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1.0 GENERAL 
 
 

1.1 PURPOSE OF THE USER HANDBOOK 
 

The purpose of this user handbook is to provide the Unit Supply Sergeant with detailed 

instructions on website processes to be used in obtaining milit ary uniforms and accessories 

from Central Clothing Distribution Facility (CCDF). 

 

 

1.2 BACKGROUND 
 

Establishment of CCDF was based upon results from a study. This study investigated 

Army National Guard procurement methodologies for enlisted military clothing. The purpose 

of the study was to seek out cost effective solutions in providing enlisted military clothing 

while meeting the following requirements. 

 

Å Allow electronic submission of orders from the unit to the distribution facility.  

Å Issue ACU uniforms with US Army tapes and nametapes. 

Å Ship uniforms to units as soldier kits. 

Å Ship routine orders to arrive at units within 10 business days of ordering. 

Å Ship urgent orders to arrive at units within 3 business days of ordering. 

Å Generate backorders based on an original document number. 

Å Facilitate recycling of used, serviceable uniforms. 

 

 

1.3 POINTS OF CONTACT 
 

Customer Service 

1-888-255-1131 

 

Susan Thompson 

Customer Service Supervisor 

Commercial:  859-293-3688 

DSN:  745-3688 

susan@ngmmc.com 

 

Chris Ripy 

Assistant Director 

Commercial:  859-293-3475 

DSN:  745-3475 

cripy@ngmmc.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 40516-9721 

 

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

KYLOC, Building 6 

Attn: Danny Neikirk 

5751 Briar Hill Rd 

Lexington, KY 40516-9721 

 

 

 

2.0 SYSTEM SUMMARY 
 
 

2.1 OVERVIEW 
 

The ARNG central clothing distribution system is designed to provide consistent and 

responsive military clothing support to ARNG enlisted soldiers by allowing units to order 

directly from the distribution facility and delivering orders directly to the unit via commercial 

carrier.  The ordering system is Internet-based. 

 
 

2.2 NAVIGATING TO THE WEBSITE 
 

Internet Web Site Addresses: www.ngmmc.ngb.army.mil  or www.ngmmc.com are the 

two Internet web addresses you may use in navigation to CCDF. If your computer is on the .mil 

network, you must use the www.ngmmc.ngb.army.mil  web address. The .mil network 

architecture is not compatible with the .com web address and errors will result if you attempt to 

use the .com website from a computer on the .mil network. 

Prospective users must complete an Application for User Identification (ID), as 

prescribed by their state CCDF Administrator. Access to both .mil and .com web addresses 

are password protected and please remember that passwords are case sensitive. 

Informal questions and suggestions to CCDF may be posted on the Customer Talk 

website bulletin board. The bulletin board can be accessed at www.ngmmc.ngb.army.mil or 

www.ngmmc.com by clicking the icon.  No password is required for access to the 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 receive support from CCDF three actions must be completed. 

 

Å CCDF must be provided with contact and shipping address information for the unit.  

When a unit first transitions to this support, the State Administrator manages the 

process. 

 

Å Ordering access is controlled. This requires each individual be registered and 

authorized to submit orders through CCDF. State Administrators manage this 

process. Normally, the individual authorized to order for a unit will be the fulltime 

supply sergeant. An alternate authorized individual may be registered for a unit as 

well; this allows ordering to continue in the absence of the supply sergeant. It is the 

unitôs responsibility to initiate any required changes by forwarding their request to 

their State Administrator.  
 

Å The State Administrator is solely responsible for inputting the Ordering Authority 

(OA) information, ceiling against which the unit/DODAAC can order, into the 

CCDF system.  The OA is the dollar amount a unit is authorized to spend with 

CCDF during the fiscal year. CCDF cannot adjust unit-ordering authority. 

 

Å Please contact the State Administrator to terminate an individualôs access to CCDF. 

 
 

3.2 CONFIRMATION OF REGISTRATION 
 

State Administrators will notify new users when they are granted access to CCDF. The 

State Administrator will give new users a user identification (User ID) and password for 

accessing the CCDF website. If a userôs password is lost or forgotten, please contact the State 

Administrator to have the password reset. 

 

 

3.3 CHANGES TO DODAAC REGISTRATION DATA 
 

Changes to a DODAACôs shipping address or any other DODAAC registration data must 

be sent to the State Administrator. Requests sent directly to CCDF will not be honored. This is a 

fraud-prevention requirement. 

