DEFENSE LOGISTICS AGENCY

Established 1961

Document Services Directorate
Training for G-Invoicing

THE NATION'S LOGISTICS COMBAT S5UPPORT AG
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Doc Srvcs DSO Checkout

¥ 5w : _r : L
Assisting customers on using G-Invoicing in Document

Defense Logistics Agency Services Online (DSO).
Document Services 1. At check out ensure to select the proper site the
—— order will be done.

@New Features
Wev
o

ie changes to DSO

2. Select the order is to be completed by.

3. Click Proceed to Checkout.

CART
Due Date THU October 30 2025 00:00 R @ @ Selected Print Shop ~ OK - Tinker AFB +

Products Quantity Unit Price Total
*Estimated Subtotal $19.00
Test 10 $1.900000 $19.00
—— .
=~ tem Name: B&W Output, Flat Sheets Total: $19.00
= ®sa
I - S i Remove Proceed to checkout to view final order total, including
ssified material. If you have a classified
taxes, fees, shipping

‘ S @ FROSER T SRERONT >

erms & Con
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Doc Srvcs DSO Checkout - Cont.

@ 2 : 4. Define which type of shipping you
" | require using the dropdown.

Select a shipping address & shipping options

for this Print Shop. Please select another delivery method Products 5 CI .
. Click Save

= Test
** Your order contains estimated value based on ctions. Special instructions and other variables are not included in

A The shipping method(s) [Base Mail] are invalic

@ *Attention Please
estimate and m

ained from your local print facility or procurement specialist. For urgent orders Itern Mamne: BEW Output, Flat Sheets
requiring
Credit Card, tt

L itial authorization may it final total. You will only be charged for the final amount. Estimate very dates and 6 CI 1 k P d t P m t
ing information cannot vided for international USPS shipmi 1 can only be providk 3. J address (not an - IC rocee o ay e n .

ddress) is also require

ur order. If paying by

to ship via Fedex/UPS internationally. If your order is time-sensitive or requires tracking information then a

*Estimated Subtotal: 519.00
address must be provided.
*Estimated Shipping: $0.00
SHIPMENT 1
Total: $19.00
W
ADDRESS Hours Of Operation
Daral Valtinson sun : Closed
3420D Ave Bldg 1 Dr 1 Mon-Fri : 24 hours
Tinnker AFB Sat : Closed

United States

731459186 405-734-2177
efense

OK - Oklahoma -
Department

Daral.Valtins

7]
H]
!

Add Another Recipiem -

4= CONTINUE SHOPPING
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Doc Srvcs DSO Checkout - Cont.

psSay 7. Click Place an Order

o < i

Shipping Payment Finish

instr

ntains estimated v. sed on ons. Special

@ **Attention P
estimate and r

requiring d

Products

ted offline. Final estima ined from your local pri

Test

Itemn Name: B&W Flat Sheets

¥ be provided cal address (not an

5

on cannot

der is time-s;

) is also

address must be provided

*Estimated Subtota $19.00
PAYMENT METHOD I AT Fan

*Estimated Shipping: $0.00
@ MIPR, CC, Check Total: $19.00

MIPR, CC, CHECK

THANK YOU

CONTINUE SHOPPING PLACE MY ORDER

Cul
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Doc Srvcs DSO Checkout - Cont.

8. Click the dropdown.

9. Select G-Invoicing

How would you like to pay?

Choose Payment Option *

Please Select

Please Select

I Mot Funded Yet
- Open Funding
© 200 credit card

Line of Accounting

Pre-Paid Check

@

Shipping

How would you like to pay?

~

hoose Payment Option *

Funding Order Mumber *

Choose Funding Order Mumber *

Please Select | W

ONO

Choose Funding Order Line ltem *

Please Select

Please Select

EIDEIEI'I@

10. Input the G-Invoicing Funding
Number (7600B). The customer
will have to know this number
when entering. The number
should be able to be obtained
from your Comptroller, Financial
Department, G-Invoicing team.

11. Select Search. If the funding
is available in DSO it will bring up
a dropdown list. If not available.
work with your DSO
representative.

12. Click the dropdown.

13. Select Funding Order Number
(7600B). This will return another
dropdown for the Funding Order
Line Item. If there are more than
one line item, multiple lines will
appear.

14. Select the dropdown.

15. Select appropriate line item.
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Doc Srvcs DSO Checkout - Cont.

Shipping Payment

How would you like to pay?

Choose Payment Option *

G-Invoice W

Funding Order Number *
Search

Choose Funding Order Number *

Choose Funding Order Line Item *

00001 A

4= CONTINUE SHOPPING

PROCEED TO CHECKOUT -»

PEOPLE % PRECISION % POSTURE % PARTNERSHIPS

Cul
WARFIGHTER ALWAYS

16. Click Proceed to Checkout.
Upon click the Proceed to Checkout
it will generate a DSO Order
Number with funding applied.
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