The user will be presented with this pop-up warning. Click OK.

@ Service Request R I
»|

Configure Checkout

Ttem: DoD Mobility Capability: \_-/# /
CION: Purpose-Mission
Type Action: CHANGE

What Mission Need does this support?{Product/Service Description) *

% Checkout

@ Ordering Agency and Org
Completed

> Purpose-Mission 4 @
Invalidated 4913 Characters Remaining

@ Service Dates Enter (SAs*
Invalidated

Carrier _ Prefix_ Type | CircNo.  Sufix  Action | o
@ ustifications and D ]

Approvals
Completed S

Enter sateliite batabase apmrovagnd A sf-uat.cloud.disa.mil says
’7 Control Number: || 4"

To save your updates, please select 'Cancel' and press the 'Continue’
button on the page. Changes will not be saved when navigating away
from this page without pressing the 'Continue’ button.

6 Cancel
‘\._.I/
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How to Submit a Change Action (Cont. 2)

The user will be brought to the Review page. From here the user can click on the Service
Delivery Point A page, Mission Partner Requirements, Subscription Information, and the
Review Page in the left side bar under Item Configuration.

Step 7: To update the number of subscriptions and associated subscriber information, click
Subscription Information.

Step 8: The user will be presented with this pop-up warning. Click OK.

i =
() Saniee s [l { )) Configure Checkout

Item: DoD Mobility Capability’
- Unclassified Review Page

CIJON:

Type Action: CHANGE

Service R it Submitter Information
R cjcontial=Hon Item: DoD Mobility Capability - Unclassified Full Name:
@ Service Delivery Point A Mobility Type: Unclassified Agency:
Type Action: CHANGE Organization:
CION: Email:
Class Email:
View Addressing and Routing Phone:
@ Mission Partner .
@ Requirements View TSR Email Preview Pager:
Complete
' Hide Estimated Cost
© Subscription Information
Configured Estimated Cost
T CLIN Item Description MRC NRC Annual Cost Quantity
N N/A oMuc

| 2 Total

Estimated cost is for budget planning.

You have selected the followinli o

(Espenian | [ cotapse] | [S

ddsf-uat.cloud.disa.mil says

To save your updates, please select ‘Cancel’ and press the 'Checkout’
button on the page. Changes will not be saved when navigating away
from this page without pressing the 'Checkout’ button.

Cancel
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How to Submit a Change Action (Cont. 3)

Step 9: If the user wants to reduce the number of subscribers on the order (example below:
three subscriptions all assigned to three subscribers). The Number of Subscriptions cannot
be reduced lower than the number of subscribers in the Subscriber List. The user will be
presented with the error as shown.

Step 10: The user will need to delete one subscriber (for this example) before changing
(reducing) the Number of Subscriptions to two. Click Delete on whichever subscriber(s)
should be removed from the order to reduce the number of subscriptions.

i ===
@ Service Request K3} Y Configure ——

Item: DoD Mobility Capability

- Unclassiied

CION: Subscription Information
Type Action: CHANGE
Hide Estimated Cost

4 Item Configuration Estimated Cost

@ Service Delivery Point A CLIN Item Description MRC NRC Annual Cost Quantity
NIA DMUC
Total

Estimated cost is for budget planning.
@ Mission Partner
Requirements
Complete Subscription Quantity

[» Subs son
Conf 9 ‘ Number of Subscriptions*

Revie, \_'.‘/ |

Subscriber List 3 Subscriber(s)

Download Bulk Template \i\ Download Subscriber List
<Mt < prev next > last »> [10 | per page

Last Name First Name RankiGrade €AC Email Device Information

a5
10
ol [

<< first < prev next ast >> | 10 ‘& | per page

Number of Subscriptions*

g R e T S A O =nA e i - o s Lo 1
Enter an integer between 1 and 999 and/or an integer that exceeds the numi

Number of Subscribers cannot be greater than Number of Subscriptions.
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How to Submit a Change Action (Cont. 4)

Step 11: If the user wants to increase the Number of Subscriptions on the order, increase
the number that was already populated from the originally-placed order.

Step 12: When the Number of Subscriptions is increased and before proceeding to the next
page, the user will need to review and click the check box to acknowledge that the number
of Subscriptions is greater than the number of subscribers on the order. However, if the
user added more subscribers to the order to match the number of subscriptions, then the
acknowledgement will no longer be required.

