ACCESS TO EDA BY 

GOVERNMET PERSONNEL

4 STEP INSTRUCTION ON ACCESS TO EDA
 

STEP 1
GO TO THIS WEB ADDRESS: 

http://www.osc.army.mil/ac/aais/ioc/inf-stat-brf/index.HTM

CLICK ON ELECTRONIC DOCUMENT ACCESS

 

You have two options on how to access the DISA Form 41

OPTION 1  - FORMFLOW

If you have formflow capability – here are the instructions:

Go into Formflow

Look for Dissa41.frz

Print out the form or fill in the required blocks as identified below.  Handwritten signatures are required!
OPTION 2 – PRINT FORM FROM WEBSITE

Under this website is the DISSA 41 Form in a .PDF Format

Print it out and fill in the blocks required as identified below

BLOCKS REQUIRED

 

TYPE OF REQUEST

DATE
PART I – BLOCKS 1-9 (BLOCK 5 MAY BE LEFT BLANK)

 

AFTER YOU HAVE COMPLETED THIS SECTION PLEASE PRINT OUT – THESE PARTS NEED TO BE HAND WRITTEN.  PLEASE HAVE PART III COMPLETED BEFORE HANDCARRYING THE FORM TO THE IASO WHICH SUPPORTS YOUR WORK AREA.
 

PART II – WILL BE FILLED IN BY YOUR IASO

 

PART III – TO BE COMPLETED BY YOUR SUPERVISOR
 

 STEP 2

To conform with current security requirements and for EDA to work properly on each persons PC, it will be necessary for a representative from SpecPro to install a new icon on each EDA users desktop.

 

This icon will allow the temporary change of two Internet settings prior to an EDA session.  After the EDA session is complete the icon and its associated program will restore the Internet settings.

 

Please call the SpecPro or Work Group Manager representative who provides computer support in your immediate work to arrange for the install of the EDA icon prior to using the EDA process. 

STEP 3

 

Go to following web site: https://eda2.ogden.disa.mil/
 

Select the option “I am not a registered EDA user and wish to register”.

 

On the next web page scroll to the bottom of the page and select “Government User/Agent – Without a Digital Certificate”

 

The EDA – NEW USER REGISTRATION WEB PAGE will be displayed.  Complete the appropriate blocks. When finished click on the “Submit” button at the lower left portion of the web page.

 

STEP 4 - THE LAST STEP
 

On the WEB ADDRESS provided in Step 1, there is a button titled EDA Activation Spreadsheet. 
 

Using the sample fill-in as a guide, complete this document to accommodate your day-to-day requirements and email this to the IASO which supports your work area.  The IASO will forward the completed spreadsheet to mattsond@ogden.disa.mil for account activation.
 

Within 2 business days from when this spreadsheet was submitted your EDA account should be activated.
 

DONE

 
DISA FORM 41

Link to the DISA Form 41 using the following address;

http://www.osc.army.mil/ac/aais/ioc/INF-STAT-BRF/eda/scanned_.pdf
ACTIVATION 

SPREADSHEET

Link to the Activation Spreadsheet using the following address;

http://www.osc.army.mil/ac/aais/ioc/INF-STAT-BRF/eda/EDA-ACTIVATION.XLS
CONTRACTOR

REGISTRATION 

GUIDANCE

HOW CONTRACTORS REGISTER IN EDA

1. Contractors/vendors must first be registered in CCR and have established a person designated as an Electronic Business POC (EB POC).  The following link will provide information on the responsibilities of the EB POC https://eda2.ogden.disa.mil/users_guide/access/Registration/reg003_EBPOC.html
2. A determination will need to be made if the EDA user requesting EDA registration will be registering with or without a Digital Certificate.  If a user initially registers with a Userid/Password, they can later attach a Digital Certificate to their accounts. To make this determination please go to the following web site for guidance - http://eda.ogden.disa.mil/users_guide/access/Certificate/dct001_index.html
3. It is highly recommended non registered users first go to the web address below which contains registration guidance.  This guidance is located at -  http://eda.ogden.disa.mil/users_guide/access/Registration/reg002_vendorInstructions.html  Note 1: If typing this address, there is an underscore character between

“ users” and “guide” and “reg002” and          “vendorInstructions.html”. Note 2:  In Step 3 of the instructions, disregard the first bullet that speaks of a form that must be completed and faxed to the GRA.