 
 



4.0 ORDERING PROCESS 
 
 
4.1 LOGGING IN 
 

Bring your Internet browser up on your computer. In the address line, type 

www.ngmmc.ngb.army.mil or www.ngmmc.com (if you are accessing on a commercial 

connection) and press Enter. The initial screen is displayed in Figure 4-1-1. 

 

 
Figure 4-1-1. NGMMC Entry Screen 

 

Click on the CCDF button. The screen in figure 4-1-2 will be displayed. 
 

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


 
Figure 4-1-2. CCDF User Login Screen 

 

Enter your User ID and Password. Both are unique to individual users. To have website 

access, your unit must be registered and each authorized individual must have applied for 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:  

 be 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 not match 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 matches one of the last three  

password values which they have used previously. 

 

Click the Logon button. The Main Menu screen is displayed (Figure 4-1-3). 

 



 
Figure 4-1-3. CCDF Main Menu Screen 

 

From this screen you can: 

 
Å Place an individual order for a soldier 

Å Place an order for military clothing in bulk quantity 

Å Research information for pending, shipped, and received orders 

Å Generate reports 

Å Turn-in clothing 

Å Get the name, e-mail address, and phone number of the State Administrator 
 

 

4.2 ORDERING 
 
4.2.1   INDIVIDUAL ORDER 

 
From the Main Menu (Figure 4-1-3), click on Individual Order .  The Personal Clothing 

Request Screen, shown in figure 4-2-1, begins the order process. 

 



 
Figure 4-2-1. Personal Clothing Request Screen 

 

Complete the fields as follows. 

 

Å DODAAC ï The dropdown menu lists all the DODAACs for which you are 

authorized to order. Select the appropriate DODAAC for which you are placing an 

order. Once a DODAAC is selected, you may review the DODAAC financial history 

for the current fiscal year by clicking on the View Balance button. The screen shown 

in Figure 4-2-2 is displayed. 

 

 
Figure 4-2-2. Ordering Authority Information Screen 

 

Current FY OA ï The current amount your state has allocated for 

purchasing required milit ary clothing from CCDF. 

 

State Adjustments ï Used by the State Administrators. Used to adjust unit 

OA amounts based on state needs or requirements. 



 
CCDF Adjustments ï Used by CCDF to adjust unit OA based on 

cancellation of unshipped orders. 

 

Orders ï This is the total for all items ordered from CCDF by the DODAAC 

during the current FY. 

 

Available Balance ï This is the total amount remaining available to you 

DODAAC for the current Fiscal Year (Available Balance = FYOA - Orders + 

Adjustments + Returns.) 

 

Å GENDER ï Choose male or female. 
 

Å LAST NAME ï Enter the last name of the soldier requiring clothing. 
 

Å FIRST NAME ï Enter the first name of the soldier requiring clothing. 
 

Å MIDDLE INITIAL ï If none, leave blank. 
 

Å SSN ï Enter the 9 digit Social Security number, without dashes. 
 

Å GRADE ï Select pay grade (e.g., E-6) from drop-down menu. 
 

Å URGENCY ï  Select the urgency of your order as follows: 
 

Routine ï Order must be delivered within 10 business days after it 

is submitted. 
 

Emergency Air  ï Order must be delivered within three business days after it 

is submitted.  This order will reach any customer within 3 business days after 

the customer submits it. This option is VERY EXPENSIVE. Emergency Air 

service is not available to OCONUS customers. 

 

Emergency Ground ï Order must be delivered within 3-6 business 

days. This order will be shipped the business day after the customer 

submits it. Delivery time will be the UPS ground standard for the 

state. For example, PA will receive the order 3 business days after 

they submit it, FL 4 business days, NV 5 business days, etc. 

 

Deferred ï Order can take longer than 10 days but must be delivered by a 

specified Required Delivery Date (RDD). Note: If this option is selected, 

also enter the Julian RDD in the box. Deferred orders allow multiple orders 

to be consolidated by CCDF and save shipping dollars. 

 

Deployment ï Order must be delivered within three business days after it is 

submitted.  This order will reach any customer within 3 business days after 

the customer submits it.  This option is for soldiers that are being deployed. 



 

Å CATEGORY ï Select NG. 
 

Å TRANS TYPE ï Select the appropriate transaction type from the dropdown menu. If 

the order is a supplemental issue for a soldier about to enter AGR status or initial 

issue please select Replacement.  If the soldier is turning in a serviceable or an 

unserviceable FWT used item and ordering a replacement, select Exchange.  If the 

order is for a Prior Service Initial Issue, select PS Enlistment; Non-Prior Service 

Initial Issue, select NPS Enlistment; equipping a soldier for a Service school, select 

School Requirement. Each of these last three types of issue will receive service 

equivalent to Routine Urgency (10 business days). The difference between this and 

normal Routine Urgency is that these three transaction types will be guaranteed ten 

business days service, even when surges of orders are resulting in late delivery of 

other routine urgency shipments. In the rare instances when faster service is required, 

select either Emergency Ground or Emergency Air Urgency. 

