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FOREWORD

This document is intended to guide the use of the various search tools provided for Product
Quality Deficiency Reports (PQDR) in PDREP.

Refer to the appropriate PQDR instructions and manuals for information about DoD PQDR
program requirements.

REFERENCES:
a. DLAI 4155.24
b. SECNAVINST 4855.3B
c. SECNAVINST 4855.5A

d. DoDD 5000.2

e. NAVSO P3683B
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INTRODUCTION

The PQDR Attachment is the designated Service or Agency that allows the user to attach
all necessary documentation this needed of the PQDR.

The PDREP application is accessible via the Product Data Reporting and Evaluation
Program home page: https://www.pdrep.csd.disa.mil/

First time PDREP users will need to submit a User Access request form, available on the
NSLC home page. Click on User Access Request Form to download the form. Follow the
directions on the form to submit the request for access to PDREP.

Requests for changes or improvement to any of the PDREP applications or NSLC
Detachment Portsmouth home page should be submitted to:

Online in the PDREP Application
If you're already a PDREP User, log on to PDREP: https://www.pdrep.csd.disa.mil/

Click on the Feedback link at the top of the home page. The Customer Service Request
(Feedback) form will open. Instructions for completion are located at the top of the form.

Customer Support Desk
Commercial Phone: (207) 438-1690 / DSN 684-1690
FAX: (207) 438-6535, DSN 684-6535

Mailing Address
Naval Sea Logistics Center Portsmouth
Bldg. 153, 2nd Floor
Portsmouth Naval Shipyard
Portsmouth, NH 03804-5000
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https://www.pdrep.csd.disa.mil/pdrep_files/accessforms/useraccess.htm

1 LOGGING ON TO PDREP

f. Access the PDREP application from the NSLC Detachment Portsmouth’s Home
page: https://www.pdrep.csd.disa.mil.

g. On the left hand column under PDREP ACCESS click on PDREP Logon.

E Product Data Reporting and Evaluation Program - Microsoft Internet Explorer provided by NMCI

@@ = | & htpsijjwmn.porep.csd.disa.milf

File Edit Wiew Favoribes Tools  Help

b o [ & Product Data Reporting and Evaluation Pragram

‘NavalSed LogisticsCerls

Home
Information Product Data Reporting and Evaluation Program

Contact US
o The Product Data Reporting and Evaluation Program (PDREP] is the Department of the Navy program that supports req)
PDREP Objectives Code of Federal Regulations (CFR) Federal Acquisition Regulations (FAR), Defense Federal Acquisition Regulation Suppld
Program Brochures first time quality and on-time delivery of materials for both critical and non-critical applications. PDREP promotes contin
-] overall cost savings to DoD and the Navy.
Quality Seminars

Related Links The program is spensored by the Office of the Assistant Secretary of the Navy ASN(RD&A) and is the designated Secret;
e the Navy (Expeditionary Programs and Logistics Management DASN(ELM) is the primary office of responsibility and shall
PDREP Access (SEA 04P) is the PDREP Functional Manager. Maval Sea Logistics Center Detachment Portsmouth is the Deputy Functiol

Secretary of the Navy Instruction (4855.3) is the foundation of the PDREP program. The SECNAV instruction establishe:
Automated Information System (AIS) is the single authorized Department of the Navy (DON) database used to record,

deficiencies (Product Quality Deficiency Reports -PQDR), discrepandies (Supply Discrepancy Reports - SDR), Receipt Insp
Supplier Audits, Supplier Survey Data, Non-Conforming Materials, Premature Material Failures, Naval Bulletins, Special g
storage and retrieval of multiple record types displaying supplier product and performance information. PDREP AIS is th

PDREF runctionality
Reporting Tools Reporting. The PDREP AIS is IUID compliant providing automated data retrieval from the IUID registry for easier reporti

Retrieval Tools PDREP has the capability to provide a wide selection of standard reports, management reports and custom metrics for |

Search Capabilities specifically by the individual user. PDREP is the link between the men and women in the field and the support agencies|

Reports

Figure 1.1

h. The Log-on screen (Figure 1.2) displays.

