Logging on to the PCARSS WWW Application –

The WWW address for PCARSS is http://www.pcarss.dcma.mil/pcarss/
After entering this address, you will get the PCARSS logon screen, enter your PCARSS username (seven digit user id) and press tab

Enter your password and press tab, then click on OK

You should now be logged onto the system

Changing your Password –

Passwords for PCARSS expire every 90 days.  To change your password, click on the button on the toolbar with a key on it (second button on the right)

Enter your current password and press tab

Enter your new password and press tab (new passwords must be 6-8 characters in length and have at least one imbedded number like much2do, passwords cannot begin with a number and cannot contain special characters)

Enter your new password again and press tab then click on Save

Once you have changed your password, you will need to log all the way out of both PCARSS and Netscape then log back in to use the system

You will get a notice from the system before your password expires.  If you password has expired when you logon, you will get a message that it has expired and will be taken directly to the change password screen.  If this happens, just follow the steps above (starting at enter your current password) to change your password. 
If you have trouble changing your password, please contact your Plant Clearance Officer.

Creating an Inventory Schedule – WWW Contractor Application

Go to the Inventory Schedule Workload screen (most logons are set up to go directly to this screen when you first logon or you can click on the Inventory Schedules button on the tool bar which is the eighth button from the right on tool bar)

Click on the insert button on the tool bar (the “yellow cross” which is the fifth button from the left on tool bar)

Your active CAGE Code will automatically default to the “Enter Prime Cage Code Field.  If you are not the Prime Contractor, enter the correct Prime CAGE Code and press tab.  

Enter schedule reference number and press tab.  The Inventory Schedule Detail screen will be displayed.

Enter all applicable fields, pressing Tab after each entry.  Fields marked with an asterisk (*) are required fields.  All others fields are optional.

Fields on the Inventory Detail Page are as follows:

Alternate Sched Ref No:  If there is more than one contractor associated to this schedule, enter the second contractors schedule reference number. 

Alternate Sched Ref No: (The second Alternate Ref No field)  If there are three contractors associated to this schedule, enter the third contractors schedule reference number.


*Note: Alternate Sched Ref No fields can be used for either the Prime, 1st Tier Subcontractor or the 2nd Tier Subcontractor’s inventory reference number.

PIIN:  This is the government prime contract number, enter without spaces or dashes.  If entering an old format NASA contract number, enter one or two X’s after the NASA Center code for example a contract beginning NAS5 would become NAS5XX or NAS15 would become NAS15X, then enter the contract number and fill with X’s at the end so that it is thirteen characters long (contract NAS5-12345 would be entered as NAS5XX12345XX).  For new format NASA contract numbers, enter three Xs after the first three digits of the contract number.  For example, contract number NNS04AA01C would be entered as NNSXXX04AA01C.   For EPA contracts, start the number with EPA followed by the assigned contract number and complete the 13-digit number with X's (i.e., EPA68C30343XX).  For DOT contracts, which have 14 digits (i.e., DTFA01-92-D-00004), when entering into PCARSS remove the letter after the 2-digit date.  The above contract would be entered as DTFA019200004.  For any other contract that may not be 13 digits, contact your PLCO.  
SPIIN: (Delivery order number) Enter the SPINN if applicable.

Termination Inventory:  If the schedule is associated to a terminated contract, click the Termination Inventory checkbox.

Contract Type:  Select the appropriate Contract Type from the dropdown box.


Final Schedule:  If this is the final inventory schedule for this contract, click on the Final Schedule checkbox.

1st-Tier Subcont No: Enter the 1st Tier subcontract number if applicable.

Scrap List: If the schedule meets the criteria for a scrap list, click the Scrap List checkbox.

2nd-Tier Subcont No: Enter the 2nd Tier subcontract number if applicable.

Termination Docket No: If this schedule is associated to a terminated contract, enter the Termination Docket Number.


Prime PLCO Code:  Select the Prime Plant Clearance Officer’s code from the dropdown box listing all the PLCO names and their codes. Scroll down to find the correct code.  (The PLCO code is usually the plant clearance officer’s initials).   If you don’t know your PLCO’s code, call to get it as this code determines which plant clearance officer will receive your schedule).

