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1.0 GENERAL

1.1 PURPOSE OF THE USER HANDBOOK

The purpose of this user handbook istovide the Unit Supply @geant with detailed
instructions onwebsiteprocesssto be used in obtaing milit ary uniforms and accessies
from Central Clothindgistribution Facility (CCDF).

1.2 BACKGROUND

Establisiment of CCDF was based upon results frarstudy. This study investigated
Army National Guard procumeentmethodologies for erdied military clothing. The purpose
of the study was to seekitocost effective solutions in praling enlisted military clothing
while meeting the following requireents.

A Allow electronic sumission of orders fronthe unit to the diribution facility.
A Issue ACU unifoms with US Amy tapes and maetapes.

A Ship unforms to units as soldi kits.

A Ship rouine orders to arrive at unitgithin 10 businessaysof ordering.

A Ship urgent orders tarrive at units within 3 business days of ordering.
A Generate backordebased on an original dooant number.

A Facilitate recycling of used, serviceable unifis.

1.3 POINTS OF CONTACT

Customer Service
1-888-255-1131

Susan Thompson

Customer Service Supervisor
Commercial: 85293-3688
DSN: 7453688
susan@ngmmc.com

Chris Ripy

Assistant Director
Commercial: 852933475
DSN: 7453475
cripy@ngmmec.com



mailto:susan@ngmmc.com
mailto:cripy@ngmmc.com

Mailing Address:

Bluegrass Station

KYLOC, Building 6

Attn: Chris Ripy, Asst Director
5751 Briar Hill Rd

Lexington, KY 405169721

Shipping Address(via the US PostalService) for returned military clothing :
Bluegrass Station

KYLOC, Building 6

Attn: Danny Neikirk

5751 Briar Hill Rd

Lexington, KY 405169721

2.0 SYSTEM SUMMARY

2.1 OVERVIEW

The ARNG central clothingidtribution systenms designedo provide consistent and
responste military clothing support to ARN@nlisted satliers by allowing units to order
directly from the distributiorfiacility and delering orcers directly to theunit via @mmercial
carrier. The ordering systemsiInternetbased.

2.2 NAVIGATING TO THE WEBSITE

Internet Web Site Addresss: www.ngmmc.ngb.amy.mil or www.ngmmc.conare the
two Internet web addresses ymay use in navigation to CCDF. If your mputer is on themil
network, youmust usehewww.ngmmc.ngb.armwil webaddress. Thamil network
architecture is not c¢opatible with he .comweb address and errors will result if you atfe to
use the .comvebsite from a @amputer on themil network.

Prospective usersust canplete an Aplicationfor User I@ntification (ID), as
prescribedy their state CCDF AdministratoAccess to botimil and .comweb addresses
are password protected and pleasseraber hat passwordare case saitive.

Informal questions and suggestionsdGDF nmay be posted on the Custer Talk
website lolletin board. The bulletin board can be aseesatwww.ngmmec.ngb.any.mil or
www.ngmmc.conby clicking the icon. No password is t¢ced for access tthe bulletin
board.



http://www.ngmmc.ngb.army.mil/
http://www.ngmmc.com/
http://www.ngmmc.ngb.army.mil/
http://www.ngmmc.ngb.army.mil/
http://www.ngmmc.com/

3.0 ACCESS TO THE SYSTEM

3.1 REGISTRATION
Before a unit can reoes support fom CCDF three actions must benpleted.

A CCDF must be providewith contact and shipping address infiation for the unit.
When a unit first transitions to thespport, the State Adinistratormanages the
process.

A Ordering access is controlled. This regsieachndividual be regstered and
authorized to suhbit orders through CCDF.t&e Administratorsmanage this
process. Nomally, the individual authorized tarder for a unit will be the fullthe
supply sergea. An alternate athorized irdividual may be registered for a unit as
well; this allows ordering toontinue in the absence of the supply sergeant. It is the
uni t 6s r es p o rasyirequirdd changesthyforwiarg itheiri remuest to
their State Adhinistrator.

A The StatéAdministrator is solely responsible for inputtirigetOrderingAuthority
(OA) information, ceiling against whiche unit/DODAAC can order, into the
CCDF systen. The OA is the dollarraount a unit is authorized to spend with
CCDF during the fiscal yea€CCDF cannot adjust untrderingauthority.

A Please catact theStateAdministratortoé'rmi nat e an i ndi vi dual 6s

3.2 CONFIRMATION OF REGISTRATION

State Adninistrators will notify new users when they arented access t&€CDF. The
State Adninistrator will give new sers a uer identification (User ID) ad passwordor
accesing the CCDF website. Ifaes 6 s p a s stardorgdten; pease contact the State
Administrator to have the password reset.

3.3 CHANGES TO DODAAC REGISTRATION DATA

ChangestoaDODAB6 s s hi p p i ang otteedDDODAAES sigt@mtrondatamust
be sent tole State AdministratoRequestsent directly to CCDF will not be honateThis is a
fraud-prevention requin@ent.



4.0 ORDERING PROCESS

4.1 LOGGING IN

Bring your Internet brevser up on your goputer. In the addressk, type
www.ngmmc.ngb.amy.mil or www.ngmmc.com (if you are accessing anconmercial
connection) and press Enter. The initial screen is disdlan Figure 41-1.

USE, CARE, AND SIZING CHARTS OF THE ARMY COMBAT UNIFORM (ACU)

"Enhanced Customer Service thru Logistics Innovation"”

Figure 4-1-1. NGMMC Entry Scre=n

Click onthe CCDF button. The screen in figure 42 will be displayed


http://www.ngmmc.ngb.army.mil/

CCDF: User Login
All unauthorized access is prohibited. All violators will be prosecuted.

USER LOGIN
User ID:

Password:
Lagon

Figure4-1-2. CCDF UserLogin Scresn

Enter your User ID and Password. Both argua to individual users. To have website
access, yar unitmust be regiteredandeach athorized individal must have applietbr and
received a user ID and password. If a password is lost or forgotten, contact the State
Administrator.

The password logic for the CCDF website is shown below:

1. The Password must:
e Dbe between 14 and 25 characters in length
contain 3 upper case characters
contain 3 lower case characters
contain 3 numbers
contain 3 special characters (e.g. *, #, $, %, etc.)

2. Once implemented, the user will be prompted (at login) to change their password
if their current password does moatch the criteria above.

3. The user will be prompted (at login) to change their password if their current
password is older than 150 days.

4. The user cannot create a new password if it mamhe®fthe last three
password valueshich they have usedeviously.

Click theLogon button. The Main Menu screendssplayed Figure 41-3).
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Figure 4-1-3. CADF Main Menu Sreen

From this screen you can:

A Place an idividual order fora soldier

A Place arorder formilitary clothing inbulk quantity

A Resarch infomation for pending, lipped, and receivedrders
A Generate reports

A Turnin clothing

A Get the nme, email address, and phomember of the State Adninistrator
4.2 ORDERING

4.2.1 INDIVIDUAL ORDER

From the Min Menu (Figure 41-3), click onIndividual Order . The Personal Clothing
Request Screen, shown in figure241, begins the order process.



Personal Clothing Request for Thursday, August 18, 2011

DODAAC: [Choose Unit]

Gender: [Choose Gender] v
Last Name: st M

Name

Urgency: | Routina (10 Days) v

SSN: Grade E-1lv If Deferred please enter in a julian

RDD in the box.
Category: NG v Trans [Choose Trans Type] v
Tvpe
Reminders

+ If vou order uniform items requiring an organization shoulder patch. make sure that vou also order the
patches. (Patches will be sewed on free!)
+ Please ensure vou read vour CCDF User Handbook! The handbook contains the answer to most of vour
questions and the names and telephone numbersE-mail addresses of the people to contact with any
unresolved problems or Questions.

Submit Information

[ Comman Form H Accessories Form ][ Like New Free ]

[ Ribbons and Attachments Form l [ Male Form l [ Female Form ]

CCDF Main Menu

Figure4-2-1. Peronal Clothing ReguestScreen

Complete hefields adollows.

A DODAAC T The dropdowrmenu lists 8 the DODAACS for which yu are
authorized to order. Select the appropriate DODAAC for which you are placing an
order. Once a DODAAC is selected, ymay review the DODAAGinancial history
for the current fiscal year by clicking on thieew Balancebutton. The screen shown
in Figure 42-2 is displayed.

Ordering Authority Information

DODAAC Balance Information

DODAAC: W777K7
Current FY OA
State Adjustments
CCDF Adjustments
Orders
Available Balance

Figure 4-2-2. Ordering Authority Information Sreen

CurrentFY OA 1T The currentamountyour statehasallocatedfor
purchasing requed milit ary clothing from CCDF.

StateAdjustmentsi Usedby the StateAdministrators.Usedto adjustunit
OA amounts based on state needs or requerds.
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CCDF Adjustmentsi Usedby CCDFto adjustunit OA basedon
cancellation of unshipped orders

Ordersi This is the total for allitems ordered fromCCDF by the DODAAC
during the current FY.

Available Balancé This is the total mount ramaining available to you
DODAAC for the curret Fiscal Year (Availale Balance = ¥OA - Orders +
Adjustments + Returns.)

GENDERT Choose male or female.

LAST NAME T Enter the last mae of the soldier requing clothing.
FIRST NAMET Enter thefirst nameof the soldier requiring clothing.
MIDDLE INITIAL T If none, leave blank.

