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1 Introduction

To fulfill the terms of their contracts, defense contractors must complete a Request for Shipping Instructions prior to shipping. Four types of shipping instructions may be requested:
· Bill of Lading
· Domestic Route Order

· Export Shipment

· Foreign Military Sales Shipment.
This request is sent to the cognizant DCMA Transportation and Trafffic Management Officers, usually by fax. Upon receiving the requests, the Transportation Specialists determine the appropriate shipping methods, prepare the necessary documentation, and provide that information to the contractors.

This application automates that process by reducing data entry and cycle time, and facilitating data collection for management of the process.
Functionality incorporated into this application includes:
· Submission and processing of shipping requests via a web application

· Pre-population of data from existing data stores where practical
· Completion of related processes such as the issuance of Government Bills of Lading (GBL)
· Capture of data in an Integrated Database (IDB)
· Capture info via a Records Management (RM) process.
2 Users and their Access

Two users (Contractors and DCMA Transportation Officers) use this application. User permission is gained via the External Web Access Management (EWAM) and Internal Web Access Management (IWAM) applications within DCMA eTools. 
Roles are defined in the following sections:

2.1 Contractor

The Contractor creates the request for shipping instructions and submits it to the DCMA Transportation Officer (TO) at the responsible Contract Management Office (CMO). 
2.2 DCMA Transportation Officer (TO)

The DCMA Transportation Officer reviews the Contractor’s Request for Shipping Instructions and determines the necessary shipping documents needed. 

3 User Tasks

This section describes the tasks of the two users, Contractors and DCMA Transportation Officers, and explains how to execute those tasks. 

Tasks are readily depicted in a flow diagram (Figure 1) that shows the process of requesting and actioning shipping instructions. Roles of the Contractor and the Transportation Officer are indicated. The process begins with the Contractor entering the DCMA External Users portal and flows to the Transportation Officer, as shown. 
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Figure 1. Process Flow Diagram
This application captures the data requirements of the two legacy forms that apply to this process:
· DD 1659, Application for U.S. Government Shipping Documentation/Instructions

· DD 359, Instructions to Contractors for CONUS/Export Shipments.

3.1 Reports
For all users, reports containing relevant information are available within every section of the Shipping Instructions Request application. Clicking on the “Reports” link on the main menu launches the report interface. 
3.2 Tasks of the Contractor
The Contractor initiates the process by creating the Request for Shipping Instructions and submitting it to the DCMA Transportation Officer. 
3.2.1 Create a Request for Shipping Instructions 

Contractor access to the eTools portal of DCMA is made via the External Web Access Management (EWAM) application. 

Enter the External Web Access Management (EWAM) application in the eTools (external users) portal.
The External User Homepage (Figure 2) displays. The External User Homepage is the focal point for all processes associated with creating and managing Requests for Shipping Instructions. Columns labeled “Contract Number,” “Administered By,” “Free on Board,” and “Request Date” are sortable to show items in ascending or descending order. 
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Figure 2. External User Homepage
The creation of shipping instructions is made via the “Request Shipping Instructions” link on the External User Homepage. Requests that are saved are displayed on the External User Homepage by Contract Number and may be sorted by Request Date. In addition, requests that are saved but not yet submitted may be edited, deleted, or copied. 

When initiating a Request (application), consider the guidelines appearing on the External User Homepage:

“To ensure that shipments are accomplished in accordance with contract delivery schedule, application(s) should be submitted at least 10 days in advance of actual shipping date, to the Transportation Office of the contract administration office. Applications must be submitted 15 days in advance for Foreign Military Sales shipments. To avoid excess cost, do not order or load carrier's equipment until shipping instructions are received. Export shipments require marking in accordance with MIL-STD-129, "Marking for Shipment and Storage." Markings should not be applied until complete and accurate shipment information has been provided by the Transportation Office.” 
To begin creating a Request for Shipping Instructions:

1. Click on the “Request Shipping Instructions” link on the External User Homepage. See Figure 2. 

Notice the “Saved Request” section of the External User Homepage. If you have a Request saved (and not submitted) from a previous session on this application, you may edit, delete, or copy it on the External User Homepage. These functions are discussed in a section below.