Prime POC:  Enter Prime Point of Contact.

Prime POC Phone:  Enter telephone number of the Prime POC. (no dashes or spaces in phone numbers)

Prime POC Ext:  Enter the Prime POC phone extension if applicable.

Prime POC Fax:  Enter the Prime POC facsimile number.

Auth Official Name:  Enter the authorizing official’s name.

Auth Official Title:  Enter the official title of the authorizing official.

Email 1:  Enter one or more email addresses for the Prime, 1st-Tier or 2nd-Tier subcontractor.  Email addresses must be separated by a space.

Email 2: Enter one or more email addresses for the Prime, 1st Tier or 2nd Tier subcontractor.  Email addresses must be separated by a space.

Email 3:  Enter one or more email addresses for the Prime, 1st Tier or 2nd Tier subcontractor. Email addresses must be separated by a space.

1st Tier CAGE:  Enter the 1st Tier Subcontractor’s CAGE code.  The name and address of the contractor will automatically default in the associated block when the CAGE is entered.  


Note:  If you do not know the CAGE, click the Search button and enter at least three characters of the subcontractors company name in the Name field.  Then click the search button.  Select the correct CAGE and click OK.  The system will bring you back to Schedule Detail Page and default the information of the selected subcontractor.

1st Tier POC:  Enter the 1st Tier subcontractor Point of Contact.

1st Tier Phone: Enter the 1st Tier subcontractor’s telephone number.

1st Tier Ext:  Enter the 1st Tier subcontractor’s telephone extension.

1st Tier Fax:  Enter the 1st Tier subcontractor’s facsimile number.

2nd Tier CAGE:  Enter the 2nd Tier Subcontractor’s CAGE code.  The name and address of the contractor will automatically default in the associated block when the CAGE is entered.  


Note:  If you do not know the CAGE, click the Search button and enter at least three characters of the subcontractors company name in the Name field.  Then click the search button.  Select the correct CAGE and click OK.  The system will bring you back to Schedule Detail Page and default the information of the selected subcontractor.

2nd Tier POC:  Enter the 2nd Tier subcontractor Point of Contact.

2nd Tier Phone: Enter the 2nd Tier subcontractor’s telephone number.

2nd Tier Ext:  Enter the 2nd Tier subcontractor’s telephone extension.

2nd  Tier Fax:  Enter the 2nd Tier subcontractor’s facsimile number.

Location of Property:  If the property location is the same or almost the same as the lowest Tier contractor, you can click on the SAME button and the lowest tier contractor address will default to property location.  If the location of Property is significantly different from the lowest tier subcontractor, enter the Location of Property, State, Address, Country, City, Email, Zip Code, Location POC, Phone, Ext, and Fax in their perspective fields.

Product Covered By:  Enter the Product Covered (this is the end item of the contract).

Comments KTR:  Enter any comments you wish to submit to your Plant Clearance Officer.

After all information is input, click on Save.  You will receive a Save Successful message if all required fields have been accounted for.

Now you need to enter the line item data, click on the red arrow on the tool bar (ninth  button from the right)

Again, all fields marked with an asterisk are mandatory fields.  The rest are optional.

Line Item Description:  Enter up to 400 characters for the item description.

NSN:  Enter the National Stock Number.  Do not enter any dashes in this field.

*If you enter an NSN, the system will perform the NSN lookup when you tab off the field.  If the NSN entered is valid and has an associated demil code, precious metal code, hazardous material code and/or controlled item identification code (CIIC), the system will fill in those codes and the cursor will be on the quantity field.  If the NSN entered isn’t valid, you will get a message stating – The NSN you have entered does not exist.  Click OK and either enter a valid NSN or leave the field blank and press tab to enter the quantity.

Quantity:  Enter the quantity associated to the Line Item.

CA/GA:  Enter C to select CA (contractor acquired) or enter G to select GF (government furnished).

Unit Cost:  Enter the unit cost for this line item.

Unit of Measure:  Enter the first letter of the unit of measure, if the unit of measure you need isn’t displayed, you can either click on the arrow to the right of the unit of measure field, then select the unit of measure from the list by clicking on the appropriate one or just keep pressing the first letter of the unit of measure until the one you want is displayed.

