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[bookmark: _Toc465946079][bookmark: RH_PD_TOC_BK]Overview
[bookmark: _Toc465946080]Organization of this User's Manual
This user's manual is organized by user role and associated tasks. This helps you find the information relevant to your needs and tasks. It can also help you understand the tasks that others perform to support your objectives and how your role interacts with their tasks.
[bookmark: _Toc465946081]Understanding the Property Loss Process
The Property Loss (PL) version 3.2 application is designed to facilitate the process of determining liability for the unintended, unforeseen, or accidental loss, damage or destruction of Government property that reduces the Government's expected economic benefits of the property.
This includes the following:
· Property that can't be found after a reasonable search
· Theft
· Damage or destruction from unexpected incidents rendering the item useless for its intended purpose
This does not include the following:
· Reasonable inventory adjustments
· Purposeful destruction testing
· Obsolescence
· Normal wear and tear
· Manufacturing defect
The Property Loss application allows users to work with and track Property Loss cases throughout the process of determining contractor liability.
[bookmark: _Toc465946082]Basic Property Loss Process
The Property Loss process is as follows:
1. A Contractor or Property Administrator (PA) creates and submits a case to a Property Administrator. If the case is not administered by DCMA, the creator of the case specifies the Property Administrator to receive the case. If the case is administered by DCMA, the Property Administrator who receives the case is determined based on the contract number, CAGE, and DoDAAC in CMT.
2. The Property Administrator receives the case in Investigating status. He or she may do one of the following:
· Recommend to the ACO that the Contractor be held liable for the lost, stolen, damaged, destroyed, repairable, or replaceable property and assist the ACO in determining the extent of contractor liability.
· Relieve the Contractor of liability for the lost, stolen, damaged, destroyed, repairable, or replaceable property. Once the Property Administrator relieves the case, the case is closed.
· Reject the case. When a case is rejected, the Contractor can edit the case to make necessary corrections and resubmit it to the Property Administrator, or simply withdraw it.
3. The case is closed once it meets one of the following two criteria:
· The Contractor is relieved of liability for the lost, stolen, damaged, destroyed, repairable, or replaceable property. In this event, the case is closed automatically.
· The Contractor has paid the total assessed liability amount. In this event, the Property Administrator will close the case manually.
4. The closed case can be reopened by either the Property Administrator or Administrator. The case may be requested for reopen by the Contractor.
[bookmark: _Toc465946083]Case Statuses Throughout the Property Loss Process
Cases are assigned a different status based on which part of the Property Loss process they are currently in. A case can be in any of the following six statuses:
· Draft: Cases that have been created but not yet submitted to a Property Administrator.
· Investigating: Cases that have been submitted to a Property Administrator.
· Rejected: Cases that have been rejected by a Property Administrator.
· Pending: Cases where the Property Administrator recommends that the ACO find the Contractor liable for at least some portion of the total liability value. After the Contractor has paid the assessed liability amount, the case will be closed.
· Closed: Cases that have been relieved by a Property Administrator, as well as cases where the Contractor has paid the government for the liability amount assessed.
· Reopened: A case that was previously closed but is now reopened. It will need to be reactivated to be moved back to Investigating status.
Depending on a case's given status, some tasks may be unavailable to you. For instance, a Contractor can only withdraw a case in Rejected status. For more information about the tasks available to your user role, see the topic User Roles and Tasks.
[bookmark: _Toc465946084]User Roles and Tasks
The Property Loss application supports four user roles: Contractor, Property Administrator (PA), Administrator, and Administrative Contracting Officer (ACO). The abilities of each of the four user roles are listed below:
[bookmark: _Toc465946085]Contractor Role
Users with the Contractor role log into Property Loss via EWAM, consist of both Prime and Subcontractors, and can perform the following tasks:
· Search for and view the cases they created as well as cases where their CAGE is identified as the Prime or Location CAGE
· Create new cases
· Add, edit, and delete line items on Draft and Rejected cases
· Add and delete documents on Draft and Rejected cases; or submit a request to add or delete documents from cases in Investigating or Pending status
· Add, edit, and delete contacts on Draft cases; add and edit contacts on Rejected cases
· Edit cases in Draft or Rejected status; edit Remarks on cases after submission
· Delete their own Draft and Rejected cases
· Withdraw their own Rejected cases
· Submit a request to Reopen one of their own Closed cases
[bookmark: _Toc465946086]Property Administrator (PA) Role
Users with the Property Administrator role log into Property Loss via the eTools application and can perform the following tasks:
· Search for and view the cases they created as well as cases assigned to them
· Create new cases
· Add, edit, and delete line items on open cases that are assigned to them
· Add documents to open cases and delete documents from Draft, Investigating, and Pending cases that are assigned to them
· Add and edit contacts on open cases that are assigned to them; delete contacts on Draft cases
· Edit open cases that are assigned to them
· Delete Draft cases and Rejected cases
· Reject cases in Investigating status that are assigned to them
· Withdraw cases in Rejected status that they created
· Determine if the Contractor should be relieved or recommend the ACO hold Contractors liable for cases in Investigating status that are assigned to them
· Close cases that are assigned to them
· Reopen closed cases if necessary
· Reassign cases from their own workload to another Property Administrator (Property Administrators who are external to DCMA cannot reassign cases)
[bookmark: _Toc465946087]Administrator Role
Users with the Administrator role log into Property Loss via IWAM and can perform the following tasks:
· Search for and view any case in Property Loss
· Create new cases
· Add, edit, and delete line items on any case in Draft, Investigating, Pending, or Rejected status
· Add and delete documents on any open case
· Add or edit contacts on any open case and delete contacts on any case in Draft status
· Edit any open case
· Delete any Draft or Rejected case
· Reject any case in Investigating status
· Withdraw any case in Rejected status
· Determine if the Contractor is liable or should be relieved on any case in Investigating status
· Close any case in Pending status
· Reopen any closed case
· Reassign cases from one Property Administrator to another or from one ACO to another
[bookmark: _Toc465946088]Administrative Contracting Officer (ACO) Role
Users with the ACO role log into Property Loss via IWAM or EWAM and can perform the following task:
· Edit ACO Information on Pending cases
· Add documents to and delete documents from cases in Pending status that are assigned to them
· Determine if the Contractor is liable for individual items on cases in Pending status that are assigned to them
· Can reassign cases from their workload to another ACO
[bookmark: _Toc465946089]External User Role
Users with the External User role log into Property Loss via EWAM and can perform the following tasks:
· Search for Cases
· View Case Information, and export case details to PDF
· View Line Items associated with a case, and export line item details to PDF
· View documents attached to a case
· View contacts associated with a case, and export contact details to PDF
[bookmark: _Toc465946090]Navigating Property Loss
The navigation elements of Property Loss help you find information and complete tasks efficiently.
[bookmark: _Toc465946091]Home Page
When you log into the Property Loss application, the Home Page is the initial page you see (Figure 1).
[image: ]
Figure 1: Property Loss Home Page for a Property Administrator
The Create a New Case link appears on the Home Page for all the user roles except the ACO. See the topic Creating a New Case.
[bookmark: _Toc465946092]Header
The top left side of the page displays the DCMA logo and your name with a link (Figure 2).
[image: ]
Figure 2: DCMA logo and user name link, with menu options for an Administrator
If you click this link, your user information will appear in a pop-up window (Figure 3).
[image: ]
Figure 3: User profile pop-up window
The right side of the top of the page provides the following links (Figure 4).
[image: ]
Figure 4: Property Loss icon and right-side menu options
Help: Provides assistance for specific pages in Property Loss. If you are viewing a page and need answers regarding the format of information, or if you need to find where a certain task is performed in the application, or to discover who does what task, online help can provide the answer.
Feedback: Allows you to provide your ideas for future enhancements to the Property Loss application.
Exit: Closes Property Loss and the page that displays it. By using the Exit link, you ensure that your session is closed securely.
[bookmark: _Toc465946093]Menu Bar
The menu bar that appears below your name provides links to functionality in Property Loss (Figure 5).
[image: ]
Figure 5: Property Loss Menu bar
The links that appear on the menu bar depend on your user role:
Home: Displays the Home Page. This link appears for all user roles.
My Work: Displays the My Work Page. This link appears for all user roles. Be aware that although External Users can view this link, they will not be able to see any cases by clicking on it.
Search: Displays the Property Loss Search page. This link does not appear for the ACO role.
Administration: Displays the Administration page. This link appears for the Administrator role only.
Reports: Displays the Property Loss Report List. This link does not appear for the Contractor role. For more information on the Property Loss reporting functionality, see the Property Loss 3.0 Reports User Manual.
[bookmark: _Toc465946094]Footer
The footer at the bottom of every page provides links to standard DCMA web sites (Figure 6).
[image: ]
Figure 6: Property Loss page footer
[bookmark: _Toc465946095]Tabs and Columns
Tabs, such as the Active Cases tab, show records with a specific status. To see information under a tab, click the tab (Figure 7).
[image: ]
Figure 7: Example of 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 heading. Click the column heading again to sort the information in reverse order.
[bookmark: _Toc465946096]Page Controls
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 box to select the sequence number of the requests you wish to see and click the Go button (Figure 8).
[image: ]
Figure 8: Example of page controls
[bookmark: _Toc465946097]Icons
The following icons link to additional functionality:
	Icon
	Description

	[image: ]
	Opens a page where you may edit a case or line item.

	[image: ]
	Opens a page where you may add a case or line item.

	[image: ]
	Deletes a case or line item.

	[image: ]
	Opens a pop-up with additional information.

	[image: ]
	Displays a pop-up calendar from which you can select a date.

	[image: ]
	Displays a search page in a new window which allows you to search for data to populate in a field.