Complete the Request for Shipping Instructions by entering, in successive screens:

2. Contract number
3. Type(s) of request 
4. Items to be shipped
5. Origin of shipment

6. Destination and date of shipment

7. Special shipping requirements.
An explanation about the function of the Clear button appearing on several screens is useful. While entering information and selecting options in the fields of forms, you may desire to erase entries and options made. Clicking on the Clear button reverts the selected options and entires back to whatever were made or selected after the last save action. Screen Options and entries selected after the save action will be cleared. Conversely, options and entries saved before the Clear button is clicked are retained and cannot be cleared. 

These six steps are discussed in detail in the sections below. 

Upon completing these six steps, submit the Request for Shipping Instructions to the DCMA Transportation Officer.
Enter Contract Number

In the Contract Number screen (Figure 3), 
8. Enter your contract number in the Contract Number field. 
This contract number is associated with the Contractor’s Commercial and Government Entity (CAGE) number.
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Figure 3. Contract Number
9. Click the “Request Shipping Instructions” button. The system searches for the contract number. 

If the contract number is found, the “Shipping Document(s) Requested” screen 
(Figure 4) displays. 
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Figure 4. Shipping Document(s) Requested
Once the contract number is entered, contract-related data from the Shared Data Warehouse pre-populates the application screens that follow in the next steps of the process of requesting shipping instructions.

The Contractor sees only contracts associated with their CAGE code. 

If the contract number is not found, the “Contract Not Found” screen (Figure 5) displays. You may proceed by:

· Clicking on the "Continue" button on this screen to process under this new number and thus displaying the “Shipping Document(s) Requested” screen (Figure 6) or 
· Entering a different contract number in the “Re-enter Contract Number” field.
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Figure 5. Contract Not Found
3.2.1.1 Select Type of Request

In the “Shipping Document(s) Requested” screen (Figure 4), 
10. Click on the “Select the Type of Request” tab.

11. Select the type or types of requests desired. 
One or more of the following types may be selected: Bill of Lading, Domestic Route Order, Export Shipment, and Foreign Military Sales Shipment. 
Click within the appropriate box to select the Shipping Documents to be requested.
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Figure 6. Shipping Document(s) Requested – Selection Made
12. Click the “Continue” button to navigate to the next step, thus proceeding left to right along the row of shaded tabs near the top of the screen.
The “Enter Items to be Shipped“ tab (Figure 7) displays. 

3.2.1.2 Enter Items to be Shipped
Items to be shipped on the currently opened contract are obtained, in one of two ways, by:

· Searching for and selecting line items that exist in contracts other than the contract in which you are currently working. (Those are line items which we wish to incorporate into the contract in which you are currently working.) Clicking on the ”search items” link displays, for saved requests, such a list of existing items.
· Adding a new item (an item not previously existing in the contract in which you are currently working or an item from an existing contract that was not found in the Shared Data Warehouse. Clicking on “add new items” link displays such a list of new items.
Under the “Enter Items to be Shipped“ tab (Figure 7), use the “search items” and “add new items” links to populate the list of items to be shipped. 
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Figure 7. Enter Items to be Shipped Tab
The list of items to be shipped may be sorted by line item number in ascending or descending order. To sort, click on the “Line Item Number” column.
Search for an Existing Line Item

To search for line items that exist in other contracts and that you wish to incorporate into the current contract:

13. In the “Enter Items to be Shipped” tab, click on the “search items” link in the upper right. 
The Search Line Items screen (Figure 8) displays. 
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Figure 8. Search Line Items Screen
14. To select the desired item to incorporate into the current contract, click in the box next to the item and click the “get line items” button.

15. To get line items associated with other contracts, click on the “search other contract” link from the Search Line Items screen.
A list of contracts displays, as shown in Figure 9. 
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Figure 9. Get Contract Screen
16. Select a contract to view by clicking on the radial button and clicking on the Get Contract button.
17. Click the “close window” button.