Acquisition Cost:  This is a protected field.  You cannot enter data in this field.  The system will populate this field after the Quantity and Unit Cost is entered.  )The Acquisition Cost equals the Quantity times the Unit Cost.)

Demil Code: Enter the demil code by typing the appropriate one digit code and pressing tab or by clicking on the arrow to the right of the demil code field and clicking on the appropriate demil code.  If there is no demil code, press tab to skip this field

Estimate:  If you do not know the exact unit cost of the item, enter an estimate unit cost in the Unit Cost field and enter an “E” in the Estimate field.  

Property Class:  Enter the property class by pressing the first letter of the property class code until the one you need is displayed and then pressing tab or you can click on the arrow to the right of the property class field and select the appropriate property class code from the list of codes displayed by clicking on it.

Contractor’s Offer:  Enter the contractor offer if they wish to purchase the line item.

Property Subclass:  Enter the property subclass by pressing the first letter of the property subclass code until the one you need is displayed and then pressing tab or click on the arrow to the right of the property subclass field and select the appropriate property subclass code by clicking on it.  If there is no property subclass for this item, press tab to skip the field.

Part/Drawing Number:  Enter the part number if applicable.

*If you enter a part number and the property class code is M, OPE, EQ, APP or UFP, the system will attempt to find an NSN to match the part number entered when you press tab after entering the part number.  If a one for one match between part number and NSN is found, the system will fill in the NSN and any applicable demil, precious metal, hazardous and CIIC data and then go to the condition code field.  If there are multiple NSNs for the part number you entered, the system will take you to another screen to select the appropriate NSN.  Select the appropriate NSN by clicking on the radio button (circle) to the left of the NSN and then click Save.  The system will fill in the NSN you selected and take you back to the condition code block on the Line Item screen.  If none of the NSNs are appropriate, click on No Selection button at the bottom of the screen and the system will leave the NSN field blank and move you to the condition code field.

Condition Code:  Enter the condition code by typing the first letter of the code until the condition code you want is displayed then press tab or click on the arrow to the right of the field and  select the condition code you need by clicking on it.

Component Code:  Enter the applicable component code and press tab or just press tab to skip this field.

Precious Metal Code:  Enter the one digit precious metal code and press tab or just press tab to skip this field.

Obsolete Status Code:  Select the appropriate Obsolete status code from the dropdown list and press tab or just press tab to skip this field.

Hazardous Material Code:  Enter the one digit hazardous material code and press tab or just press tab to skip this field.

Contractor ID:  Enter an internal identification number that you use to track this item.

CIIC:  Enter the CIIC code and press tab or press tab to skip this field.

Product Made By:  Enter the Product Made By and press tab or press tab to skip this field.

FSC:  Enter the Federal Stock Class (FSC) and press tab or press tab to skip this field (If an NSN is entered for the Item, the FSC field will be filled in automatically.)

Manufacturer Code:  Enter the Manufacturer Cage Code and press tab or press tab to skip this field.

 Manufacturer Name:  Enter the Manufacturer Name and press tab or press tab to skip this field.

Manufacturer Model Name:  Enter the Manufacturer Model Name and press tab or press tab to skip.

Manufacturer Model Number:  Enter the Manufacturer Model Number and press tab or press tab to skip.

Manufacturer Serial Number:  Enter the Manufacturer Serial Number and press tab or press tab to skip.

Manufacturer Date:  Enter the Manufacturer Date and press tab or press tab to skip, date must be entered mm/dd/yyyy with the slashes

*If the property subclass for the item is COM, you must enter the all of the

  Manufacturer data, otherwise these are not mandatory fields.  If you are not

  providing any manufacturer information for the line item or making an offer to

  purchase the item, you can save the line item data right after you enter the

  condition code.

Click on the save button, second from left on the tool bar

You will get a message “Save Successful” click ok

To enter another line, click on the insert button on the tool bar (fifth button from the left) then repeat the steps outlined above for entering a line item.  After you have saved the line item data, you can exit PCARSS or go to another area of the system, then come back later and add more items to your schedule.  The schedule will stay at an In Process status until you submit it to the PLCO.  Once submitted to the PLCO you can’t add any additional line items unless the PLCO rejects the schedule back to you.