	[image: ]
	Closes the window you are viewing.
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[bookmark: _Toc465946098]Contractor Role
[bookmark: _Toc465946099]Viewing the Workload
The cases that appear in your workload depend on your user role:
· Contractors' workloads display the cases where their CAGE is identified as the Prime CAGE or Location CAGE.
· Property Administrators' workloads display the cases that they created or are assigned to them. For cases they created, they have view-only access. For cases assigned to them, they have the ability to work the case. Property Administrators who are external to DCMA can only receive cases from contractors who are within their own service.
· Administrators' workloads display all the cases in Property Loss.
· ACOs' workloads display the cases that are assigned to them. The ACO assigned to the case is identified by the ACO Code in MOCAS.
· External Users can access the My Work Page, but active, draft, and inactive cases will not appear for them there.
The My Work Page appears when you click the My Work link on the menu bar and displays your case workload on three tabs: Active Cases, Draft Cases, and Inactive Cases.
[bookmark: contractor_c_viewing_the_workloa_6626][bookmark: _Toc465946100]Viewing the Active Cases Tab
To view your active cases, click the My Work link on the menu bar. The My Work Page appears, displaying the Active Cases tab by default (Figure 9).
[image: ]
Figure 9: My Work Page, Active Cases tab
The Active Cases tab displays information about your active cases in the following columns:
· Action: Displays the edit icon [image: ]. The edit icon [image: ] allows you to edit the case.
· Case Number: The auto-generated number identifying the case in Property Loss. Case numbers follow the following format: the DoDAAC based on the contract number and CAGE in SDW, the last two digits of the calendar year, and a four-digit sequence number.
· Primary CAGE Code: The Primary CAGE of the property.
· Property Loss Location CAGE Code: The Location CAGE of the property.
· Contractor Reference Number: The Contractor Reference Number on the case.
· ACO E-Mail: The E-Mail address of the ACO assigned to the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case.
· Date Established: The Date Established is populated when the case has been submitted to the PA.
· Status: The status of the case (Investigating, Rejected, Pending, Reopened).
To view the case, click the link on the case number. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: contractor_c_viewing_the_workloa_1105][bookmark: _Toc465946101]Viewing the Draft Cases Tab
To view your draft cases, click the Draft Cases tab. The Draft Cases tab is displayed (Figure 10).
[image: ]
Figure 10: My Work Page, Draft Cases tab
The Draft Cases tab displays information about your draft cases in the following columns:
· Action: Displays the edit icon [image: ]and the delete icon [image: ], as well as the view link. The edit icon [image: ] allows you to edit and submit the case and the delete icon [image: ] allows you to delete the case. The view link allows you to view the case.
· Contract Number: The Contract Number on the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case. Does not display for draft cases that are internal to DCMA.
· Date Established: The Date Established is populated when the case has been submitted to the PA.
· Contractor Reference Number: The Contractor Reference Number on the case.
· Status: The status of the case (Draft).
To view the case, click the view link next to the case you wish to view. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: contractor_c_viewing_the_workloa_5513][bookmark: _Toc465946102]Viewing the Inactive Cases Tab
To view your inactive cases, click the Inactive Cases tab. The Inactive Cases tab is displayed (Figure 11).
[image: ]
Figure 11: My Work Page, Inactive Cases tab
The Inactive Cases tab displays information about your closed cases in the following columns:
· Action: Displays the Reopen link, where you can reopen the case. If you are a Property Administrator, see the topic Reopening a Case. If you are a Contractor, see the topic Requesting the PA to Reopen a Case.
· Case Number: The auto-generated number identifying the case in Property Loss. Case numbers follow the following format: the DoDAAC based on the contract number and CAGE in SDW, the last two digits of the calendar year, and a four-digit sequence number.
· Primary CAGE Code: The Primary CAGE of the property.
· Property Loss Location CAGE Code: The Location CAGE of the property.
· Contractor Reference Number: The Contractor Reference Number on the case.
· ACO E-Mail: The E-Mail address of the ACO assigned to the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case.
· Date Established: The date the case is submitted to the PA.
· Date Closed: The date the case was closed.
· Contract Number: The Contract Number on the case.
· Status: The status of the case (Closed).
To view the case, click the link on the case number. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: contractor_c_viewing_the_workloa_3173][bookmark: _Toc465946103]Filtering Cases
The administered by DCMA link allows you to filter the cases you see in your workload by selecting whether you wish to see only the cases administered by DCMA, only the cases external to DCMA, or all of your cases.
To see only the cases administered by DCMA in your workload, select Yes from the drop-down list box and click the administered by DCMA link.
To see only the cases external to DCMA in your workload, select No from the drop-down list box and click the administered by DCMA link.
To see all of your cases in your workload, select Both from the drop-down list box and click the administered by DCMA link.
[bookmark: _Toc465946104]Searching for Cases
The cases you can search for depend on your user role:
· Contractors can search for cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can search for cases that are assigned to them and the cases they created.
· Administrators can search for any cases in Property Loss.
· ACOs cannot search for cases.
· External Users can only search for cases where their DoDAAC is the prime or sub.
[bookmark: _Toc465946105]Using the Search
To search for cases in Property Loss, do the following:
1. Click the Search link on the menu bar. The Property Loss Search page appears (Figure 12).
[image: ]
Figure 12: Property Loss Search page
2. Type the search criteria necessary to help you find the cases for which you are looking. You can type information in none, some, or all of the search fields. The more information you specify, the easier it will be to find your desired cases. If you type information in none of the search fields, the search results will yield all the cases to which you have access.
You can also click an option button (Yes or No) to include Closed cases in your search; No is the default option.
Note: If you do not know the Prime CAGE, Location CAGE, or PA E-Mail on the case you are looking for, you can click the [image: ] icon next to the applicable field to search for a PA E-Mail, Prime CAGE, or Location CAGE. See the subtopics Looking Up the PA E-Mail Address, Looking Up the Prime CAGE, and Looking Up the Location CAGE within this topic.
3. Click the Search button. The Search Results page appears, displaying the cases that match the search criteria you entered (Figure 13).
[image: ]
Figure 13: Search Results page
To view a case, click the view link. The View Case page appears.
To search again, click the [image: ] search again link.
[bookmark: contractor_c_searching_for_cases_4384][bookmark: _Toc465946106]Looking Up the PA E-Mail Address
If you do not know the E-Mail Address of the Property Administrator assigned to the case but would like to search for the case based on the assigned Property Administrator, you can find the PA's E-Mail address by searching on the PA's first or last name.
To look up the E-Mail address of the PA assigned to the case, do the following:
1. Click the [image: ]  icon next to the PA E-Mail field on the Property Loss Search page. The PA E-Mail Search appears in a new window (Figure 14).
[image: ]
Figure 14: PA E-Mail Search window
2. Type the PA's First Name or Last Name in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 15).
[image: ]
Figure 15: Select PA E-Mail window
4. Click the link on the PA E-Mail address if you found the PA you are looking for. The Select PA E-Mail window disappears, and the PA's E-Mail address is populated in the PA E-Mail field on the Property Loss Search page.
To search for another PA E-Mail address, click the [image: ] search link within the Select PA E-Mail window.
To close the Select PA E-Mail window without selecting an E-Mail address, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: contractor_c_searching_for_cases_7552][bookmark: _Toc465946107]Looking Up the Prime CAGE
If you do not know the prime CAGE on the case but would like to search for the case based on the prime CAGE, you can find the prime CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the prime CAGE on the case, do the following:
1. Click the [image: ] icon next to the Prime CAGE Code field on the Property Loss Search page. The Prime CAGE Search appears in a new window (Figure 16).
[image: ]
Figure 16: Prime CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 17).
[image: ]
Figure 17: Select Prime CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Prime CAGE Code window disappears, and the prime CAGE is populated in the Prime CAGE Code field on the Property Loss Search page.
To search for another prime CAGE, click the [image: ] search link within the Select Prime CAGE Code window.
To close the Select Prime CAGE Code window without selecting a prime CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: contractor_c_searching_for_cases_7947][bookmark: _Toc465946108]Looking Up the Location CAGE
If you do not know the location CAGE on the case but would like to search for the case based on the location CAGE, you can find the location CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the location CAGE on the case, do the following:
1. Click the [image: ] icon next to the Property Loss Location CAGE Code field on the Property Loss Search page. The Location CAGE Search appears in a new window (Figure 18).
[image: ]
Figure 18: Location CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 19).
[image: ]
Figure 19: Select Location CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Location CAGE Code window disappears, and the location CAGE is populated in the Property Loss Location CAGE Code field on the Property Loss Search page.
To search for another location CAGE, click the [image: ] search link within the Select Location CAGE Code window.
To close the Select Location CAGE Code window without selecting a location CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: _Toc465946109]Creating a New Case
Contractors, Property Administrators, and Administrators can create new cases in Property Loss.
There are three steps to creating a new case: Entering Case Information, Adding Line Items, and Submitting the Case. You may also add documents and contacts to the case.
[bookmark: ctr_pa_admin_ctr_pa_admin_creati_6677][bookmark: _Toc465946110]Entering Case Information
The first step in creating a Property Loss case is entering basic contract data and general information regarding the property that was lost, stolen, damaged, destroyed, repairable, or replaceable.
To create a new case in Property Loss, do the following:
1. Click either the Create a New Case link on the Home Page or the [image: ] create case link on the My Work Page. The Create Case page appears (Figure 20 and Figure 21).
[image: ]
Figure 20: Create Case page for Contractor or External PA
[image: ]
Figure 21: Create Case page for Internal PA
2. Contractors and Property Administrators who are external to DCMA are required to select whether or not the case is administered by DCMA by clicking one of the option buttons.
· If the case is NOT administered by DCMA, you will need to type the E-Mail address of the Property Administrator for the contract in the Property Administrator E-Mail field. You can only submit cases to Property Administrators within your own service.
· If the case is administered by DCMA, the Property Administrator E-Mail field becomes disabled and you will not be able to specify a Property Administrator. Instead, Property Loss automatically routes the case to the appropriate Property Administrator based on the contract number, CAGE, and DoDAAC in CMT.
3. Select the Date of Incident. Click the calendar icon [image: ] to select the date from a calendar.
4. Type the Contract Number. If the case is administered by DCMA, Property Loss will validate the contract number in MOCAS. If Property Loss cannot find the contract number in MOCAS, you will receive an error message.
5. Type the Prime CAGE Code of the contractor. This CAGE must have a current MOCAS record and includes international CAGEs. When you create the case, Property Loss will validate the CAGE you entered against the contract number. If the CAGE is incorrect, Property Loss will automatically replace it with the correct CAGE in SDW.
6. Type the Property Loss Location CAGE Code of the property.
7. Type the Contractor Reference Number. Note that this field is not required.
8. Select a Contractual Coverage based on the contract date. Use the first drop-down list box for contracts prior to June 2007 and the second drop-down list box for contracts post June 2007.
9. Select the applicable Property Types by clicking the check boxes. Options include: Material, Special Test Equipment, Special Tooling, and Equipment.
10. Select a Case Type from the drop-down list box. Options include: Lost, Damaged, Theft, Destroyed Accident, Destroyed Combat, Repair, or Replacement.
11. Select a Property Owner from the drop-down list box.
12. Select whether the property is a Wartime Loss by clicking one of the option buttons. The default value is No.
13. Select whether the property is a Flight Risk by clicking one of the option buttons. The default value is No.
14. Type a Contractor Narrative or PA Comments in the text box at the bottom.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To save the case information and continue creating the case, click the Save and Continue button.
[bookmark: ctr_pa_admin_ctr_pa_admin_creati_4658][bookmark: _Toc465946111]Adding Line Items
The second step in creating a Property Loss case is adding one or more line items to the case. Note that the case must have at least one line item before you can submit it.
To add a line item, do the following:
1. Finish entering values in all the required fields on the Create Case page and click the Save and Continue button. The Add Line Item page appears (Figure 22 and Figure 23).
[image: ]
Figure 22: Add Line Item page for external case
[image: ]
Figure 23: Add Line Item page for internal case
2. Type a Description of the item. Note that this field is not required.
3. Type the Quantity of the item.
4. Type the Part Number of the item.
5. Type the Serial Number of the item. Note that this field is not required.
6. Type the Contractor I.D. Number of the item. Note that this field is not required.
7. Type the National Stock Number (NSN) of the item. Note that this field is not required.
8. Type the Total Acquisition Cost of the item.
9. If the Repair or Replace options are selected for the case type, then the Repair and Replacement Cost field will be required.
10. If the Damaged option is selected for the case type, then the Required (Safety) Repairs and Not Required (Safety) Repairs fields will be required. 
Note: The Required (Safety) Repairs and Not Required (Safety) Repairs must equal the Liability Value.
11. Type the Incident Location of the item. Note that this field is not required.
12. Select the Unit of Issue from the drop-down list box.
13. (For internal cases only) Type a Unique Item Identifier (UII) in the UII box and click the add icon [image: ] to add it to the UIIs Selected box which appears below. Repeat for each UII. A UII cannot exceed 72 characters and the number of UIIs in the list must not exceed the total quantity of items. Click the delete icon [image: ] next to the UIIs Selected list to remove UIIs. Note that this field is not required. 
Note: Unique Item Identifier (UII) information does not display when creating a line item on an external case.
14. Type the Liability Value of the items lost, stolen, damaged, destroyed, repairable, or replaceable. Note that this field is not available to the Contractor. 
Note: Liability Value, Contractor Portion, and Government Portion are required fields for PAs and Administrators when the case is in Investigating status.
15. Type the Contractor Portion of the Liability Value. Note that this field is not available to the Contractor.
16. Type the Government Portion of the Liability Value. Note that this field is not available to the Contractor.
17. If any part of the item was found, type the quantity found in the Found Quantity text box and the total amount of the found quantity in the Found Total Amount text box. 
18. Click the calendar icon [image: ] to select a date from the calendar for the Found Date text box.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To add another item to the case, click the Add Another Item button.
To save the item and continue to the View Case page, click the Save button.
To upload multiple line items to the case, click the [image: ] upload line items link. The Upload Line Items page appears. See the subtopic Uploading a Line Item.
To add documents to the case, on the View Case page, click the Documents tab (see the topic Managing Documents on a Case).
To add contacts to the case, on the View Case page, click the Contacts tab (see the topic Managing Contacts on a Case).
To return to the View Case page without saving, click the Cancel button.
[bookmark: ctr_pa_admin_ctr_pa_admin_creati_8420][bookmark: _Toc465946112]Submitting the Case
The third step in creating a Property Loss case is submitting the case. Note that the case must have at least one line item before you can submit it.
To submit the case, do the following:
1. Finish entering values in the required fields and click the Save button on the Add Line Item page (or, if you are not on the Add Line Item Page, click the Case Details tab). The View Case page appears displaying the case in Draft status (Figure 24).
[image: ]
Figure 24: View Case page in Draft status
2. Click the submit to PA link. Once you submit the case, Property Loss automatically sends an E-Mail to the person who submitted the case as well as the Property Administrator assigned to the case (Figure 25). The case status is updated to "investigating.”
[image: ]
Figure 25: Sample case submitted E-Mail
[bookmark: _Toc465946113]Viewing Case Information
The cases you can view depend on your user role:
· Contractors can view the cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can view the cases that are assigned to them and the cases they created.
· Administrators can view any cases in Property Loss.
· ACOs can view the cases assigned to them.
· External Users can only view cases where their DoDAAC is the prime or sub.
To view a case, do the following:
1. Click the My Work link on the menu bar. The My Work Page appears.
2. Locate the case on the Active Cases tab, Draft Cases tab, or Inactive Cases tab (click the tab to display the tab; also, see the topic Viewing the Workload or Searching for Cases).
3. Click the link on the case number of the case you wish to view (on the Draft Cases tab or Found Cases tab, click the view link). The View Case page appears (Figure 26).
[image: ]
Figure 26: View Case page in Investigating status
The Changes section at the bottom of the page displays all the changes that were made to the case since it was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
Note: The Total Processing Days will be calculated nightly on a calendar basis. It is the number of days between Date Established and Date Closed inclusive. If the case is reopened, start counting again starting from the number of processing days already calculated.
To submit the case to the PA, click the submit to PA link. See the subtopic Submitting the Case within the topic Creating a New Case.
To edit the case, click the [image: ] edit link. The [image: ] edit link appears on cases that are in Draft, Rejected, Investigating, and Pending status. See the topic Editing a Case.
To withdraw the case, click the withdraw link. The withdraw link appears on cases that you created and are in Rejected status. See the topic Withdrawing a Case.
To delete the case, click the [image: ] delete link. The [image: ] delete link appears on cases that you created and are in Draft or Rejected status. See the topic Deleting a Case.
To view, add, edit, or delete line items on the case, on the Case Details tab, locate the Line Item tab (see the topic Managing Line Items on a Case).
To view, add, or delete documents attached to the case, click the Documents tab (see the topic Managing Documents on a Case).
To view, add, edit, or delete contacts associated with the case, click the Contacts tab (see the topic Managing Contacts on a Case).
[bookmark: _Toc465946114]Managing Line Items on a Case
The cases you can add, edit, or delete line items from depend on your user role:
· Contractors can add, edit, or delete line items on cases in Draft or Rejected status.
· Property Administrators can add and delete line items on cases in Draft, Investigating, and Rejected status and edit line items in any status except Closed (Note: Cases in Draft status are editable by PAs if they've created the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add, edit, or delete line items from any case in any status except Closed.
· ACOs cannot add, edit, or delete line items.
· External Users cannot add, edit, or delete line items.
You can view, add, edit, or delete line items from a case by scrolling down to the Line Item tab on the View Case page, Case Details tab (see the topic Viewing Case Information). The Line Item tab allows you to view a list of the line items on the case (Figure 27).
[image: ]
Figure 27: Line Item tab on View Case page
To view the UIIs on an item, click the populate link in the UII column for that item. The UIIs associated with that item are populated in the drop-down list box in the UII section on the View Case page. Note that this feature is only available for items on internal cases.
To add a line item to the case, click the [image: ] add line item link. The Add Line Item page appears. See the subtopic Adding a Line Item within this topic.
To upload multiple line items to the case, click the [image: ] upload line items link. The Upload Line Items page appears. See the subtopic Uploading a Line Item within this topic.
To view a line item, click the link on the Item Number. The View Line Item page appears. See the subtopic Viewing a Line Item within this topic.
To edit a line item, click the edit icon [image: ] in the Action column for the line item. The Edit Line Item page appears. See the subtopic Editing a Line Item within this topic.
To delete a line item, click the delete icon [image: ] in the Action column for the line item. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box. Note: The case is deleted from your workload if the only line item present is deleted.
To recommend that the contractor be held liable for an item on the case, click the liable link next to that item. Note that the liable link does not appear for Contractors. See the topic Finding a Contractor Liable.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_1725][bookmark: _Toc465946115]Viewing a Line Item
To view a line item, on the View Case page, in the Line Item tab, click the Item Number link for the line item you wish to view. The View Line Item page appears (Figure 28).
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Figure 28: View Line Item page
The Changes section at the bottom of the page displays all the changes that were made to the line item since the case was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
To edit the line item, click the [image: ] edit found information link. The Edit Line Item page appears. See the subtopic Editing a Line Item within this topic.
To delete a line item, click the [image: ] delete link. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box. Note: The case is deleted from your workload if the only line item present is deleted.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_564][bookmark: _Toc465946116]Adding a Line Item
To add a line item to an existing case, do the following:
1. On the View Case page, click the [image: ] add line item link. The Add Line Item page appears (Figure 29 and Figure 30).
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Figure 29: Add Line Item page for external case
[image: ]
Figure 30: Add Line Item page for internal case
2. Type a Description of the item. Note that this field is not required.
3. Type the Quantity of the item.
4. Type the Part Number of the item.
5. Type the Serial Number of the item. Note that this field is not required.
6. Type the Contractor I.D. Number of the item. Note that this field is not required.
7. Type the National Stock Number (NSN) of the item. Note that this field is not required.
8. Type the Total Acquisition Cost of the item.
9. If the Repair or Replace options are selected for the case type, then the Repair and Replacement Cost field will be required.
10. If the Damaged option is selected for the case type, then the Required (Safety) Repairs and Not Required (Safety) Repairs fields will be required. 
Note: The Required (Safety) Repairs and Not Required (Safety) Repairs must equal the Liability Value.
11. Type the Incident Location of the item. Note that this field is not required.
12. Select the Unit of Issue from the drop-down list box.
13. (For internal cases only) Type a Unique Item Identifier (UII) in the UII box and click the add icon [image: ] to add it to the UIIs Selected box which appears below. Repeat for each UII. A UII cannot exceed 72 characters and the number of UIIs in the list must not exceed the total quantity of items. Click the delete icon [image: ] next to the UIIs Selected list to remove UIIs. Note that this field is not required. 
Note: Unique Item Identifier (UII) information does not display when creating a line item on an external case.
14. Type the Liability Value of the items lost, stolen, damaged, destroyed, repairable, or replaceable. Note that this field is not available to the Contractor. 
Note: Liability Value, Contractor Portion, and Government Portion are required fields for PAs and Administrators when the case is in Investigating status.
15. Type the Contractor Portion of the Liability Value. Note that this field is not available to the Contractor.
16. Type the Government Portion of the Liability Value. Note that this field is not available to the Contractor.
17. If any part of the item was found, type the quantity found in the Found Quantity text box and the total amount of the found quantity in the Found Total Amount text box. 
18. Click the calendar icon [image: ] to select a date from the calendar for the Found Date text box.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To save the line item to the case, click the Save button.
To return to the Create Case page without saving, click the Cancel button.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_2608][bookmark: _Toc465946117]Uploading a Line Item
To upload a line item, do the following:
1. On the View Case page, click the [image: ] upload line items link. The Upload Line Items page appears (Figure 31).
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Figure 31: Upload Line Items Page
2. Click on the Browse... button to find and select a file. The file must be a CSV file.
3. After selecting the file, click the Upload button. The file is now attached to the case.
Note: In order to accurately import the line record items from the spreadsheet, the CSV file must follow the format listed.
· Item Number*
· Description
· Quantity*
· Part Number*
· Serial Number
· Contractor I.D. Number
· Liability Value
· Contractor Portion
· Government Portion
· NSN Number
· Total Acquisition Cost*
· Repair or Replacement Cost
· Required (Safety) Repairs
· Not Required (Safety) Repairs
· Incident Location
· Unique Item Identifier (UII) - comma delimited list
· Unite of Issue*
· Found Quantity
· Found Amount
· Date Found
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_2510][bookmark: _Toc465946118]Editing a Line Item
To edit a line item, do the following:
1. On the View Case page, in the Line Item tab, click the edit icon [image: ] for the line item you wish to edit. The Edit Line Item page appears (Figure 32 and Figure 33).
[image: ]
Figure 32: Edit Line Item page for external case
[image: ]
Figure 33: Edit Line Item page for internal case
2. Make your desired edits. For explanations of each field on the page, see the subtopic Adding a Line Item within this topic.
Note: Liability Value, Contractor Portion, and Government Portion become required fields for Property Administrators after the case is submitted.
3. Click the Save button when finished. The View Line Item page appears and your changes are saved.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_8152][bookmark: _Toc465946119]Deleting a Line Item
To delete a line item, on the View Case page, in the Line Item tab, click the delete icon [image: ] for the line item you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box.
The case is deleted from your workload if the only line item present is deleted.
[bookmark: _Toc465946120]Managing Documents on a Case
The cases you can add, edit, or delete documents from depend on your user role:
· Contractors can add documents to or delete documents from cases in Draft or Rejected status that they created. Contractors can submit a request to add documents to or delete documents from a case in Investigating or Pending status.
· Property Administrators can add documents to or delete documents from cases in Draft status, Investigating status, or Pending status; Property Administrators can add documents to cases in Rejected status, but cannot delete documents from cases in Rejected status (Note: Cases in Draft status are editable by PAs whether they've created the cases or have been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add or delete documents from any case in any status except Closed.
· ACOs can add documents to or delete documents from cases in Pending status that are assigned to them.
· External Users cannot add or edit documents.
You can view, add, or delete documents from a case by clicking the Documents tab on the View Case page (see the topic Viewing Case Information). The Manage Documents page appears and allows you to view a list of the documents attached to the case (Figure 34).
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Figure 34: Manage Documents page
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_5820][bookmark: _Toc465946121]Viewing Documents
To view an attached document, do the following:
1. On the Manage Documents page, click the link on the document's file name. The File Download window appears.
2. Select whether you wish to open the document or save the document to your computer: If you click the Open button, the file download begins and the document will open as soon as the download is complete. If you click the Save button, the Save As window appears and prompts you to select a location to save the file to on your computer before the download begins.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_8751][bookmark: _Toc465946122]Adding Documents
· Property Administrators can add documents to cases in Draft status (cases they created or cases assigned to them), Investigating status, Pending status, or Rejected status (cases assigned to them).  
· Contractors can add documents to cases in Draft or Rejected status that they created.
· Administrators can add documents to any case in any status except Closed.
· ACOs can add documents to cases in Pending status that are assigned to them.
To add a document, do the following:
1. On the Manage Documents page, click the [image: ] add document link. The Add Documents page appears (Figure 35).
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Figure 35: Add Documents page
2. Click the Browse button.
3. Click the file you wish to attach (acceptable document types include: .doc, .pdf, .xls, .tif, and .jpg). Click the Open button. The file name and path appear in the text box next to the Browse button.
4. Click the Save button. The Manage Documents page appears, displaying the file you have attached.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_9579][bookmark: _Toc465946123]Deleting Documents
· Property Administrators can delete documents from cases in Draft status (cases they've created and cases assigned to them), in Investigating status, and in Pending status (cases assigned to them).
· Contractors can delete documents from cases in Draft or Rejected status that they created, but must submit a request to delete an attachment from a case in Investigating or Pending status.
· Administrators can delete documents from cases in any status except Closed.
· ACOs can delete documents from cases in Pending status that are assigned to them.
To delete an attached document, on the Manage Documents page, click the delete icon [image: ] for the document you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box to delete the document or click the Cancel button to cancel the deletion.
To request the Property Administrator to delete an attached document, on the Manage Documents page, click the [image: ] request delete link for the document you wish to delete. Property Loss automatically sends an E-Mail message to the Property Administrator assigned to the case to notify him or her of the request (Figure 36).
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Figure 36: Sample Request for Deletion of Attachment E-Mail
[bookmark: _Toc465946124]Managing Contacts on a Case
The cases you can add, edit, or delete contacts from depend on your user role:
· Contractors can add, edit, or delete contacts on cases in Draft status that they created; they can add or edit contacts on cases in Rejected status that they created.
· Property Administrators can add or edit contacts on open cases and delete contacts on cases in Draft status (Note: Cases in Draft status are editable by PAs whether they've created the cases or have been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add or edit contacts on any open case and can delete contacts from any case in Draft status.
· ACOs cannot add, edit, or delete contacts.
· External Users cannot add, edit, or delete contacts.
You can add, edit, or delete contacts from a case by clicking the Contacts tab on the View Case page (see the topic Viewing Case Information). The Contact Information page appears and allows you to view a list of the contacts assigned to the case (Figure 37).
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Figure 37: Contact Information of Contractor page
To filter the contacts within a case, type an E-Mail address, Last Name, or select a Title in the corresponding search boxes at the top right corner of the page and click the [image: ] filter link. The page now displays only the contacts that match the search criteria you entered and all the rest are filtered out.
To clear a filter and display all the contacts, remove any search criteria and click the [image: ] filter link. The page now displays all the contacts.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_6018][bookmark: _Toc465946125]Adding Contacts
To add a new contact to the case, do the following:
1. On the Contact Information page, click the [image: ] add contact link. The Add Contact Information page appears (Figure 38).
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Figure 38: Add Contact Information page
2. Type the contact's E-Mail address in the E-Mail text box and click the find link. If the contact is already in the database, his or her information will appear in the remaining boxes. If Property Loss could not find the contact, you will get a message saying that a contact could not be found. You will need to type the contact's information.
3. Type any additional information as necessary.
4. Click the Save button. The Contact Information page appears, displaying the contact you added.
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_4381][bookmark: _Toc465946126]Editing Contacts
To edit the information for a contact currently on the case, do the following:
1. On the Contact Information page, click the edit icon [image: ] for the contact you wish to edit. The Edit Contact page appears (Figure 39).
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Figure 39: Edit Contact page
2. Make your desired edits. Note: You cannot edit the contact's E-Mail address. If you want to edit the E-Mail address, you must delete the contact and create a new one.
3. Click the Save button (click the Reset button to undo your edits; click the Cancel button to leave the page without making or saving edits).
[bookmark: ctr_pa_admin_ctr_pa_admin_managi_9264][bookmark: _Toc465946127]Deleting Contacts
To delete a contact from the case, on the Contact Information page, click the delete icon [image: ] in the Action column for the contact you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box to delete the contact or click the Cancel button to cancel the deletion.
[bookmark: _Toc465946128]Editing a Case
The cases you can edit depend on your user role:
· Contractors can edit cases in Draft or Rejected status that they created. If the case is in Investigating or Pending status, they may edit the Remarks. This allows Contractors to update the case if property is found after the case has been submitted.
· Property Administrators can edit cases that are assigned to them in any status except Closed.
· Administrators can edit any case in any status except Closed.
· ACOs can edit the ACO Comments on cases in Pending status that are assigned to them.
· External Users cannot edit cases.
[bookmark: _Toc465946129]Editing Cases in Draft or Rejected Status
To edit a case in Draft or Rejected status, click the edit icon [image: ] in the Action column for the case you wish to edit on the My Work Page or click the [image: ] edit link on the View Case page (see the topic Viewing Case Information). The Edit Case page appears (Figure 40 and Figure 41).
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Figure 40: Edit Case page in Draft status for internal case
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Figure 41: Edit Case page in Rejected status for external case
If the case is external to DCMA, you can edit the PA E-Mail address on the case. If the case is internal to DCMA, you cannot change the PA E-Mail address because the case will be routed automatically to the appropriate Property Administrator based on the contract number, CAGE, and DoDAAC in CMT.
For all cases in Draft or Rejected status, you can edit the following information:
· Date of Incident
· Property Loss Location CAGE Code
· Contractual Coverage
· Remarks
· Property Types
· Contractor Narrative/PA Comments
· ACO E-mail
· Case Type
· Property Owner
· Wartime Loss
· Flight Risk
To save your changes, click the Save button.
To submit the case to the Property Administrator, on the View Case page, click the submit to PA link.
[bookmark: _Toc465946130]Editing Cases in Investigating or Pending Status
To edit a case in Investigating or Pending status, click the edit icon [image: ] in the Action column for the case you wish to edit on the My Work Page or click the [image: ] edit link on the View Case page (see the topic Viewing Case Information). The Edit Case page appears (Figure 42).
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Figure 42: Edit Case page in Investigating status
For all cases in Investigating or Pending status that you created, you may modify the following information:
· Date Of Incident
· Property Loss Location Cage Code
· Contractual Coverage
· Remarks
· Property Types
· Status Of System
· Date Of Demand Letter
· Amount Assessed
· ACO E-mail
· Case Type
· Property Owner
· Wartime Loss
· Flight Risk
· Date To ACO
· Date Of Check
· Date Relieved
· PA Comments
To save your changes, click the Save button.
 