The selected line item populates the “Enter Items to be Shipped” tab, as shown in Figure 10. 
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Figure 10. Enter Items to be Shipped Tab – Items Inserted
Add a New Item 
To add an item not previously existing in the contract in which you are currently working:
18. In the “Enter Items to be Shipped” tab, click on the “add new item” link in the upper right.
The Add Line Item screen (Figure 11) displays. 
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Figure 11. Add Line Item Screen
19. Complete the fields in the Add Line Item screen and click the “Add This Item” button.
The new line item displays in the “Enter Items to be Shipped” tab, as shown in Figure 12. 
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Figure 12. Enter Items to be Shipped Tab – More Items Inserted
Click on the Calculate total button to sum up the total number of packages, weight, and measurement for the line items. Please note, the weight and the measurement totals will be calculated in pounds and cubic feet.

To proceed in creating the Request for Shipping Instructions, click the Continue button to go to the Enter Shipping Origin tab.

3.2.1.3 Enter Shipping Origin
To enter the origin of the shipment into the Request for Shipping Instructions:
20. In the “Enter Shipping Origin” tab (Figure 13), complete all fields; Contractor Information, Origin, and Shipper sections.
The Shipper’s location (facility) could be different from the Contractor or Origin. 
Some fields under this tab are populated from the database, if the Contract Number was found there. 
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Figure 13. Enter Shipping Origin
21. Click the Continue button. The “Enter Shipping Destination and Dates” tab will display.
3.2.1.4 Enter Shipping Destination and Dates
To enter the Shipping Destination and Dates into the Request for Shipping Instructions:

22. In the “Enter Shipping Destination and Dates” tab (Figure 14), complete all fields in the Destination, Consignee, Transportation Officer, and Shipping Date section. 
The required entry for the Department of Defense Activity Address Code/Military Assistance Program Address Code (DoDAAC/MAPAC) may be found by clicking on the “Lookup DoDAAC” link (located in the upper right corner of the screen) or on the DODAAC/MAPAC link and searching for the appropriate code.

The State field is populated by selecting the appropriate state destination from the drop-down box that displays when the arrow is clicked. Several of the State codes listed in the drop-down box are not commonly used. These codes, representing U.S. territories, possessions, and armed forces overseas, include:
American Samoa: AS

Federated States of Micronesia: FM

Guam: GU

Marshall Islands: MH

Northern Mariana Islands: MP

Palau: PW
Puerto Rico: PR

Virgin Islands: VI

APO Americas: AA (APO indicates U.S. armed forces overseas) 

APO Europe: AE

APO Pacific: AP.
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Figure 14. Enter Shipping Destination and Dates Tab
23. Click the Continue button. The “Enter Special Shipment Requirements” tab displays.
3.2.1.5 Enter Special Shipping Requirements and Submit the Request
With some shipments, special requirements exist. These requirements include specifying: 
· The shipment as hazardous
· Special routing conditions
· The rail carrier that serves the origin location
· The free on board contract terms (whether “Source,” “Destination,” or “Others”), and 
· Entering any applicable remarks not otherwise shown. 
Specifying applicable special shipping requirements is the last step in the process of requesting shipping instructions before the Contractor submits the Request to the Transportation Officer. After submitting the Request, the Contractor is shown a read-only summary screen which may be printed.

To enter the Special Shipment Requirements into the Request for Shipping Instructions and submit the Request to the Transportation Officer:

24. In the “Enter Special Shipment Requirements” tab (Figure 15), the DCMA Administration Office field is a required entry. Enter the DoDAAC of the appropriate DCMA Administration Office. You may search for the DoDAAC by clicking on the Search button to the right of the field and then select the desired office. 

