Logon – PLCO Application

Click on the PCARSS icon on your computer desktop.  DCMA users will find it under the DCMA Apps icon.

The PCARSS logon screen will be displayed, type your username and press tab

Type your password and press tab then click OK

If you have any outstanding disposition actions (disposition instructions issued to the contractor but actions complete not checked yet) a Disposition Not Complete screen will be displayed listing all of these cases.  You can click on the Report button to get a printed list of the cases or you can click OK to proceed with your logon.

If you have any overage cases (over 150 days for reportable cases and 90 days for nonreportable cases), an Overage Cases screen will be displayed next.  In order to proceed with your logon, you must assign an overage reason code to each case listed.  To assign a code, click on the arrow to the right of the Overage Reason field and click on the reason code that best describes the reason that case is overage.  Once you have assigned a reason code to each case listed, click OK to proceed.  If you don’t assign a reason code to each case listed, you will not be able to log on.  If you want to print a report of the overage cases, click the Report button.

Creating an Inventory Schedule – PLCO 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 ninth button from the right on tool bar)

Click on the insert button on the tool bar, the fifth button from the left on tool bar

You will get an Insert Schedule Reference Number message box

Enter prime contractor cage code and press tab, if you don’t know the prime contractor cage, you can click on the search button, enter at least the first three letters of the contractor’s name and click on search.  This brings up a list of contractors beginning with those three letters.  Highlight the contractor you’re looking for and click on ok.  If the one you need isn’t there, you can click on return to back out and then get the cage from the contractor before you can proceed. 

 Enter schedule reference number and press tab

Click OK

*If the schedule has subcontractor reference numbers, enter them in the Alternate Sched Ref No field and press tab.  If there are none, press tab to skip the fields or click in the PIIN field.

Enter the PIIN (this is the government prime contract number, enter without spaces or dashes).  For old format NASA contracts, enter one or two Xs 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 Xs 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 with EPA followed by the assigned contract number and then fill in with X's to make thirteen digits (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.  After entering the PIIN, press tab

*Enter the SPIIN (delivery order number) if applicable and press tab

Enter the Contract Type code and press tab (if you’re not familiar with the contract codes, click on the arrow to the right of the field to display all of the contract codes and then select the appropriate code by clicking on it and pressing tab)

*Enter the 1st Tier Subcontract Number if applicable and press tab

*Click on Termination Inventory if this schedule applies to a terminated contract

*Enter the 2nd Tier Subcontract Number if applicable and press tab

*Click on Final Schedule if this is the final inventory schedule for this contract

*Click on Scrap List if the schedule is a scrap list

*These are not mandatory fields, if they do not apply to the inventory schedule, you 

   can either tab past them or skip them by clicking on contract type

Enter Termination Docket Number if this is a terminated contract otherwise tab past this field

Enter Prime Point of Contact and press tab

Enter Prime POC telephone number and press tab (no dashes or spaces in phone numbers)

Enter Prime POC extension if applicable or tab past

Enter Prime POC fax number and press tab

Enter Authorizing Official’s name and press tab

Enter Authorizing Official’s title and press tab

Enter any email addresses provided by the contractor(s) and press tab

At this point, you should click on the Inventory Schedule Detail page 2 tab towards the top of the screen

Enter the 1st Tier Subcontractor cage if applicable (if there is no 1st tier subcontractor skip down to property location by clicking on that block or by clicking on the Same button next to Location of Property Street)

If you enter a 1st tier subcontractor cage, you must enter subcontractor point of contact, subcontractor POC telephone number and subcontractor POC fax number

Enter the 2nd Tier Subcontractor cage if applicable (if there is no 2nd tier subcontractor skip down to property location by clicking on that block or by click on the Same button next to Location of Property Street)

If you enter a 2nd tier subcontractor cage, you must enter subcontractor point of contact, subcontractor POC telephone number and subcontractor POC fax number

Enter Property Location (if the property location is the same or almost the same as the prime contractor address and there is no subcontractor, you can click on the SAME button and the prime address will default to property location or if there is a subcontractor and the property location is the same or almost the same as the subcontractor address, you can click on the SAME button and the subcontractor address will default to property location, if the location address is almost the same, use the SAME button, then edit the address fields that are different)

If you click the SAME button, the cursor will go to the email field, if you don’t use the same button, enter the property location, state, street, city, location POC, zip code, telephone number and fax number (press tab after each field)

Enter the contractor’s email addresses and press tab or just press tab to skip.  If more than one email address, separate them by semicolons.

Enter Product Covered By and press tab

Click on save (second button from the left on the tool bar), you will get a message Save Successful, click ok

Now you need to enter the line item data, click on the Line Items tab

Click Insert icon on the toolbar (fifth from the left)

Enter the Item Description (up to 400 characters) and press tab

Enter the NSN if applicable and press tab or just tab past to skip (if entering an NSN, do not use spaces or dashes)

If you enter a valid NSN, the system will perform the NSN lookup when you tab off the field.  If the NSN entered 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.

Enter quantity and press tab

Enter C to select CA (contractor acquired) or enter G to select GF (government furnished) then press tab or use the arrow to the left of the box to select the appropriate code from the drop down box.

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 then press tab

Enter the demil code if applicable 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 then press tab.  If there is no demil code, press tab to skip this field

Enter the unit cost and press tab (don’t enter commas but do enter a decimal point if there are cents in the unit cost)

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 click on the appropriate property class code from the list of codes displayed then press tab

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 then pressing tab or if there is no property subclass for this item, press tab to skip the field

If the unit cost for this line item is estimated, enter an E in the Estimated field and press tab or if the unit cost is not estimated, press tab to skip this field

Enter the part number if applicable and press tab or just press tab to skip the field

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 NSN and then click Save.  The system will fill in the NSN you selected and take you back to the contractor ID block on the Line Item screen.  If none of the NSNs are appropriate, click the No Selection button at the bottom of the screen and the system will leave the NSN field blank and move you to the contractor ID field.