4. Scroll down through the guidance selecting the links as appropriate to each users situation.  Hotlinks are imbedded within the above guidance to facilitate registration for both CCR and EDA.

5. When reaching the bottom of the registration web page

which is located at           (http://eda.ogden.disa.mil/registration/register.html)

click on Vendor/Contractor with or without a digital                                                                                                                                                  certificate (which ever applies).

Digital Certificates as defined in the EDA User’s Guide -

	DoD EDA User's Guide

	DoD EDA > User's Guide > Access > Digital Certificate

	Digital Certificate
A Digital Certificate is a confirmation of your identity issued by a Certificate Authority (CA). Certificates contain information about yourself and the issuing Certificate Authority. Digital Certificates are used to identify you to the system, to protect data, and to establish secure network connections.
Digital Certificate is the preferred method of Identification & Authentication (I & A) for the Electronic Commerce (EC) applications within the Department of Defense (DoD).
It is the User's responsibility to protect their Digital Certificate and their certificate password on their computer desktop.
· Government personnel can obtain a DoD Digital Certificate from the DoD Public Key Infrastructure (PKI). Contact your Local Registration Authority (LRA) for assistance. 

· Vendor/Contractors can obtain a Digital Certificate from one of the DoD approved Interim External Certificate Authorities (IECA). Visit DISA's Infosec home page for details. Each IECA link provides instructions to obtain a Digital Certificate. 


6. THIS IS MOST IMPORTANT --  For the registration process to work successfully THE DUNS AND CAGE CODE ENTERED IN CCR MUST MATCH WHAT WAS ENTERED DURING THE EDA REGISTRATION PROCESS.

7. During the registration process if companies/vendors encounter problems you may call 1-800-392-1798 for assistance or by sending an email to cscassig@ogden.disa.mil
8. After the registration form is completed and submitted the vendor EB POC will need to send an email to cscassig@ogden.disa.mil requesting the individuals EDA user account be activated.

7.  POC for this guidance is Larry R. Mickelson, HQ, OSC, 309-                       782-8096, mickelsonl@osc.army.mil

EDA

USERS 

GUIDE
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DoD EDA User's Guide
DoD EDA » User's Guide > Document Repository
Document Repository Overview

“The primary function of Department of Defense (DaD) Electronic Document Access (EDA) is to allow EDA users access ta DoD offcial
documents via a Web browser. EDA serves as a centralized document repasitory that s used to store the following documents: Contracts,
Contract Modifications, Materials Acceptance and Accounts Payable Report (MAAPR), Freight Gavernment Bills of Lading (GBL), Personal
Praperty GBL's, Vouchers, DD1718s, Signature Cards, Electranic 110s, Government Travel Requests (GTRS), and Non_autorniated GBLS.
Each EDA dacument contains specific information that s relative 1 that document type. Users may construct Searches an document
tynes they are autharized to access. The results can be viewed as Partable Document Format (PDF) fles on the user's computer screen.

‘There are ten documenttypes that are cunrently available for authorized users to access in EDA. Review the links belowto familiarize
yourselfwith the search options far various document types in which you have access.

Contracts

Personal Property GBLs

Ereight GBLs

Government Travel Requests (GTR)
Non-Automated GELs

Vouchers

MAAPRs

DD Form 17165

Electronic 110s

Signature Cards (D577
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The screen above provides a brief overview of what documents are stored in the EDA database and provided for a drill down containing additional data on each particular document type.
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DoD EDA User's Guide
DoD EDA » User's Guide » Document Renository = Contracts

Contracts Ovenview

“The Electronic Document Access (EDA) Cantracts area provides access to muliple types of acquisition documents including Purchase
Orders, Contract Specifiations, Delivery Orders, and other documents that support verification and validation of actions that obligate the
Gavernment to expend funds. Autharized Government users can access all contract files that are indexed in EDA, Nor-government users
access is controlled by the D-U-N-5 andfar CAGE tades. The D-U-N-8 idenifir s unique 1o a speciic company, o location of a company,
and is generated when requested from Dun & Bradstrest The Defense Logistics Agency (DLA) creates 3 unique CAGE identifier when a
contractis iniiated between the Government and a Company.

Another function within Contracts is the abilityto access Attachments associated with a particular coniract If atachments existfor a -
particular contract, he attachment column returned in the result set will have a Yes hyperlink displayed. By clicking the hyperlink, the
application will present the user with all the attachments that are available for that contract.