Refer to Steps 4 through 37 on pages 13 through 24 for adding, copying, and/or adding bulk
subscribers.

Service Request - )
() Sevite (e )) Select Configure Checkout

Item: DoD Mobility Capability’

| - Unclassified

CION: Subscription Information
Type Action: CHANGE
Hide Estimated Cost

=~ Item Configuration Estimated Cost
. . . CLIN Item Description MRC NRC Annual Cost Quantit
& Service Delivery Point A 5 g
NIA DMuUC
Total

Estimated cost is for budget planning.
@ Mission Partner
Requirements
Complete Subscription Quantity
Enter the number of subscriptions required. Orders are limited to 999 subscriptions.

> Subs¢ “ian

Config 1 1 | Number of Subscriptions*

Revie\.\_-/l Warning: Based on the Number of Subscriptions, this order will be charged $8.58 per month for 2 empty slot(s).

/. [l *I understand that this order will be billed for emptyslots because the number of Subscriber(s) is less than Number of Subscriptions.

Subscriber List 3 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List
<< first < prev next > last >> per page

Last Name First Name Rank/Grade CAC Email Bevice Information Actions

<< first < prev next > last >> [10_ w | per page

Number of Subscriptions*

Warning: Based on the Number of Subscriptions, this order will be charged $8.58 per month for 2 empty slot(s).

*I understand that this order will be billed for empty slots because the number of Subscriber(s) is less than Number of Subscriptions.

Subscriber List 3 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List
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How to Submit a Change Action (Cont. 5)

Step 13: In this example, one (1) new subscriber was added to the Subscriber List. One open
subscription remains available.

Step 14: Once appropriate changes are made, click Continue. The user will be brought to
the Review page.

Subscription Quantity
Enter the number of subscriptions required. Orders are limited to 992 subscriptions.

Number of Subscriptions*

Warning: Based on the Number of Subscriptions, this order will be charged $4.29 per month for 1 empty slot(s).

*I understand that this order will be billed for empty slots b the ber of Sul iber(s) is less than Number of Subscriptions.

Subscriber List 4 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List
<< first < prev next = last == |10 ~ |per page

Last Name First Name Rank/Grade CAC Email Device Information Actions

:

<< first < prev next = last == |10 s~ | per page

1 Continue  »
14 e

Step 15: Click Checkout. The user will need to re-validate the Purpose-Mission page and
Service Dates page. Refer to the Checkout section beginning on page 32 for guidance on
completing and placing the Change action order.

)) Configure Checkout

Review Page

15

Service Request Submitter Information
Item: DoD Mobility Capability - Unclassified Full Name:
Mobility Type: Unclassified Agency:
Type Action: CHANGE Organization:
CION: Email:

Class Email:
View Addressing and Routing Phone:

View TSR Email Preview Pager:

Hide Estimated Cost

Estimated Cost

CLIN Item Description MRC NRC Annual Cost Quantity

NiA DMUC
Total

Estimated cost is for budget planning.
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Change Action Already Initiated?

If a Change action/order has already been initiated...

In the scenario where a user has started a change action for an order, got distracted on an
unrelated task or topic, and then returns to manage subscribers on the original, Active order,
the DSF application will advise the user that a newer order exists. This is demonstrated by
Steps 1 through 3 below.

Step 1: Click Actions.

Step 2: Click Manage Subscribers to go to the specific order/CJON that the user needs to
manage.

My QOrders
4@ Change criteria | 41 rows selected Displaying all results
<< first < prev next = last == perpage [+ @
CJON TSR Service Type Status Type Action PDC Agency ccso CSA Date Modified Actions
CHANGE BVME42 Actions »
|
CHANGE ) EWMB41 Actions »
START Actions =
START Actions »
- _—
START EMVBGT 1
STARTk \V ‘EWMBAE = -— ' Actions -
e — —— e ———— E‘\ﬁtﬁ;}T Actions «
5:25:05 Z Actions = STt o
START Actions »
| Addressing and Routing
o START Actions =
Change jext > last = per page  f#1 @ Displaying all results
1
Copy
¥ Discontinue
History
: 1
2 [ Manage Subscribers
‘\_.-/, - I
Re-Award
B. View
TSR Email
B
| Order Comments
Email Infrastructure GSD
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Change Action Already Initiated? (Cont. 1)

Step 3: The Manage Subscribers page will show the pop-up message shown below. The
highlighted CJON is hyperlinked to the Change action order that has been started from/for

the original order.