Enter the Contractor ID if applicable or press tab to skip the field (this field allows you to input a unique number that the contractor uses in their system to identify the item)

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 then pressing tab

Enter contractor’s offer if applicable and press tab or press tab to skip this field

Enter the one digit precious metal code and press tab or just press tab to skip this field

Enter the one digit hazardous material code and press tab or just press tab to skip this field

Enter the one digit CIIC and press tab or just press tab to skip this field

Enter the Product Made By (for special tooling) and press tab or just press tab to skip this field

Click on the Save button on the tool bar (second from left) you will get a message Save Successful, click ok

You will need to enter a screener rule code, reportable/nonreportable code and a Federal Supply Class (FSC) code for each line item.  You can either enter this information for each individual line item (on page 3 of the schedule) or if the information is the same for all (or almost all) of the items on the schedule you can enter it on page 2 after you’ve entered all of the line items and it will default to all of them.  If the information is different for a few of them, you can then go to those individual line items (page 3) and change the screener, reportable/nonreportable or FSC information.

To enter the screener rule code (on either page 2 or page 3), click the arrow to the right of the Screener rule field and click on the appropriate code

To enter the reportable/nonreportable code (on either page 2 or page 3), enter either an R or an N and press tab

To enter the FSC (on either page 2 or page 3), click on the arrow to the right of the field and click on the appropriate FSC, then press tab and click on the Save button on the tool bar.

If the property subclass is COM, you will need to enter the Manufacturer data, click on the Manufacturer tab to do this

Enter the Manufacturer Name and press tab or press tab to skip

Enter the Manufacturer Cage Code and press tab or press tab to skip

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

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

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

Enter the Date of Manufacture and press tab or press tab to skip, date must be entered mm/dd/yyyy, don’t input the slashes

Enter the Obsolete Status, “C” for cannibalization or “N” for non-obsolete then press tab or press tab to skip this field

Enter the Component Code by clicking on the arrow to the right of the field and selecting the appropriate code then press tab

Enter the Manufacturer Code (the three digit DISA manufacturer code).  If you don’t know the code, you can click on the search button and enter at least the first three characters of the manufacturer name then click Search.  Click on the code you need and click OK to select that code

Click on the save button, you will get a message Save Successful, click ok

To enter another line, click on the insert button on the tool bar and repeat the steps outlined above for entering a line item.  If most of the information for the line item is the same as the previous item, you can click on the Repeat button at the bottom of the screen to duplicate the information.

If you are finished inputting line items on the schedule, you can submit the schedule

Click on the Actions (at the top of the screen) then click on Submit

You will get a message “Submit Successful” click ok.

Once you have submitted the schedule, you can go back up to Actions and click on Accept Schedule.  The schedule is now ready to put on a plant clearance case.

NOTE:  If you are going to refer the schedule to another PLCO, leave the schedule in Submitted (S) status, DO NOT accept it.

The steps outlined above are the procedure for inputting schedules that you receive outside of PCARSS.  If your contractor submits a schedule to you on PCARSS, you only need to take the following steps.

Review the schedule submitted by the contractor.   If the schedule is acceptable –

Add the screener rule code, reportable/nonreportable code and FSC code using the steps outlined above.

If any of the items are subclass COM, you will need to go into the Manufacturer data (click on the Manufacturer button on the Inventory Schedule Line Item Detail screen)

Enter the Obsolete Status, Component Code and Manufacturer Code using the steps outlines above.

Click on Actions then click on Accept Schedule (unless you are referring it to another PLCO).  The schedule is now ready to put on a plant clearance case.

If the schedule is not acceptable –

Click on Actions then click on Reject.  Enter the reason schedule is being rejected and click on ok.  You will get a message Reject Successful and Sent to Contractor, click ok.  The schedule is returned to the contractor for correction of deficiencies.  If you’re rejecting a schedule that is on a rejected referral, you must remove the schedule from the referral first and then reject the schedule.  To remove the schedule from the referral, go to the Referral Detail screen for the referral, click the Schedule tab and find the schedule you wish to remove.  Click the Remove Schedule button at the bottom of the screen.  Now you can go to the Inventory Schedule Workload screen and reject the schedule.

Creating a Plant Clearance Case – PLCO Application

Once you have accepted an inventory schedule (both schedules submitted by contractors and schedules input by the PLCOs), the schedule can be put on a plant clearance case.

To create a plant clearance case, click on the “Cases” Icon on the tool bar (seventh from right).

Click the Insert button.

Enter your DoDAAC and press tab.

Enter the four digit case number and press tab.  Or, click the “Next No” push button.  The system will populate the Case Number field with the next sequential case number.

Click on OK.

The system will take you to the Case Detail Screen, Case Tab.

Select the appropriate “Case Type” from the dropdown box and click tab.

Select the appropriate “Agency Department” in the dropdown box and then click the “Save” icon from the toolbar.  You will receive a save successful pop-up box.

You can now add a schedule(s) to this case by clicking the “Schedule(s)” Tab on the Case Detail Screen.  At the bottom of the screen, click the “Add Schedule” push button.  A pop-up box containing all the schedules in A Status (Accepted) will be displayed.  Select the appropriate schedule from the drop down box and then click “OK”.  Your Case Detail Screen will now be populated with information from the inventory schedule that you have just added to the case. (i.e. PIIN, Contract Type, Prime Contractor, etc.)