“The links below provide information necessary to search and retrieve Contracts. Clicking on the links wil present you with procedures that
will acilitate your search and retrieval of Cantracts or Cantract information. EDA supports the fallowing pre-buit Contract queries:

Selectone of the following search options for detailed search technigues

Contract Search Options.
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The above screen provides additional information on an area where the majority of user activity takes place within EDA – Contracts.  A hot link is also provided on the subject of Attachments.
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DoD EDA User's Guide

DOD EDA » User's Guide » Dacument Renosilory = Coniracis » Specific Contract and all Modifications

Specific Contract and all Modifications
This s a search for a contract when the specific Contract Number (PIIN) is known.

‘This search will retum all documents meeting the Contract Number crteria, including all modifications o the conract

To perform search using a specific CONTRACT NUMBER as a criteria
1. Enter a specific CONTRACT NUMBER (PIIN) in the space provided.
2. Click View Search Resuls.

A

Related Topic
Document Search
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The above screen provides basic information on one of the Contract search functions – searching by using a specific contract number.  
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DoD EDA User's Guide

DoD EDA » User's Guide > Document Repository » Confracts » Specific Contract and Delivery Order

‘Specific Contract and Delivery Order
“This s a search for all cantracts that have been posted to EDAwihin a speciied Contract Number(PIIN) and Delivery Order Number.

‘The search wil return contracts meeting specified Contract Numbers and Delivery Orders.

To perform search using a specific CONTRACT NUMBER (FIIN) and DELIVERY ORDER NUMBER as seach criteria
1. Enter a specific CONTRACT NUMBER (PIIN) andior DELIVERY ORDER NUMBER inthe space provided,

2. ClickView Search Resuls.
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This screen provides basic information on using another set of search criteria – Contract number and Delivery Order.
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DoD EDA User's Guide
DoD EDA » User's Guid > Electronic Notification
Electronic Notification

DODACCs (Issus or Admin) for which they ars responsible.

ORGANIZATION to which the recipient belongs in the box provided.

Ifyou make a mistake duting enty, you may click the Reset Email Changes button

Electronic notification allows a"Nofification List'of email addresses to be nofified when contracts are loaded on Electionic Document
Access (EDA). Lists for contracts may be created even ifthey do notyet exist on EDA. Lists are created and managed via a Web-enabled
interface within the EDA application. EDA users with the proper authority can create lists 35 well 35 add, update, and delete users from
extsting lists. Users wishing to use this feature should contact their Electronic Business (EB) Paint of Contact (POC) and supply a list of

Nofification oceurs once per day, afer all document oad events have been completed. All notification messages are sentwia ermai.

Once your EBPOC has authorized you for this function, you may access the Electronic Notifiation interface by clicking on the Maintain
Notification Lists link on the EDA Document Selection Screen. Enter the CONTRACT NUMBER and DELIVERY ORDER (f applicable) of
the contract for which you wish to create 3 list. You can only create and edit lists for DODAACS for which you have been authorized. ffthe
contract does notyet exist on EDA, you will be prompted to confirm that you still want to create 3 list anyway. Ifthe list already exits, you will
see the current entries for EMAIL ADDRESS, FIRST and LAST NAME and ORGANIZATION. You can add or pdate these as necessary. If
the list does not yet exist, you can create it by entering EMAIL ADDRESS, FIRST NAME, LAST NAME of the recipient and the

When you are finished and have verifisd al eniries, click the Update Email Address List button. Additional blank sntry rows are added as

‘The FIRST, LAST name and ORGANIZATION are optional. They are there to help distinguish ons enry from another. Verify the email
addresses you enter carefully. EDA will send automated messages to these addresses, so they should be valid and correct.
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The above screen provides detailed information on building and maintaining an electronic contract distribution notification list within EDA.
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DoD EDA User's Guide
DoD EDA> User's Guide » Frequently Asked Questions (FAQ)
Frequently Asked Questions (FAQ)

“This section atiempts to answer Frequently Asked Questions from Electronic Data Access (EDA) users.

How do I eset my password - | have forgotten it?

provides a link to enter EDA.

Contactyour EB POC for assistance.

How do I reset my password - t has expired?

‘Support Center (CASC). Your EB POC will nolfy you with the changed password

How long is the password change grace period?