 

There are six order form options.  When all information has been entered, click the 

first form with items you desire to order. It is recommended that, if you wish to order Like 

New Free items, you move to that form first. 

 

 

4.2.1.1 Like New Free Items Screen 
 

The Like New Free Items Screen (Figure 4-2-1-1-A) li sts all items that are currently 

available in ñlike-newò condition. The only sizes that are listed in the Like New Free Items 

Screen are those currently in stock in ñlike-newò condition. (Not all sizes are available in this 

condition at any point in time ï it depends on what has been turned in). Select a quantity and 

size. Notice that the unit price is zero. Like New Free items are provided as free issue. Also note 

that the NSN has FSC of ñ9999ò, this is used by CCDFôs system to distinguish used items from 

new items. Ensure that appropriate Insignia, Shoulder, Sleeve are ordered on the Common Items 

and/or Male & Female pages.  When the ordering of Like New Free items has been completed, 

select the appropriate button to proceed to the next screen required for your order. If the Like 

New Free items are the last items you are ordering, select the View Order  button. 

 



 
Figure 4-2-1-1-A. Like New Free Items Screen 

 

Due to system limitations, it is not possible to ensure that all sizes listed on the Like New 

Free items screen are actually in stock. The availability position is updated weekly. If an item 

selected is out of stock, the Order Summary Screen, viewed near the end of the ordering process 

(Figure 4-2-1-1-B), will indicate the out of stock item and you will have the option of going 

back and ordering an unused item or of waiting and reordering the Like New Free item later. 

 

 
Figure 4-2-1-1-B. Order Summary Screen Like New Free Out-of-Stock 

 

 
4.2.1.2 Common Items Screen 

 

The Personal Clothing Request Common Items Screen is shown in Figure 4-2-1-2-A. 

 



 
Figure 4-2-1-2-A. Personal Clothing Request (Common) Screen 

 

For each item desired, use the dropdown menus to select the quantity and size required. 

To choose a size, you must click on the size so that it is highlighted in blue!  The program 

automatically selects the correct National Stock Number (NSN) and calculates the total price. 

When you have ordered all of the common items needed by the soldier, go the next 

appropriate ordering screen or, if finished, click on the View Order button at the bottom of the 

screen. 

Make sure you select any required organization shoulder patches (insignia, 

shoulder, sleeve).  If ordering the Special Forces patch, ensure that an airborne tab is also 

ordered. 

 
 
4.2.1.3 Male/Female Screens 
 

Based on the gender selection you select on the Personal Clothing Request Form Screen, 

a listing of authorized male-specific or female-specific items are displayed (Figure 4-2-1-3-A). 

 



 

 
Figure 4-2-1-3-A. Male and Female Clothing Screens 

 



Use the dropdown menus to select the quantities and sizes required. The program 

automatically selects the correct NSN and calculates the total price. 

When all common items needed for the soldier are ordered, go the next appropriate 

ordering screen or, if finished, click on the View Order button at the bottom of the screen. 

Make sure you order any organization shoulder patch (Insignia, shoulder, sleeve) or sewn-on 

tabs (e.g., special forces). Sewing is provided free of charge. 

 
 
4.2.1.4 Accessories Screen 
 

The Accessories screen is shown at figure 4-2-1-4-A. Items available include various 

types of insignia. This form can also be used to order sewn-on tabs (e.g., special forces).  

 

 
Figure 4-2-1-4-A.  Accessories Screen 

 

Use the dropdown menus to select the quantities and sizes required. The program 

automatically selects the correct NSN and calculates the total price. 

When all accessories needed for the soldier are ordered, go the next appropriate ordering 

screen or, if finished, click on the View Order button at the bottom of the screen. 

 
 

4.2.1.5 Ribbons and Attachments Screen 
 

The Ribbons and Attachments screen is shown in figure 4-2-1-5-A. Use the dropdown 

menus to select the quantities and types required. The program automatically selects the correct 



NSN and calculates the total price. 

 

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

 

When all awards needed for the soldier are ordered, go the next appropriate ordering 

screen or, if finished, click on the View Order button at the bottom of the screen. 