If you want to add more schedules to this case, click the Add Schedule button again.  This time, only the schedules that have the same Prime/Sub CAGE code and same contract number will be listed.  Click on the schedule you want to add then click ok.  Repeat this process until all of the schedules you want on this case have been added.

Once you’ve added all the schedules to your case, you can establish the case.  To establish the case, go back to the Case Workload Screen or select the Case Tab on the Case Detail Screen.  If you are on the Case Detail Screen, click the “Establish Case” push button at the bottom of the screen.  If you are on the Case Workload screen, highlight your case (it will be in “I” status) and then click the “Establish Case” push button at he bottom of the workload screen.  A message popup will ask “Do you want to establish this case?”, click yes to establish the case.  The status of this case will now be displayed on the Cases Workload screen in “S” status.

*Note:  If you add a schedule by accident, you can remove the schedule from the case at any time.  However, if you remove a schedule from a case that has already been established, the case will go back to a status of I- In-process if no other schedules are associated to the case.  If there are other schedules associated to this case, the case will remain in a status code of  S-Established.

To remove a schedule from a case, go back to the Case Detail Screen and select the “Schedule(s) tab.  On the bottom right hand side of your screen, the system provides the capability to scroll through all the inventory schedules associated to the case.  Scroll through the schedules until the appropriate schedule you wish to remove is displayed.  Click the “Remove Schedule” push button at the bottom of your screen.  You will receive a pop-up message asking “Are you sure you want to remove this schedule?”  Click yes.  The schedule will be removed from the case.  You will find the schedule on your “Inventory Workload” Screen in the status of S-Submitted.  You will need to Accept this schedule again before you can add it to another case.

Creating a Referral Case – PLCO Application

Once you have submitted (but not accepted) an inventory schedule (both schedules submitted by contractors on PCARSS and schedules input by the PLCO on PCARSS) the schedule can be put on a referral case

To create a referral case, click on the Referral button on the tool bar (eighth from right).

Click on Insert button

Enter your DoDAAC and press tab

Enter the four digit referral number or select “Next No” to automatically populate with the next available number and press tab

Click on OK

On the Referral tab, enter either the cognizant PLCO code or if you don’t know the assigned PLCO code, enter the DoDAAC.  The system will not let you enter both, if you enter the PLCO code, you can’t enter a DoDAAC (if you enter a DoDAAC after entering a PLCO code, your PLCO code will be removed).

Enter remarks for the referral (unless you have default remarks set up)

Click Save and then click Yes

Click the Schedule(s) tab

Click the Add Schedule push button at the bottom of the screen

Add Schedule to Referral box will appear

Select the schedule that you want to add to the referral and click OK (if you have additional schedules to add to the referral, click the Add Schedule button again and select the next schedule, schedules must be for the same contact and same location)

Either click on the referral tab and click the Establish Referral button at the bottom of the screen or go back to the Referral Workload screen, highlight the referral and click on the Establish Referral button at the bottom of the screen.  A message will popup asking “Do you want to establish this referral and send it to the cognizant PLCO?”, click Yes.

After you establish the referral, it will be on your Referral Workload screen in S status and it will have been submitted to the cognizant PLCO or DoDAAC that you identified when you entered the referral.  The schedules will be displayed on your Inventory Schedule Workload screen marked OR (outgoing referral) and will be displayed on the cognizant PLCO Inventory Schedule workload screen marked IR (incoming referral).

Creating a Case when you receive a referral –

When you receive an incoming referral, you must first accept the referral before you can accept the schedule and establish a case.  To do this, click on the Referral icon, find the referral number that you want to accept and click on it then click ok (or just double click on the referral number).

Click on Actions then click Accept Referral.

Once you do this, you can go to inventory schedules, add the screener rules to the schedule and accept the schedule.  Then you can go to Cases and create a case, add the referral schedule(s) to the case and establish the case (the same way you would for a schedule that you entered or received from a contractor).

Rejecting a Referral –

If you receive a referral that isn’t correct, you can reject it back to the referring PLCO.  To reject a referral, click on the referral icon then click on the referral you want to reject and click ok (or just double click on the referral number).

Click Actions then click Reject.

Enter the reason you’re rejecting the referral and click ok.  The referral will go back to the referring PLCO.  In order for the referring PLCO to reject the schedule back to the contractor, they will need to remove the schedule from the referral first and then reject the inventory schedule.

Closing a Referral –

When the cognizant PLCO closes their case, you will get an email notifying you that the case is closed so that you can close your referral.  You can either close the referral when you get the email or you can wait until you get the case file back.

To close your referral, go the Referral Workload screen and highlight the referral to be closed.

Click the Close Referral button at the bottom of the screen and the referral will be closed and move from your open referral screen to your closed referral screen.

Withdrawal – PLCO Application

Contractor Requests Withdrawal through PCARSS –

To view withdrawal requests from your contractors, click on the Final Disposition button on the tool bar (fourth from right).

Click on the radio button (circle) next to Contractor Requests Withdrawal

All cases and schedules with contractor requests for withdrawal pending will be displayed

Highlight the case you wish to look at and click on OK

Contractor’s withdrawal request will be displayed

To approve, click on the radio button next to Approve, then click the Save button on the tool bar, you will get a message Save disapproval and click on Save, message Save Successful.  When you approve the withdrawal, PCARSS will automatically enter disposal code WD under Final Dispositions for the withdrawn items/quantities if the items have ## disposition assigned.  If they don’t have ## disposition assigned, you will need to change the disposal code back to ## before you approve the withdrawal.

