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1 Overview

1.1  XE "PCARSS:about" \* MERGEFORMAT About PCARSS

The Plant Clearance Automated Reutilization Screening System (PCARSS) version 3.1 application automates the process for reporting, screening, requisitioning, and dispositioning excess government property located at contractor facilities. In short, PCARSS is used by government officials to screen excess property for reuse.

PCARSS allows:

· Screeners to search the database for available items, create requisitions, and check the status of current requisitions.

· Plant Clearance Officers (PLCOs) to review, accept, modify, or reject inventory schedules and requisitions, and issue shipping instructions to Contractors.

PCARSS 3.1 replaces the current client server system used by PLCOs as well as the Web Application for Contractors and Screeners.

All inventory schedules should be submitted to the PLCO via PCARSS upon contract completion, termination, or when property on the contract is no longer needed for performance on the contract.

Plant clearance guidance can be found in:

· FAR Part 45 and 52.245

· DFARS Part 245

· NASA FAR Supplement, Part 1845

· DoD 4160.21-M-1, Defense Demilitarization Manual

· DCMA Directive One

1.2  XE "PCARSS:users manual" \* MERGEFORMAT Organization of this Users Manual

This users manual is organized by user role and associated tasks. This helps you find the information relevant to your needs and tasks. It also can help you understand the tasks that others perform to support your objectives and how your role interacts with their tasks.

· Plant Clearance Officers (PLCOs) oversee all the functionality in PCARSS.

· Support Plant Clearance Officers (Support PLCOs) perform all the tasks of a designated PLCO with approval from the Administrator.

· Contractors create and submit inventory schedules of excess property located at their work sites. They also ship items, conduct sales, and complete final disposal actions as directed by the PLCO.

· Screeners search the database for available items and create and submit requisitions to the PLCO for approval.

· Read-only Screeners can only search for and view available items.

· Administrators can perform all of the PLCO tasks as well as edit and transfer other PLCOs' work.

· Quality Assurance Representatives (QARs) view and edit the inventory verification surveys submitted to them by PLCOs and Administrators.

To learn more information about the tasks specific to each role, see the topic User Roles and Tasks.

1.3  XE "Read-only Screener Role:tasks" \* MERGEFORMAT 

 XE "Read-only Screener Role" \* MERGEFORMAT 

 XE "Support PLCO role:tasks" \* MERGEFORMAT 

 XE "Support PLCO role" \* MERGEFORMAT 

 XE "Administrator role:tasks" \* MERGEFORMAT 

 XE "Administrator role" \* MERGEFORMAT 

 XE "Quality Assurance Representative role:tasks" \* MERGEFORMAT 

 XE "Quality Assurance Representative role" \* MERGEFORMAT 

 XE "Plant Clearance Officer role:tasks" \* MERGEFORMAT 

 XE "Plant Clearance Officer role" \* MERGEFORMAT 

 XE "Contractor role:tasks" \* MERGEFORMAT 

 XE "Contractor role" \* MERGEFORMAT 

 XE "Screener role:read-only" \* MERGEFORMAT 

 XE "Screener role:tasks" \* MERGEFORMAT 

 XE "Screener role" \* MERGEFORMAT 

 XE "user roles" \* MERGEFORMAT User Roles and Tasks

PCARSS supports seven user roles: the Plant Clearance Officer (PLCO), Support Plant Clearance Officer (Support PLCO), Contractor, Screener, Read-only Screener, Administrator, and Quality Assurance Representative (QAR) roles.

Available functions for each role are listed below.

1.3.1 Plant Clearance Officer Role

The Plant Clearance Officer role performs the following tasks in PCARSS:

· Generates and views reports

· May perform Screener tasks from the Property Screener Home Page

· May perform tasks on behalf of the Contractor, which include:

· Uploading flat files of inventory schedules and line items

· Creating new inventory schedules

· Copying existing inventory schedules

· Shipping dispositioned inventory

· Collecting proceeds for awarded sales

· Accepts and rejects inventory schedules

· Unaccepts inventory schedules

· Reviews inventory withdrawal requests

· Applies screener rules

· Creates and edits referrals

· Creates cases

· Transfers own cases to other PLCOs

· Transfers own inventory schedules to other PLCOs

· Edits and completes inventory verification surveys when necessary

· Establishes and re-establishes cases

· Closes and reopens cases

· Conducts the steps of the sales process, which are limited to:

· Creating a sales authorization and notifying the Contractor of it

· Managing lots

· Assigning bidders

· Conducting the sale

· Awarding the sale

· Dispositioning the sold inventory

· Reviews Screener-created requisitions, creates requisitions, and dispositions requisitioned items

· Issues final dispositions, either by group or by line item for inventory that has not been sold or requisitioned

· Issues shipping instructions to all items in the case workload

· Marks disposal actions complete

· Searches for items, inventory schedules, cases, and referrals within the PCARSS application and may edit the work assigned themselves

1.3.2 Support Plant Clearance Officer Role

The Support Plant Clearance Officer role performs the following tasks in PCARSS:

· Performs all the tasks of a designated PLCO with approval from the Administrator

· Submits a request to support a particular PLCO

1.3.3 Contractor Role

The Contractor role performs the following tasks in PCARSS:

· Uploads flat files of inventory schedules and line items

· Creates inventory schedules

· Copies existing inventory schedules

· Requests withdrawal of inventory schedules (PLCO must approve or disapprove request.)

· Conducts the steps of the sales process, which are limited to:

· Managing lots

· Assigning bidders

· Conducting the sale

· Collecting proceeds from the awarded bidder (PLCO awards the sale.)

· Ships dispositioned inventory

· Marks disposal actions complete

1.3.4 Screener Role

The Screener role performs the following tasks in PCARSS:

· Searches PCARSS for available items

· Creates and submits requisitions to the PLCO

· Creates alerts in order to receive notifications when desired items are available

1.3.5 Read-only Screener Role

The Read-only Screener performs the following tasks in PCARSS:

· Searches PCARSS for available items

· Creates alerts in order to receive notifications when desired items are available

1.3.6 Administrator Role

The Administrator performs the following tasks in PCARSS:

· Has all of the functionality of the PLCO

· Searches for items, inventory schedules, cases, referrals, requisitions, and sales within the PCARSS application and may edit the work of any PLCO

· Performs the mass transfer function to transfer all work from one PLCO to another

· Performs the case transfer function to transfer one or more cases from one PLCO to another

· Performs the inventory schedule transfer function to transfer one or more inventory schedules from one PLCO to another

· Manages Support PLCO requests; can approve, disapprove, or revoke a support request

1.3.7 Quality Assurance Representative Role

The QAR performs the following tasks in PCARSS:

· Views and completes inventory verification surveys

1.4  XE "PCARSS:processes" \* MERGEFORMAT PCARSS Processes

There are three main processes that support PCARSS: the Inventory Schedule, Case, and Referral processes.

A description of each process is listed below.

1.4.1 Inventory Schedule Process

· A Contractor or PLCO creates a draft of an inventory schedule and then submits it.

· If the schedule is not submitted using the PLCO's E-Mail address, the PLCO identified in the Contract Management Team application will receive the inventory schedule.

Next, one of three events may occur:

· The receiving PLCO accepts the inventory schedule. He or she will assign it to a case to begin the disposition process.

· The receiving PLCO assigns the inventory schedule to a referral and sends the referral to another PLCO.

· The receiving PLCO rejects the inventory schedule and sends it back to the Contractor who may update and resubmit it or simply delete it.

1.4.2 Case Process

· A PLCO creates a case, associates one or more inventory schedules with it, and then saves the case as a draft.

· The PLCO establishes the draft case and the case becomes active.

Next, one of three events may occur:

· A Screener performs an inventory search and finds the item(s) in the case. He or she creates a requisition for the item(s) and submits it to the PLCO for approval. The PLCO may approve the requested quantity and issue disposal instructions to the Contractor. The PLCO may also reject the requisition.

· The PLCO authorizes the Contractor to conduct a sale. Once the inventory is sold, the Contractor collects the proceeds from the awarded bidder and ships the inventory.

· If the items are neither requisitioned nor sold, the PLCO assigns a disposal code to dispose of the inventory and the Contractor performs the disposal per the PLCO's instruction.

· When all of the disposal actions are complete, the PLCO closes the case.

1.4.3 Referral Process

· A PLCO creates a referral and associates one or more submitted inventory schedules with it. He or she then submits it to another PLCO.

Next, one of two events may occur:

· The PLCO who receives the referral accepts it. The referral becomes a draft case, and the inventory schedules are accepted.

· The PLCO who receives the referral rejects it. He or she types the rejection reason and sends the referral back to the PLCO who created it.

1.5  XE "navigation elements" \* MERGEFORMAT Navigation Elements

The navigation elements of PCARSS help you find information and complete tasks efficiently.

The top left side of the page displays the DCMA logo and your name with a link (Figure 1).
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Figure 1: DCMA logo and user name link

If you click this link, your user information will appear in a pop-up window (Figure 2).
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Figure 2: User profile pop-up window

The menu bar that appears below your name provides links to functionality in PCARSS. Your user role determines the menu options that are displayed in the menu bar (Figure 3).
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Figure 3: Menu bar at top of page

The right side of the top of the page provides the following links (Figure 4).
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Figure 4: PCARSS icon and right-side menu options

Help: View the online help for PCARSS.

Feedback: Provide your comments for enhancements of PCARSS.

Exit: Close PCARSS and end your session.

The footer at the bottom of every page provides links to standard DCMA web sites (Figure 5).
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Figure 5: PCARSS Page Footer

Tabs, such as the Active tab, show records with a specific status. To see information under a tab, click the tab (Figure 6).
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Figure 6: Tabs, table, columns, and column headings

Each column in a table allows you to sort information in either ascending or descending order. To sort the information, click a column header. Click the column header again to sort the information in reverse order.

Some records on the pages display the [image: image8.png]


 icon, which allows you to open the file and make changes to the information.

On pages that display multiple records, the controls at the bottom of the table allow you to move to the first, previous, next, or last request. You may also use the drop-down list to select the sequence number of the requests you wish to see and click the Go button (Figure 7).
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Figure 7: First, previous, next, and last buttons

The following icons link to additional functionality:

	[image: image10.png]



	Opens a page where you may edit a record.
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	Opens a page where you may add a record.
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	Deletes a record.
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	Searches for information.
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	Displays a calendar that allows you to select a date. In any case where this icon appears, you can also type the date in the text box. Use the format DD MON YYYY (e.g., 01 JAN 2009).


2 Plant Clearance Officer Role

2.1  XE "Home Page:PLCO" \* MERGEFORMAT Viewing the Plant Clearance Officer Home Page

The Plant Clearance Officer Home Page appears when you log into the PCARSS application through IWAM or EWAM as a Plant Clearance Officer (Figure 8).
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Figure 8: Plant Clearance Officer Home Page

The following links appear on the menu bar:

· Home - Displays the Plant Clearance Officer Home page

· Inventory Schedules - Displays your Inventory Schedules Workload page

· Referrals - Displays your Referral Workload page

· Cases - Displays your Case Workload page

· Requisitions - Displays your Requisition Workload page

· Sales - Displays your Sales Workload page

· Contacts - Displays your contacts on the My Contacts page

· Transfers - Displays the Transfer Options page

· Reports - Displays the PCARSS Reporting Interface

· My Cart - Displays the inventory currently in your cart on the My Cart page

· Preferences - Displays your user preferences

The following tabs appear on the PLCO Home Page:

· Items Requiring your Attention - Items requiring your immediate attention appear under this tab. The number next to a category is the number of items requiring your attention in that category, and the count is updated based on your workloads. PCARSS will not display categories with a count of zero, and if all categories have a count of zero, this tab will not appear at all. The following categories may appear:

· Inventory Schedules (submitted for approval)

· Inventory Schedules (overdue)

· Inventory Schedules (withdrawal requests)

· Referrals (submitted for approval)

· Cases (IVS completed)

· Cases (overage or about to be overage)

· Requisitions (submitted for review)

· Sales (submitted for review)

· Tasks - The links under this tab allow you to perform different tasks. The following links appear:

· Create Inventory Schedule - Allows you to add a new inventory schedule

· Upload a Flat File - Allows you to upload a flat file with multiple inventory schedules

· Copy Existing Inventory Schedule - Allows you to choose and copy an existing inventory schedule

· Create a Case - Displays the Create Case page where you may type case information and select inventory schedules to associate with the case

· Create a Referral - Displays the Create a Referral page where you may type referral information and select inventory schedules to associate with the referral

· Perform Screener Role - Displays the Screener Home Page where you can perform Screener tasks

2.2  XE "searching:for inventory in PCARSS" \* MERGEFORMAT Searching Inventory

The PLCO and Administrator roles can view the inventory currently in PCARSS by clicking the [image: image16.png]


 search inventory link on the Home Page. The Search Inventory page appears (Figure 9).
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Figure 9: Search Inventory page

PLCOs can only search for work that is their own. Administrators can search for and modify the work of any PLCO.

To search for an item, type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory easier.

Once you have typed sufficient search criteria, click the Search button. The Property Search Results page appears (Figure 10).
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Figure 10: Property Search Results page

The search results are displayed at the line item level.

To view the case details, click the link on the case number. The View Case Details page appears.

To view the inventory schedule details, click the link on the schedule reference number. The View Inventory Schedule page appears.

To view the item details, click the link on the item number. The View Item page appears.

2.3  XE "Screener role:PLCO performing" \* MERGEFORMAT Performing Screener Tasks

The PLCO and Administrator roles have access to Screener functionality when they click the Perform Screener Role link on the Home Page. See the Screener Role chapter for more information on Screener tasks. Clicking the Perform Screener Role link will display the Property Screener Home Page (Figure 11).

[image: image19.png]HELP| FEEDBACK

PCARSS 3.1.0

Property Screener Home Page

Welcome to the Plant Clearance Automated Reutilization Screening System application. You may view your requisitions, search for
inventory, or create alerts to notify you of items as they become available. Use the links on the yellow menu bar above to help
navigate through your work.

Ttems Requiring Your Attention

Count
Active Requisitions
Draft Requisitions 1

Search Inventory
Create New alert

Links Privacy FOIA A




Figure 11: Property Screener Home page

You may click the Home link on the menu bar at any time to return to the Plant Clearance Officer or Administrator Home Page.

2.4  XE "flat file:uploading" \* MERGEFORMAT Uploading Flat Files

The upload flat file function allows you to upload multiple inventory schedules in one file. PLCOs, Administrators, and Contractors have the ability to upload flat files. You may upload flat files by clicking either the Upload a Flat File link on the Home Page or the [image: image20.png]


 upload flat file link on the Inventory Schedules Workload page. The Upload Flat File page appears (Figure 12).
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Figure 12: Upload Flat File page

To upload a flat file, do the following:

1. Click the Browse button to select the file you wish to upload. The file selection box appears. The flat file must be a text (.txt) file and be formatted according to the specifications provided in this users manual. See the topic PCARSS Flat File Instructions for the flat file specifications.

2. Click the Open button on the file selection box. The file name and path appear on the Upload Flat File page.

3. Click the Upload button. The flat file uploads and appears under the File Upload Status tab with Submitted status (Figure 13).
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Figure 13: File Upload Status tab on the Upload Flat File page

The flat file process runs every 15 minutes. While the process is running, the submitted flat file will have Pending status. Once the flat file process has finished, the flat file will have Processed status (Figure 14).
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Figure 14: Upload Flat File page with processed flat file

Once the flat file has been processed, you will be able to find your uploaded inventory schedules in the Inventory Schedules Workload under the Draft tab.

A flat file will be removed from the File Upload Status tab after 15 days.

To submit the uploaded inventory schedule, click the submit to PLCO link. See the topic Submitting a Draft Inventory Schedule.

To edit the inventory schedule details, click the edit link. See the topic Editing an Inventory Schedule or Line Item.

2.5 Editing Preferences

The Preferences page displays your address information that will be used whenever you generate a PDF in the PCARSS application. These PDFs include the DD-1641, Inventory Schedule Report, DD-1637, SF-1424, and the Requisition Report.

To view your preferences, click the Preferences link on the top menu bar. The View Preferences page appears (Figure 15).
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Figure 15: View Preferences

You may also modify your address at any time.

To modify your address, click the edit link on the View Preferences page. The Edit Preferences page appears (Figure 16).
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Figure 16: Edit Preferences page

When you are finished editing your address information, click the Save button. The View Preferences page will appear and display your changes.

2.6 Contacts

2.6.1  XE "contacts:deleting" \* MERGEFORMAT 

 XE "contacts:list of" \* MERGEFORMAT Managing your Contacts List

Every PLCO, Administrator, and Contractor has their own set of contacts that they maintain. The contacts listed on the My Contacts page are available to associate with the inventory schedules you create. See the topic Selecting Points of Contact for more information regarding the association of contacts with inventory schedules. Click the Contacts link on the menu bar to view your contacts list. The My Contacts page appears (Figure 17).
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Figure 17: My Contacts page

The following columns display information about each contact:

· Last Name

· First Name

· Contact Type (Authorizing Official, Location POC, Prime Contractor, or Subcontractor POC)

· CAGE

· E-Mail

· Phone Number

To add a new contact, click the [image: image27.png]


add contact link. See the topic Creating and Editing a Contact.

To edit an existing contact, click the [image: image28.png]


icon next to the contact you wish to edit. See the topic Creating and Editing a Contact.

To delete a contact, click the [image: image29.png]


 icon next to the contact you wish to delete. A pop-up message appears asking you to confirm the deletion. Click the OK button on the pop-up message. The contact no longer appears on the list.

2.6.2  XE "contacts:editing" \* MERGEFORMAT 

 XE "contacts:creating" \* MERGEFORMAT Creating and Editing a Contact

You can create new contacts to add to your contacts list on the My Contacts page, as well as edit the information for the contacts already on your list. See the topic Managing your Contacts List for more information about the purpose of the My Contacts page.

To add a new contact, do the following:

1. Click the [image: image30.png]


  add contact link on the My Contacts page. The Add Contact page appears (Figure 18).
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Figure 18: Add Contact page

2. Type the contact's E-Mail address in the E-Mail box and click the find link. If the contact is already in PCARSS, his or her information will appear in the remaining boxes, but the Contact Type box will remain blank. Select a contact type and go to Step 8.

If PCARSS could not find the contact, a message will appear saying that no contact could be found for that E-Mail address. You will need to type his or her contact information manually. Go to Step 3.

3. Type the contact's first name in the First Name box.

4. Type the contact's last name in the Last Name box.

5. Select the contact's type (Authorizing Official, Location POC, Prime Contractor, or Subcontractor POC) from the Contact Type drop-down list.

6. Type the contact's CAGE in the CAGE box.

7. Type the contact's phone number in the Phone Number box.

8. Click the Save Contact button. The My Contacts page appears and displays the new contact.

To edit a contact, do the following:

1. Click the [image: image32.png]


  icon next to the appropriate contact on the My Contacts page. The Edit Contact page appears (Figure 19). 
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Figure 19: Edit Contact page

2. Modify any necessary information. You cannot modify the E-Mail address.

To change the E-Mail address for the contact, you will need to delete the contact and re-add it using the new E-Mail address. Follow the steps for deleting an existing contact in the topic Managing your Contacts List.

3. Click the Save Contact button. The My Contacts page appears and displays the updated contact information.

2.7 Inventory Schedules

2.7.1  XE "workload:inventory schedule, PLCO" \* MERGEFORMAT 

 XE "inventory schedule:workload, PLCO" \* MERGEFORMAT Managing your Inventory Schedules Workload

PLCOs and Administrators may view the Inventory Schedules Workload by clicking the Inventory Schedules link on the menu bar or either of the following links on the Home Page:

· Inventory schedules submitted for your approval (only appears if you have an inventory schedule with Submitted status in the workload)

· Overdue submitted inventory schedules (only appears if you have an inventory schedule with Submitted status in the workload that is overdue)  

The Inventory Schedules Workload has three tabs: Active, Draft, and Inactive. The Active tab appears by default (Figure 20).

[image: image34.png]@ s;l;?l?alsﬁ\: Fenn PCARSS 3.2.0

Inventory Schedules Workload Schedule Stats || CASE ASSIGNED
Inventory Schedules that you have submitted and Inventory Schedules submitted [ —
for your review are shown below. To see more details, click on the Schedule -
Reference Number link. You may also search for or upload Inventory Schedules, Case No.
or create a new Inventory Schedule on behalf of the Contractor.

|Draft | Inactive ‘4 search schedules | & add |nvent0rv | & upload flat file |\ filter
[_Action | Schedule Reference Number [ __Case Number | __Case Established Date | __Submitted Date | ___ Status__]|
50513A-1210 17 Aug 2010 Case Assigned
/ 809117-0108 07 Feb 2008 231an 2008 Case Assigned
4 809117-0108 07 Feb 2008 05 Feb 2008 Case Assigned
4 809117-0108 07 Feb 2008 05 Feb 2008 Case Assigned
rd 809117-0519 24 Aug 2009 20 Aug 2009 Case Assigned
yd 50544A-0180 09 1ul 2010 Case Assigned
1-60f6 [ Go





Figure 20: Inventory Schedules Workload page, Active tab

The following columns display information about each inventory schedule under the Active tab:

· Schedule Reference Number: Displays the schedule reference number with a link to view the inventory schedule on the View Inventory Schedule page.

· Case Number: Displays the case number associated with the inventory schedule. This field remains blank if the inventory schedule is not assigned to a case.

· Case Established Date: Displays the date the case became active. This field remains blank if the inventory schedule is not assigned to an established case.

· Submitted Date: Displays the date the schedule was submitted to the PLCO.

· Status: Displays the status of the inventory schedule (Submitted, Accepted, Rejected if the schedule has been rejected for less than 60 days, Referred, Case Assigned, Disposition - Action Pending, or Disposition - Action Complete).

A submitted inventory schedule becomes overdue after 10 calendar days if it has not been accepted or rejected. When an inventory schedule becomes overdue, [Overdue] will appear in the schedule's status. For information on accepting or rejecting inventory schedules, see the topic Accepting or Rejecting an Inventory Schedule.

A rejected inventory schedule remains under the Active tab for 60 days after rejection. 

The Draft tab displays the inventory schedules that you have created and saved but not yet submitted (Figure 21).
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Figure 21: Inventory Schedules Workload page, Draft tab

The following columns display information about each inventory schedule under the Draft tab:

· Schedule Reference Number: Displays the schedule reference number with a link to view the inventory schedule on the View Inventory Schedule page.

· Case Number: Displays TBD because a draft inventory schedule cannot be assigned to a case.

· Case Established Date: Displays TBD because a draft inventory schedule cannot be assigned to a case.

· Submitted Date: Displays TBD because a draft inventory schedule has not been submitted to the PLCO.

· Status: Displays the status of the inventory schedule (Draft).

The Inactive tab displays the inventory schedules that have been closed within the past year (Figure 22).
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Figure 22: Inventory Schedules Workload page, Inactive tab

The following columns display information about each inventory schedule under the Inactive tab:

· Schedule Reference Number: Displays the schedule reference number with a link to view the inventory schedule on the View Inventory Schedule page.

· Case Number: Displays the case number associated with the inventory schedule.

· Case Established Date: Displays the date the case became active.

· Submitted Date: Displays the date the schedule was submitted to the PLCO.

· Status: Displays the status of the inventory schedule (Rejected if schedule has been rejected for over 60 days or Closed).

To search for an inventory schedule within the workload, select a status or type the schedule number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image37.png]


 filter link. All the tabs in this workload now display only the inventory schedules that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Schedule No. and Case No. boxes and click the [image: image38.png]


 filter link. The workload tabs now display all of your inventory schedules.

To edit the inventory schedule details, click the [image: image39.png]


 icon next to any inventory schedule where it appears. See the topic Editing an Inventory Schedule or Line Item.

To search for an inventory schedule, click the [image: image40.png]


 search schedules link. See the topic Searching for an Inventory Schedule.

To create an inventory schedule on behalf of a Contractor, click the [image: image41.png]


 add inventory link. See the topic Creating an Inventory Schedule.

To upload a flat file, click the [image: image42.png]


 upload flat file link. See the topic Uploading Flat Files.

2.7.2 Creating an Inventory Schedule

2.7.2.1 Entering the Schedule Reference Number

There are six steps in the process of creating an inventory schedule: Entering the schedule reference number, entering contract data, entering line items, selecting points of contact, and routing the inventory schedule.

A PLCO or Administrator may create an inventory schedule on behalf of a Contractor by clicking either the Create Inventory Schedule link on the Home Page or the [image: image43.png]


 add inventory link on the Inventory Schedules Workload page. The Add New Inventory Schedule page appears where you can enter the schedule reference number and set the prime CAGE (Figure 23). 
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Figure 23: Add New Inventory Schedule page

To enter the schedule reference number and prime CAGE, do the following:

1. Enter the prime CAGE for the inventory schedule in the Prime CAGE box.

2. Enter the reference number in the Reference Number box. This number can be in any format or length. Remember that the reference number you enter must be unique to the prime CAGE.

3. When finished, click the Save button. You have just created the schedule reference number. The schedule reference number will have the format CAGE-Reference Number (e.g., 55820-123456789). The Add New Inventory Schedule page will appear where you will enter the contract data for the inventory schedule. See the topic Entering Contract Data.

2.7.2.2  XE "line item:creating" \* MERGEFORMAT 

 XE "inventory schedule:entering contract data for" \* MERGEFORMAT Entering Contract Data

The Add New Inventory Schedule page allows you to type the basic contract information regarding the inventory schedule you are creating. You must provide information for all of the text boxes marked with an asterisk (*). The Add New Inventory Schedule page contains six sections: Contract Data, Prime Contractor Details, 1st-Tier Details, 2nd-Tier Details, Property Location Details, and Remarks. The Contract Data section is displayed at the top of the page (Figure 24).
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Figure 24: Basic Contract Data section

To type the contract data, do the following:

1. Type the contract number for the inventory schedule in the Contract Number box.

2. Select the contract type for the contract from the Contract Type drop-down list.

3. Type the alternate schedule reference number in the Alternate Schedule Reference Number box.

4. Type the 1st-Tier subcontract number in the 1st-Tier Subcontract Number box.

5. Type the 2nd-Tier subcontract number in the 2nd-Tier Subcontract Number box.

6. Type the termination docket number in the Termination Docket Number box. A termination docket number is required if the schedule is termination inventory.

7. Type the Product Covered By in the associated box.

8. Select whether or not the inventory schedule is termination inventory by clicking one of the Termination Inventory radio buttons. If you specify the schedule as termination inventory, a termination docket number is required.

9. Select whether or not the inventory schedule is a final schedule by clicking one of the Final Schedule radio buttons.

10. Select whether or not the inventory schedule will be on the scrap list by selecting one of the Scrap List radio buttons.

The Prime Contractor Details section is displayed below the Contract Data section. The contractor's name and address are already populated from the prime CAGE you entered when you created the schedule reference number (Figure 25).
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Figure 25: Prime Contractor Details section

To type the prime contractor details, do the following:

1. Type the PLCO code for the prime contractor in the PLCO Code box.

2. Type the name of the authorizing official for the prime contract in the Authorizing Official Name box.

3. Type the title of the authorizing official in the Authorizing Official Title box.

4. Type the name of the point of contact for the prime contract in the POC box.

5. Type the prime contractor POC's phone number and extension in the Phone boxes.

6. Type the prime contractor POC's fax number in the Fax box.

7. Type the prime contractor POC's E-Mail address in the E-Mail box.

The 1st-Tier Details section is displayed below the Prime Contractor Details section (Figure 26).
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Figure 26: 1st-Tier Details section
To type the 1st-Tier details, do the following:

1. Type the CAGE of the 1st-tier subcontractor in the CAGE box.

2. If you entered a CAGE, click the [image: image48.png]


  icon next to the CAGE text box. The page refreshes and the contractor name and address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the name of the 1st-tier subcontractor in the Contractor Name box.

4. Type the 1st-tier subcontractor's street address in the Address 1 and Address 2 boxes.

5. Type the name of the 1st-tier subcontractor's city in the City box.

6. Select the 1st-tier subcontractor's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the 1st-tier subcontractor's province in the Province box. A province is required if you select Canada for the country.

8. Type the 1st-tier subcontractor's ZIP code in the ZIP Code box.

9. Select the country of the 1st-tier subcontractor from the Country drop-down list.

10. Type the name of the point of contact for the 1st-tier subcontractor in the POC box.

11. Type the 1st-tier subcontractor POC's phone number and extension in the Phone boxes.

12. Type the 1st-tier subcontractor POC's fax number in the Fax box.

13. Type the 1st-tier subcontractor POC's E-Mail address in the E-Mail box.

The 2nd-Tier Details section is displayed below the 1st-Tier Details section (Figure 27).
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Figure 27: 2nd-Tier Details section 

To type the 2nd-Tier details, do the following:

1. Type the CAGE of the 2nd-tier subcontractor in the CAGE box.

2. If you entered a CAGE, click the [image: image50.png]


  icon next to the CAGE text box. The page refreshes and the contractor name and address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the name of the 2nd-tier subcontractor in the Contractor Name box.

4. Type the 2nd-tier subcontractor's street address in the Address 1 and Address 2 boxes.

5. Type the name of the 2nd-tier subcontractor's city in the City box.

6. Select the 2nd-tier subcontractor's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the 2nd-tier subcontractor's province in the Province box. A province is required if you select Canada for the country.

8. Type the 2nd-tier subcontractor's ZIP code in the ZIP Code box.

9. Select the country of the 2nd-tier subcontractor from the Country drop-down list.

10. Type the name of the point of contact for the 2nd-tier subcontractor in the POC box.

11. Type the 2nd-tier subcontractor POC's phone number and extension in the Phone boxes.

12. Type the 2nd-tier subcontractor POC's fax number in the Fax box.

13. Type the 2nd-tier subcontractor POC's E-Mail address in the E-Mail box.

The Property Location Details section is displayed below the 2nd-Tier Details section (Figure 28).
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Figure 28: Property Location Details section

To type the property location details, do the following:

1. Type the location CAGE for the property in the Location CAGE box.

2. If you entered a CAGE, click the [image: image52.png]


  icon next to the CAGE text box. The page refreshes and the address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the location of the property in the Location of Property box.

4. Type the street address of the property location on the Address 1 and Address 2 boxes.

5. Type the name of the city of the property location in the City box.

6. Select the property location's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the property location's province in the Province box. A province is required if you select Canada for the country.

8. Type the ZIP code for the property location from the ZIP Code box.

9. Select the country for the property location from the Country drop-down list.

10. Type the name of the property location point of contact in the POC box.

11. Type the property location POC's phone number and extension in the Phone boxes.

12. Type the property location POC's fax number in the Fax box.

13. Type the property location POC's E-Mail address in the E-Mail box.

The Remarks section is displayed at the bottom of the Add New Inventory Schedule page (Figure 29).
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Figure 29: Remarks section

To type remarks relevant to the new inventory schedule on behalf of the Contractor, use the Contractor Remarks box.

To type your remarks relevant to the new inventory schedule, use the PLCO Remarks box.

To continue to the Property Item Details page, click the Save and Continue button.

2.7.2.3  XE "inventory schedule:entering line items for" \* MERGEFORMAT Entering Line Items

The Property Item Details page allows you to type the details regarding each line item in the new inventory schedule (Figure 30). You must provide information for all of the text boxes marked with an asterisk (*).
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Figure 30: Property Item Details page

To type property item details, do the following:

1. Notice that the item you are creating was automatically given an item number. You are not able to change this number.

2. Click the [image: image55.png]


  icon, which appears next to the NSN and Part Number boxes, to look up item information using the WebFLIS service, or enter an NSN or Part Number in the appropriate box. See the topic Using the NSN/Part Number Lookup to look up an NSN or find items based on NSN or part number.