SSNi Enter the 9 digit Social Security miber,withoutdashes.

GRADET Selectpay graded.g., E-6) fromdrop-downmenu.

URGENCY'1 Select the urgency of your order as follows:

Routinei Ordermust be delivereavithin 10 business days after it
is sulmitted.

EmergencyAir 1 Ordermustbe deliveredwithin threebusnessdaysafter it
is submitted. This ordewill reach anycustamer within 3 bsiness days adt
the custaner sulmits it. This option is VERYEXPENSIVE.EmergencyAir
servce is rot available to OCONUS custeers.

Emergency Ground Ordermust be delivered within-8 business
days. This order will be shippéle business dagfter the astamer
submits it. Delivery time will be the UPS ground standdat the
state. For exanple, PA will receive te oider 3 busiess days #&er
they sulmit it, FL 4 business days, NV 5 business days, etc.

Deferredi Order can take lager than 10 days butust be delivered by a
specified Required Delivery Date (RDD). Notethis option is selected,

also enter thewian RDD in the box. Deferrearders allowmultiple orders
to be consolidated by CCDdad save shipping dollars.

Deploymenti Ordermustbedeliveredwithin threebusnessdaysafterit is
submitted. This ordewill reach anycustaner within 3 bsiness days adét
the custaner submits it. This option is for soldiers that are being deployed.



A CATEGORY i Select NG.

A TRANS TYPEI Select thesppropriate transaction type from the dropdawnenu. If
the order is a suppigental issue for a soldi@bout to enteAGR status or initial
issue pleasseelect Replacement. e sotlier is urningin a seviceable or an
unserviceale PWT used itemand ordering a replaoent, select Exchange. If the
order is for a Prior Service Initial Isg, seéct PS Enlistment; No#rior Service
Initial Issue, seletNPS Enlistment; equipping a soldier for a Service school, select
School Requireent. Each of thesedethree types of issue will receive gee
equivalent to Routine Urgency (10 business days). The difference between this and
nomal Routine Urgencys that thesethree traisaction types will be garanteed ten
business days serviceje: when surges of orders are resulting in late delivery of
other routine urgency shigents. In he rare instances when fasservice is required,
select either Bhergency Ground orrBergency Air Urgency.

There are siorder form optionsWhen all infomation has ben entered, click the
first form with items you desire to ordelt is recommended that, if you wish to ordigte
New Fredtems, you move to that forrdirst.

4.2.1.1 Like New Free Iltems Screen

The Like New Free Itms ScreenKigure 42-1-1-A) lists al items that areurrently
availablein fi ike-newo condiion. The only sizes that are &dtin theLike New Free Itas
Screemr e t hose c urlikeenretvdanditian.(Nosatl Bzeske avaitabldiin this
condition at any point itimeT it depends on what has been turned in). Select a quantity and
size. Notice that the unit price is zerbike New Freeitems are provided as free iss#dso note
that the NSN has FSC of #&n®istioguishtuged imsfrons us e d
new items. Ensure that appropre Insignia, Shoulder, Sleeagee ordered on the Commoserits
and/or Male & Fenale pagesWhenthe ordering of Like New Free it&s has been completed,
select the appropriate button psoceed to the next screen reguirfor your order. If theike
New Freetems are the lagtems you are ordering, select thieew Order button



ersonal Clothing Request (Like New Free)
-
|65 »| COAT.ALL-WEATHER-FEMALE -LNF |9999-01-308-8649 $0.00 $0.00
10s
10R
12R »
— ¥ [34R || COATALL-WEATHER-MALE -LNF  |9999-01-303-8681 | |30.00 $0.00
365
36L
388 &
— v [39L ~|| COATMANS NEW-LNF 9999-01-503-4335 $0.00 $0.00
40XL
41L
418 =
[ View Order ] [ Common Form
[ Male Form ] [ Ribbons and Attachments Form ] [ Change Soldier Infarmation ]

Figure 4-2-1-1-A. Like NewFree ItemsScreen

Due to sys#m limitations, it is notpossible to asure tlat all sizes Istedon theLike New
Freeitems screerare actuallyn stock. The availability position is updategekly. If an item
selected is out of stock, the Ord&mmary Screen, viewedear the end dhe ordering process
(Figure 42-1-1-B), will indicate he out of stock itenand youwill have the optiorof going
back andbrdering an unused iteor of waiting andreordering the Like New Fredtem later.

"CDF Clothing Distribution Center

JSN's listed in RED below are in short supply at the CCDF and will probably produce a backorder for that item.
Individual Request for W37SCA92851001 chr

1 10R COATALL-WEATHER-FEMALE INF  9999-01-308-3656 50.00 $0.00
1 3L COATALL-WEATHER-MALE -LNF 9999.01-308-8687 50.00 $0.00
1 40XL COATMANS NEW-LNF 9999-01-503-4341 50.00 50.00
Total: S0.00
Submit Order ][ Cancel Order H Change Information ][ Add/Change ltems ]

Figure 4-2-1-1-B. Order Summary Screen like New FreeOut-of-Stock

4.2.1.2 Common ltems Screen

The Personal ClothinBequest Common Itens Screen is sbwn in Figure 42-1-2-A.



Personal Clothing Request (Common)
If vou order an article available in multiple sizes vou NIUST select the size that vou
require in the size field!
WARNING!!! Test vour browser by highlighting a different size for an article and make sure the
INSN changes. f NSN does not change contact vour state POC listed in vour users mammal.
Do not forget to order insignia shoulder sleeve if required
N S S Y T2 (e

10th Mountain ~ ACU TAB.SHOULDER SLEEVE |3455-01-524-5148 30,34 $0.00
AB
President Hundred
Ranger hd

— v [USFLAG ACU VELCRO FLAG 8455-01-524-4476 | [s050 $0.00

— % [ 100th Training Div A ACU, Insignia, Shoulder Sleeve 8455-01-528-8441 30,60 $0.00
101st Airborne Div
103rd FA
104th Training Div v

—~/|C ACU, NAME TAPE 8455-00-000-9995 | |30.83 50.00

— | PVT (E2) ~ ACU, RANK. Insignia 8455-01-531-2072 30.45 30.00
PFC (E-3)
SPC (E-4)
CPL (E-4) v

- ¥ |C ACU, US ARMY TAPE 3455-01-531-6334 $0.83 $0.00

—w||C ACU Insignia Multi National Corps |3455-01-536-5388 $061 50.00

Figure4-2-1-2-A. Personal Clothing Request (Commaon) Screen

For each item desiredse the drogown menusto select the quantity arsize required.
To choose a size, you must click on ilze so that it3 highlighted in blueThe program
autamatically selets the correct National StockNumber (NSN) and calcates he total price.

When you have ordered all tife common #ms needed by the soldier, go the next
appropriateorderingscreeror, if finished,click on theView Order button at the bottoraf the
screen.

Make sure you select any required organization shoulder patches (insignia,
shoulder, sleeve). If ordering tpecial Forces patch, ensure that an airborne tab is also
ordered.

4.2.1.3 Male/Female Screens

Based on the gender selection you sele¢herPersonal Clothing Request Fd8ereen,
a listing of authorized malgpecific or fenale-specific items are displayed (FigureZ+1-3-A).



Personal Clothing Request (Male)

If vou order an article available in multiple sizes vou MUST select the size that vou
require in the size field!
Do not forget to order insignia shoulder sleeve if required

m——

C Black w(Gold Clip Belt 3440-01-480-0639 33.00 30.00

- % ||C Buckle Man Gld 8315-01-465-9018 $5.50 30.00

-~ v 308 A COATALL-WEATHER 3405-01-308-3673 333,95 $0.00
30R

32X3

325 &

-~ v/ [30R & COAT.MANS AG 489 3405-01-506-3457  ||3103.33 $0.00
IR

2R

BL v

— v [PVvT A INSIGNIA, Rank Sleeve Large (pr)  |8455-00-227-1827 30,55 30.00
PFC

Spc4

CPL &

— v [PvT & INSIGNIA, Rank Sleeve Small (pr)  [455-07-455-9847 | [3053 30.00
PFC

SPC
CPL =

- % | US FLAG INSIGNIA, RIGHT SHLD REVERSE |3455-01-475-2208 $0.23 30.00

...
Personal Clothing Request (Female)

If vou order an article available in multiple sizes you MUST select the size that yvou
require in the size field!
Do not forget to order insignia shoulder sleeve if required

m——

35 INCH BELT. WOMANS black 3445-01-075-0015 3214 30.00
45INCH

- % || TINCH BUCKLE - GOLD PLATED 8315-07-465-9020 $5.30 $0.00

~ v [BR A Coat. Maternity ACTU 3410-01-527-4983  ||$30.23 50.00
6L

s

8R

—vllap A COAT. WOMAN AG 489 8410-01-504-0629 $99.15 $0.00
4MP

4MR

GJP

"5 & COAT.ALL-WEATHER 8410-07-
6R
6L

85 &

[}
=
A
==
&
=
w

389.20 30.00

-~ % ||PVT & INSIGNIA, Rank Sleeve Large (pr)  |8455-00-227-1827
PFC

Spc4

CPL »

=~ ¥ |PVT & INSIGNIA, Rank Sleeve Small (pr) 8455014559847
PFC

SPC
CPL »

- || | US FLAG INSIGNIA, RIGHT SHLD REVERSE |g455-01-475-2208 30.23 30.00

30.00

w
=
o
@

=)
=}
n
[

50.00

Figure 4-2-1-3-A. Male and Femal€lothing Screens



Use the dropdowmenusto select the cantities and sizes required. The program
autamatically selectshe correct NSN and calculatté®e total price.