Contractor Requests to Withdraw Received Outside PCARSS (Letter from Contractor) –

Click on the Final Disposition button on the toolbar

Select the case you want to withdraw from by clicking on it then clicking OK

Enter disposal code WD for the schedule, line items or partial line items being withdrawn

To enter disposal code WD for the entire schedule, click on the arrow to the right of the Inventory Schedule Disp field, find WD and click on it, press tab then enter the reason for the withdrawal and click on save 

To enter disposal code WD for an individual line item, click on the arrow to the right of the PLCO disp field next to the item you want to withdraw.  Find WD and click on it, enter the reason for the withdrawal and click on save

To enter disposal code WD for a partial line item, highlight the item by clicking on it then click on the Split LI button at the bottom of the screen.  Enter the quantity to be withdrawn and press tab.  Click on the arrow to the right of the Disposition Type Cd field and click on WD, click on Save then click on Return to go back to the Final Disposition screen.

Document ID Lookup – PLCO Application

If you receive requisitions from GSA or DISA for items sent from PCARSS, they may have a Document ID number instead of your case number.  To match your case number to the Document ID number, do the following.

Click on Options then click on Document ID Lookup

Enter the Document ID number (14 digit number that has your Dodaac, a Julian date and a sequence number, for example - S0537A9007001B) and press tab

Click on the Search button at the bottom of the screen

Case and schedule information for that Document ID number will be displayed

To look up another number, enter the new Document ID number or if its similar to the one you just looked, edit that one and press tab then click on the Search button

Requisitions – PLCO Application

To enter a requisition received outside of PCARSS 

Hard copy requisitions received in the mail from GSA, DISA or other agencies must be entered into PCARSS so that they can be forwarded to the contractor.

Click on the Requisition button on the toolbar, sixth button from the right. 

Click on the Insert button on the toolbar.

Enter the requisition number (up to 14 digits with no blank spaces) and press tab.

Click the “OK” button.

Enter the activity’s name that is requisitioning the property and press tab.

Enter the point of contact at the activity requisitioning the property and press tab.

Enter the street address of the activity requisitioning the property and press tab.  

Enter the city of the activity requisitioning the property and press tab.

Enter the country of the activity requisitioning the property and press tab.

Enter the state of the activity requisitioning the property and press tab.

Enter the zip code of the activity requisitioning the property and press tab.

Enter the telephone number of the activity requisitioning the property and press tab.

Enter the extension of the activity requisitioning the property if applicable and press tab or press tab to skip this field.

Enter the fax number of the activity requisitioning the property and press tab.

Enter the email address of the POC at the activity requisitioning the property and press tab.

Enter the contractor’s name (contractor you are sending the requisition to) and press tab.

Enter the contractor’s point of contact and press tab.

Enter the contractor’s street address and press tab.

Enter the contractor’s city and press tab.

Enter the contractor’s country and press tab.

Enter the contractor’s state and press tab.

Enter the contractor’s zip code and press tab.

Enter the contractor’s telephone number and press tab.

Enter the contractor’s extension if applicable and press tab or press tab to skip this field.

Enter the contractor’s fax number and press tab.

Enter the contractor’s email address.

Click on the tab for Requisition Detail Page 2

If the Ship To address is the same as the From address (or almost the same), click on the Same button and the From address information will default.  If it’s not quite the same, you can then edit the fields that are different.  If the Ship To address is totally different, enter the information for the activity’s name, point of contact, street address, city, country, state, zip code, telephone number, extension (if applicable) fax number and email address pressing tab after each entry.

*Enter the Packing, Crating and Handling (PC&H) fund cite and press tab.

*Enter the Transportation fund cite and press tab.

*You must enter data in these fields so if you don’t have fund cites, type in the instructions for shipment from the requisition.  For example, PCH - pick up by State Agency, T – Call Ricardo at 714-222-2222 to make arrangements.

Enter date material requested in the format MM/DD/YYYY and press tab.

Enter the priority code and press tab.

Enter the authorizing officials name.

Click on the Save button on the toolbar and then click Yes to Save.  NOTE: If you are going to enter Edit Comments on the requisition, you must click Save first to save the requisition then enter the Edit Comments and click Save again.
Click on the Requisition Items Detail tab.

Click on the Add New Item(s) button at bottom of screen.

Select the Plant Clearance Case Number from the dropdown box for the item you want to add to the requisition and press tab.  If you want to add all of the available items on this case to the requisition, click the OK button now.  If not, continue on to select the schedule reference number.   

Select the reference number from the dropdown box and press tab.  If you want to add all of the available items on this schedule to the requisition, click the OK button now.  If not, continue on to select the individual line item number to add to the requisition.

Select the four digit line item number from the dropdown box and press tab. (line item 1 would be displayed as 0001).

Click on the “OK” button.

Data for item you selected will default on the screen.

The Quantity Requested and Quantity Issued fields are automatically populated with the Quantity associated to the line item.  These fields are editable.  

Other editable fields are Voucher Date, Voucher Number, Mode of Shipment, Date Shipped, *QAR Inspection, Bill of Lading, TCN, and Special Handling. 


*If the item is to be shipped rather than picked up, click on the QAR Inspection block and type Yes.  If the item is to be picked up type No.

Once you’ve updated the requisition, click on the Save button on the toolbar.

To add another schedule reference number or individual line item to the requisition, click on Add New Item(s) button and repeat the process.   Requisitions in PCARSS can only have items from one plant clearance case assigned to them.  If the requisition you received is for multiple cases, you will need to create a separate requisition for each case in PCARSS.

