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Records Management and Declassification Agency 
Component Programs Branch

ARMY ADDRESSES AND OFFICE SYMBOLS ONLINE (AAO) 
USERS MANUAL

Welcome to the Records Management and Declassification Agency’s Army Addresses and Office Symbols On-Line Web Site.  This site contains the latest (office symbols and official mailing addresses) submitted by the organizations.  You may search for information, 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.
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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 or SAAA) 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 information for a selected Command or Agency.
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To add information that is missing, click the Add 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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Enter the organization's information in Section A, the reguestor's information in Section B, and cick on the Continue buton.

Section A: Address Information * Indicates a Required Field

Selecta Command  [HGDA Offices

Selecta Sub-

sty [acmiistative Assistant o the Secretary of the Army, Offce of the

Office of AGENSY  [Rcords Wanagement Divsian

Hame*
Office Symbol [iore-ROR
Building® [easev

[CASEY BULDNG RM 102
[7701 TELEGRAPHRD
Mailing Address®  |sLEXANDRIA VA 223153860

Section B: Requester Information

Requester lame*  [JaNE SMITH
Business Telephone

usiness oz ) s - foom
Business Telephone ———

Extension

s .

Email Address® e smith@hee army it

1t you are satisiec the information is correct, cic the Continue hutton below. You wil have ancther chance to verity that the
information s correct before ransriting to RMDA. I you do not want o adlhis information, cick the Cancel button below.

ol
] .




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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Add Information - Verification

This page cortains  sunmary of the information that you have provided. Review this nformation carefully o ensure s accuracy. To
make changes, cick on the Modity bution below. f he information shawn i carrect and you wish o confinue, lick the Submit buton
below to have ihis request transmited and processed by RWDA.

Section A: Address Information
Command HaDA Offces
Sub-Command Adrinistrtive Assistart o the Secretary of the Ay, Offce of the
Office or Agency llame Records Managerert Division
office symbol DRP-OR
Building casey
CASEY BULDNG R 102
Maling Address. 7701 TELEGRAPH RD

ALEXANDRIA VA 22315.3650
Section B: Requester Information

Requester flame JANE SHITH
Business Telephone llumber 03) 595 - 0000
Business Telephone Extension

oS .

Email Address e smn@haci.army il

Please note that once you cick on the Submit buton, you will HOT be ks to change this information by cicking on the Back button on

your page.
Moty | Suomit




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, 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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and processed by RMDA.
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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.  
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Section A: Address Information * Indicates a Required Field

Office or Agency lame*  [Adminisirative Assistart 1o the Secretary of the Army
Office Symbol vy
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Mailing Address*

Section B: Requester Information
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Business Telephone
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Business Telephone

Extension
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1t you are satisiec the information is correct, cic the Continue hutton below. You wil have ancther chance to verify that the
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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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Change Information - Verification

This page cortains  sunmary of the information that you have provided. Review this nformation carefully o ensure s accuracy. To
make changes, cick on the Modity bution below. f he information shawn i carrect and you wish o confinue, lick the Submit buton
below to have ihis request transmited and processed by RWDA.

Section A: Address Information

Offce or Agency llame. Admintaive Assisant o the Secrtey of the Army
Office Symbol Saan

Building FENTAGON

Mallng s WA IETONDE 23100105

Section B: Requester Information

Requester llme sane Doe

Business Telephone flumber ) o4 asen

Business Telephane Extension

osu 3250000

Email Address Jone doe@riacrmy nd

Please note that once you cick on the Submit buton, you will HOT be ks to change this information by cicking on the Back button on

your page.
Moty | Suomit
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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, 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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This page displays the data currertly inthe system. Fil out your information, an cick Continue button o have this record deleted

Section A: Address Information
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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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Delete Information - Verification

This page cortains  sunmary of the information that you have provided. Review this nformation carefully o ensure s accuracy. To
make changes, cick on the Modity bution below. f he information shawn i carrect and you wish o confinue, lick the Submit buton
below to have ihis request transmited and processed by RWDA.
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Section B: Requester Information

Requester llme sane Doe

Business Telephone flumber ) ssa- 124

Business Telephane Extension

osu 3250000

Email Address Jone doe@riacrmy nd

Please note that once you cick on the Submit buton, you will HOT be ks to change this information by cicking on the Back button on

your page.
Moty | Suomit
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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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