EDA provides an autormated usemarne password reset function. To intiate a username password reset, click the "Forgot your usemname
password link available on EDA's main page. EDA displays the new password and automatically notifies your Electronic Business Point
of Contact (EB POC) of the pending reset request. The EB POC must approve the password reset request before the new password is
accepted in EDA. Afer your EB FOC processes the pending reset request, EDA autoratically sends notification to the requester which

Contactyour EB POC for password resets. The EB POC will submit a password reset request o the EDA Ogden Customer Application

Currently, the password change grace period for EDA is ten (10) days. The grace period is the period of time during which the user may
change their password afer their iassword has expired. During the grace period, the user will be prompted fo change their password |

&
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Password Guidance
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DoD EDA User's Guide
DoD EDA » User's Guide » Access » Username & Password
Username/Password

Usemame/Password is one of the Identifcation & Autheniication (1 & 4 methods approved by the Depariment of Defense (DoD). Each
time users attsmptto access EDA, they will be prompted by the system to supply their Usemame/Password

Itis the user's responsibility to protect their EDA UsemarmeiPassword. -

+ Usemames are assigned during the registration process. Usetnames are used to ldentitythe user to the EDA application
+ Passwords, in conjunction with the Ussrmame, are used to Authenticate the user to the EDA application

Password Rules
Your password must be a minimum of eight (8) characters and include the following:
+ Oneletier

+ One number

+ One ofthe following special characters: 1=+ /"2 &;_ ()" #§ %

“The password cannat contain the firstthree (3) letters of the user's first of ast name. The password cannat contain the logon usemame.
The rules conceming password expiration and reuse include:

1D RE
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Passwords may be changed in either of the following ways:

+ ForgotPassword- Passwords may be resst by using EDA's autorated password reset function
= ToInitiate 3 Password Reset

Click oot vour passwore!link on EDA'S Main Page

Enteryour Usemarme and submit request

EDA presents a new password

EDA autornatically nolifies your EB POCIEDA Help Deskfor resst approval (approval is required)
E8 POC verifies request and User Identity

Ifvalid, the EB POC approves reset request

Useris notified of reset approval

Click link in nofifiation to activate approved password

Enter Ussmame & new password you received when you subrnitted the request

(NOTE: Cerlificate passwards estahlished inthe cerlificate installation process are NOT recoverable)

+ Password Change (time, compromised, etc)- Passwords may be changed anytime by the user.
o To Change a Password

Click Change Passworef link an EDA's Document Selection Page

+ Password Expiration - EDA Passwords are vald for 80 days. EDA will prompt the ser for a new password when the 90 day imit 2]
is et o exceeded for a user.

+ Password Change Grace Period- The Password Change Orace Period for EDA s ten (10) days. The Grace Period is the period
oftime during which the user may change their password afte their password has expired. During the grace period, the user will
be prompted to change their password each time they 1og o to the EDA syster. After the ten (10) day orace period, the user will
be denied access and can only he reinstated by your Electronic Business (EE) POC.

+ Password Reuse- EDA supports a 365 day password reuse period. A specifc password cannot be reused within EDA untl 365
days have passed since the password's expiration
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· Follow password rules for entering a new password 

· Enter new password 

· Confirm new password 

· If unsuccessful, an error will be display - reattempt entry 

· If successful 

· Click OK 

· Enter new password at EDA's authentication prompt 

· EDA Document Selection Page appears 

· Password has been changed 

The above information provides guidance on establishing an EDA Username and password.
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Department of Defense.
Hlectronic Document Access

For Registration Status only Click here.

Online Registration Application
Government applicants muust fllow the Governent Usexffgent Registration Instructions, The Vendor(Contractor comuunity st follow the
Vendor/Contrastor User Registration Instrustions. Falhue to coply with these instructions vwilldelay or perhaps puuge your EDA user account request
endor EB FOC's or Governent EDA EB POC's ruust be involved for successful user egisration info EDA. Please be sure o enter a valide-tal address so
o can'be contacted shout any issuss,

Digital Certificates
Government applicants may cbtein a DoD digital centficate and register into EDA. Vendor/Contrastor spplizants may obtain a diital ertificate fora on of
the sppaoved DoD) IECA's. Digial centificates e the prefened Identification and Authentivation (&) method for Eleotronie Comnee (EC) within the
DaD.

Username & Password
Any authorized applicant may obtain a Useruams & Passwond into EDA. Digital cetifizates are the prefored denifiation anel Anthentication rethod for
Elctronic Conunerce(EC) within the DoD.