If you add an item by mistake and wish to delete it from the requistion, scroll through the line items on the bottom of your screen until the line item you wish to delete is displayed.  Click on the Delete Item button to remove it from the requisition.  You will get a message Are you sure you want to delete this line item? Click yes.

After entering all items, click on Actions then click on Submit.  You will receive a Submit Successful message.

Click on Actions again, then click on Approve Requisition. You will receive a pop-up message “Approve Successful! Make sure to issue final disposition instructions for this requisition” Click OK.

To send the requisition to the contractor, you will need to go to Final Dispositions and add issue the appropriate disposal code for the items on the requisition.  Refer to the Final Disposition instructions

To create a requisition for a DISA school donation and forward to DISA for approval

Follow the steps to create a requisition except on page 2 click the School Donation box and then identify the type of school you are donating the computer equipment to (for example - School K-12)

When you are finished creating the requisition and attaching the line items, click on Actions and then Submit to submit the requisition to DISA

DISA will send you an email approving the donation.  When you receive the email from DISA, go back into PCARSS and assign a disposal code of DO to the donated items and enter the requisition number to forward the requisition to the contractor

To approve a requisition received in PCARSS

Click on the Requisition button on the toolbar.

New requisitions received from screeners will be displayed with a status code of S.

Highlight the requisition you want to see and click on OK button at bottom of screen.

Review the requisition, if it’s ok and the item(s) are available, click on Actions then click on Approve Requisition.  You will get a message “Approve Successful! Make sure to issue final disposition instructions for this requisition”. Click OK.

If the item(s) aren’t available or the requisition isn’t ok, click on Actions then click on Reject Requisition.  Enter the reason for rejecting the requisition and click “OK”.  You will get a message “Requisition rejected and returned to initiator”. Click OK.

If you approved the requisition, you will need to go to Final Dispositions and add the appropriate disposal code for the items on the requisition in order to send the requisition to the contractor. 

To Forward Disposition Instructions with the Requisition  –

If the contractor isn’t using PCARSS, you will have to send a disposition letter and a hard copy of the requisition to them after entering the data into PCARSS.

Click on the Final Disposition button on the toolbar.

Select the case you want and then click on the OK button.

To issue disposition instructions for a single item with a requisition associated to it, select the appropriate disposal code in the “PLCO Disp” Dropdown box.  Disposal codes that must have a Requisition associated to it are:

DO = Donation

UA = Redistributed to Army Activity

UF = Redistributed to Air Force Activity

UG = Redistributed to Other DoD Activity

UN = Redistributed to NASA Activity

UO = Redistributed to Other Government Activity

UQ = Redistributed to Navy Activity

After you enter the correct disposal code, press tab two times or click on the Requistion number field to the right of your disposal code.  Enter the requisition number and then click save.  You will receive a Save Successful message.

If the requisition is for more than one item on the schedule but isn’t for the entire schedule, enter the disposal code and requisition number for each item on the requisition.  When finished, click the Save button on the toolbar, you will get a message Save Successful and Sent to Contractor.  Sale Actions must be Submitted via the Sales Screens.

If you are using the same disposal code and requisition number for all items on the case, you can enter your disposal code and requisition number one time only and have it default to all line items on the case.  Select the appropriate disposal code in the “By Case” field which is located directly above the PLCO disp field.  The system will automatically bring your cursor to the Requistion number field.  Enter your requisition number and press tab, all line items on the case will be updated with the disposal code and requisition number. 

If you are using the same disposal code and requisition number for all items on a particular schedule, you can enter your disposal code and requisition number one time only and have it default to all line items on the schedule.  Select the appropriate disposal code in the “By Schedule” field which is located to the right of the “By Case” field.  The system will automatically bring your cursor to the Requistion number field.  Enter your requisition number and press tab, all line items on the schedule will be updated with the disposal code and requisition number.  

If the requisition is for a partial quantity of one item, highlight the item by clicking the ## on the PLCO disp dropdown box for the line item you wish to split.  Click on the “Split Line Item” push button at the bottom of the screen.  

The “Split Line Item” pop-up box will be displayed.  Enter the correct quantity to be shipped in the the “Quantity to Split” field and click tab.  Enter the appropriate disposal code and then click save.  (If you know the disposal code for the remaining quantity on this line item, you can enter the remaining quantity and the disposal code now.  If not, click return.

They system will bring you back to the Final Disposition Screen.  Enter your requisition number next to the line item you just split and click Save on the toolbar.  You will receive a message “Save Successful and Sent to Contractor.  Sale Actions must be Submitted via the Sales Screens.”

When the contractor receives your disposition instructions and completes them, he will enter an X in the Actions Complete box.  He will also enter the date shipped and other pertinent information on the requisition.  This will let you know that the disposition action is complete.  If the contractor is not using PCARSS, when you receive their hard copy confirmation that disposition is complete, you can go into the requisition and enter the date shipped and any other pertinent information and then go into the Final Disposition screen and check the Action Complete box for each line item (click on the box to mark it).  The shipping information must be entered on the requisition first before you check Action Complete for the items.   

To do this, click on the Requisition button on the toolbar.

Click on the requisition you want to update to highlight it then click OK.

Go to Requisition Line Item Detail Page 3 by clicking on the tab

Enter the Quantity Issued and press tab

Enter the Voucher Date if applicable and press tab or press tab to skip (if entered, enter date without 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 (enter date without 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 on the Save button on the toolbar

Now go back to Final Disposition screen and mark action complete for the items that were shipped.