If the user has entered a dollar amount in Repair or Replacement Cost and then goes back to change the case type to any option other than Repair or Replacement, a message will pop-up indicating "If case type is changed, Repair or Replacement cost will be zero'd out. Do you want to continue?" If the user continues, the dollar amounts will be zero'd out and the case type will be changed. If the user refuses to continue, the dollar amounts will not be zero'd out and the case type will remain as it was (Repair or Replacement) (Figure 43).
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Figure 43: Edit Case Page - Repair and Replacement Cost Change
 
If the user has entered a dollar amount in Required (Safety) Repairs and then goes back to change the case type to any option other than Damaged, a message will pop-up indicating "If case type is changed, Required (Safety) Repairs and Not Required (Safety) Repairs will be zero'd out. Do you want to continue?" If the user continues, the dollar amounts will be zero'd out and the case type will be changed. If the user refuses to continue, the dollar amounts will not be zero'd out and the case type will remain as it was (Damaged) (Figure 44).
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Figure 44: Edit Case Page - Required Repairs and Not Required Repairs Cost Change
[bookmark: _Toc465946131]Deleting a Case
The cases you can delete depend on your user role:
· Contractors can delete cases in Draft or Rejected status that they created.
· Property Administrators can delete cases in Draft status or in Rejected status.
· Administrators can delete any case in Draft or Rejected status.
· ACOs cannot delete cases.
· External Users cannot delete cases.
You can delete a case from either the My Work Page or the View Case page.
Note: When you delete a case, Property Loss automatically deletes all the line items and documents attached to the case. Contacts associated with the case will be available for reuse by using the Find link on the Add Contact Information page.
To delete a Draft case from the My Work Page, do the following:
1. Click the My Work link in the menu bar. The My Work Page appears.
2. Click the Draft Cases tab on the My Work Page. The Draft Cases tab is displayed (Figure 45).
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Figure 45: My Work Page, Draft Cases tab
3. Click the delete icon [image: ] next to the case you wish to delete. A dialog box appears asking you to confirm the deletion.
4. Click the OK button on the dialog box. The case is deleted from your workload.
To delete a Draft case from the View Case page, do the following:
1. From the My Work Page, Draft Cases tab, click the view link next to the draft case you wish to delete. The View Case page appears (Figure 46).
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Figure 46: View Case page, top portion only
2. Click the [image: ] delete link. A dialog box appears asking you to confirm the deletion.
3. Click the OK button on the dialog box. The case is deleted from your workload.
To delete a Rejected case, do the following:
1. Locate the Rejected case you wish to delete (see the topics Viewing the Workload, Searching for Cases, and Viewing Case Information for ways to locate the case).
2. On the View Case page, click the [image: ] delete link. A dialog box appears asking you to confirm the deletion.
3. Click the OK button on the dialog box to delete the case.
[bookmark: _Toc465946132]Rejecting a Case
The cases you can reject depend on your user role:
· Property Administrators can reject cases in Investigating status that are assigned to them.
· Administrators can reject any case in Investigating status.
· ACOs cannot reject cases.
· External Users cannot reject cases.
To reject a case, do the following:
1. From the My Work Page, Active Cases tab, click the link on the case number of the case you wish to reject. The View Case page appears (Figure 47).
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Figure 47: View Case page in Investigating status, top portion only
2. Click the reject link on the View Case page. The Reason for Rejection page appears (Figure 48).
[image: ]
Figure 48: Reason for Rejection page
3. Property Loss will automatically send an E-Mail to the person who submitted the case; however, you may type the E-Mail addresses of anyone you wish to receive the rejection E-Mail. Use a semicolon (;) to separate E-Mail addresses.
4. Type your reason for rejecting the case in the Narrative Explanation text box.
5. Click the Send button. The case's status becomes Rejected and Property Loss automatically sends an E-Mail to the Contractor, as well as anyone else you specified, to let them know the case has been rejected (Figure 49).
[image: ]
Figure 49: Sample case rejection E-Mail
[bookmark: _Toc465946133]Withdrawing a Case
The cases you can withdraw depend on your user role:
· Contractors can withdraw cases in Rejected status that they created.
· Property Administrators can withdraw cases in Rejected status that are assigned to them.
· Administrators can withdraw any case in Rejected status.
· ACOs cannot withdraw cases.
· External Users cannot withdraw cases.
To withdraw a case, do the following:
1. On the My Work Page, Active Cases tab, click the link on the case number of a Rejected case. The View Case page appears (Figure 50).
[image: ]
Figure 50: View Case page with Withdraw link available
2. Click the withdraw link. The case is now in Closed status. You can find the case under the Inactive Cases tab on the My Work Page.
To request the case to be reopened, see the topic Reopening a Case.
To request the PA to reopen the case for you, see the topic Requesting the PA to Reopen a Case.
[bookmark: _Toc465946134]Requesting the PA to Reopen a Case
The cases you can reopen depend on your user role:
· Contractors can request to reopen cases in Closed status that they created. Note that these cases must be reopened by the Property Administrator.
· Property Administrators can reopen cases in Closed status that they created or that are assigned to them.
· Administrators can reopen any case in Closed status.
· ACOs cannot reopen cases.
· External Users cannot reopen cases.
To request the Property Administrator to reopen a case, do the following:
1. As a Contractor, from the My Work Page, click the Inactive Cases tab to display your closed cases. The Inactive Cases tab is displayed (Figure 51).
[image: ]
Figure 51: My Work Page, Inactive Cases tab
2. Click the Reopen link for the case you wish to reopen. The Reopen Request page appears. You will now send a request to the Property Administrator, asking him or her to reopen the case (Figure 52).
[image: ]
Figure 52: Reopen Request page
3. Type a Contractor Narrative on this page, if necessary.
4. Click the Email button. The Reason for Reopen page appears where you may type additional explanation for the reopen request (Figure 53).
[image: ]
Figure 53: Reason for Reopen page
5. Click the Send to Property Administrator button. The Property Administrator assigned to the case receives an E-Mail to notify him or her of the request. The Property Administrator will then need to activate the case through the Edit Case page to switch the case to Investigating status (Figure 54).
Note: When a case is reopened, the date will be stored in the Date Reopened field. The original Date Established will not be changed. If a case is reopened more than once, the first reopened date will be replaced by the new reopen date. All reopened cases will receive a new Date Closed even if there is no change in Liability/Relief.
[image: ]
Figure 54: Sample reopen request E-Mail

[bookmark: _Toc465946135]PA and Administrator Roles
[bookmark: _Toc465946136]Viewing the Workload
The cases that appear in your workload depend on your user role:
· Property Administrators' workloads display the cases that they created or are assigned to them. For cases they created, they have view-only access. For cases assigned to them, they have the ability to work the case. Property Administrators who are external to DCMA can only receive cases from contractors who are within their own service.
· Contractors' workloads display the cases where their CAGE is identified as the Prime CAGE or Location CAGE.
· Administrators' workloads display all the cases in Property Loss.
· ACOs' workloads display the cases that are assigned to them. The ACO assigned to the case is identified by the ACO Code in MOCAS.
· External Users can access the My Work Page, but active, draft, and inactive cases will not appear for them there.
The My Work Page appears when you click the My Work link on the menu bar and displays your case workload on three tabs: Active Cases, Draft Cases, and Inactive Cases.
[bookmark: pa_admin_pa_admin_viewing_the_wo_9731][bookmark: _Toc465946137]Viewing the Active Cases Tab
To view your active cases, click the My Work link on the menu bar. The My Work Page appears, displaying the Active Cases tab by default (Figure 55).
[image: ]
Figure 55: My Work Page, Active Cases tab
The Active Cases tab displays information about your active cases in the following columns:
· Action: Displays the edit icon [image: ]. The edit icon [image: ] allows you to edit the case.
· Case Number: The auto-generated number identifying the case in Property Loss. Case numbers follow the following format: the DoDAAC based on the contract number and CAGE in SDW, the last two digits of the calendar year, and a four-digit sequence number.
· Primary CAGE Code: The Primary CAGE of the property.
· Property Loss Location CAGE Code: The Location CAGE of the property.
· Contractor Reference Number: The Contractor Reference Number on the case.
· ACO E-Mail: The E-Mail address of the ACO assigned to the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case.
· Date Established: The Date Established is populated when the case has been submitted to the PA.
· Status: The status of the case (Investigating, Rejected, Pending, Reopened).
To view the case, click the link on the case number. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: pa_admin_pa_admin_viewing_the_wo_8452][bookmark: _Toc465946138]Viewing the Draft Cases Tab
To view your draft cases, click the Draft Cases tab. The Draft Cases tab is displayed (Figure 56).
[image: ]
Figure 56: My Work Page, Draft Cases tab
The Draft Cases tab displays information about your draft cases in the following columns:
· Action: Displays the edit icon [image: ] and the delete icon [image: ], as well as the view link. The edit icon [image: ] allows you to edit and submit the case and the delete icon [image: ] allows you to delete the case. The view link allows you to view the case.
· Contract Number: The Contract Number on the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case. Does not display for draft cases that are internal to DCMA.
· Date Established: The Date Established is populated when the case has been submitted to the PA.
· Contractor Reference Number: The Contractor Reference Number on the case.
· Status: The status of the case (Draft).
To view the case, click the view link next to the case you wish to view. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: pa_admin_pa_admin_viewing_the_wo_3668][bookmark: _Toc465946139]Viewing the Inactive Cases Tab
To view your inactive cases, click the Inactive Cases tab. The Inactive Cases tab is displayed (Figure 57).
[image: ]
Figure 57: My Work Page, Inactive Cases tab
The Inactive Cases tab displays information about your closed cases in the following columns:
· Action: Displays the Reopen link, where you can reopen the case. If you are a Property Administrator, see the topic Reopening a Case. If you are a Contractor, see the topic Requesting the PA to Reopen a Case.
· Case Number: The auto-generated number identifying the case in Property Loss. Case numbers follow the following format: the DoDAAC based on the contract number and CAGE in SDW, the last two digits of the calendar year, and a four-digit sequence number.
· Primary CAGE Code: The Primary CAGE of the property.
· Property Loss Location CAGE Code: The Location CAGE of the property.
· Contractor Reference Number: The Contractor Reference Number on the case.
· ACO E-Mail: The E-Mail address of the ACO assigned to the case.
· PA E-Mail: The E-Mail address of the Property Administrator assigned to the case.
· Date Established: The date the case is submitted to the PA.
· Date Closed: The date the case was closed.
· Contract Number: The Contract Number on the case.
· Status: The status of the case (Closed).
To view the case, click the link on the case number. See the topic Viewing Case Information.
To create a new case, click the [image: ] create case link. See the topic Creating a New Case.
[bookmark: _Toc465946140]Searching for Cases
The cases you can search for depend on your user role:
· Contractors can search for cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can search for cases that are assigned to them and the cases they created.
· Administrators can search for any cases in Property Loss.
· ACOs cannot search for cases.
· External Users can only search for cases where their DoDAAC is the prime or sub.
[bookmark: _Toc465946141]Using the Search
To search for cases in Property Loss, do the following:
1. Click the Search link on the menu bar. The Property Loss Search page appears (Figure 58).
[image: ]
Figure 58: Property Loss Search page
2. Type the search criteria necessary to help you find the cases you are looking for. You can type information in none, some, or all of the search fields. The more information you specify, the easier it will be to find your desired cases. If you type information in none of the search fields, the search results will yield all the cases you have access to.
You can also click an option button (Yes or No) to include Closed cases in your search; No is the default option.
Note: If you do not know the Prime CAGE, Location CAGE, or PA E-Mail on the case you are looking for, you can click the [image: ] icon next to the applicable field to search for a PA E-Mail, Prime CAGE, or Location CAGE. See the subtopics Looking Up the PA E-Mail Address, Looking Up the Prime CAGE, and Looking Up the Location CAGE within this topic.
3. Click the Search button. The Search Results page appears, displaying the cases that match the search criteria you entered. If you are PA who is internal to DCMA, only contracts administered by DCMA are included in the search. If you are a PA who is external to DCMA, only contracts not administered by DCMA are included in the search, and your search results are also restricted to contracts within your service (Figure 59).
[image: ]
Figure 59: Search Results page
To view a case, click the view link. The View Case page appears.
To search again, click the [image: ] search again link.
[bookmark: pa_admin_pa_admin_searching_for__5076][bookmark: _Toc465946142]Looking Up the PA E-Mail Address
If you do not know the E-Mail Address of the PA assigned to the case but would like to search for the case based on the assigned PA, you can find the PA's E-Mail address by searching on the PA's first or last name.
To look up the E-Mail address of the PA assigned to the case, do the following:
1. Click the [image: ] icon next to the PA E-Mail field on the Property Loss Search page. The PA E-Mail Search appears in a new window (Figure 60).
[image: ]
Figure 60: PA E-Mail Search window
2. Type the PA's First Name or Last Name in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 61).
[image: ]
Figure 61: Select PA E-Mail window
4. Click the link on the PA E-Mail address if you found the PA you are looking for. The Select PA E-Mail window disappears, and the PA's E-Mail address is populated in the PA E-Mail field on the Property Loss Search page.
To search for another PA E-Mail address, click the [image: ] search link within the Select PA E-Mail window.
To close the Select PA E-Mail window without selecting an E-Mail address, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: pa_admin_pa_admin_searching_for__960][bookmark: _Toc465946143]Looking Up the Prime CAGE
If you do not know the prime CAGE on the case but would like to search for the case based on the prime CAGE, you can find the prime CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the prime CAGE on the case, do the following:
1. Click the [image: ]  icon next to the Prime CAGE Code field on the Property Loss Search page. The Prime CAGE Search appears in a new window (Figure 62).
[image: ]
Figure 62: Prime CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 63).
[image: ]
Figure 63: Select Prime CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Prime CAGE Code window disappears, and the prime CAGE is populated in the Prime CAGE Code field on the Property Loss Search page.
To search for another prime CAGE, click the [image: ] search link within the Select Prime CAGE Code window.
To close the Select Prime CAGE Code window without selecting a prime CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: pa_admin_pa_admin_searching_for__317][bookmark: _Toc465946144]Looking Up the Location CAGE
If you do not know the location CAGE on the case but would like to search for the case based on the location CAGE, you can find the location CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the location CAGE on the case, do the following:
1. Click the [image: ]  icon next to the Property Loss Location CAGE Code field on the Property Loss Search page. The Location CAGE Search appears in a new window (Figure 64).
[image: ]
Figure 64: Location CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 65).
[image: ]
Figure 65: Select Location CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Location CAGE Code window disappears, and the location CAGE is populated in the Property Loss Location CAGE Code field on the Property Loss Search page.
To search for another location CAGE, click the [image: ] search link within the Select Location CAGE Code window.
To close the Select Location CAGE Code window without selecting a location CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: _Toc465946145]Creating a New Case
Contractors, Property Administrators, and Administrators can create new cases in Property Loss.
There are three steps to creating a new case: Entering Case Information, Adding Line Items, and Submitting the Case. You may also add documents and contacts to the case.
[bookmark: _Toc465946146]Entering Case Information
The first step in creating a Property Loss case is entering basic contract data and general information regarding the property that was lost, stolen, damaged, destroyed, repairable, or replaceable.
To create a new case in Property Loss, do the following:
1. Click either the Create a New Case link on the Home Page or the [image: ] create case link on the My Work Page. The Create Case page appears (Figure 66 and Figure 67).
[image: ]
Figure 66: Create Case page for Contractor or External PA
[image: ]
Figure 67: Create Case page for Internal PA
2. Contractors and Property Administrators who are external to DCMA are required to select whether or not the case is administered by DCMA by clicking one of the option buttons.
· If the case is NOT administered by DCMA, you will need to type the E-Mail address of the Property Administrator for the contract in the Property Administrator E-Mail field. You can only submit cases to Property Administrators within your own service.
· If the case is administered by DCMA, the Property Administrator E-Mail field becomes disabled and you will not be able to specify a Property Administrator. Instead, Property Loss automatically routes the case to the appropriate Property Administrator based on the contract number, CAGE, and DoDAAC in CMT.
3. Select the Date of Incident. Click the calendar icon [image: ] to select the date from a calendar.
4. Type the Contract Number. If the case is administered by DCMA, Property Loss will validate the contract number in MOCAS. If Property Loss cannot find the contract number in MOCAS, you will receive an error message.
5. Type the Prime CAGE Code of the contractor. This CAGE must have a current MOCAS record and includes international CAGEs. When you create the case, Property Loss will validate the CAGE you entered against the contract number. If the CAGE is incorrect, Property Loss will automatically replace it with the correct CAGE in SDW.
6. Type the Property Loss Location CAGE Code of the property.
7. Type the Contractor Reference Number. Note that this field is not required.
8. Select a Contractual Coverage based on the contract date. Use the first drop-down list box for contracts prior to June 2007 and the second drop-down list box for contracts post June 2007.
9. Select the applicable Property Types by clicking the check boxes. Options include: Material, Special Test Equipment, Special Tooling, and Equipment.
10. Select a Case Type from the drop-down list box. Options include: Lost, Damaged, Theft, Destroyed Accident, Destroyed Combat, Repair, or Replacement.
11. Select a Property Owner from the drop-down list box.
12. Select whether the property is a Wartime Loss by clicking one of the option buttons. The default value is No.
13. Select whether the property is a Flight Risk by clicking one of the option buttons. The default value is No.
14. Type a Contractor Narrative or PA Comments in the text box at the bottom.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To save the case information and continue creating the case, click the Save and Continue button.
[bookmark: _Toc465946147]Adding Line Items
The second step in creating a Property Loss case is adding one or more line items to the case. Note that the case must have at least one line item before you can submit it.
To add a line item, do the following:
1. Finish entering values in all the required fields on the Create Case page and click the Save and Continue button. The Add Line Item page appears (Figure 68 and Figure 69).
[image: ]
Figure 68: Add Line Item page for external case
[image: ]
Figure 69: Add Line Item page for internal case
2. Type a Description of the item. Note that this field is not required.
3. Type the Quantity of the item.
4. Type the Part Number of the item.
5. Type the Serial Number of the item. Note that this field is not required.
6. Type the Contractor I.D. Number of the item. Note that this field is not required.
7. Type the National Stock Number (NSN) of the item. Note that this field is not required.
8. Type the Total Acquisition Cost of the item.
9. If the Repair or Replace options are selected for the case type, then the Repair and Replacement Cost field will be required.
10. If the Damaged option is selected for the case type, then the Required (Safety) Repairs and Not Required (Safety) Repairs fields will be required. 
Note: The Required (Safety) Repairs and Not Required (Safety) Repairs must equal the Liability Value.
11. Type the Incident Location of the item. Note that this field is not required.
12. Select the Unit of Issue from the drop-down list box.
13. (For internal cases only) Type a Unique Item Identifier (UII) in the UII box and click the add icon [image: ] to add it to the UIIs Selected box which appears below. Repeat for each UII. A UII cannot exceed 72 characters and the number of UIIs in the list must not exceed the total quantity of items. Click the delete icon [image: ] next to the UIIs Selected list to remove UIIs. Note that this field is not required. 
Note: Unique Item Identifier (UII) information does not display when creating a line item on an external case.
14. Type the Liability Value of the items lost, stolen, damaged, destroyed, repairable, or replaceable. Note that this field is not available to the Contractor. 
Note: Liability Value, Contractor Portion, and Government Portion are required fields for PAs and Administrators when the case is in Investigating status.
15. Type the Contractor Portion of the Liability Value. Note that this field is not available to the Contractor.
16. Type the Government Portion of the Liability Value. Note that this field is not available to the Contractor.
17. If any part of the item was found, type the quantity found in the Found Quantity text box and the total amount of the found quantity in the Found Total Amount text box. 
18. Click the calendar icon [image: ] to select a date from the calendar for the Found Date text box.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To add another item to the case, click the Add Another Item button.
To save the item and continue to the View Case page, click the Save button.
To upload multiple line items to the case, click the [image: ] upload line items link. The Upload Line Items page appears. See the subtopic Uploading a Line Item.
To add documents to the case, on the View Case page, click the Documents tab (see the topic Managing Documents on a Case).
To add contacts to the case, on the View Case page, click the Contacts tab (see the topic Managing Contacts on a Case).
To return to the View Case page without saving, click the Cancel button.
[bookmark: _Toc465946148]Submitting the Case
The third step in creating a Property Loss case is submitting the case. Note that the case must have at least one line item before you can submit it.
To submit the case, do the following:
1. Finish entering values in the required fields and click the Save button on the Add Line Item page (or, if you are not on the Add Line Item Page, click the Case Details tab). The View Case page appears displaying the case in Draft status (Figure 70).
[image: ]
Figure 70: View Case page in Draft status
2. Click the submit to PA link. Once you submit the case, Property Loss automatically sends an E-Mail to the person who submitted the case as well as the Property Administrator assigned to the case (Figure 71). The case status is updated to "investigating.”
[image: ]
Figure 71: Sample case submitted E-Mail
[bookmark: _Toc465946149]Viewing Case Information
The cases you can view depend on your user role:
· Contractors view the cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can view the cases that are assigned to them and the cases they created.
· Administrators can view any cases in Property Loss.
· ACOs can view the cases assigned to them.
· External Users can only view cases where their DoDAAC is the prime or sub.
To view a case, do the following:
1. Click the My Work link on the menu bar. The My Work Page appears.
2. Locate the case on the Active Cases tab, Draft Cases tab, or Inactive Cases tab (click the tab to display the tab; also, see the topic Viewing the Workload or Searching for Cases).
3. Click the link on the case number of the case you wish to view (on the Draft Cases tab or Found Cases tab, click the view link). The View Case page appears (Figure 72).
[image: ]
Figure 72: View Case page in Investigating status for an internal PA
The Changes section at the bottom of the page displays all the changes that were made to the case since it was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
Note: The Total Processing Days will be calculated nightly on a calendar basis. It is the number of days between Date Established and Date Closed inclusive. If the case is reopened, start counting again starting from the number of processing days already calculated.
 