3. Type a description of the item in the Description box.

4. Type the available quantity of the item in the Quantity box.

5. Select the Federal Supply Class from the FSC drop-down list.

6. Type the National Stock Number (NSN) for the item and click the [image: image56.png]


  icon next to the NSN box. Alternatively, leave the NSN box blank and click the [image: image57.png]


  icon to look up the NSN and part number for the item.

7. Type the part number of the item in the Part Number box if it was not populated from the NSN/part number lookup and selection.

8. Select the source of the item (how you acquired it) from the Source drop-down list.

9. Type the Contractor ID in the Contractor ID box.

10. Type the amount of the contractor offer for the item in U.S. dollars in the Contractor Offer box. Use the format 19.99.

11. Select the Demil Code for the item from the Demil Code drop-down list if it was not populated from the NSN/part number lookup and selection.

12. Select the Hazardous Material Code for the item from the Hazardous Material Code drop-down list if it was not populated from the NSN/part number lookup and selection.

13. Select the Precious Metal Code for the item from the Precious Metal Code drop-down list if it was not populated from the NSN/part number lookup and selection.

14. Select the Controlled Inventory Item Code (CIIC) for the item from the CIIC drop-down list if it was not populated from the NSN/part number lookup and selection.

15. Select the Property Class for the item from the Property Class drop-down list.

16. Select the Property Subclass for the item from the Property Subclass drop-down list.

17. Select the Condition Code for the item from the Condition Code-drop-down list.

18. Type the Product Made By in the associated box.

19. Add a picture of the item. Click the Browse button next to the Picture box and select a file to add. Limit your file to 10 MB. The filename and path will appear in the box. It is recommended that you add the picture once you have successfully filled out all of the required fields. Receiving a warning message of any kind will clear the filename and path of the image from the Picture box. If your file did not upload successfully, however, you may try again by editing the line item.

20. Select a screener rule from the Screener Rule drop-down list. If the item does not require screening, set the value to 999 - No Screening.

21. Select whether or not the item is Reportable or Non-Reportable by selecting an option from the drop-down list.

22. Type a Unique Item Identifier (UII) in the UII box and click the [image: image58.png]


 icon to add it to the UIIs Selected box which appears below. Repeat for each UII. A UII cannot exceed 78 characters and the number of UIIs in the list must not exceed the total quantity of items. Click the [image: image59.png]


 icon next to the UIIs Selected list to remove UIIs.

23. Select a unit of measure for the item (e.g., Each, Cubic Centimeter, Bushel) from the Unit of Measure drop-down list.

24. Type the unit cost of the item in U.S. dollars in the Unit Cost box. Use the format 19.99.

25. Type the acquisition cost of the item in U.S. dollars in the Acquisition Cost box. Use the format 19.99. You may type the acquisition cost yourself or leave it blank. If left blank, PCARSS will calculate the acquisition cost as the unit cost multiplied by the quantity.

26. Check the Estimate box if this price is an estimate.

27. Type the estimated scrap proceeds in U.S. dollars in the Estimated Scrap proceeds box. Use the format 19.99.

28. Type the replacement cost of the item in U.S. dollars in the Replacement Cost box. Use the format 19.99.

29. Select whether or not this is a GSA sale by clicking one of the radio buttons.

30. Select whether or not this is an exchange sale by clicking one of the radio buttons.

31. Select whether or not a reimbursement is required by clicking one of the radio buttons. If reimbursement is required, then you must type the Fund Code and NASA Agency Location Code.

32. Type the reimbursement fund code in the Fund Code box. You will need a fund code if reimbursement is required for the item.

33. Type the NASA Agency Location Code for the item in the NASA Agency Location Code box. You will need a NASA Agency Code if reimbursement is required for the item.

34. Type the manufacturer's CAGE.

35. Type the manufacturer's name.

36. Type the item's manufacturer model name.

37. Type the item's manufacturer model number.

38. Type the item's manufacturer serial number.

39. Type the item's date of manufacture. Use the format DD Mon YYYY (e.g., 23 Sep 2008). Alternatively, click the [image: image60.png]


 icon to select the date from a calendar.

You must type the required information for at least one item before the inventory schedule can be submitted.

To continue to the Inventory Schedule Points of Contact page without adding more items, click the Save and Continue button.

To add another line item to the inventory schedule, click the Add Another Item button.

To copy this line item's data to be used for the next line item on the inventory schedule, click the Copy Item button. Note that UIIs on the line item will not be copied.

2.7.2.4  XE "NSN/Part Number Lookup" \* MERGEFORMAT 

 XE "line item:using NSN/Part Number Lookup" \* MERGEFORMAT 

 XE "inventory schedule:using NSN/Part Number Lookup" \* MERGEFORMAT Using the NSN/Part Number Lookup

When you type the NSN on the Property Item Details page, you must click the magnifying glass. PCARSS will look for a match in WebFLIS. If WebFLIS finds a match, it populates the Part Number, Demil Code, Precious Metal Code, Hazardous Material Code, and CIIC in their corresponding fields.

If PCARSS finds more than one match for the NSN you entered, you will be asked to resolve the conflict. The Resolve Multiple NSNs page appears (Figure 31).
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Figure 31: Resolve Multiple NSNs page

To select one of the items on the list, click the radio button next to the appropriate item and click the Save button.

To confirm that none of these items match the NSN you entered, click the No Selection button. You will not be prompted again resolve the conflict if you choose No Selection.

To skip making a selection at this time, click the Cancel button.

If you do not make an NSN selection or if there is a conflict, the multiple NSNs column on the Item Details on View Inventory Schedule page displays the word, Fix, with a link. You must do this before you can submit the inventory schedule.

If you do not have an NSN for the item you wish to lookup, click the [image: image62.png]


 icon, which appears next to the NSN and Part Number boxes, to look up item information using the WebFLIS service. The NSN/Part Number Lookup page appears (Figure 32).
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Figure 32: NSN/Part Number Lookup page

1. Type any combination of information in the remaining boxes. Part number searches must contain at least 3 alphanumeric characters, not including the * wild card entry. A CAGE is also required when performing a part number search. Part description searches may not contain more than 3 keywords.

2. Click the Submit button on the NSN/Part Number Lookup page. The NSN/Part Number Search Response page appears and displays a maximum of 200 results (Figure 33).
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Figure 33: NSN/Part Number Search Response page

3. Click the radio button next to an NSN to select it for the item.

4. Click the Select NSN button on the NSN/Part Number Search Response page. The Property Item Details page reappears. The NSN, Part Number, Demil Code, Precious Metal Code, Hazardous Material Code, and CIIC are populated in their corresponding fields.

To perform the NSN/Part Number search again, click the Search Again button on the NSN/Part Number Search Response page.

2.7.2.5  XE "contacts:associating to inventory schedule" \* MERGEFORMAT 

 XE "inventory schedule:selecting POCs for" \* MERGEFORMAT Selecting Points of Contact

You may select POCs and submit the inventory schedule from the Inventory Schedule Points of Contact page. Note that this step is not mandatory (Figure 34).
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Figure 34: Inventory Schedule Points of Contact page

All of your contacts are displayed under the Points of Contact tab and are available to associate with the inventory schedule. Check the box next to each POC you would like to associate with the inventory schedule.

The location information for the inventory is displayed under the Property Locations tab on this page.

To add a new contact, click the [image: image66.png]


 add new contact link. See the topic Creating and Editing a Contact.

To save the inventory schedule as a draft without submitting it, click the Save Schedule & Submit Later button.

To submit the inventory schedule, click the Save & Submit button. the Route Work to PLCO page appears. See the topic Routing the Inventory Schedule.

2.7.2.6  XE "inventory schedule:routing" \* MERGEFORMAT Routing the Inventory Schedule

When you click the Save & Submit button on the Inventory Schedule Points of Contact page, the Route Work to PLCO page appears (Figure 35).
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Figure 35: Route Work to PLCO page

The Route Work to PLCO page allows you to route the inventory schedule directly to a PLCO or an Administrator. Type the E-Mail address of the PLCO or Administrator to whom you wish to route the inventory schedule. You may also leave this field blank and route the inventory schedule to a PLCO based on CAGE cognizance in CMT.

2.7.3  XE "inventory schedule:copying" \* MERGEFORMAT Copying an Existing Inventory Schedule

PLCOs, Administrators, and Contractors can copy existing inventory schedules and their line items to create new inventory schedules. Copying an existing inventory schedule will take contract data and the selected line items (with the exception of the UII entries) from the existing inventory schedule to create a new draft inventory schedule.

To copy an inventory schedule, do the following:

1. Click the Copy Existing Inventory Schedule link on the Home Page. The Copy Inventory Schedule page appears and displays all the inventory schedules in your workload (Figure 36).
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Figure 36: Copy Inventory Schedule page

2. Click the Copy link next to any inventory schedule under the Active, Draft, or Inactive tabs. Note that inventory schedules under the Inactive tab will not be available to copy if it has been closed for over one year. The Add New Inventory Schedule page appears (Figure 37). 
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Figure 37: Add New Inventory Schedule page

3. Enter the prime CAGE for the inventory schedule in the Prime CAGE box.

4. Enter the reference number in the Reference Number box. This number can be in any format or length. Remember that the reference number you enter must be unique to the prime CAGE.

5. When finished, click the Save button. You have just created the schedule reference number. The schedule reference number will have the format CAGE-Reference Number (e.g., 55820-123456789). The Add New Inventory Schedule page will appear where you will enter the contract data for the inventory schedule. The Copy Line Item page appears (Figure 38).
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Figure 38: Copy Line Item page

6. Check the boxes next to the items you would like to copy. You may copy all, some, or none of the items. To copy all of the items, click the Select All check box.

7. Type the quantity you wish to have of each item you are copying.

8. Click the Save and Continue button to save the copied inventory schedule as a draft. PCARSS displays a warning message that the copy function does not copy the UIIs from the original line items.

9. Click the Close button on the warning message. The warning message clears and the View Inventory Schedule page appears, displaying the new inventory schedule. If you navigate away from this page, you may find the inventory schedule under the Draft tab of the Inventory Schedules Workload page.

To enter UIIs for the items in the schedule, edit the line items. See the topic Editing an Inventory Schedule or Line Item.

To submit the new inventory schedule, see the topic Submitting a Draft Inventory Schedule.

2.7.4  XE "inventory schedule:submitting a draft" \* MERGEFORMAT Submitting a Draft Inventory Schedule

An inventory schedule with Draft status has been created and saved but not yet submitted. You may submit a draft inventory schedule by doing the following:

1. Click the Inventory Schedules link on the menu bar to view your Inventory Schedules Workload.

2. Click the Draft tab to view a list of all your inventory schedules with Draft status.

3. Click the link on the schedule reference number for the inventory schedule you wish to submit. The View Inventory Schedule page appears (Figure 39).
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Figure 39: View Inventory Schedule page for a draft inventory schedule

4. Click the submit to PLCO link. The Route Work to PLCO page appears.

5. Type the E-Mail address of the PLCO to whom you wish to route the inventory schedule. You may leave this field blank and send the inventory schedule to a PLCO based on CAGE cognizance in the CMT.

To edit the inventory schedule details, click the edit link. The Edit Inventory Schedule page appears. See the topic Editing an Inventory Schedule or Line Item.

To add another line item to the inventory schedule, click the [image: image72.png]


 add line item link. The Create Line Item page appears. See the topic Entering Line Items for further information.

To add or change the POCs for the inventory schedule, click the Points of Contact tab. The Inventory Schedule Points of Contact page appears. See the topic Creating an Inventory Schedule for further information.

2.7.5  XE "inventory schedule:deleting" \* MERGEFORMAT Deleting an Inventory Schedule or Line Item

PLCOs and Administrators can delete inventory schedules and line items in Draft or Rejected status. Remember that once you delete an inventory schedule or line item, you will not be able to retrieve it.

To delete an inventory schedule, do the following:

1. Click the link on the schedule reference number of the inventory schedule you wish to delete. The View Inventory Schedule page appears (Figure 40).
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Figure 40: View Inventory Schedule page for a draft inventory schedule

2. Click the [image: image74.png]


  delete link on the View Inventory Schedule page. A pop-up window appears asking you to confirm the deletion.

3. Click the OK button on the pop-up window. The inventory schedule is deleted and no longer appears on your Inventory Schedules Workload page.

You can also delete an inventory schedule by clicking the [image: image75.png]


 icon on the Inventory Schedules Workload page, Draft tab.

To delete a line item, do the following:

1. From the View Inventory Schedule page, click the link on the item number for the item you wish to delete. The View Item page appears (Figure 41).
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Figure 41: View Item page

2. Click the [image: image77.png]


  delete link on the View Item page. A pop-up window appears asking you to confirm the deletion.

3. Click the OK button on the pop-up window. The line item is deleted from the schedule and no longer appears on the View Inventory Schedule page.

You can also delete a line item by clicking the [image: image78.png]


  icon on the View Inventory Schedule page, Line Items tab.

2.7.6  XE "inventory schedule:searching for" \* MERGEFORMAT Searching for an Inventory Schedule

PLCOs can search for any of their inventory schedules by clicking the [image: image79.png]


 search schedules link on the Inventory Schedules Workload page. The Search Inventory Schedules page appears (Figure 42).
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Figure 42: Search Inventory Schedules page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory schedule easier. Once you have typed sufficient search criteria, click the Search button. The Inventory Schedule Search Results page appears (Figure 43).
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Figure 43: Inventory Schedule Search Results page

Note that Administrators, unlike PLCOs, can search for and modify the work of any PLCO.

To view the inventory schedule details and line items associated with the inventory schedule, click the link on an inventory schedule number. See the topic Viewing Inventory Schedule and Line Item Details.

To make a copy of an inventory schedule, click the copy link next to the inventory schedule. See the topic Copying an Existing Inventory Schedule.

2.7.7  XE "line item:viewing details" \* MERGEFORMAT 

 XE "inventory schedule:reviewing" \* MERGEFORMAT 

 XE "inventory schedule:viewing details" \* MERGEFORMAT Viewing Inventory Schedule and Line Item Details

PLCOs and Administrators may view the details for any inventory schedule by clicking the link on the schedule reference number on the Inventory Schedules Workload page. The View Inventory Schedule page appears (Figure 44).
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Figure 44: View Inventory Schedule page

If your inventory schedule is part of a case or referral, the case or referral number will appear on this page with a link to view the case or referral, respectively.

To download the Disposal Determination Approval form, in a printable PDF format, click the [image: image83.png]


 DD-1641 link.

To download the inventory schedule in a printable PDF format, click the [image: image84.png]


 Inventory Schedule link. 

To accept or reject the inventory schedule, click the Accept or Reject buttons, which appear on the bottom of the View Inventory Schedule page for schedules with Submitted status only. See the topic Accepting or Rejecting an Inventory Schedule.
To edit an inventory schedule, click the edit link. See the topic Editing an Inventory Schedule or Line Item.

To add line items to an inventory schedule, click the [image: image85.png]


 add line item link on the View Inventory Schedule page. You may add items to a draft or rejected inventory schedule, or a submitted inventory schedule that is assigned to you. See the topic Entering Line Items for further information.

To change the screener rule, click the apply screener rule link, which appears on the View Inventory Schedule page for accepted inventory schedules. see the topic Applying the Screener Rule.

001 (WWW for 20 days, followed by GSA for 26 days) is the default screener rule applied to all items submitted on an inventory schedule. On the View Inventory Schedule page, click the link on the screener rule number to view a description of the screener rule in a pop-up window (Figure 45).
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Figure 45: Screener Rule Detail

To view the inventory schedule's history, click the view history link. The View Inventory Schedule History page appears, displaying all updates to the inventory schedule in chronological order (Figure 46).
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Figure 46: View Inventory Schedule History page

The Line Items and Points of Contact tabs at the bottom of the View Inventory Schedule page display the line items and POCs associated with the inventory schedule. The Line Items tab is displayed by default (Figure 47).
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Figure 47: Line Items tab

If an item has the DRMO disposition codes MO or PM, a PDF [image: image89.png]


 icon will display next to the item. Click this icon to generate the DD 1348-1 form to send the item to ETID. 

To view the item details, click the link on an item number on the View Inventory Schedule page. The View Item page appears (Figure 48).
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Figure 48: View Item page

To copy an existing line item on the inventory schedule to create another instance of that line item on the same schedule, click the [image: image91.png]


 copy link on the View Item page. You may copy items on a draft or rejected inventory schedule, or a submitted inventory schedule that is assigned to you.

To edit the line item, see the topic Editing an Inventory Schedule or Line Item.

To delete the line item, click the [image: image92.png]


 delete link. See the topic Deleting an Inventory Schedule or Line Item.

2.7.8  XE "line item:editing" \* MERGEFORMAT 

 XE "inventory schedule:editing" \* MERGEFORMAT Editing an Inventory Schedule or Line Item

PLCOs and Administrators have the ability to edit inventory schedules and line items.

2.7.8.1 Editing an Inventory Schedule

For inventory schedules in your workload, you may edit the inventory schedule details as long as the inventory schedule is NOT in Disposition - Action Complete or Closed statuses.

Administrators can edit the inventory schedules in any user's workload.

To edit an inventory schedule, do the following:

1. Click the [image: image93.png]


  icon next to the inventory schedule on the Inventory Schedules Workload page, or click the [image: image94.png]


 edit link on the View Inventory Schedule page. The Edit Inventory Schedule page appears (Figure 49).
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Figure 49: Edit Inventory Schedule page

2. Type or change the necessary information. You can change the contract number, 1st-tier subcontractor CAGE, 2nd-tier subcontractor CAGE, or location CAGE if the inventory schedule until the inventory schedule has been assigned to a case.

3. Click the Save button. Upon saving, the View Inventory Schedule page appears and displays the changes you made.

2.7.8.2 Editing a Line Item

For inventory schedules in your workload, you may edit the line item details as long as the inventory schedule is NOT in Disposition - Action Complete or Closed statuses.

Administrators can edit the line items in any user's workload.

To edit a line item, do the following:

1. Click the link on an item number that appears on the View Inventory Schedule page. The View Item page appears.

2. Click the [image: image96.png]


  edit link on the View Item page. The Update Item page appears (Figure 50).
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Figure 50: Update Item page

3. Type or change the necessary information. Required fields are marked with an asterisk (*). See the topic Entering Line Items for help filling out the Update Item page.

2.7.9  XE "inventory schedule:accepting" \* MERGEFORMAT 

 XE "inventory schedule:rejecting" \* MERGEFORMAT Accepting or Rejecting an Inventory Schedule

When a Contractor or PLCO submits an inventory schedule for review, the PLCO or Administrator must accept it or reject it. Once accepted, an inventory schedule may be assigned to a case or referral. You must accept or reject a submitted inventory schedule within 10 calendar days from the day you received it or it will become overdue.

To accept an inventory schedule, do the following:

1. Click the link on the schedule reference number for an inventory schedule with Submitted status. The View Inventory Schedule page appears with the Accept and Reject buttons at the bottom of the page (Figure 51).
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Figure 51: View Inventory Schedule page for a submitted inventory schedule

2. Click the Accept button. The Inventory Schedules Workload page appears with the Active tab displayed. The status of the inventory schedule is Accepted. After accepting the schedule, the PLCO will assign screener rules to the line items and assign the inventory schedule to a case or referral.

3. Note that the FSC must be populated for each item except those with the SS condition code before you can accept the schedule. If the Contractor did not enter the FSC for an item in the inventory schedule, an error message will appear prompting you to enter an FSC for that item.

To apply the FSC for an item, see the topic Applying an FSC Code.

To reject an inventory schedule, do the following:

1. Click the edit link on the View Inventory Schedule page. The Edit Inventory Schedule page appears.

2. Type comments regarding the rejection in the PLCO Remarks box and click the Save button. Rejection remarks are required for all rejected inventory schedules. The View Inventory Schedule page appears.

3. Click the Reject button. The rejected inventory schedule appears under the Active tab in the Inventory Schedules Workload.

To unaccept an inventory schedule, see the topic Unaccepting an Inventory Schedule.

To edit an inventory schedule or line item, see the topics Editing an Inventory Schedule or Line Item.

To apply a screener rule to an item, see the topic Applying the Screener Rule.

To withdraw a line item, see the topic Submitting a Withdrawal Request.

To create a case, see the topic Creating a Case.

To create a referral, see the topic Creating a Referral.

2.7.10 Applying an FSC Code

When a Contractor or PLCO submits an inventory schedule for review, the PLCO or Administrator must accept it or reject it. To accept the inventory schedule, every item, except those with the SS condition code, must first have an FSC code.

To view the submitted inventory schedule, click the link on the schedule reference number for an inventory schedule with Submitted status. The View Inventory Schedule page appears with the Accept and Reject buttons at the bottom of the page (Figure 52).
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Figure 52: View Inventory Schedule page for a submitted inventory schedule

To apply the FSC for one, some, or all of the line items, do the following:

1. Click the apply FSC code link. The FSC Code page appears (Figure 53).
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Figure 53: FSC Code page

2. Select an FSC from the drop-down list.

3. Check the boxes next to the items you wish to apply to that FSC. Check the Select All box to apply the selected FSC to all the line items in the inventory schedule.

4. Click the Apply button.

5. Repeat Steps 1-4 to apply another FSC to one, some, or all of the remaining line items. Once each item has an FSC, the inventory schedule can be accepted.

2.7.11  XE "inventory schedule:unaccepting" \* MERGEFORMAT Unaccepting an Inventory Schedule

When a Contractor or PLCO submits an inventory schedule for review, the PLCO or Administrator must accept it or reject it. Once in Accepted status, the PLCO or Administrator has the ability to unaccept the inventory schedule.

To unaccept an inventory schedule, do the following:

1. Click the link on the schedule reference number for an inventory schedule in Accepted status. The View Inventory Schedule page appears (Figure 54).
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Figure 54: View Inventory Schedule page

2. Click the unaccept link. The Inventory Schedules Workload page appears and the inventory schedule returns to Submitted status.

2.7.12  XE "screener rule:applying" \* MERGEFORMAT Applying the Screener Rule

Once an inventory schedule has been accepted, the PLCO or Administrator may modify the screener rule for the items on the schedule. All Contractor-submitted items are set to the default screener rule, 001 (WWW for 20 days, followed by GSA for 26 days). You will be able to modify the screener rule until the inventory schedule's status is Disposition - Action Complete.

To apply a screener rule to items in an accepted inventory schedule, do the following:

1. Click the apply screener rule link on the View Inventory Schedule page. The Screener Rule page appears (Figure 55).
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Figure 55: Screener Rule page

2. Select the appropriate screener rule by clicking one of the radio buttons. Remember that the inventory will not begin the screening period in accordance with the selected screener rule until it has been assigned to a case.

3. Check the box next to an item to apply the selected screener rule to that item. You may check one, some or, all of the items.

4. Click the Apply button to apply the screener rule to only the selected line items. If you wish to apply the selected screener rule to all of the line items in the inventory schedule at once, click the Apply to All button. The View Inventory Schedule page reappears and reflects the changes in the screener rule for the modified line items.

To apply the screener rule to an item that is already on an established case, do the following:

1. Select and open the case from the Case Workload page. The View Case Details page appears.

2. Click the [image: image103.png]


  edit link on the View Case Details page. The Edit Case page appears.

3. Remove the inventory schedule from the case.

4. Once removed from the case, the status of the inventory schedule will be Accepted. You can assign a new screener rule now, by following the steps provided in this topic.

5. When you have finished updating the screener rule, add the inventory schedule to a new case. See the topic Creating a Case.

6. Establish the new case. When the new case is established, the screening process will start.

2.7.13  XE "inventory schedule:reviewing withdrawal requests" \* MERGEFORMAT Reviewing Submitted Withdrawal Requests

When a Contractor withdraws an inventory schedule or line item, he or she initiates a request to remove the inventory from reutilization. The items requested for withdrawal become unavailable when the request is submitted, and will remain unavailable unless you disapprove the request.

To view the list of withdrawal requests submitted to you for review, click the Inventory Withdrawal Requests Submitted for your Acceptance link on the Home Page. This link will only appear if you have a withdrawal request awaiting your review. The Withdrawal Requests page appears (Figure 56).
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Figure 56: Withdrawal Requests page

To withdraw the requested inventory schedule or line items, do the following:

1. Click the link on the schedule reference number for the desired inventory schedule. The Withdraw Line Item page appears (Figure 57).
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Figure 57: Withdraw Line Item page

2. Click the link on the withdrawal comments to view the Contractor's or your comments regarding the inventory schedule's withdrawal. The comments appear in a pop-up window (Figure 58).
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Figure 58: Disposition Remarks pop-up window

3. Check the boxes next to the items you approve for withdrawal and click the Save and Continue button. If you are disapproving an item, leave the box unchecked and click the Save and Continue button. The Withdraw Line Item page displays the UIIs being withdrawn (Figure 59).
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Figure 59: Withdraw Line Item page

4. Click the Continue button on the Withdraw Line Item page. The Update Comments page appears (Figure 60).
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Figure 60: Update Comments page

5. Type any comments regarding the withdrawal request to send them in an E-Mail message to the Contractor who submitted the withdrawal request. If you do not type any comments, he or she will receive a blank E-Mail message.

6. Click the Update and Send E-Mail to Contractor button. Your comments will be sent in an E-Mail message. The withdrawn item(s) will have the disposition code WD - Withdrawn issued to them. If the entire inventory schedule was withdrawn, it will appear under the Active tab of the Inventory Schedules Workload with Disposition - Action Complete status.

2.7.14  XE "inventory schedule:resubmitting" \* MERGEFORMAT Resubmitting an Inventory Schedule

PLCOs, Administrators, and Contractors can resubmit inventory schedules in Withdrawn or Rejected status.

1. Click the link on the schedule reference number for the inventory schedule you wish to resubmit. The View Inventory Schedule page appears (Figure 61).
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Figure 61: View Inventory Schedule Details page for a withdrawn inventory schedule

2. Click the re-submit link. The Route to PLCO page appears.

3. Type the E-Mail address of the PLCO or Administrator to whom you wish to route the inventory schedule. You may leave this field blank and send the inventory schedule to a PLCO based on CAGE cognizance in the CMT.

To edit the inventory schedule details before you resubmit, click the edit link. The Edit Inventory Schedule page appears. See the topic Editing an Inventory Schedule or Line Item.

2.8 Referrals

2.8.1  XE "workload:referral" \* MERGEFORMAT 

 XE "referral:workload" \* MERGEFORMAT Managing your Referral Workload

A referral is a group of one or more submitted inventory schedules from the same prime contract, prime CAGE, tier-1 subcontract, tier-2 subcontract, and location CAGE that a PLCO or Administrator sends to another PLCO or Administrator for acceptance. When the receiver accepts the referral, the inventory schedules on it are automatically accepted and the referral becomes a draft case. The Referral Workload page lists the referrals that require your attention. PLCOs and Administrators may view the Referral Workload page by clicking the Referrals link on the menu bar or the Referrals Submitted for your approval link on the Home Page, which only appears if you have an active referral in your workload. The Referral Workload page is divided into two tabs: Incoming Referrals and Outgoing Referrals.

The Incoming Referrals tab displays the referrals that have been sent to you for work and appears by default (Figure 62).
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Figure 62: Referral Workload page, Incoming Referrals tab

Incoming referrals should be responded to within 10 calendar days. The following columns display information regarding incoming referrals:

· Referral Number: Displays the referral number, which is linked to the View Referral Details page.

· Referred By: Displays the E-Mail address of the person who created the referral.

· Date Referral Established: Displays the date the referral was sent.

· Contract Number: Displays the contract number for the inventory in the referral.

· Prime Contractor: Displays the prime contractor for the inventory in the referral.

· Status: Displays the status of the referral (Active - Action Required or Accepted).

Accepted referrals remain under the Incoming Referrals tab until you have closed the case.

The Outgoing Referrals tab displays the referrals you have created and sent out (Figure 63).
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Figure 63: Referral Workload page, Outgoing Referrals tab

The following columns display information regarding outgoing referrals:

· Referral Number: Displays the referral number, which is linked to the View Referral Details page.

· Referred To: Displays the E-Mail address of the person to whom the referral was sent.

· Date Referral Established: Displays the date the referral was sent.

· Contract Number: Displays the contract number for the inventory in the referral.

· Prime Contractor: Displays the prime contractor for the inventory in the referral.

· Status: Displays the status of the referral (Draft, Submitted, Accepted, Rejected, or Withdrawn).

Accepted referrals remain under the Outgoing Referrals tab until the case is closed by the accepting PLCO.

Referrals for closed cases stay in the workload for 60 days after closing.

To search for a referral within the workload, select a status or type the referral number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image112.png]


  filter link. All the tabs in this workload now display only the referrals that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Referral No. and Case No. boxes and click the [image: image113.png]


 filter link. The workload tabs now display all of your referrals.

To search for a referral, click the [image: image114.png]


 search link. See the topic Searching Referrals.

To create a new referral, click the [image: image115.png]


 add link. See the topic Creating a Referral.

2.8.2  XE "referral:withdrawing" \* MERGEFORMAT 

 XE "referral:rejecting" \* MERGEFORMAT 

 XE "referral:viewing details" \* MERGEFORMAT Accepting or Rejecting a Referral

PLCOs and Administrators may view referral details by clicking the link on a referral number. The View Referral Details page appears (Figure 64).
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Figure 64: View Referral Details page

The Accept and Reject buttons will appear on the View Referral Details page for incoming referrals that have not yet been reviewed. These referrals have the Active - Action Required status.

To accept a referral, do the following:

1. Click the Accept button. The Create a Referral Case Number page appears (Figure 65).
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Figure 65: View Referral Details page

2. Enter the case DoDAAC in the Case DoDAAC box.

3. Select the case type from the Case Type drop-down list.

4. Select whether or not inventory verification is required for the case.

5. Select whether or not the new case is reportable.

6. Enter your case remarks.

7. Click the Submit button.

The referral is now a draft case and exists in your Case Workload under the Draft tab. The inventory schedules attached to the referral have been moved to the Inventory Schedules Workload and will appear under the Active tab.

To establish the new draft case created from the referral, see the topic Establishing a Case.

To reject a referral, click the Reject button. The Reject Referral page appears (Figure 66).
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Figure 66: Reject Referral page

Type relevant comments regarding the rejection in the Rejection Remarks box. Click the Reject Referral button. The referral will disappear from the Incoming Referrals tab, but will remain on the Outgoing Referrals tab of the sender's workload with Rejected status.

To view the inventory schedule details or change the screener rule for items on the referral, click the link on the inventory schedule number. The View Inventory Schedule page appears where you may change the screener rule. See the topic Applying the Screener Rule.

2.8.3  XE "referral:establishing" \* MERGEFORMAT 

 XE "referral:deleting" \* MERGEFORMAT 

 XE "referral:creating" \* MERGEFORMAT Creating a Referral

PLCOs and Administrators may create a referral by clicking either the Create a Referral link on the PLCO Home Page or clicking the [image: image119.png]


 add referral link on the Referral Workload page. The Create a Referral page appears (Figure 67).
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Figure 67: Create a Referral page

On the Create a Referral page, you will type the referral details and select inventory schedules to associate with the referral. All submitted inventory schedules in your workload are available to associate with the referral.

To type referral details, do the following:

1. Notice that the name of the Refer from PLCO is already populated with your name and is not editable.

2. Type the referral DoDAAC in the Referral DoDAAC box. This DoDAAC will be used in the referral number.

3. Type the E-Mail address of the PLCO that will receive your referral.

4. Type remarks regarding the new referral in the Remarks box.

To select inventory schedules to associate with the referral, do the following:

1. Submitted inventory schedules available to associate with the referral are listed on the Create a Referral page. Check the box next to each inventory schedule you would like to associate with the new referral. The inventory schedules must have the same prime contract number, prime CAGE, tier-1 subcontract number, tier-2 subcontract number, and location CAGE.