 
 

4.2.1.6 Order Summary Screen 
 

Clicking the View Order button displays a screen that summarizes the items ordered and 

their total price (Figure 4-2-1-6-A). Check carefully to ensure that you are ordering the 

correct items and sizes. Should you need to add or change items for the current order, click the 

Add/Change Items button and you will return to the common form ordering page. 

If you fail to select a size for any item, a pop up window appears reminding you to select 

a size. 

 



 
Figure 4-2-1-6-A. Order Summary Screen 

 
 
4.2.1.7 Purchase Confirmation Screen 
 

Click Submit Order  to display a Purchase Confirmation screen (Figure 4-2-1-7-A).  

Clicking on Submit Order transmits your order to CCDF. From that point on, the only way to 

change, correct or cancel your order is to contact CCDFôs customer service 

 

 
Figure 4-2-1-7-A. Purchase Confirmation Screen 

 

The purpose of this screen is to ensure that the CCDF database contains the correct 

shipping address for the DODAAC. If the shipping address is incorrect, immediately contact 

CCDFôs customer service at DSN 745-3688 or, if lacking DSN access, toll free at 888-255-

1131 or (859) 293-3688. 

If the cost of your order exceeds your remaining OA, or would exceed the stateôs 

ordering limit (even if your unit did not exceed its limit), a warning screen (Figure 4-2-1-7-

B) will be displayed. The State Administrator must be contacted to increase the OA allotment 

before the order can be processed. 



 

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

 

 

4.2.1.8 Receipt Screen 
 

If you desire to obtain a receipt (CCDF Form 3) for your order (Figure 4-2-1-8-A), click 

Receipt Page on the Purchase Confirmation screen (Figure 4-2-1-7-A). Use the File and Print  

function in your Internet browser to print the receipt. 

 

*** If, after completing the order, you discover a mistake, call CCDFôs customer service 

immediately.  The mistake can be fixed if it is reported before the order is shipped.***  

 



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

 

Urgency Codes found on CCDF Form 3 are as follows: 

 
CODE URGENCY 

1 Emergency Air  

4 Emergency Ground 

2 Routine 

3 Deferred 

 

 

4.2.1.9 System-imposed Limitations 
 

In some circumstances, two or more sizes of the same item cannot be ordered on a 

single document unless one is new and the other is Like New Free. Solution: Use multiple 

orders. 

In addition, two or more decoration or insignia sets may also not be available for order 

on a single document. Solution: Use multiple orders. 

 
 



4.2.2   BULK ORDERS 
 
 
4.2.2.1 General 
 

A bulk order is a single requisition for one or more NSNs for either (1) immediate issue 

to two or more soldiers or (2) for authorized stockage at the unit level to meet anticipated 

future demands. 

The CCDF ordering system will accept bulk orders from any DODAAC/unit authorized 

to order from CCDF. Like New Free items may not be ordered in bulk. 

No more than twenty-five insignia, shoulder sleeve and no more than ten of any other 

one item/NSN may be ordered on a single bulk order. If a larger quantity is requested, it will be 

reduced to twenty-five or ten by CCDF before the order is processed 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 (Figure 4-2-3), click on Bulk Order .  The Personal Clothing 

Request Form, configured for a bulk order, is displayed (Figure 4-2-2-2-A). 

 

 
Figure 4-2-2-2-A. Bulk Clothing Request Screen 

 

Enter the information requested. 

 

Å DODAAC ï Select from the drop-down box. 

Å SUPPLY SGT LAST NAME - Enter the last name of the supply sergeant. 

Å SUPPLY SGT FIRST NAME - Enter the last name of the supply sergeant. 

Å MIDDLE INITIAL ï If none, leave blank. 

Å URGENCY ï Refers to speed of delivery. 

Å TRANS TYPE ï Select Bulk. 



 

 

When you have completed the form, click Submit Information . 
 

The Personal Clothing Request (Common) screen is displayed (Figure 4-2-1-2-A). If this 

is needed for your bulk order, complete it as described in paragraph 4.2.1.2. However, instead of 

selecting a quantity from the drop-down menu, enter it in the quantity field. To choose a size, 

you must click on the size so that it is highlighted in blue. 

When finished with the Common Personal Clothing Request screen, select the next 

required ordering screen, or the View Order button if the order is complete.  View Order will 

display a summary of your order. Check carefully to ensure that you are ordering the correct 

items and sizes. The remainder of the process is the same as that described in paragraphs 

4.2.1.7 through 4.2.1.9 

 
 
4.2.2.3 System-imposed Limitations on Bulk Ordering 
 

No more than twenty-five insignia, shoulder sleeve and no more than ten of any 

other one item/NSN may be ordered on a single bulk order. Solution: Use multiple 

orders. 