To submit the case to the PA, click the submit to PA link. See the subtopic Submitting the Case within the topic Creating a New Case.
To reject the case, click the reject link. The reject link appears on cases that are assigned to you and in Investigating status. See the topic Rejecting a Case.
To reassign the case, click the reassign link. The reassign link appears only if you are a PA internal to DCMA and the case is assigned to you and in a status other than Rejected or Closed. See the topic Reassigning a Case.
To relieve the case, click the relieve link. The relieve link appears on cases that are assigned to you and in Investigating status. See the topic Relieving a Case.
To recommend the contractor be held liable for the case, click the find liable link. The find liable link appears on cases that are assigned to you and in Investigating status. See the topic Finding a Contractor Liable.
To edit the case, click the [image: ] edit link. The [image: ] edit link appears on cases that are assigned to you and are in a status other than Closed. See the topic Editing a Case.
To withdraw the case, click the withdraw link. The withdraw link appears on cases that you created and are in Rejected status. See the topic Withdrawing a Case.
To delete the case, click the [image: ] delete link. The [image: ] delete link appears on cases that you created and are in Draft or Rejected status. See the topic Deleting a Case.
To view, add, edit, or delete line items on the case, on the Case Details tab, locate the Line Item tab (see the topic Managing Line Items on a Case).
To view, add, or delete documents attached to the case, click the Documents tab (see the topic Managing Documents on a Case).
To view, add, edit, or delete contacts associated with the case, click the Contacts tab (see the topic Managing Contacts on a Case).
[bookmark: _Toc465946150]Managing Line Items on a Case
The cases you can add, edit, or delete line items from depend on your user role:
· Contractors can add, edit, or delete line items on cases in Draft or Rejected status.
· Property Administrators can add and delete line items on cases in Draft, Investigating, and Rejected status and edit line items in any status except Closed (Note: Cases in Draft status are editable by PAs if they've created the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add, edit, or delete line items from any case in any status except Closed.
· ACOs cannot add, edit, or delete line items.
· External Users cannot add, edit, or delete line items.
You can view, add, edit, or delete line items from a case by scrolling down to the Line Item tab on the View Case page, Case Details tab (see the topic Viewing Case Information). The Line Item tab allows you to view a list of the line items on the case (Figure 73).
[image: ]
Figure 73: Line Item tab on View Case page
To view the UIIs on an item, click the populate link in the UII column for that item. The UIIs associated with that item are populated in the drop-down list box in the UII section on the View Case page. Note that this feature is only available for items on internal cases.
To add a line item to the case, click the [image: ] add line item link. The Add Line Item page appears. See the subtopic Adding a Line Item within this topic.
To upload multiple line items to the case, click the [image: ] upload line items link. The Upload Line Items page appears. See the subtopic Uploading a Line Item within this topic.
To view a line item, click the link on the Item Number. The View Line Item page appears. See the subtopic Viewing a Line Item within this topic.
To edit a line item, click the edit icon [image: ] in the Action column for the line item. The Edit Line Item page appears. See the subtopic Editing a Line Item within this topic.
To delete a line item, click the delete icon [image: ] in the Action column for the line item. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box. Note: The case is deleted from your workload if the only line item present is deleted.
To recommend that the contractor be held liable for an item on the case, click the liable link next to that item. Note that the liable link does not appear for Contractors. See the topic Finding a Contractor Liable.
[bookmark: _Toc465946151]Viewing a Line Item
To view a line item, on the View Case page, in the Line Item tab, click the Item Number link for the line item you wish to view. The View Line Item page appears (Figure 74).
[image: ]
Figure 74: View Line Item page
The Changes section at the bottom of the page displays all the changes that were made to the line item since the case was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
To edit the line item, click the [image: ] edit found information link. The Edit Line Item page appears. See the subtopic Editing a Line Item within this topic.
To delete a line item, click the [image: ] delete link. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box. Note: The case is deleted from your workload if the only line item present is deleted.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
[bookmark: _Toc465946152]Adding a Line Item
To add a line item to an existing case, do the following:
1. On the View Case page, click the [image: ] add line item link. The Add Line Item page appears (Figure 75 and Figure 76).
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Figure 75: Add Line Item page for external case
[image: ]
Figure 76: Add Line Item page for internal case
2. Type a Description of the item. Note that this field is not required.
3. Type the Quantity of the item.
4. Type the Part Number of the item.
5. Type the Serial Number of the item. Note that this field is not required.
6. Type the Contractor I.D. Number of the item. Note that this field is not required.
7. Type the National Stock Number (NSN) of the item. Note that this field is not required.
8. Type the Total Acquisition Cost of the item.
9. If the Repair or Replace options are selected for the case type, then the Repair and Replacement Cost field will be required.
10. If the Damaged option is selected for the case type, then the Required (Safety) Repairs and Not Required (Safety) Repairs fields will be required. 
Note: The Required (Safety) Repairs and Not Required (Safety) Repairs must equal the Liability Value.
11. Type the Incident Location of the item. Note that this field is not required.
12. Select the Unit of Issue from the drop-down list box.
13. (For internal cases only) Type a Unique Item Identifier (UII) in the UII box and click the add icon [image: ] to add it to the UIIs Selected box which appears below. Repeat for each UII. A UII cannot exceed 72 characters and the number of UIIs in the list must not exceed the total quantity of items. Click the delete icon [image: ] next to the UIIs Selected list to remove UIIs. Note that this field is not required. 
Note: Unique Item Identifier (UII) information does not display when creating a line item on an external case.
14. Type the Liability Value of the items lost, stolen, damaged, destroyed, repairable, or replaceable. Note that this field is not available to the Contractor. 
Note: Liability Value, Contractor Portion, and Government Portion are required fields for PAs and Administrators when the case is in Investigating status.
15. Type the Contractor Portion of the Liability Value. Note that this field is not available to the Contractor.
16. Type the Government Portion of the Liability Value. Note that this field is not available to the Contractor.
17. If any part of the item was found, type the quantity found in the Found Quantity text box and the total amount of the found quantity in the Found Total Amount text box. 
18. Click the calendar icon [image: ] to select a date from the calendar for the Found Date text box.
Note: You must enter values in the required fields. Required fields are marked with an asterisk (*).
To save the line item to the case, click the Save button.
To return to the Create Case page without saving, click the Cancel button.
[bookmark: _Toc465946153]Uploading a Line Item
To upload a line item, do the following:
1. On the View Case page, click the [image: ] upload line items link. The Upload Line Items page appears (Figure 77).
[image: ]
Figure 77: Upload Line Items Page
2. Click on the Browse... button to find and select a file. The file must be a CSV file.
3. After selecting the file, click the Upload button. The file is now attached to the case.
Note: In order to accurately import the line record items from the spreadsheet, the CSV file must follow the format listed.
· Item Number*
· Description
· Quantity*
· Part Number*
· Serial Number
· Contractor I.D. Number
· Liability Value
· Contractor Portion
· Government Portion
· NSN Number
· Total Acquisition Cost*
· Repair or Replacement Cost
· Required (Safety) Repairs
· Not Required (Safety) Repairs
· Incident Location
· Unique Item Identifier (UII) - comma delimited list
· Unite of Issue*
· Found Quantity
· Found Amount
· Date Found
[bookmark: _Toc465946154]Editing a Line Item
To edit a line item, do the following:
1. On the View Case page, in the Line Item tab, click the edit icon [image: ] for the line item you wish to edit. The Edit Line Item page appears (Figure 78 and Figure 79).
[image: ]
Figure 78: Edit Line Item page for external case
[image: ]
Figure 79: Edit Line Item page for internal case
2. Make your desired edits. For explanations of each field on the page, see the subtopic Adding a Line Item within this topic.
Note: Liability Value, Contractor Portion, and Government Portion become required fields for Property Administrators after the case is submitted.
3. Click the Save button when finished. The View Line Item page appears and your changes are saved.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
[bookmark: _Toc465946155]Deleting a Line Item
To delete a line item, on the View Case page, in the Line Item tab, click the delete icon [image: ] for the line item you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box.
The case is deleted from your workload if the only line item present is deleted.
[bookmark: _Toc465946156]Managing Documents on a Case
The cases you can add, edit, or delete documents from depend on your user role:
· Contractors can add documents to or delete documents from cases in Draft or Rejected status that they created. Contractors can submit a request to add documents to or delete documents from a case in Investigating or Pending status.
· Property Administrators can add documents to or delete documents from cases in Draft status, Investigating status, or Pending status; Property Administrators can add documents to cases in Rejected status, but cannot delete documents from cases in Rejected status (Note: Cases in Draft status are editable by PAs whether they've created the cases or have been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add or delete documents from any case in any status except Closed.
· ACOs can add documents to or delete documents from cases in Pending status that are assigned to them.
· External Users cannot add or edit documents.
You can view, add, or delete documents from a case by clicking the Documents tab on the View Case page (see the topic Viewing Case Information). The Manage Documents page appears and allows you to view a list of the documents attached to the case (Figure 80).
[image: ]
Figure 80: Manage Documents page
[bookmark: _Toc465946157]Viewing Documents
To view an attached document, do the following:
1. On the Manage Documents page, click the link on the document's file name. The File Download window appears.
2. Select whether you wish to open the document or save the document to your computer: If you click the Open button, the file download begins and the document will open as soon as the download is complete. If you click the Save button, the Save As window appears and prompts you to select a location to save the file to on your computer before the download begins.
[bookmark: _Toc465946158]Adding Documents
· Property Administrators can add documents to cases in Draft status (cases they created or cases assigned to them), Investigating status, Pending status, or Rejected status (cases assigned to them).  
· Contractors can add documents to cases in Draft or Rejected status that they created.
· Administrators can add documents to any case in any status except Closed.
· ACOs can add documents to cases in Pending status that are assigned to them.
To add a document, do the following:
1. On the Manage Documents page, click the [image: ] add document link. The Add Documents page appears (Figure 81).
[image: ]
Figure 81: Add Documents page
2. Click the Browse button.
3. Click the file you wish to attach (acceptable document types include: .doc, .pdf, .xls, .tif, and .jpg). Click the Open button. The file name and path appear in the text box next to the Browse button.
4. Click the Save button. The Manage Documents page appears, displaying the file you have attached.
[bookmark: _Toc465946159]Deleting Documents
· Property Administrators can delete documents from cases in Draft status (cases they've created and cases assigned to them), in Investigating status, and in Pending status (cases assigned to them).
· Contractors can delete documents from cases in Draft or Rejected status that they created, but must submit a request to delete an attachment from a case in Investigating or Pending status.
· Administrators can delete documents from cases in any status except Closed.
· ACOs can delete documents from cases in Pending status that are assigned to them.
To delete an attached document, on the Manage Documents page, click the delete icon [image: ] for the document you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box to delete the document or click the Cancel button to cancel the deletion.
To request the Property Administrator to delete an attached document, on the Manage Documents page, click the [image: ] request delete link for the document you wish to delete. Property Loss automatically sends an E-Mail message to the Property Administrator assigned to the case to notify him or her of the request (Figure 82).
[image: ]
Figure 82: Sample Request for Deletion of Attachment E-Mail
[bookmark: _Toc465946160]Managing Contacts on a Case
The cases you can add, edit, or delete contacts from depend on your user role:
· Contractors can add, edit, or delete contacts on cases in Draft status that they created; they can add or edit contacts on cases in Rejected status that they created.
· Property Administrators can add or edit contacts on open cases and delete contacts on cases in Draft status (Note: Cases in Draft status are editable by PAs whether they've created the cases or have been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add or edit contacts on any open case and can delete contacts from any case in Draft status.
· ACOs cannot add, edit, or delete contacts.
· External Users cannot add, edit, or delete contacts.
You can add, edit, or delete contacts from a case by clicking the Contacts tab on the View Case page (see the topic Viewing Case Information). The Contact Information page appears and allows you to view a list of the contacts assigned to the case (Figure 83).
[image: ]
Figure 83: Contact Information of Contractor page
To filter the contacts within a case, type an E-Mail address, Last Name, or select a Title in the corresponding search boxes at the top right corner of the page and click the [image: ] filter link. The page now displays only the contacts that match the search criteria you entered and all the rest are filtered out.
To clear a filter and display all the contacts, remove any search criteria and click the [image: ] filter link. The page now displays all the contacts.
[bookmark: _Toc465946161]Adding Contacts
To add a new contact to the case, do the following:
1. On the Contact Information page, click the [image: ] add contact link. The Add Contact Information page appears (Figure 84).
[image: ]
Figure 84: Add Contact Information page
2. Type the contact's E-Mail address in the E-Mail text box and click the find link. If the contact is already in the database, his or her information will appear in the remaining boxes. If Property Loss could not find the contact, you will get a message saying that a contact could not be found. You will need to type the contact's information.
3. Type any additional information as necessary.
4. Click the Save button. The Contact Information page appears, displaying the contact you added.
[bookmark: _Toc465946162]Editing Contacts
To edit the information for a contact currently on the case, do the following:
1. On the Contact Information page, click the edit icon [image: ] for the contact you wish to edit. The Edit Contact page appears (Figure 85).
[image: ]
Figure 85: Edit Contact page
2. Make your desired edits. Note: You cannot edit the contact's E-Mail address. If you want to edit the E-Mail address, you must delete the contact and create a new one.
3. Click the Save button (click the Reset button to undo your edits; click the Cancel button to leave the page without making or saving edits).
[bookmark: _Toc465946163]Deleting Contacts
To delete a contact from the case, on the Contact Information page, click the delete icon [image: ] in the Action column for the contact you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box to delete the contact or click the Cancel button to cancel the deletion.
[bookmark: _Toc465946164]Editing a Case
The cases you can edit depend on your user role:
· Property Administrators (PAs) can edit cases in any status except Closed (Note: Cases in Draft status are editable by PAs whether they've created the cases or been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Contractors can edit cases in Draft or Rejected status that they created. If the case is in Investigating or Pending status, they may edit the Remarks. This allows Contractors to update the case if property is found after the case has been submitted.
· Administrators can edit any case in any status except Closed.
· ACOs can edit the ACO Comments on cases in Pending status that are assigned to them.
· External Users cannot edit cases.
[bookmark: _Toc465946165]Editing Cases in Draft or Rejected Status
To edit a case, click the edit icon [image: ] in the Action column for the case you wish to edit on the My Work Page or click the [image: ] edit link on the View Case page (see the topic Viewing Case Information). The Edit Case page appears (Figure 86 and Figure 87).
[image: ]
Figure 86: Edit Case page in Draft status for internal case
[image: ]
Figure 87: Edit Case page in Rejected status for external case
If the case is external to DCMA, you can edit the PA E-Mail address on the case. If the case is internal to DCMA, you cannot change the PA E-Mail address because the case will be routed automatically to the appropriate PA based on the contract number, CAGE, and DoDAAC in CMT.
Once you have rejected a case, you cannot edit it until it has been submitted back to you.
For all cases in Draft or Rejected status, you can edit the following information:
· Date of Incident
· Property Loss Location CAGE Code
· Contractual Coverage
· Remarks
· Property Types
· ACO E-Mail
· Case Type
· Property Owner
· Wartime Loss
· Flight Risk
· Status of System
· Date of Demand Letter
· Amount Assessed
· Date to ACO
· Date of Check
· Date Relieved
· PA Comments
To save your changes, click the Save button.
To save your changes and move a rejected case into Investigating status, click the Accept button.
[bookmark: _Toc465946166]Editing Cases in Investigating Status
To edit a case in Investigating status, click the edit icon [image: ] in the Action column for the case you wish to edit on the My Work Page or click the [image: ] edit link on the View Case page (see the topic Viewing Case Information). The Edit Case page appears (Figure 88 and Figure 89).
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Figure 88: Edit Case page in Investigating status for internal case
[image: ]
Figure 89: Edit Case page in Investigating status for external case
If the case is external to DCMA, you can edit the PA E-Mail address on the case. If the case is internal to DCMA, you cannot change the PA E-Mail address because the case will be routed automatically to the appropriate PA based on the contract number, CAGE, and DoDAAC in CMT.
For all cases in Investigating status that are assigned to you, you can edit the following information:
· Date of Incident
· Property Loss Location CAGE Code
· Contractual Coverage
· Remarks
· Property Types
· ACO E-Mail
· Case Type
· Property Owner
· Wartime Loss
· Flight Risk
· Status of System
· Date of Demand Letter
· Amount Assessed
· Date of Check
· Date to ACO
· Date Relieved
· PA Comments
To save your changes, click the Save button.
[bookmark: _Toc465946167]Editing Cases in Pending or Reopened Status
To edit a case in Pending or Reopened status, click the edit icon [image: ] in the Action column for the case you wish to edit on the My Work Page or click the [image: ] edit link on the View Case page (see the topic Viewing Case Information). The Edit Case page appears (Figure 90 and Figure 91).
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Figure 90: Edit Case page in Reopened status for internal case
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Figure 91: Edit Case page in Pending status for external case
If the case is external to DCMA, you can edit the PA E-Mail address on the case. If the case is internal to DCMA, you cannot change the PA E-Mail address because the case will be routed automatically to the appropriate PA based on the contract number, CAGE, and DoDAAC in CMT.
For all cases in Pending or Reopened status that are assigned to you, you can edit the following information:
· Date of Incident
· Property Loss Location CAGE Code
· Contractual Coverage
· Remarks
· Property Types
· ACO E-Mail
· Case Type
· Property Owner
· Wartime Loss
· Flight Risk
· Status of System
· Date of Demand Letter
· Amount Assessed
· Date to ACO
· Date of Check
· Date Relieved
· PA Comments
· Status of Case
 