Disposition Actions Transfer to DRMO – PLCO Application

Click on Final Disposition icon

Highlight the case you want and click OK

Select Disposal Code PM or MO (may select at either the case, schedule or line item level)

System will automatically populate your screen with the Enter DRMO Address Information screen

Enter the DODAAC for the DRMO you will be using and press tab

Enter the DRMO Name and press tab

Enter the DRMO Point of Contact and press tab

*Enter the DRMO Mark For and press tab or just press tab to skip field

Enter the DRMO Street Address and press tab

Enter the DRMO City and press tab

Enter the DRMO State (required if country is US) and press tab

Enter the DRMO Zip Code and press tab

Enter the DRMO Phone Number and press tab

*Enter the DRMO Phone Ext and press tab or just press tab to skip

*Enter the DRMO Fax Number and press tab or just press tab to skip

*Enter the DRMO email and click OK or just click OK to skip

*Optional Fields

Once you click OK, you will go back to the Final Disposition screen and the system will generate the requisition number(s)

To print a copy, on the Final Disposition screen, click File, Print, Form, DD 1348

Disposition Actions – PLCO Application 

For Disposition Instructions to Abandon, Demil, Scrap with Proceeds to Overhead, Transfer to Storage Agreement, Return to Supplier or Purchase/Retain at Cost – 

Refer to separate instructions for Disposition Actions involving Sales and Requisitions. 
If the contractor isn’t using PCARSS, you will also have to send them a letter with your disposition instructions after entering the information into PCARSS.

Click on the Final Dispositions button on the toolbar (fourth from the right)

Select the case you want by clicking on it and then clicking on the OK button

To issue disposition instructions for single items, click on the arrow to the right of the PLCO Disp field and select the appropriate code by clicking on it.  Valid codes are –

AA = Abandon

DA = Demil – Destroy and Abandon Residual

DN = Destroy with no residual (includes hazardous waste disposal)

DS = Demil – Destroy and Scrap Residual

PR = Purchase or Retain at Full Acquisition Cost

RS = Return to Supplier

SO = Scrap Proceeds to Overhead

US = Transfer to Storage Agreement

WD = Withdraw from Schedule

If you are issuing the same disposition for the entire schedule, you can click on the arrow to the right of the Inventory Schedule Disp field and click on the appropriate code (this defaults the code to all items on the schedule).  If you are issuing the same disposition for the entire case, you can click on the arrow to the right of the Case Disp field and click on the appropriate code (this defaults the code to all items on the case).  If your disposition for the schedule or case is the same for almost all of the items, enter the disposal codes for the items that are different at the line item level then enter the code for the remaining items at either the Inventory Schedule Disp or Case Disp fields 

After entering the disposal codes at the line item, click on the Save button on the toolbar, you will get a message Save Successful, Click OK

After entering the disposal codes at either the schedule or case level, you will get a message saying - Update All Line Items, click Yes (the system will automatically save when you enter the disposal codes at the case or schedule level)

If you click on the wrong code, you can click on the arrow to the right of the field (at the line item level only) then click on the correct code to change it.

If you want to remove a disposal code, you can click on the arrow to the right of the field (at the line item level only) then click on the ## code.

To issue disposition instructions for a partial quantity of a line item, click on the item to highlight it, then click on the Split LI button at the bottom of the screen

Enter the quantity you are dispositioning and press tab

Click on the arrow to the right of the Disposition Type Cd field and click on the appropriate disposal code

Click on the Save button

You can further split the item by entering another quantity and disposal code then clicking Save

When finished, click the Return button to go back to the Final Disposition screen

When the contractor receives your disposition instructions and completes them, he will enter an X in the Actions Complete box.  This will let you know that the disposition action is complete.  If the contractor is not using PCARSS, when you receive their hard copy confirmation that disposition is complete, you can go into the Final Disposition screen and check the Action Complete box for the entire case, an entire schedule or for each individual line item (click on the box to mark it).  When all items on a case are marked action complete, the case is ready to close.

When entering disposition codes, you can also send the contractor specific written instructions by using the Remarks tab under Final Dispositions.  Click on the Remarks tab and enter your comments and click Save.

For items requiring a DD Form 1641, Disposal Determination, you can click on the DD 1641 Remarks tab to enter specific remarks on a DD 1641.  After completing your remarks, press Tab and then Save.  PCARSS will generate and print a DD 1641 with your remarks.  To print the form, click on File, Print, Form, DD 1641.  Then click on the Generate Form button at the bottom of the screen, then click on the Assign Codes button to enter the applicable codes on the form , click on the form under the column marked Code(s) and enter codes then press tab and then click print to print the form.

Sales – PLCO Application

To begin the sale process, click on the Sales button on the toolbar (fifth from the right)

Click on the Insert icon on the toolbar (fifth from the left)

Enter the DoDaac and press tab

Enter the four digit sale number (for example 0019, last digit is the year) and press tab or click on the “Next No” to populate the field with the next available sale number

Click OK

Enter the Commodity Type code, C=Commodity, H=Hazardous Material or M=Precious Metal/Critical Alloy or click on the arrow to the right of the field and select the appropriate code by clicking on it then press tab

Type the Commodity Code or click on the arrow to the right of the field and select the appropriate code by clicking on it.  If you know about what number you want, you can enter the first digit rather than going through the entire list (for example 9 to go to 90), press tab.

Enter the Sale Method by typing the first letter (for example I for Informal) or clicking on the arrow to the right of the field and clicking on the appropriate sale method, press tab

Enter the Sale Type by typing the first letter (for example S for Scrap) or clicking on the arrow to the right of the field and clicking on the appropriate sale type, press tab

Enter the contractor cage and press tab.  If you don’t know the cage, you can click on the Search button to the right of the contractor address fields then type the first 3 letters of the contractor’s name and press tab.  Click on Search button then click on the contractor you are looking for and click OK.