When you are finished inputting line items on the schedule, you can submit the schedule to the PLCO

Click on the Submit button on the tool bar, the seventh button from the left with an arrow pointing down to an in box.  You will get a message “Submit Inventory Schedule? Click Yes and you will get another message “Inventory Schedule submitted to PLCO” Click OK.  Your schedule has been submitted to your PLCO.

If you would like to use the schedule in PCARSS to perform inhouse screening or initial screening to the buying office, you can leave the schedule in “i” status (don’t submit it to the PLCO) and use the Download function to download a copy for screening via email.  To download a schedule, click the radio button to the left of the schedule that you want to download then click the arrow to the right of Download on the bottom of the Inventory Schedule workload screen then click Schedule.  Click OK and then a file with your selected schedule will appear.  To save this file on your computer, click File then Save As.  Select the drive and/or folder you want to save the file to and enter a unique file name (you could use the schedule reference number for the file name).  Then click the Save button and you will have a copy of the schedule to email for screening purposes.  Once your prescreening or internal screening is complete, you can delete any items that have been determined not to be excess and submit the rest on the schedule to the PLCO (using instructions in the paragraph above).

Withdrawals – WWW Contractor Application

You can withdraw schedules, items and partial items from your inventory schedules once the schedules have been accepted by the PLCO and put on a plant clearance case.

To make a withdrawal, go to the Inventory Schedule Workload screen and click on the radio button for the schedule you wish to withdraw from then click OK.

This will take you to the Inventory Schedule Detail screen.  You can withdraw from this screen or go to the Line Item Detail screen by clicking on the Next Arrow (eighth from right) on the tool bar and withdrawing from there.

Click on the Withdraw button on the tool bar (eighth from left), you will get a message Withdraw Inventory Schedule, Line Item or Partial Line Item? Click OK

In the Line Item No field, select the item you want to withdraw or select ALL to withdraw the entire schedule.  If you click on the Withdraw button from the Inventory Schedule Detail screen, Line Item No will default to ALL, if you click on the Withdraw button from the Line Item Detail screen, the item that you are on when you click the Withdraw button will default in the Line Item No field.  To select something other than the default value, click on the arrow to the right of the field and click on the item you want, press tab.

To withdraw a partial line item, click on the Quantity field and highlight the quantity (system defaults to the total quantity for the selected line item).  Type the quantity you wish to withdraw and press tab.  You can skip this field if withdrawing the entire line item or the entire schedule.

Enter the Withdrawal Reason and press tab

Click on the Save button on the tool bar, you will get a message Line Item has been Withdrawn – Submitted to PLCO or Schedule Withdrawn – Submitted to PLCO, click OK

To withdraw another item on this schedule, click on the Line Item No field and select the item number.  When you’re finished withdrawing items, click on the Return button at the bottom of the screen to go to another function

The PLCO will either approve or disapprove your withdrawal.  If the PLCO approves the withdrawal, the PLCO Approval box will be checked and the item(s) or partial item(s) will have a disposal code of WD on the Final Disposition screen for the schedule.  If the PLCO disapproves, the PLCO Disapproval box will be checked and the reason for disapproval will be displayed in the Disapproved Reason field.  Items will not have a disposal code of WD on the Final Disposition screen.

Disposition Actions - WWW Contractor Application 

To View Disposition Instructions from PLCO -

On the Inventory Schedule Workload screen, click on the radio button next to the schedule that you want to see Final Disposition for and click OK

A window will pop up giving you a choice of going to the Inventory Schedule Detail screen, the Line Item Detail screen or the Final Disposition screen.  The default is Final Disposition so just click OK.

The final disposition screen for your selected schedule will be displayed and you will be able to view the disposal codes assigned to each line item on the schedule.