When all ommon itens needed for the sbér are ordered, go the next appropriate
ordering screen or, if fished, click on th&/iew Order button at the bottoraf the screen.
Make sure you order any organization shoulatelp(Insignia, shouldesleeve) or sewson
tabs €.9., special forces). Sewingpsovided free of charge.

4.2.1.4 Accessories Screen

The Accesoriesscreen is shown at figure21-4-A. Items availdle include various
types of insignia. This forman also be used twder sewron tabs (a., special forces).

Personal Clothing Request (Accessories)
mll e e e e
INFANTRY BLU BACKING, INSIGNIA 455-00-823-7327  |[3017 30.00
— v|[LARGE BAR O-Seas Strips (RL 24) 3455-00-641-3636  ||3367 50.00
—v(|C Cap. Synthetic. Microfleece, Foilage Green |8405-01-527-5330 34 80 $0.00
— || Green Falt INSIGNIA 8455-00-257-3306 | 5052 50.00
HatEnl
QCS Brass
0CS Subd
— v || ADA | INSIGNIA, Branch of Sve 3455-00-102-3619 | 5032 $0.00
AG
Armar
AN v
— % || PVT & INSIGNIA, Rank Brass (PR) B455-00-591-1480 3055 $0.00
PFC
CPL
SP4 v
-~ %] |CPL & INSIGNIA, Rank Shidr Sz 1 3455-01-115-9200 | |$146 $0.00
SGT
SFC
S5G ¥
—~|[cPL & INSIGNIA, Rank Shidr Sz 2 8455-01-1159211  |[$132 $0.00
SGT
SSC
SFC ¥
I

Figure 4-2-1-4-A. Accesories Scren

Use the dropdowmenusto select the cantities and sizes required. The program
autamatically selectshe correct NSN and calculatt®e total price.

When all accessories needed for the solalie ordered, go the next appropriate ordering
screen or, if finished, click on thdew Order buttonat the bottonof the screen.

4.2.1.5 Ribbons and Attachments Screen

The Ribbons and Attaahents sreen is shown in figure-2-1-5-A. Use the dropdown
menus to select the quantities and types reduifhe program autoatically selects the correct



NSN ard calculates the total price.

Personal Clothing Request (Ribbons)

m——

Grenade »
Driver-W
MG

Mech (o

- % || Phy Fit

--- ||| Parach

BADGE CLASP

BADGE, Qual

BADGE, Qual Class A

8455-

01-112-7674

55-01-247-0000

5-01-112-9598

50.40

50.00

50.00

50.00

DVR/MCH
M Parach
Recruit

| [Parach BADGE, Qual Subd 8455-00-135-2637 | [30.40 50.00

- |v || Expert BADGE, Qual Weapon 3455-01-113-0061 51.11 50.00
Marks-M

Sharp-S

¥ || Single BAR.SERVICE RIBBON 8455-00-257-4373  |[30.08 3000
Double
Triple
Quad

- ¥ | AR Achiev =~
AR Com
Bronze Star
DEF SERV »

- % | AAM -
ARCom

Met U Cit

Pres U Cit el

DECORATION SET. INDV 8455-071-164-6632 5347 50.00

DECORATION, INDV /UNIT  |3455-01-128-2438  ||$1.66 50.00

Figure 4-2-1-5-A Ribbons and Attachments Screen

When all awards needed for the soldiez ordered, go the next appropriate ordering
screen or, if finished, click on théew Order button at the bottorof the screen.

4.2.1.6 Order Summary Screen

Clicking theView Order button displays a screen that suarizes the items ordered and
their total mice (Figure 42-1-6-A). Check carefully to ensure that you are ordering the
correct items and sizShould you need to add dnange itens for the current order, click the
Add/Changeltems button and you will return tdie common fornordering page.

If you fail to select a size for any item, a pgpwindow appears n@nding you to select

a size.




CCDF Clothing Distribution Center

Individual Request for W777K712231002 test test

1 USFLAG ACUVELCROFLAG §455-01-524-4476 50.50 5030

1 C ACU, US ARMY TAPE 8455-01-331-6334 $0.83 $0.83

1 Bag BAG.DUFFEL 8465-01-117-8699 §22.20 §22.20

1 40 Belt, Rigzers Sand 8415-01-526-5348 5345 5345

1 678 Beret, Mans §405-01-088-7502 511.90 $11.90
Total: $38.88

I Submit Order ] [ Cancel Order ] [ Change Information ] I Add/Change ltems ]

Figure4-2-1-6-A. Order Summary Screen

4.2.1.7 Purchase Confirmation Screen

Click Submit Order to display a Purchase Confiation screen (Figure-2-1-7-A).
Clicking onSubmit Order transnits your order to CCDF. Fromhat point on, the onlway to

change, correct or cancel your ardetocontactC C D F 6 s mec serside 0

NGMMC Clothing Distribution Center

Individual Request Confirmation

Your clothing request has been electronically submitted to
the NGMMC This order has been approved. To view or print
a copy of the submitted request select "Receipt Page" below.

If there is a problem with the request you have submitted please contact your units Clothing
Issue/TEU.
Your ship-to-address is: none

Test

none

lexington, KY 40391

If this address is not the unit shipping address contact your Clothing Issue/ TEU.

Receipt Page ] [ Shop for another Soldier ] [ Exitthe Ordering Program ] [ NGMMC Main Menu ]

Figure 4-2-1-7-A. PurchaseConfirmation Sreen

The purpose of this screen is to ensure thaCBF database contains the correct
shipping address for the MAAC. If the shippng address is incorce immediatey contact
C CDF 6 smecserside at DSN 748688 or, iflacking DSN access,dl free at 88-255

1131 or (859) 293688.
If the cost ofyour order exceeds yoremaining OA, or would exceedhé

stateobds

ordering Imit (even if your unitdid not exceedts li mit), awarning screen (Figuré-2-1-7-
B) will be displayed. The State Awinistrator must be conteted to incease he OA allotment

before the order can be processed.



NGMNMC Clothing Distribution Center

Individual Request Confirmation

** = An error occurred while submitting vour order. The DODAAC vou're ordering from may
not have enough money to perform this transaction. Please check vour available balance and
contact vour state POC for additional funding * = *

Your ship-to-address is: SGT LOYD HARRIS
AREA 7 RSP
11800 TAYLOR MILL ROAD
INDEPENDENCE, KY 41051

If this address is not the unit shipping address contact vour Clothing Issue TEU.

Shop for another Soldier ] [ Exitthe Ordering Program I [ NGMMC Main Menu

Figure 4-2-1-7-B. Insufficient OA Screen
4.2.1.8 Receipt Screen

If you desire taobtain a recg@t (CCDF Fom 3) for your order (Figure-2-1-8-A), click
Receipt Pageon the Purchase Confmation £reen(Figure 42-1-7-A). Use theFile andPrint
function in your Internet browser toprint the reeipt.

*** |f, after completing the arder, you discover a mistke,c al | CCDFO0s customer
immediately. The mistake can be fixed if iis reported before the oder is shipped***



. DATE
Personal Clothing Request 101972008 2-35-37 PML

Name{Last, First, MI) ADDRESS
test, test, lemngton, KY
DODAAC  |[DOCUMENT NO. fa’fl;l
kytest lytestd2021002 >
SSN PHONE
111 334-7890
GRADE URGENCY CATEGORY TYPE OF TRANSACTION Sewing Instructions
E-1 2 1 2 1
Qnty [Article Size |Unit Price Total Cost I Qnty (Article Size Unit Price Total Cost
ACU Us
1 |ACUTAPEUS ARMY C 50.84 50.84 1 |VELCRO §0.57 50.57
FLAG
FLAG
Undershirt,
1 | TOWELEATH Towel 52.70 §2.70 1 |Mans SMAILL §245 5245
White
Undershirt, Sand Moisture
1 Wicking 8 54.80 54.80 I
CCDF Form 3 Ordered By: Heath Tucker Total: 51136

CCDF Main Menu

Figure 4-2-1-8-A. Receipt Screen

Urgency Codes found on CCDF Form 3 are as follows:

CODE URGENCY

1 EmergencyAir

4 Emergency Ground
2 Routine

3 Deferred

4.2.1.9 System-imposed Limitations

In same circumstances, two amore sizes ofhe sane itemcannot be ordered on a

single docment unless one is neamd the other itike New FreeSolution: Use multiple

orders.

In addition, two omoredecogtion or insignia setmay also not be available for order

on a single doauent. Solution: Use mulgle orders.



4.2.2 BULK ORDERS

4.2.2.1 General

A bulk orderis a single requisition for one or md¥sNs br ether (1) immediate issue
to two or more soldiers or (2pif authorized stockage at the unit levelneet antigpated
future denands.

The CCDF ordering sfemwill accept bulkordersfromany DODAAC/unit aithorized
to order from CCDFLike New Fredtems may not be ordered in bulk.

No more thartwenty-five insignia, shoulder sleewamd nomore than ten of any other
one iten/NSN may be orered on a singldulk order. Ifa larger quantity is equested, iwill be
reduced to twentfive or ten by CCDF &orethe order iprocessed and no backorder will be
created for the difference between the ordered and the issued quantities.