Two or more sizes of the same item cannot be ordered on a single document. Solution: 

Use multiple orders. 

Multiple types of decoration sets and ribbon attachments are not available for order on 

a single order. Solution: Use multiple orders. 

Two or more ranks of the same type (i.e., pin-on) rank insignia, multiple branch insignia, 

multiple miscellaneous insignia, and multiple qualification badges cannot be ordered on a single 

order. Solution: Use multiple orders. 

 

 

 

5.0 DOCUMENT REGISTER 
 
5.1 General 
 

CCDF maintains a suite of three on-line document registers that automatically posts unit 

orders, backorders created and order status. Unit involvement is limited to a requirement to 

acknowledge receipt. 

The document registers are accessed from the main menu by clicking the Document 

Register button. The Document Register home page (Figure 5-1-1) is displayed. A brief 

description of each register is provided; select the appropriate register. 
 



 
Figure 5-1-1. Document Register Home Page 

 
 
5.2 Pending Orders 
 

The Pending Orders Register lists orders received by CCDF that are in the process of 

being filled and includes detail of any backorders created by CCDF. Pending Orders are defined 

as, ñOrders that are in the process of being assembled and packaged but have not shipped.ò 

After clicking on Pending Orders Register in Figure 5-1-1, select the appropriate 

DODAAC from the drop-down box (Figure 5-2-1). Click Get Order Status. This will return 

document number(s) for the DODAAC you selected. 

 

 
Figure 5-2-1. Pending Orders Register DODAAC selection 

 

The order in which document numbers and number of documents are displayed in the 

screen (Figure 5-2-2) at any given time may be adjusted to accommodate user preferences. 

Select the ñSort By:ò and ñShowò drop-down menus to change the sort order and number of 

document numbers to be displayed. After making these selections, click the Go button and your 

selection will be displayed according to drop-down menu choices. 

Clicking on a document number will display the individual clothing items by NSN 

associated with that particular document number. Backorder is a term used to describe an item 

that a unit orders but CCDF does not have in stock at that time. A backorder is created 

automatically by the CCDF system and the system assigns the suffix ñBò to the end of the 

document number. Both the original document number and the document number with a ñBò 



suff ix will appear on the report. If none of the items ordered are on hand, the CCDF system will 

convert the entire order to a backorder. In this case, the order status report will contain a single 

entry consisting of the original document number without a ñBò suffix appearing on the report. 

Please note the status column in Figure 5-2-2, shown below. The figure shows several 

orders. One of the orders is showing as a ñNew Orderò which means that it has not yet been 

downloaded by CCDF.  The remaining orders have ñProcessingò listed for the status. 

ñProcessing,ò indicates an order has been submitted, downloaded, and is currently being 

assembled and packaged for shipment. If an order has been submitted to CCDF and is later 

deleted by the customer, it will have ñDeletedò listed in the status column.  

An order will remain on the Pending Orders Register until it is shipped or cancelled by 

the customer. In addition, when an order is shipped from CCDF it automatically migrates from 

the Pending Orders Register to the Shipped Orders Register. 

 

 
Figure 5-2-2. Pending Orders Register 

 
 
5.3 Shipped Orders 
 

The Shipped Orders Register displays document register entries for orders CCDF has 

shipped and have not been received by the ordering unit. When units receive shipments, unit 

supply sergeants must access and update their document register to acknowledge these 

shipments as being received. Updating the Shipped Orders Register is of the utmost 

importance!  
Updating the Shipped Orders Register is extremely easy and is accomplished by clicking 

on the Received button for the appropriate order listing. The Shipped Orders Register also has a 

text field in which supply sergeants can enter notes or comments relating to the order. 

After clicking on Shipped Orders Register in Figure 5-1-1, select the appropriate 

DODAAC from the drop-down box (Figure 5-3-1).  Click Get Order Status. This will return 

document number(s) for the DODAAC you selected in the DODAAC drop-down box. 



 
Figure 5-3-1. Shipped Orders Register DODAAC selection 

 

The order in which document numbers and number of documents are displayed in the 

screen (Figure 5-3-2) at any given time may be adjusted to accommodate user preferences. 

Select the ñSort By:ò and ñShowò drop-down menus to change the sort order and number of 

document numbers to be displayed. After making these selections, click the Go button and your 

selection will be displayed according to drop-down menu choices. 

Clicking on a document number will display the individual clothing items by NSN 

associated with that particular document number.  