Your search for the desired DoDAAC may be narrowed in the following ways: 
· Entering a 0 (zero) will give results of all DoDAACs containing a 0; entering 03, all DoDAACs containing a 03 sequence. 
· Using the wildcard character * (asterisk); for example, S010* would give search results of all DoDAACs starting with S010; and, *90* would give as result all DoDAACs containing an instance of “90”.
Complete all applicable fields, following instructions given on the screen.
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Figure 15. Enter Special Shipping Requirements
25. At this point, you will either save or submit the Request for Shipping Instructions to a Transportation Officer for action. 

To save the Request, click on the “Save Request” button. A saved Request can be edited, copied, or deleted in a subsequent session of this application. 
To submit the Request to a Transportation Officer for action, click the “Submit Request” button. A printable summary display of the entire Request appears. Once submitted, the Contractor has no further recourse to make edits to the Request. 
Once the request has been saved or submitted, users will be directed to a summary screen. To edit a saved request or create a new request, users can click on the Home link on the toolbar to perform the appropriate functions.

A Transportation Officer has the authority to review and complete the Request without changes, or he/she may edit the Request. The Transportation Officer then generates the Shipping Instructions and sends the completed Request to the Contractor with relevant documents attached. 
3.2.2 Edit, Delete, or Copy a Saved Request for Shipping Instructions

Requests for Shipping Instructions that are saved (but not yet submitted to the Transportation Officer) are able to edited, deleted, or copied by the Contractor. A request that is not updated in a 90-day period is removed from the system.
3.2.2.1 Edit a Saved Request

In any of the saved Requests for Shipping Instructions listed on the External User Homepage, you as the Contractor may edit any of your previous entries before submitting it to the Transportation Officer.
To edit a saved Request:

26. On the External User Homepage, visually locate the Contract Number containing the line item you desire to edit.
27. Click on the edit link of the subject Contract Number.

The “Select the Type of Request” tab displays.

28. Select the tab whose information you wish to edit. 

29. Make the desired edits under the appropriate tab(s).

30. Either save the edited Request or submit it to the Transportation Officer.
3.2.2.2 Delete a Saved Request

31. On the External User Homepage, visually locate the Contract Number containing the line item you desire to delete.

32. Click on the delete link of the subject Contract Number.

The contract is removed from the list of contracts on the External User Homepage.
3.2.2.3 Copy a Saved Request

If you desire to edit a saved Request, first make a copy of the Request.

To make a copy of a Request: 
33. On the External User Homepage, visually locate the Contract Number containing the line item you desire to copy.

The message “Are you sure you want to copy this Request?” displays.
34. Click the OK button.
An exact copy of the Request displays in the list of Requests in the External User Homepage.

3.3 Tasks of the DCMA Transportation Officer
With regard to Requests for Shipping Instructions, actions by the DCMA Transportation Officer (TO) include: 

· Viewing and managing the workload of Requests for Shipping Instructions

· Updating a Request for Shipping Instructions

· Adding a Request for Shipping Instructions

· Marking a Request for Shipping Instructions as “closed”

· Viewing Management Reports.

Each TO action is discussed in detail in sections below.

The TO has the authority to review and complete the Request for Shipping Instructions sent by the Contractor. In handling the Request, the TO may mark the Request as “Complete” without making changes to it or he/she may edit the Request. The Transportation Officer then generates the Shipping Instructions and sends the completed Request to the Contractor with relevant documents attached. 

To view and action the Requests for Shipping Instructions, the TO logs into the SIR application within the eTools portal. 
For Transportation Officers and Contract Management Offices (CMOs), reports containing relevant information are available within every section of the Shipping Instructions Request application. Clicking on the “Reports” link on the main menu launches the report interface. 

An explanation about the function of the Clear button appearing on several screens is useful. While entering information and selecting options in the fields of forms, you may desire to erase entries and options made. Clicking on the Clear button reverts the selected options and entires back to whatever were made or selected after the last save action. Screen Options and entries selected after the save action will be cleared. Conversely, options and entries saved before the Clear button is clicked are retained and cannot be cleared. 