4.2.2.2 Bulk Ordering Procedure

At the Main Menu screen (Figure243), click onBulk Order. The Personal Clothing
Request Fan, configuredfor a bulk order, is displayed (Figure242-2-A).

Personal Clothing Request for Thursday, August 11, 2011

DODAAC: |[Choose Unit]

Supply SGT Last Supply SGT M

Natne: First Name: o
Urgency: Routine (10 Days) + If Deferred please enter in a julian RDD in the
box.
Trans Tvpe: | Bulk *
Reminders
+ If vou order uniform items requiring an organization shoulder patch, make sure that vou also order
the patches. (Patches will be sewed on free!)

+ Please ensure vou read your CCDF User Handbook! The handbook contains the answer to most
of vour questions and the names and telephone numbers E-mail addresses of the people to
contact with anv unresolved problems or Questions.

Submit Information
CCDF Main Menu

Figure 4-2-2-2-A. Bulk Qothing RequestSaeen

Enter the infomation requested.

A DODAAC T Select fromthe dropdown box.

A SUPPLY SGT LAST NAME Enter the last mae of the supply sergeant.
A SUPR.Y SGT FIRST NAME- Enter the last mae of the supply sergeant.
A MIDDLE INITIAL 7 If none, leave blank

A URGENCY i Refers to speed of delivery.

A TRANS TYPEI Select Bulk.



When you have gupleted the fam, click Submit Information .

The Personal IBthing Request (Coimon) screens displayed (Figure-2-1-2-A). If this
is needed for your bulk order, opleteit as described in paragraph 4.2. However, instead of
selecting a quantity from the drajwn menu,enter it in the quantity fieldTo chose a size,
you must click on the size so that it is highlighted in blue.

When finished with the Common Personal Clothing Requestrscselect the next
required ordering screen, or tiieew Order button if the order is guoplete. View Order will
display asummary of your orde Check caefully to ensure that you are orderinghe correct
items and sizeslhe ranainder of the process is thange as that described in paragraphs
4.2.1.7 through 4.29

4.2.2.3 System-imposed Limitations on Bulk Ordering

No more thartwenty-five insignia, shouldesleeveand nomore than ten of any
other one iteYNSN may be ordered on a single bulk or@alution: Use multiple
orders.

Two ormore sizes of the gae itemcannot be ordered on a single docum8ntution:
Use miltiple orders.

Multiple types of decoration sets and ribbon attaehts arenot available for order on
a single orderSolution: Use multiplerders.

Two ormore ranks ofhe sanetype {.e.,pin-on) rank irsignia, multiple branch irsignia,
multiple miscelaneous insignia, and multipleidification badges cannot be orderedl a single
order. Soltion: Use multiple ordses.

5.0 DOCUMENT REGISTER

5.1 General

CCDF maintains a suite of three-lme docunent reagisters that autmatically postsunit
ordersbackorders createahd order status. Unit involuent is limited to a requinment to
acknowledge receipt.

The docunent registers are accessedm the main menu by clicking thédocument
Registerbutton. The Docment Register hoe page (Figure-8-1) is diplayed. A brief
description of each register is provided; select the appropriate register



©/o1hing

Pending Orders Pending orders have been received by the CCDF are in the process of being filled and
includes detail of any Backorders created by the CCDF.

Shipped Orders Shipp.ed Orders list the.orders that have been shipped by the CCDF and are waiting for
theunit to confirm receipt.
Received Orders list those confirmed as received by the unit Supply personnel and remain on

Recalvad Ordirs the listing for 45 days after confirmation.

 Back  NGMMC | | CCOF | | Contsctus |

Figure 51-1. Document RegisterHomePage

5.2 Pending Orders

The Pending Orders Register listslersreceived by CCDF that are in the process of
being filledand includes detail of any backorders created by CCDF. Pending Orelelefiaed

as, AOrders that armbliend tdhred ppaoclkage d fbbtei mav e

After clicking onPending Orders Registerin Figure5-1-1, select the appropriate
DODAAC from the dropdown box (Figure £-1). Click Get Order Status This will return
documnent number(s) for theDODAAC you selected

Main Menu

Pending Orders Register

Get Order Status for DODAAC:|[All Dodaacs] » OR Slale:l:l
Get Order Status

Figure 52-1. Pending Orders Register DODAAC selection

The order in which doauent numbers and number of dogents aralisplayed in the
screen (Figure-2-2) at any given the may be adjusted to acconodate userneferences.
Sel ect the @ Sor t-doRrymenus tachahgefih® bod arder adchbar f
documnent numbers to be displayed. Aftaaking these selectis, click theGo button and your
selection willbe displayed according to drafpwn menu choices.

Clicking on a docment number will display theindividual clothing itans by NSN
associateavith that particular document mber.Backorder is a termsed to dscribe an item
that a unit orders but CCDF does not have in stock at that & backorer is crested
aubmatically by the CCDFsystemand the systems si gns t he suf fi x
document number. Both the original docoent number and the docoentnumb e r  wi t h

i Bo
a



suffix will appear on tte report. Ifnone of the itens ordered are on hand, the CCDF sysialn

convert the entire order to a baater. In his case, the oder status report will contain a single

entry consisting of the originaldome nt number without a ABO suf fi
Please note the status amluin Figure 52-2, shown below. The figure shows several

orders.One of the orders showingasa fA New Or der 06 whi ch means t hat

downloaded by CCDFT he r emai ni nPpooedsragbabvesfied for t1l

AProcessing, 0 i ndi cndtededswnlaadedsmdisc@rentlyhbaisy been sub

assenbled and pekaged for shiment. If an order has been suitted to CCDF and is lat

deleted by theustame r it owi || have fAdennet edod | isted in
An order will ranain on the Pending Orderegitster wntil it is shipped or cancelled by

the custaoner. In addition, when an order is ppedfrom CCDF it automatally migratesfrom

the Pending @lers Register tthe Shipped Orders Register.

Pending Orders Register|

Get Order Status for DODAAC: kytest v
Get Order Status

Page 1 of 3 — Showing Shipment(s) 1 through 10 of 21 Shipment(s) found Show| 10 ¥ | perpag;

ore

Sort By: | Date Entered v | Descending v Search 2

NextPage

Document Number Last Name

Urgency Date Entered
2

kvtest92921002 test 2 10/19/2009 2:35:37 PM New Order
kvtest91191001 test 2 4/29/2009 8:32:22 AM Processing ..
levtest91121001 last 2 4/22/2009 3:42:06 PM Processing...
levtest90981001 Hpy 2 4/8/2009 11:19:08 PM Processing...
kvtest90561002 test 2/25/2009 2:14:32 PM Processing...
kvtest82591001 test 2 9/15/2008 9:41:45 AM Processing...
levtest82481001 test 2 9/4/2008 11:01:14 AM Processing...
kvitest82471003 mee 2 9/3/2008 8:23:14 AM Processing...
kvtest82471002 last 9/3/2008 8:17:19 AM Processing...
levtest82471001 1 2 9/3/2008 8:13:12 AM Processing...

Figure 52-2. Pending Orders Register

5.3 Shipped Orders

The Shipped Orders Register displays aoent rayister entries for orders CCDF has
shipped and havaot beerreceived by therdering wit. When wnits receive shiments, unit
supplysergeantsnust access angpdate heir document register to dmowledge these
shipments as bag receivedUpdating the Shipped Orders Register is of the utmost
importance!

Updating the Shipped Orders Registeextremely easy and is acomplished by clicking
on theReceivedbutton for the appropriate order listing. TBeEpped Orders Register also has a
text fieldin which supply sergeants can enter notes or consmel#ting to the order.

After clicking onShipped Orders Registerin Figure 51-1, select theppropriate
DODAAC from thedrop-down box (Figure 8-1). Click Get Order Status. This will return
document number(s) for theDODAAC you selectedh theDODAAC drop-down box.



Main Meny Shipped Orders Register|

Document Registry Home

==

Get Order Status for DODAAC: [All Dodaacs] v OR State:

Get Order Status

Figure 53-1. Shipped Orders Regist&XODAAC selection

The order in which docuent numbers and number of doeents are displayed in the
screen (Figure-3-2) at any given the may be adjusted to acconodate user qgferances.
Sel ect the ASor t-dorymenus tachahgeith® border@nd cimber f
docunent numbers to be displayed. Aftaaking these selections, click tf® button and your
selection willbe displayed according to drajmwn menu choices.

Clicking on a docment number will digplay theindividual clothing itens by NSN
associateavith that particular document mber.

After marking an order as being received, tnéer listingautomatically migrates to the
Received Orders Regger. Orders that were shued with nobackordered itens in pending stus
will have ané X affixdocatedat theend ofthe document number.

Main Menu = H
Docament Registry Home Shipped Orders Register
Get Order Status for DODAAC: kytest v

Get Order Status

Paze 1 of 1 — Showing Shipment(s) 1 through 3 of 3 Shipment(s) found Show| 10 %] perpage
Sort By:| Date Entered v | Descending v Search
[Document Number Last Name Urgency Date Entered Tracking Remarks 1
hcyiest$2291001 tucker 2 8/17/2005 13925 PM 9/3/2005 test3
lcvtest52001002 This is a test 2 7/19/2005 12:48:40 PM 91212003 test
lcvtest5 1741001 last 2 6/23/2005 9:22:59 AM 9/1/2005 testl

Figure 5-3-2. Shipped Orders Register

If you see an ordehat has shipped but ngét receivedplease seleche tracking
number link for the order at handh& trackingnumber link will take yu to Unted Parcel
Service (UPS) websit&’he UPS website will shotine shipping history and curie
location of your shiment.

