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• Active duty units: To the installation 
 records manager located in the Division 
 of Human Resources (DHR), Administration 
 Services Section in Records Management.
• Army Reserve units: To the supporting 
 operational and functional command, 
 training command, or support command 
 DHR Administration Services Section in 
 Records Management.
• National Guard units: To the state National 
 Guard headquarters.

https://ptclick.hqda.pentagon.mil/
Helps/Help/EstablishAccount.pdf

How to Order PS and 
Other Army Publications

pubs clerks 
should submit 
the completed 
da form 12-r 
as follows…

units can also 
scan and e-mail or 
fax da form 12-r.

fax the completed 
form to (314) 

592-0923/0920, 
or send the form 
as an attachment 
to the following 
email address: 

dolwcustsrv@
conus.army.mil

as a bonus, use this helpful, 
step-by-step tutorial on

da form 12-r…

you can also get da form 
12-r as a pureedge form:

http://www.apd.army.mil/pub/
eforms/pureedge/a12_r.xfdl

to set up a conus pubs 
account, get da form 12-r, 
request for establishment 
of a publications account:

http://www.apd.army.mil/
pub/eforms/pdf/a12_r.pdf

pubs 
clerks 
note: 

you’ll need 
your ako 

credentials 
or cac card 
to access 

the website.

the directorate of logistics 
(dol) manages the army 

publishing products Index 
and ordering system.

new pubs clerks often wonder 
how their unit can get army 
publications, including ps.

I really like this ps book and 
being the new pubs clerk around 
here I’d like the rest of my unit 

to have this and other army 
publications!

well, you 
can figure 
that out by 
reading that 
ps issue you 
have there!

I just 
don’t know 
how I can 
get it to 

them!

dol’s website will walk pubs 
clerks through the process 

of subscribing to many of the 
army pubs their units need:

https://dol.hqda.pentagon.mil/
ptclick/index.aspx

You must 
register 

an account 
with dol 
the first 
time you 
want to 
order 
pubs.
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How to Order PS Magazine 
 Like other Army pubs, PS reaches units through DOL’s distribution system. After 
you’ve registered with DOL, you can submit a specific request for PS.
 Go to the DOL website and click on the Search tab. In the Quick Search column 
on the left-hand side of the page, there is a blank box titled “Search For.” Enter “PS 
Magazine” in this box and press the Search button.

 Or, in the Advanced Search column to the right, enter “PS Magazine” in the 
“Publication/Form Number” field and click Submit. A third way to find PS is to 
choose the Category Browse tab and scroll down the alphabetical list at the left until 
you find PS MAGAZINE.

From ULLS-G to SAMS-E
On Page 51 in PS 698 (Jan 11), we said that ULLS-G creates DA Form 5984-E, Operator’s 
Permit Record. ULLS-G is a legacy system and was replaced by SAMS-E. The newer 
SAMS-E system still produces this form.

 When you find PS Magazine’s listing, go to the column heading Status and click 
on the word Available. Login with your pubs account number and your 5-digit 
zip code. 
 If your unit’s mailing address is right, then hit “Yes.” If the address is wrong, send 
an updated DA Form 12-R to DOL at the same fax/email shown on Page 57 before 
submitting your order.
 Once you’ve chosen PS, enter the desired quantity of magazines at the bottom 
of the next screen. (We recommend a copy for each of the following in a company-
size unit: the commander, first sergeant, XO, motor sergeant, each vehicle mechanic, 
supply sergeant, armorer, CBRN NCO, communications NCO and extra copies for 
distributing in common areas for equipment operators.)
 Click Subscribe, then Add to Selection. Go to the shopping cart (at the top right of 
the screen) and click the Final Submit button.

 Finally, you can search for PS by IDN or PIN in 
the Advanced Search column. The IDN is 340312 
and the PIN is 082621.

questions or problems? 
call dol customer service 

at dsn 693-9606,
(314) 592-0910, or email:

dolwcustsrv@conus.army.mil

for units in 
europe, africa 
or southwest 

asia, the army in 
europe library 

& publishing 
system 

(aepubs) is 
the official 
source for 
publications 
and forms, 

including ps:
https://aepubs.
army.mil

for 
assistance, 

contact 
aepubs 

Customer 
Service 
at dsn 

(314) 379-
6438/6419 
or email:

customer.
service.
aepubs@
eur.army.mil

to find 
out how to 
order ps 
for other 
military 

services or 
how to get 
a private 

subscription, 
visit:

https://
www.logsa.
army.mil/
psmag/
dist.cfm

Enter publication title you want to subscribe to in this field

Another option for finding 
publications is to use the 
Advanced Search feature
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