3.3.1 Internal User Homepage – Process Requests for Shipping Instructions
Upon login, the first screen displayed to the TO is the Internal User Homepage (Figure 16), which displays a list of Requests assigned to the TO. Within a given CMO location, DCMA transportation team members at the site are able to view and action the same Requests for Shipping Instructions.
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Figure 16. Internal User Homepage
In the Internal User Homepage, the TO views and manages his assigned Requests for Shipping Instructions. The TO may:

· Search for Requests for Shipping Instructions

· Sort the list of Requests by due date

· Refresh the Internal User Homepage screen, in the event new Requests arrive from a Contractor while in the middle of a Request processing session
· View and, if necessary, change the details of a Request and add shipping instructions
· Generate shipping instructions

· Close out, save, and print Requests

· Consolidate separate Requests into a single shipment

· Delay Request completion

· Send an E-Mail to the requestor (the Contractor)

· Link to the Contract View (if the contract exists in the database)

· Transfer one or more Requests to another CMO

· Create a new Request for Shipping Instructions on behalf of the Contractor.
Each of these tasks is described in detail below.
3.3.1.1 Search for Requests for Shipping Instructions

To search for Requests for Shipping Instructions:

35. On the Internal User Homepage, click the “Search” button on the menu.

The TO Workload Search Page (Figure 17) displays.
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Figure 17. TO Workload Search Page
36. In the DCMA Administration Office field, enter the code for the office. Alternatively, enter the wildcard “*” to impose a search filter for the list of Administration Offices. For example, *90* will display all Administration Offices having “90” in their code.
Your search for the desired DoDAAC may be narrowed in the following ways: 

· Entering a 0 (zero) will give results of all DoDAACs containing a 0; entering 03, all DoDAACs containing a 03 sequence. 
· Using the wildcard character * (asterisk); for example, S010* would give search results of all DoDAACs starting with S010; and, *90* would give as result all DoDAACs containing an instance of “90”. 

37. If the code is unknown, click the “Search” button on the right side of the DCMA Administration Office field. 

On the screen then displayed, click on the check boxes of those Administration Offices that you wish to view. Then click on the “Select DCMA Administration Offices” and click on the “Close Window” button. 
The DCMA Administration Office field is then populated with the selected offices.

Click the “Submit” button. 

38. View the details of a specific Request by clicking on its “Request” link located on the left of the Internal User Homepage.

You are now ready to execute any of the tasks described below.
3.3.1.2 Sort the List of Requests by Due Date

In order to gauge the workload of Requests, the TO may sort the list of Requests by due date.

To sort by due date, go to the Internal User Homepage. Click on the “Request Due” column to toggle between the ascending order (arrow pointing up) and the descending order (arrow pointing down) of Request due dates.
3.3.1.3 Refresh the Internal User Homepage Screen

While the TO is in the middle of processing Requests, new Requests may have arrived from the Contractor. To see the most up-to-date list of Requests, click the “refresh” button ([image: image20.jpg]O refresh



) in the Internal User Homepage. 
3.3.1.4 View and Change the Details of a Request/Add Shipping Instructions
The TO views each Request received from a Contractor to ensure its accuracy and appropriateness. While examining the request, the TO may, if necessary, change the details of the Request. 
To view/edit a Request:
39. In the Internal User Homepage, visually select the Contractor you wish to view/edit. Click on the Type link in the same row as the selected Contractor. 
The “Select the Type of Request” tab (Figure 18) displays. 
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Figure 18. TO’s Select the Type of Request Screen
40. Proceed through the tabs 1 through 5 to view, and if necessary edit, the details of the Request that were initially entered by the Contractor. 
Among many other details, the TO may change, under Tab 5, the CMO location responsible for handling the Request. If the DCMA Office is changed, a dialog box displays to ask the user confirm the change. If confirmed, the Request will show in the workload of the newly assigned CMO.