After marking an order as being received, the order listing automatically migrates to the 

Received Orders Register. Orders that were shipped with no backordered items in pending status 

will have an óXô suff ix located at the end of the document number. 

 

 
Figure 5-3-2. Shipped Orders Register 

 

If you see an order that has shipped but not yet received, please select the tracking 

number link for the order at hand. The tracking number link will take you to United Parcel 

Service (UPS) website. The UPS website will show the shipping history and current 

location of your shipment. 

Most order shipments will be made via UPS. Very light packages shipped to OCONUS 

customers will be sent via the United States Postal Service (USPS). Packages with a low 

monetary value may be sent via USPS without deliver confirmation service. The ñTracking 

Number,ò Figure 5-3-2, will be the UPS shipping number or USPS delivery confirmation 

number. Either tracking number may be used to trace/confirm delivery of shipments. Click on 

the appropriate tracking number listed in the order status screen to trace/confirm delivery of a 

shipment. Packages shipped by USPS without delivery confirmation service will be indicated as 

ñFIRST CLASSò on the order status screen. 



Another option for tracking a UPS shipment is calling UPS at (800) 742-5877 and 

selecting the ñtrack packageò option through Voice Recognition Services. 

The automated ñclick the tracking numberò feature from the order status page is a time 

saving tool. Selecting this link will take you directly to the UPS website where you will find 

the following information about your package: Date of Shipment, Time of Shipment, Current 

Location, Quantity of Packages, and Name of individual signing for the package. Please refer 

to Figure 5-3-3 for an example of the UPS tracking information made available. 

 

 
Figure 5-3-3. UPS Tracking Page 

 

If you need additional information about your shipment, select the Show Package 

Progress link, as shown in Figure 5-3-3.  Detailed information about your packageôs shipment 

will be listed in the format shown below in Figure 5-3-4. The Shipment Progress link contains 

information that is extremely helpful in determining if a shipment has been received and 

identifying the current location of a shipment not yet received. 



 
Figure 5-3-4. UPS View Package Progress 

 
 

5.4 Received Orders 
 

Documents acknowledged as received by supply personnel migrate to the Received 

Orders Register and remain displayed on that register for forty-five days following receipt. 

Concurrently, the document record is posted to the Unit Order History File and may be accessed 

by using the Unit Order History Report function (Figure 6-8-1). Forty-five days after the receipt 

date, the document entry is automatically removed from the Received Orders Register. The 

transaction information remains accessible by using the Unit Order History Report function.  

After clicking on Received Orders Register in Figure 5-1-1, select the appropriate 

DODAAC from the drop-down box (Figure 5-4-1). Click Get Order Status. This will return 

document number(s) for the selected DODAAC. 

 



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

 

The order in which document numbers and number of documents are displayed in the 

screen (Figure 5-4-2) at any given time may be adjusted to accommodate user preferences. 

Select the ñSort By:ò and ñShowò drop-down menus to change the sort order and number of 

document numbers to be displayed. After making these selections, click the Go button. Your 

selection will be displayed according to drop-down menu choices. 

Clicking on a document number will display the individual clothing items by NSN 

associated with that particular document number.  

 

 
Figure 5-4-2. Received Orders Register 

 

 

 

 



6.0 REPORTS 
 
 

6.1 General 
 

To access online reports, click on the Reports button located in the CCDF main menu 

screen (Figure 4-1-3).  Eight reports are available online and these reports are designed to aid 

customers by providing many different types of information concerning orders made through 

CCDF. 

The Clothing Report Engine screen (Figure 6-1-1) will appear after selecting the Reports 

button from the CCDF main menu. Select one of the eight report options from the Report Name 

drop-down menu. 

 

 
Figure 6-1-1. Clothing Report Engine 

 

To the right of the Report Name drop-down menu, you will see another drop-down menu 

labeled Report Format. The Report Format drop-down menu allows users to select from one of 

three formatting options used in generating reports. 

The first report format option is pdf (.pdf format/portable document format), your 

computer must have Adobe Acrobat Reader 6.0 or higher to view reports generated in the pdf 

format. Adobe Acrobat Reader is free of charge and may be downloaded at 

http://www.adobe.com. 

The second report format option is Excel (.xls format), your computer must have 

Microsoft Excel 97 or higher to view results of any report generated in the Excel 

format. 

The last format option available in the Report Format drop-down is Text (.txt format). 

You may use any basic text editor to view reports generated in the text format. The most 

common programs used for viewing or formatting a text document are Notepad and WordPad. 

