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	Activity Overview



Purpose: 
· To provide guidance for customers purchasing property from DLA Disposition Services using the new external ESales Site. 
Audience:
· DLA Disposition Services Customers
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	[bookmark: _Toc147206236]Business Scenario



This help document will serve to address general frequently asked questions regarding the DLA Disposition Services external ESales site.
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	Steps



I. [bookmark: RegisterAccount][bookmark: _Ref311917858]Register a new account
In order to submit bids for an auction and be awarded property, all users must be registered customers of DLA Disposition Services.
	Action
	Description

	Access the DLA Disposition Services customer sales site at www.sales.dla.mil
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	Click Register New Account
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	Fill out the requested information. Required fields are marked with a *.
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	To receive notification when new auctions are listed, select the Yes button. Otherwise, select No. Email preferences can be updated at any time.
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	Enter an email address. This email will serve as the User ID to logon in the future.
Enter a password. The password must be exactly 8 characters long, have at least one capital letter, one number, and one special symbol (i.e. @, !, #, etc.)
Note: This password cannot be changed the same day it was created, nor can it be changed more than once per day in the future.
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	Click Save to complete the registration process.
If any required fields were not filled out, or the password is not valid, an error will display prompting corrections before saving. 
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	Upon future visits to the DLA Disposition Services sales site, login by entering the User ID (email) and password.

Click Log On.
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	To log off, simply close the browser window.
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II. [bookmark: UpdateAccount][bookmark: _Ref311918483]Update account information
[bookmark: ChangePassword]Passwords can be updated from the welcome screen.
	Action
	Description

	Enter the User ID (email) and existing Password.

Click Change Password.
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	Enter the old password.
Enter the new password. Re-enter it to verify.
Note: All new passwords must contain the same criteria: exactly 8 characters, at least one capital letter, at least one number, and at least one special symbol.
Click Save Password.
	[image: ]

	A confirmation will display upon successful update of the password.

Click Continue to return to the home screen.
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[bookmark: ChangeAddress][bookmark: _Ref311918501]Address and contact information can be updated at any time.
	Action
	Description

	After logging in, select a region by either clicking on the map or by using the Choose Region field.
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	From the links located on the upper-right of the screen, click Update Profile.
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	Update the address or contact data.

When complete, click Update.
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	A confirmation will display.

Click Back to return to the home screen.
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III. [bookmark: Browse][bookmark: _Ref311918508]Browse Auctions
The DLA Disposition Services sales site offers a number of methods for viewing auctions and locating property for sale. 
Note: Keep in mind that while customers do not need to be logged in to browse auctions, they need to login to submit bids.
	Action
	Description

	Auctions can be viewed from the home screen of the DLA Disposition Services sales site.

Select a geographic region by moving the mouse over the map and highlighting the region.

The map is separated into the following regions:
· United States
· Europe & Africa
· Pacific
· Central
	[image: ]

	Alternatively, select a region using the Choose Region drop-down menu.
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	There are two methods for locating an auction:

Executing a Quick Search to find specific property.

Using a Category filter to only view property of a certain type.
	 (
Category Filters
)[image: ]

	A Product ID can be entered in the Quick Search field to attempt to locate specific property.

Note: Use an * as a wildcard to broaden the search.

Click Search.
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	The search results will be displayed in the center of the screen.  Product IDs that are an exact match will be highlighted in yellow.
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	Alternatively, use the categories links to filter property results. 
The first level of Categories are broken down into Usable, Scrap, and Term Sales property.
After selecting the first level, specify an additional group. This will further specify the search results.  
Usable and Scrap Property are broken down into Non-Hazardous and Hazardous Sales, while Term Sales has only one category.
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	The search results will be displayed in the center of the screen.

Note: Only property that is currently listed for sale on at least one auction will be displayed.

To view all auctions on which the property is included, click the [image: ]icon.  If property is not currently listed for sale on an auction, there will be no [image: ]icon.
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	 All auctions that contain the selected property will be listed.
View the auction by clicking the auction name.
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IV. [bookmark: ViewDocs][bookmark: _Ref311918516]View Documents
All customers can view any documents that were uploaded by DLA Disposition Services. 
	Action
	Description

	From the home screen of the DLA Disposition Services sales site, click the Show Sales Docs button.
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	All documents that have been uploaded will be displayed over the map area. 

Customers can view the file type, document name, description, and the date uploaded.

Documents can be opened by clicking the file icon:
[image: ]
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V. [bookmark: ViewResults][bookmark: _Ref311918522]View Past Auction Results
Results from auctions that have closed in the last 30 days can be viewed from the DLA Disposition Services sales site.
	Action
	Description

	From the home screen of the DLA Disposition Services sales site, click the View Auction Results button.
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	All public auctions will be listed. If an auction has closed and been awarded the Winning Bid will be listed. 
If the auction is currently in progress the current high bid will be listed.
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	To view auction details, click the auction name.
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	To return to the home screen, click Go Back.
	[image: ]
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