41. Click on Tab 6, DCMA Transportation Input. In the DCMA Transportation Input screen (Figure 19), insert the Carrier Routing Information, Shipment Information, Bill of Lading Information, and additional instructions applying to the Request.
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Figure 19. DCMA Transportation Input Screen
42. At the bottom of the screen, select an action: Consolidate, Generate Shipping Instructions, Close Out Request, Save, or Print. (The Consolidate function involves the combining of separate Requests into a single shipment.) See the sections below for more details.
3.3.1.5 Generate Shipping Instructions
The final shipping instructions must be sent to the applicable Contractor.

To generate shipping instructions: 

43. Click on the “Generate Shipping Instructions” button. The composite details of the Request for Shipping Instructions displays in one form. 
44. Click the “Send E-Mail to Contractor” button. An E-Mail screen (Figure 20) displays.
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Figure 20. E-Mail to Contractor
Within this E-Mail, the Shipping Instructions for the subject contract are attached. The T.O. may attach the applicable Bill of Lading and other relevant documents. Add any other applicable comments in the body of the E-Mail message. Click the “Send Email” button.”
3.3.1.6 Close Out, Save, or Print Request
To close out the Request, click on the “Close Out request” button. A “This request has been closed out!” message displays, indicating that action for the Request is complete and cannot be revisited. 
To save the Request, click on the “Save” button. The Request is saved in the TO’s list as shown on the Internat User Homepage. 
To print the Request, click the “Print” button.

3.3.1.7 Consolidate Separate Requests into a Single Shipment

Separate Requests may be combined into a single shipment if the following criteria apply:
· The Requests have the same Origin CAGE and Zip code (under the “Enter Shipping Origin” tab), and 

· The Requests have the same Destination Dodaac and Zip code (under the “Enter Shipping Destination and Dates” tab).
Consolidated Requests are indicated as such. A “Consolidated with Another Request” notice displays. 
To consolidate eligible Requests: 
45. Under the DCMA Transportation Input tab, click the “Consolidate” button. 
A list of requests as consolidation choices that meet the consolidation criteria displays.
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Figure 21. List of Consolidation Choices Pop-Up Window
46. Select the Request that you wish to consolidate with the opened Request. Click in the appropriate radio button. Please note, the opened request will also be listed as an option on and highlighted on the List of Consolidation Choice Pop-Up Window (Figure 21).  

47. Click on the “Consolidate into This Request” button. The pop-up window closes automatically. The requests displayed on the List of Consolidation Choices pop-up window will be consolidated into the request that you selected from the list of options. The Line Items pertaining to the requests you selected for consolidation will now be merged into a single shipment.The request that you consolidated will now have a status message on the top right corner of the screen “Been Consolidated”. Clicking on the link will take you to the main request. The main request will display the status message “This request consolidated with other requests” on the upper right corner of the screen.

48. Continue with the process by completing the appropriate fields under the DCMA Transportation Input tab. Note that the “Cancel Consolidation” button appears at the bottom of the screen; you are offered the option to cancel the consolidation. Cancelling the consolidation will remove the merged line items from the main requests.
49. Click on the “Generate Shipping Instructions” button.
The consolidated shipping instructions display. Print the instructions. Click the “Send E-Mail to Contractor” button. An E-Mail screen (Figure 20) displays. Within this E-Mail, the Shipping Instructions for the subject contract are attached. The TO may attach the applicable Bill of Lading and other relevant documents. Add any other applicable comments in the body of the E-Mail message. Click the “Send E-Mail” button.”

3.3.1.8 Delay Request Completion

On occasion and for various reasons, Requests may be delayed. The completion of a Request is delayed when its completion exceeds the allowable completion time as specified by the contract. The completion time is expressed in the contract by a Transportation Priority of either 1, 2, or 3 and is entered accordingly by the Contractor under the “Enter Shipping Destination and Date” tab. 
A Transportation Priority of 1 requires the completion of the Request within 24 hours; a Priority of 2, within 48 hours; and a Priority of 3, before the required Date at Destination (as shown under the “Enter Shipping Destination and Date” tab). For Requests received after 4:45 PM, start time for completing the Request does not begin until 7 AM. In addition the clock does not count on weekends or Government holidays. A Request is labeled as overdue and in delay status if the completion time is exceeded. 
For example, if a TO actions a Request with a Transportation Priority of 1 more than 24 hours after the receipt of the Request, the delay is noted by the application. A “Delay Reason” screen (Figure 22) displays, prompting the TO to enter one of the following reasons for the delay:

· Notice of Availability

· Export Traffic Release Request

· Air Clearance Challenge

· Contractor Delay

· Missing Contract Info

· Other (see comment).