Define the time period to be covered for the report using the Start Date and the End 

Date drop-down menus (Note: You must select the year in Start date and End Date drop-down 

menus before selecting the day of the month). 

Select the State or DODAAC drop-down menu. The State drop-down menu wil l 

generate report information for your state and the DODAAC selection will return 

information for the DODAAC you select (The DODAACs appearing on the drop-down 

menu are those that are tied to the supply sergeantôs user ID). When all the report option 

fields are complete, click Run Report. 

 

http://www.adobe.com/


Note: the Soldier Demand History and Soldier Order History reports are accessed slightly 

differently. You must enter the soldierôs SSAN rather than selecting parameters from the State 

or DODAAC drop-down menus. 

 
 

6.2 Bulk Order Report 
 

The Bulk Order report will generate a list of items that have been bulk ordered through 

CCDF. The Bulk Order report allows users to generate reports specific to state or DODAAC. 

Please refer to (Figure 6-2-1) for an example of a Bulk Order report. 

The Bulk Order report provides the DODAAC, document number, NSN, 

nomenclature, quantity, and extended price. The report also generates total price for items 

relating to a single document number. 

 

 
Figure 6-2-1. Bulk Order Report 

 
 



6.3  Emergency Urgent Report 
 

This report (Figure 6-3-1) displays the urgency value used for order shipments. In 

addition, this report also lists dollar values with respect to the appropriate document number. 

This report is extremely helpful in viewing and monitoring urgency values assigned to 

shipments. 

Frequent use of emergency (air or ground) urgency by a unit indicates a broken 

process or a lack of prior planning at the unit level. One such example may include late 

notification of school training and this imposes higher shipping costs on the supply system. 

 

 
Figure 6-3-1. Emergency Urgent Report 

 

 



6.4 Soldier Demand History Report 
 

The Soldier Demand History report (Figure 6-4-1) displays items issued to a specific 

soldier. This report allows you to enter an individual soldierôs SSAN and the report will return 

NSN, nomenclature, quantity, and size of all items issued to the specified soldier. The report 

also gives you a total dollar amount of all issues made to an individual soldier as well. 

 

 
Figure 6-4-1. Soldier Demand History Report 

 
 



6.5 Soldier Order History Report 
 

The Soldier Order History report is very similar to the Soldier Demand report (Figure 6-

5-1). This report displays a list of clothing items issued to an individual soldier for a specified 

period of time.  Soldier Order History returns document numbers, date entered, first name, last 

name, SSAN, NSN, article and total quantity for each order placed by the SSAN entered. 

 

 
Figure 6-5-1. Soldier Order History Report 

 
 



6.6 State Demand Report 
 

This report (Figure 6-6-1) displays a history of items ordered by a state for a specific 

date range. The report returns PGC, nomenclature, quantity, and extended sales totals for each 

PGC code. In addition, this report also returns a total sales amount, which is comprised of PGC 

extended sales totals. This report will most generally be large in size and may require a 

substantial amount of time for the results to be returned. 

 

 
Figure 6-6-1. Soldier Order History Report 

 

 



6.7 Unit Demand History Report 
 

This report generates items that a specific DODAAC has ordered (Figure 6-7-1) for 

the time period you choose. The Unit Demand report returns the PGC, nomenclature, and 

quantity of items issued. 

 

 
Figure 6-7-1. Unit Demand History Report 

 
 



6.8 Unit Order History Report 
 

This report displays a history of items ordered by a DODAAC for the date range you 

input (Figure 6-8-1). The Unit Order History report returns the state, document number, last 

name, first name, middle initial, SSAN, total cost, ship date, received date, and any remarks a 

supply sergeant may have input concerning the shipment. 

Please note if a supply sergeant does not enter information for a shipment when received, 

the report will return ñremarksò as a default. 

 

 
Figure 6-8-1. Unit Order History Report 

 
 



6.9 Unit Order History - Detailed Report  
 

The Unit Order History ï Detailed report (Figure 6-9-1) is similar to the Unit Order 

History report (Figure 6-8-1). The major difference between these two reports is that orders are 

detailed by individual item in the Unit Order History ï Detailed report. 

 

 
Figure 6-9-1. Unit Order History Report- Detailed 

 



6.10 Manipulating the Report Data 
 

Reports cannot be manipulated online. However, it is fairly easy to manipulate data if the 

report has been saved to your computer and the report was generated using the Microsoft Excel 

formatting option.  After saving the report locally, open the Excel spreadsheet, and follow the 

directions below for data manipulation: 
 

Å Highlight all the data in the worksheet including column titles. 
 