2. Click the Save Draft and Continue button. The View Referral Details page appears (Figure 68).
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Figure 68: View Referral Details page

The referral is now saved as a draft and a referral number has been created. Referral numbers are automatically generated using the following format: Your DoDAAC followed by a dash, a 3 digit sequence number beginning with 001, the last digit of the current calendar year, and the letter R (e.g., S0544A-1658R). After sequence number 999 is used for a particular DoDAAC during a given year, the sequence number will be displayed as A01-A99, B01-B99, and so on.

The following links appear on the View Referral Details page for draft and rejected referrals: submit referral, [image: image122.png]


 edit, and [image: image123.png]


 delete. You must submit the referral before the creation process is complete.

To submit the referral, click the submit referral link. Submitting the referral will send it to the receiving PLCO as an active referral.

To edit the referral, click the [image: image124.png]


 edit link. See the topic Editing a Referral.

To delete the referral, click the [image: image125.png]


 delete link. A pop-up message will appear asking you to confirm the deletion. Click the OK button on the pop-up window. The referral is deleted from your workload.

2.8.4  XE "referral:editing" \* MERGEFORMAT Editing a Referral

You can edit a referral as long as it is in draft status. Once it has been submitted, you can no longer edit it.

To edit a referral, do the following:

1. From the Referral Workload page, Outgoing tab, click the link on the referral number for a draft referral. The View Referral Details page appears.

2. Click the [image: image126.png]


  edit link on the View Referral Details page. The Edit Referral page appears (Figure 69).

[image: image127.png]HELP| FEEDBACK EXIT

PCARSS 3.0.3 | I

Edit Referral

Update the referral information below and associate inventory schedules.
Referral Details
Refer from PLCO  Frederick Whitney
"Refer to JanetBryant@DCMAMIL

Remarks cemarks

Inventory Schedules available to associate ...

| | Contract Number :(hedule Reference Number Date Accepted | Total Acquisition Amount Total llems

1111111111111 1111 11111-0908-0001 $1,253,035.97

Traini

I ———





Figure 69: Edit Referral page

3. Modify the necessary information on the referral. Inventory schedules available to associate are listed on this page. You may also remove inventory schedules from the referral, but remember that you need at least one inventory schedule on the referral to submit it.

4. Click the Save button when finished. The View Referral Details page appears and displays your changes.

2.8.5 Withdrawing a Referral

You can withdraw a referral as long as it is in Submitted status. Once the referral has been accepted, you may no longer withdraw it.

To withdraw the referral, do the following:

1. From the Referral Workload page, Outgoing tab, click the link on the referral number for a submitted referral. The View Referral Details page appears (Figure 70).
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Figure 70: View Referral Details page 

2. Click the withdraw link. The referral is withdrawn and will appear under the Outgoing Referrals tab with Withdrawn status. All inventory schedules associated with the referral will be available to associate with another case or referral.

2.8.6  XE "searching:for a referral" \* MERGEFORMAT Searching for a Referral

PLCOs can search for any of their referrals by clicking the [image: image129.png]


 search referrals link on the Referral Workload page. The Search Referrals page appears (Figure 71).
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Figure 71: Search Referrals page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the referral easier. Once you have typed sufficient search criteria, click the Search button. The Referral Search Results page appears (Figure 72).
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Figure 72: Referral Search Results page

Note that Administrators, unlike PLCOs, can search for and modify the work of any PLCO. Click the link on a referral number to view the referral details. See the topic Viewing a Referral.

2.9 Cases

2.9.1  XE "workload:case" \* MERGEFORMAT 

 XE "case:workload" \* MERGEFORMAT Managing your Case Workload

A case is a group of one or more accepted inventory schedules from the same prime contract, prime CAGE, tier-1 subcontract, tier-2 subcontract, and location CAGE. PLCOs and Administrators have the ability to create cases and choose the inventory schedules to associate with them. Before items in an inventory schedule can be requisitioned, sold, or dispositioned, the inventory schedule must be assigned to a case.

PLCOs and Administrators can view the Case Workload page by clicking the Cases link on the menu bar.

The Case Workload page is divided into three tabs: Active, Draft, and Inactive. The Active tab appears by default (Figure 73).
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Figure 73: Case Workload page, Active tab

The following columns display information about each case under the Active tab:

· Case Number: Displays the case number with a link to the View Case Details page.

· Case Established Date: Displays the date the case became active. Cases become overage 200 days after being established if they have not yet been closed.

· Contract Number: Displays the contract number for the inventory in the case.

· Prime Contractor: Displays the prime contractor for the inventory in the case.

· Status: Displays the status of the case (Established, Established [disposition required], Screening Complete, or Screening Complete [disposition required]). If a case is overage, the case status appears with the word, [overage].

The Draft tab displays the cases you have created and saved but not yet established (Figure 74).
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Figure 74: Case Workload page, Draft tab

The following columns display information about each case under the Draft tab:

· Case Number: Displays the case number with a link to the View Case Details page.

· Case Established Date: Does not appear for draft cases because a draft case has not yet been established.

· Contract Number: Displays the contract number for the inventory in the case.

· Prime Contractor: Displays the prime contractor for the inventory in the case.

· Status: Displays the status of the case (Draft).

Click the [image: image134.png]


  icon next to a case to delete a case. See the topic Deleting a Case.

The Inactive tab appears when you click the tab and displays your withdrawn and closed cases. Cases drop from the Inactive tab 60 days after their closing date (Figure 75).
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Figure 75: Case Workload page, Inactive tab

The following information appears for each inventory schedule under the Inactive tab:

· Case Number: Displays the case number with a link to the View Case Details page.

· Case Established Date: Displays the date the case became active.

· Contract Number: Displays the contract number for the inventory in the case.

· Prime Contractor: Displays the prime contractor for the inventory in the case.

· Status: Displays the status of the case (Withdrawn or Closed).

To search for a case within the workload, select a status or type the DoDAAC and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image136.png]


  filter link. All the tabs in this workload now display only the cases that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the DoDAAC and Case No. boxes and click the [image: image137.png]


 filter link. The workload tabs now display all of your cases.

To edit the case details, click the [image: image138.png]


 icon. See the topic Editing a Case.

To view the Request for Plant Clearance (DD-1637) report for the case, click the [image: image139.png]


  icon.

To search for a case, click the [image: image140.png]


 search cases link. See the topic Searching for a Case.

To create a case, click the [image: image141.png]


 add case link. See the topic Creating a Case.

2.9.2  XE "case:creating" \* MERGEFORMAT Creating a Case

PLCOs and Administrators associate accepted inventory schedules with cases so that the items in the inventory schedules may be screened, requisitioned, or sold, then dispositioned.

To create a case, click either the Create a Case link on the Home Page or click the [image: image142.png]


 add case link on the Case Workload page. The Create Case page appears (Figure 76).
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Figure 76: Create Case page

To specify the case details, do the following:

1. Enter the Case DoDAAC in the Case DoDAAC box.

2. Select a case type from the drop-down list (Other, Section 2 Contract, or Termination).

3. Select whether inventory verification is required or not by clicking one of the radio buttons.

4. Select whether the case is reportable or not by clicking one of the radio buttons.

5. Type any relevant comments in the Remarks box.

6. Check the boxes next to the inventory schedules you wish to assign to the case. All the accepted inventory schedules in your workload not currently assigned to a case will be available to associate with the new case. At least one inventory schedule must be selected to proceed create the case. All of the schedules you add to the case must have the same prime contract number, prime CAGE, tier-1 subcontract number, tier-2 subcontract number, and location CAGE.

Click the Save Draft and Continue button. The View Case Details page appears (Figure 77).
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Figure 77: View Case Details page for a draft case

The case has been created and saved as a draft. It has not yet been established, so it appears under the Draft tab in your Case Workload. A case number has been generated automatically for the new case. Case numbers are based on the following format: Your DoDAAC followed by a dash, a 3 digit sequence number beginning with 001, and the last digit of the current calendar year (e.g., S0544A-1658). After sequence number 999 is used for a particular DoDAAC during a given year, the sequence number will be displayed as A01-A99, B01-B99, and so on.

The following links appear on the View Case Details page for a draft case:

· [image: image145.png]


edit: Displays the Edit Case page. See the topic Editing a Case.

· [image: image146.png]


delete: Deletes the case. See the topic Deleting a Case.

· transfer: Displays the Transfer Case page where you may transfer the case to another PLCO or Administrator. See the topic Transferring a Case.

· establish case: Displays the Edit Case Agency page where you select the agency or department to associate with the case. Establishing a case moves the case to the Active tab of the Case Workload. See the topic Establishing a Case.

2.9.3  XE "case:establishing" \* MERGEFORMAT Establishing a Case

Establishing a case removes the case from Draft status and makes it active. Establishing a case makes the inventory in the case available for screening and disposition. From the View Case Details page for a case in Draft status, click the establish case link. The Edit Case Agency page appears (Figure 78).
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Figure 78: Edit Case Agency page

Select an agency-department from the drop-down list to associate with the case.

Click the Submit button. The View Case Details page appears and the agency-department you selected is displayed. The disposition link appears in place of the establish case link, and the items associated with the case are now available for screening and disposition. The status of the case becomes Established [disposition required].

Once a case is established, the overage date is visible on the View Case Details page. The case needs to be closed within 200 days after it is established; otherwise, the case will become overage.

2.9.4  XE "case:viewing details" \* MERGEFORMAT Viewing Case Details

PLCOs and Administrators may view the details for any case by clicking the link on the case number on the Case Workload page. The View Case Details page appears (Figure 79).
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Figure 79: View Case Details page

The View Case Details page displays information regarding the case, as well as the inventory schedules associated with the case. Click the link on a schedule number to view the details of an inventory schedule on the View Inventory Schedule page. See the topic Viewing Inventory Schedule and Line Item Details.

To view the case history, click the view history link. The View Case History page appears, displaying all updates to the case in chronological order. Click the Return button on the View Case History page to return to the View Case Details page (Figure 80).
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Figure 80: View Case History page

The overage date appears on the View Case Details page and displays the date the case becomes overage. If the case is already overage, the words "needs input" appear next to the Overage Reason field. You will need to select an overage reason for overage cases.

To select an overage reason, see the topic Editing a Case. Once selected, the overage reason is displayed on the View Case Details page in the Overage Reason field.

The Withdrawal Reason and the Reopen Remarks appear on the View Case Details page if the case was withdrawn or reopened at any point during the case history. If the case originated as a referral, the referral number will also appear on the View Case Details page.   

2.9.5  XE "searching:for a case" \* MERGEFORMAT Searching for a Case

PLCOs can search for any of their cases by clicking the [image: image150.png]


 search cases link on the Case Workload page. The Search Cases page appears (Figure 81).
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Figure 81: Search Cases page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the case easier. Once you have typed sufficient search criteria, click the Search button. The Case Search Results page appears (Figure 82).
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Figure 82: Case Search Results page

Note that Administrators, unlike PLCOs, can search for and modify the work of any PLCO. Click the link on a case number to view the case information and inventory schedules associated with the case. See the topic Viewing Case Details for more information.

2.9.6  XE "case:editing" \* MERGEFORMAT Editing a Case

PLCOs and Administrators may edit the cases in their case workloads during any status except for Closed status.

To edit a case, do the following:

1. Click the [image: image153.png]


  edit link on the View Case Details page. The Edit Case page appears (Figure 83).
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Figure 83: Edit Case page

2. Edit any information under the Case Details tab that you wish to update.

To remove an inventory schedule from the case, uncheck the boxes next to the schedules you wish to detach from the case. No items on the inventory schedule can have a disposition code, requisition, or sale associated with it.

Once an inventory schedule is detached from the case, the inventory schedule will go back to Accepted status and will be available to assign to another case.

If you remove ALL the inventory schedules from the case, the case will revert to Draft status, and you will need to add inventory schedules and establish the case again. See the topic Establishing a Case.

To add an inventory schedule to the case, check the box by the schedule. Inventory schedules in your workload that have Accepted status and the same prime contract number, prime CAGE, tier-1 subcontract number, tier-2 subcontract number, and location CAGE as those already on the case appear on the list of schedules available to associate.

3. Click the Submit button to finish editing the case.

The status for an overage case on the Case Workload page appears with the word "overage." Also, the words "needs input" appear beneath the overage date on the View Case Details page for that case. For an overage case, a drop-down list is available on the Edit Case page where you are required to select an overage reason. An overage case cannot be closed until you select an overage reason.

To select an overage reason, do the following:

1. Click the [image: image155.png]


  edit link on the View Case Details page for the overage case. The Edit Case page appears and a drop-down list where you may select an overage reason is available.

2. Select an appropriate overage reason and click the Submit button.

3. The View Case Details page appears and displays the overage reason you selected.

2.9.7  XE "case:withdrawing" \* MERGEFORMAT Withdrawing a Case

The PLCO or Administrator can withdraw a case unless any inventory schedule on the case has a disposition code other than WD - Withdrawn, a requisition, or a sale associated with it.

To withdraw a case, do the following:

1. Click the withdraw link on the View Case Details page. The Withdraw Case Comments page appears (Figure 84).
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Figure 84: Withdraw Case Comments page

2. Type your comments regarding the withdrawal.

3. Click the Submit button. These comments will appear on the View Case Details page in the Withdrawal Reason field.

Items assigned to the withdrawn case will go to WD - Withdrawn status. The withdrawn case can be found under the Inactive tab on the Case Workload page with Withdrawn status and may be reestablished. Inventory schedules on the case will go to Closed status.

To re-establish a case, see the topic Re-establishing a Case.

2.9.8  XE "case:re-establishing" \* MERGEFORMAT Re-establishing a Case

Re-establishing applies to cases that have been withdrawn. After a case is withdrawn, it has Withdrawn status and appears under the Inactive tab of the Case Workload page.

To re-establish a case, do the following:

1. Click the re-establish link on the View Case details page for a withdrawn case. The Re-establish Case Comments page appears (Figure 85).
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Figure 85: Re-establish Case Comments page

2. Type comments in reference to re-establishing the case.

3. Click the Submit button. The View Case Details page appears and displays the re-establish comments in the Reopen Remarks field. The status of the case returns to Established, and while the disposition codes on each item remain WD - Withdrawn, you can remove this status to perform a different disposition. Likewise, the inventory schedules on the case go to Disposition - Action Complete status, and move to the Active tab of the Inventory Schedules Workload.

The case keeps its original established date. Once a case is established, the overage date is visible on the View Case Details page. The case needs to be closed within 200 days after it is established; otherwise, the case will become overage.

2.9.9  XE "case:deleting" \* MERGEFORMAT Deleting a Case

PLCOs and Administrators may only delete cases in Draft status. Remember that once you delete a case, you will not be able to retrieve it.

To delete a case, do the following:

1. Click the case number for the case you wish to delete. The View Case Details page appears (Figure 86).
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Figure 86: View Case Details page

2. Click the delete link on the View Case Details page. The case is deleted and no longer appears on your Case Workload page. Any inventory schedules previously associated with the deleted case will be available to associate with a new case.

You may also delete a case directly from the Draft tab of the Case Workload by clicking the [image: image159.png]


  icon next to the case. PCARSS displays a pop-up window asking you to confirm the deletion. Click the OK button on the pop-up window. The case is deleted and no longer appears on your Case Workload page.

2.9.10  XE "inventory verification survey:editing" \* MERGEFORMAT Completing an Inventory Verification Survey

If the completion of an inventory verification survey is required for a case, the PLCO or Administrator will not be able to close the case until the survey is completed. The PLCO or Administrator may complete the survey or send it to the Quality Assurance Representative for completion. You may not begin the inventory survey process until the case has been established.

To complete an inventory verification survey for a case, do the following:

1. Click the verification survey link on the View Case Details page. The Create Inventory Verification Survey page appears (Figure 87).
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Figure 87: Create Inventory Verification Survey page

2. Answer the questions in the Technical Verification section. An asterisk (*) next to an answer denotes that if you choose that answer, you must provide a comment regarding it in the Surveyor Remarks box at the bottom of the page.

3. Check the Completion of this section is required check box at the top of the Termination Inventory section if answers to the questions in the Termination Inventory section are required. When this box is checked, the answers to the questions in this section become available for selection. The Date of Notice box also becomes available with the [image: image161.png]


 icon next to it. Use the format DD Mon YYYY to type a date in the Date of Notice box, or click the [image: image162.png]


  icon to select the date from a calendar.

To view the inventory schedule and line item details, click the links on the inventory schedule number and line item numbers respectively.

To save the survey as a draft and work on it again later, click the Save Draft button. A saved survey draft is editable, but submitted and complete surveys are read-only.

To send the survey to a Quality Assurance Representative (QAR) for completion, click the Send E-Mail to Surveyor button. The E-Mail to Surveyor page appears (Figure 88).
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Figure 88: Email to Surveyor page

You must enter the E-Mail address of a QAR to receive the survey. You can optionally add additional recipients to receive an E-Mail that the survey has been sent to the QAR. Use a semicolon (;) to separate E-Mail addresses.

To submit and complete the survey, click the Submit and Complete button. The View Case Details page appears where you may view information regarding the case you have just surveyed.

To exit the survey without saving and return to the My Work page, click the Close button. This will be the only available action once the survey has been submitted.

2.9.11  XE "disposition:final" \* MERGEFORMAT Issuing a Final Disposition

The PLCO or Administrator may issue a final disposition for items in a case that are not going to be sold or requisitioned. The final disposition may be issued for either a full or partial quantity of the item.

To issue a final disposition, do the following:

1. Click the disposition link on the View Case Details page. The Manage Disposition page appears (Figure 89).
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Figure 89: Manage Disposition page

2. Identify inventory schedules that have Pending status in the action status column. These items have not yet been dispositioned. The words Action Needed! appear in the Disposition column if the item has not been requisitioned or sold. Items with Action Needed! appearing in the Disposition column are available for final disposition. If a quantity of an item on the case has been requisitioned, the words Requisitioned - Action Needed! appear in the Disposition column. See the topic Issuing a Final Disposition on Requisitioned Inventory to disposition requisitioned inventory. If a quantity of an item on the case has been sold, a sales type, such as Formal Sale - Usable appears in the disposition column. See the topic Issuing a Final Disposition on Sold Inventory to disposition sold inventory.

3. Click the link on the inventory schedule number for an item that has not been requisitioned or sold. The Update Disposition page appears (Figure 90).
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Figure 90: Update Disposition page

The Update Disposition page allows you to type a quantity for disposition and apply a disposition code to the line item. The UIIs associated with the line item are listed below, and you will specify which UIIs will be dispositioned.

4. Type the line item quantity you would like to disposition in the Quantity box. You may not disposition a quantity greater than the number of items remaining, which is shown to the right of the Quantity box.

5. Select the appropriate disposition code from the drop-down list. If you choose RS - Return to Supplier for the disposition code, the Restocking Percentage box appears. If you choose MO - Transfer to DRMO or PM - Transfer to DRMO for Precious Metal Recovery, the DCMA RIC, DoDAAC of DRMO, and Fund Code boxes appear.

If you chose RS - Return to Supplier, type the restocking percentage necessary for returning the items to the supplier in the Restocking Percentage box. Do not use a percent symbol (%).

If you chose MO - Transfer to DRMO or PM - Transfer to DRMO for Precious Metal Recovery, do the following:

a. Type the DCMA Routing Identifier Code in the DCMA RIC box.

b. Type the DoDAAC of the Defense Reutilization and Marketing Office in the DoDAAC of DRMO box.

c. Type the Fund Code for the disposition in the Fund Code box.

6. Check the Shipping Required box if shipping is required for the items. The Contractor will ship the dispositioned items when this box is checked. If you chose MO - Transfer to DRMO or PM - Transfer to DRMO for Precious Metal Recovery, the Shipping Required box will be automatically checked.

7. Type your comments relevant to the disposition in the PLCO Remarks box.

8. Click the Submit button. The Disposition - Assign UII page will appear if the item has UIIs and you are dispositioning a partial quantity. Otherwise, the Disposition Shipping Information page will appear (Figure 91).
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Figure 91: Disposition - Assign UII page

9. Select the UIIs you wish to disposition. You may click the Select All checkbox if you wish to disposition all the available UIIs.

10. Click the Submit button. If shipping is required, the Disposition Shipping Information page will appear (Figure 92).

[image: image167.png]HELP| FEEDBACK EXIT

PCARSS 3.0.3 | & I

Disposition Shipping Information
Enter address where items will be shipped.

ICF Interational

Jane Smith

"address 1 (9300 Lee Huy

Address 2

“City Fairfax

“State VIRGINIA
Province

“Country  [UNITED STATES

*21P Code  [Foo31]

PoC

E-Mail

o Lind

Privacy  FOIA  Acce

Sm





Figure 92: Disposition Shipping Information

To type the shipping information for the disposition, do the following:

1. Type the name of the individual or organization to whom you will ship the sold items.

2. Type the name of the person for whom the sold items will be marked.

3. Type the applicable address information regarding where the items will be shipped (Address, City, State/Province, ZIP Code, Country).

4. Type the name of a point of contact for the shipment.

5. Type the E-Mail address of the point of contact.

6. Click the Submit button. The Manage Disposition page appears and the items will be shipped to this address.

To remove a disposition code for an item, do the following:

1. Click the disposition link on the View Case Details page. The Manage Disposition page appears.

2. Click the link on the inventory schedule number for the item with the disposition code that needs to be removed.

3. Change the number in the Quantity box to the quantity of the item you wish to keep with the selected disposition code for a partial quantity of the item. If you would like to remove the disposition code from the entire quantity, type 0 in the Quantity box.

4. Uncheck the UIIs that are affected by the removal of the disposition code. If the disposition code is being removed from the entire quantity of the item, uncheck all of the UIIs.

5. Click the Submit button. The Manage Disposition page appears and the quantity no longer applied to the disposition code is displayed with Action Needed! in the Disposition column. If you chose to keep some items applied to the disposition code, the original disposition will also appear and be updated to reflect the new quantity.

To mark the disposition as complete, see the topic Marking a Disposition as Complete.

2.9.12  XE "disposition:group final" \* MERGEFORMAT Issuing a Group Final Disposition

A final group disposition is similar to a final disposition, except in a group disposition you may apply one disposition code to one or all of the items in one or more inventory schedules. As with a final disposition, items being issued a group final disposition are not being dispositioned by means of a requisition or sale.

To issue a final group disposition, do the following:

1. Click the disposition link on the View Case Details page. The Manage Disposition page appears (Figure 93).
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Figure 93: Manage Disposition page

2. Click the group disposition link at the top right. The Group Update page appears (Figure 94).
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Figure 94: Group Update page

3. Select the schedule reference number from the drop-down list if the items you wish to disposition are all associated with the same inventory schedule. If you wish to apply the disposition code to all of the inventory schedules, select All. The Group Update page will display only the items from the selected inventory schedules.

4. Select a disposition code from the Apply Disposition drop-down list.

If you chose RS - Return to Supplier, type the restocking percentage necessary for returning the items to the supplier in the Restocking Percentage box. Do not use a percent symbol (%).

If you chose MO - Transfer to DRMO or PM - Transfer to DRMO for Precious Metal Recovery, do the following:

a. Type the DCMA Routing Identifier Code in the DCMA RIC box.

b. Type the DoDAAC of the Defense Reutilization and Marketing Office in the DoDAAC of DRMO box.

c. Type the Fund Code for the disposition in the Fund Code box.

5. Type your comments relevant to the disposition in the PLCO Remarks box.  

6. Check boxes appear next to the items associated with the inventory schedule(s) being dispositioned. Check the boxes next to the items you wish to disposition and type the quantities for disposition. To include apply the disposition code to all of the listed items, check the Select All box. You may disposition either the full quantity or a partial quantity of an item, but you may not disposition a quantity greater than the quantity available.

7. Click the Continue button. If any of the items being dispositioned have UIIs and you are dispositioning a partial quantity, the Group Disposition - Assign UII page appears (Figure 95).
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Figure 95: Group Disposition - Assign UII page

8. Check the boxes next to the UIIs you wish to assign to the group disposition. You may click the Select All checkbox if you wish to disposition all the available UIIs.

9. Click the Continue button. If there is another item on the disposition with UIIs and a parital quantity, the Group Disposition - Assign UII page will appear again, displaying a UII selection for the second item. You may click the Skip button to assign UIIs to the disposition later.

If you chose either the MO - Transfer to DRMO or PM - Transfer to DRMO for Precious Metal Recovery disposition codes, the Disposition Shipping Information page will appear once you have finished the UII selection (Figure 96).
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Figure 96: Disposition Shipping Information

To type the shipping information for the disposition, do the following:

1. Type the name of the individual or organization to whom you will ship the sold items.

2. Type the name of the person for whom the sold items will be marked.

3. Type the applicable address information regarding where the items will be shipped (Address, City, State/Province, ZIP Code, Country).

4. Type the name of a point of contact for the shipment.

5. Type the E-Mail address of the point of contact.

6. Click the Submit button. The Manage Disposition page appears and the items will be shipped to this address.

To remove the disposition code for an item, do the following:

1. Click the disposition link on the View Case Details page. The Manage Disposition page appears.

2. Click the link on the inventory schedule number for the item with the disposition code that needs to be removed.

3. Change the number in the Quantity box to the quantity of the item you wish to keep with the selected disposition code. If you would like to remove the disposition code from the entire quantity of the item, type 0 in the Quantity box.

4. Uncheck the UIIs that are affected by the removal of the disposition code. If the disposition code is being removed from the entire quantity of the item, uncheck all of the UIIs.

5. Click the Submit button.

6. The Manage Disposition page appears. The quantity no longer applied to the disposition and the disposition code is displayed with Action Needed! in the Disposition column. If you chose to keep a partial quantity applied to the disposition code, the original disposition will also appear and be updated to reflect the new quantity.

To mark the disposition as complete, see the topic Marking a Disposition as Complete.

2.9.13  XE "workload:adding shipping instructions to case" \* MERGEFORMAT Issuing Shipping Instructions to the Case Workload

You can apply a single shipping address to every item in the active case workload that requires shipping.

To apply shipping information, do the following:

1. Click the Cases link on the menu bar. The Case Workload page appears.

2. Click the [image: image172.png]


 add shipping info link. The Add Shipping Information page appears (Figure 97).
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Figure 97: Add Shipping Information page

3. Type the name of the individual or organization to whom you will ship the sold items.

4. Type the name of the person for whom the sold items will be marked.

5. Type the applicable address information regarding where the items will be shipped (Address, City, State/Province, Country, ZIP Code).

6. Type the name of a point of contact for the shipment.

7. Type the E-Mail address of the point of contact.

8. The cases list displays all the active cases that have items requiring shipping. Select the cases to which you wish to apply shipping information. Click the Select All checkbox to apply the shipping information to all the cases listed.

9. Click the Save button.

2.9.14  XE "disposition:shipping items" \* MERGEFORMAT 

 XE "disposition:viewing instructions for" \* MERGEFORMAT Shipping Items and Marking Disposal Actions Complete

PLCOs, Administrators, and Contractors have the ability to ship dispositioned line items. When a disposition code is issued to an item in the inventory schedule, the schedule gains Disposition - Action Pending status.

2.9.14.1 Viewing Disposition Instructions

Before you ship inventory, you may need to print the shipping address and disposition instructions. 
To view the disposition instructions, click the view link next to a line item. Note that the view link only appears if shipping is required for the disposition. The Disposition Instructions page appears and displays the disposition instructions and shipping address (Figure 98).
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Figure 98: Disposition Instructions page

To print the disposition instructions in a layout similar to the one the screen, click the print link.

2.9.14.2 Shipping and Unshipping Items

To view the items on an inventory schedule that need to be shipped, do the following:

1. Click the link on the schedule reference number for the desired inventory schedule. The View Inventory Schedule page appears.

2. Click the disposition link to view the disposition details. The View Disposition page appears and displays the line items in the inventory schedule that have been issued a disposition code. Items that require shipping have the Pending Shipment status and items that do not require shipping have the Shipping Not Required status (Figure 99).
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Figure 99: View Disposition page

The disposition are broken down by Requisitions, Sales, and Dispositions. You can view the requisition and sale information by clicking on the requisition and sale numbers, respectively. Once an item has been shipped, it will be moved down to the Completion Required section at the bottom of the page.

If the disposal type was a requisition, you are able to modify the shipping information. Under the Shipping Details section on the View Disposition page you can update the Voucher Number and Date, Mode of Shipment, TCN, and Date Shipped. When entered here, the shipping information will apply to all the dispositions selected to ship.

You can also enter shipping comments at the top of the page under the Shipping Details section. These comments will apply to all the dispositions selected to ship.

To ship items, check the boxes next to the items you wish to ship and click the Ship Dispositions button. The shipped dispositions appear under the Completion Required and Shipped Dispositions sections at the bottom of the page. The status of the dispositions are still pending; however, once the disposition is marked complete, the status of the disposition will become Completed.

To ship all the items, click the Ship ALL Dispositions button without selecting any items. All the dispositions are now shipped and will be moved down to the Completion Required section.

To unship items, check the boxes next to the items under the Shipped Dispositions section that you wish to unship. Then click the Unship Selected Dispositions button. The selected items are now unshipped and return to Pending status.

2.9.14.3 Marking Disposal Actions Complete

Once a disposition code has been issued and the applicable items have been shipped, the PLCO or Contractor can mark the disposal action complete.

To mark a disposal action complete from the inventory schedule level, do the following:

1. From the View Disposition page, check the boxes next to the dispositions you wish to mark complete. To select all of the check boxes, check the Select All box (Figure 100).
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Figure 100: View Disposition page

2. Click the Mark Action Complete button. The check boxes in the marked columns disappear and the dispositions you selected now have the Completed action status. Completed dispositions are removed from the Shipped Dispositions section. To unship a completed disposition, you will first need to remove action complete.
To mark a disposal action complete from the case level, do the following:

1. Click the disposition link on the View Case Details page. The Manage Disposition page appears. Pending dispositions have a disposition code and a check box available (Figure 101).
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Figure 101: Manage Disposition page

2. Check the boxes in the Action Complete column for the dispositions you wish to mark as complete. To select all of the check boxes, check the Select All box.

3. Click the Mark Action Complete button. The check boxes in the marked columns disappear and the dispositions you selected now have the Completed action status. Completed dispositions are removed from the Shipped Dispositions section. To unship a completed disposition, you will first need to remove action complete.
Note that marking action complete will automatically mark the selected items as shipped if they haven't been marked shipped already.

2.9.14.4 Removing Disposition Action Complete

There are a multitude of reasons why you may need to change a disposition back to incomplete that has previously been marked as complete. Once you mark a disposition as complete, the Update Disposition page is read-only and you cannot make modifications to the disposition. When you remove the Completed action status, the disposition is open for changes.

To remove the action complete from a disposition, do the following:

1. Click the link on the inventory schedule number for the item from which you would like to remove the Completed action status. The Update Disposition page appears (Figure 102).
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Figure 102: Update Disposition page

2. The entire page is read-only. Click the Remove Action Complete button. The Manage Disposition page appears, the disposition's action status returns to Pending, and the Action Complete check box is available next to the item. The disposition is now available for modifications.

2.9.15  XE "case:closing" \* MERGEFORMAT Closing a Case

The PLCO or Administrator may close a case when all of the items in the case have a disposition code and all of the dispositions are marked as complete. If inventory verification is required for a case, the inventory verification survey must also be completed. The close link will only appear on the View Case Details page when all the dispositions on the case are complete.

To close a case, do the following:

1. Click the close link on the View Case Details page. The Close Case Comments page appears (Figure 103).
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Figure 103: Close Case Comments page

2. Type relevant remarks in reference to the inventory disposal report.

3. Click the Submit button. The case is now closed and appears in your Case Workload with the Closed status. The Inventory Disposal Report for the case appears in a PDF file in a new window.

4. Save or print the PDF form. You can open the Inventory Disposal Report at any time from the Case Workload, Inactive tab by clicking the [image: image180.png]


 icon next to the case.

To reopen the case, see the topic Reopening a Case.

To view the disposition for an item in the closed case, see the topic Viewing the Disposition for a Closed Case.