If the user has entered a dollar amount in Repair or Replacement Cost and then goes back to change the case type to any option other than Repair or Replacement, a message will pop-up indicating "If case type is changed, Repair or Replacement cost will be zeroed out. Do you want to continue?" If the user continues, the dollar amounts will be zero'd out and the case type will be changed. If the user refuses to continue, the dollar amounts will not be zeroed out and the case type will remain as it was (Repair or Replacement) (Figure 92).
[image: ]
Figure 92: Edit Case Page - Repair and Replacement Cost Change
 
If the user has entered a dollar amount in Required (Safety) Repairs and then goes back to change the case type to any option other than Damaged, a message will pop-up indicating "If case type is changed, Required (Safety) Repairs and Not Required (Safety) Repairs will be zeroed out. Do you want to continue?" If the user continues, the dollar amounts will be zeroed out and the case type will be changed. If the user refuses to continue, the dollar amounts will not be zeroed out and the case type will remain as it was (Damaged) (Figure 93).
[image: ]
Figure 93: Edit Case Page - Required Repairs and Not Required Repairs Cost Change
 
To save your changes, click the Save button.
To close a case in Pending status, see the topic Closing a Case.
To activate a case in Reopened status, see the topic Reopening a Case.
If a new ACO is assigned to the case after the case has been submitted, Property Loss automatically sends an E-Mail to the PA, the formerly assigned ACO (if applicable), and the newly assigned ACO to notify them of the change (Figure 94).
[image: ]
Figure 94: Sample ACO reassignment E-Mail
[bookmark: _Toc465946168]Deleting a Case
The cases you can delete depend on your user role:
· Contractors can delete cases in Draft or Rejected status that they created.
· Property Administrators can delete cases in Draft status or in Rejected status.
· Administrators can delete any case in Draft or Rejected status.
· ACOs cannot delete cases.
· External Users cannot delete cases.
You can delete a case from either the My Work Page or the View Case page.
Note: When you delete a case, Property Loss automatically deletes all the line items and documents attached to the case. Contacts associated with the case will be available for reuse by using the Find link on the Add Contact Information page.
To delete a Draft case from the My Work Page, do the following:
1. Click the My Work link in the menu bar. The My Work Page appears.
2. Click the Draft Cases tab on the My Work Page. The Draft Cases tab is displayed (Figure 95).
[image: ]
Figure 95: My Work Page, Draft Cases tab
3. Click the delete icon [image: ] next to the case you wish to delete. A dialog box appears asking you to confirm the deletion.
4. Click the OK button on the dialog box. The case is deleted from your workload.
To delete a Draft case from the View Case page, do the following:
1. From the My Work Page, Draft Cases tab, click the view link next to the draft case you wish to delete. The View Case page appears (Figure 96).
[image: ]
Figure 96: View Case page, top portion only
2. Click the [image: ] delete link. A dialog box appears asking you to confirm the deletion.
3. Click the OK button on the dialog box. The case is deleted from your workload.
To delete a Rejected case, do the following:
1. Locate the Rejected case you wish to delete (see the topics Viewing the Workload, Searching for Cases, and Viewing Case Information for ways to locate the case).
2. On the View Case page, click the [image: ] delete link. A dialog box appears asking you to confirm the deletion.
3. Click the OK button on the dialog box to delete the case.
[bookmark: _Toc465946169]Rejecting a Case
The cases you can reject depend on your user role:
· Property Administrators can reject cases in Investigating status that are assigned to them.
· Administrators can reject any case in Investigating status.
· ACOs cannot reject cases.
· External Users cannot reject cases.
To reject a case, do the following:
1. From the My Work Page, Active Cases tab, click the link on the case number of the case you wish to reject. The View Case page appears (Figure 97).
[image: ]
Figure 97: View Case page in Investigating status, top portion only
2. Click the reject link on the View Case page. The Reason for Rejection page appears (Figure 98).
[image: ]
Figure 98: Reason for Rejection page
3. Property Loss will automatically send an E-Mail to the person who submitted the case; however, you may type the E-Mail addresses of anyone you wish to receive the rejection E-Mail. Use a semicolon (;) to separate E-Mail addresses.
4. Type your reason for rejecting the case in the Narrative Explanation text box.
5. Click the Send button. The case's status becomes Rejected and Property Loss automatically sends an E-Mail to the Contractor, as well as anyone else you specified, to let them know the case has been rejected (Figure 99).
[image: ]
Figure 99: Sample case rejection E-Mail
[bookmark: _Toc465946170]Reassigning a Case
The cases you can reassign depend on your user role:
· Property Administrators who are internal to DCMA can reassign cases that are assigned to them in any status except Rejected or Closed. Property Administrators who are external to DCMA cannot reassign cases.
· Administrators can reassign any case in any status except Closed.
· Contractors cannot reassign cases.
· External Users cannot reassign cases.
To reassign a case, do the following:
1. Locate the case you wish to reassign (see the topics Viewing the Workload, Searching for Cases, and Viewing Case Information for ways to locate the case). The View Case page appears (Figure 100).
[image: ]
Figure 100: View Case page, top portion only
2. Click the reassign link on the View Case page (see the topic Reassigning Work). The Reassign Case page appears (Figure 101).
[image: ]
Figure 101: Reassign Case page
3. Type the E-Mail address of the PA who will be assigned to take over the case. This must be a valid Property Loss Property Administrator E-Mail address.
4. Type any comments you have regarding the case reassignment.
5. Click the Reassign button. The case is removed from your workload and will now appear in the workload of the PA who is reassigned to the case. The new PA receives an E-Mail notifying him or her that the case has been reassigned (Figure 102 and Figure 103).
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Figure 102: Sample case reassigned E-Mail from ACO
[image: ]
Figure 103: Sample case reassigned E-Mail from PA to PA
[bookmark: _Toc465946171]Relieving a Case
The Property Administrator can either relieve a case or recommend the contractor be held liable for at least some portion of the case.
The cases you can relieve depend on your user role:
· Property Administrators can relieve cases in Investigating status that are assigned to them.
· Administrators can relieve any case in Investigating status.
· Contractors ACOs, and External Users cannot relieve cases.
To relieve a case, do the following:
1. Locate the case you wish to relieve (see the topics Viewing the Workload, Searching for Cases, and Viewing Case Information for ways to locate the case). The View Case page appears (Figure 104).
[image: ]
Figure 104: View Case page in Investigating status, top portion
2. Click the relieve link. The Relieve Case (Letter) page appears (Figure 105).
[image: ]
Figure 105: Initiating Letter - Relieve Case Page
3. This page generates a letter of relief in the Email Body field. The Email Body may be edited and additional documents may be attached by clicking the add document [image: ] link under the Email Body.
   Note: A copy of the letter will be stored as a PDF file under the Documents tab of the case.
4. Click Save and Continue. The Relieve Case page appears (Figure 106).
[image: ]
Figure 106: Relieve Case page
5. Select the Date Relieved. Click the calendar icon [image: ] to select the date from a calendar. Click the Relieve Button. The Email Notification page appears (Figure 107).
[image: ]
Figure 107: Email Notification page
6. The To, Subject, and Message fields are automatically populated. The user may add additional email addresses to the CC field and edit the Message field.
7. Click Send to send the letter or cancel to not send it. If letter is not sent, it will still be saved as a PDF in the Documents tab. The case is relieved and is now closed. You can find the case under the Inactive Cases tab on the My Work Page.
To reopen the case as a PA, see the topic Reopening a Case.
To request the PA to reopen the case for you, see the topic Requesting the PA to Reopen a Case.
[bookmark: _Toc465946172]Finding a Contractor Liable
Once a Contractor submits a case, the Property Administrator or ACO can relieve the case. The Property Administrator may recommend to the ACO that the Contract be held liable. The ACO determines if the Contractor will be liable.  The Contractor can be liable for one, some, or all of the items on the case.
The cases you can find liable depend on your user role:
· Property Administrators can recommend to the ACO that the Contractor be held liable for cases in Investigating status that are assigned to them.
· ACOs can find the contractor liable for individual line items on cases in Pending status that are assigned to them.
· Administrators can find the contractor liable for any case in Investigating status.
· Contractors cannot find contractors liable.
· External Users cannot find contractors liable.
To find a contractor liable, do the following:
1. Click the My Work link on the menu bar. The My Work page appears.
2. Click the link on the case number of the case you wish to view. The View Case page appears (Figure 108).
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Figure 108: View Case page in Investigating status
To input the liability amount, contractor portion, and government portion, do the following:
1. Scroll down to the Line Items section on the View Case page.
2. Click the liable link next to the line item for which the Contractor is liable. The Find Liable page appears for that line item (Figure 109).
[image: ]
Figure 109: Find Liable page
3. Type the total Liability Value. The Contractor Portion and the Government Portion must add up to the Liability Value.
4. Type the Contractor Portion.
5. Type the Government Portion.
6. Click the Submit button. The View Case page appears.
7. Repeat steps 1-6 for any other line items on the case for which the Contractor is liable.
To notify the contractor and ACO of the decision, do the following:
1. Click the find liable link on the View Case page. The Find Liable Case page appears (Figure 110).
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Figure 110: Find Liable Case page
2. Click the calendar icon [image: ] to select a date for the Date to ACO text box.
3. Click the Status of System drop down box to select a status.
4. Type remarks regarding the decision in the ACO Comments text box. Click the Find Liable button. The Email Notification page will open (Figure 111).
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Figure 111: Email Notification page
5. The user may CC the email notification to multiple users by separating the email addresses with a semicolon.
6. Click the Send button. The case is now in Pending status, and when the Contractor has paid the assessed amount for all the line items, the case can be closed.  (Figure 112).
Note: If the ACO does not concur with finding the case liable, then the system will return the status of the case from Pending to Investigating and reassign the case back to the PA.
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Figure 112: Example found liable E-Mail
[bookmark: _Toc465946173]Closing a Case
If the case has been relieved by a Property Administrator, or the Contractor has paid the government for the liability amount assessed, the case can be closed.
The cases you can close depend on your user role:
· Property Administrators can close cases in Investigating status that are assigned to them by relieving the case. They can close cases in Pending status that are assigned to them by editing the case.
· Administrators can close any case in Investigating status by relieving the case; they can close any cases in Pending status by editing the case.
· Contractors, ACOs, and External Users cannot close cases.
To close a case, do the following:
1. On the My Work Page, Active Cases tab, click the link on the case number for the case you wish to close. The View Case page appears (Figure 113).
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Figure 113: View Case page in Pending status, top portion only
2. Click the [image: ] edit link to edit the case. The Edit Case page appears (Figure 114).
[image: ]
Figure 114: Edit Case page with Close Case option
3. If you received a check from the Contractor, you can enter the date of the check in the Date of Check text box. Click the calendar icon [image: ] to select the date from a calendar, or type the date using the format dd mmm yyyy.
4. For the Status of Case field, click the Closed Case option button.
5. Click the Save button. The case is now closed. You can find the case under the Inactive Cases tab on the My Work Page.
To reopen the case as a PA, see the topic Reopening a Case.
To request the PA to reopen the case for you, see the topic Requesting the PA to Reopen a Case.
[bookmark: _Toc465946174]Reopening a Case
The cases you can reopen depend on your user role:
· Property Administrators can reopen cases in Closed status that they created or are assigned to them.
· Contractors can request to reopen cases in Closed status that they created. Note that these cases must be reopened by the Property Administrator.
· Administrators can reopen any case in Closed status.
· ACOs cannot reopen cases.
· External Users cannot reopen cases.
You can reopen a case from either the My Work Page or the View Case page.
To reopen a case from the My Work Page, do the following:
1. Click the My Work link in the menu bar. The My Work Page appears.
2. Click the Inactive Cases tab on the My Work Page. The Inactive Cases tab is displayed (Figure 115).
[image: ]
Figure 115: My Work Page, Inactive Cases tab
3. Click the reopen link for the case you wish to reopen.
To reopen a case from the View Case page, do the following:
1. From the My Work Page, Inactive Cases tab, click the link on the case number of the case you wish to reopen. The View Case page appears (Figure 116).
[image: ]
Figure 116: View Case page for a case in Closed status
2. Click the reopen link.
When reopened by the PA, the case goes immediately to Reopened status and appears under the Active Cases tab. The PA will then need to activate the case through the Edit Case page to switch the case to Investigating status.
When reopened by the Contractor, the PA receives an E-Mail to notify him or her of the request. The PA will then need to activate the case via the Edit Case page to switch the case to Investigating status (Figure 117).
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Figure 117: Sample reopen request E-Mail
[bookmark: pa_admin_pa_admin_reopening_a_ca_7653][bookmark: _Toc465946175]Activating the Case
Once a case has been reopened, the case needs to be activated for the status of the case to be changed to Investigating.
To activate the case, do the following:
1. On the My Work Page, Active Cases tab, click the link on the case number of the case you wish to reactivate. The View Case page appears (Figure 118).
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Figure 118: View Case page for case in Reopened status
2. Click the [image: ] edit link. The edit case page appears, displaying an option to activate the case (Figure 119).
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Figure 119: Edit Case page with the Activate Case option
3. The Status of Case is preselected to Open/Activate Case, but you may type PA Comments if you wish.
4. Click the Save button. The View Case page appears and the case is now in Investigating status.
Note: When a case is reopened, the date will be stored in the Date Reopened field. The original Date Established will not be changed. If a case is reopened more than once, the first reopened date will be replaced by the new reopen date. All reopened cases will receive a new Date Closed even if there is no change in Liability/Relief.
[bookmark: _Toc465946176]Withdrawing a Case
The cases you can withdraw depend on your user role:
· Contractors can withdraw cases in Rejected status that they created.
· Property Administrators can withdraw cases in Rejected status that are assigned to them.
· Administrators can withdraw any case in Rejected status.
· ACOs cannot withdraw cases.
· External Users cannot withdraw cases.
To withdraw a case, do the following:
1. On the My Work Page, Active Cases tab, click the link on the case number of a Rejected case. The View Case page appears (Figure 120).
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Figure 120: View Case page with Withdraw link available
2. Click the withdraw link. The case is now in Closed status. You can find the case under the Inactive Cases tab on the My Work Page.
To request the case to be reopened, see the topic Reopening a Case.
To request the PA to reopen the case for you, see the topic Requesting the PA to Reopen a Case.

