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The My Tracking page provides Mission Partners with the 
ability to perform complex searches to find any order placed by 
their registered agency. DISA users with the Authorized 
Provisioning Official (APO) role will have the additional ability 
to find orders placed by any agency using Storefront.

Overview
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Initiating Actions Against Approved Legacy Orders from DDOE. 

– The My Tracking page also allows Mission Partners to initiate actions against 
approved legacy orders from DDOE. 

– Users will only be able to initiate actions on the last action taken on a legacy 
DDOE order. For example, a legacy order might have multiple actions taken 
against it: START, AMEND, CHANGE, in this example, the latest action, CHANGE, is 
actionable, the START and AMEND orders are unactionable. 

– If you are familiar with My Tracking go to slide #10 for a step by step overview of 
how to import an order and initiate a type action. 

– This process does not import the legacy DDOE order. Data from the legacy order 
is copied over into a Storefront record which can be used to create future 
Storefront orders.

– Legacy orders from DDOE will be available for action after the Service has been 
disabled in DDOE. For more information on the DDOE sunset, please see the 
DISA Direct homepage.  

Overview
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Overview
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1

2

3

Search

Import

Order Action

• Find an order, via “My Tracker” feature

• For a “Legacy Order” click on the “Import” Action; Use “TSR 
Email” to view the original order details for reference 

3 Step Process:

• Execute an order action (e.g. change, amend, 
discontinue, cancel); update order data as needed
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Walk Through
Tracking a DDSF Order
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3

2

4 Partial values can be used for some 

parameters, a minimum number of 

characters is sometime specified. 

Clicking in the input box or 

hovering over the icons will 

display instructions for each 

search criteria.

Users can specify one or 

more search parameters.

1 The My Tracking page 

provides Mission Partners 

with the ability to perform 

complex searches to find any 

order placed by their 

registered agency.
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Search results are based on a user’s role: 

• Users with the APO role will see any non-subscription based orders matching 

their search criteria. 

• Users with the ATO or ARO roles will only see non-subscription based orders 

matching their search criteria that were placed by their registered agency. 

• Users with the SO role will see subscription based orders matching their search 

criteria that were placed by their registered agency. 
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Clicking will display the 

search criteria. 
Users can use the filter 

capability to further refine their 

results.

If a large number search 

results are returned the 

“Retrieve more results” link 

may appear. Clicking this 

link will display an additional 

set of results.

Clicking displays a new 

window containing a copy of 

the TSR email.
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The icon next to the history 

link indicates that matching 

criteria can be found in the 

order history.

1

2 Displays the history of the service 

including any change, Reaward, 

or Discontinue actions. 

Displays the history of 

the SR from draft status 

to completed status.
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Walk Through
Initiating An Action Against Approved 

Legacy Orders From DDOE.
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Enter search criteria to 

find your legacy order:  

1

holts
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Orders that match the search 

criteria.

Clicking displays a new 

window containing a copy of 

the TSR email from Legacy 

Order. 

Please Note: Some order 

data will not appear in the 

order when the order is 

imported and that information 

will need to be reentered. We 

recommend that you print a 

copy of the TSR email for 

reference. 

1

3

Actionable legacy orders from 

DDOE will display a “TSR 

Email” and an “Import” link in 

the actions column. Actionable 

orders will also have a status 

of “Legacy Order” in the status 

column.

2

holts
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The TSR email opens 

in a new browser 

window.

1
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Click the “Import” link to initiate 

the import process.

1

holts
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Click the “Import” button
2

When you import an order 

you will be set as the 

requester even if someone 

else authored the order.

1
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While the order is being 

imported a loading 

animation is displayed.

1
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When the order import has 

completed a confirmation 

modal is displayed.

Please Note: If the import is 

not successful, the window 

will display the following 

instructions:

Please try again or for help, 

contact the DISA CONUS 

Customer Focus team, at 

DSN 770-9922, or 

Commercial, at 618-220-

9922 

1

Order data elements that 

were not able to be pre-

populated into a new DDSF 

order will be listed. 

We recommend that you 

print a copy of the TSR 

email for reference when 

you . (see slide #12 for 

instructions) 

2

Click the “Close” button to 

continue.

3

Order Information needed to reentered:

Service Delivery Point A: Points of Contact

Shipping Page: Shipping POC
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The new Storefront 

record that contains data 

from the legacy DDOE 

order. The record can be 

used to create future 

Storefront orders. 

The “Actions” 

column 

shows the list 

of available 

actions that 

can be taken. 

1

2

Displays the 

TSR email 

from the 

order that 

was 

imported.

3

holts
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holts
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For orders that are pre-populated from a  

legacy DDOE order, each step in the item 

configuration will be invalidated so all 

order data can be reviewed. 

NOTE: Some invalidated steps may 

contain all the required data, when this is 

the case, the user can click the “Continue” 

button to go to the next step.

1

holts
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The “Continue” button is enabled when 

the user views the page because all 

required questions for this page have 

been pre-populated.  

The user clicks the “Continue” button to 

go to the next step. 

1

holts
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The “Continue” button is 

enabled when the user 

views the page because 

all required questions 

for this page have been 

pre-populated.  

The user clicks the 

“Continue” button to go 

to the next step. 

1

holts
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The POC information 

was not pre-populated 

from the DDOE order. 

The user will need to 

enter a POC before 

they continue to the 

next step.

1

holts
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The user searches for 

and selects a POC

User clicks the  

“Continue” 

button.

1

2

holts
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User clicks the  

“Continue” button.

The user searches for 

and selects a POC

1

2

holts
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User clicks the  

“Continue” 

button.

1

holts
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The user reviews the 

order configuration.

Clicks the “Checkout” 

button

(Not Shown)

1. The user completes the 

Checkout steps: 

a. Ordering Org and 

Agency

b. Purpose & Mission

c. Service Dates

d. Justification and 

Approvals

2. User adds the order to 

the cart, adds the 

payment information and 

submits the order.

SF16JAN168624A

1

2

3

holts
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The amended order 

appears under the 

“In Process” tab.  

SF16JAN168624Aholts

Note: The imported 

order CJON will be the 

legacy order ID with the 

WO changed SF. 
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For assistance with DDSF issues
you may contact the
DCCC Service Desk

1-844-DISA-HLP  (347-2457), option 2
DSN: 312-850-0032, option 2

disa.dccc@mail.mil

mailto:disa.dccc@mail.mil