2.9.16  XE "case:re-opening" \* MERGEFORMAT Reopening a Case

A closed case may be reopened by a PLCO or Administrator. When a case is reopened, it will become available for work and have the status that it had prior to closing.

To reopen a case, do the following:

1. Click the Inactive tab on the Case Workload page.

2. Click the link on the case number. The View Case Details page appears with a link to reopen the case.

3. Click the re-open link. The Re-open Case Comments page appears (Figure 104).
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Figure 104: Reopen Case Comments page

4. Type relevant remarks in reference to reopening the case and click the Submit button. The View Case Details page reappears, but this time with the status the case had prior to closing. The remarks you typed, as well as the updated overage date, appear on the page. The words, "needs input," will appear beneath the overage date if the case is overage. To select an overage reason, see the topic Editing a Case.

Reopened cases appear under the Active tab on the Case Workload page and are ready for work.

2.9.17  XE "disposition:viewing for a closed case" \* MERGEFORMAT Viewing the Disposition for a Closed Case

Closed cases appear under the Inactive tab on the Case Workload page for the PLCO and Administrator. All of the items in a closed case have been dispositioned and the dispositions have been marked complete.

To view the disposition information for a closed case, do the following:

1. Click the Cases link on the menu bar. The Case Workload page appears.

2. Click the Inactive tab. The Inactive tab is displayed.

3. Click the link on the case number for the case that contains the dispositioned items you wish to review. The View Case Details page appears.

4. Click the disposition link. The Manage Disposition page appears.

5. Click the link on the inventory schedule number for the disposition you wish to review. The View Disposition page appears and is read only (Figure 105).
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Figure 105: View Disposition page

6. Click the Continue button to return to the Manage Disposition page.

2.10 Requisitions

2.10.1  XE "requisition:workload, PLCO" \* MERGEFORMAT 

 XE "workload:requisition, PLCO" \* MERGEFORMAT Managing your Requisition Workload

PLCOs and Administrators can view their Requisition Workload by clicking either the Requisitions link on the menu bar or the Requisitions Submitted for your Review link on the Home Page.

The Requisition Workload page has three tabs: Active, Draft, and Inactive. The Active tab appears by default and displays the requisitions you have submitted, as well as the requisitions that have been sent to you for approval. (Figure 106).
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Figure 106: Requisition Workload page, Active tab

The following columns display information about each requisition under the Active tab:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details.

· Contract Number: The contract number for the requisitioned inventory.

· Case Number: Displays the case number to which the requisitioned inventory belongs.

· Schedule Number: Displays the inventory schedule number to which the requisitioned inventory belongs.

· Requisition Date: Displays the date the requisition was submitted.

· Status: Displays the status of the requisition (Submitted, Shipping Instructions Issued, or Request Cancel).

The Draft tab displays the requisitions you have created and saved but not yet submitted (Figure 107).
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Figure 107: Requisition Workload, Draft tab

The following columns display information about each requisition under the Draft tab:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details.

· Contract Number: The contract number for the requisitioned inventory.

· Case Number: Displays the case number to which the requisitioned inventory belongs.

· Schedule Number: Displays the inventory schedule number to which the requisitioned inventory belongs.

· Requisition Date: Displays the date the requisition was submitted. Appears blank because draft requisitions have not yet been submitted.

· Status: Displays the status of the requisition (Draft).

The Inactive tab displays the requisitions you have submitted that have been cancelled, rejected, or shipped (Figure 108).
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Figure 108: Requisition Workload, Inactive tab

The Inactive tab displays the following information about each requisition:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details.

· Contract Number: The contract number for the requisitioned inventory.

· Case Number: Displays the case number to which the requisitioned inventory belongs.

· Schedule Number: Displays the inventory schedule number to which the requisitioned inventory belongs.

· Requisition Date: Displays the date the requisition was submitted.

· Status: Displays the status of the requisition (Cancelled, Rejected, or Shipped).

To search for an requisition within the workload, select a status or type the requisition number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image186.png]


  filter link. All the tabs in this workload now display only the requisitions that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Requisition No. and Case No. boxes and click the [image: image187.png]


  filter link. The workload tabs now display all of your requisitions.

To search for inventory to requisition, click the [image: image188.png]


 add requisition link. See the topic Searching Inventory for Requisition.

2.10.2  XE "requisition:reviewing" \* MERGEFORMAT 

 XE "requisition:canceling" \* MERGEFORMAT Reviewing a Requisition

When the Screener, PLCO, or Administrator creates a requisition on an item in your case workload, the requisition will appear under the Active tab on your Requisition Workload page. If you click the link on a requisition number, the View Requisition page appears (Figure 109).
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Figure 109: View Requisition page

The Requestor Remarks field displays the comments entered by the Screener when the requisition was created.

If DoDAACs were entered in the Requestor (From) or Ship To sections, they are displayed with links to pop-up windows where you will be able to view the DoDAAC information.

To approve a single item on the requisition, click the [image: image190.png]


 icon next to the item you wish to approve. The PLCO Input for Requested Item page appears. See the topic Issuing Shipping Instructions and Assigning UIIs to Requisition.

To approve multiple items on the requisition at once, click the Approve All button. See the topic Issuing Shipping Instructions and Assigning UIIs to Requisition. 
To reject the requisition, click the Reject Request button. The Requisition Workload page appears with the rejected requisition under the Inactive tab with Rejected status.

To cancel the requisition, click the cancel link at the top right side of the page. A pop-up window appears asking you to confirm the cancellation. Click the OK button on the pop-up window. The Requisition Workload page appears with the cancelled requisition under the Inactive tab with Cancelled status.

To edit the requisition, click the [image: image191.png]


 edit link which appears next to the cancel link. The Edit Requisition page appears. See the topic Editing and Resubmitting a Requisition for more information.

To view the requisition report, click the [image: image192.png]


 requisition report link.

2.10.3  XE "requisition:assigning final disposal code" \* MERGEFORMAT 

 XE "requisition:inputting shipping instructions" \* MERGEFORMAT 

 XE "requisition:assigning UIIs" \* MERGEFORMAT 

 XE "disposition:for a requisition" \* MERGEFORMAT Accepting or Rejecting a Requisition

When the Screener, PLCO, or Administrator creates a requisition on an item in your case workload, the requisition will appear under the Active tab on your Requisition Workload page. If you click the link on a requisition number, the View Requisition page appears (Figure 110).
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Figure 110: View Requisition page

To approve multiple items on the requisition, do the following:

1. Click the Approve button. The PLCO Input for Requested Item page appears (Figure 111).
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Figure 111: PLCO Input for Requested Item page

2. Select a disposition code from the drop-down list. This disposition code will be applied to all the items you are approving. If you choose the DO- Donation disposition code, you will need to select a school for the donation.

3. Check the boxes next to the items you wish to approve. Click the Approve All checkbox to approve all the items on the requisition. PCARSS automatically populates the quantity requested in the Quantity Approved box for each item selected.

4. Modify the necessary quantities under the Quantity Approved column. You cannot approve a quantity greater than the one requested.

5. When finished, click the Approve button. If the item has UIIs and a partial quantity of the item was approved, the Assign UII to Requisition page appears (Figure 112).
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Figure 112: Assign UII to Requisition page

6. Check the boxes next to the UIIs you wish to assign to the specified items's requisition.

7. Click the Assign UII button. If there is another item on the requisition with UIIs and a partial quantity, the Assign UII to Requisition page will appear again, displaying a UII selection for the second item. You may click the Skip button to assign UIIs to the requisition later.

You will need to approve or reject, assign a final disposition code, and assign UIIs for each of the items in the requisition before the requisition can be completed. See the topic Completing a Requisition.

To modify the approved and rejected quantities for an item on the requisition, do the following:

1. Click the [image: image196.png]


  icon next to the item you wish to modify. The PLCO Input for Requested Item page appears (Figure 113).
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Figure 113: PLCO Input for Requested Item page

2. Type the quantity you are approving in the Quantity Approved box, and the quantity you are rejecting in the Quantity Rejected box. Keep in mind that if a partial award is acceptable, the quantity approved and the quantity rejected must equal the quantity requested. You cannot approve a quantity greater than the one requested.

3. Click the Submit button. The Assign UII to Requisition page appears (Figure 114).
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Figure 114: Assign UII to Requisition page

4. Check the boxes next to the UIIs approved for requisition.

5. Click the Submit button.

You will need to approve or reject, assign a final disposition code, and assign UIIs for each of the items in the requisition before the requisition can be completed. See the topic Completing a Requisition.

2.10.4  XE "requisition:completing" \* MERGEFORMAT Completing a Requisition

After the PLCO or Administrator has approved or rejected and assigned UIIs to all of the items in a requisition, the requisition is available for completion.

Completing a requisition will allow you to assign disposition codes to the requisitioned items. See the topic Issuing a Requisition Disposition for more information on assigning disposition codes to requisitioned items.

To complete a requisition, click the link on the requisition number for a requisition with Shipping Instructions Issued status. The View Requisition page appears with the Complete Request button at the bottom (Figure 115).
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Figure 115: View Requisition page

Click the Complete Request button. The E-Mail Requisition to Screener page appears (Figure 116).
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Figure 116: E-Mail Requisition to Screener page

The E-Mail address of the Screener who sent the requisition appears in the Screener E-Mail address box. An appropriate subject and message are also populated on the page, but you may edit the information on the page before sending.

To complete the requisition and send an E-Mail to the Screener, click the Send E-Mail button.

To complete the requisition without sending an E-Mail to the Screener, click the Skip E-Mail button.

2.10.5  XE "searching:for inventory to requisition" \* MERGEFORMAT Searching Inventory for Requisition

For the PLCO, the Inventory Search page appears when you click the Add More Items to Cart link on the My Cart page or the [image: image201.png]


 add requisition link on the Requisition Workload page (Figure 117).
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Figure 117: Inventory Search page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory easier. 

Once you have typed sufficient criteria, click the Search button. The Search Results page appears (Figure 118).
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Figure 118: Inventory Search Results page

The search results are displayed at the line item level. Items not in your workload will be excluded from the search results. You will be able to view the case, inventory schedule, or item details by clicking the links on the Case Number, Schedule Reference Number, or Item Number, respectively.

The following columns display information about each item:

· Item Number: Displays the item number for the item with a link to the View Line Item page.

· Item Description: Displays the item description.

· Contract Number: Displays the contract number associated with the item.

· Last Day Available: Displays the last day that the item will be available to requisition. For the Screener, the last day available is 21 days after the case is established.

· Case Number: Displays the case number associated with the item with a link to the View Case Information page.

· Schedule Reference Number: Displays the schedule reference number associated with the item with a link to the View Inventory Schedule page.

· Unit Cost: Displays the cost of each individual item.

· Quantity Available: Displays the quantity available of the item.

· Quantity Desired: Provides a box where you can type the quantity you wish to requisition. This number must be less than or equal to the quantity available.

· Partial Award Acceptable: Provides a check box where you can specify whether or not partial quantities are acceptable for the requisitioned inventory.

To download the results in a Microsoft Excel spreadsheet, click the [image: image204.png]i



 export to excel link.

To return to the search page to type new search criteria, click the [image: image205.png]


 search link.

To select items for your cart, click the check box next to an item. The Quantity Desired box will automatically display the full available quantity for that item. You may change the quantity desired and type a smaller quantity but you may not type a number greater than the quantity available. If you are on the View Line Item page, you will have to type the quantity desired manually. If partial quantities are acceptable for the requisition, check the box for Partial Quantities Acceptable. 

To select all the items in the search results for your cart, check the Select All box. A check will appear in the check box with the full available quantity in the Quantity Desired boxes for each item in the search results. You may edit the check boxes and quantities as necessary.

To add the desired items to your cart, click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Case Number, which appears on the Search Results page, the View Case Information page appears (Figure 119).
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Figure 119: View Case Information page

On the View Case Information page, you can add items from the case level. Check the boxes next to the items you want to add to the requisition, modify the desired quantities if necessary, and click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Schedule Reference Number, which appears on the Search Results page and the View Case Information page, the View Inventory Schedule page appears (Figure 120).
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Figure 120: View Inventory Schedule page

On the View Inventory Schedule page, you can add items from the inventory schedule level. Check the boxes next to the items you want to add to the requisition, modify the desired quantities if necessary, and click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Item Number, which appears on the Search Results, View Case Information, and View Inventory Schedule pages, the View Line Item page appears (Figure 121).
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Figure 121: View Line Item page

On the View Line Item page, you can add an item from the line item level. Modify the desired quantity if necessary, and click the Save to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

2.10.6  XE "cart:viewing" \* MERGEFORMAT Viewing your Cart

Your cart holds all of the items you have selected for requisition that have not yet been checked out. Each time you add items to your cart, the My Cart page will appear and you will see the contents of your cart. You may also view the contents currently in your cart by clicking the My Cart link on the menu bar (Figure 122).
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Figure 122: My Cart page

The [image: image210.png]


 and [image: image211.png]


  icons appear next to each item in your cart. The [image: image212.png]


  icon will allow you to delete an item from the cart. The [image: image213.png]


 icon will take you to the View Line Item page where you can change the quantity desired and whether or not a partial quantity is acceptable.

You may decide to check out the items in your cart when you are ready to create requisitions for them. When checking out multiple items, you will only need to enter your requisition details once and PCARSS will automatically create a separate requisition for each item.

To download the items in your cart in an Excel spreadsheet, click the [image: image214.png]i



 export to excel link.

To check out the items in your cart, click the Checkout Cart button. The Requisition Details page appears. See the topic Creating a Requisition.

To add more items to your cart, click the Add More Items to Cart button. The Search Inventory page appears.

2.10.7  XE "requisition:creating" \* MERGEFORMAT Creating a Requisition

Although requisitioning items is typically a Screener function, the PLCO is also able to create requisitions. You begin the requisition process when you checkout the items in your cart. When you click the Checkout Cart button on your My Cart page, the Requisition Details page appears (Figure 123).
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Figure 123: Requisition Details page

Your name appears as the POC for the requisition, along with your phone number and E-Mail address, in the From section at the top of the page.

To type requisition details, do the following:

1. In the Requestor (From) section, type the DoDAAC from where the inventory is being sent in the DoDAAC box. Click the [image: image216.png]


 icon. The name of the DoDAAC will populate next to the DoDAAC box and the DoDAAC address will appear in the Requestor (From) address fields.

2. In the Ship To section, check the Same as From box if the inventory will be sent to the same address as specified in the Requestor (From) section. Shipping information will be populated in all of the boxes except for the Mark For and Fax boxes, which you will need to enter manually.

3. Type the name of the DoDAAC and the DoDAAC code to where the inventory will be shipped in the Name box.

4. Type the name of a POC for the DoDAAC to where the shipment will be shipped in the POC box.

5. Type the name of the person who will receive the shipment in the Mark For box.

6. Type the phone number, E-Mail, fax, address, and city of the POC for the shipment.

7. Select the state or province from the drop-down list box and type the name of the Country and ZIP code for the address in the Country and ZIP Code boxes.

8. In the Additional Information section, type how much money is appropriated to packaging, crating, and handling. Use the format 200.00.

9. Type how much money will be appropriated for transportation. Use the format 200.00.

10. Select the priority number for the shipment from the Priority drop-down list. Priorities are 1-15 with 1 being the highest priority.

11. Type a date for which the material will be required to arrive at its destination in the Date Material Required box. Use the format, DD MON YYYY. Alternatively, click the [image: image217.png]


  to select the date from a calendar.

12. In the Screener Comments section, type comments regarding the requisition or the shipment in the box.

13. Click the Save button. The Requisition Workload page appears with the requisition you created saved as a draft. You may click the link on the requisition number for this requisition at any time to submit it.

Upon saving the requisition, requisition numbers are automatically generated with the following format: the Prime CAGE followed by a dash and the letter R (-R), followed by a 5 digit sequence number beginning with 00001 for the first requisition created for the CAGE (i.e., 1H581-R00004).

To view and submit the draft requisition, click the link on the draft requisition from the Requisition Workload page. The View Requisition page appears and displays the details of the requisition that you typed on the Requisition Details page. This page allows you to verify that the information is correct before you submit the requisition.

Because a cart may contain items from different cases, numerous requisitions may be created and routed to the appropriate PLCOs from the information you typed on the Requisition Details page.

To edit the requisition details, click the [image: image218.png]


 edit link. The Edit Requisition page appears.

To change the items for requisition, click the [image: image219.png]


 add items link. The Inventory Search page appears. See the topic Searching Inventory for Requisition.

To change the quantities of the items for requisition, click the [image: image220.png]


 edit items link. The My Requisition page appears where you may change the quantities of the items you have already selected for requisition (Figure 124).
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Figure 124: My Requisition page

To submit the requisition to the PLCO for review, click the Submit Requisition button on the View Requisition page. The new requisition(s) appear on the requisition confirmation page (Figure 125).
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Figure 125: Requisition Confirmation page

If the requisition includes items from more than one case, the separate requisitions are created and sent to their respective PLCOs. From the requisition confirmation page, you may return to the requisition by clicking the link on a requisition number or click the back to workload link to find the requisition under the Active tab on your Requisition Workload page.

2.10.8  XE "requisition:editing" \* MERGEFORMAT 

 XE "requisition:resubmitting" \* MERGEFORMAT Editing and Resubmitting a Requisition

A PLCO or Administrator can edit the requisition details for requisitions in Draft, Submitted, Cancelled, or Rejected status and resubmit a requisition in Cancelled or Rejected status.

To edit the requisition, do the following:

1. Click the [image: image223.png]


  edit link. The Edit Requisition page appears (Figure 126).
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Figure 126: Edit Requisition page

2. Modify the information as necessary.

3. Click the Save button to save the changes. Saving the changes will not submit the requisition.

To resubmit a requisition, do the following:

1. Find the Cancelled or Rejected requisition you wish to resubmit. Requisitions in cancelled or rejected status appear under the Inactive tab on the Requisition Workload page.

2. Click the link on the requisition number to view the requisition. The View Requisition page appears (Figure 127).
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Figure 127: View Requisition page

3. Click the Resubmit button at the bottom of the page. The requisition is moved to the Active tab and goes to Submitted status.

2.11 Sales

2.11.1  XE "workload:sales, PLCO" \* MERGEFORMAT 

 XE "sale:workload, PLCO" \* MERGEFORMAT Managing your Sales Workload

PLCOs and Administrators can view the Sales Workload by clicking either the Sales link on the menu bar or Sales Submitted for your Review link on the Home Page. The Sales Workload page has three tabs: Active, Draft, and Completed. The Active tab displays the sales you have authorized for your consigned DoDAACs and CAGEs and appears by default (Figure 128).
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Figure 128: Sales Workload page, Active tab

Some of the sales under the Active tab are being conducted by you and others are being conducted by the Contractor. All of the sales will require your award decision and closing. The following columns display information about each sale under the Active tab:

· Sales Number: Displays the sales number with a link to the View Sale page.

· Date Sales Entered: Displays the date the sales authorization became active.

· Prime Contractor: Displays the name of the contractor associated with the inventory for sale.

· Status: Displays the status of the sale (Pending PLCO Sales Action, Pending Contractor Action, All Bids Complete, and Awarded).

The Draft tab displays all of the sales authorizations that you have created but not yet established (Figure 129).
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Figure 129: Sales Workload page, Draft tab

The following columns display information about each sale under the Draft tab:

· Sales Number: Displays the sales number with a link to the View Sale page.

· Date Sales Entered: Displays the date the sales authorization became active.

· Prime Contractor: Displays the name of the contractor associated with the inventory for sale.

· Status: Displays the status of the sale (Draft).

The Completed tab displays all of your closed sales (Figure 130).
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Figure 130: Sales Workload page, Completed tab

The following columns display information about each sale under the Inactive tab:

· Sales Number: Displays the sales number with a link to the View Sale page.

· Date Sales Entered: Displays the date the sales authorization became active.

· Prime Contractor: Displays the name of the contractor associated with the inventory for sale.

· Status - Displays the status of the sale (Closed).

To search for a sale within the workload, select a status or type the sales number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image229.png]


  filter link. All the tabs in this workload now display only the sales that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Sales No. and Case No. boxes and click the [image: image230.png]


 filter link. The workload tabs now display all of your sales.

To create a new sales authorization, click the [image: image231.png]


 create sales authorization link. See the topic Creating a Sales Authorization.

2.11.2  XE "sale:creating" \* MERGEFORMAT 

 XE "sale:sending to Contractor" \* MERGEFORMAT Creating a Sales Authorization

PLCOs and Administrators may authorize sales that can either be conducted by themselves or by the Contractor by clicking the [image: image232.png]


 create sales authorization link on the Sales Workload page. The Create Sales Authorization page appears (Figure 131).
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Figure 131: Create Sales Authorization page

To create a new sales authorization, do the following:

1. Type the DoDAAC for the sale.

2. Type the Prime CAGE of the contractor. Click the [image: image234.png]


  icon to check PCARSS for the CAGE.

3. Select a commodity type to be sold from the drop-down list.

4. Select a commodity code from the drop-down list. The commodity codes populate based on the commodity type you selected.

5. Select a sales method from the drop-down list.

6. Select a sales type from the drop-down list. Do not select the Salvage or Scrap options if the sale method for the items is Auction.

7. Type remarks or instructions in the Remarks/Instructions box.

8. Click the Save and Continue button. The Create Sales Authorization - Step 2 page appears (Figure 132).
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Figure 132: Create Sales Authorization page - Step 2

The Create Sales Authorization - Step 2 page displays all the available inventory from your case workload that is associated with the CAGE you chose for the sales authorization. You may assign one, some, or all the items to the sale. If you navigate away from this page, you can find the sales authorization saved under the Draft tab of your Sales Workload page.

To assign all the items to the sale, click the Include All check box. Checking this box will set the quantity included to equal to the quantity remaining for every item on the list.

To select individual items to assign to the sale, type the quantity of each item you wish to include in the Quantity Included box. You may sell the entire quantity remaining for any item, but you cannot exceed that quantity. By default, the boxes in the Quantity Included column are populated with a quantity of 0. Do not leave any of the boxes in the Quantity Included column blank.

To edit the sales details, click the Return to Previous Screen button.

To complete the sales authorization, click the Save and Continue button when you have finished selecting items to sell. The View Sale page appears displaying the sales authorization, which is in Draft status (Figure 133).
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Figure 133: View Sale page

To conduct the sale yourself, click the PLCO Conducts Sale button. The sales authorization now requires your action and you can find it under the Active tab on the Sales Workload page. 

To notify the Contractor of the sales authorization and have him or her conduct the sale, do the following:

1. Click the E-Mail to Contractor button. The E-Mail to Contractor page appears and the Contractor's E-Mail address appears on the page (Figure 134).
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Figure 134: E-Mail to Contractor page

2. Notice that PCARSS generated a message notifying the Contractor of the sales authorization. You may edit this message if you wish.

3. Click the Send E-Mail button to send the E-Mail to the Contractor. The sales authorization is now under the Active tab of your Sales Workload page with Pending Contractor Action status; however, you may take action on the sale on the Contractor's behalf. A sales number has been generated in the following format: a 3 digit sequence number beginning with 001, the last digit of the calendar year followed by a dash, and your DoDAAC (e.g., 1558-S0544A). After sequence number 999 is used for a particular DoDAAC during a given year, the sequence number will be displayed as A01-A99, B01-B99, and so on.

2.11.3  XE "sale:editing" \* MERGEFORMAT Viewing and Editing a Sale

PLCOs and Administrators have the ability to view and edit sales.

2.11.3.1 Viewing a Sale

To view a sale, click the link on the sales number for any sale in the Sales Workload. The View Sale page appears and displays the information about the sale, the method and type of sale to be conducted, sale instructions, and information about the inventory for sale (Figure 135).
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Figure 135: View Sale page

To view the details for a line item on the sale, click the link on the line item number under the Inventory for Sale tab. The View Line Item (Sale) page where you can view more information about that item (Figure 136).
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Figure 136: View Item (Sale) page

To remove an item from the sale, click the [image: image240.png]


 icon next to the desired item.

To delete the entire sale, click the [image: image241.png]


 delete sale link. You cannot delete a sale once all bids are complete.

The sequence of the links at the top right side of the page represent the steps necessary to complete a sale. The steps are managing sales lots, assigning bidders, conducting sales, and viewing the award. Until you have completed a step, the links following that step will be grayed out. For example, if you have not yet assigned any bidders, you will not see the links to conduct sales or view the award.

Once all bids are complete, the managing lots, assigning bidders, and conducting sales links become unavailable.

2.11.3.2 Editing a Sale
From the View Sale page, PLCOs and Administrators may edit the sale information and modify the inventory for sale. These actions cannot be done after all bids have been completed.

To edit the sale information, click the [image: image242.png]


 edit link on the View Sale page. The Edit Sale page appears (Figure 137).
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Figure 137: Edit Sale page

Edit the information you wish to change. You may not change the DoDAAC or CAGE. Click the Save and Continue button to return to the View Sale page.

To edit the line item quantities for sale, click the [image: image244.png]


  edit inventory link on the View Sale page. The Edit Sale Line Items page appears (Figure 138).
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Figure 138: Edit Sale Line Items page

Edit the line item quantities you wish to change. Click the Save and Continue button to return to the View Sale page.

2.11.4  XE "sale:managing lots" \* MERGEFORMAT Managing Sales Lots

Clicking the manage lots link on the View Sale page will allow you to begin the first step in the sales process. The Manage Lots page appears (Figure 139).
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Figure 139: Manage Lots page

A lot is a group of line items that will be sold as a bundle for a price. The lots you have created for the sale appear on this page.

To create a new lot, do the following:

1. Click the [image: image247.png]


  create lot link on the Manage Lots page. The Create/Update Lot page appears (Figure 140).
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Figure 140: Create/Update Lot page

2. The Create/Update Lot page allows you to add line items to the lot. The lot number is automatically generated and the available line items for sale are displayed.

3. Type a description of the lot in the Lot Description box.

4. Check the box next to an item. The Allocated box will automatically display the full available quantity for that item. Alternatively, you may use the Select All checkbox to allocate the entire quantity of each item to the lot. You may change the quantity desired and type a smaller quantity but you may not type a number greater than the quantity available. Items not allocated to this lot will be available to allocate to other lots. By default, the boxes in the Allocated column are populated with a quantity of 0. Do not leave any of the boxes in the Allocated column blank.

5. Click the Submit button. The Manage Lots page appears and displays the lots you have created under the Managed Lots tab. You may repeat Steps 1-5 until you have no items left to assign to lots.

To edit an existing lot, click the [image: image249.png]


 icon next to the desired lot. The Create Update Lot page appears.

To delete an existing lot, click the [image: image250.png]


 icon next to the desired lot. The lot is deleted and the items allocated to that lot are now available to allocate to other lots.

2.11.5  XE "sale:assigning bidders" \* MERGEFORMAT 

 XE "bidder:assigning to sale" \* MERGEFORMAT Assigning Bidders

Once you have created one or more lots for the sale, the assign bidders link appears at the top of the page. Click the assign bidders link to display the Assign Bidders page (Figure 141).
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Figure 141: Assign Bidders page

The Assign Bidders page lists the bidders assigned to purchase the lots on the sale and appears by default on the Assign Bidders page.

To assign a bidder to the sale, you may either search for an existing bidder or add a new bidder.

To remove a bidder from the sale, click the [image: image252.png]


 icon next to the bidder on the Assign Bidders page. Remember that this action only deletes the bidder from the sale, not from the database. 

To edit the details for a bidder on the sale, click the link on the Company Name. The Create/Update Bidder Information page appears and displays the bidder's information in editable fields.

2.11.5.1 Searching for an Existing Bidder

Searching for an existing bidder will allow you to add a bidder already in PCARSS.

To search for an existing bidder, do the following:

1. Click the [image: image253.png]


  add bidder link. The Search Bidders page appears (Figure 142).
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Figure 142: Search Bidders page

2. Type search criteria in at least one field. You may narrow your search by typing information in more than one field. Providing more information will return fewer search results.

3. Click the Search button. The Bidder Search Results page appears and displays the bidders that were found based on your search criteria (Figure 143).
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Figure 143: Bidder Search Results page

To search for bidders again, click the [image: image256.png]


 search again link. The Search Bidders page appears.

To add a new bidder, click the [image: image257.png]


 add new link. The Create/Update Bidder Information page appears.

To view or edit the information on a bidder, click the link on the bidder's name. The Create/Update Bidder Information page appears and displays the bidder's information in editable fields.

4. Check the box next to a bidder's name to add the bidder to the sale. You may add more than one bidder.

5. Click the Add to Sale button. The Assign Bidders page appears displaying all the bidders assigned to the sale.

2.11.5.2 Adding a New Bidder to the Sale

Adding a new bidder will allow you to add a bidder to the sale that is not yet in PCARSS.

To add a new bidder, do the following:

1. Click the [image: image258.png]


 add new link on the Bidder Search Results page. The Create/Update Bidder Information page appears (Figure 144).
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Figure 144: Create/Update Bidder Information page

2. Select whether the bidder is a company or an individual.

3. Type the company name. If the bidder is an individual, type the individual's name instead.

4. Type the contact name for the bidder.

5. Type the company's or individual's address on the Address 1 line and if you need more space, use the Address 2 line.

6. Type the CAGE of the company or individual.

7. Type the DUNS for the company or individual.

8. Type the name of the city.

9. Select the state from the drop-down list. A state is required if you select United States for the country.

10. Select a Province from the drop-down list. A province is required if you select Canada for the country.

11. Select the country from the drop-down list.

12. Type a phone number for the contact, and if available, their extension.

13. Type the ZIP code.

14. Type the contact's E-Mail address.

15. Click the Submit button. This adds the new bidder to the database, but not yet to the sale. The Assign Bidders page appears.

16. Click the [image: image260.png]


  add bidder link. The Search Bidders page appears.

17. Type the search criteria necessary to find the new bidder.

18. Click the Search button. The Bidder Search Results page appears and displays the bidders that were found based on your search criteria

19. Check the box next to the new bidder's name to add the bidder to the sale.

20. Click the Add to Sale button. The Assign Bidders page appears displaying all the bidders assigned to the sale.

2.11.6  XE "sale:conducting" \* MERGEFORMAT Conducting Sales

Once you have assigned one or more bidders to the sale, the conduct sales link appears at the top of the page. Click the conduct sales link to enter the bidders' bid amounts for each lot on the sale (Figure 145).
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Figure 145: Conduct Sales page

The Conduct Sales tab on the Conduct Sales page displays the following information for each sales lot:

· Lot Number

· Lot Description

· Number of Line Items in the lot

· Lot Acquisition Cost

· The top 3 bids (Bid 1, Bid 2, and Bid 3)

To enter bids for assigned bidders, click the [image: image262.png]


 enter bids by bidder link. The Enter Bids page appears (Figure 146).
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Figure 146: Enter Bids page

1. Select the name of the bidder from the Bidder Name drop-down list.

2. Type the amount of the bidder's bid for a lot. Do not use a dollar sign ($) or commas. If the selected bidder did not bid or was non-responsive on a particular lot, check the No Bid or No Response check boxes, respectively. Keep in mind that you can use the Apply All Actions check boxes at the top of the page if the bidder did not bid or was non-responsive for all of the lots on the sale.

3. If you typed a bid amount or checked the No Bid box for a lot, type a date in the Date of Bid box for that lot. Use the format DD Mon YYYY (e.g., 23 Sep 2008). Alternatively, click the [image: image264.png]


 icon to select the date from a calendar.

4. Repeat Steps 1-3 for each individual bidder and click the Save button when finished to save your changes.

At any time during or after the bid entry process, you may view a summary of the bids already entered.