Most order shipments will bemade via UPS. Very lightadkages shipgd to OCONUS
custaners will be senwia the UnitedStates Postal 8dce (USPS). Packages with aw
monetary valuenay be sent via USPS without delivercomi@t i on ser vi ce.
Numb e rFigube 53-2, will be the UPS shipping mber or USPS delivery confiration
number. Eithertracking numbermay be usedo trece/canfirm delivery of shipnents. Click on
the appopriate tracking nmber listed in therderstatusscreen to tace/confirmdelivery of a
shipment. Packagesigpped by USPS without dekery confimation service wilbe indicated as
AFl KCSTAS SO aler status screen.



Another option for tracking a UPS shipntis callingUPS at(800) 7425877 and
selecting théitrack package&option through Voice RecognitidBervices.

The autona t e litk thie crackingnumb e r 0 re framdéhe arder status page isimé
saving tml. Selecting his link will take you directly to th&JPS website where you will find
the following infamation about your package: Date of Shent, Tme of Shipment, Current
Location,Quantity of Packages, andaie of indvidual signing fothe pakage. Please refer
to Figure 53-3 for an example of the UPS traogfiinformationmade available.

Tracking Number Log-In for additional tracking details. [Other Tracking Options |
Tracking Detail 2 Print @ Help (a]AlA]

1ZX688X10349275263 Updated: 08/11/2011 3:47 P.M. Eastern Time
Delivered © J Shipping Information

- To: HOPKINSVILLE, KY, US

Delivered On:

Wadnesday, 08/10/2011 at 151 P K. Shipped By

Left At:

Office UPS Ground

Signed By:

HOWARD

Proof of Delivery £1

Al

w Additional Information
Ready to be your own boss

Multiple Packages: 2 with The UPS Store®?
Shipped/Billed On: 08/10/2011 Learn more »
Type: Package

Weight: 12.50 Ibs

» Shipment Progress What's This? &

) Packages in this Shipment (Total Packages: 2)

Figure 5-3-3. UPS Tracking Page

If you need additional infonationabout your shiment, select th&how Package
Progresslink, as shown in Figure-3-3. Detailedinformat i on about your
will be listed in the fomat shown below in Figure-3-4. TheShipment Progresslink contains
information that is exemely helgul in determining if a shpment has been relwed and
identifying thecurrent bcation ofa shipnent not yet received.

packa



United States NewUser | Login | ContactUPS | TheUPS Store il L

My UPS & Shipping RGN Freight Locations Support  Business Solutions

Log-n for additional tracking details. | Other Tracking Options |
Tracking Detail O Print @ Help (a]A] A
1ZX688X10349275263 Updated: 08/11/2011 3:50 P_M. Eastern Time
Delivered © J Shipping Information
- ] To: HOPKINSVILLE, KY, US
Delivered On:
Wednesday. 08/10/2011 at 1:51 P.M. Shipped By
Left At:
Office UPS Ground
Signed By:
HOWARD

Anytime. Anywhere
Take UPS with you.

Proof of Delivery 1

w Additional Information

Multiple Packages: 2
Shipped/Billed On: 08/10/2011
Type: Package
Weight: 12.50 Ibs

¥ Shipment Progress What's This? @
Location Date Lol Activity
Time

Hopkinsville, KY. United States  08/10/2011 1:51 P.M.  Delivered
08/10/2011 547 AM.  Out For Delivery
08/10/2011 3:50 AM.  Arrival Scan
Lexington. KY. United States  08/10/2011 12:54 AM. Departure Scan
. : 3 DI TR R LY s
Figure 53-4. UPS Vew Package Progress

5.4 Received Orders

Documents acknowledged as received by supgssonnemigrate to the Received
Orders Regter and emain displayed on that register flarty-five days following receipt.
Concurrently, he document record is posted to the Unit Order History File aag be accessed
by using theUnit Order History Reportfunction (Figure 63-1). Forty-five daysafter the receipt
date, he document entry is atomatically removed from the Resed Orders Register.he
transaction infanation lemains accesble by using the bit Order History Report function.

After clicking onReceivedOrders Registerin Figure 51-1, select tie appropriate
DODAAC from thedrop-down box (Figure 54-1). Click Get Order Status. This will return
docunent number(s) for theselectedODAAC.



Main Menu

Document Registry Home Received Orders Register

Get Order Status for DODAAC: [All Dodaacs] ~

Get Order Status

Figure 5-4-1. Received Orders Register DODAAC selection

The order in which docuent numbers and number of docents are @played in the
screen(Figure 54-2) at any given the may be adjusted to acconodate user gferences.
Sel ect the @Sor t-dorymenus tachahgeih® bod arder adchbar pf
document numbers to be displayed. Aftaaking these selections, click t® button Your
selection willbe displayed according to drajbwn menu choices.

Clicking on a docment number will display theindividual clothing itans by NSN
associateavith that particular document mber.

Mam Menu

. - —
Document Registry Home Received Orders Register

Get Order Status for DODAAC: kytest v

Get Order Status
Page 1 of 1 — Showing Shipment(s) 1 through 1 of 1 Shipment(s) found Show| 10 | perpage
Sort By: Date Entered w | Descending ¥ Search:

Document Number Last Name Urgency Tracking Remarks

lovtest52291001 tucker 2 10/19/2009 3:4932 PM test3

Figure 5-4-2. Received @lers Rygister




6.0 REPORTS

6.1 General

To access®nline repors, click on he Reports button Iacated in theCCDF main menu
screen (Figure-4-3). Eight reports are availale online andhese reprts are deignedto aid
custanersby providingmany dfferent types of infanation concerning ordersiade through
CCDF.

The Clothing Report Enginscreen (Figure6-1-1) will appear ter selecting theReports
button fromthe CCDF maimnmenu. Selecbne of the eight report options from tReport Name
drop-downmenu.

NGMNMIC Report Engine

Report Name Bulk Order Report b Report Format PDF &
State | Leave blank to sslect alf states. DODAAC hd

Start Date >|| > v End Date v > v

Figure 6-1-1. Clothing Repat Engine

To the ridnt of the Report Nae dropdownmenu, you will se@nother dropdownmenu
labeledReport Format. The Report Formatirop-downmenu allows users to select frame of
three fomatting options used in generating reports.

The first report fomat option is pd{.pdf format/portable doament famat), your
computer must have Adobe Acrobat Reader 6.Qigher to view reports generated in the pdf
format. Adobe Acrobat Reader is free of charge mag be downloaded at
http://www.adobe.cm.

The second report forat option isExcel (.xIs fomat), your conputermust have
Microsoft Excel 97 or higher to view results afiy report generated in the Excel
format.

The last fomat option availble in theRepat Formatdrop-down is Text (.txt fomat).
You may wse any basic text editor to viewports generated in the text foat. The most
common prognas used for viewing or fonattinga text docment are Notepad antfordPad

Define the tine period to be coverddr the reprt using theStart Dateand theEnd
Datedrop-downmenus(Note: You must select the year Btart dateendEnd Datedrop-down
menus lefore selecting the day of tmeonth).

Selectthe Stateor DODAAC drop-downmenu.The Statedrop-downmenuwiil |
generate ngort information for your state andhé DODAAC selection will return
information for theDODAAC you select (Th®ODAACs appearingn the dropdown
menuare thoseahat ardiedt o t he s uppl y.Wherraltheareportfion us er
fields are omplete, clickRun Report.

| D)


http://www.adobe.com/

Note: the 8ldier Demand History ad Soldier @der Hisbry reportsare accessedlightly

differently. Youmu s t
or DODAAC drop-downmenus.

6.2 Bulk Order Report

The Bulk Order reprt will generate a & of items thathavebeen bulk odered hrough
CCDF. The Bulk Order report allows users to getgereports specific tetate oDODAAC.

Please refer to (Gure 62-1) for anexample of a Bulk Ordeeport.

The Bulk Order reprt provides he DODAAC, dowment number, NSN,
nomenclature, quantity, and extended price. The report also generates detédpitens
relating to asingle docment nunber.

e nt er SSANrathestltah stlecéing pasameters fribraState

From: 2/1/2000

Bulk Order Report

To: 11/1/2009

State

DODAAC

Document Number NSN

Nomenclature Qty

NSN Ext. Price

kytest

kytest

kytest

Kytest

kytest82471001

kytest82471002

kytest824 71003

kytest82471003

8455-01-524-4476

8405-01-088-7811

8455-01-480-4556

8455-01-528-9419

ACU VELCRO FLAG 50

Doc. Ext. Price:

Beret, Mans 10

Doc. Ext. Price:

Insignia, Beret 20

ACU, Insignia, Shoulder Sleeve 20

Doc. Ext. Price:

2750
27.50
9850
98.50

7.80
15.00

22.80

Figure 6-2-1. Bulk Order Report




6.3 Emergency Urgent Report

This report (Figure 3-1) displays theirgency value usefbr order shiments. In
addition, this report also lists dollar valueghwespect to the apppriate docment number.
This report is extnaely helpful in viewingand monitoring urgecy values assigned to
shipments.