Click the Save button on the toolbar, you will get a message Save Successful, click OK

Click on the Final Disposition button on the toolbar (fourth from right)

Click on the schedule containing items you want to sell then click OK

Enter one of the Sale Disposal Codes at either the item, schedule or case level.  Valid codes are –

AU – Auction

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

NS – Negotiated Sale of Scrap items

NU – Negotiated Sale of Useable Items

NX – Negotiated Sale of Salvage Items

SS – Auction of Scrap Items

SU – Auction of Useable Items

SX – Auction of Salvage Items

To enter the disposal code at the line item level, click on the arrow to the right of the PLCO Disp field for the item you wish to sell then click on the appropriate disposal sale code, press tab twice and enter the four digit sale number then press tab again.  Enter the Dodaac and press tab.  Repeat this process for all individual items you wish to sell, then click on the Save button on the toolbar.

If you are selling all of the items on the schedule, click on the arrow to the right of the Inventory Schedule Disp field and click on the appropriate disposal sale code. Enter the four digit sale number and press tab then enter the Dodaac and press tab, all available items on the schedule will be updated automatically.  

If you are selling all of the items on the case, click on the arrow to the right of the Case Disp field and click on the appropriate sale disposal code.  Enter the four digit sale number and press tab then enter the Dodaac and press tab, all available items on the case will be updated automatically.  

This adds the items to the sale but doesn’t submit them to the contractor.  When you have entered disposal codes for all of the items that you want to be on this sale, you can go back to the Sale function and submit the sale to the contractor.  Before you do this, if you want to send the contractor a bidder list for this sale, while still on the Final Disposition screen, click on the Create Bidders button.  (You don’t have to send the contractor a bidder list if they maintain their own list.)

This brings up all bidders in the system for the commodity code you’ve selected for the sale.  You can use all of them by clicking on the Select All box on any of the bidder screens or you can select individual bidders by clicking on the Select Bidder box on the screen for the bidder you want to select.

You can also add your own bidders to the list by clicking on the Insert Bidder button

Enter at least the first three letters of the bidder’s name and click search.  You will get a list of bidders that match your criteria.  If the bidder you’re looking for is on the list, click on it then click OK.  If the bidder you’re looking for isn’t there, click on the Insert button and enter the bidder’s name then press tab.  Enter the bidder’s address and press tab, the bidder’s city and press tab, the bidder’s state and press tab twice, enter the bidder’s zip code and press tab, enter the bidder’s telephone number (no dashes) and press tab and enter the bidder’s telephone extension if applicable and press tab or press tab to skip the extension field then click OK. 

If the search criteria you entered doesn’t bring up any bidders, you will get a message No Records Found or Bidder has Already Bid on Lot.  Do you want to insert a new bidder?  You can still insert your bidder by clicking on Yes then enter the bidder address data as indicated in the preceding paragraph.

After you’ve added all the bidders, click on the Send KTR button to send the Bidder List to your contractor.  If your contractor isn’t using PCARSS, after you click on the Send KTR button, you can click on the Print List button to print a copy of the Bidder List for the contractor.

Now that you’ve added all the items to your sale and if necessary created a bidder list, you can go back to the Sale function and submit the sale to the contractor.

Click on the Sale button on the toolbar

Click on the Sale you wish to submit (it will be in status I) then click on the OK button at the bottom of the screen.  Click on Actions, then click on submit, you will get a message Submitted Successfully and sent to Contractor, click OK

The contractor will receive your sale disposition data and conduct the sale.  He will create lots for the sale in PCARSS and send you the bid information for each lot.  If the contractor isn’t using PCARSS, after submitting, you will have to enter the lot and bid information into the system as follows.

Click on the Sale button on the toolbar

Click on the sale you want and click Create Lot button at the bottom of the screen

Enter the lot number and press tab, you will receive a message asking you if you want to add this lot, click yes

You can add items to the lot four different ways –

In the Assign Remaining block, you can check the Sale block and click on the Assign button at the bottom of the screen and click Save, 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 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 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 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

NOTE:  If you want to split a quantity on a line item into different lots, click on the Quantity for the item, type in the desired quantity for the lot and then click the Assign button

Repeat this process if you have additional lots on the sale.  To add another lot number, just type the new lot number over the lot number currently displayed in the lot number field

Once you have created the lots, you can add the bids

Go back to the Sale Workload screen, highlight the sale and click OK

Click on the Assign Bidder button at the bottom of the screen

Click Assign Bidder button (again) on the Assign Bidder screen

To do a search, enter at least the first three digits of the bidders name and click Search

If the bidder you’re looking for comes up on the list, click on their name and then click OK to add them to the sale

If the bidder you’re looking for doesn’t come up, click on Insert and then enter the bidder’s name, address and phone number information and click Save

Once you’ve assigned a bidder to the sale, you can also enter their bid information.  To do this, click on the check box next to No Response to remove the check mark then enter the bid amount and press tab then click Save.

If the bidder didn’t respond to the sale, you can leave the No Response box checked and move onto the next bidder

If the bidder didn’t bid on a specific lot, you can leave the No Bid box checked for that lot

Continue this process until all bidders have been assigned and all bids entered

Click on the Previous (arrow pointing left) icon to go back to the Sale Authorization screen and click Actions and then click Submit

Now you will be able to award the sale, click the Award button at the bottom of the screen

You will be on the Sale Award tab, select the lot you want to award

To make the award, click on the Award Indicator box and click Save (all bids for the lot will be arranged in descending order)

Select your next lot and repeat until all lots have been awarded 

Click Actions and submit and then return to either the Sale Workload screen or the Sale Authorization screen to close the sale

Click on the Close Sale button and you will get a message asking Are you sure you want to close the Sale, click yes

If the contractor is using PCARSS, they will enter the lot and bid information into the system.  You will just need to go in and review the bids and make the awards.