SUBSCRIBER ENTRY ﬂ

The order you are looking for has been modified, and a more recen QN ex o perform

s
sustainment actions for associated mobility users, please use CJON|SF180ECP38774)

|

<

Manage Subscribers

Ttem: DoD Mohility Capability - Unclassified
CION: SF135EP238474

Type Action: START

Status: Completed

A 5 SUBSCRIBER ENTRY
Subscriber Information

Number of Subscriptions 10

Warning: Based on the Number of Subscriptfei

Subscriber List 6 Subscriber(s)

Add Single Subscriber Download Bulk Template Add Bulk Subscribers Download Subscriber List
<< first < prev next > last >> per page

Last Name First Name Rank/Grade CAC Email Device Information Actions

<« first < prev next = last == |10 ~ | per page
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Change Action Already Initiated? (Cont. 2)

In the scenario where a user has started a change action for an order, got distracted on an
unrelated task or topic, and then returns and intends to “start” the Change order process,
the “Change” action will not appear in the Actions list since the user has already started that
Change process. This is demonstrated by Steps 4 and 5 below.

Step 4: Click Actions. Notice that the Change action is not listed in the drop-down menu.

Step 5: The user (if the same person as originally initiated the Change action) should review
orders listed in My Orders to locate the appropriate order with the CHANGE Type Action.

My Orders
<m Change criteria | 41 rows selected Displaying all results
<< first < prev next > last > perpage 7 @
CJON TSR Service Type Status Type Action FDC Agency ccsD CSA Date Modified v Actions
CHANGE EWMB3A2 Actions =
~ \ 9
CHANGE, EWMB41 Acfions =
e . R
SPART Actions =
START Actions =
- .
N \'A e 4
N\ = .
STAHRT EWMB42 Actions =
START Actions =
START . ons v
START 3 16:25:02 . ions
Actions =
START

B Addressing and Routing
<< first < prev next = last > perpage = e
Copy
History
B Manage Subscribers
View
TSR Email

B Order Comments

I~ Email Infrastructure GSD
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Discontinuing an Order




Order Discontinue Guide

When you need to discontinue an order...

DISA Storefront has published user guidance on how to discontinue a service/order and how
to Transfer DMUC subscribers from one order to another.

Step 1: Log into the DISA Storefront Ordering Portal. Click on Help.
Step 2: Click on the Visual Walkthroughs tab of the Help page.

NOTE: If a user is consolidating subscribers from one order to another, please refer to the
DMUC Transfer Guide available on the Visual Walkthroughs tab of the DSF Help page.

Step 3: Click on the DMUC Transfer Guide. The document will open in a new browser tab.

WARNING: If the user proceeds with discontinuing an order, all Subscribers remaining on the

order will be removed, and their service will be deactivated. Subscribers who need to
retain access must be transferred to another order before discontinuing the selected order.

Step 4: Click on the Order Discontinue Guide. The document will open in a new browser
tab.

DEFENSE INFORMATION SYSTEMS AGENCY Administration ~ | Tools ~ | Manage¢ 1 | Help |fAbout DISA Storefront
The IT Combat Support Agency \-_/
Welcome oe Log Out
26 Mar 2024 16:48:05 Z

/ﬁ‘ Ordering as DISA/DISA SD Change Reports Tracking My Orders  Approvals (0) E

Help

Help Desk/User Guide Frequently Asked Questions Se\-_z-/! Visual Walkthroughs |Videos Acronyms/Abbreviations

Field Definitions

Filter by Category: |Select a Category v | Filter by Title: [Visua\ Walkthrough Title l Clear Filters

3
4

Orders

« DMUC Transfer.Guide

Iew

* Qrder. Riscontinue.Guide

alk Through
* Homepage Header Navigation Walk Through
* Looking Up and Creating Addresses and Points of Contacts
¢ Manage CCO/CMO Walk Through

-
o

NOTE: An order (CJON) can ONLY be deleted BEFORE it is submitted. If a user is unable to
locate their order (CJON), please open a ticket with GSD to be assigned to the DSF Help Desk.
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