[bookmark: _Toc465946177]Administrator Role Tasks
[bookmark: _Toc465946178]Reassigning Work
The administrator role can reassign work from one PA to another or one ACO to another. Contractors, property administrators, ACOs, and External Users cannot perform this task.
To reassign a workload from one Property Administrator or ACO to another, do the following:
1. Click the Administration link on the menu bar. The Administration page appears (Figure 121).
[image: ]
Figure 121: Administration page
2. Click on either the Reassign PA Workload link or the Reassign ACO Workload link. The Reassign Workload page for either the PA or the ACO appears (Figure 122 and 123).
[image: ]
Figure 122: Reassign PA Workload page
[image: ]
Figure 123: Reassign ACO Workload page
3. Search for the Property Administrator's or ACO's cases. You may search with the Last Name, First Name, or E-Mail. For the PA, you may also select whether you wish to filter Active, Draft, or Inactive cases by checking the appropriate check boxes. For the ACO, you may select whether you wish to filter Pending cases by checking the Pending box.
4. Click the Search button. The Reassign Workload page refreshes, and the cases found by the search appear (Figure 124).
[image: ]
Figure 124: Reassign Workload page
5. Select the cases to reassign by clicking the appropriate check boxes. You may select one, some, or all of the cases.
6. Type the E-Mail address of the PA or ACO who will be receiving the selected case(s) in the E-Mail Address text box.
7. Click the Reassign button. The reassigned case(s) move to the new PA or ACO's workload and are removed from the original workload. The new PA or ACO will possess all the capabilities and access that the original workload retainer had.
Property Loss automatically sends an E-Mail notification to the PA or ACO who is receiving the workload. The original PA or ACO, as well as the Administrator who reassigned the workload, are copied on the E-Mail (Figure 125).
[image: ]
Figure 125: Sample reassign workload E-Mail

[bookmark: _Toc465946179]ACO Role
[bookmark: _Toc465946180]Viewing Case Information
If a case is submitted and an ACO has already been assigned, Property Loss automatically sends an E-Mail to the ACO, the person who submitted the case, and the Property Administrator assigned to the case (Figure 126).
[image: ]
Figure 126: Sample case submitted E-Mail
If a new ACO is assigned to the case after the case has been submitted, Property Loss automatically sends an E-Mail to the Property Administrator, the formerly assigned ACO (if applicable), and the newly assigned ACO to notify them of the change (Figure 127).
[image: ]
Figure 127: Sample ACO assignment E-Mail
To view a case, do the following:
1. Click the My Work link on the menu bar. The My Work page appears.
2. Click the link on the case number of the case you wish to view. The View Case page appears (Figure 128).
[image: ]
Figure 128: View Case page
The Changes section at the bottom of the page displays all the changes that were made to the case since it was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
Note: The Total Processing Days will be calculated nightly on a calendar basis. It is the number of days between Date Established and Date Closed inclusive. If the case is reopened, start counting again starting from the number of processing days already calculated.
To edit the case, click the [image: ] edit link. Note that the [image: ] edit link is only available if the case is in Pending status. Cases gain Pending status if the Property Administrator recommends that the Contractor be held liable for property on the case. See the topic Editing a Case.
To view the line items on the case, scroll down to the Line Item tab. See the subtopic Viewing Line Items on the Case within this topic.
To view the UIIs on an item, click the populate link in the UII column for that item. The UIIs associated with that item are populated in the drop-down list box in the UII section on the View Case page. Note that this feature is only available for items on internal cases.
To view the documents attached to the case, click the Documents tab. See the subtopic Viewing Documents Attached to the Case within this topic.
To view the contacts associated with the case, click the Contacts tab. See the subtopic Viewing Contacts Associated with the Case within this topic.
[bookmark: _Toc465946181]Reassigning a case to another ACO
An ACO may reassign their own pending cases to another ACO.
To reassign a case, do the following:
1. From the View Case page, click the reassign link. The Reassign Case Page opens (Figure 129).
[image: ]
Figure 129: Reassign Case Page
2. Enter the new ACO Email (Required) and any Reassign Comments if desired. Click Reassign.
3. The case is now reassigned to the new ACO and the user returns to the Workload page.
[bookmark: aco_aco_viewing_case_information_7970][bookmark: _Toc465946182]Viewing Line Items on the Case
To view the line items on the case, scroll down to the Line Item tab on the View Case page and click the link on an item number. The View Line Item page appears (Figure 130).
[image: ]
Figure 130: View Line Item page
The Changes section at the bottom of the page displays all the changes that were made to the line item since the case was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
[bookmark: aco_aco_viewing_case_information_6343][bookmark: _Toc465946183]Viewing Documents Attached to the Case
To view the documents attached to the case, click the Documents tab on the View Case page. The Manage Documents page appears (Figure 131).
[image: ]
Figure 131: Manage Documents page
To view an attached document, do the following:
1. Click the link on the document's file name. The File Download window appears.
2. Select whether you wish to open the document or save the document to your computer: If you click the Open button, the file download begins and the document will open as soon as the download is complete. If you click the Save button, the Save As window appears and prompts you to select a location to save the file to on your computer before the download begins.
[bookmark: aco_aco_viewing_case_information_5308][bookmark: _Toc465946184]Viewing Contacts Associated With the Case
To view contacts associated with the case, click the Contacts tab on the View Case page. The Contact Information of Contractor page appears (Figure 132).
[image: ]
Figure 132: Contact Information of Contractor page
To filter the contacts within a case, type an E-Mail address, Last Name, or select a Title in the corresponding search boxes at the top right corner of the page and click the [image: ] filter link. The page now displays only the contacts that match the search criteria you entered and all the rest are filtered out.
To clear a filter and display all the contacts, remove any search criteria and click the [image: ] filter link. The page now displays all the contacts.
[bookmark: _Toc465946185]Managing Documents on a Case
The cases you can add, edit, or delete documents from depend on your user role:
· Contractors can add documents to or delete documents from cases in Draft or Rejected status that they created. Contractors can submit a request to add documents to or delete documents from a case in Investigating or Pending status.
· Property Administrators can add documents to or delete documents from cases in Draft status, Investigating status, or Pending status; Property Administrators can add documents to cases in Rejected status, but cannot delete documents from cases in Rejected status (Note: Cases in Draft status are editable by PAs whether they've created the cases or have been assigned the cases; cases in other statuses are editable by PAs if they've been assigned the cases).
· Administrators can add or delete documents from any case in any status except Closed.
· ACOs can add documents to or delete documents from cases in Pending status that are assigned to them.
· External Users cannot add or edit documents.
You can view, add, or delete documents from a case by clicking the Documents tab on the View Case page (see the topic Viewing Case Information). The Manage Documents page appears and allows you to view a list of the documents attached to the case (Figure 133).
[image: ]
Figure 133: Manage Documents page
[bookmark: _Toc465946186]Viewing Documents
To view an attached document, do the following:
1. On the Manage Documents page, click the link on the document's file name. The File Download window appears.
2. Select whether you wish to open the document or save the document to your computer: If you click the Open button, the file download begins and the document will open as soon as the download is complete. If you click the Save button, the Save As window appears and prompts you to select a location to save the file to on your computer before the download begins.
[bookmark: _Toc465946187]Adding Documents
· Property Administrators can add documents to cases in Draft status (cases they created or cases assigned to them), Investigating status, Pending status, or Rejected status (cases assigned to them).  
· Contractors can add documents to cases in Draft or Rejected status that they created.
· Administrators can add documents to any case in any status except Closed.
· ACOs can add documents to cases in Pending status that are assigned to them.
To add a document, do the following:
1. On the Manage Documents page, click the [image: ] add document link. The Add Documents page appears (Figure 134).
[image: ]
Figure 134: Add Documents page
2. Click the Browse button.
3. Click the file you wish to attach (acceptable document types include: .doc, .pdf, .xls, .tif, and .jpg). Click the Open button. The file name and path appear in the text box next to the Browse button.
4. Click the Save button. The Manage Documents page appears, displaying the file you have attached.
[bookmark: _Toc465946188]Deleting Documents
· Property Administrators can delete documents from cases in Draft status (cases they've created and cases assigned to them), in Investigating status, and in Pending status (cases assigned to them).
· Contractors can delete documents from cases in Draft or Rejected status that they created, but must submit a request to delete an attachment from a case in Investigating or Pending status.
· Administrators can delete documents from cases in any status except Closed.
· ACOs can delete documents from cases in Pending status that are assigned to them.
To delete an attached document, on the Manage Documents page, click the delete icon [image: ] for the document you wish to delete. A dialog box appears asking you to confirm the deletion. Click the OK button on the dialog box to delete the document or click the Cancel button to cancel the deletion.
To request the Property Administrator to delete an attached document, on the Manage Documents page, click the [image: ] request delete link for the document you wish to delete. Property Loss automatically sends an E-Mail message to the Property Administrator assigned to the case to notify him or her of the request (Figure 135).
[image: ]
Figure 135: Sample Request for Deletion of Attachment E-Mail
[bookmark: _Toc465946189]Editing a Case
If the Property Administrator recommends that the contractor be held liable, Property Loss automatically sends an E-Mail notification to the ACO to notify him or her of this decision.
Cases gain Pending status when the Property Administrator recommends the contractor be held liable for property on the case. ACOs are only able to edit cases in Pending status.
To edit a case, click the [image: ] edit link on the View Case page. The Edit Case page appears (Figure 136).
[image: ]
Figure 136: Edit Case page
For all cases in Pending status that are assigned to you, you may edit the following information:
· Property Types
· ACO Concurrence
· Date to ACO
· Status of System
· Date of Demand Letter
· Amount Assessed
· ACO E-mail
· Date To ACO
· Date of Check
· Date Relieved
· ACO Remarks
To save your changes, click the Save button.
[bookmark: _Toc465946190]Finding a Contractor Liable
Once a Contractor submits a case, the Property Administrator can either relieve the case or recommend to the ACO that the contractor be held liable for at least some portion of the case. The Contractor can be liable for one, some, or all of the items on the case. The ACO can also find the contractor liable for individual line items on cases.
The cases you can find liable depend on your user role:
1. Property Administrators can recommend that the contractor be held liable for cases in Investigating status that are assigned to them.
1. ACOs can find the contractor liable for individual line items on cases in Pending status that are assigned to them.
1. Administrators can find the contractor liable for any case in Investigating status.
1. Contractors cannot find contractors liable.
1. External Users cannot find contractors liable.
To find a contractor liable, do the following:
1. Click the My Work link on the menu bar. The My Work page appears.
2. Click the link on the case number of the case you wish to view. The View Case page appears (Figure 137).
[image: ]
Figure 137: View Case page in Investigating status
To input the liability amount, contractor portion, and government portion, do the following:
1. Scroll down to the Line Items section on the View Case page.
2. Click the liable link for the line item for which the Contractor is liable. The Find Liable page appears for that line item (Figure 138).
[image: ]
Figure 138: Find Liable page
3. Type the total Liability Value. The Contractor Portion and the Government Portion must add up to the Liability Value.
4. Type the Contractor Portion.
5. Type the Government Portion.
6. Click the Find Liable button. The View Case page appears.
7. Repeat steps 1-6 for any other line items on the case for which the Contractor is liable.
Note: If the ACO does not concur with finding the case liable, then the system will return the status of the case from Pending to Investigating and reassign the case back to the PA.

[bookmark: _Toc465946191]External User Role
[bookmark: _Toc465946192]Searching for Cases
The cases you can search for depend on your user role:
· Contractors can search for cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can search for cases that are assigned to them and the cases they created.
· Administrators can search for any cases in Property Loss.
· ACOs cannot search for cases.
· External Users can only search for cases where their DoDAAC is the prime or sub.
[bookmark: _Toc465946193]Using the Search
To search for cases in Property Loss, do the following:
1. Click the Search link on the menu bar. The Property Loss Search page appears (Figure 139).
[image: ]
Figure 139: Property Loss Search page
2. Type the search criteria necessary to help you find the cases you are looking for. You can type information in none, some, or all of the search fields. The more information you specify, the easier it will be to find your desired cases. If you type information in none of the search fields, the search results will yield all the cases you have access to.
You can also click an option button (Yes or No) to include Closed cases in your search; No is the default option.
Note: If you do not know the Prime CAGE, Location CAGE, or PA E-Mail on the case you are looking for, you can click the [image: ] icon next to the applicable field to search for a PA E-Mail, Prime CAGE, or Location CAGE. See the subtopics Looking Up the PA E-Mail Address, Looking Up the Prime CAGE, and Looking Up the Location CAGE within this topic.
3. Click the Search button. The Search Results page appears, displaying the cases that match the search criteria you entered (Figure 140).
[image: ]
Figure 140: Search Results page
To view a case, click the view link. The View Case page appears.
To search again, click the [image: ] search again link.
[bookmark: external_user_ext_searching_for__7570][bookmark: _Toc465946194]Looking Up the PA E-Mail Address
If you do not know the E-Mail Address of the PA assigned to the case but would like to search for the case based on the assigned PA, you can find the PA's E-Mail address by searching on the PA's first or last name.
To look up the E-Mail address of the PA assigned to the case, do the following:
1. Click the [image: ] icon next to the PA E-Mail field on the Property Loss Search page. The PA E-Mail Search appears in a new window (Figure 141).
[image: ]
Figure 141: PA E-Mail Search window
2. Type the PA's First Name or Last Name in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 142).
[image: ]
Figure 142: Select PA E-Mail window
4. Click the link on the PA E-Mail address if you found the PA you are looking for. The Select PA E-Mail window disappears, and the PA's E-Mail address is populated in the PA E-Mail field on the Property Loss Search page.
To search for another PA E-Mail address, click the [image: ] search link within the Select PA E-Mail window.
To close the Select PA E-Mail window without selecting an E-Mail address, click the [image: ]  close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: external_user_ext_searching_for__7923][bookmark: _Toc465946195]Looking Up the Prime CAGE
If you do not know the prime CAGE on the case but would like to search for the case based on the prime CAGE, you can find the prime CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the prime CAGE on the case, do the following:
1. Click the [image: ] icon next to the Prime CAGE Code field on the Property Loss Search page. The Prime CAGE Search appears in a new window (Figure 143).
[image: ]
Figure 143: Prime CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 144).
[image: ]
Figure 144: Select Prime CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Prime CAGE Code window disappears, and the prime CAGE is populated in the Prime CAGE Code field on the Property Loss Search page.
To search for another prime CAGE, click the [image: ] search link within the Select Prime CAGE Code window.
To close the Select Prime CAGE Code window without selecting a prime CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: external_user_ext_searching_for__9054][bookmark: _Toc465946196]Looking Up the Location CAGE
If you do not know the location CAGE on the case but would like to search for the case based on the location CAGE, you can find the location CAGE by searching on the DoDAAC, Company Name, or ZIP Code.
To look up the location CAGE on the case, do the following:
1. Click the [image: ] icon next to the Property Loss Location CAGE Code field on the Property Loss Search page. The Location CAGE Search appears in a new window (Figure 145).
[image: ]
Figure 145: Location CAGE Search window
2. Type the DoDAAC, Company Name, or ZIP Code in the search fields.
3. Click the Search button. The search results appear in the same window (Figure 146).
[image: ]
Figure 146: Select Location CAGE window
4. Click the link on the CAGE if you found the CAGE you are looking for. The Select Location CAGE Code window disappears, and the location CAGE is populated in the Property Loss Location CAGE Code field on the Property Loss Search page.
To search for another location CAGE, click the [image: ] search link within the Select Location CAGE Code window.
To close the Select Location CAGE Code window without selecting a location CAGE, click the [image: ] close link.
5. Type additional search criteria if you wish.
6. Click the Search button. The Search Results page appears.
To view a case, click the view link. The View Case page appears.
[bookmark: _Toc465946197]Viewing Case Information
The cases you can view depend on your user role:
· Contractors can view the cases they created, as well as cases where their CAGE is the prime or sub.
· Property Administrators can view the cases that are assigned to them and the cases they created.
· Administrators can view any cases in Property Loss.
· ACOs can view the cases assigned to them.
· External Users can only view cases where their DoDAAC is the prime or sub.
To view a case, do the following:
1. Click the Search link on the menu bar. The Property Loss Search appears. 
2. Fill out search criteria to search for the desired case. For more information on search for cases, see the topic Searching for Cases.
3. After searching for cases, click the view link next to the desired case. The View Case page appears (Figure 147).
[image: ]
Figure 147: View Case page
The Changes section at the bottom of the page displays all the changes that were made to the case since it was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
Note: The Total Processing Days will be calculated nightly on a calendar basis. It is the number of days between Date Established and Date Closed inclusive. If the case is reopened, start counting again starting from the number of processing days already calculated.
To view the line items on the case, scroll down to the Line Item tab. See the subtopic Viewing Line Items on the Case within this topic.
To view the documents attached to the case, click the Documents tab. See the subtopic Viewing Documents Attached to the Case within this topic.
To view the contacts associated with the case, click the Contacts tab. See the subtopic Viewing Contacts Associated with the Case within this topic.
[bookmark: external_user_ext_viewing_case_i_6761][bookmark: _Toc465946198]Viewing Line Items on the Case
To view the line items on the case, scroll down to the Line Item tab on the View Case page and click the link on an item number. The View Line Item page appears (Figure 148).
[image: ]
Figure 148: View Line Item page
The Changes section at the bottom of the page displays all the changes that were made to the line item since the case was submitted. It displays the date the change was made, field that was changed, what it was changed from and to, as well as who made the change.
To return to the View Case page, click the link on the case number under the Case Number heading (for cases in Draft status, click the DRAFT link under the Case Number heading). The View Case page appears.
To export the line item as a PDF file, click the Print Screen action. This enables you to save and/or print the line item. Be aware that the PDF file will not be editable.
[bookmark: external_user_ext_viewing_case_i_3836][bookmark: _Toc465946199]Viewing Documents Attached to the Case
To view the documents attached to the case, click the Documents tab on the View Case page. The Manage Documents page appears (Figure 149).
[image: ]
Figure 149: Manage Documents page
To view an attached document, do the following:
1. Click the link on the document's file name. The File Download window appears.
2. Select whether you wish to open the document or save the document to your computer: If you click the Open button, the file download begins and the document will open as soon as the download is complete. If you click the Save button, the Save As window appears and prompts you to select a location to save the file to on your computer before the download begins.
[bookmark: external_user_ext_viewing_case_i_7640][bookmark: _Toc465946200]Viewing Contacts Associated With the Case
To view contacts associated with the case, click the Contacts tab on the View Case page. The Contact Information page appears (Figure 150).
[image: ]
Figure 150: Contact Information page
To filter the contacts within a case, type an E-Mail address, Last Name, or select a Title in the corresponding search boxes at the top right corner of the page and click the [image: ] filter link. The page now displays only the contacts that match the search criteria you entered and all the rest are filtered out.
To clear a filter and display all the contacts, remove any search criteria and click the [image: ] filter link. The page now displays all the contacts.
To export the contact information as a PDF file, click the Print Screen action. This enables you to save and/or print the contact information. Be aware that the PDF file will not be editable.