To view a read-only summary of the bids for all the lots, click the bid summary link. The bid summary link appears on the Enter Bids page during the bid entry process, but is moved to the Conduct Sales page once all bids are complete. The Bids Summary page appears (Figure 147).
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Figure 147: Bids Summary page

Each lot and bidder, along with their bid amount and date of bid appears in a table on the Bids Summary page. The [image: image266.png]


  icon appears in the No Bid or No Response column if no bid or response was given by a bidder for a particular lot. Click the Return button to return to the previous page (Figure 148).
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Figure 148: Conduct Sales page

Once you have typed a bid amount or selected either the No Bid or No Response check boxes for each bidder and saved your changes, the All Bids Completed button appears on the Conduct Sales page. Once you mark all bids complete, the sale's status will change to All Bids Complete and you will no longer be able to modify lots, bidders, or bid amounts.

2.11.7  XE "sale:awarding" \* MERGEFORMAT 

 XE "sale:collecting proceeds, PLCO" \* MERGEFORMAT Awarding the Sale

The PLCO or Administrator has the ability to award sales with the All Bids Complete status. While the Contractor is able to conduct the sale, he or she cannot award the lots. A sale will have Awarded status once the PLCO or Administrator has issued an award to all of the lots.

To award a sale, click the link on the sales number for a sale with All Bids Complete status. The View Sale page appears.

Click the View Award link. The View Award page appears (Figure 149).
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Figure 149: View Award page

The View Award tab on the View Award page displays the following information about each lot:

· Action - contains the updated link where you may award a bidder

· Lot Number

· Lot Description

· Number of Line Items

· Award

· Collect

· Status

To view the lot details, click the link on the lot number which appears on the View Award page.

To view the bidder information for an awarded bidder, click the link on the bidder name in the Award column.

To award a lot, do the following:

1. Click the updated link on the View Award page next to the lot you wish to award. The Award Decision page appears, displaying all the bidders who bid on the lot, along with their bid amounts and bid dates (Figure 150).
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Figure 150: Award Decision page

2. Check the box next to a bidder to select it for the award.

To save the changes made without issuing the award, click the Save Changes button. The View Award page appears and the selected bidder has been saved but not yet awarded.

To return to the View Award page without saving, click the Return to View Awards button.

To award a bidder for the lot, click the Issue Award button. The Assign UII to Sale page appears. You will need to check the boxes next to the UIIs for sale (Figure 151).
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Figure 151: Assign UII to Sale page

3. Check the boxes next to the UIIs you wish to include in the lot. Do not select more UIIs than the quantity being sold.

4. Click the Submit button. The lot is now awarded to the bidder you selected and its status is "Pending Award Collections." (Figure 152). 
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Figure 152: View Award page with awarded lot

To re-award a lot to another bidder, do the following:

1. Click the updated link on the View Award page. The Award Decision page appears (Figure 153).
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Figure 153: Award Decision page for an awarded sale

2. Click the award to another bidder link on the Award Decision page. The award to another bidder link disappears and the check boxes are made available for selection.

3. Check the box next to another bidder to select it for award.

4. Click the Re-Issue Award button. The View Award page appears and the Awarded bidder has been changed.

Either the PLCO, Administrator, or Contractor can collect the proceeds for a sale. When the proceeds for a lot have been collected, the status of the lot will become "Awarded Proceeds Collected." Once proceeds have been collected for all the lots, the status of the sale becomes Closed and the sale appears under the Closed tab.

As a PLCO or Administrator, you may reopen a closed sale to make modifications or delete the sale. 

To reopen a closed sale, do the following:

1. From the Completed tab of the Sales Workload page, select the closed sale you wish to reopen. The View Sale page appears.

2. Click the view award link. The View Award page appears.

3. Click the reopen link. The Sales Workload page appears, displaying the sale as pending action. Note that to delete the sale, you must first remove all the lots from the sale.

2.12 Transfers

2.12.1  XE "case:transferring, PLCO" \* MERGEFORMAT Transferring Cases

Transferring a case will transfer the case and all of its associated inventory schedules, referrals, requisitions, and sales. PLCOs can only transfer cases in their workloads.

PLCOs may transfer one or more cases using the transfer function in PCARSS, or they may transfer an individual case from the case's View Case Details page.

To perform a case transfer of one or more cases, do the following:

1. Click the Transfer link on the menu bar. The Transfer Tasks page appears (Figure 154).
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Figure 154: Transfer Tasks page

2. Click the Case Transfer link. The Search Cases for Transfer page appears (Figure 155).
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Figure 155: Search Cases for Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the case easier.

4. Click the Search button once you have typed sufficient search criteria. The Case Transfer - Search Results page appears (Figure 156).
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Figure 156: Case Search Results page

5. Check the boxes next to the cases you wish to transfer. To transfer all of the cases found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Case(s) page appears (Figure 157).
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Figure 157: Transfer Case(s)

7. Type the E-Mail address of the PLCO to whom you wish to transfer the case(s) in the Transfer To E-Mail box.

8. Click the [image: image277.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Transfer Comments box.

10. Click the Transfer Case(s) button.

Transferring a case will also transfer all of its associated inventory schedules, referrals, requisitions, and sales.

To transfer an individual case, do the following:

1. Click the transfer link on the View Case Details page for the case you wish to transfer. The Transfer Case page appears (Figure 158).
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Figure 158: Transfer Case page

2. Type the E-Mail address of the PLCO to whom you wish to transfer the case in the Transfer To box.

3. Click the [image: image279.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

4. Type comments in reference to the transfer in the Transfer Comments box.

5. Click the Transfer Case button. The transfer is complete and the Transfer Confirmation page appears (Figure 159).
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Figure 159: Transfer Confirmation page

6. Click the OK button. The View Case Details page appears. The case is no longer present in your case workload. Instead, it will appear on the receiver's Case Workload page with the status it had before the transfer. The receiver does not accept or reject transferred cases; he or she can begin work on a transferred case immediately. Also, any associated inventory schedules, referrals, requisitions, and sales have been removed from your workloads.

2.12.2  XE "inventory schedule:transferring" \* MERGEFORMAT Transferring Inventory Schedules

PLCOs can only transfer inventory schedules that are in their own workloads.

To perform an inventory schedule transfer, do the following:

1. Click the Transfers link on the menu bar. The Transfer Tasks page appears (Figure 160).
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Figure 160: Transfer Tasks page

2. Click the Inventory Schedule Transfer link. The Search Inventory Schedules for Transfer page appears (Figure 161).
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Figure 161: Inventory Schedule Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory schedule easier.

4. Click the Search button once you have typed sufficient search criteria. The Inventory Schedule - Search Results page appears (Figure 162).
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Figure 162: Inventory Schedule - Search Results page

5. Check the boxes next to the inventory schedules you wish to transfer. To transfer all of the inventory schedules found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Inventory Schedule(s) page appears (Figure 163).
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Figure 163: Transfer Inventory Schedule(s) page

7. Type the E-Mail address of the PLCO to whom you wish to transfer the inventory schedule(s) in the Transfer To E-Mail box.

8. Click the [image: image285.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Transfer Comments box.

10. Click the Transfer Inventory Schedule(s) button. The inventory schedules are removed from your workload and transferred to the workload of the specified PLCO.

2.12.3 Transferring Referrals

PLCOs can only transfer referrals that are in their own workloads.

To perform a referral transfer, do the following:

1. Click the Transfers link on the menu bar. The Transfer Tasks page appears (Figure 164).
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Figure 164: Transfer Tasks page

2. Click the Referral Transfer link. The Referral Transfer page appears (Figure 165).
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Figure 165: Referral Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the referral easier.

4. Click the Search button once you have typed sufficient search criteria. The Referral Search Results page appears (Figure 166).
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Figure 166: Referral Search Results page

5. Check the boxes next to the referrals you wish to transfer. To transfer all of the referrals found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Referral(s) page appears (Figure 167).

[image: image289.png]HELP| FEEDBACK| EXIT

in McFarlin PCARSS 3.2.0 ‘ l

Transfer Referral(s)
Enter the user information below.

*Transfer to EMail |iostZRTA027@dcma mil Transfer to Name: Joyce Naeyaert

*Comments comments

Referrals to be transferred ...

Referral Case | Case Established | Contract
Number Referred To Referred From Number Date Number Prime Contractor tus

50544A-0330R TEST.RAQO992@DCMA.MIL TEST.ZREQOOS@DCMAMIL DAAH23-03-D-  PARKER-HANNIFIN ‘Submitted
0068 CORPORATION

Privacy  FOIA  Ac




Figure 167: Transfer Referral(s) page

7. Type the E-Mail address of the PLCO to whom you wish to transfer the referral(s) in the Transfer To E-Mail box.

8. Click the [image: image290.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Comments box.

10. Click the Transfer button. The referrals are removed from your workload and transferred to the workload of the specified PLCO.

3 Support Plant Clearance Officer Role

3.1  XE "support request:submitting" \* MERGEFORMAT Requesting a PLCO to Support

As a Support Plant Clearance Officer, you will be able to perform the tasks of a Plant Clearance Officer with the approval of an Administrator.

To support a PLCO, you will first need to request the ability to log into PCARSS as that PLCO. When you log in as yourself, the PCARSS Support PLCO Home Page appears (Figure 168).
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Figure 168: PCARSS Support PLCO Home Page

To request to support a PLCO, do the following:

1. Type the E-Mail address of the PLCO you wish to support in the PLCO Access by E-Mail box.

2. Click the Request button. The request is displayed under the Requests tab with Submitted status.

The Administrator will process the request by either approving or disapproving it. Once the Administrator has processed the request, the status of the request will be updated. If the request was approved, the PLCO's name will appear in the PLCO Access drop-down list.

To log in as a PLCO, see the topic Logging in as a PLCO.

See the topics in the PLCO section for instructions on how to perform PLCO tasks.

3.2  XE "Support PLCO role:logging on as a PLCO" \* MERGEFORMAT Logging in as a PLCO

Once you have been approved to support a PLCO you have requested, the approval will appear under the Requests tab (Figure 169).
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Figure 169: PCARSS Support PLCO Home Page

To log in as a PLCO, do the following:

1. Select the PLCO you wish to log in as from the PLCO Access drop-down list.

2. Click the Login button. The Plant Clearance Officer Home Page appears for the PLCO you are logging in as (Figure 170).
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Figure 170: Plant Clearance Officer Home Page

See the topics in the PLCO section for instructions on how to perform PLCO tasks.

4 Contractor Role

4.1  XE "Home Page:Contractor" \* MERGEFORMAT Viewing the Contractor Home Page

The Contractor Home Page appears when you log into the PCARSS application through EWAM as a Contractor (Figure 171).
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Figure 171: Contractor Home Page

The following links appear on the menu bar:

· Home - Displays the Contractor Home Page

· My Work - Displays your My Work page which contains your inventory schedules

· Sales - Displays your Sales Workload page

· Contacts - Displays your contacts on the My Contacts page

The following tabs appear on the Contractor Home Page:

· Items Requiring your Attention - Items requiring your immediate attention appear under this tab. The number next to a category is the number of items requiring your attention in that category, and the count is updated based on your workloads. PCARSS will not display categories with a count of zero, and if all categories have a count of zero, this tab will not appear at all. The following categories may appear:

· Inventory Schedules (rejected)

· Sales (submitted)

· Inventory Schedules (disposition issued)

· Tasks - Links to common Contractor tasks appear under this tab.

· Create Inventory Schedule - Links to the Add New Inventory Schedule page

· Copy Existing Inventory Schedule - Allows you to choose an existing inventory schedule to copy

· Upload Flat Files - Allows you to upload a flat file with multiple inventory schedules

4.2  XE "flat file:uploading" \* MERGEFORMAT Uploading Flat Files

The upload flat file function allows you to upload multiple inventory schedules in one file. PLCOs, Administrators, and Contractors have the ability to upload flat files. You may upload flat files by clicking either the Upload a Flat File link on the Home Page or the [image: image295.png]


 upload flat file link on the Inventory Schedules Workload page. The Upload Flat File page appears (Figure 172).
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Figure 172: Upload Flat File page

To upload a flat file, do the following: 

1. Click the Browse button to select the file you wish to upload. The file selection box appears. The flat file must be a text (.txt) file and be formatted according to the specifications provided in this users manual. See the topic PCARSS Flat File Instructions for the flat file specifications.

2. Click the Open button on the file selection box. The file name and path appear on the Upload Flat File page.

3. Click the Upload button. The flat file uploads and appears under the File Upload Status tab with Submitted status (Figure 173).
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Figure 173: Upload Flat File page with submitted flat file

The flat file process runs every 15 minutes. While the process is running, the submitted flat file will have Pending status. Once the flat file process has finished, the flat file will have Processed status (Figure 174).
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Figure 174: Upload Flat File page with processed flat file

Once the flat file has been processed, you will be able to find your uploaded inventory schedules under the Draft tab, by clicking the My Work link. 

A flat file will be removed from the File Upload Status tab after 15 days.

To submit the uploaded inventory schedule, click the submit to PLCO link. See the topic Submitting a Draft Inventory Schedule.

To edit the inventory schedule details, click the edit link. See the topic Editing an Inventory Schedule or Line Item.

4.3 Contacts

4.3.1  XE "contacts:deleting" \* MERGEFORMAT 

 XE "contacts:list of" \* MERGEFORMAT Managing your Contacts List

Every PLCO, Administrator, and Contractor has their own set of contacts that they maintain. The contacts listed on the My Contacts page are available to associate with the inventory schedules you create. See the topic Selecting Points of Contact for more information regarding the association of contacts with inventory schedules. Click the Contacts link on the menu bar to view your contacts list. The My Contacts page appears (Figure 175).
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Figure 175: My Contacts page

The following columns display information about each contact:

· Last Name

· First Name

· Contact Type (Authorizing Official, Location POC, Prime Contractor, or Subcontractor POC)

· CAGE

· E-Mail

· Phone Number

To add a new contact, click the [image: image300.png]


add contact link. See the topic Creating and Editing a Contact.

To edit an existing contact, click the [image: image301.png]


icon next to the contact you wish to edit. See the topic Creating and Editing a Contact.

To delete a contact, click the [image: image302.png]


 icon next to the contact you wish to delete. A pop-up message appears asking you to confirm the deletion. Click the OK button on the pop-up message. The contact no longer appears on the list.

4.3.2  XE "contacts:editing" \* MERGEFORMAT 

 XE "contacts:creating" \* MERGEFORMAT Creating and Editing a Contact

You can create new contacts to add to your contacts list on the My Contacts page, as well as edit the information for the contacts already on your list. See the topic Managing your Contacts List for more information about the purpose of the My Contacts page.

To add a new contact, do the following:

1. Click the [image: image303.png]


  add contact link on the My Contacts page. The Add Contact page appears (Figure 176).
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Figure 176: Add Contact page

2. Type the contact's E-Mail address in the E-Mail box and click the find link. If the contact is already in PCARSS, his or her information will appear in the remaining boxes, but the Contact Type box will remain blank. Select a contact type and go to Step 8.

If PCARSS could not find the contact, a message will appear saying that no contact could be found for that E-Mail address. You will need to type his or her contact information manually. Go to Step 3.

3. Type the contact's first name in the First Name box.

4. Type the contact's last name in the Last Name box.

5. Select the contact's type (Authorizing Official, Location POC, Prime Contractor, or Subcontractor POC) from the Contact Type drop-down list.

6. Type the contact's CAGE in the CAGE box.

7. Type the contact's phone number in the Phone Number box.

8. Click the Save Contact button. The My Contacts page appears and displays the new contact.

To edit a contact, do the following:

1. Click the [image: image305.png]


  icon next to the contact on the My Contacts page. The Edit Contact page appears (Figure 177). 
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Figure 177: Edit Contact page

2. Modify any necessary information. You cannot modify the E-Mail address.

To change the E-Mail address for the contact, you will need to delete the contact and re-add it using the new E-Mail address. Follow the steps for deleting an existing contact in the topic Managing your Contacts List.

3. Click the Save Contact button. The My Contacts page appears and displays the updated contact information.

4.4 Inventory Schedules

4.4.1  XE "workload:inventory schedule, Contractor" \* MERGEFORMAT 

 XE "inventory schedule:workload, Contractor" \* MERGEFORMAT Managing your Inventory Schedules Workload

You may view the inventory schedules you submitted as well as the inventory schedules under your assigned CAGEs by clicking the My Work link on the menu bar. You may also view the workload when you click the Rejected Inventory Schedules link, which only appears if you have an inventory schedule with Submitted status in your workload.

The My Work page has three tabs: Active, Draft, and Inactive. The Active tab appears by default and displays all inventory schedules submitted under your CAGE code (Figure 178).
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Figure 178: My Work page, Active tab

The following columns display information for each inventory schedule under the Active tab:

· Schedule Reference Number: Displays the schedule reference number with a link to the View Inventory Schedule page.

· Contract Number: Displays the contract number associated with the inventory schedule reference number.

· Case Number: Displays the case number associated with the schedule reference number. This field remains blank if the inventory schedule has Submitted or Accepted status and has not yet been assigned to a case.

· Case Established Date: Displays the date the case became active. This field remains blank if the inventory schedule has Submitted or Accepted status and has not yet been assigned to a case.

· Submitted Date: Displays the date the schedule was submitted to the PLCO.

· Disposition Date: Displays the date a disposition code was issued to the item. This field remains blank if the inventory schedule has Submitted, Accepted, Rejected, or Case Assigned status.

· Remaining Items: Displays the number of items remaining in the inventory schedule after disposition.

· Total Items: Displays the number of items in the inventory schedule; this number includes the dispositioned items.

· Remaining Acquisition Cost: Displays the acquisition cost of the inventory that remains.

· Status: Displays the status of the inventory schedule (Submitted, Accepted, Rejected if the schedule has been rejected for less than 60 days, Referred, Case Assigned, Disposition - Action Pending, or Disposition - Action Complete).

A submitted inventory schedule becomes overdue after 10 calendar days if it has not been accepted or rejected.

A rejected inventory schedule remains under the Active tab for 60 days after rejection.

The Draft tab appears when you click the tab and displays inventory schedules that you have created and saved but not yet submitted (Figure 179).
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Figure 179: My Work page, Draft tab

The following columns display information for each inventory schedule under the Draft tab:

· Schedule Reference Number: Displays the schedule reference number with a link to the View Inventory Schedule page.

· Contract Number: Displays the contract number associated with the inventory schedule reference number.

· Case Number: Displays TBD because a draft inventory schedule cannot be assigned to a case.

· Case Established Date: Displays TBD because a draft inventory schedule cannot be assigned to a case.

· Submitted Date: Displays TBD because a draft inventory schedule has not been submitted to the PLCO.

· Disposition Date: Displays TBD because inventory schedules with Draft status have not yet been dispositioned.

· Remaining Items: Displays the number of items remaining in the inventory schedule after disposition. This number is always the same as the total number of items because inventory schedules with Draft status have not yet been dispositioned.

· Total Items: Displays the number of items in the inventory schedule.

· Remaining Acquisition Cost: Displays the acquisition cost of the inventory.

· Status: Displays the status of the inventory schedule (Draft).

The Inactive tab appears when you click the tab and the displays inventory schedules that have been closed within the past year (Figure 180).

[image: image309.png]HELP| FEEDBACK| EXIT

elools

Welcome PCARSS PCARSS 3.2.0

Home MyWork Sales Contacts Reports

My Work Schedule Status [¥]
Inventory Schedules that have been WITHDRAWN or CLOSED are shown below
(as well as any Inventory Schedules that have been REJECTED and are past due
for correction). To see more details, click on the Schedule Reference Number link.
You may also search for or upload Inventory Schedules, or create a new
Inventory Schedule.

Schedule No.

Case No.

search schedules | & add inventory | & upload fiat file | % filter

o
Sub Dispo: n
Contract Number Date Bore |

g | Total
Iter
1111111111111 SO000A-0030 12 Oct 2010 08 Oct 2010 13 Oct 2010 o 4 $0.00 Closed

1-10f1

Index Links Privacy FOIA Ac




Figure 180: My Work page, Inactive tab

The following columns display information for each inventory schedule under the Inactive tab:

· Schedule Reference Number: Displays the schedule reference number with a link to the View Inventory Schedule page.

· Contract Number: Displays the contract number associated with the inventory schedule reference number.

· Case Number: Displays the case number associated with the schedule reference number. This field remains blank if the inventory schedule was withdrawn or rejected before it was assigned to a case.

· Case Established Date: Displays the date the case became active. This field remains blank if the inventory schedule was withdrawn or rejected before it was assigned to a case.

· Submitted Date: Displays the date the schedule was submitted to the PLCO.

· Disposition Date: Displays the date a disposition code was issued to the item. This field remains blank if the inventory schedule was withdrawn before it was dispositioned.

· Remaining Items: Displays the number of items remaining in the inventory schedule after disposition.

· Total Items: Displays the number of items in the inventory schedule; this number includes the dispositioned items.

· Remaining Acquisition Cost: Displays the acquisition cost of the inventory that remains.

· Status: Displays the status of the inventory schedule (Rejected if schedule has been rejected for over 60 days or Closed)

To search for an inventory schedule within the workload, select a status or type the schedule number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image310.png]


 filter link. All the tabs in this workload now display only the inventory schedules that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Schedule No. and Case No. boxes and click the [image: image311.png]


  filter link. The workload tabs now display all of your inventory schedules.

To edit the inventory schedule details, click the [image: image312.png]


 icon next to any inventory schedule. See the topic Editing an Inventory Schedule or Line Item.

To create an inventory schedule, click the [image: image313.png]


 add inventory link. See the topic Creating an Inventory Schedule.

To upload a flat file, click the [image: image314.png]


 upload flat file link. See the topic Uploading Flat Files.

4.4.2 Creating an Inventory Schedule

4.4.2.1 Entering the Schedule Reference Number

There are six steps in the process of creating an inventory schedule: Entering the schedule reference number, entering contract data, entering line items, selecting points of contact, and routing the inventory schedule.

The Contractor may create an inventory schedule by clicking either the Create Inventory Schedule link on the Home Page or the [image: image315.png]


  add inventory link on the My Work page. The Add New Inventory Schedule page appears where you can enter the schedule reference number and set the prime CAGE.

To enter the schedule reference number and prime CAGE, do the following:

1. Enter the prime CAGE for the inventory schedule in the Prime CAGE box.

2. Enter the reference number in the Reference Number box. This number can be in any format or length. Remember that the reference number you enter must be unique to the prime CAGE (Figure 181).
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Figure 181: Add New Inventory Schedule page

3. When finished, click the Save button. You have just created the schedule reference number. The schedule reference number will have the format CAGE-Reference Number (e.g., 55820-123456789). The Add New Inventory Schedule page will appear where you will enter the contract data for the inventory schedule. See the topic Entering Contract Data.

4.4.2.2  XE "line item:creating" \* MERGEFORMAT 

 XE "inventory schedule:entering contract data for" \* MERGEFORMAT Entering Contract Data

The Add New Inventory Schedule page allows you to type the basic contract information regarding the inventory schedule you are creating. You must provide information for all of the text boxes marked with an asterisk (*). The Add New Inventory Schedule page contains six sections: Contract Data, Prime Contractor Details, 1st-Tier Details, 2nd-Tier Details, Property Location Details, and Remarks. The Contract Data section is displayed at the top of the page (Figure 182).
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Figure 182: Contract Data section

To type the contract data, do the following:

1. Type the contract number for the inventory schedule in the Contract Number box.

2. Select the contract type for the contract from the Contract Type drop-down list.

3. Type the alternate schedule reference number in the Alternate Schedule Reference Number box.

4. Type the 1st-Tier subcontract number in the 1st-Tier Subcontract Number box.

5. Type the 2nd-Tier subcontract number in the 2nd-Tier Subcontract Number box.

6. Type the termination docket number in the Termination Docket Number box. A termination docket number is required if the schedule is termination inventory.

7. Type the Product Covered By in the associated box.

8. Select whether or not the inventory schedule is termination inventory by clicking one of the Termination Inventory radio buttons. If you specify the schedule as termination inventory, a termination docket number is required.

9. Select whether or not the inventory schedule is a final schedule by clicking one of the Final Schedule radio buttons.

10. Select whether or not the inventory schedule will be on the scrap list by selecting one of the Scrap List radio buttons.

The Prime Contractor Details section is displayed below the Contract Data section. The contractor's name and address are already populated from the prime CAGE you entered when you created the schedule reference number (Figure 183).
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Figure 183: Prime Contractor Details section

To type the prime contractor details, do the following:

1. Type the PLCO code for the prime contractor in the PLCO Code box.

2. Type the name of the authorizing official for the prime contract in the Authorizing Official Name box.

3. Type the title of the authorizing official in the Authorizing Official Title box.

4. Type the name of the point of contact for the prime contract in the POC box.

5. Type the prime contractor POC's phone number and extension in the Phone boxes.

6. Type the prime contractor POC's fax number in the Fax box.

7. Type the prime contractor POC's E-Mail address in the E-Mail box.

The 1st-Tier Details section is displayed below the Prime Contractor Details section (Figure 184).
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Figure 184: 1st-Tier Details section
To type the 1st-Tier details, do the following:

1. Type the CAGE of the 1st-tier subcontractor in the CAGE box.

2. If you entered a CAGE, click the [image: image320.png]


  icon next to the CAGE text box. The page refreshes and the contractor name and address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the name of the 1st-tier subcontractor in the Contractor Name box.

4. Type the 1st-tier subcontractor's street address in the Address 1 and Address 2 boxes.

5. Type the name of the 1st-tier subcontractor's city in the City box.

6. Select the 1st-tier subcontractor's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the 1st-tier subcontractor's province in the Province box. A province is required if you select Canada for the country.

8. Type the 1st-tier subcontractor's ZIP code in the ZIP Code box.

9. Select the country of the 1st-tier subcontractor from the Country drop-down list.

10. Type the name of the point of contact for the 1st-tier subcontractor in the POC box.

11. Type the 1st-tier subcontractor POC's phone number and extension in the Phone boxes.

12. Type the 1st-tier subcontractor POC's fax number in the Fax box.

13. Type the 1st-tier subcontractor POC's E-Mail address in the E-Mail box.

The 2nd-Tier Details section is displayed below the 1st-Tier Details section (Figure 185).
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Figure 185: 2nd-Tier Details section 

To type the 2nd-Tier details, do the following:

1. Type the CAGE of the 2nd-tier subcontractor in the CAGE box.

2. If you entered a CAGE, click the [image: image322.png]


  icon next to the CAGE text box. The page refreshes and the contractor name and address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the name of the 2nd-tier subcontractor in the Contractor Name box.

4. Type the 2nd-tier subcontractor's street address in the Address 1 and Address 2 boxes.

5. Type the name of the 2nd-tier subcontractor's city in the City box.

6. Select the 2nd-tier subcontractor's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the 2nd-tier subcontractor's province in the Province box. A province is required if you select Canada for the country.

8. Type the 2nd-tier subcontractor's ZIP code in the ZIP Code box.

9. Select the country of the 2nd-tier subcontractor from the Country drop-down list.

10. Type the name of the point of contact for the 2nd-tier subcontractor in the POC box.

11. Type the 2nd-tier subcontractor POC's phone number and extension in the Phone boxes.

12. Type the 2nd-tier subcontractor POC's fax number in the Fax box.

13. Type the 2nd-tier subcontractor POC's E-Mail address in the E-Mail box.

The Property Location Details section is displayed below the 2nd-Tier Details section (Figure 186).
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Figure 186: Property Location Details section

To type the property location details, do the following:

1. Type the location CAGE for the property in the Location CAGE box.

2. If you entered a CAGE, click the [image: image324.png]


  icon next to the CAGE text box. The page refreshes and the address information is populated in the respective fields. Alternatively, go on to Step 3 to input this information manually.

3. Type the location of the property in the Location of Property box.

4. Type the street address of the property location on the Address 1 and Address 2 boxes.

5. Type the name of the city of the property location in the City box.

6. Select the property location's state from the State drop-down list. A state is required if you select United States for the country.

7. Type the property location's province in the Province box. A province is required if you select Canada for the country.

8. Type the ZIP code for the property location from the ZIP Code box.

9. Select the country for the property location from the Country drop-down list.

10. Type the name of the property location point of contact in the POC box.

11. Type the property location POC's phone number and extension in the Phone boxes.

12. Type the property location POC's fax number in the Fax box.

13. Type the property location POC's E-Mail address in the E-Mail box.

The Remarks section is displayed at the bottom of the Add New Inventory Schedule page (Figure 187).
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Figure 187: Remarks section

To type remarks relevant to the new inventory schedule, use the Contractor Remarks box.

To continue to the Property Item Details page, click the Save and Continue button.

4.4.2.3  XE "inventory schedule:entering line items for" \* MERGEFORMAT Entering Line Items

The Property Item Details page allows you to type the details regarding each line item in the new inventory schedule (Figure 188). You must provide information for all of the text boxes marked with an asterisk (*).
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Figure 188: Property Item Details page

To type property item details, do the following:

1. Notice that the item you are creating was automatically given an item number. You are not able to change this number.

2. Click the [image: image327.png]


  icon, which appears next to the NSN and Part Number boxes, to look up item information using the WebFLIS service, or enter an NSN or Part Number in the appropriate box. See the topic Using the NSN/Part Number Lookup to look up an NSN or find items based on NSN or part number.

3. Type a description of the item in the Description box.

4. Type the available quantity of the item in the Quantity box.

5. Select the Federal Supply Class from the FSC drop-down list.

6. Type the National Stock Number (NSN) for the item and click the [image: image328.png]


  icon next to the NSN box. Alternatively, leave the NSN box blank and click the [image: image329.png]


  icon to look up the NSN and part number for the item.

6. Type the part number of the item in the Part Number box if it was not populated from the NSN/part number lookup and selection.

7. Select the source of the item (how you acquired it) from the Source drop-down list.

8. Type the Contractor ID in the Contractor ID box.

9. Type the amount of the contractor offer for the item in U.S. dollars in the Contractor Offer box. Use the format 19.99.

10. Select the Demil Code for the item from the Demil Code drop-down list if it was not populated from the NSN/part number lookup and selection.

11. Select the Hazardous Material Code for the item from the Hazardous Material Code drop-down list if it was not populated from the NSN/part number lookup and selection.

12. Select the Precious Metal Code for the item from the Precious Metal Code drop-down list if it was not populated from the NSN/part number lookup and selection.

13. Select the Controlled Inventory Item Code (CIIC) for the item from the CIIC drop-down list if it was not populated from the NSN/part number lookup and selection.

14. Select the Property Class for the item from the Property Class drop-down list.

15. Select the Property Subclass for the item from the Property Subclass drop-down list.

16. Select the Condition Code for the item from the Condition Code-drop-down list.

17. Type the Product Made By in the associated box.

18. Add a picture of the item. Click the Browse button next to the Picture box and select a file to add. Limit your file to 10 MB. The filename and path will appear in the box. It is recommended that you add the picture once you have successfully filled out all of the required fields. Receiving a warning message of any kind will clear the filename and path of the image from the Picture box. If your file did not upload successfully, however, you may try again by editing the line item.

19. Type a Unique Item Identifier (UII) in the UII box and click the [image: image330.png]


 icon to add it to the UIIs Selected box which appears below. Repeat for each UII. The number of UIIs in the list must not exceed the total quantity of items. Click the [image: image331.png]


 icon next to the UIIs Selected list to remove UIIs.

20. Select a unit of measure for the item (e.g., Each, Cubic Centimeter, Bushel) from the Unit of Measure drop-down list.

21. Type the unit cost of the item in U.S. dollars in the Unit Cost box. Use the format 19.99.

22. Type the acquisition cost of the item in U.S. dollars in the Acquisition Cost box. Use the format 19.99. You may type the acquisition cost yourself or leave it blank. If left blank, PCARSS will calculate the acquisition cost as the unit cost multiplied by the quantity.

23. Check the Estimate box if this price is an estimate.

24. Type the estimated scrap proceeds in U.S. dollars in the Estimated Scrap proceeds box. Use the format 19.99.

25. Type the replacement cost of the item in U.S. dollars in the Replacement Cost box. Use the format 19.99.

26. Select whether or not this is a GSA sale by clicking one of the radio buttons.

27. Select whether or not this is an exchange sale by clicking one of the radio buttons.

28. Select whether or not a reimbursement is required by clicking one of the radio buttons. If reimbursement is required, then you must type the Fund Code and NASA Agency Location Code.