Frequent use admergency (air or ground)rgency by a unit indicates a broken
process or a lack of prior planning bé tnit level. One such exaple may include late
notification of school traiing and thismposes higheshigping costs onlte supply systa.

Emergency Urgent Report

From: 2/1/2000 To: 11/1/2009
State DODAAC Document Number Urgency $ Values
KY2 WIONMM WI0NMM309310058 1 79.65
KY2 WIONMM VWIONMM41731001X 1 4830
KY?2 WOONMM WOIONMM41731002X 1 18630
KY2 WIONMM WIONMM41731003X 1 3450
KY2 WIONMM WIONMMS50611002 1 44165
KY?2 WOONMM WIONMME0611002BX 1 57.15
KY2 WIONMM WIONMMS50661001 1 28240
KY2 WIONMM WIONMMS0661001B 1 26.50

Figure 6-3-1. Emergency Urgent Report



6.4 Soldier Demand History Report

The Soldier Emand History report (Figuré-4-1) displaystems issued to a speific
soldier. This report allows you tmter an individua s o ISEANeamdbesreport will return
NSN, nanenclature, quantity, andze ofall items issued to the spéied solder. The repat
also gives you a total dollar amountatifissuesmade to an individual soldier as well.

Soldier Demand History
From: 2/1/2000 To: 11/1/2009
SSAN NSN Nomenclature QTY Size Total Cost
1111 7210-01-125-2594 TOWEL,BATH 9 31.50
1111 7210-01-125-2594 TOWEL,BATH 4 Towel 14.00
1111 7210-01-125-2594 TOWEL,BATH 21 Towel 52 50
7210-01-125-2594 TOWEL,BATH 27  Towel 67.50

Figure 64-1. Soldier Denand History Report



6.5 Soldier Order History Report

The Soldier Order History report is venyrglar to the SoldieDemand report (Figre 6
5-1). This report displays a lisf clothing itans issued to aimdividual solier for a specified
period of tme. Soldier Order History returns decent nunbers, date entered, firstme, last
name, SSAN,NSN, articleand total quantity for each order placed by the SSAN entered.

S - =
oldier Order History
From: 2/1/2000 To: 11/1/2009
Document Number  Date Entered  FirstName Last Mame MI 55AN MNSH Article Total
Quantity
\WHONMFOD25002 211/2000 T:30:00 P BTOCK BHELF 1111 B4SS-O0-107-0055  INEMGNIA, Rank Subdued (or) g
WIONMFODIZS003EE 2902000 T:34:00FM  3TOCK BHELF 1111 BASSO0-07-0055  INEMGNIA, Rark Subdued (or) g
WEONMFI325004 2i1/2000 T:38:00 P 2TOCK BHELF 1111 BAES-00-I07-0035  INENENIA, Rark Subdued (or) g
WIONMFIDI250058 211i2000 T:45:00 P 2TOCK BHELF 1111 BASE-0O-I07-0085  INEMGNIA, Rark Subdued (or) g
WIONMFI325006 211i2000 T:48:00 FM  3TOCK BHELF 1111 BASE-0O-I07-0059  INEMGNIA, Rark Subdued (or) g
WHONMFOI325007 211/2000 T:54:00 FM  BTOCK BHELF 1111 B4SSDO-107-0090  IMEMGNIA, Rark Subdued (or) ]
WHONMFO325008 211/2000 T:54:00 P BTOCK BHELF 1111 B4SSO0-107-0051  INEMENIA, Rank Subdued (or) 3
WIONMFOD32500% 211i2000 T:5T:00 M 3TOCK BHELF 1111 BASSO-070032  INEMGNIA, Rark Subdued (or) 3
WIINNAT1 111114 TIT00 5:94:00 P row away Test 1 1111 BIUS00-300-0327  BUCHLE - BLACK 1
WEDGRN 10825000 /52004 ZEE:00FM Jahn Wallace ~= 1111 BL40-00-E43-TTTE QOCKE H
WIDGRNI0EZE000 &E2004 ZE8:00 M Jahn Wallace ~= 111 BAI-01-192-1475  UMDERZHIRT,MAN'S BWN g
WEDGRN 10825000 /52004 ZEE:00FM Jahn Wallace ~= 1111 B4SE-O0-13T-IEET  IMENGNIA, Shid Biv Bun 2
WIOPDA1 262003 3/3i2004 4:30:00 Fid  De=bra Grsn K 1111 B2A0-00-543-TTFT  2OCKE 2
WHOPDM 1252003 3/BZ001 4:30:00 FM Deora Grsn K 1111 B&1S-01-095-TE30  COAT.COLD WEATHER GO-A 1
WIOPD4 1282003 332001 4:30:00 P Deora Ern K 1111 BA30-01-138-1375  SOOTECOMEAT 1
WHOHTS20£01001 2HI002 I0:00 AWM JOMPIERRE BIROEE 1111 B41S01-084-1658 COAT.CAMO FAT - TEMP G4 2
WIOHTI20£01001 232002 $:20:00 AW JOMPIERRE BIROE 1111 BAAS01-I50-8550  COAT.CAMO PAT - EHW SO-4 z
WEOLNAZ02SI00 2272002 14:0500 4 & a a 1111 BL40-00-S43-TTT3  JOCKE g
WEOLNAZ02SI00 2272002 14:0500 4 & a a 1111 BL30-04-188-1408 SOOTECOMEAT 1
WIHEW 22131008 BI7I2002 4:25:00 Fid KENNETH HARPER M 1111 BAII--112-1477  UNDERSHIRT,MAN'Z BIWN g
WHICANIZIS0D 8272002 5200 AL ALAN WILEON G 1111 BA40-00-543-T77H  BOCKE H
1 of 324

Figure 6-5-1. Soldier Order History Report



6.6 State Demand Report

This repot (Figure 66-1) displays a history of ites orcered by a state for a specific
date range. The report returns PGCmanclatre, quantity, and extended sales tofalseach
PGC code. In addition, this report also returns a total sales amount, whichpigseal of PGC
extended sales totals. This report witiost generally be large isize andmay require a
substential amount of time for the results to be returned.

State Demand Report
From: 10/1/2009 To: 11/1/2009
Total Sales W

State PGC Nomenclature Quantity Total Sales/ltem
KY 00306 SOCKS,MENS STR BLK 35 $24 50
KY 00312 Undershirt, Mans White 16 $39.20
KY 01672 SHIRT,MANS - S5 44 $640.20
KY 01724 Beret, Mans 75 $757 50

Figure 6-6-1. Soldier Order History Report



6.7 Unit Demand History Report

This reportgenerates it@s that a specifibODAAC has ordered (FigureB-1) for
the time period you choose. The Unit band report retuns thePGC, nanerclature, and
guantity of itens issued.

U u

nit Demand Report
From: 1/1/2000 To: 11/1/2009

PGC Code Nomenclature Quantity

00306 SOCKS,MENS STR BLK 10

00312 Undershirt, Mans White 3

00312 Undershirt, Mans White 4

01672 SHIRT,MANS - SS 2

01694 CAP,CAMO - TEMP 1

01695 COAT,CAMO PAT - TEMP 1

01703 TROUSERS,CAMO - TEMP 1

01724 Beret, Mans 13

01730 COAT,COLD WEATHER 4

01770 UNDERSHIRT,MANS BWN 1

01834 GLOVES, M&W DRESS 1

01941 DRAWERS,COLD WEATHER 1

01942 UNDERSHIRT, COLD WEATHER 1

02111 COAT,ALL-WEATHER 2

Figure 6-7-1. Unit Demand History Report



6.8 Unit Order History Report

This report displays a history of items orderecaliODAAC for the date range you
input (Figure 68-1). The Unit Order History reporéturns the state, doment number, last
name, first name, middle initial, SSAN, total cost, shibate, receied date and any rarks a

supply sergeamhay have input concerning the simpnt.

Please ate if a supply sergeanbds not ergr information for a shiment when receed,
def aul

the report will return firemarkso as a
U L] -
nit Order History
From: 1/1/2000 To: 11/1/2009
State DODAAC Document Number Last Name First Name MI SSAN Total Ship Received Remarks
Cost Date Date
Z72 kytest kytest81351001 Heath Tucker h 332 1/1/1900 111300 remarks
Z72 kytest kytesiB2471001 I F M 27.50 1/1/1900 111300 remarks
ZZ2 kytest kytest82211007 last david | 21422 111900 111500 remarks
ZZ2 kytest kytest7 3551001 last first m 23120 111900 111500 remarks
72 kytest kytest81711001 last first m 286.38  1/111900 1/1/1900 remarks
Z72 kytest kytest81721001 last first m 49513 1/1/1900 111300 remarks
Z72 kytest kytestB2471002 last first M 98.50 1/1/1900 111900 remarks
Z72 kytest kytest@ 1121001 last first m a7.25 1141900 1141300 remarks
Z72 kytest kytestB2211006 last firsty m 41.27 1141900 111500 remarks
772 kytest kytestB2471003 mee con c 22.80 1141900 1141300 remarks
Z72 kytest kytesto0921001 ripy chris m 13.72 1/1/1900 111300 remarks
Z72 kytest kytesto0561002 test forme 130.35 1/1/1900 111300 remarks
Z72 kytest kytesi63481001 Test Test A 74 65 1141900 111500 remarks
Z72 kytest kytest73131003 test test 71677 1141900 111500 remarks
Z72 kytest kytestB0521001 ftest test 66.83 1/1/1900 111300 remarks
Z72 kytest kytesiB2271002 fest test 18.00 1/1/1900 111300 remarks
ZZ2 kytest kytest82481001 test test 1 2383 111900 111500 remarks
772 liyiest kytestB2591001 test test GE 1/1/1900 1/1/1500 _remarks

Figure 6-8-1. Unit Order History Report

t



6.9 Unit Order History - Detailed Report

The Unit Order History Detailed reportKigure 69-1) is smilar to the Unit Order
History report (Figure 6-1). Themajor difference between tise two reports is that orders are
detailed by individual itenm the Unit Order History Detailed report.