[bookmark: _Toc465946201]Glossary
A
ACO: Administrative Contracting Officer
E
EWAM: External Web Access Manager
I
IWAM: Internal Web Access Manager
P
PA: Property Administrator
PL: Property Loss
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—-‘mm:a—ﬁ

Best viewed using Inemnet Explorar v6.0 at 1024 x 768 resoluton.

liable 3 5555 $700.00 ‘populate
OBV
Ulls Seleced ot Avaiable, ]
Changes
Change Date Changed i Oldvalue | NewValue | First Name Last Name
11 Aug 2015 Case Type Repai Damaged Ronald Beaudoin
11 Aug 2015 Date Relieved 11 Aug 2015 Ronald Beaudoin
11 Aug 2015 Status of System Approved Ronald Beaudoin
eTook Training Unks  Prvacy  FOIA  Accesbity
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No Records Found.
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Search Results

No Records Found.
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Property Loss 3.2 [

Reassign Workload

o st tame o

=
B S—

Een i N [ rending

or

Reassign M | _Case Number ACO E-Mail primary CAGE Code | _Date Established | _Contract Number | Status |

O 522064110125 test.Anthony. Gaglione@dcma.mil anas7 11 Aug 2015 FAB814-12-F-0002  Pending

Enter the E-Mail address of the Property Loss user to receive the selected case(s).
ol Address: st Mot Bidner@dome it ]

Ee—

dex Links Privacy FOIA Accessibilty
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From: etools

Sent: Tuesday, October 13, 2015 3:27 PM
To: Grimes, Daniel

Subject: Property Loss Case Submitted

The following Property Loss case has been submitted:

Case Number: $3306A150161
Primary CAGE: 50027

Property Loss Location CAGE: 11111
Property Administrator Assigned to Case:

aniel Grimes

To view this case, click the following link to view your work: Workload
<https://ej2ee.dcma.mil ltdd/jsp/myWork jsf>
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Property Loss 3.2

View Case Case Number
This page allows users to view detailed information of a selected case. $2206A130017
[EEXEEEN | Documents | Contacts
Case Status INVESTIGATING PA E-Mail test.Joseph.D'Amico@dcma.mil
Date Of Incident 24 Sep 2012 ACO E-Mail test.Anthony.Gaglione@dcma.mil
Date Closed Date Established 20 Feb 2013
Date Reopened 05 Aug 2015 Date of Relief Letter
Contract Number W911SR-10-C-0064 Total Processing Days 26
Prime CAGE Code 34FJ0 - ORONO SPECTRAL SOLUTIONS Decision OTHER
Property Loss Location CAGE 34F)9 Case Type Damaged
Code
Contractor Reference N/A Property Owner DOD - Department of Defense
Number
Contractual Coverage B - FAR 52.245-1 Government Property Wartime Loss Ne
Flight Risk No
Total Acquisition Value $825.00 Total Contractor Portion ~ $0.00
Total Government $825.00
Portion
Remarks
Property Types Material ! special Test Equipment Special Tooling | Equipment
Contractor Narrative
PA Comments Property was lost during a Facilties move from Orono Maine to Bangor Maine.Recomend Relief of Stewardship. The Loss was reported when noticed.

ACO Comments

T Approved pate To ACO

Date Of Demand Letter Date Of Check

Amount Assessed $825.00 Date Relieved 20 FEB 2013
rr Soncine

$825.00

4 ESERRGE )

UIIs Selected

ot Avaiable ]

Change Date Changed Field 0ld value New Value First Name | _Last Name
20 Feb 2013 Approved Ronald Beaudoin
20 Feb 2013 20 Feb 2013 Ronald Beaudoin
20 Feb 2013 Joseph.D'Amico@dcma.mil Ronald Beaudoin
20 Feb 2013 Reassign Comments Joey: Can you review for me. Ronald Beaudoin
05 Aug 2015 Case Type Lost Replacement Ronald Beaudoin
06 Aug 2015 Case Type Replacement Damaged Ronald Beaudoin
07 Aug 2015 ACO E-Mail test.Anthony.Gaglione@dcma.mil Ronald Beaudoin
07 Aug 2015 Special Test Equipment false true Ronald Beaudoin
12 Aug 2015 ACO E-Mail test.DC01771@dcma.mil Phil Manger
12 Aug 2015 Reassign Comments Reassigning case #52206A130017 for action. Phil Manger
13 Aug 2015 ACO E-Mail TEST.DCO1771@dcma.mil test.Anthony.Gaglione@dcma.mil Ronald Beaudoin
14 Aug 2015 ACO E-Mail test.Nicole.Bragg@dcma.mil ehil Manger
14 Aug 2015 Reassign Comments Reassigning case #52206A130017 for action. Phil Manger
18 Aug 2015 ACO E-Mail test.Anthony.Gaglione@dcma.mil phil Manger
18 Aug 2015 Reassign Comments Reassigning case #52206A130017 for action. ehil Manger

eTooks Training _ Site Index  Links  Privacy FOIA  Acoessibi
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Reassign Case Case Number
This page allows the user to reassign a specific case to another user. 522064110125

Reassign Details
"New ACO E-Mail [test Anthony Gaglione@dcma mil
Reassign Comments ‘Cammencs here

T

s
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EXIT

Welcome. Property Loss 3.2 [§§

View Line Item Case Number
This page shows item details.

$2206A110124

Line Ttem Details  edit found information
Item Number 0001

Description Items 1

Quantity 4 Liability Value £$12,000.00

Part Number 121 Contractor Portion  $10,000.00

Serial Number 200 Government Portion  $2,000.00

Contractor LD.

Number

1010013100458
$50,000.00

Repair or

Replacement Cost

Required (Safety)  $10,000.00

Repairs

Not Required (Non-  $2,000.00

‘Safety) Repairs

Incident Location 23323

Unit Of Issue BR - BAR

Found Quantity Found Total Amount

Found Date

Selected |UN19453261234786913

Change Date Changed Field Old value

11 Aug 2015 Contractor Portion Ronald Beaudoin

11 Aug 2015 Government Portion 2000 Ronald Beaudoin
11 Aug 2015 Liability Value 12000 Ronald Beaudoin
11 Aug 2015 Serial Number 200 Ronald Beaudoin

eTools Training  Site Index  Links  Privacy FOIA  Accessibility
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'
elools

Welcome

HELP| FEEDBACK| BXIT

Property Loss 3.2

Manage Documents
This page displays the documents that have been attached to this case.

Case Number

| Case Details |[CEETITIEN [ Contacts |
Date Added

27 May 2011
27 May 2011
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HELP| FEEDBACK| EXIT

7o o
ﬁﬁ elools Property Loss 3.2

Welcome

Contact Information S0513A110007

This page allows users to manage contractor information for a specific case.

Name
Title [aco

| Documents | [ETEEEN

Katharyn Bine

kbine@icfconsuiting.com
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Property Loss 3.2 [

Edit Case
This page allows users to edit a case.
status PenoING
Date Of ncident 01302015
Contract Number Fasora-12-
Prime CAGE Code anes7
Property Loss Location CAGE Code  4A457
e e i
o H - Intalation Operaton Services
e
Property Types @ ateral ‘Special Test Equipment

ACO Concurrence

O No @ Yes

PA Comments

Status OF System Aoproved V]

e B—

Amount Assessed

I Special Tooling

Date To ACO

PAE-Mail
ACO E-Mail

Case Type
Property Owner
Wartime Loss

Fiight Risk

Equipment

[06 Aug 2015 =

i i —
T —

Case Number
S2206A110125

test.Ronald.Beaudoin@dcma.mil

[testdc01771@doma mil

Repair
USAF - US A Force

No
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HELP| FEEDBACK| EXIT

Property Loss 3.2

Find Liable Case Number
This page allows users to find liable a selected Line Item. S4402A110066

Find Liable Details
Item Number 0001
Description  flatscreens

Quantity 10 “Contractor  [10000
Portion

Unit Of Issue  CR - CRATE “Government [
Portion

Total $10,000.00 “Liability 10000

Acquistion Value

Cost.

Part Number  TOSH1234
Serial Number
NSN

Find Liable

Pm—

Links  Privacy
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HELP| FEEDBACK| EXIT

Property Loss 3.2

Property Loss Search
Enter the desired Case Number, Contract Number, CAGE, and/or Prop Admin Code in the text box provided.

Case Number

Contract Number

Contractor Reference Number

PA E-Mail Q
Prime CAGE Code Q

Property Loss Location CAGE Code Q

Indude Closed Cases? Oves ®no

Search || Reset |[ Cancel

SrAE T & S & s @ G e G e L
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HELP| FEEDBACK| EXIT

Property Loss 3.2

Search Results

This page displays a list of Cases matching search parameters.

Found Cases
-mm-
62789120007 24 5ep 2012 055 96160 96169 Pending
N62789130008 09Jan 2013 LoD 962 96169 96169 Pending
N62789130007 08an 2013 LoD 966 96169 96160 Rejected
N62789130000 09an 2013 LDD 963 96169 96169 pending
N62789130016 14 May 2013 LoD 973 96160 96169 Rejected
R/R 09-601-10 70876 70876 Draft
N62789130015 14 May 2013 LoD 972 96160 96169 Rejected
N62786150081 05 Aug 2015 R/R 19-507-011 70876 70876 Investigating
N62786150082 05 Aug 2015 R/R 19-603-004 70876 70876 Rejected
N62786150083 05 Aug 2015 R/R 19-603-005 70876 70876 pending
LREN[1-100f 10 V] Go LN

Q search again

P TE—

Site Ind

Links.

Privacy FOIA  Accessibility
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HELP| FEEDBACK| EXIT

Property Loss 3.2

View Case Case Number
This page allows users to view detailed information of a selected case. N62786150081
Case Det: Documents_| Contacts | print Case | print screen

Case Status INVESTIGATING PA E-Mail

Date Of Incident. 02 Aug 2015 ACO E-Mail Kathrine.Burne@supshipba.navy.mil

Date Closed Date Established 05 Aug 2015

Date Reopened Date of Relief Letter

Contract Number N0002411C2305 Total Processing Days 395

Prime CAGE Code 70876 Dedision OTHER

Property Loss Location CAGE Code 70876 Case Type Damaged

Contractor Reference Number R/R 19-507-011 Property Owner USN - US Navy

Contractual Coverage B - FAR 52.245-1 Government Property Wartime Loss No

Flight Risk No

Remarks

Property Types ¥ Material Spedial Test Equipment Spedial Tooling Equipment

Contractor Narrative Sked A 158.060,158.064,158.063,158.061,158.062; Description: Cabinets P/N OT-198(V)/URC#1,

OT-198(V)/URC#4,0T-198(V)/URC#3,0T-198(V)/URC#2,0K-64/URC. EC-10/39,EC-10/26,EC-10/36,EC-10/38,
EC-10/37. Cabinets have cracked and missing welds.

PA Comments

| Lne Ttem IllLBLSSSS————————————————————————————————————_—_—_ss—ssaaa_a_a__sma_aaa__a____sEEaEa_asaa_s§———s—msE_——s§aEasaa———.

L adion [ dtemNumber | _ov [ ______ __ ___ PatNumber ______________ | AcwistionCost _______ [ NSNNumber_________]
1 OT-198(V)/URC#1 $50.00
m 1 OT-198(V)/URC#4 $50.00
0003 1 OT-198(V)/URC#3 $50.00
0004 1 OT-198(V)/URC#2 $50.00
0005 1 OK-64/URC $50.00

D8 [1-50f5 v|Go D)

Changes

Change Date Changed Field Old value

10 Aug 2015 ACO E-Mail Kathrine.Burne@supshipba.navy.mi David Tome

SRS T & S & e @ G e GO e Ly
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HELP| FEEDBACK| EXIT

Property Loss 3.2

View Line Item Case Number
This page shows item details. N62786150081

Line Item Details print screen

Item Number 0001

Description Cabinet
Quantity 1 Liability Value

Part Number OT-198(V)/URC#1 Contractor Portion
Serial Number Government Portion
Contractor L.D. Number 158.060

NSN Number

Total Acquisition Cost $50.00

Repair or Replacement Cost
Required (Safety) Repairs.

Not Required (Non-Safety) Repairs.

Indident Location

Unit Of Issue EA - EACH

Found Quantity Found Total Amount.
Found Date

[ Changes
Change Date Changed Field Old value

No Records Found.

eTools Training  Site Index  Links  Privacy FOIA Accessibility
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HELP| FEEDBACK| EXIT

Property Loss 3.2

Manage Documents Case Number
This page displays the documents that have been attached to this case. N62786150081

| Case Details | [[TETITZIEN | Contacts
L adion [ _Ffe____________________________| __ __ _____________ DateAdded __________________]
achment 1.docx 17 Aug 2015
Attachment 1.docx 17 Aug 2015

1-20f2 V|
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HELP| FEEDBACK| BXIT

vy
ﬁﬁ | €Tools Property Loss 3.2

Welcome

Contact Information Case
This page allows users to manage contractor information for a specific case.

Name
Title [SelectOne v
|Case Details || Documents |[ZTTETER Q filter | print screen
—m_ Phone Number L ——E ] Note
ACO Katharyn Bine 703-555-3985 kbine@icfconsulting.com





image2.gif
HELP| FEEDBACK| EXIT

PN
"“’i‘-“ i]l;ggls Property Loss 3.2

Home Page
Welcome to Property Loss Application.
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HELP| FEEDBACK| EXIT

Property Loss 3.2

My Work Page
This page allows you to manage your workload.

umncms |Ina @ create case

ary CAGE | Property Loss Location | Contractor Reference Date
ction | Case Number Code CAGE Code Number ACO E-M; Established

4nas7 anas7 04 Aug 2015 Pending
anas7 anaas 04Aug 2015 Pending
anas7 anas7 05Aug 2015 Rejected
anas7 anas7 test 05Aug 2015 Pending

sxgs1 11111 caudoin@dema.mil 04 Aug 2015 Reopened

e Cases

TEST.DC01771

AR RN

test.Ronald.&

O 1115015 v





image18.gif
HELP| FEEDBACK| EXIT

elools Property Loss 3.2

Welcome
Home | MyWork | Search | Reports

My Work Page
This page allows you to manage your workload.

| Active Cases  [DIEI{%=0 | Inactive Cases @ create case

Contract Number __|_PA E-Mail | _ Date Established Contractor Reference Number | _Status |

7 N00383-04-G-026D Draft
view

1-Tof1 -
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HELP| FEEDBACK| BXIT

Property Loss 3.2

My Work Page
This page allows you to manage your workload.

Active Cases | Draft Cases [T create case

Property
Primary | Loss Contractor
CAGE | Location Reference Date Date | Contract
Case Number | Code | CAGE Code Number ACO E-Mail Established | Closed | Number

4A457 76283 test.Ronald.Beaudoin@dcma.mil 11 Aug 2015 11 Aug  FAS814-12- Closed
2015 F-0002

S2206A110121 4Ad457 59211 test.Ronald.Beaudoin@dcma.mil 07 Aug 2015 10 Aug  FA814-12- Closed
2015 F-0002

glione@dema.mil test.Ronald.Beaudoin@dcma.mil 11 Aug 2015 11 Aug  FAS814-12- Closed
2015 F-0002

test.Ronald.Beaudoin@dcma.mil 07 Aug 2015 11 Aug  FA814-12- Closed
2015 F-0002

Reopen

Reopen

Reopen S2206A110126 4A457  4A457

110120 4A457  02GI5 ST-TEST

Reopen 5220
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elools

Welcome

Property Loss Search

HELP

FEEDBACK

Property Loss 3.2

Enter the desired Case Number, Contract Number, CAGE, and/or Prop Admin Code in the text box provided.

Case Number

Contract Number

Contractor Reference
Number

PA E-Mail

Prime CAGE Code

Property Loss Location
CAGE Code

Include Closed Cases?

Privacy

FOIA

Acces

E
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elools

Welcome

Search Results
This page displays a list of Cases matching search parameters.

Found Cases

HELP|

FEEDBACK| EXIT

Property Loss 3.2

Q search again

Property
Contr. Primary Loss
Date Contract Refere CAGE Location
Case Number Established | Number Number PA E-Mail Code CAGE Code Status

view ‘W31BMW120132 25 May C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
2012 830484

view ‘W31BMW110011 14 Apr 2011 test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating

view ‘W31BMW120102 09 Apr 2012 C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
830356

view ‘W31BMW120098 09 Apr 2012 C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
830388

view ‘W31BMW120143 31 May C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
2012 830595

view W31BMW120141 31 May C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
2012 830580

view W31BMW120142 31 May C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
2012 830652

view ‘W31BMW120149 18 Jun 2012 C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
830654

view ‘W31BMW120150 18 Jun 2012 C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
830623

view ‘W31BMW120144 31 May C0345- test.EU09666@dcma.mil.test 3FN46 3FN46 Investigating
2012 830596

-100f189 - |GolD ()
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Welcome Property Loss 3.2 [{i§

Create Case

Case Number
This screen allows the user to create a new Case.

DRAFT
*Is this contract administered by ®nNo O Yes Property Administrator €= [Larry. Tate@dcma.mil
DCMA? wail

(]
*Date of Incident 4000 = *Case Type

“Contract Number “Property Owner  [USA-US Army|

*Prime CAGE Code “Wartime Loss® @ N0 O ves

!

*Property Loss Location CAGE *Fiight Risk @ @No O ves
Contractor Reference No.

Tor Rt e e Contracts prior ta Juns 2007

(Sslect one of thess coverages based on Contract  © [R-52245-1 Property Records

Date)

Contracts post Juns 2007
e} v

“Property Types [Cmaterial [special Test Equipment [special Tooling Equipment.
*Contractor type narrative here.
Narrative

‘Save and Continue
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Create Case e
This screen allows the user to create a new Case. DRAFT
o rir [E— e
Gt s 1 oy omer |
“Prime CAGE Code l:l

“Property Loss Location CAGE

“Wartime Loss @ ®No  Oves
| E—

“Fiight Risk @ ®No  Oves
Gonltatog Refirence Moy
*Contractual Coverage: Contracts prior to June 2007
e ® [
[————r
o v
“Property Types O Material

[ 'Special Test Equipment. Ospecial Tooling

O Equipment
PA Comments

‘Save and Continue

eToc
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Property Loss 3.2

Add Line Item

From this screen, you will enter details of the government property. Fields with the red asterisk are required. Click on the DRAFT
"Save" when finished.