29. Type the reimbursement fund code in the Fund Code box. You will need a fund code if reimbursement is required for the item.

30. Type the NASA Agency Location Code for the item in the NASA Agency Location Code box. You will need a NASA Agency Code if reimbursement is required for the item.

31. Type the manufacturer's CAGE.

32. Type the manufacturer's name.

33. Type the item's manufacturer model name.

34. Type the item's manufacturer model number.

35. Type the item's manufacturer serial number.

36. Type the item's date of manufacture. Use the format DD Mon YYYY (e.g., 23 Sep 2008). Alternatively, click the [image: image332.png]


 icon to select the date from a calendar.

You must type the required information for at least one item before the inventory schedule can be submitted.

To continue to the Inventory Schedule Points of Contact page without adding more items, click the Save and Continue button.

To add another line item to the inventory schedule, click the Add Another Item button.

To copy this line item's data to be used for the next line item on the inventory schedule, click the Copy Item button. Note that UIIs on the line item will not be copied.

4.4.2.4  XE "NSN/Part Number Lookup" \* MERGEFORMAT 

 XE "line item:using NSN/Part Number Lookup" \* MERGEFORMAT 

 XE "inventory schedule:using NSN/Part Number Lookup" \* MERGEFORMAT Using the NSN/Part Number Lookup

When you type the NSN on the Property Item Details page, you must click the magnifying glass. PCARSS will look for a match in WebFLIS. If WebFLIS finds a match, it populates the Part Number, Demil Code, Precious Metal Code, Hazardous Material Code, and CIIC in their corresponding fields.

If PCARSS finds more than one match for the NSN you entered, you will be asked to resolve the conflict. The Resolve Multiple NSNs page appears (Figure 189).
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Figure 189: Resolve Multiple NSNs page

To select one of the items on the list, click the radio button next to the appropriate item and click the Save button.

To confirm that none of these items match the NSN you entered, click the No Selection button. You will not be prompted again resolve the conflict if you choose No Selection.

To skip making a selection at this time, click the Cancel button.

If you do not make an NSN selection if there is a conflict, the multiple NSNs column on the Item Details on View Inventory Schedule page displays the word, Fix, with a link. You must do this before you can submit the inventory schedule.

If you do not have an NSN for the item you wish to lookup, click the [image: image334.png]


 icon, which appears next to the NSN and Part Number boxes, to look up item information using the WebFLIS service. The NSN/Part Number Lookup page appears (Figure 190).
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Figure 190: NSN/Part Number Lookup page

1. Type any combination of information in the remaining boxes. Part number searches must contain at least 3 alphanumeric characters, not including the * wild card entry. Part description searches may not contain more than 3 keywords.

2. Click the Submit button on the NSN/Part Number Lookup page. The NSN/Part Number Search Response page appears and displays a maximum of 200 results (Figure 191).
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Figure 191: NSN/Part Number Search Response page

3. Click the radio button next to an NSN to select it for the item.

4. Click the Select NSN button on the NSN/Part Number Search Response page. The Property Item Details page reappears. The NSN, Part Number, Demil Code, Precious Metal Code, Hazardous Material Code, and CIIC are populated in their corresponding fields.

To perform the NSN/Part Number search again, click the Search Again button on the NSN/Part Number Search Response page.

4.4.2.5  XE "contacts:associating to inventory schedule" \* MERGEFORMAT 

 XE "inventory schedule:selecting POCs for" \* MERGEFORMAT Selecting Points of Contact

You may select POCs and submit the inventory schedule from the Inventory Schedule Points of Contact page. Note that this step is not mandatory (Figure 192).
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Figure 192: Inventory Schedule Points of Contact page

All of your contacts are displayed under the Points of Contact tab and are available to associate with the inventory schedule. Check the box next to each POC you would like to associate with the inventory schedule.

The location information for the inventory is displayed under the Property Locations tab on this page.

To add a new contact, click the [image: image338.png]


 add new contact link. See the topic Creating and Editing a Contact.

To save the inventory schedule as a draft without submitting it, click the Save Schedule & Submit Later button.

To submit the inventory schedule, click the Save & Submit button. the Route Work to PLCO page appears. See the topic Routing the Inventory Schedule.

4.4.2.6  XE "inventory schedule:routing" \* MERGEFORMAT Routing the Inventory Schedule

When you click the Save & Submit button on the Inventory Schedule Points of Contact page or the submit to PLCO link on the View Inventory Schedule page, the Route Work to PLCO page appears (Figure 193).

[image: image339.png]HELP| FEEDBACK EXIT

To oy
elools

PCARSS 3.0.3

Welcome john dos

Route Work to PLCO

This page allows you to route new work to a given PLCO (or Administrator) by E-Mail address. If an E-Mail address is not
specified, work will be routed by assigned PLCO found via Contract Number and/or CAGE Code lookup.

Routing Details
PLCO E-Mail Address Jane Smith@dema mil





Figure 193: Route Work to PLCO page

The Route Work to PLCO page allows you to route the inventory schedule directly to a PLCO or an Administrator. Type the E-Mail address of the PLCO or Administrator to whom you wish to route the inventory schedule. You may also leave this field blank and route the inventory schedule to a PLCO based on CAGE cognizance in CMT.

4.4.3  XE "inventory schedule:copying" \* MERGEFORMAT Copying an Existing Inventory Schedule

PLCOs, Administrators, and Contractors can copy existing inventory schedules and their line items to create new inventory schedules. Copying an existing inventory schedule will take contract data and the selected line items (with the exception of the UII entries) from the existing inventory schedule to create a new draft inventory schedule.

To copy an inventory schedule, do the following:

1. Click the Copy Existing Inventory Schedule link on the Home Page. The Copy Inventory Schedule page appears and displays all the inventory schedules in your workload (Figure 194).
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Figure 194: Copy Inventory Schedule page

2. Click the Copy link next to any inventory schedule under the Active, Draft, or Inactive tabs. Note that inventory schedules under the Inactive tab will not be available to copy if it has been closed for over one year. The Add New Inventory Schedule page appears (Figure 195).
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Figure 195: Add New Inventory Schedule page

3. Enter the prime CAGE for the inventory schedule in the Prime CAGE box.

4. Enter the reference number in the Reference Number box. This number can be in any format or length. Remember that the reference number you enter must be unique to the prime CAGE.

5. When finished, click the Save button. You have just created the schedule reference number. The schedule reference number will have the format CAGE-Reference Number (e.g., 55820-123456789). The Add New Inventory Schedule page will appear where you will enter the contract data for the inventory schedule. The Copy Line Item page appears (Figure 196).
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Figure 196: Copy Line Item page

6. Check the boxes next to the items you would like to copy. You may copy all, some, or none of the items. To copy all of the items, click the Select All check box.

7. Type the quantity you wish to have of each item you are copying.

8. Click the Save and Continue button to save the copied inventory schedule as a draft. PCARSS displays a warning message that the copy function does not copy the UIIs from the original line items.

9. Click the OK button on the warning message. The warning message clears and the View Inventory Schedule page appears, displaying the new inventory schedule. If you navigate away from this page, you may find the inventory schedule under the Draft tab of the My Work page.

To enter UIIs for the items in the schedule, edit the line items. See the topic Editing an Inventory Schedule or Line Item.

To submit the new inventory schedule, see the topic Submitting a Draft Inventory Schedule.

4.4.4  XE "inventory schedule:submitting a draft" \* MERGEFORMAT Submitting a Draft Inventory Schedule

An inventory schedule with Draft status has been created and saved but not yet submitted. You may submit a draft inventory schedule by doing the following:

1. Click the My Work link on the menu bar to view your Inventory Schedules Workload.

2. Click the Draft tab to view a list of all your inventory schedules with Draft status.

3. Click the link on the schedule reference number for the inventory schedule you wish to submit. The View Inventory Schedule page appears (Figure 197).
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Figure 197: View Inventory Schedule page for a draft inventory schedule

4. Click the submit to PLCO link. The Route Work to PLCO page appears.

5. Type the E-Mail address of the PLCO to whom you wish to route the inventory schedule. You may leave this field blank and send the inventory schedule to a PLCO based on CAGE cognizance in the CMT.

To edit the inventory schedule details, click the edit link. The Edit Inventory Schedule page appears. See the topic Editing an Inventory Schedule or Line Item.

To add another line item to the inventory schedule, click the [image: image344.png]


 add line item link. The Create Line Item page appears. See the topic Entering Line Items for further information.

To add or change the POCs for the inventory schedule, click the Points of Contact tab. The Inventory Schedule Points of Contact page appears. See the topic Creating an Inventory Schedule for further information.

4.4.5  XE "inventory schedule:deleting" \* MERGEFORMAT Deleting an Inventory Schedule or Line Item

You can delete inventory schedules and line items in Draft or Rejected status. Remember that once you delete an inventory schedule or line item, you will not be able to retrieve it.

To delete an inventory schedule, do the following:

1. Click the link on the schedule reference number of the inventory schedule you wish to delete. The View Inventory Schedule page appears (Figure 198).
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Figure 198: View Inventory Schedule page for a draft inventory schedule

2. Click the [image: image346.png]


  delete link on the View Inventory Schedule page. A pop-up window appears asking you to confirm the deletion.

3. Click the OK button on the pop-up window. The inventory schedule is deleted and no longer appears on your My Work page.

You can also delete an inventory schedule by clicking the [image: image347.png]


 icon on the My Work page, Draft tab.

To delete a line item, do the following:

1. From the View Inventory Schedule page, click the link on the item number for the item you wish to delete. The View Item page appears (Figure 199).
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Figure 199: View Item page

2. Click the [image: image349.png]


  delete link on the View Item page. A pop-up window appears asking you to confirm the deletion.

3. Click the OK button on the pop-up window. The line item is deleted from the schedule and no longer appears on the View Inventory Schedule page.

You can also delete a line item by clicking the [image: image350.png]


  icon on the View Inventory Schedule page, Line Items tab.

4.4.6 Searching for an Inventory Schedule

Contractors can search for any of their inventory schedules by clicking the [image: image351.png]


 search schedules link on the My Work page. The Search Inventory Schedules page appears (Figure 200).
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Figure 200: Search Inventory Schedules page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory schedule easier. Once you have typed sufficient search criteria, click the Search button. The Inventory Schedule Search Results page appears (Figure 201).
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Figure 201: Inventory Schedule Search Results page

To view the inventory schedule details and line items associated with the inventory schedule, click the link on an inventory schedule number. See the topic Viewing Inventory Schedule and Line Item Details.

To make a copy of an inventory schedule, click the copy link next to the inventory schedule. See the topic Copying an Existing Inventory Schedule.

4.4.7  XE "line item:viewing details" \* MERGEFORMAT 

 XE "inventory schedule:viewing details" \* MERGEFORMAT Viewing Inventory Schedule and Line Item Details

Contractors may view the details for any inventory schedule by clicking the link on the schedule reference number on the My Work page. The View Inventory Schedule page appears (Figure 202).
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Figure 202: View Inventory Schedule page

If your inventory schedule is part of a case or referral, the case or referral number will appear on this page and will be displayed with links to view the case and referral information.

To edit an inventory schedule, click the edit link. See the topic Editing an Inventory Schedule or Line Item.

To withdraw the inventory schedule or a line item from the inventory schedule, click the withdraw link, which appears on the View Inventory Schedule page for inventory schedules that have been assigned to a case. See the topic Submitting a Withdrawal Request.

To add line items to an inventory schedule, click the [image: image355.png]


 add line item link on the View Inventory Schedule page. You may only add items to a draft inventory schedule. See the topic Creating an Inventory Schedule for further information.

To view the inventory schedule's history, click the view history link. The View Inventory Schedule History page appears, displaying all updates to the inventory schedule in chronological order (Figure 203).
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Figure 203: View Inventory Schedule History page

The Line Items and Points of Contact tabs at the bottom of the View Inventory Schedule page display the line items and POCs associated with the inventory schedule. The Line Items tab is displayed by default (Figure 204).

[image: image357.png]W G St O Qo N W o Wty Ty WY g TNy v T Y Wy S Vo |

HOUSING ASSEMBLY,LUBRICATION PUMP $400.00
TUBE FINNED INLET HEAT EXCHANGER AL B 6 8 $640.00
FILTER ELEMENT FLUID AL B 38 40 $260.00

1-30f3 [ Go





Figure 204: Line Items tab

If an item has the DRMO disposition codes MO or PM, a PDF [image: image358.png]


  icon will display next to the item. Click this icon to generate the DD 1348-1 form to send the item to ETID.

To view the item details, click the link on an item number on the View Inventory Schedule page. The View Item page appears (Figure 205).
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Figure 205: View Item page

To copy an existing line item on the inventory schedule to create another instance of that line item on the same schedule, click the [image: image360.png]


 copy link on the View Item page. You may copy items on a draft or rejected inventory schedule, or a submitted inventory schedule that is assigned to you.

To edit the line item, see the topic Editing an Inventory Schedule or Line Item.

To delete the line item, click the [image: image361.png]


 delete link. See the topic Deleting an Inventory Schedule or Line Item.

The withdraw link appears once the inventory schedule has been added to a case and allows you to withdraw a full or partial quantity of the line item from an inventory schedule. 

To withdraw a partial line item quantity, see the topic Submitting a Withdrawal Request.

4.4.8 Viewing a Case or Referral

You can view the case or referral information by clicking the links on the case or referral numbers, respectively, on the View Inventory Schedule page. The View Case Details page appears when you click the link on the case number (Figure 206).
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Figure 206: View Case Details page

The View Case Details page allows you to download the DD-1637 form for the case. Click the [image: image363.png]


 DD-1637 link to download the Notice of Acceptance of Inventory Schedules form in a PDF. Click the link on the Schedule Number to return to the inventory schedule.

The View Referral Details page appears when you click the link on the referral number on the View Inventory Schedule page (Figure 207).
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Figure 207: View Referral Details page

The View Referral Details page allows you to download the DD-1640 form for the case. Click the [image: image365.png]


  DD-1640 link to download the Request for Plant Clearance form in a PDF. Click the link on the Schedule Number to return to the inventory schedule, or the link on the Case Number to go to the case.

4.4.9  XE "line item:editing" \* MERGEFORMAT 

 XE "inventory schedule:editing" \* MERGEFORMAT Editing an Inventory Schedule or Line Item

Contractors have the ability to edit inventory schedules and line items.

4.4.9.1 Editing an Inventory Schedule

For inventory schedules in your workload, you may edit the inventory schedule details as long as the inventory schedule is in Draft, Rejected, or Withdrawn status.

To edit an inventory schedule, do the following:

1. Click the [image: image366.png]


  icon next to the inventory schedule on the My Work page, or click the [image: image367.png]


 edit link on the View Inventory Schedule page. The Edit Inventory Schedule page appears (Figure 208).

[image: image368.png]HELP| FEEDBACK| EXIT

PCARSS 3.0.3 ||

Edit Inventory Schedule Schedule Reference
hi llows th ed hedul prum
This page allows the user to edit an Inventory Schedule. 000Y8-0907-0005
Inventory Schedule
Contract Number DAAH23-03-D-0068 Status Draft
*Contract Type FIRM FIXED PRICE
Total Items 2
‘Case Number Not assigned Total Acquisition Cost $20,900.00
Referral Number Not assigned Remaining Items 2
Remaining Acquisition  $20,900.00
Cost
Alternate Schedule Ref.
No.
1st Tier Subcontract No. Termination Inventory O Yes ® No
2nd Tier Subcontract No. Final Schedule O Yes ® No
Termination Docket No. Scrap List O Yes @ No
*Product Covered By product covered by





Figure 208: Edit Inventory Schedule page

2. Type or change the necessary information. You can only change the contract number, 1st-tier subcontractor CAGE, 2nd-tier subcontractor CAGE, or location CAGE if the inventory schedule is in Draft status.

3. Click the Save button. Upon saving, the View Inventory Schedule page appears and displays the changes you made.

4.4.9.2 Editing a Line Item

For inventory schedules in your workload, you may only edit the line item details when the inventory schedule is in Draft, Rejected, or Withdrawn statuses.

To edit a line item, do the following:

1. Click the link on an item number that appears on the View Inventory Schedule page. The View Item page appears.

2. Click the [image: image369.png]


  edit link on the View Item page. The Update Item page appears (Figure 209).
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Figure 209: Update Item page

3. Type or change the necessary information. Required fields are marked with an asterisk (*). See the topic Creating an Inventory Schedule for help filling out the Update Item page.

4.4.10  XE "line item:withdrawing full quantity" \* MERGEFORMAT 

 XE "line item:withdrawing partial quantity" \* MERGEFORMAT 

 XE "inventory schedule:requesting withdrawal" \* MERGEFORMAT Submitting a Withdrawal Request

The Contractor may submit an inventory schedule withdrawal request as long as the schedule has been assigned to a case and does not have any pending or completed dispositions, requisitions, or sales. When requesting a withdrawal at the inventory schedule level, you may withdraw an entire inventory schedule or the full quantity of one or more line items.

To create a withdrawal at the inventory schedule level, do the following:

1. Click the link on the schedule reference number for the an inventory schedule. The View Inventory Schedule page appears.

2. Click the withdraw link. The Withdraw Line Item page appears (Figure 210).
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Figure 210: Withdraw Line Item page

3. Check the boxes next to the line items you wish to withdraw and click the Save and Continue button. If you check all of the items, you will withdraw the entire inventory schedule. UII selection is not necessary because you are withdrawing the entire line item. The Comments for Withdraw Inventory Schedule page appears (Figure 211).
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Figure 211: Comments for Withdraw Inventory Schedule page

4. Type comments in reference to the withdrawal request and click the Submit button. These comments will be available when the PLCO reviews the withdrawal request. The items requested for withdrawal are now unavailable, and will remain unavailable unless the request is disapproved.

A Contractor may withdraw a partial line item quantity at the item level. To do this, the inventory schedule must be created by you as well as assigned to a case.

To withdraw a partial quantity of a line item, do the following:

1. On the View Line Item page, click the withdraw link on the View Line Item page. The Withdraw Line Item page appears (Figure 212).
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Figure 212: Withdraw Line Item page

2. Check the box next to a line item to withdraw it, then enter the quantity you wish to withdraw in the Withdraw Quantity box. You may withdraw the entire available quantity or a partial quantity; however, you may not withdraw a quantity greater than the quantity available.

3. Click the Save and Continue button. The Assign UII to Withdrawal page appears (Figure 213).
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Figure 213: Assign UII to Withdrawal page

4. Check the boxes next to the UIIs you wish to withdraw. If you withdrew the entire quantity, you must select all the remaining UIIs.

5. Click the Submit button. The Comments for Withdraw Line Item page appears (Figure 214).
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Figure 214: Comments for Withdraw Line Item page

6. Type comments in reference to the withdrawal request and click the Submit button. These comments will be available when the PLCO reviews the withdraw request. The items requested for withdrawal are now unavailable, and will remain unavailable unless the request is disapproved.

4.4.11  XE "inventory schedule:resubmitting" \* MERGEFORMAT Resubmitting an Inventory Schedule

PLCOs, Administrators, and Contractors can resubmit inventory schedules in Withdrawn or Rejected status.

1. Click the link on the schedule reference number for the inventory schedule you wish to submit. The View Inventory Schedule page appears (Figure 215).
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Figure 215: View Inventory Schedule Details page for a Rejected Inventory Schedule

2. Click the re-submit link. The Route to PLCO page appears.

3. Type the E-Mail address of the PLCO or Administrator to whom you wish to route the inventory schedule. You may leave this field blank and send the inventory schedule to a PLCO based on CAGE cognizance in the CMT.

To edit the inventory schedule details before you resubmit, click the edit link. The Edit Inventory Schedule page appears. See the topic Editing an Inventory Schedule or Line Item.

To add or change the POCs for the inventory schedule before you submit, click the Points of Contact tab. The Inventory Schedule Points of Contact page appears. See the topic Creating an Inventory Schedule for further information.

4.4.12  XE "disposition:shipping items" \* MERGEFORMAT 

 XE "disposition:viewing instructions for" \* MERGEFORMAT Shipping Items and Marking Disposal Actions Complete

PLCOs, Administrators, and Contractors have the ability to ship dispositioned line items. When a disposition code is issued to an item in the inventory schedule, the schedule gains Disposition - Action Pending status.

4.4.12.1 Viewing Disposition Instructions

Before you ship inventory, you may need to print the shipping address and disposition instructions. 
To view the disposition instructions, click the view link next to a line item. Note that the view link only appears if shipping is required for the disposition. The Disposition Instructions page appears and displays the disposition instructions and shipping address (Figure 216).
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Figure 216: Disposition Instructions page

To print the disposition instructions in a layout similar to the one the screen, click the print link.

4.4.12.2 Shipping and Unshipping Items

To view the items on an inventory schedule that need to be shipped, do the following:

1. Click the link on the schedule reference number for the desired inventory schedule. The View Inventory Schedule page appears.

2. Click the disposition link to view the disposition details. The View Disposition page appears and displays the line items in the inventory schedule that have been issued a disposition code. Items that require shipping have the Pending Shipment status and items that do not require shipping have the Shipping Not Required status (Figure 217).
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Figure 217: View Disposition page

The disposition are broken down by Requisitions, Sales, and Dispositions. You can view the requisition and sale information by clicking on the requisition and sale numbers, respectively. Once an item has been shipped, it will be moved down to the Completion Required section at the bottom of the page.

If the disposal type was a requisition, you are able to modify the shipping information. Under the Shipping Details section on the View Disposition page you can update the Voucher Number and Date, Mode of Shipment, TCN, and Date Shipped. When entered here, the shipping information will apply to all the dispositions selected to ship.

You can also enter shipping comments at the top of the page under the Shipping Details section. These comments will apply to all the dispositions selected to ship.

To ship items, check the boxes next to the items you wish to ship and click the Ship Dispositions button. The shipped dispositions appear under the Completion Required section at the bottom of the page. The status of the disposition is still pending; however, once the disposition is marked complete, the status of the disposition will become Completed.

To ship all the items, click the Ship ALL Dispositions button without selecting any items. All the dispositions are now shipped and will be moved down to the Completion Required section.

To unship items, check the boxes next to the items under the Shipped Dispositions section that you wish to unship. Then click the Unship Selected Dispositions button. The selected items are now unshipped and return to Pending status.

4.4.12.3 Marking Disposal Actions Complete

Once a disposition code has been issued and the applicable items have been shipped, the PLCO or Contractor can mark the disposal action complete.

To mark a disposal action complete from the inventory schedule level, do the following:

1. From the View Disposition page, check the boxes next to the dispositions you wish to mark complete. To select all of the check boxes, check the Select All box (Figure 218).
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Figure 218: View Disposition page

2. Click the Mark Action Complete button. The check boxes in the marked columns disappear and the dispositions you selected now have the Completed action status. Completed dispositions are removed from the Shipped Dispositions section. To unship a completed disposition, the PLCO will first need to remove action complete.
4.5 Sales

4.5.1  XE "workload:sales, Contractor" \* MERGEFORMAT 

 XE "sale:workload, Contractor" \* MERGEFORMAT Managing your Sales Workload

The Contractor can view the Sales Workload by clicking either the Sales link on the menu bar or the Sales Submitted link on the Home Page. The Sales Workload page has two tabs: Active and Closed. The Active tab appears by default and displays sales assigned to you, sales on the inventory in your workload, and the sales for your assigned CAGE(s) (Figure 219).
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Figure 219: Sales Workload, Active tab

The following columns display information about each sale under the Active tab:

· Sales Number: Displays the sales number with a link to the View Sale page.

· Date Sales Entered: Displays the date the sales authorization became active.

· Status: Displays the status of the sale (Pending Contractor Action, All Bids Complete, or Awarded).

The Closed tab appears when you click the tab and displays all of your closed sales (Figure 220).

[image: image381.png]elools

Welcome PCARSS

HELP| FEEDBACK| EXIT

Sales Workload

PCARSS 3.2.0

Sales Status
Sales that you have closed are shown below. Click on a Sales Number link to view JE—
more details about the sale. -
Case No.
| Adtive filter
‘Sales Number Date Sales Entered
Closed
Closed

1-20f2 [ G





Figure 220: Sales Workload, Closed tab

· Sales Number: Displays the sales number with a link to the View Sale page.

· Date Sales Entered: Displays the date the sales authorization became active.

· Status: Displays the status of the sale (Closed).

To search for a sale within the workload, select a status or type the sales number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image382.png]


  filter link. All the tabs in this workload now display only the sales that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Sales No. and Case No. boxes and click the [image: image383.png]


 filter link. The workload tabs now display all of your sales.

4.5.2  XE "sale:viewing, Contractor" \* MERGEFORMAT 

 XE "sale:viewing, PLCO" \* MERGEFORMAT Viewing a Sales Authorization

The View Sale page appears when you click the link on a sales number on the Sales Workload page (Figure 221).
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Figure 221: View Sale page

The View Sale page displays information about the sale, the method and type of sale to be conducted, sale instructions, and information about the inventory for sale. The inventory available for sale was determined by the PLCO when the sales authorization was created. You will receive an E-Mail when the PLCO has sent you a sale to conduct.

Sales numbers are automatically generated in the following format: a 3 digit sequence number beginning with 001, the last digit of the calendar year followed by a dash, and your DoDAAC and the last digit of the current calendar year (e.g., 1558-S0544A). After sequence number 999 is used for a particular DoDAAC during a given year, the sequence number will be displayed as A01-A99, B01-B99, and so on.

Clicking the link on the PLCO's name will display their E-Mail address and phone number in a new window.

Clicking the view link next to an item displays the View Item page where you may view more information about that item.

The sequence of the links at the top right side of the page represent the steps necessary to complete a sale. The steps are managing lots, assigning bidders, conducting sales, and collecting proceeds. Until you have completed a step, the links following that step will be grayed out. For example, if you have not yet assigned any bidders, you will not see the links to conduct sales or view the award.

Once all bids are complete, the managing lots, assigning bidders, and conducting sales links become unavailable.

4.5.3  XE "sale:managing lots" \* MERGEFORMAT Managing Sales Lots

Clicking the manage lots link on the View Sale page will allow you to begin the first step in the sales process. The Manage Lots page appears (Figure 222).
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Figure 222: Manage Lots page

A lot is a group of line items that will be sold as a bundle for a price. The lots you have created for the sale appear on this page.

To create a new lot, do the following:

1. Click the [image: image386.png]


  create lot link on the Manage Lots page. The Create/Update Lot page appears (Figure 223).
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Figure 223: Create/Update Lot page

2. The Create/Update Lot page allows you to add line items to the lot. The lot number is automatically generated and the available line items for sale are displayed.

3. Type a description of the lot in the Lot Description box.

4. Check the box next to an item. The Allocated box will automatically display the full available quantity for that item. Alternatively, you may use the Select All checkbox to allocate the entire quantity of each item to the lot. You may change the quantity desired and type a smaller quantity but you may not type a number greater than the quantity available. Items not allocated to this lot will be available to allocate to other lots. By default, the boxes in the Allocated column are populated with a quantity of 0. Do not leave any of the boxes in the Allocated column blank.

5. Click the Submit button. The Manage Lots page appears and displays the lots you have created under the Managed Lots tab. You may repeat Steps 1-5 until you have no items left to assign to lots.

To edit an existing lot, click the [image: image388.png]


 icon next to the desired lot. The Create Update Lot page appears.

To delete an existing lot, click the [image: image389.png]


 icon next to the desired lot. The lot is deleted and the items allocated to that lot are now available to allocate to other lots.

4.5.4  XE "sale:assigning bidders" \* MERGEFORMAT 

 XE "bidder:assigning to sale" \* MERGEFORMAT 

 XE "bidder:creating" \* MERGEFORMAT 

 XE "bidder:adding existing" \* MERGEFORMAT 

 XE "bidder:removing" \* MERGEFORMAT Assigning Bidders

Once you have created one or more lots for the sale, the assign bidders link appears at the top of the page. Click the assign bidders link to display the Assign Bidders page (Figure 224).
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Figure 224: Assign Bidders page

The Assign Bidders page lists the bidders assigned to purchase the lots on the sale and appears by default on the Assign Bidders page.

To assign a bidder to the sale, you may either search for an existing bidder or add a new bidder.

To remove a bidder from the sale, click the [image: image391.png]


 icon next to the bidder on the Assign Bidders page. Remember that this action only deletes the bidder from the sale, not from the database.

To edit the details for a bidder on the sale, click the link on the Company Name. The Create/Update Bidder Information page appears and displays the bidder's information in editable fields.

4.5.4.1 Searching for an Existing Bidder

Searching for an existing bidder will allow you to add a bidder already in PCARSS.

To search for an existing bidder, do the following:

1. Click the [image: image392.png]


  add bidder link. The Search Bidders page appears (Figure 225).
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Figure 225: Search Bidders page

2. Type search criteria in at least one field. You may narrow your search by typing information in more than one field. Providing more information will return fewer search results.

3. Click the Search button. The Bidder Search Results page appears and displays the bidders that were found based on your search criteria (Figure 226).
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Figure 226: Bidder Search Results page

To search for bidders again, click the [image: image395.png]


 search again link. The Search Bidders page appears.

To add a new bidder, click the [image: image396.png]


 add new link. The Create/Update Bidder Information page appears.

To view or edit the information on a bidder, click the link on the bidder's name. The Create/Update Bidder Information page appears and displays the bidder's information in editable fields.

4. Check the box next to a bidder's name to add the bidder to the sale. You may add more than one bidder.

5. Click the Add to Sale button. The Assign Bidders page appears displaying all the bidders assigned to the sale.

4.5.4.2 Adding a New Bidder to the Sale

Adding a new bidder will allow you to add a bidder to the sale that is not yet in PCARSS.

To add a new bidder, do the following:

1. Click the [image: image397.png]


 add new link on the Bidder Search Results page. The Create/Update Bidder Information page appears (Figure 227).
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Figure 227: Create/Update Bidder Information page

2. Select whether the bidder is a company or an individual.

3. Type the company name. If the bidder is an individual, type the individual's name instead.

4. Type the contact name for the bidder.

5. Type the company's or individual's address on the Address 1 line and if you need more space, use the Address 2 line.

6. Type the CAGE of the company or individual.

7. Type the DUNS for the company or individual.

8. Type the name of the city.

9. Select the state from the drop-down list. A state is required if you select United States for the country.

10. Select a Province from the drop-down list. A province is required if you select Canada for the country.

11. Select the country from the drop-down list.

12. Type a phone number for the contact, and if available, their extension.

13. Type the ZIP code.

14. Type the contact's E-Mail address.

15. Click the Submit button. This adds the new bidder to the database, but not yet to the sale. The Assign Bidders page appears.

16. Click the [image: image399.png]


  add bidder link. The Search Bidders page appears.

17. Type the search criteria necessary to find the new bidder.

18. Click the Search button. The Bidder Search Results page appears and displays the bidders that were found based on your search criteria

19. Check the box next to the new bidder's name to add the bidder to the sale.

20. Click the Add to Sale button. The Assign Bidders page appears displaying all the bidders assigned to the sale.

4.5.5  XE "sale:conducting" \* MERGEFORMAT Conducting Sales

Once you have assigned one or more bidders to the sale, the conduct sales link appears at the top of the page. Click the conduct sales link to enter the bidders' bid amounts for each lot on the sale (Figure 228).
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Figure 228: Conduct Sales page

The Conduct Sales tab on the Conduct Sales page displays the following information for each sales lot:

· Lot Number

· Lot Description

· Number of Line Items in the lot

· Lot Acquisition Cost

· The top 3 bids (Bid 1, Bid 2, and Bid 3)

To enter bids for assigned bidders, click the [image: image401.png]


 enter bids by bidder link. The Enter Bids page appears (Figure 229).
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Figure 229: Enter Bids page

1. Select the name of the bidder from the Bidder Name drop-down list.

2. Type the amount of the bidder's bid for a lot. Do not use a dollar sign ($) or commas. If the selected bidder did not bid or was non-responsive on a particular lot, check the No Bid or No Response check boxes, respectively. Keep in mind that you can use the Apply All Actions check boxes at the top of the page if the bidder did not bid or was non-responsive for all of the lots on the sale.

