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DPAS Quick Reference Guide Address Add/Update/Delete (M&U) 

DPAS Call Center 
1-844-843-3727 

 
DPAS Website 

http://dpassupport.golearnportal.org 

Adding Addresses (M&U) 

1. In the M&U module, navigate to the  
Master Data / Address menu. 

2. Select the appropriate UIC if multiple are available. 
3. Select the Address Type to be created. 
4. Select the Add button. 
5. Enter all the  

mandatory fields  
and any other  
additional address 
information you may  
have. 

6. Select the Add  
button to complete  
the process. 

 
 

Addresses define location and Point of Contact 
(POC) information. Addresses must be created 
before processes such as Work Orders, 
Equipment Pools, Warranty/Service/Subscriptions 
and Maintenance Activities can be completed.  

During DPAS transaction processing, some examples of the more commonly used 
Address Types are:  
• DE-Destination - The address of the Government activity when Serviced By is set to 

“External-Govt Funded” and “External-Govt Unfunded” 
• DN-Destination Other - The address of Warranty/Service/Subscription providers 
• MO-Maintenance Officer - The address of the Maintenance Officer 
• EP-Equipment Pool - The address of the Equipment Pool 
• MC-Maintenance Customer – The address of the customer defined in a Dispatch 

Address Type Descriptions 
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Updating/Deleting Addresses (M&U) 

1. In the M&U module, navigate to the Master Data / Address menu. 
2. Select the appropriate UIC if multiple are available. 
3. Select the Search button. 
4. The Search Results page displays. Select the Update hyperlink to revise an Address, or 

the Delete hyperlink to remove an Address. 
5. If Updating:  Enter your changes and select the Update button. 
6. If Deleting:  Verify Address data to delete and select the Delete button. 
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