*Item Number 0001
i i |

*Quantity |:| Liability Value l:'
“rrimber — T —
‘Serial Number l:l ‘Government Portion :l
T —

ot i —
e S—]

Repair or Replacement
Cost

"Required (Safety) Repairs [ ]
"NotRequired (Non-Safety) [ |

el
Incident Location |:|

ot

Found Quantity |:| Found Total Amount l:'
rouna e [—
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Add Line Item

Property Loss 3.2 [

Case Number
From this screen, you will enter details of the government property. Fields with the red asterisk are required. Click on the DRAFT
“Save" when finished.

*Item Number o001

Description I ]

ey —— ity vase ——

“rr mber —— i I —

sl mber E— L I —

L —

o umber [—

e E—

e e —

cost

Required (Safety) Repairs

Not Required (Non-Safety)

Repairs.

e T —

] ——

um

f=sseced © (Remove from list - select one or more)

“unoome

e A — L —

rand e [—

Add Another ftem | Cancsl |
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Property Loss 3.2

View Case Case Number
This page allows users to view detailed information of a selected case. DRAFT
A —— submittopA | reasion | et | @ delete
Case status oRarT eaemal
Date Of Incident 12 Aug 2015 ACo el
Date Closed Date Establshed
Date Reapened Date of Reet Letter
e Fass1a-12-7-0002 Total Processing Days
Prime CAGE Code 4ads7 - TaSC, INC, Decision omen
Property Loss Location 44457 Case Type Repair
e
Contractor Reference WA Property Owner DHHS - Department of Healthand Human Services
e
Contractual Coverage. R - 52.245-1 Property Records Wartime Loss o
Fight Risk Ne
Total Acquisition Value $0.00 Total Contractor Portion $0.00
Total Government $0.00
e
T
Property Types. Material Special Test Equipment. Special Tooling ¥/ Equipment.

Contractor Narrative.

PA Comments

ACO Comments

Status Of System Date To ACO
Date Of Demand Letter Date Of Check.
Amount Assessed $0.00 Date Relieved

upload line items & add line item

Item Number Part Number Acquistion Cost 'NSN Number

No Records Found.

T vt s |

Change Date Changed Field

No Records Found.
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From: etools
sent: Tuesday, October 13, 2015 3:27 PM
To: Park, Ikjae (Contractor)

Subject: Property Loss Case Submitted

The following Property Loss case has been submitted:

Case Number: $3306A150161
Primary CAGE: 50027

Property Loss Location CAGE: 11111

Property Administrator Assigned to Case: Daniel Grimes

To view this case, clck the following link to view your work: Workload
<https://ej2ee.dcma.mil/ltdd/jsp/myWork.jsf >
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Property Loss 3.2 |

View Case

Case Number
This page allows users to view detailed information of a selected case.

saa0ea110131
e - it | rensin | eeve | s il | 2 e
o St TG e Py
oue of et 2 hag 2006 g
one Clsed oae sabshed 12 2015
e oae of Rl etr
Cotract b Fee
e cAGE Code ey, me. e omen
e orsrayed Combat
e e O - Depamert fHeand Human Seies
o e L —— b "
P ok -
Tt Acuion value 50000 Tl Cotracorporion. $000
TotlGovemment orion $0.0
=
s aers vl et et Specl e P—
e
T —
o
Statasof Syt osteTa Ao
et b e On o
e w000 ose Reieved

D upload line items @ add line item

] oy | PartNumber | AcquistionCost |
< IEEIIES )

= ot b ]

11 $500.00

Change Date Changed Field 0ld Value New Value First Name Last Name
12 Aug 2015 Case Type Replacement Damaged Ronald Beaudoin
12 Aug 2015 case Type Replacement Destroyed Combat Ronald Beaudoin
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[ Action | _Item Number oty Part Number ‘Acquistion Cost [ NSNNumber |
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Property Loss

iew Line Ttem Case Number
This page shows item details. S2206A110121

Line Item Detal

| em number 0001

| Description test1

[ quantiy 10 Liability Value $20,000.00

| art Number Part 121 Contractor Portion $15,000.00
Government Portion $5,000.00

Serial Number
| contractor £.D. Number
|

| nsN Number

Total Acquisition Cost $20,000.00
Repair or Replacement Cost  $5,000.00
Required (Safety) Repairs
Not Required (Non-Safety)
Repairs

| incident Location
Unit Of Issue BR- BAR

‘ Found Quantity

| Found Date

UIIs Selected __ No UII Found.
Last Name

5000 Ronald Beaudoin

7 Aug 2015 Repair or Replacement Cost

Found Total Amount

Kl T | S Tl Lo Dby PR, Ay
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Property Loss 3.2

Add Line Item Case Number
From this screen, you will enter details of the government property. Fields with the red asterisk are required. Click on the M67008110006
“Save" when finished.

e Item Details
‘Item Number 0002
Description [

*Quantity — Liability Value 8D

*Part Number [

‘Serial Number |:| Government Portion TBD

*Total Acquistion Cost |:|

Repair or Replacement Cost

Required (Safety) Repairs

Not Required (Non-Safety)
Repairs

Incident Location [ —
Found Quantity 1 Found Total Amount |
Found Date :IE

eTools Training ~ SteIndex  Links  Privacy FOIA  Accessibility
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Add Line Ttem Fes T e
From this screen, you will enter details of the government property. Fields with the red asterisk are required. Click on the S2206A110131
"Save" when finished.
*Item Number 0002
e ‘
ey — ity vte —
o umber —— it —
s mber — L —
e O —
o umber [—
e E—
Repair or Replacement
&
Required (Safety) Repairs.
Not Required (Non-Safety)
gt
e —
e I— T
(um)
R s © (Remove from list - select one or more)
oot
round cuity [ — L —
rand e [—
D)





image39.jpg
Property Loss 3.2
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This page allows you to upload a flat file with multiple Line Items.
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e Item Details
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Property Loss 3.2

Home | My Work | Search | Administration | Reports

Manage Documents Case Number
This page displays the documents that have been attached to this case. DRAFT
| Case Details  [[YETITSTEH | Contacts @ add document

Date Added

DCMA 4.dot 11 Oct 2012
[-] test doc.rtf 11 Oct 2012
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Add Documents
This page allows the user to attach documents to a specific case.

Choose a file to attach

Brows





image44.gif
From: etools Sent: Wed 10/14/201512:15 PM

Tor Park, Igae (Contractor)
[
Subject  Request for Deletion of Attachment

Y

The following Property Loss case has an attachment that was requested to be removed:

Case Number: S3306A150161
Primary CAGE: 50027
Property Loss Location CAGE: 11111

Property Administrator Assigned to Case: Daniel Grimes
Attachment: ATC.PNG

To view this case, diick the following link to view your work: Workload <http://dj2e
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Property Loss 3.2

Welcome

Contact Information Case
This page allows users to manage contractor information for a specific case. No.
E-Mail
Last
Name

Title  Select One -

 add contact | X fiiter

m—m_ PhoneNumber | EMail____________ [ nNotes ]

Contract Manager Suzy Creamcheese 888-888-8888 suzy.creamcheese.ctr@dcma.mil Test
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Property Loss 3.2 k

Add Contact Information
This page allows the user to add contact information of a user.

Contact Details

Case Number
DRAFT

“E-Mail suzy creamcheese cr@dcma mil find
Phone Number  ggg.835-6888
Title Contract Manager -

Notes  Test

First Name

Last Name

Suzy

Creamcheese
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Welcome

Edit Contact Case Number
This page allows the user to edit contact information of a user. DRAFT

Edit Contact

*E-Mail suzy creamcheese clr@doma mil find FirstName  guzy
Phone Number  gg3 838-8888 Last Name Croamaeass)
Title Contract Manager -





image48.jpg
Property Loss 3.2

Edit Case e
This page allows users to edit a case. DRAFT
Status DRAFT PAEMail
Daeormadet [ e —
o @ Mail
Date Closed Date
Established
Date Reopened Date of
Relief
Letter
“Contract Number  FAB303-04-D-8651 “case Type
Prime CAGE Code  2M222 *Property  [DHHS - Depariment of Health and Human Services V]
Owner
o e Mg en O
Location CAGE Code: e o~ O
] — B ow O
e © ® ©
*Contractual Contracs rir o June, 2007
Coverage: ® [R-52245-1 Propery Records
(Selctone o
these Coveraze
Bxeed o Conract
ose)
Contracs post s, 2007
o v
Remarks
"Property Types O special Test Equipment ~ [ISpecial Tooling  [JEquipment

"Contractor Narrative  [zast

lLnks  Prvacy FOIA  Ac




image49.jpeg
Property Loss 3.2

Edit Case Case Number
This page allows users to edit a case. M67008110006
Status REJECTED PAE-Mail iost elsa. acevedo@usme.mil ]
= ] Mail
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Letter
"Contract Number FA8903-02-2-8681 Total
Processing
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This page allows users to edit a case. 522064110127
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] Message from webpage — O ves
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elools Property Loss 3.2 .

Welcome

Home | My Work | Search | Administration | Reports

View Case Case Number
This page allows users to view detailed information of a selected case. DRAFT

[EEYE=T50 | Documents | Contacts submit to PA | reassign | & edit | @ delete
Case Status DRAFT PA E-Mail

Date Of Incident 04 FEB 2010 ACO E-Mail
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Welcome
Home | MyWork | Search | Reports

'w Case

This page allows users to view detailed information of a selected case.

| Documents | Contacts

HELP| FEEDBACK| EXIT

NS
Property Loss 3.2

Case Number
N62786150075

reject | reassign | relieve | find liable | & edit

Case Status INVESTIGATING
Date Of Inident 11 Oct 2013

PA E-Mail test

ACO E-Mail SRR SRR
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Welcome

HELP| FEEDBACK| EXIT

Property Loss 3.2

Reason for Rejection
This page allows Property Administrators to Reject a Case.

Confirmation
T0:

cc:

“Narrative
Explanation

Case Number
N62786150075

Darin Stevens@dcma mil

Larry Tate@dcma mil

Please provide a more detailed explanation as to how you 10st his property.|

Send ] Cancel
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From: etools

/ednesday, October 14, 201511:40 AM
nkuratr, Pratyusha (Contractor)

ark, Ikjae (Contractor); Das, Ponkos (Contractor)
Subject: Property Loss Case #53306A150162 Rejected

‘The following Property Loss case has been rejected:

Case Number: S3306A150162
Primary CAGE: 50027
Property Loss Location CAGE: 22323
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Reopen Request Case Number
(No editing possible, except in the resulting E-Mail). S0513A110001

Reopen Case Jfe T T cTI )

Case Status CLOSED Date Established 20 Aug 2011

Date Of Incident 18 Aug 2011 Decision LIABLE

Contract No DAAH23-03-D-0068 Case Type Lost.

CAGE Code 59211 - PARKER-HANNIFIN CORPORATION Property Owner DOD - Department of Defense.
Contractual Coverage R~ 52.245-1 Property Records Low Value Property

Total Government Portion $0.00 Flight Risk No

Total Contractor Portion $0.00 Total Acquisition Value  $400.00

Property Types (| special Tooling | |Plant Equipment [ |Special Test Equipment [ Material | |Agency Peculiar Property | Real Property

Contractor Narrative Property is missing.

s Train [EEpE—
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(No editing possible, except in the resulting E-Mail).
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J( cancel |
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© This message was converted to plain text,

From: etools Sent: Wed 10/14/2015 6:11 PM
To: Park, igae (Contractor)
e
Subject: _ Property Loss Case #53306A150164 Reopened
‘The following Property Loss case has been reopened: £

Case Number: S3306A150164.
Primary CAGE: 50027
Property Loss Location CAGE: 11111

To view this case, diick the following link to view your work: Workload
<http://dj2ee.dcma.mil/itdd/jsp/myWork.jsf>
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My Work Page
This page allows you to manage your workload.

Active Cases | Inactive cases create case

-m!- ContractNumber | _____PAEMail | Date Established Contractor Reference Number | status |
FA8814-12-F-0002 Draft

/ FA8814-12-F-0002 TEST.BGD0374@dcma.mil Draft
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Welcome

Property Loss Search
Enter the desired Case Number, Contract Number, CAGE, and/or Prop Admin Code in the text box provided.

Case Number
Contract Number

Contractor Reference Number

PA E-Mail

Q
Prime CAGE Code Q
Property Loss Location CAGE Q
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Include Closed Cases?
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Welcome Property Loss 3.2

Search Results
This page displays a list of Cases matching search parameters.

Found Cases O\ search again
Property Loss
CMO Da Contra Primary L tion CAGE
ion C Num| Cod tabl Numbe PA E-Mail CAGE Cod Statu:

view S$2206A060081 DB 20 Oct 2006  N00019-99-C- TEST.DC10110@DCMA.MIL 99207 99207 Pending
1175

view YL 30 Jul 2007 N00019-84-C- 76301 76301 Draft
0270

view ES 01 Aug 2007  N00019-07-D- 78286 78286 Draft
0004

view ED 07 Aug 2007  N00019-99-C- 99207 99207 Draft
1175

view LD 20 Aug 2007  FA9451-05-C- 0AMCO 0AMCO Draft
0257

view wv 21 Aug 2007  N00383-04-D- 1QPG2 1QPG2 Draft
028N

view S0514A071001 NF 30 Aug 2007  DAAHO01-02-C- TEST.ZDCMA55@DCMA.MIL 0ZK16 0ZKJ6 Rejected
0031

view SG 06 Sep 2007  N00019-04-C- 70272 70272 Draft
0133

view YR 06 Sep 2007  WS8RGZ-04-G- 6U666 6U666 Draft
0023 /0001

view AS 06 Sep 2007  F09603-01-D- 1wWQx4 1wWQx4 Draft
0207

0 ED 1-100f2080 -
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“This page allows users to edit a case.
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Sent:  Wed 10/14/2015 6:10 PM.

From: g;mwgﬁr

To:
o o K31 o
subject p.upeny e Assignment

Y&

Property Loss eTools: Case Number S3306A150164 has been assigned to Terry Anderson

DCMA wants your feedback. Please complete a survey at http://pubapp.dcma.mil/CustSat/main.jsp to help us
better support your needs.
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\'eTools

Welcome

HELP| FEEDBACK| EXIT

Property Loss 3.2

This page allows the user to reassign a specific case to another user.

Case Number

*New Property
Administrator E-Mail

Reassign Comments

polly pennypacker@dcma.mil

Type Reassign Comments here.

Reassign
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From: etools.
Sent: Wednesday, October 14, 2015 8:13 AM
To: Manger, Phil

Subject: Property Loss Case(s) - Reassigned

Phil Manger has reassigned one or more cases from Phylis Cokley to Terry Anderson. To view reassigned cases,
please access the Property Loss eTool: Launch Property Loss <http://ej2ee.dcma.mil/itdd/jsp/home.jsf>
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From: etools.
To: Park, Igae (Contractor)

e

Subject:  Case has been reassigned

‘The following Property Loss case has been reassigned:

Case Number: S3916A154270
Primary CAGE: 381R2
Property Loss Location CAGE: 97499

To view this case, diick the following link to view your work: Workload
<http://dj2ee.dema.mil/ltdd/jsp/myWork jsf>

Sent:  Wed 10/14/2015 6:43 PM

st




image73.jpg
Property Loss 3.2

Relieve Case e
This page allows users to create a relieve letter. 522064110127

Relieve Details

Case Status REOPENED ACO E-Mail
Date Of Incident 11 Aug 2015 Date Established 11 Aug 2015
Contract Number FABB14-12-F-0002 Decision OTHER
Primary CAGE Code 4A457 - TASC, INC. Case Type Damaged
Property Loss Location 76283 Property Owner. USA - US Army.
CAGE Code
Contractor Reference A ‘Wartime Loss.
Number
Contractual Coverage D - DFARS 252.228-7001 Ground and Flight Risk Flight Risk No
Total Acquisition Value  $700.00 Total Contractor Portion $50.00

Total Government $50.00

Portion

Email [Ronald Beaudoin Das BJ
Body |Tasc, Tc.
100 BRICKSTONE SQUARE
|ANDOVER, 1A 01810

Subject: Property Loss Case S2206A110127

TASC, INC. is hereby granted relief of stevardship responsibility and liability in accordance with Federal Acquisition Regulation (FAR) 45.105(d) and |
clause 52.245-1(f) (1) (vii) for the loss of Government property (as defined in FAR 45.101 and 52.245-1) reported in the above-reference Property Loss C
under contract number FASS14-12-F-0002 (sse attachment). This grant of relief is based on a Teview of the facts and circumstances surrounding the loss
applicable contract terms and condizions.

D s document

Action

Testoe 11 Aug 2015

(| TR 1)
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Relieve Case

This page allows users to relieve a selected case.

Relieve Details
Case Status

Date Of Incident
Contract Number
Primary CAGE Code
Property Loss Location
CAGE Code
Contractor Reference
Number

REOPENED
11 Aug 2015
FABB14-12-F-0002
4Ad57 - TASC, INC.
76283

A

ACO E-Mail
Date Established
Decision

Case Type
Property Owner.

Wartime Loss

Case Number
522064110127

11 Aug 2015
OTHER
Damaged

USA - US Army.

"Date Relieved

Contractor Narrative.

17 Aug 2015 =

Contractual Coverage D - DFARS 252.228-7001 Ground and Flight Risk Flight Risk No

Total Acquisition Value  $700.00 Total Contractor Portion $50.00
Total Government $50.00
Portion

Remarks

Property Types Material Special Test Equipment Special Tooling I equipment

“Status Of System Approved V]

Er————
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Property Loss 3.2

E-Mail Notification

Case Number

This page allows users to create a email notification. 522064110127

| Email Details ]

T [t Ronald Beaudoing]

cc

Subject: [Liabilty Relief Letier

Message: [Ronald Beaudoin Das B0 ]
TAsC, INC. A
100 BRICKSTONE SQUARE
ANDOVER, MA 01610

Subject: Property Loss Case S2206A110127

TASC, INC. is hereby granted relief of stewardship responsibility and liability in accordance with Federal Acguisition Regulation (FAR) 45.105(d) and FAR
ause 52.245-1(f) (1) (vii) for the loss of Government property (as defined in FAR 45.101 and 52.245-1) reported in the above-reference Property Loss Case

under contract nusber FA3314-12-F-0002 (see attachment). This grant of relief is based on 2 review of the facts and circumstances surrounding the loss and
applicable contract terms and conditions.
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