3. If you typed a bid amount or checked the No Bid box for a lot, type a date in the Date of Bid box for that lot. Use the format DD Mon YYYY (e.g., 23 Sep 2008). Alternatively, click the [image: image403.png]


 icon to select the date from a calendar.

4. Repeat Steps 1-3 for each individual bidder and click the Save button when finished to save your changes.

At any time during or after the bid entry process, you may view a summary of the bids already entered.

To view a read-only summary of the bids for all the lots, click the bid summary link. The bid summary link appears on the Enter Bids page during the bid entry process, but is moved to the Conduct Sales page once all bids are complete. The Bids Summary page appears (Figure 230).
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Figure 230: Bids Summary page

Each lot and bidder, along with their bid amount and date of bid appears in a table on the Bids Summary page. The [image: image405.png]


  icon appears in the No Bid or No Response column if no bid or response was given by a bidder for a particular lot. Click the Return button to return to the previous page.

Once you have typed a bid amount or selected either the No Bid or No Response check boxes for each bidder and saved your changes, the All Bids Completed button appears on the Conduct Sales page. Once you mark all bids complete, the sale's status will change to All Bids Complete and you will no longer be able to modify lots, bidders, or bid amounts.

4.5.6  XE "sale:collecting proceeds, Contractor" \* MERGEFORMAT Collecting Proceeds

The PLCO or Administrator has the ability to award sales with the All Bids Complete status. While the Contractor is able to conduct the sale, he or she cannot award the bidders. A sale will have Awarded status once the PLCO or Administrator has issued an award to one or more lots.

To view the sales award, click the view award link on the View Sale page. The View Award page appears (Figure 231).

[image: image406.png]HELP| FEEDBACK| EXIT

PCARSS 3.0.3

Welcome john dos
Home MyWork Sales Contacts Reports

View Award Sale Number
This page shows all the sales award. Proceeds need to be collected in order for the sale to complete. 0059-50544A

manage lots | assign bidders | conduct sales | view award

Status ALL BIDS COMPLETE Sale Method AUCTION
Sale Type. USABLE
Prime CAGE  000Y8
Prime Location MESA LABEL EXPRESS INC Commodity Type  COMMODITY
LAKEWOOD, CO 80228 Commodity Code  WOODWORKING MACHINERY AND EQUIPMENT
PLCO Remarks
remarks

| Managed Lots | Assigned Bidd

2 ICF International $75.00 PENDING AWARD COLLECTIONS
2 PENDING AWARD DECISION

Privacy





Figure 231: View Award page

The View Award tab on the View Award page displays the following information about each lot:

· Action - contains the updated link where you collect the proceeds

· Lot Number

· Lot Description

· Number of Line Items

· Award

· Collect

· Status

To view the lot details, click the link on the lot number which appears on the View Award page.

To view the bidder information for an awarded bidder, click the link on the bidder name in the Award column.

Either the Contractor, PLCO, or Administrator can collect the proceeds for a sale. When the proceeds for a lot have been collected, the status of the lot will become "Awarded Proceeds Collected." Once proceeds have been collected for all the lots, the status of the sale becomes Closed and the sale appears under the Closed tab.

To collect proceeds for a lot, do the following:

1. Click the updated link on the View Award page next to awarded lot for which you have received payment. The Award Decision page appears, and is read-only (Figure 232).
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Figure 232: Award Decision page

2. Click the Proceeds Collected button on the Award Decision page.

To view the top three bids for each sales lot, click the Conduct Sales tab. See the topic Conducting Sales.

To view the bidders assigned to the sale, click the Assign Bidders tab. See the topic Assigning Bidders.

To view the available sales lots, click the Managed Lots tab. See the topic Managing Sales Lots.

To view the line items on the sale, click the Inventory for Sale tab. See the topic Viewing a Sales Authorization.

5 Screener Role

5.1  XE "Home Page:Screener" \* MERGEFORMAT Viewing the Property Screener Home Page

The Property Screener Home Page appears when you log in to the PCARSS application through EWAM as a Screener (Figure 233).
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Figure 233: Property Screener Home page

The following links appear on the menu bar:

· Home - Displays the Screener Home Page

· Requisitions - Displays your Requisition Workload page

· Alerts - Displays your list of alerts

· My Cart - Displays the My Cart page and the items currently in your cart

The following tabs appear on the Property Screener Home Page:

· Items Requiring Your Attention - Items requiring your immediate attention appear under this tab. The number next to a category is the number of items requiring your attention in that category, and the count is updated based on your workloads. PCARSS will not display categories with a count of zero, and if all categories have a count of zero, this tab will not appear at all. The following categories may appear:

· Requisitions (active)

· Requisitions (draft)

· Requisitions (inactive)

· Alerts

· Tasks - Links to common Screener tasks appear under this tab.

· Search Inventory - Displays the Search Inventory page where you can search for a case, inventory schedule, or item

· Create New Alert - Displays the Add/Edit Alert page where you can add a new alert

5.2  XE "Home Page:Read-only Screener" \* MERGEFORMAT Viewing the Read-only Screener Home Page

The Property View Only Screener Home Page appears when you log in to the PCARSS application through EWAM as a Read-only Screener (Figure 234).
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Figure 234: Property View Only Screener Home page

The following links appear on the menu bar:

· Home - Displays the Screener Home Page

· Alerts - Displays your list of alerts

The following tabs appear on the Property View Only Screener Home Page:

· Items Requiring Your Attention - Items requiring your immediate attention appear under this tab. The number next to a category is the number of items requiring your attention in that category, and the count is updated based on your workloads. PCARSS will not display categories with a count of zero, and if all categories have a count of zero, this tab will not appear at all. The following categories may appear:

· Alerts

· Tasks - Links to common Screener tasks appear under this tab.

· Search Inventory - Displays the Search Inventory page where you can search for a case, inventory schedule, or item

· Create New Alert - Displays the Add/Edit Alert page where you can add a new alert

5.3 Requisitions

5.3.1  XE "requisition:workload, Screener" \* MERGEFORMAT 

 XE "workload:requisition, Screener" \* MERGEFORMAT Managing your Requisition Workload

Screeners can view their Requisition Workload by clicking the Requisitions link on the menu bar. Read-only Screeners do not have a Requisition Workload, so this section does not apply to the Read-only Screener role.

The Requisition Workload page has three tabs: Active, Draft, and Inactive. The Active tab appears by default and displays the requisitions you have submitted (Figure 235).
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Figure 235: Requisition Workload page, Active tab

The following columns display information about each requisition under the Active tab:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details.

· Requisition Date: Displays the date the requisition was submitted.

· Status: Displays the status of the requisition (Submitted, Shipping Instructions Issued, or Request Cancel).

The Draft tab displays the requisitions you have created and saved but not yet submitted (Figure 236).
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Figure 236: Requisition Workload, Draft tab

The following columns display information about each requisition under the Draft tab:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details. 

· Requisition Date: Displays the date the requisition was submitted. Appears blank because draft requisitions have not yet been submitted.

· Status: Displays the status of the requisition (Draft).

The Inactive tab displays the requisitions you have submitted that have been cancelled, rejected, or shipped (Figure 237).
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Figure 237: Requisition Workload, Inactive tab

The Inactive tab displays the following information about each requisition:

· Requisition Number: Displays the requisition number with a link to the View Requisition page where you may view the requisition details.

· Requisition Date: Displays the date the requisition was submitted.

· Status: Displays the status of the requisition (Cancelled, Rejected, or Shipped).

To search for an requisition within the workload, select a status or type the requisition number and/or case number in the corresponding search boxes at the top right corner of the page. You may search on full or partial numbers. Then click the [image: image413.png]


  filter link. All the tabs in this workload now display only the requisitions that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Requisition No. and Case No. boxes and click the [image: image414.png]


  filter link. The workload tabs now display all of your requisitions.

To request cancellation of a submitted requisition, click the Request Cancel link next to a requisition in Submitted status. A pop-up window appears asking you to confirm the request for cancellation. Click OK on the pop-up window. See the topic Viewing a Submitted Requisition.

To edit a requisition, click the [image: image415.png]


  icon next to a requisition in Draft, Rejected, or Cancelled status. See the topic Editing and Resubmitting a Requisition.

To delete a requisition, click the [image: image416.png]


 icon next to a requisition in Draft status. A pop-up window appears asking you to confirm the deletion. Click OK on the pop-up window.

To search for inventory to requisition, click the [image: image417.png]


 add requisition link. See the topic Searching Inventory for Requisition.

5.3.2  XE "searching:for inventory to requisition" \* MERGEFORMAT Searching Inventory for Requisition

For the Screener, the Search Inventory page appears when you click the Search Inventory link on the Property Screener Home Page (Figure 238).
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Figure 238: Search Inventory page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory easier. 

Once you have typed sufficient criteria, click the Search button. The Inventory Search Results page appears (Figure 239).
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Figure 239: Inventory Search Results page

The search results are at the line item level. Items with the screener rule 999 - No Screening will be excluded from the search results for the Screener. You will be able to view the case, inventory schedule, or item details by clicking the links on the Case Number, Schedule Reference Number, or Item Number, respectively. For the Read-only Screener, this page is read-only and does not have the selection or add to cart functionality.

The following columns display information about each item:

· Item Number: Displays the item number for the item with a link to the View Line Item page.

· Item Description: Displays the item description.

· Contract Number: Displays the contract number associated with the item.

· Last Day Available: Displays the last day that the item will be available for requisition. For the Screener, the last day available is 21 days after the case is established.

· Case Number: Displays the case number associated with the item with a link to the View Case Information page.

· Schedule Reference Number: Displays the schedule reference number associated with the item with a link to the View Inventory Schedule page.

· Unit Cost: Displays the cost of each individual item.

· Quantity Available: Displays the quantity available of the item.

· Quantity Desired: Provides a box where you can type the quantity you wish to requisition. This number must be less than or equal to the quantity available.

· Partial Award Acceptable: Provides a check box where you can specify whether or not partial quantities are acceptable for the requisitioned inventory.

To download the results in a Microsoft Excel spreadsheet, click the [image: image420.png]i



export to excel link.

To return to the search page to type new search criteria, click the [image: image421.png]


 search link.

To select items for your cart, click the check box next to an item. The Quantity Desired box will automatically display the full available quantity for that item. You may change the quantity desired and type a smaller quantity but you may not type a number greater than the quantity available. If you are on the View Line Item page, you will have to type the quantity desired manually. If partial quantities are acceptable for the requisition, check the box for Partial Quantities Acceptable. 

To select all the items in the search results for your cart, check the Select All box. A check will appear in the check box with the full available quantity in the Quantity Desired boxes for each item in the search results. You may edit the check boxes and quantities as necessary.

To add the desired items to your cart, click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Case Number, which appears on the Search Results page, the View Case Information page appears (Figure 240).
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Figure 240: View Case Information page

On the View Case Information page, you can add items from the case level. Check the boxes next to the items you want to add to the requisition, modify the desired quantities if necessary, and click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Schedule Reference Number, which appears on the Search Results page and the View Case Information page, the View Inventory Schedule page appears (Figure 241).

[image: image423.png]g eTooIs
Welcome Stacy Scantisbur

HELP| FEEDBACK EXIT

PCARSS 3.2.0

View Inventory Schedule
This page shows Inventory Schedule details.

‘Schedule Details

Schedule Reference Number
70898-2010-05-05-1

Contract Number
Prime CAGE

FAB617-07-D-6151

70898

Case Number.
Total Line Items

50107A-1000
1

Select All Last Day
Item Desc Available unit Cost

Hazardous explosive. 27 May 2010 $70.00

‘Add ltems to Cart

Acceptable





Figure 241: View Inventory Schedule page

On the View Inventory Schedule page, you can add items from the inventory schedule level. Check the boxes next to the items you want to add to the requisition, modify the desired quantities if necessary, and click the Add Items to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

If you click the link on the Item Number, which appears on the Search Results, View Case Information, and View Inventory Schedule pages, the View Line Item page appears (Figure 242).
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Figure 242: View Line Item page

On the View Line Item page, you can add an item from the line item level. Modify the desired quantity if necessary, and click the Save to Cart button. The My Cart page appears. See the topic Viewing your Cart for more information.

5.3.3  XE "cart:viewing" \* MERGEFORMAT Viewing your Cart

Your cart holds all of the items you have selected for requisition that have not yet been checked out. Each time you add items to your cart, the My Cart page will appear and you will see the contents of your cart. You may also view the contents currently in your cart by clicking the My Cart link on the menu bar (Figure 243).
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Figure 243: My Cart page

The [image: image426.png]


 and [image: image427.png]


  icons appear next to each item in your cart. The [image: image428.png]


  icon will allow you to delete an item from the cart. The [image: image429.png]


 icon will take you to the View Line Item page where you can change the quantity desired and whether or not a partial quantity is acceptable.

You may decide to check out the items in your cart when you are ready to create requisitions for them. When checking out multiple items, you will only need to enter your requisition details once and PCARSS will automatically create a separate requisition for each item.

To download the items in your cart in an Excel spreadsheet, click the [image: image430.png]i



 export to excel link.

To check out the items in your cart, click the Checkout Cart button. The Requisition Details page appears. See the topic Creating a Requisition.

To add more items to your cart, click the Add More Items to Cart button. The Search Inventory page appears.

To remove all the items from your cart, click the Clear Cart link.

5.3.4  XE "requisition:creating" \* MERGEFORMAT Creating a Requisition

You begin the requisition process when you checkout the items in your cart. When you click the Checkout Cart button on your My Cart page, the Requisition Details page appears (Figure 244).
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Figure 244: Requisition Details page

Your name appears as the POC for the requisition, along with your phone number and E-Mail address, in the Requestor (From) section at the top of the page.

To type requisition details, do the following:

1. In the Requestor (From) section, type the DoDAAC from where the inventory is being sent in the DoDAAC box. Click the [image: image432.png]


 icon. The name of the DoDAAC will populate next to the DoDAAC box and the DoDAAC address will appear in the Requestor (From) address fields.

2. In the Ship To section, check the Same as From box if the inventory will be sent to the same address as specified in the Requestor (From) section. Shipping information will be populated in all of the boxes except for the Mark For and Fax boxes, which you will need to enter manually.

3. Type the name of the DoDAAC and the DoDAAC code to where the inventory will be shipped in the Name box.

4. Type the name of a POC for the DoDAAC to where the shipment will be shipped in the POC box.

5. Type the name of the person who will receive the shipment in the Mark For box.

6. Type the phone number, E-Mail, fax, address, and city of the POC for the shipment.

7. Select the state or province from the drop-down list box and type the name of the Country and ZIP code for the address in the Country and ZIP Code boxes.

8. In the Additional Information section, type the appropriation code for packaging, crating, and handling. Use the format 200.00.

9. Type the transportation appropriation code. Use the format 200.00.

10. Select the priority number for the shipment from the Priority drop-down list. Priorities are 1-15 with 1 being the highest priority.

11. Type a date for which the material will be required to arrive at its destination in the Date Material Required box. Use the format, DD MON YYYY. Alternatively, click the [image: image433.png]


  to select the date from a calendar.

12. In the Requestor Comments section, type comments regarding the requisition or the shipment in the box.

13. Click the Save button. The Requisition Workload page appears with the requisition you created saved as a draft. You may click the link on the requisition number for this requisition at any time to submit it.

Upon saving the requisition, requisition numbers are automatically generated with the following format: the Prime CAGE followed by a dash and the letter R (-R), followed by a 5 digit sequence number beginning with 00001 for the first requisition created for the CAGE (i.e., 1H581-R00004).

To view and submit the draft requisition, click the link on the draft requisition from the Requisition Workload page. The View Requisition page appears and displays the details of the requisition that you typed on the Requisition Details page. This page allows you to verify that the information is correct before you submit the requisition.

Because the requisition may contain items from different cases, individual requisitions will be created and routed to the appropriate PLCOs.

To edit the requisition details, click the [image: image434.png]


 edit link. The Edit Requisition page appears.

To change the items for requisition, click the [image: image435.png]


 add items link. The Inventory Search page appears where you can search for additional inventory for the requisition. See the topic Searching Inventory for Requisition.

To change the quantities of the items for requisition, click the [image: image436.png]


 edit items link. The My Requisition page appears where you may change the quantities of the items you have already selected for requisition (Figure 245).
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Figure 245: My Requisition page

To submit the requisition to the PLCO for review, click the Submit Requisition button on the View Requisition page. The new requisition(s) appear on the requisition confirmation page (Figure 246).

[image: image438.png]HELP| FEEDBACK EXIT

elools

PCARSS 3.0.3

Welcome Ita Buga

Requisition(s) Created Successfully
The items from your cart have been split into multiple requisitions shown below.
back to requisition workload

Requisitions Created

PLCO
50544A-0119 Deborah Gross
50544A-0099 Deborah Gross





Figure 246: Requisition Confirmation page

If the requisition includes items from more than one case, the separate requisitions are created and sent to their respective PLCOs. From the requisition confirmation page, you may return to the requisition by clicking the link on the requisition number or click the back to workload link to find the requisition under the Active tab on your Requisition Workload page.

5.3.5  XE "requisition:viewing details" \* MERGEFORMAT Viewing a Submitted Requisition

When the Screener submits a requisition, the requisition will appear under the Active tab on the Requisition Workload page. Click the link on the requisition number for a submitted requisition. The View Requisition page appears (Figure 247).
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Figure 247: View Requisition page

The PLCO Remarks field displays any comments entered by the PLCO.

If DoDAACs were entered in the Requestor (From) or Ship To sections, they are displayed with links to pop-up windows where you will be able to view the DoDAAC information.

To request a cancellation of the submitted requisition, click the request cancel link to submit a request for the PLCO to cancel the submitted requisition. A pop-up window appears asking you to confirm the request for cancellation. Click the Cancel button to return to the Requisition Workload page. The Requisition Workload page appears with the Active tab displayed and the status of the requisition becomes Request Cancel. Once the PLCO has cancelled it, the requisition will appear under the Inactive tab with Cancelled status.

To view the requisition report, click the [image: image440.png]


 requisition report link.

To return to your requisition workload, click the Cancel button at the bottom of the page.

5.3.6  XE "requisition:editing" \* MERGEFORMAT Editing and Resubmitting a Requisition

The Screener can edit the requisition details for requisitions in Draft, Cancelled, or Rejected status.

To edit a requisition, do the following:

1. Click either the [image: image441.png]


  edit link on the View Requisition page. The Edit Requisition page appears (Figure 248).
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Figure 248: Edit Requisition page

2. Modify the necessary information.

3. Click the Save button to save the changes. Saving the changes will not submit the requisition. The requisition is still saved under the Draft tab.

To resubmit a requisition, do the following:

1. Find the Cancelled or Rejected requisition you wish to resubmit. Requisitions in cancelled or rejected status appear under the Inactive tab on the Requisition Workload page.

2. Click the link on the requisition number to view the requisition. The View Requisition page appears (Figure 249).
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Figure 249: View Requisition page

3. Click the Resubmit button at the bottom of the page. The requisition is moved to the Active tab and goes to Submitted status.

5.4 Alerts

5.4.1  XE "alerts:about" \* MERGEFORMAT 

 XE "alerts:deleting" \* MERGEFORMAT 

 XE "alerts:viewing list of" \* MERGEFORMAT Managing your List of Alerts

Alerts are saved search criteria that generate search results on their own. Screeners have the ability to create alerts that will be used to search for available inventory in PCARSS. When the status of an alert is active, it will keep a list of available items that match the specified alert criteria.

You can view the alerts you have saved by clicking the Alerts link on the menu bar. The List of Alerts page appears (Figure 250).
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Figure 250: List of Alerts page

The List of Alerts page shows the list of alerts your have saved and if they have returned any items. You are limited to saving 25 alerts.

The following information appears for each alert:

· Alert Name - Displays the name of the alert, which is linked to a page that displays the alert details. See the topic Viewing Alert Details.

· Alert Modified - Displays the date the alert was last modified.

· Status - Displays the status of the alert (Active or Inactive).

· Returned Items Count - Displays the number of results returned by the alert based on the inventory search criteria. The returned items count is linked to a page that displays the search results. See the topic Searching Inventory.

A E-Mail is sent out for each case the day the case is established. In order to receive an E-Mail by the nightly alert process the case needs to be established the same day the nightly job is ran.

To delete an alert, click the [image: image445.png]


  icon next to the alert.

To edit the criteria for an alert, click the [image: image446.png]


  next to the alert. The Edit Alert page appears. See the topic Creating a New Alert.

To create a new alert, click the [image: image447.png]


 Add Alert link. See the topic Creating a New Alert.

5.4.2  XE "alerts:editing" \* MERGEFORMAT 

 XE "alerts:creating" \* MERGEFORMAT Creating a New Alert

You can create a new alert by clicking either the Create New Alert link under the Tasks tab on the Home Page or the [image: image448.png]


 add alert link on the List of Alerts page. The Add Alert page appears (Figure 251).
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Figure 251: Add Alert page

Required fields on this page are marked with an asterisk (*).

To create a new alert, do the following:

1. Type the name of your alert in the Alert Name box. This name may not be the same as any other alert in your list of alerts.

2. Type your E-Mail address in the Your E-Mail Address box.

3. Change the status of your alert if necessary by selecting a status from the Alert Status drop-down list box. The default status for new alerts is always set to Active.

4. Enter any combination of search criteria for your alert.

5. Click the Save Alert button to save the alert. The List of Alerts page appears and includes the alert you created. 

To edit an alert, fill out the information and click Save Alert the same way you would when creating a new alert.

5.4.3  XE "alerts:deleting" \* MERGEFORMAT 

 XE "alerts:viewing details" \* MERGEFORMAT Viewing Alert Details

When you click the link on the alert name on the List of Alerts page, the View Alert page appears (Figure 252).
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Figure 252: View Alert page

The View Alert page displays all of the search criteria you typed for the alert. If multiple contract numbers or FSCs were included in your alert criteria, they are displayed in drop-down list boxes. The following links appear at the top right side of the page:

· activate/deactivate: Changes the alert status to Active or Inactive depending on the previous status of the alert. You may activate or deactivate the alert at any time. When the alert has been deactivated, it will not generate search results.

· [image: image451.png]


edit: Displays the Edit Alert page where you can edit the alert criteria. See the topic Creating a New Alert.

· [image: image452.png]


delete: Deletes the alert. A pop-up window appears asking if you to confirm the deletion. Click the OK button on the pop-up window.

To view the inventory search results generated by the alert, click the View Alert Results button. See the topic Searching Inventory.

6 Administrator Role

6.1  XE "Home Page:Administrator" \* MERGEFORMAT Viewing the Administrator Home Page

The Administrator Home Page appears when you log into the PCARSS application through IWAM or EWAM as an Administrator (Figure 253).
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Figure 253: PCARSS Administrator Home Page

With the exception of a few functions addressed in this section, the PCARSS Administrator has the same functionality as the Plant Clearance Officer (PLCO). See the topics in the Plant Clearance Officer Role section for help with most Administrator tasks.

The following links appear on the menu bar:

· Home - Displays the Administrator Home page

· Inventory Schedules - Displays your Inventory Schedules Workload page

· Referrals - Displays your Referral Workload page

· Cases - Displays your Case Workload page

· Requisitions - Displays your Requisition Workload page

· Sales - Displays your Sales Workload page

· Contacts - Displays your contacts on the My Contacts page

· Admin - Displays the Administration page

· Reports - Displays the Reporting Interface 2.0.6

· My Cart - Displays the inventory currently in your cart on the My Cart page

The following tabs appear on the Administrator Home Page:

· Items Requiring your Attention - Items requiring your immediate attention appear under this tab. The number next to a category is the number of items requiring your attention in that category, and the count is updated based on your workloads. PCARSS will not display categories with a count of zero, and if all categories have a count of zero, this tab will not appear at all. The following categories may appear:

· PLCO Support Requests (submitted for approval)

· Inventory Schedules (submitted for approval)

· Inventory Schedules (overdue)

· Inventory Schedules (withdrawal requests)

· Referrals (submitted for approval)

· Cases (IVS completed)

· Cases (overage or about to be overage)

· Requisitions (submitted for review)

· Sales (submitted for review)

· Tasks - The links under this tab allow you to perform different tasks. The following links appear:

· Create Inventory Schedule - Allows you to add a new inventory schedule

· Upload Flat Files - Allows you to upload a flat file with multiple inventory schedules

· Copy Existing Inventory Schedule - Allows you to choose and copy an existing inventory schedule

· Create a Case - Displays the Create Case page where you may type case information and select inventory schedules to associate with the case

· Create a Referral - Displays the Create a Referral page where you may type referral information and select inventory schedules to associate with the referral

· Perform Screener Role - Displays the Screener Home Page where you can perform Screener tasks

· Perform Mass Transfer - Allows you to transfer an entire case workload from one PLCO to another

6.2 Searches

6.2.1  XE "searching:for inventory in PCARSS" \* MERGEFORMAT Searching Inventory

The PLCO and Administrator roles can view any of the inventory currently in the PCARSS application by clicking the [image: image454.png]


 search inventory link on the Home Page. The Search Inventory page appears (Figure 254).

[image: image455.png]HELP| FEEDBACK| EXIT

PCARSS 3.0.3 || I

Search Inventory
Enter criteria to search for inventory available for screening or requisition. At least one field must have input to continue.
Case Number 505440398
Contract No.

Schedule Reference No.

Item Description

FsC

NSN

Part No.

Property Classification

Condition Code.

Product Covered By

Manufacturer Name.

Manufacturer CAGE

Contractor CAGE

Links  Privacy FOIA  Ac





Figure 254: Search Inventory page

PLCOs can search for and view work belonging to other PLCOs, but they will have read-only access to the work that is not their own. As an Administrator, you may modify cases, inventory schedules, and line items that are assigned to any user. You may also transfer any case to another PLCO or yourself.

To search for an item, type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory easier.

Once you have typed sufficient search criteria, click the Search button. The Property Search Results page appears (Figure 255).
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Figure 255: Property Search Results page

To view the case details, click the link on the case number. The View Case Details page appears.

To view the inventory schedule details, click the link on the schedule reference number. The View Inventory Schedule page appears.

To view the item details, click the link on the item number. The View Item page appears.

6.2.2  XE "searching:for a requisition" \* MERGEFORMAT Searching for a Requisition

Administrators can search for any requisition in PCARSS by clicking the [image: image457.png]


 search requisition link on the Requisition Workload page. The Requisition Search page appears (Figure 256).
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Figure 256: Requisition Search page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the requisition easier. Once you have typed sufficient search criteria, click the Search button. The Requisition Search Results page appears (Figure 257).
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Figure 257: Requisition Search Results page

Click the link on a requisition number to view the requisition details and line items included in the requisition. See the topic Reviewing a Requisition for more information.

6.2.3  XE "searching:for a sale" \* MERGEFORMAT Searching for Sale

Administrators can search for any sale in PCARSS by clicking the [image: image460.png]


 search sales link on the Sales Workload page. The Sale Search page appears (Figure 258).
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Figure 258: Sale Search page

Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the sale easier. Once you have typed sufficient search criteria, click the Search button. The Sale Search Results page appears (Figure 259).
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Figure 259: Sale Search Results page

Click the link on a sale number to view the requisition details and line items included in the requisition. See the topic Viewing and Editing a Sale for more information.

6.3 Transfers

6.3.1  XE "workload:mass transfer" \* MERGEFORMAT Performing a Mass Transfer

Performing a mass transfer will send all of the cases, inventory schedules, referrals, requisitions, and sales from one PLCO or Administrator to another. Only the Administrator role can perform a mass transfer.

To perform a mass transfer, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 260).
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Figure 260: Administration Tasks page

2. Click the Mass Transfer link. The Mass Transfer page appears (Figure 261).
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Figure 261: Mass Transfer page

3. Type the E-Mail address of the PLCO whose work is being transferred in the Transfer from PLCO E-Mail box.

4. Click the [image: image465.png]


  icon next to the Transfer from PLCO E-Mail box. PCARSS will search for the user in the database and populate his or her name next to the text box.

5. Type the E-Mail address of the PLCO who will receive the work in the Transfer to E-Mail box.

6. Click the [image: image466.png]


  icon next to the Transfer to E-Mail box. PCARSS will search for the user in the database and populate his or her name next to the text box.

7. Type relevant comments in the Transfer Comments box.

8. Click the Transfer Workload button. The Home Page appears and the case, inventory schedule, referral, requisition, and sales workloads have been transferred from one PLCO to the other.

6.3.2  XE "case:transferring, Administrator" \* MERGEFORMAT Performing a Case Transfer

Transferring a case will also transfer all of its associated inventory schedules, referrals, requisitions, and sales.

To perform a case transfer, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 262).
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Figure 262: Administration Tasks page

2. Click the Case Transfer link. The Cases Transfer page appears (Figure 263).
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Figure 263: Search Cases for Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the case easier.

4. Click the Search button once you have typed sufficient search criteria. The Case Transfer - Search Results page appears (Figure 264).
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Figure 264: Case Search Results page

5. Check the boxes next to the cases you wish to transfer. To transfer all of the cases found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Case(s) page appears (Figure 265).
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Figure 265: Transfer Case(s)

7. Type the E-Mail address of the PLCO to whom you wish to transfer the case(s) in the Transfer To E-Mail box.

8. Click the [image: image471.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Transfer Comments box.

10. Click the Transfer Case(s) button.

6.3.3  XE "inventory schedule:transferring" \* MERGEFORMAT Performing an Inventory Schedule Transfer

To perform an inventory schedule transfer, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 266).
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Figure 266: Administration Tasks page

2. Click the Inventory Schedule Transfer link. The Inventory Schedule Transfer page appears (Figure 267).
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Figure 267: Search Inventory Schedules for Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the inventory schedule easier.

4. Click the Search button once you have typed sufficient search criteria. The Inventory Schedule Transfer - Search Results page appears (Figure 268).
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Figure 268: Inventory Schedule Search Results page

5. Check the boxes next to the inventory schedules you wish to transfer. To transfer all of the inventory schedules found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Inventory Schedule(s) page appears (Figure 269).
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Figure 269: Transfer Inventory Schedule(s)

7. Type the E-Mail address of the PLCO to whom you wish to transfer the inventory schedule(s) in the Transfer To E-Mail box.

8. Click the [image: image476.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Transfer Comments box.

10. Click the Transfer Inventory Schedule(s) button.

6.3.4 Performing a Referral Transfer

To perform a referral transfer, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 270).
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Figure 270: Administration Tasks page

2. Click the Referral Transfer link. The Referral Transfer page appears (Figure 271).
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Figure 271: Referral Transfer page

3. Type information in at least one of the boxes provided. Typing information in two or more boxes will provide you with fewer search results and make finding the referral easier.

4. Click the Search button once you have typed sufficient search criteria. The Referral Search Results page appears (Figure 272).
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Figure 272: Referral Search Results page

5. Check the boxes next to the referrals you wish to transfer. To transfer all of the referrals found, check the Select All box at to the top.

6. Click the Continue button. The Transfer Referral(s) page appears (Figure 273).
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Figure 273: Transfer Referral(s) page

7. Type the E-Mail address of the PLCO to whom you wish to transfer the referral(s) in the Transfer To E-Mail box.

8. Click the [image: image481.png]


  icon. PCARSS will search for the user in the database and populate his or her name next to the text box.

9. Type comments in reference to the transfer in the Comments box.

10. Click the Transfer button. The referrals are removed from your workload and transferred to the workload of the specified PLCO.

6.4 Support PLCO Requests

6.4.1  XE "support request:approving" \* MERGEFORMAT Approving a Support Request

As an Administrator, you receive requests from Support PLCOs. Upon receipt of the request, you will need to either approve or disapprove it.