Valid disposal codes and their meanings are as follows –

AA = Abandon

AU = Auction of Useable Property

DA = Destroy and Abandon Residual

DN = Destroy with no Residual

*DO = Donation

DS = Destroy and Scrap Residual

**FS = Formal Sale of Scrap Items

**FU = Formal Sale of Useable Items

**FX = Formal Sale of Salvage Items

**IS = Informal Sale of Scrap Items

**IU = Informal Sale of Useable Items

**IX = Informal Sale of Salvage Items  

MO = Transfer to DRMO

**NS = Negotiated Sale of Scrap Items

**NU = Negotiated Sale of Useable Items

**NX = Negotiated Sale of Salvage Items

PM = Transfer to DRMO for Precious Metal Recovery

PR = Purchase or Retain at Full Acquisition Cost

RS = Return to Supplier

SO = Scrap Proceeds to Overhead

**SS = Auction of Scrap Items

**SU = Auction of Useable Items

**SX = Auction of Salvage Items

*UA = Transfer to Army Activity

*UF = Transfer to Air Force Activity

*UG = Transfer to Other DoD Activity

*UN = Transfer to NASA Activity

*UO = Transfer to Other Government Activity

*UQ = Transfer to Navy Activity

US = Transfer to Funded Storage Agreement

WD = Withdraw from Schedule

*These disposition codes are for transfer of items to another activity.  They will have a requisition attached to the disposition screen.  Please refer to the instructions for disposition actions with requisitions for more specific instructions.

**These disposition codes are for sale of items, they will have a sale number assigned.  Please refer to the instructions for sales for more specific instructions.

Click on the Requisition button at the bottom of the screen to view a requisition associated to a line item with a transfer disposal code.

Click on the Print Bidders button at the bottom of the screen to print a copy of the bidder list created by the PLCO (this is an option for the PLCO, not all sales will have a bidder list attached)

Click on the Report button at the bottom of the screen to print a copy of the line items on the schedule and their disposal codes

Click on the PLCO Disp Desc button at the bottom of the screen to view a description of the disposal codes assigned.

Click on the Remarks button at the bottom of the screen to view PLCO remarks.

Click on the 1348-1A button at the bottom of the screen to print copies of DD Form 1348-1 for DRMO transfers.

Click on the arrow to the right of Schedule Reference No to view disposal actions for another schedule on the case or click on the left arrow on the tool bar to go back to the Final Disposition Workload screen to view disposal actions on another case

To Send Completed Disposal Actions to PLCO –

From the Inventory Schedule Workload screen, click on the radio button for the schedule you want to update and click OK

Click the box under Action Completed next to the line items that you have completed disposition actions for.  If all disposition actions on the schedule have been completed, click on box next to Actions Completed – Schedule.  If all disposition actions for all the schedules on the case have been completed, click on the box next to Actions Completed – Case (you won’t need to call the other schedules up on the screen, they will automatically be updated).

Click the save button on the tool bar, you will get a message Saved Successful and Forwarded to PLCO (disposition on items marked action complete and submitted to PLCO is now considered complete by the PLCO)

Disposition Action with Requisition – WWW Application

From the Inventory Schedule Workload screen, click on the radio button next to the schedule that you want to view and click OK

On the Final Disposition screen, if the disposal code is DO, UA, UF, UG, UN, UO or UQ, there will be a requisition attached for shipment of the item(s)

To view the requisition, click on the radio button to the left of the item

Click on the Requisitions button at the bottom of the screen

This will take you to page 1 of the requisition

Click on the right arrow on the toolbar (seventh from right) to go to page 2

You can print the entire requisition from either page 1 or 2 by clicking on the Report button at the bottom of each screen

When the items on the requisition have been shipped, go to page 2 of the requisition by clicking the next arrow on the toolbar from page 1 of the requisition

Enter Quantity Issued and press tab.

Enter the Voucher Date if applicable and press tab or press tab to skip (if entered, date must be mm/dd/yyyy with the slashes)

Enter the Voucher No if applicable and press tab or press tab to skip this field

Enter the Mode of Shipment and press tab

Enter the Date Shipped and press tab (date must be entered mm/dd/yyyy with slashes)

Enter the Bill of Lading number if applicable and press tab or press tab to skip

Enter the TCN if applicable and press tab or press tab to skip

Click the Update All Requisition Items check box and click Save

Click Return button at the bottom of the screen (twice) to go back to the final Disposition screen

Click the Actions Complete box next to the items that were shipped.  If the entire schedule was shipped, click the Actions Completed – Schedule box

Click Save then click OK

This informs the PLCO that the items were shipped and updates the PLCO’s copy of the requisition with the shipping information.