VendorsContractrs
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The above screen provides several different hotlinks depending on the users needs.  In the order of appearance – User can check on the status of their registration request, Government Registration Instructions, Contractor Registration Instructions, Info on establishing a Contractor Electronic Business (EB) POC, Info on establishing a Government EB POC.

Lastly, data on Digital Certificates is provided. 
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The above screen is normally the first screen a user will see when attempting to enter the EDA system.  Selection of one of the two user choices depending on the status of the user is required to proceed. 
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After a successful login, this is the first screen which user will see.  The search items displayed are based on the requirements the user listed when the EDA account was initially established.  NOTE – a reminder is provided at the bottom of the screen for when the EDA password will expire. Users may also use the hotlink on the bottom of this screen to easily access the password change process. 
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Department of Defense.
Hlectronic Document Access

Contracts Search Options

Select one of the following search options:

Seach for Most Recent Contrarts
Seach for Speeifc Contract (and all Modk)

Seach for Specific Contrat nd Delivery Order

Search for Specific Contrast within Issue Date Range

Seach for Specific Contract snd AMOD

Search for Specifc Confract and PMOD.

Seach for Contracts within Issue Date Range

Seach for Contracts by Issuing DODAAC within ssue Date Range
Search for Contracts by Adrinistering DODAAC withinIssus Date Range
Search for Contracts by Pay Office DODAAC within ssue Date Range
Search for Customized Contract List using Query By Exaraple

Search for Contracts by EDA Avallbilty Date

Herd Copy Contrect Justification Form

“The lasttizne this data was lold was: Decercber 17, 2002 07:16 EST.

Eetumto DOD EDA Docuent Seleotion Screen
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This screen provides a list of the various contract search options.
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This screen provides an example of what the user will see when selecting the “Search for Contract (and all Mods)” option.
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Using a sample contract number, this example portrays what the user will see upon a successful query of the EDA data base.

Note the far right column entitled Attachment.  The initial contract has had an Attachment applied which is indicated by the word “YES” in this column. Click on ”Yes” to see the attachment.  Government users who requested this feature when their account was established will see the word “ADD” hot linked in the Attachment column.  If this feature has not been requested by the user, the Attachment column will be blank.
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By clicking on the “Attachment Name” this will bring up the attachment. By clicking on the name of the person who loaded the attachment, an email can be sent with any questions or comments about the attachment. The Upload File link allows additional attachments to be applied to the contract/delivery order being displayed. 

NOTE – Only the originator of the attachment can modify or delete an attachment.
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This screen print provides a view of what users will see when applying an attachment.
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This screen capture provides an expanded view of the attachment application screen by showing the drop-down choices for the various attachment types that the user may select from.
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The user has selected the “Browse” button. This screen print that shows the flexibility in choosing the source location to retrieve an attachment. File types for attachments may be .doc, .pdf, .txt, .xls, and .ppt.
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One of the other most popular and useful methods for searching the EDA database is by contract and Delivery Order.  The user will see the above screen when initiating a search of this type.  The “Starts with” drop down box provides the user with additional options for a selective search. 
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After a successful query by Contract and Delivery Order the following example portrays what the user will see on there screen.

Note -  The “Hard Copy Contract Justification Form”.  The intention of this form is to gather information to resolve EDA problems, not request a hard copy.  This hotlink is for DFAS Metric Tracking Purposes.
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Users will access the above screen and select the “Maintain Notification Lists” feature to create or maintain an existing Contract Distribution Notification List.  This feature is one that the user must request when setting up there EDA Account.  
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To begin the process of building or accessing an existing Notification List, the users will see this screen and are prompted to enter the Contract and a Delivery Order Number if applicable.
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This screen print is an example of what an EDA user will see when building or maintaining a Contract Notification List.  As the names are added to the box in the center of the screen, the box will self-expand for adding additional names.  Each delivery order will require it’s own notification list.  The user is provided the capability on this screen to delete/add/update the contents of a notification list.

NOTE – Build Notification Lists PRIOR to the posting of the contract action into the EDA system.
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When attempting to login into EDA if a user has forgotten their password a hotlink has been provided on this screen to easily begin the process for acquiring a new password.  

In all cases unless the Ogden Server is down, the Ogden server should be the users choice of selection for access to EDA.

If the Ogden server is not available, then users should direct their queries to the Columbus server.