For any reason for delay, enter an explanation in the “Delay Comment” field.
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Figure 22. Delay Reason
3.3.1.9 Send an E-Mail to the Requestor
The TO may need to send an E-Mail to the Requestor (Contractor) to effect coordination or for some other reason. Two E-Mailing options are available to the TO:
50. In the Review page (to get to this page, please follow steps listed in section 3.3.1.1 to search for and access the request and steps listed in section 3.3.1.5 to generate shipping instructions), click on the “Send E-Mail to Contractor” button. Note that the Shipping Instructions file is automatically attached. Other attachments may be sent.

51. In the Internal User Homepage, click on the Requestor, in the Requestor column, to who you wish to send an E-Mail. To browse for a file to attach, click on the “Attachment” button. 
3.3.1.10 Link to the Contract View
If the contract exists in the database, you may open the Contractor view by clicking on the contract under the Contract column in the Internal User Homepage. 
3.3.1.11 Transfer a Request to Another CMO

In order to redistribute the workload of Request processing, the TO may wish to transfer one or more Requests to another Contract Management Office (CMO).

To transfer a Request to another CMO:

52. In the Internal User Homepage, click on the “transfer” button.
The “Transfer to” screen (Figure 23) displays.
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Figure 23. Transfer to screen
53. In the “Transfer To” field, enter the CMO to which you wish to transfer selected Requests. You may search for the CMO by clicking on the Search button to the right of the field and then select the desired office.

54. Select, by clicking the boxes, the individual Requests you desire to transfer.

55. Click the “Transfer” button.

The application reverts back to the Internal User Homepage. Note that the transferred Request(s) are not listed. 

3.3.1.12 Create a New Request on Behalf of the Contractor

The TO may create a new Request for Shipping Instructions on behalf of the Contractor. 

To create such a Request:

56. On the Internal User Homepage screen, click the “new request” button.
The Contract Number screen displays.

57. Proceed to create the Request. Follow the same procedures as indicated earlier for the Contractor. 
3.3.2 Management Reports

For all users at the DCMA Headquarters and District levels, management reports allow the monitoring of the completion of Requests as well as the workload of team members. 
To manage reports:

58. On the Internal User Homepage, click on “Reports” on the menu. 

You will be logged into the Business Intelligence tools.
The Cube List for SIR (Figure 24) displays.
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Figure 24. Cube List for SIR
59. To view the Report List, click on the “Reports” item on the eTools menu.

The “Reports List for SIR” screen (Figure 25) displays. 

[image: image28.jpg]HELP | FEEDBACK | EXIT

Reporting Interface 1.7 :[

Report List for SIR
List of reports for this business area.

[ view | A Report Name

No records

HTML Format - best used for viewing on screen; offers better performance
Excel Format - best used for manual manipulation of data.

Unformatted Excel (CSV) Farmat - best used for manual manipulation of large data sets.

PDF Format - best used for formatted printing





Figure 25. Report List for SIR
4 List of Acronyms and Abbreviations

Acronyms and abbreviations used in the Shipping Instructions Request application are listed below.

	CAGE
	Commercial and Government Entity Code

	CMO
	Contract Management Office

	CONUS
	Continental United States

	DCMA
	Defense Contract Management Agency

	DODAAC
	Department of Defense Activity Address Code

	EWAM
	External Web Access Management

	GBL
	Government Bills of Lading

	IDB
	Integrated Database

	MAPAC
	Military Assistance Program Address Code

	RM
	Records Management

	SIR
	Shipping Instructions Request

	TO
	Transportation Officer
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