Disposition Actions with Sale – WWW Contractor Application

From the Inventory Schedule Workload screen, click on the radio button next to the schedule that you want to view and click OK

If the disposal code is AU, FS, FU, FX, IS, IU, IX, NS, NU, NX, SS, SU or SX, there will be a sale number associated with the item(s)

You will need to go to the Sale function, call up the sale number and create lots for the items to be sold.  To do this -

Click on the Sale button on the toolbar (seventh from right)

Click on the radio button next to the sale you want and click on the Create Lots button at the bottom of the screen

Click the New button next to the Lot field and enter your first lot number then click OK

You will receive a message Lot Created, click drop down box to view lots, click OK

You can add items to a lot four different ways –

In the Assign Remaining block, the Sale block is checked as the default.  Click on the Assign button at the bottom of the screen, all items on the sale will be assigned to the lot

In the Assign Remaining block, you can assign all items on a particular case by deselecting the sale block and selecting the case number and clicking the Assign button at the bottom of the screen

In the Assign Remaining block, you can assign all items on a particular inventory schedule by first deselecting the sale block then selecting the case number and then selecting the schedule reference number and then click the Assign button at the bottom of the screen

You can select individual items by deselecting the sale block and checking the box (item selection check box) to the left of each item you want to assign to the lot.  After checking all of the items to go on the lot, click on the Assign button at the bottom of the screen

To split a line item into more than one lot, you can change the quantity by clicking on the quantity block and typing in the amount you want on that lot

Once you’ve created all your lots, you can assign bidders to each lot and enter their bids.  To do this, go back to the Sale Workload screen and click on the radio button next to the Sale Number then click OK

Click the Assign Bidder button at the bottom right hand side of the screen

Click Assign Bidder again and the system will display a Search Available Bidder screen.  Type in at least the first three letters of the bidders name and click the Search button.  Select the appropriate bidder and click OK.  This will populate the Assign Bidder screen with the Bidder’s address information.

If the bidder you’re looking for isn’t in the database, click the Insert button and add type the bidder’s address information then click Save.

The system automatically defaults the No Response check box.  If the bidder submitted a bid, deselect this check box and then click on the radio button next to the lot you will be entering a bid for and then type in the bid amount and press tab.  Continue entering the bid amounts until all lots are covered for this bidder then click Save.

After you have entered all of the bidders for the sale, go back to the Sale Workload screen and click on the radio button next to the Sale and click on the Send to PLCO button at the bottom of the screen

Once the PLCO awards the sale, the status code on the Sale Workload screen will show as A for Awarded.  Select the sale by clicking on the radio button next to the sale and clicking the View Award button at the bottom of the screen.

Click on a lot number and the award information will be displayed for that lot.

When you have notified the successful bidders and sent their checks to the PLCO, go to the Final Disposition screen and click on the radio button next to the schedule that you wish to update and click OK

Click on the Action Complete block at either the individual line item, schedule or case level.  This tells the PLCO that disposal action(s) are complete.

User Defaults

This function allows you to enter repetitive address information required on the inventory schedules.  Once this information is entered, it automatically appears in the corresponding fields when you insert a new inventory schedule.

Click on the User Default icon on the toolbar (fifth from the right).

Enter default information for as many fields as you want

When finished entering information, click Save

Change Active CAGE Code

If you have more than one CAGE Code assigned to your user profile in PCARSS, you can specify the CAGE you want to be using during a particular logon session.

Click on the Session icon on the toolbar (fourth from the right)

The system will populate the Change Active CAGE Code screen

Click on the CAGE Code drop down box to select the CAGE Code you wish to use for this session and click Save then click OK

When you change your CAGE Code, you will only see inventory schedules on your workload screen associated with that CAGE Code.

If you want to change your default CAGE Code, highlight the new default CAGE Code in the CAGE Code drop down box and then click the Make Default checkbox and click Save then click OK

In order to see the FFT transaction screen for the cage code you’ve selected, you will need to make the cage code you’ve selected your default cage code.  If you don’t, you’ll still be able to see the schedules but will not be able to view the FFT transfer summaries.
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