When the contractor completes the sale action, they will put an X in the Action Complete box and send you the check and transfer documentation.

If the contractor isn’t using PCARSS, you will need to go to Final Dispositions and mark Action Complete boxes before you can close the case

Close Plant Clearance Cases – PLCO Application

After the Action Complete boxes have been checked for all items on the case, go to the Case Workload screen by clicking on the Cases icon

Click on the case to be closed and then click on the Close Case button at the bottom of the screen

You will get a Close Case window that displays the proceeds on the case and allows you to type remarks to be displayed on your Inventory Disposal Report.  If the proceeds displayed are not correct for the case, you can click in that block and change the proceeds to the correct amount.

After checking the proceeds and entering your remarks, click OK to close the case

You will get a message asking if you want to print the IDR, click yes to print a copy

After you close the case, the contractor will also be able to go into PCARSS and print a copy of the IDR 

Transfer Cases/Schedules/Referrals – PLCO Application

To transfer cases to another PLCO –

Click on the Transfers button on the toolbar (third from the right)

Click on the arrow to the right of the transfer from PLCO field to find your PLCO code.  You can enter the first letter of your code and keep pressing that letter till you find your code or enter the first letter of your code and use the arrow to scroll down to your code.  When your code is highlighted, press tab

Click on the arrow to the right of the transfer to PLCO field to find the PLCO code you wish to transfer the case(s) to.  You can enter the first letter of their code and keep pressing that letter till you find their code or enter the first letter of their code and use the arrow to scroll down to their code.  When their code is highlighted, press tab

Make sure the radio button next to Cases is highlighted, if it’s not, click on it

All of your cases will be displayed, highlight the cases or cases you want to transfer by clicking on them.  When they are all highlighted, click on the Save button on the toolbar, you will get a message Save Successful

To transfer schedules to another PLCO –

Click on the Transfers button on the toolbar (third from the right)

Click on the arrow to the right of the transfer from PLCO field to find your PLCO code.  You can enter the first letter of your code and keep pressing that letter till you find your code or enter the first letter of your code and use the arrow to scroll down to your code.  When your code is highlighted, press tab

Click on the arrow to the right of the transfer to PLCO field to find the PLCO code you wish to transfer the schedule(s) to.  You can enter the first letter of their code and keep pressing that letter till you find their code or enter the first letter of their code and use the arrow to scroll down to their code.  When their code is highlighted, press tab

Make sure the radio button next to Schedules is highlighted, if it’s not, click on it

All of your schedules that are not on cases will be displayed, highlight the schedule or schedules you want to transfer by clicking on them.  When they are all highlighted, click on the Save button on the toolbar, you will get a message Save Successful

To transfer Outgoing or Incoming Referrals to another PLCO –

Click on the Transfers button on the toolbar (third from the right)

Click on the arrow to the right of the transfer from PLCO field to find your PLCO code.  You can enter the first letter of your code and keep pressing that letter till you find your code or enter the first letter of your code and use the arrow to scroll down to your code.  When your code is highlighted, press tab

Click on the arrow to the right of the transfer to PLCO field to find the PLCO code you wish to transfer the schedule(s) to.  You can enter the first letter of their code and keep pressing that letter till you find their code or enter the first letter of their code and use the arrow to scroll down to their code.  When their code is highlighted, press tab

Make sure the radio button next to either Outgoing Referrals or Incoming Referrals is highlighted, if it’s not, click on it

All of your referrals will be displayed, highlight the referral(s) you want to transfer by clicking on them.  When they are all highlighted, click on the Save button on the toolbar, you will get a message Save Successful

NOTE:  You will use the transfer referral function only to transfer referrals to another PLCO in your office.  You no longer need to use the transfer function to send referrals to another PLCO.

User Defaults – PLCO Application –

Click on Options and click on User Defaults

System will default to the Initial Screen tab where you can select the function you want to appear when you first log onto PCARSS

If you select the Inventory Schedules tab, you can input prime contractor, first tier subcontractor, second tier subcontractor and location information.  Any data you enter in these fields will automatically be populated on the inventory schedule when you click Insert.

If you select the Requisition tab, you can enter the From address information, the To address information, the Ship To address information, PCH appropriations, T appropriations, Authorizing Official and Priority to default on a requisition.  Any data you enter on this screen will automatically populate your requisition when you click Insert.

If you select the Remarks tab, you can enter IDR remarks, SF 1423 remarks and DD 1640 remarks.  These remarks will default to every IDR, SF 1423 and/or DD 1640 you generate in PCARSS.

Key Field Maintenance – PLCO Application

You can change the Schedule Reference Number, Referral Number, Case Number, Requisition Number and the Sale Number using the Key Field Maintenance screen.  Click on Options and then Key Field Maintenance.

To make a change, type the existing number in the field on the left side of the screen then type the new number in the field on the right side of the screen and then click save

For example, to change a case number, type your existing case number then press tab and type the new case number (new case number must not currently exist in PCARSS) and then click Save

PLCO logon to WWW applications –

PLCO logons will now work on both the contractor and screener web applications

Log onto the PCARSS website (http://www.pcarss.dcma.mil/pcarss/) with your PLCO logon and password

You will be on the Select Application screen

If you want to look at a contractor workload, click on the Contractor radio button and then select the CAGE code you want to view and click OK

If you want to look at a screener workload, click on the Screener radio button and then select the DODAAC you want to view and click OK
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