- - -
Unit Order History - Detailed
From: 1/1/2000 To: 11/1/2009
Document Number Date Entered FirstName Last Name Ml S5AN MNSN Article Total Ship
Guantity Date
KylestE3430001 121472006 9:11224 AN Test Test A 8430-D1-514-5033  Boots Desart,3 Layer HW 1 111711200
aylesiT3130003 T1MVZ007 104715 AY test test §435-00-623-T327 DACKING, INSIGNIA 1 1111500
EylesT3130003 11772007 10:47:16 AM Dest test S455-D1-457-2146  BAR.O-S2as Stips 1 1171200
Kylest73130003 117272007 10:47-16 AN test tagt B455-D1-524-5148  ACU TAB,SHCOULDER SLEEVE 1 111711200
aylesiT3130003 T1MVZ007 104715 AY test test §435-01-531-6334  ACU TAPE U3 ARMY 1 1111500
EylesT3130003 11772007 10:47:16 AM Dest test S455-01-524-2476  ACU VELCROFLAG 1 1171200
kylesiT3130003 11/72007 10:47-16 AN test tast B8455-D1-528-TETS  ACL, Insignia, Shoulder Sleave 1 111500
aylesiT3130003 T1/02007 104716 Ad test test E435-01-531-2072  ACU, RANK. Insignia 1 1141500
EylEsIT 3130003 117272007 10:47-16 AN lest test B8455-D1-536-3338  ACL.Insignia Mulll National Corps 1 1171200
Eylest73130003 117272007 10:47-16 AN test test B455-D1-E36-4770  ACL,Insignia Multl Nalional Force 1 111711200
EylesT3130003 11772007 10:47:16 AM Dest test S465-D1-117-3699 BAG,DUFFEL 1 1171200
Eylest73130003 117272007 10:47-16 AN test test B415-D1-517-0305  BeR, Rlggers Black 1 111711200
Kylest73130003 117272007 10:47-16 AN test tagt B8415-D1-526-5346  Bel, Riggers Sand 1 111711200
EylEsIT 3130003 11972007 10:47-16 AY test test B8405-D1-038-7202  Berel, Mans 1 1171200
Eylest73130003 117272007 10:47-16 AN test test B8430-D1-514-2835  Boots Desert,3 Layer HW 1 111711200
kylesiT3130003 11/72007 10:47-16 AN test tast 8430-D1-516-1506  Boots Desert,3 Layer TEMP 1 111500
EylEsIT 3130003 117272007 10:47-16 AN lest test 8415-01-519-9107 CAP PATROL ACU 1 1171200
Eylest73130003 117272007 10:47-16 AN test test B415-01-134-3175  CAP.CAMG - TEMP 1 111711200
kylesiT3130003 11/72007 10:47-16 AN test tast 8415-01-383-TE13  CAFHOT WEATHER 1 111500
Eylest73130003 117272007 10:47-16 AN test test B455-D0-E41-3636  BAR.O-Beas Strips (RL 24) 1 111711200
Kylest73130003 117272007 10:47-16 AN test tagt B455-D0-251-2678  INSIGNIA 1 111711200
aylesiT3130003 T1MVZ007 104715 AY test test G435-01-300-3640  INSIGNIA, Brof Swe (new) 1 1111500
1 of 7

Figure 6-9-1. Unit Order History RepoftDetailed



6.10 Manipulating the Report Data

Reports cannot bmanipulated online. However, it fairly easy tomanipulatedata ifthe
report has been saved to yaomputer and the report was geated using the Microsoft Excel
formatting option. After saving the report locallygemthe Excelspreadsheet, and follow the
directions below for datananipulation:

A Highlight all the data in the works#tgncludingcolumn titles.
A SelectData from the standard toolbar and tBert optionwill appear.

A After seleting Sort, a new window will appearonyoscr een. Sel ect t he
b y drop-downmenu andnake yourselection by colin and selet OK. Your
data will nowbe sortedaccoring to the slection(s) made in the Sort window.
Using theSort optionto manipulate data wilinaintain rowlevel integrity for the
information.

Datamanipulation is not available witthe .pdf and .txt formats, although, you can
search fo specific text or nmbers with these two farats. To search for specific tesglect
Edit from the standard tdbar and then choose thénd option.

After choosing thé-ind option, a window appears and ywill enter the specific text or
numbers that yowvant the prograno search forYou may also use the keyboard shortcut
ACtrl +FO0 t o fistexeornurhber.or s peci



7.0 CLOTHING TURN-IN

7.1 Accessing The Turn-In Home Page

From the Min Menu (Figure 41-3), click Clothing Turn -In. The CCDF Clthing
Turn-In Welcome screershown in kgure 71-1, provides explanation of the Tuhm program.

WELCOME TO THE CCDF TURN IN SECTION

THIS ON-LINE PROCESS FOR TURNING IN CLOTHING LIKE NEW FREE IS OPEN FOR ALL
STATES

STATES USING THE LIKE NEW FREE PROGRAM ARE ASKED TO SEND ALL USED CLOTHING TO
THE KYLOC.

IN ATTEMPT TO SAVE TRANSPORTATION DOLLARS, CLOTHING NOT ACCEPTABLE/ OR NOT
TO STANDARD FOR THE PROGRAM .

Figure 7-1-1. Clothing Turaln Welcome

Click Continue. This dispays Clothing TurAn Home Page (Bure 7-1-2).

The Clothing TurAin Home Page allowsoy to:
e Create a Tunin for a soldier
e View TurrtIn history by DODAAC
e View TurrtIn history by soldier

Note: You will also notice detailed instructions at the bottom of the-lfuifome Page.



Clothing Turn-iIn Home Page

Please enter the required information for one type transaction
below, and then click the "Continue" button.

Raqusd et | | o |

To submit an individual turn-in enter the Soldier's

Soldier Turn-In  SSAN SSAN and click the "Continue” button (more
details).
DODAAC To check the turn-in history of the DODAAC
] _ DODAAC  Undefined v choose the DODAAC from the drop down box

Turn-In History

and click the "Continue" button (more details).

Soldier Turn-In To check the turn-in history of a Soldier enter
. SSAN Soldier's SSAN and and click the "Continue”
. button (more details).
If vou have questions or comments about this application

please complete the Questions / Comment form below.

Soldier Turn-In - To begin a Soldier turn-in enter the Soldier's SSAN and
click the Continue button. The system will check to see if the Soldier is
already in the svstem and if so the next form will alreadv show the header
data we have stored in the svstem If the soldier is not already in the
svstem the header on the next form will be blank. After vou do a turn-in for
a soldier the soldier will be in the svstem. The Svstem will automatically
generate a unit document number for each turn-in It will be identified as a
turn-in transaction by a "T" in the first position of the serial.

Figure 7-1-2. Clothing Turrin Home Page

7.2 Creating A Clothing Turn-In For A Soldier

From the TurAn Home Page, enter the soldier's SSAN and €icktinue. If the ldier is
already in the systenthe next form willautomaticallyshow the header dapaeviouslystored in the
system. If the soldier is not already in the systdire header orhe next form will be blankHigure
7-2-1).



Instructions for this form

Clothing Turn-In Form

DODAAC - ALTEST ¥ STATE:
DOC # - 125 Julian Date 5 Item number for this DODAAC on this date.
SOLIDER SSAN - 111111111

SOLIDER NAME - First TestFirstName Last TestLastName
REASON for TURN-In - | Exchange FWT (Other) W
Return to CCDF_| Do Not Return to CCDF
Used- 5 I.."m:sed—
Service- |U SE
able Recycl-
01695 Coat, Camo Pat-Temp 1 1 2
01703 Trousers, Camo-Temp
02253 Coat. Camo EHW 1 1
02252 Trousers, Camo EHW 1 1 2
02162 Coat, Mans AG 489 1 1
02198 Coat. Womans AG 489
02111 Coat, All Weather Male [belted] |1 1
Coat, All Weather Female
" ;
920 [belted]

01730 Coat. Cold Weather

02621 Jacket. IPFU

02622 Pants. IPEU 1 1
17632 Bag, Duffel

00001 Belt, Black

01895 Boots, Combat 2 2
10001 Buckle, Black

10093 Buckle, Brass

Figure 7-2-1. Clothing Turaln Form

Select the unit®ODAAC, enter the soldier's name (if necessary) and select the reason
for turrrin from the dop-down mens.

Enter the quantity of each item the soldier is turning in, BY CONDITION. Enter all items
being turned in, whether or not they are to be returned to the CCDF.

