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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 approved (office 
symbols and official mailing addresses) 
submitted by the organizations.  

The AAO should not be used as a vehicle for 
approval.  Contact your Records Administrator 
for office symbol approval prior to entering 
them into the AAO.  

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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SEARCHING THE DATABASE:

To begin a search, select the appropriate HQDA Agency/Command Name from the drop down 
list.  
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SEARCHING THE DATABASE (continued):

Then, select a HQDA Agency/ACOM/ASCC/DRU/Unified/Other. If unsure, select ALL to 
search the entire database.   Click the Reset Search link if starting over with a new 
Command or Agency.  

Major Subordinates are only listed for Army Commands.
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SEARCHING THE DATABASE (continued):

Use the Additional Search Criteria to narrow the search, (for example, Commander, public 
affairs, division or an office symbol) and click Search.  

Once you are satisfied with your entry, click Search. Click the Reset Search link if starting over with a 
new Command or Agency.  
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ADDING AN OFFICE SYMBOL/ARMY ADDRESS:

To add an office symbol that is missing, first select the proper HQDA Agency/ Command 
Name from the drop down list.  Then, select a HQDA Agency/ACOM/ 
ASCC/DRU/Unified/Other, if listed, select a Major Subordinate then click search.

Major Subordinates are only listed for Army Commands
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ADDING AN OFFICE SYMBOL/ARMY ADDRESS (continued):

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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ADDING AN OFFICE 
SYMBOL (continued):

Enter the organization’s name, 
official mailing address in 
Section A, and the 
Requestor’s information in 
Section B.

The Requestor is the person 
making the changes

After entering the data and 
you are satisfied the 
information is correct, click 
Submit. 

If you DO NOT want to add 
this address information, click 
Cancel.
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ADDING AN OFFICE SYMBOL – CONFIRMATION PAGE:

If you have no more addresses or office symbols to add, click Done.  If have more additions, 
select More to continue and follow the steps above. 
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MAKING CHANGES:

To make changes to an existing Army address or office symbol, first select the proper 
HQDA Agency/ Command Name from the drop down list.  Then, select a HQDA 
Agency/ACOM/ ASCC/DRU/Unified/Other.  Click Search.

Major Subordinates are only listed for Army Commands
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MAKING CHANGES (continued):

Click on the Title/Installation that you would like to make changes to.

You will be taken to a page where a change request can be made.  
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MAKING CHANGES (continued):
The View Information page displays the data currently in the system.  You may choose to 
change the information by clicking Request Change. 
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MAKING CHANGES (continued):
The Change Information page displays the current information.  Section A is pre-filled for your 
convenience. Modify all information that is incorrect, complete Section B, and click Continue.  
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MAKING CHANGES (continued):
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 
Modify.  

If the information shown 
is correct and you wish to 
continue, click Submit to 
have this request 
transmitted and 
processed by RMDA.

Once you click Submit, you will NOT be able to change this information by clicking the Back button on your page.  
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DELETING EXISTING INFORMATION:

To delete Army address/office symbol, first select the proper HQDA Agency/ Command 
Name from the drop down list.  Then, select a HQDA Agency/ACOM/ ASCC/DRU/Unified/ 
Other. Click Search.

Major Subordinates are only listed for Army Commands
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Click on the Title/Installation that you would like to delete.

DELETING EXISTING INFORMATION (continued):
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DELETING AN OFFICE SYMBOL (continued):
The View Information page displays the data currently in the system.  To delete the record, click 
Request Delete.
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DELETING AN OFFICE SYMBOL (continued):

The Delete Information page displays the data currently in the system.  This information cannot 
be changed.  Fill Section B and click Continue to delete the record.
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DELETING AN OFFICE SYMBOL (continued):

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 the 
Submit button to have 
this request transmitted 
and processed by 
RMDA.

Once you click Submit, you will NOT be able to change this information by clicking the Back button on your page.  
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