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US Army Records Management and Declassification Agency (USARMDA)


ARMY ADDRESSES ONLINE (AAO) USERS MANUAL

Welcome to the US Army Records Management and Declassification Agency’s Army Address On-Line Web Site.  This site contains the latest (office symbols and official mailing addresses) submitted by the organizations.  You may search for addresses, and where appropriate, submit changes, additions and deletions.  

Users will be asked to enter their name, phone number and email address when requesting changes to the Army Addresses On-Line.

To begin a search, select a Command or Agency from the drop down list in Section A.  To narrow the search further, select a sub-command.  If unsure, select ALL to search the entire database.  Enter the search criteria in Section B, if needed, (for example, Commander, public affairs, division) and click the Search button.  Click the Restart Search button if starting over with a new Command or Agency.  Click on View All to view all of the addresses for a selected Command or Agency.
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To add an address that is missing, click the Add Address button located at the upper right portion of the page.  This will take you to a page where a request for an addition can be made.  
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Enter the organization’s name, address information in Section A, the Requestor’s information in Section B, and click the Continue button.  The Requestor is the person making the changes.  If the AAO administrator has a question concerning information submitted, the requestor will be contacted for clarification.
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After entering the data and you are satisfied the information is correct, click the Continue button.  You will have another chance to verify that the information is correct before transmitting to RMDA.   If you DO NOT want to add this address information, click the Cancel button.
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The Add Information – Verification page contains a summary of the information provided.  Review this information carefully to ensure its accuracy. To make changes, click on the Modify button below. If the information shown is correct and you wish to continue, click the Submit button to have this request transmitted and processed by RMDA.
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Please note that once you click on the Submit button, you will NOT be able to change this information by clicking on the Back button on your page.
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To make a change to an address, move the curser over the information and click.  You will be taken to a page where a change request can be made.  
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The View Information page displays the data currently in the system.  You may choose to change or delete data by clicking on the Request Change or Request Delete hyperlinks. 
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The Change Information page displays Section A, which is pre-filled for your convenience.  Modify all information that is incorrect and click on the Continue button.  


[image: image7.png]P o/EditAddress.asp 0 plore =1=21x]

File Edit View Favortes Tools Help | &
Address [&] hips. /o2 atins. amy.mifaao/E dib s asp =] B 6o |Links »
Change Information |

This page displays the data currertly nthe system. Fieds in Section A are pre-filed far your canverlence. Madify alinformion thet fs
incortect and cick the Confinue uan.

Section A: Address Information * Indicates a Required Field

QBack v ) v [x] 2] 4| Seach s Favoiies @ Medn € | (v . 3 ()

Office or Agency Hame*  [Offios of the Commanding General
office Symbol [erRC-zA

Building |
E-Mail Address [@natiman-ermht ermy i

[eoa sTovaLL st =

[ALEXANDRIA Vi 22332-0400

Section B: Requester Information
Requester Hame* [iormboe

Business Telephane

Humber® oy i fimat

Business Telephane

Extension
sn .
Email Address’ [ior DoE@aRMY taL

1t you are satisiec the information is correct, cick the Continue hutton below. You wil have ancther chance to verify that the
infarmetion s correct before ransmiting ta RMDA. i you do not want o meke the changes, click the Caneel bufton belaw,

coie | careel |

GREY [ 15 [ ot




If you are satisfied the information is correct, click the Continue button.  You will have another chance to verify that the information is correct before transmitting to RMDA. If you DO NOT want to make the changes, click the Cancel button.
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The Change Information – Verification page contains a summary of the information that you have provided.  Review this information carefully to ensure its accuracy. To make changes, click the Modify button.  If the information shown is correct and you wish to continue, click on the Submit button to have this request transmitted and processed by RMDA.
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Please note that once you click on the Submit button, you will NOT be able to change this information by clicking on the Back button on your page.
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To delete an address, move the curser over the information and click.  You will be taken to a page where a deletion request can be made.  
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The View Information page displays the data currently in the system.  You may choose to change or delete data by clicking on the Request Change or Request Delete hyperlinks.
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The Delete Information page displays the data we currently have in the system.  This information cannot be changed.  Fill out the requestor’s information, and click on the Continue button to have this record deleted.
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If you are satisfied that the above information should be deleted, click the Continue button. You will have another chance to verify that the information is correct before transmitting to RMDA. If you DO NOT want to delete this address information, click the Cancel button.
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The Delete Information – Verification page contains a summary of the requestor’s information that you have provided. Review this information carefully to ensure its accuracy. To make changes, click on the Modify button. If the information shown is correct and you wish to continue, click on the Submit button to have this request transmitted and processed by RMDA.
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Please note that once you click on the Submit button, you will NOT be able to change this information by clicking on the Back button on your page.
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