Å Select Data from the standard toolbar and the Sort option will appear. 
 

Å After selecting Sort, a new window will appear on your screen. Select the ñSort 

byò drop-down menu and make your selection by column and select OK . Your 

data will now be sorted according to the selection(s) made in the Sort window. 

Using the Sort option to manipulate data will maintain row-level integrity for the 

information. 

 

Data manipulation is not available with the .pdf and .txt formats, although, you can 

search for specific text or numbers with these two formats. To search for specific text, select 

Edit from the standard toolbar and then choose the Find option. 

After choosing the Find option, a window appears and you will enter the specific text or 

numbers that you want the program to search for. You may also use the keyboard shortcut 

ñCtrl+Fò to search for specific text or numbers. 

 

 

 



7.0 CLOTHING TURN-IN 

 
7.1 Accessing The Turn-In Home Page 

 

From the Main Menu (Figure 4-1-3), click Clothing Turn -In.   The CCDF Clothing 

Turn-In Welcome screen, shown in Figure 7-1-1, provides explanation of the Turn-In program.  

 

 
Figure 7-1-1. Clothing Turn-In Welcome 

 

Click Continue.  This displays Clothing Turn-In Home Page (Figure 7-1-2). 

 

The Clothing Turn-In Home Page allows you to: 

 Create a Turn-In for a soldier 

 View Turn-In history by DODAAC 

 View Turn-In history by soldier 

 

Note:  You will also notice detailed instructions at the bottom of the Turn-In Home Page. 

 



 
Figure 7-1-2. Clothing Turn-In Home Page 

 

7.2 Creating A Clothing Turn-In For A Soldier 
 

From the Turn-In Home Page, enter the soldier's SSAN and click Continue.  If the soldier is 

already in the system, the next form will automatically show the header data previously stored in the 

system.  If the soldier is not already in the system, the header on the next form will be blank (Figure 

7-2-1).   



 
Figure 7-2-1. Clothing Turn-In Form 

 

Select the unit's DODAAC, enter the soldier's name (if necessary) and select the reason 

for turn-in from the drop-down menus. 

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 all items to be turned-in, scroll to the bottom of the page and click 

Continue.  You will be sent to a confirmation page (Figure 7-2-2) where you are required to 

print the turn -in for the soldier's clothing record. 



 
Figure 7-2-2. Clothing Turn-In 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 of what CCDF 

actually received along with any appropriate notes, comments or changes.  If you leave this 

address blank, a notice will not be sent. 

If the turn-in information displayed on this page is correct, click the Print Turn -in 

Document button, which will print a copy for signature and placement in the soldier's clothing 

record (Figure 7-2-3). 



 
Figure 7-2-3. Clothing Turn-In Document 

 

If you need to make changes, click Make Changes to This Turn-in.   You will be 

returned to the previous form, and be able to make changes. 

Once the list is correct and you have printed a copy, click the Submit This Turn -in 

button.  After you submit a turn-in, the soldier will be in the system. The system will 

automatically generate a unit document number for each turn-in. A "T" in the first position of the 

serial will identify the transaction as a soldier turn-in. The next screen to appear will be the Final 

Instructions page (Figure 7-2-4).  



 
Figure 7-2-4. Clothing Turn-In Final Instructions 

 

Select the Print Turn -in Document button to print the turn-in form and sign your name 

(Figure 7-2-5). This page lists only the items that will be returned to CCDF. Click Print Turn -in 

Document to print a copy of the document above 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. 

 



 
Figure 7-2-5. Clothing Turn-In Print Document  

 

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

 

 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. 

 

 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 you printed is signed and enclosed in the container with the 

clothing.  Click the Print USPS Return Label button and print a copy of the US Postal 

Service Merchandise Return Label (Figure 7-2-6).  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.  



 
Figure 7-2-6. Clothing Turn-In Print Document  

 

Click either New Turn-in to prepare a turn-in for another soldier or Return to Main 

Menu to return to CCDF Main Menu or exit the web site. 

Please allow at least thirty (30) days after you have mailed your 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. 

 
7.3 Viewing DODAAC Turn-In History 
 

From the Turn-In screen (Figure 7-1-2)  select a DODAAC and click Continue.  This 

form lists Turn-Ins credited to the selected DODAAC (Figure 7-3-1).  Click on the DOC# link to 

view the details of a specific turn-in. 

 

 

 Each turn-in document will be linked to the details about that individual turn-in.  The 

history tracks when the turn-in was submitted and when CCDF processed the turn-in. 