After you have entered atems to be turneh, scrdl to the bottom of the page and click
Continue. You will be sent to @onfirmation page (Figure-2Z-2) whereyou are required to
print the turn -in for the soldier's clothing record.




CCDF Home Page Clothing Tumn-In Home Page Instructions for this page

Clothing Turn-In Confirmation

Email Notification Address: Enter an email address if vou would like to receive
notification that your order has been processed. If you leave this blank no notice will be sent.

DOC # - ALTEST5125T003  STATE: ZZ
SOLIDER SSAN - 111111111

SOLIDER NAME - First TestFirstName Last TestLastName

REASON for TURN-In - Exchange FWT (Other)

PGC Article Return to CCDF Do Not Return to CCDF Total
Used- - Used- Used- A -
PGC Article Recycl- Ln:lsed- Service- Unservice- Lnns?d HNok Total
New Recyclable
able able able
01695 Coat, Camo Pat-Temp 1 0 1 0 0 2
02253 Coat, Camo EHW 1 0 0 0 0 1
02252 Trousers, Camo EHW 0 1 1 0 0 2
02162 Coat, Mans AG 489 0 0 0 1 0 1

Coat, All Weather Male

02111 [belted] 1 0 0 0 0 1
02622 Pants, IPFU 1 0 0 0 0 1
01895 Boots, Combat 0 0 2 0 0 2
| Make Changes to This Turn-In ] [ PrintTuminDocument | [  Submit This Tum-in

Instructions

1. Enter an email address that you check regularly if vou would like to receive
a message when your order has been processed. The message will contain
the confirmation of what we actually received along with any appropriate
notes, comments or changes. If you leave this address blank. no notice will
be sent.

Figure 7-2-2. Clothing Turrln Confirmation

Enter an email address that you check regularly if you would like to receive a message
when your order has been processed. The message will contain the confirmation@EkRat
actually received along with any appropriatéeso comments or changd$you leave this
address blank, motice will notbe sent.

If the turnin information displayed on this page is correct, clickRhat Turn -in
Documentbutton, which will print a copy for signature aplhcement in the soldier's clothing
record Figure 72-3).



DOC # - ALTESTS5125T003 STATE:ZZ
SOLIDER SSAN - 111111111
SOLIDER NAME - First TestFirstName Last TestLastName

REASON for TURN-In - Exchange FWT (Other)

PGC Article Return to CCDF Do Not Return to CCDF Total
2 = Unused
e b SE:\i‘:e Unsemvice. - N*
Recyclable New Recycl-
< able able =
able
01695 Coat, Camo Pat-Temp 1 0 1 0 0 2
02253 Coat, Camo EHW 1 0 0 0 0 1
02252 Trousers, Camo EHW 0 1 1 0 0 2
02162 Coat, Mans AG 489 0 0 0 1 0 1
Coat, All Weather Male
02111 belted] 1 0 0 0 0 1
02622 Pants, IPFU 1 0 0 0 0
01895 Boots. Combat 0 0 2 0 0 2
——————— Nothing Follows —————- -

(Less those marked with an "S" in the PGC column)jwere marked as prescribed in the CCDF User Handbook to

II certify that the items listed in the Used Senviceable(not recyclable) and Used Unseniceable columns above
prevent reintroduction into the supply system and returned to the soldier

Supply Personnel Signature

[ certify that the items listed in the Used Senviceable(not recyclable) and Used Unserviceable Columns columns
above (Less those marked with an "S" in the PGC column) were marked and returned to me. | understand that |
am no longer accountable for those items, including those marked with a "S"

Soldier's Signature

FAIR WEAR AND TEAR CERTIFICATE

| have personally inspected each clothing item identified above as
"Unserviceable” and (CHECK ONE):

[]_All are unseniceable Due to fair wear and tear.

[[]_All Except the items(s) with the guantity circled above

are unsemviceable due to fair wear and tear.

Initials or signature of Commissioned Officer:

Figure 7-2-3. Clothing Turrin Document

If you need to make changes, cliglake Changes to his Turn-in. You will be
returned to the previous form, anddige to make changes.

Once the list is correct and you have printed a copy, clickstienit This Turn-in
button. After you submit a turin, the soldier will be in the system. The system will
automatically generate a unit document number for eackhirtuf'T" in the first position of the
serial will identify the transaction as a soldier timnThe next screen to appear will be Hieal
Instructionspage Figure #2-4).



CCDF Home Page Clothing Turn-In Home Page

Your request has been submited. Do not press the back button. This will cause your
request to be submitted again.

Final Instructions
1. STEP 1 - Select the Print Turn-in Document Button to print the turn-in form and sign your name.

This page lists only the items that will be returned to the CCDEF. Click the "Print Turn-in Document” to print a copy of
the document below to sign and enclose with your turn-in. If you need another copy for your suspense file, click the
"Print Turn-in Document" button again.

2. STEP 2 - Choose the way the clothing will be sent to the CCDF, pack it for shipment and dispatch it.

a. If your state has instructed that shipments will be consolidated at the USPFO/DOL warehouse or
another location : Pack the shipment in any container that will keep the turn-in together with the paperwork. An old
duffel bag or well-sealed plastic bag may be used. Ensure that one copy of the turn-in document you printed is signed
and enclosed in the container with the clothing. Ship or deliver the container as directed by your state.

b. If your state has NOT instructed that shipments will be consolidated at the USPFO/DOL
warehouse or another location : Pack the shipment in a container that is suitable for handling by the US Postal
Service (No Duffle Bag). Ensure that one copy of the turn-in document yvou printed is signed and enclosed in the
container with the clothing. Click the " Print USPS Return Label" Button below and print a copy of the US Postal
Service Merchandise Return Label Affix the Merchandise Return Label to the container. fill in your return address, and
deliver the parcel to your postal carrier or post office. Postage is prepaid.

3. STEP 3 -Then, Click either "New Turn-in" to prepare a turn-in for another soldier or "Return to Main Menu" to
return to the CCDF Main Menu or exit the web site.

4. STEP 4 -Please allow at least thirty (30) days after vou have mailed vour package for the turn-in to be processed. or
sixty (60) days if you send it to the USPFO or DOL warehouse or another point for consolidation DO NOT
SUBMIT A DOCUMENT FOR THE SAME TURN-IN MORE THAN ONE TIME. This causes several problems
with the system and may result in inaccurate historical data about your turn-ins, possibly resulting in no history
whatsoever.

[ Print USPS Return Label ][ Print Turn-in Document ] [ New Tum-in ] [ Return to Main Menu ]

Figure 7-2-4. Clothing Turrin Final Instructions

Select thePrint Turn -in Documentbutton to print the turn form and sign your name
(Figure #2-5). This page lists only the items that will be returne@@DF. ClickPrint Turn -in
Documentto print a copy of the document above to sign and enclose with yotintuthyou
need another copy for your suspense file, clickithit Turn -in Documentbutton again.



REASON for TURN-In - Exchange FWT (Other)

PGC Article Return to CCDF Total
Used- = -
Recyclable Unused-New
01695 Coat, Camo Pat-Temp 1 0 1
02253 Coat, Camo EHW 1 0 1
02252 Trousers, Camo EHW 0 1 1
02111 Coat, All Weather Male [belted] 1 0 1
02622 Pants, IPFU 1 0 1

DOC # - ALTEST5125T003 STATE:ZZ
SOLIDER SSAN - 111111111
SOLIDER NAME - First TestFirstName Last TestLastName

Supply Personnel Signature

Figure 7-2-5. Clothing Turrin Print Document

Choose the wathe clothing will be sent t€ CDF, pack it for shipment and dispatch it

If your state has instructed that shipments will be consolidated at the USPFO/DOL
warehouse or another locationPack the shipment in any container that will kewep t
turnin together with the paperworldn old duffel bag or welsealed plastic bag may be
used. Ensure that one copy of the timdocument you printed is signed and enclosed in
the container with the clothingShip or deliver the container as dirsgtty your state.

If your state hasNOT instructed that shipments will be consolidated at the

USPFO/DOL warehouse or another location:Pack the shipment in a container that is
suitable for handling by the US Postal Senfide Duffle Bag). Ensure that we copy of

the turnrin document you printed is signed and enclosed in the container with the
clothing. Click thePrint USPS Return Labelbutton and print a copy of the US Postal
Service Merchandise Return LabEldure 7#2-6). Affix the Merchandise RetarLabel

to the container, fill in your return address, and deliver the parcel to your postal carrier or
post office. Postage is prepaid.



Figure 7-2-6. Clothing Turrln Print Document

Click eitherNew Turn-in to prepare aurn-in for another soldier dReturn to Main
Menu to return toCCDF Main Menu or exit the web site.

Please allow at least thirty (30) days after you have mailed your package for thetturn
be processed, or sixty (60) daiygou send it to the USPFO or DOL warehouse or another point
for consolidation.DO NOT SUBMIT A DOCUMENT FOR THE SAME TURNN MORE
THAN ONE TIME. This causes several problems with the system and may result in inaccurate
historical data about your tuins, possibly resulting in no history whatsoever.

7.3 Viewing DODAAC Turn-In History

From the TurAn screen (Figure-1-2) select EDODAAC and clickContinue. This
form lists Turnins credited to the select€DDAAC (Figure #3-1). Click on theDOC# link to
view the details o& specific turan.

e Each turrin document will be linked to the details about that individual-tarnThe
history tracks when theitr-in was submitted and whe&@CDF processed the tum.