To approve a support request, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 274).
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Figure 274: Administration page 

2. Click the Support PLCO Requests link. The Support PLCO Requests Workload page appears with the Submitted tab displayed. These requests have been submitted by various support PLCOs (Figure 275).

[image: image483.png]HELP| FEEDBACK EXIT

elools

PCARSS 3.0.3

Welcome Dezn Ersit

Support PLCO Requests Workload

This page shows Support PLCO requests that have been submitted. Requestor E-Mai
PLCO E-Mail
filter
racken, Todd A." is requesting permission to login as "Gross, Deborah K." 247un 2009





Figure 275: Support PLCO Requests Workload page

3. Check the box next to the support request you wish to approve.

4. Click the Approve button. The support request is now approved and active and will be displayed under the Active tab of the Support PLCO Requests Workload.

To search for a request within the workload, type the requestor E-Mail and/or PLCO E-Mail in the corresponding search boxes at the top right corner of the page. Then click the [image: image484.png]


 filter link. All the tabs in this workload now display only the requests that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Requestor E-Mail and PLCO E-Mail boxes and click the [image: image485.png]


 filter link. The workload tabs now display all of your requests.

6.4.2 Revoking a Support Request

As an Administrator, you may revoke the a PLCO support request.

To revoke a support request, do the following:

1. Click the Admin link on the menu bar. The Administration Tasks page appears (Figure 276).
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Figure 276: Administration page 

2. Click the Support PLCO Requests link. The Support PLCO Requests Workload page appears with the Submitted tab displayed.

3. Click the Active tab. The Active tab is displayed (Figure 277).
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Figure 277: Support PLCO Requests Workload page, Active tab

4. Check the box next to the support request you wish to revoke.

5. Click the Revoke button. The support request is now revoked and will no longer be displayed in the Support PLCO Requests Workload.

To search for a request within the workload, type the requestor E-Mail and/or PLCO E-Mail in the corresponding search boxes at the top right corner of the page. Then click the [image: image488.png]


 filter link. All the tabs in this workload now display only the requests that match the search criteria you entered and all the rest are filtered out.

To clear a search and display the full workload, remove the search criteria from the Requestor E-Mail and PLCO E-Mail boxes and click the [image: image489.png]


 filter link. The workload tabs now display all of your requests.

7 Quality Assurance Representative Role

7.1  XE "Home Page:QAR" \* MERGEFORMAT Viewing the QAR Home Page

The QAR Home Page appears when you log into the PCARSS application through IWAM or EWAM as a Quality Assurance Representative (Figure 278).
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Figure 278: QAR Home Page

The following links appear on the menu bar:

· Home - Displays the QAR Home Page 

· My Work - Displays the My Work page which displays the inventory verification surveys sent to you for completion 

7.2  XE "inventory verification survey:workload" \* MERGEFORMAT Viewing Inventory Verification Surveys

The My Work page appears when you click the My Work link on the menu bar. The Surveys tab appears by default and displays the inventory verification surveys sent to you by the PLCO or Administrator for completion (Figure 279).
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Figure 279: My Work page, Surveys tab

The following columns display information about each inventory verification survey under the Surveys tab:

· Case Number: Displays the case number, which is linked to a read-only view of the inventory verification survey. The View Case Details page appears when you click this link.

· Contract Number: Displays the contract number on the inventory verification survey.

· Case Established Date: Displays the date the case was submitted.

· Inventory Verification Status: Shows whether the inventory verification survey is complete or incomplete.

· Date Verification Completed: Displays the date the inventory verification survey was completed, if complete.

The Completed tab displays the inventory verification surveys you have completed (Figure 280).
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Figure 280: My Work page, Completed tab

The [image: image493.png]


 icon appears next to each survey. Click the [image: image494.png]


  icon to complete an incomplete inventory verification survey. The Edit Inventory Verification Survey page appears when you click this icon.

Click the link on the case number to view a completed inventory verification survey. The View Inventory Verification Survey page appears (Figure 281).
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Figure 281: View Inventory Verification Survey page

7.3  XE "inventory verification survey:editing" \* MERGEFORMAT Completing an Inventory Verification Survey

If inventory verification is required for a case, the PLCO or Administrator will not be able to close the case until the inventory verification survey is completed. The PLCO or Administrator may wish for you to complete the survey, so he or she will send the survey to you for completion.

To complete an inventory verification survey for a case, do the following:

1. Click the [image: image496.png]


  icon next to a survey with the incomplete status on the My Work page. The Edit Inventory Verification Survey page appears (Figure 282).
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Figure 282: Edit Inventory Verification Survey page

2. Answer the questions in the Technical Verification section. An asterisk (*) next to an answer denotes that if you choose that answer, you must provide a comment regarding it in the Surveyor Remarks box at the bottom of the page.

3. Check the Completion of this section is required check box at the top of the Termination Inventory section if answers to the questions in the Termination Inventory section are required. When this box is checked, the answers to the questions in this section become available for selection. The Date of Notice box also becomes available with the [image: image498.png]


 icon next to it. Use the format DD Mon YYYY to type a date in the Date of Notice box, or click the [image: image499.png]


  icon to select the date from a calendar.

To view the inventory schedule details, click the link on the inventory schedule number.

To save the survey as a draft and work on it again later, click the Save Draft button. A saved survey draft is editable, but submitted and complete surveys are read-only.

To send the survey to another Quality Assurance Representative (QAR) for completion, click the Send E-Mail to Surveyor button. The E-Mail to Surveyor page appears (Figure 283).
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Figure 283: Email to Surveyor page

To submit and complete the survey, click the Submit and Complete button. The View Case Details page appears where you may view information regarding the case you have just surveyed.

To exit the survey without saving and return to the My Work page, click the Close button. This will be the only available action once the survey has been submitted.

8  XE "flat file:instructions" \* MERGEFORMAT PCARSS Flat File Instructions

You can export data from your property management system to an electronic file, then upload the file to PCARSS 3.1 to create one or more inventory schedules, each with associated line items. This document specifies how the data must be presented in the flat file for a successful data upload.

These instructions assume that you are able to manipulate the sequence of data, either as part of the data export from the property management system or in the file created as a result of that export.

This document uses the term “flat file” to describe the ASCII text (*.txt) file format used to upload data to PCARSS 3.1.

These instructions describe how to create a flat file using an Excel spreadsheet and a text editor.

8.1 General Specification

1. The flat file must include a header record, at least one inventory schedule, and at least one line item for that inventory schedule.

2. The flat file for uploading the data must be saved in a delimited format as an ASCII text file (*.txt).

3. The name for the flat file shall be in lower case, with no more than 8 characters in the file name and no spaces or special characters. Underscore is acceptable. The file extension must be *.txt.

4. Some data in the flat file must be in upper case letters. It is acceptable for the flat file to use only upper case letters for all of the data.

5. Where the flat file has an optional field and no data are available, the data value shall be null, not a space or other character.

6. A flat file shall be capable of successfully transmitting from 1 to 999 records.

7. If the flat file upload is unsuccessful because the data in a flat file that you upload do not conform to the specification, PCARSS 3.1 displays an explanatory error message and does not create any records that would use the nonconforming data. For example: a flat file contains two inventory schedule records, each with two line items. One of the line item records has nonconforming data. On upload, only one inventory schedule record and its two line items would upload successfully; the other inventory schedule record would not be created because of the error in its line item record.

8. If the flat file upload is successful, PCARSS 3.1 displays a confirmation message and creates the records. Data that are uploaded successfully appear on the Inventory Schedules Workload page, Draft tab.

8.2 Process for Using Microsoft Excel to Create the Flat File

A good approach for ensuring that the flat file is correctly constructed would be to submit a flat file that includes the header record, just one inventory schedule record and one line item record. Once you have confirmed that the inventory schedule layout transmits successfully, then proceed with submitting an inventory schedule that has more than one line item record. PCARSS will allow you to edit the data that are uploaded successfully.

A recommended approach for using Microsoft Excel to create the inventory schedule flat file is to do the following:

1. Download the Microsoft Excel spreadsheet file named PCARSSFLATFILETEMPLATEv3.0.xls from the DCMA Public web site and save it on your local computer.

2. Open the PCARSSFLATFILETEMPLATEv3.0.xls file. Select the IS LAYOUT worksheet. Type data for one inventory schedule record.

3. Save the inventory schedule record to a flat file by doing the following:

a. Click the File menu and choose Save As.

b. In the dialog box that appears, choose the *.csv format from the Save as Type drop-down list. Type a name for the file and choose where it should be saved.

c. Use a text file editor such as Notepad to open the *.csv file. Be sure that word wrap is turned off. Delete the first two lines in the file:

HEADER LAYOUT,,Bold Items Are Required Fields,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

CAGE CODE (5) PLCO CODE (3) DELIMITER (1),,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

The next line is the header. Delete all of the commas in this line.

Delete the next three or four lines:

1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16,17,18,19,20,21,22,23,24,25,26,27,28,29,30,31,32,33,34,35,36,37,38,39,40,41,42,43,44,45,46,47

RECORD CODE,SCHEDULE REFERENCE NUMBER,PIIN,PRIME CAGE CODE,CONTRACT TYPE CODE,AUTHORIZING OFFICIAL,AUTHORIZING OFFICIAL TITLE,LOCATION CITY,LOCATION COUNTRY,LOCATION FAX #,LOCATION NAME,LOCATION POC NAME,LOCATION PHONE #,LOCATION ADDRESS,LOCATION ZIP CODE,PRIME POC NAME,PRIME POC PHONE #,PRODUCT COVERED BY,USER ID,SPIIN,LOCATION PHONE EXT.,LOCATION PROVINCE,LOCATION STATE,PRIME POC PHONE EXT.,PRIME POC FAX #,FIRST TIER SUBCONTRACTOR CAGE CODE,FIRST TIER SUBCONTRACTOR POC NAME,FIRST TIER SUBCONTRACTOR POC PHONE #,FIRST TIER SUBCONTRACTOR POC PHONE EXTENSION,FIRST TIER SUBCONTRACTOR POC FAX #,TERMINATION DOCKET NUMBER,TERMINATION INVENTORY,FINAL SCHEDULE,FIRST TIER SUBCONTRACTOR CONTRACT NUMBER,SECOND TIER SUBCONTRACTOR CONTRACT NUMBER,FIRST ALTERNATE REFERENCE NUMBER,SECOND ALTERNATE REFERENCE NUMBER,SECOND TIER SUBCONTRACTOR CAGE CODE,SECOND TIER SUBCONTRACTOR POC NAME,SECOND TIER SUBCONTRACTOR POC PHONE #,SECOND TIER SUBCONTRACTOR POC PHONE EXT.,SECOND TIER SUBCONTRACTOR POC FAX #,E-MAIL ADDRESS FOR LOCATION POC,PRIME CONTRACTOR POC E-MAIL ADDRESS ,E-MAIL ADDRESS      ,E-MAIL ADDRESS ,SCRAP LIST

(2),(20),(13),(6),(1),(30),(30),(20),(2),(26),(30),(30),(26),(30),(10),(30),(26),(30),(8),(5),(5),(2),(2),(5),(26),(6),(30),(26),(5),(26),(11),(1),(1),(20),(20),(20),(20),(5),(30),(26),(5),(26),(255),(255),(255),(255),(1)

The second line should begin with the letters IS. This shows your inventory schedule data for upload. Move the cursor to the end of the line. Delete all characters that appear after the end of the line.

Use search and replace for the following changes:

	comma followed by a space
	pipe character |

	comma
	pipe character |

	#VALUE!
	null value

	| | (pipe space pipe)
	|| (pipe pipe)


d. Save the file with the extension *.txt. Use only 8 characters before the file extension.

4. Paste or type the header record into the flat file as the first line. Be sure that the header record appears on its own line and does not share a line with any other record.

5. Paste the inventory schedule records into the flat file after the header record.

6. OPTIONAL: Paste line items, after the relevant inventory schedule record. Once the inventory schedule transmits successfully, proceed with including the line items. A line item record must be submitted in the same file with its inventory schedule.

7. Save the file as an ASCII text file.

8. Upload the flat file. If the upload is successful, you know all fields in the inventory schedule layout are in the correct sequence, format, and are properly delimited.

8.3 Flat File Column Definitions

The inventory schedule and line item layouts present details about the data in tables. The column headings in Excel appear as follows:

	Field Name: Data to be provided in this position

	Sequence: sequence number

Position: in the character count of the record

	Data type (length): Options are Character (field accepts either letters or numbers), Number (field must show only numbers, or VARCHAR2 (field accepts either letters or numbers, from 1 to the maximum number of characters that appears in the parentheses.). (length): The number in parentheses [e.g., (1)] shows the number of characters permitted for this data. Also, (8,2) shows that the expected value is a number with a mantissa of 2 digits (e.g., 12345678.12). Do not use a dollar sign or commas in the number.

	M/O: If the cell shows both M (Mandatory) and O (Optional), then the field is mandatory under certain circumstances. See the Description column for an explanation.

	Description: Provides an explanation of the data, who provides it, and when it is mandatory.


8.4 Flat File Header Record Layout

Header record data are not normally present in a property management system. You must provide this information in a header record, which appears on the first line of any flat file submitted to PCARSS.

The header record must be the first record in the flat file.

The header record must appear on its own line in the record.

The fields for the header layout are the CAGE of the contractor that is inputting the data and the PLCO code for which the data is intended.

Seq / Pos: the sequence and position of data in the flat file

M, O, D: Mandatory, Optional, or Deprecated data. The flat file may include optional or deprecated data. If the flat file submitted includes deprecated data, these data are discarded and not uploaded into PCARSS.

	Field Name
	Seq / Pos
	Data Type (length)
	M, O, D
	Description

	CAGE
	1/1
	VARCHAR2 (5)
	M
	The CAGE of the user account for which the data is originally displayed (shown on the Inventory Workload as status in process).

	PLCO Code
	2/6
	VARCHAR2 (3)
	M
	The plant clearance officer who will see the record(s) on their My Work page. This code may be changed prior to submitting the records.

	Delimiter
	3/9
	VARCHAR2 (1)
	M
	The pipe character is the only delimiter type currently accepted.


The characters end with a delimiter character. The pipe character | appears above the backslash character \ on the keyboard. The line ends with a regular line break created by pressing the Enter key.

When you type this information into the flat file, this header record would appear as follows:

	93457TBD|


The header record appears on its own line in the flat file. If both inventory schedule records and line item records are included in the flat file, each record shall begin on its own line.

8.5 Inventory Schedule Layout

Seq / Pos: the sequence and position of data in the flat file

M, O, D: Mandatory, Optional, or Deprecated data. The flat file may include optional or deprecated data. If the flat file submitted includes deprecated data, these data are discarded and not uploaded into PCARSS.

Seq / Pos: the sequence and position of data in the flat file

	Field Name
	Seq/Pos
	Data type (length)
	M, O, D
	Description

	Record Code
	1/1
	Character (2)
	M
	Identifies the record as the inventory schedule. It is always IS.

	Schedule Reference Number
	2/3
	Character (20)
	M
	Consists of the prime CAGE, a hyphen, and a sequential number or character. Each of the inventory schedules you upload must have a unique sequential number that is at least 1 character or up to 14 characters long. When the flat file is uploaded, PCARSS assigns a schedule reference number to the inventory schedule using the following format: CAGE-YYMM0001, where CAGE is the prime CAGE that appears in this position, YY is the last two digits of the year that PCARSS received your request, MM is the month that PCARSS received your request, and 0001 represents the sequence number of requests received for that CAGE for that year and month.

	PIIN
	3/23
	Character (13)
	M
	No spaces or dashes The first 6 numbers are the owner code (i.e. N00030 indicates U.S. Navy Special Projects Office). A NASA contract number in the old format would be filled with Xs; NAS5-12345 would become NAS5XX12345XX, no spaces or hyphens. 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. An EPA contract would be filled with Xs ; contract EPA68C30343 would become EPA68C30343XX.

	Prime CAGE Code
	4/36
	Character (5)
	M
	Must be a valid contractor address government entity and reside in the PCARSS CAGE table.

	Contract Type Code
	5/41
	Character (1)
	M
	Options are:

* = BOA/BPA

0 = LEASE (zero, not capital O)

A = FIXED PRICE REDETERMINATION

J = FIRM FIXED PRICE

K = FIXED PRICE w\ECON PRC ADJ

L = FIXED PRICE INCENTIVE

M = FIXED-PRICE-AWARD-FEE

R = COST-PLUS-AWARD FEE

S = COST CONTRACT

T = COST SHARING

U = COST PLUS FIXED FEE

V = COST PLUS INCENTIVE FEE

Y = TIME AND MATERIALS

Z = LABOR HOURS

	Authorizing Official Name
	6/42
	Character (30)
	M
	First, middle initial, and last name of authorizing official. May include spaces and special characters.

	Authorizing Official Title
	7/72
	Character (30)
	M
	Title of authorizing official

	Property Location City
	8/102
	Character (20)
	M
	Location city

	Property Location Country
	9/122
	Character (2)
	M
	Location country. Must be one of the two letter codes in the validation tables.

	Property Location Fax
	10/124
	Character (26)
	M
	Location fax number.

	Property Location CAGE
	11/150
	Character (5)
	O
	CAGE associated with the property location.

	Property Location of Property
	12/180
	Character (30)
	M
	Location Name associated with the property location.

	Property Location Point of Contact (POC) Name
	13/210
	Character (30)
	M
	Location Point of Contact name

	Location Telephone
	14/236
	Character (26)
	M
	Location telephone number including area code.

	Location Address
	15/266
	Character (30)
	M
	Location address.

	Location ZIP Code
	16/276
	Character (10)
	O/M
	Location ZIP code. Mandatory if Location Country is US.

	Prime POC Name
	17/306
	Character (30)
	M
	Prime point-of-contact name.

	Prime POC Telephone
	18/332
	Character (26)
	M
	Prime point-of-contact telephone number (no spaces or dashes).

	Product Covered By
	19/362
	Character (30)
	M
	Product covered by (may be found on the contract).

	User ID
	20/370
	Character (8)
	M
	User ID (PCARSS user ID assigned by DCMA).

	SPIIN
	21/375
	Character (5)
	O
	SPIIN (identification number).

	Location Telephone Extension
	22/380
	Character (5)
	O
	Location telephone extension.

	Location Province
	23/382
	Character (2)
	O
	Provide only if country is CA (Canada).

	Location State
	24/384
	Character (2)
	O/M
	Required if country is US (United States). Includes the 50 states, the District of Columbia, commonwealths and territories.

	Prime POC Telephone Extension
	25/389
	Character (5)
	O
	Prime point-of-contact telephone extension.

	Prime POC Fax
	26/415
	Character (26)
	M
	Prime point-of-contact fax, (no dashes or spaces).

	First-Tier Details CAGE Code
	27/420
	Character (5)
	O
	First Tier Subcontractor CAGE; must be a valid code and reside in the PCARSS CAGE table.

	First-Tier Details POC Name
	28/450
	Character (30)
	O
	First Tier Subcontractor point-of-contact.

	First-Tier Details POC Telephone
	29/476
	Character (26)
	O
	First Tier Subcontractor point-of-contact telephone (no dashes or spaces).

	First-Tier Details POC Telephone Extension
	30/481
	Character (5)
	O
	First Tier Subcontractor point-of-contact telephone extension.

	First-Tier Details POC Fax
	31/507
	Character (26)
	O
	First Tier Subcontractor point-of-contact fax (no dashes or spaces).

	Termination Docket Number
	32/518

 
	Character (11)
	O/M
	Mandatory if Termination Inventory (32) is provided. This number is assigned by the office administering the termination, usually a Terminating Contracting Officer.

	Termination Inventory
	33/519
	Character (1)
	O
	Null = not termination inventory; Y = termination inventory.

	Final Schedule
	34/520
	Character (1)
	O
	Null = not the final report of excess property for this contract; Y = final report of excess property for this contract.

	First-Tier Subcontract Number
	35/540
	Character (20)
	O
	First-tier subcontract number.

	Second-Tier Subcontract Number
	36/560
	Character (20)
	O
	Second-tier subcontract number.

	Alternate Reference Number
	37/580
	Character (20)
	O
	The first alternate reference number field used to input another reference number that may be associated with the schedule (for example the first tier subcontractor’s reference number).

	Second-Tier Details CAGE Code
	38/605
	Character (5)
	O
	Must be a valid code and reside in the PCARSS CAGE table.

	Second-Tier Details POC
	39/635
	Character (30)
	O
	Second Tier Subcontractor point of contact.

 

	Second-Tier Details POC Telephone
	40/661
	Character (26)
	O
	Second Tier Subcontractor point-of-contact telephone (no dashes or spaces).

	Second-Tier Details POC Telephone Extension
	41/666

 
	Character (5)
	O
	Second Tier Subcontractor point-of-contact telephone extension.

	Second-Tier Details POC Fax
	42/692
	Character (26)
	O
	Second Tier Subcontractor point-of-contact fax (no dashes or spaces).

	Propery Location E-Mail
	43/947
	Character (255)
	O
	E-Mail address for location point of contact

	Prime Contractor Details E-Mail Address
	44/1202
	Character (255)
	O
	E-Mail address for prime contractor. May enter multiple E-Mail addresses if separated by semicolons

	First-Tier Details E-Mail Address
	45/1193
	Character (255)
	O
	E-Mail Address for first tier subcontractor. May enter multiple E-Mail addresses if separated by semicolons

	Second-Tier Details E-Mail Address
	46/1457
	Character (255)
	O
	E-Mail Address for second tier subcontractor. May enter multiple E-Mail addresses if separated by semicolons

	Scrap List
	47/1712

 
	Character (1)
	O
	Indicator for scrap list schedules. Y = schedule is a scrap list; Null = not scrap list.


8.6 Line Item Layout

The process for creating a record in the flat file for a line item is similar to that used for the inventory schedule.

The instructions for building the line item layout are very similar to the inventory schedule layout.

Seq / Pos: the sequence and position of data in the flat file

M, O, D: Mandatory, Optional, or Deprecated data. The flat file may include optional or deprecated data. If the flat file submitted includes deprecated data, these data are discarded and not uploaded into PCARSS.

	Field Name
	Seq/POS
	Data Type (length)
	M, O, D
	Description

	Record Code
	1/1
	Character (2)
	M
	Identifies the record as a line item. It is always LI.

	Schedule Reference Number
	2/3
	Character (20)
	M
	This schedule reference number for this record must match the schedule reference number used for the inventory schedule record that precedes it in the flat file. If the schedule reference numbers dont match, the upload will fail.

If you use a schedule reference number from PCARSS in this position, the upload will fail.

	Line Item Number
	3/23
	Character (4)
	M
	Insert with leading zeros, i.e. 0001, to make up 4 characters. You may have up to 999 line items. Number must be entered without spaces or dashes and in consecutive order.

	Line Item Description
	4/27
	Character (400)
	M
	Include a description of the item, the part number if the item does not have a valid NSN and any pertinent remarks, i.e. the location or color, etc.

	Source
	5/427
	Character (2)
	M
	Code identifying either contractor acquired or Government furnished property. Must be either CA (Contractor Acquired)  or GF (Government Furnished).

	Condition Code
	6/429
	Charater (2)
	M
	Code must be one of the approved 2-digit codes listed in PCARSS (i.e. SS for scrap, A1 for unused). No spaces or dashes.

	Property Class Code
	7/431
	Character (3)
	M
	Code must be one of the approved codes listed in the validation table (ST for special tooling, OPE for other plant equipment, APP for agency peculiar property, EQ for equipment, IPE for industrial plant equipment, STE for special test equipment and UFP for unique federal property).

	Quantity
	8/434
	Number (8,2)
	M
	If the inventory is COM the quantity must be one (1). No commas or $ signs.

	Unit Cost
	9/445
	Number (13,2)
	M
	No commas or $ signs.

	Unit Measure
	10/461
	Character (2)
	M
	Must be one of the approved units listed in PCARSS (e.g., EA for each, OZ for ounce).

	Component Code
	11/463
	Character (4)
	D
	No longer used in PCARSS; deprecated

	Contractor Offer
	12/467
	Number (13,2)
	O
	No commas or $ signs.

	Demilitarization Code
	13/483
	Character (1)
	O
	Must be one of the approved codes listed in PCARSS (i.e. A = Demilitarization not mandatory).

	DPI, Defense Reporting Activity (DRA).
	14/484
	Character (4)
	D
	No longer used in PCARSS; deprecated

	Estimated Scrap Proceeds
	15/488
	Character (1)
	O/M
	E=selected, null if no selection. Mandatory if Unit Cost (position 9) is an estimate of the acquisition cost.

	Manufacturer Code
	16/489
	Character (3)
	D
	No longer used in PCARSS; deprecated

	Manufacturer Date
	17/492
	Date (8)
	O/M
	Manufacturer date. Mandatory if Property Subclass Code (field 24) indicates that the property is automated data processing equipment (COM). The date may be found on most ADPE items and if not know the best estimate should be made, the date must be entered in the format MMDDYYYY.

	Manufacturer Model Name
	18/500
	Character (80)
	O/M
	Manufacturer model name (i.e. DELL monitor could be an UltraScan 1000HS Series). Mandatory if Property Subclass Code (field 24) indicates that the property is automated data processing equipment (COM). The model name may be found on most ADPE items and if not shown on the equipment itself purchasing documentation or user manuals should be consulted.

	Manufacturer Model Number
	19/580
	Character (35)
	O/M
	Manufacturer model number (i.e. DELL monitor shown in the previous example would be model number D1025HTX). Mandatory if Property Subclass Code (field 24) indicates that the property is automated data processing equipment (COM). The model number may be found on most ADPE items and if not shown on the equipment itself purchasing documentation or user manuals should be consulted.

	Manufacturer Serial Number
	20/615
	Character (20)
	O/M
	Manufacturer serial number (i.e. DELL monitor shown in the previous example would be serial number 8055115). Mandatory if Property Subclass Code (field 24) indicates that the property is automated data processing equipment (COM). The serial number may be found on the equipment.

	National Stock Number
	21/635
	Character (13)
	O
	Provide if available. No dashes.

	Obsolete Status Code
	22/648
	Character (13)
	D
	No longer used in PCARSS; deprecated

	Part Number
	23/651
	Character (40)
	O
	Part number.

	Property Subclass Code
	24/691
	Character (4)
	O
	The code must be one of the approved codes listed in PCARSS (COM = automated data processing equipment, AAE = arms, ammunition and explosives, CL = classified, HAZ = hazardous materials, ME = metals in mill product form, PM = precious metals and WIP = work in process). If field 24 indicates that the property is automated data processing equipment (property subclass COM) fields 16, 17, 18, 19, 20 and 27 are mandatory.

	Hazardous Material Code
	25/695
	Character (1)
	O
	The codes are standardized and are filled during the NSN lookup.

	Precious Metal Code
	26/696
	Character (1)
	O
	The codes are standardized and are filled during the NSN lookup.

	Manufacturer Name
	27/697
	Character (60)
	O/M
	Mandatory if field 24 indicates that the property is automated data processing equipment (property subclass COM).

	Manufacturer CAGE
	28/757
	Character (5)
	O
	Manufacturers CAGE.

	CIIC
	29/762
	Character (1)
	O
	CIIC

	FSC
	30/763
	Character (4)
	O
	FSC

	Product Made By
	31/767
	Character (50)
	O
	Name of product's manufacturer.

	Contractor ID
	32/817
	Character (16)
	O
	ID of contractor.

	NASA Location Code
	33/833
	Character (8)
	O
	NASA Location Code

	Estimated Scrap
	34/841
	Character (20)
	O
	Estimated Scrap

	Replacement Cost
	35/861
	Character (20)
	O
	Replacement Cost

	Reimbursement
	36/881
	Character (1)
	O
	Null = not reimbursement, Y = reimbursement

	Exchange Sale
	37/882
	Character (1)
	O
	Null = not exchange sale, Y = exchange sale

	GSA Sale
	38/883
	Character (1)
	O
	Null = Not GSA sale, Y = exchange sale

	Reimbursement Fund Code
	39/884
	Character (46)
	O
	Reimbursement Fund Code


8.7 Unique Item Identifier (UII) Layout

The process for creating a record in the flat file for a Unique Item Identifier (UII) is similar to that used for the line item.

The instructions for building the line item layout are very similar to the line item layout.

Seq / Pos: the sequence and position of data in the flat file

M, O, D: Mandatory, Optional, or Deprecated data. The flat file may include optional or deprecated data. If the flat file submitted includes deprecated data, these data are discarded and not uploaded into PCARSS.

	Field Name
	Seq / Pos
	Data Type (length)
	M, O, D
	Description

	Record Code
	1/1
	Character (2)
	M
	Identifies the record as a line item. It is always UI.

	Schedule Reference Number
	2/3
	Character (20)
	M
	This schedule reference number for this record must match the schedule reference number used for the inventory schedule record that precedes it in the flat file. If the schedule reference numbers don’t match, the upload will fail.

If you use a schedule reference number from PCARSS in this position, the upload will fail.

	Line Item Number
	3/23
	Character (4)
	M
	Insert with leading zeros, i.e. 0001, to make up 4 characters. You may have up to 999 line items. Number must be entered without spaces or dashes and in consecutive order.

	UII Code
	4/27
	Character(78)
	M
	Insert Unique Item Identifier description.
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Administrator: a user role in PCARSS that has all the functionality of the PLCO, but can also edit the work of other PLCOs and perform mass transfers.

CAGE: Contractor and Government Entity.

Case: a group of one or more accepted inventory schedules from the same prime contract, prime CAGE, tier-1 subcontract, tier-2 subcontract, and location CAGE.

CIIC: Controlled Inventory Item Code.

Contractor: a user role in PCARSS that has the functionality to create inventory schedules for PLCO acceptance, conduct sales authorized by the PLCO, and ship dispositioned inventory.

DCMA: Defense Contract Management Agency.

Disposition: the disposal of requisitioned or sold property that is issued by the PLCO. The PLCO may also perform a final disposition for items that must be disposed of and were not sold or requisitioned.

DoDAAC: Department of Defense Activity Address Code.

DRMO: Defense Reutilization and Marketing Office.

EWAM: External Web Access Management.

FSC: Federal Supply Class.

GSA: General Services Administration.

Inventory Schedule: a group of line items from the same prime contract, prime CAGE, tier-1 subcontract, tier-2 subcontract, and location CAGE.

IWAM: Internal Web Access Management.

Line Item: any inventory on an inventory schedule.

Mass Transfer: when an Administrator sends a PLCO's entire workload to another PLCO.

PCARSS: Plant Clearance Automated Reutilization Screening System

Plant Clearance Officer (PLCO): a user role in PCARSS that has the functionality to oversee all the functions and processes performed in the application. The PLCO’s functionality includes but is not limited to: creating, accepting, rejecting, and withdrawing inventory schedules; applying screener rules; creating cases, referrals, requisitions, and sales authorizations; and dispositioning inventory.

POC: Point of Contact.

Quality Assurance Representative (QAR): a user role in PCARSS that has the functionality to view and complete the inventory verification surveys sent by the PLCO.

Read-only Screener: a user role in PCARSS that has the functionality to search for inventory and create alerts to show when desired items are available.

Referral: a group of one or more submitted inventory schedules from the same prime contract, prime CAGE, tier-1 subcontract, tier-2 subcontract, and location CAGE that is sent to another PLCO for acceptance. When a receiving PLCO accepts a referral, the referral becomes a draft case.

Requisition: a request submitted by the Screener or PLCO for reuse of available items.

RIC: Routing Identifier Code.

Screener: a user role in PCARSS that has the functionality to search for inventory to requisition, as well as create alerts to show when desired items are available.

Support PLCO: a user role in PCARSS that has the functionality to log in as an approved PLCO to perform his or her work.

Unique Item Identifier (UII): the unique number which corresponds to an individual line item. One line item can have many UIIs (e.g., item # D3GJU9077442).

Workload: a list of similar activities sorted by importance.
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