Product Data Reporting and Evaluation Program {PDREP)

Welcome to the Product Data Reporting and Evaluation Program Automated
Infarmation System (FDREP AIS). Access to this system is restricted to
authorized users and will require the user to read and agree to the DoD warning
and consent priorto accessing the system.

To logan to the PDREF AlS, select the appropriate access hased on your
function.

Ifyou need assistance, please contactthe PDREP Help Desk at Phone (207
438-1690 Email Technical Support

DoD Logon Contractor Logon Federal Logon

Figure 1.2

i. DoD personnel possessing Common Access Cards (CAC) should click DoD Logon.
The Warning and Consent Banner (Figure 1.3) displays.
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https://www.pdrep.csd.disa.mil/

DOD WARNING AND CONSENT BANNER |

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use anly.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law
enfarcement (LE), and counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this IS.

- Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception,
and search, and may be disclosed or used for any USG authorized purpose.

- This 1S includes security measures (e.g., authentication and access controls) to protect USG interests--naot for
your personal benefit or privacy.

- Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or
maonitoring of the content of privileged communications, or work product, related to personal representation or
services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product
are private and confidential. See User Agreement for details.

Select Accept or Decline to continue.

O Accept O Dedine

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.5, Build Date : 05/20/2011
Phone : (207) 438-1690 Email Technical Support
Wednesday, 17t August, 2011

Figure 1.3
J.  Click the Accept button or access will be denied.

k. The system will then prompt you to verify your identity from your CAC, or other
DoD-issued Public Key Infrastructure (PKI) credentials as shown in Figure 1.4

Choose a digital certificate

Identification

g

' The website wou wank to view requests identification,
Please choose a certificate.

Marne Issuer

SULPTZICL AMTHOMY, .. DOD Ch-24
SULPIZIC, AMTHOMY ... DoOD EMAIL CA-24

[ More Info... ] ['-.-'iew CertiFicate...]

[ (9] 4 H Cancel ]

Figure 1.4

. If more than one certificate is shown, most users should choose the non e-mail
certificate. After selecting the correct certificate, click the OK button to continue
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logging into the system. If you have difficulty with a certificate and have more than
one available, please try the other certificates before contacting the PDREP
Customer Support Desk.

m. In the PDREP Government Login screen that follows (Figure 1.5), enter your User
ID and click the Login button.

PDREP Government Login

Instructions
1. Enter User ID.
2, Click Login

User ID: I

POREP NAWSEALODGCZEMDET PORTSMOUTH, MH, “ersion : 5.0.00079, Build Date : 08,/22/20082
Phone ; (207) 432-1690 Email Technical Support

Figure 1.5

n. After successfully logging in, the PDREP Main Menu (Figure 1.6) will display.
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Home » Feedback « Links » User Profile « PDREP Manuals User: TEST PLAN = |ogout

Product Data Reporting and Evaluation Program (PDREP
DEFICIENCY MODULES %

Ad-Hoc Report
NAVSUP 874 Reports
NAVSUP Level 1 Reports

DATA ENTRY Special Reports
Contract Award Data NASA Reports
Eeedback
Material Inspection Recard Contractor Profile
Special Quality Data DLA Contractor Summary
Survey Feedback Status
Test Material Profile
MIR L1/SS Quarter
Download MIR Report

PQDR Statistics
Batch Updgte Q ¥
Batch Update PODR Summar

PDREP SEARCH SDR Ouarterl
Exhibit Search NSEP PROGRAMS

GIDEP Search Corrective Action Request

PODR Search Facility Surveillance Inspection Plan
SAP Search QALI/LOD

SDR Search

Search OHER PROGRAMS

UII Search Ship CSI Program

View Records HEDRS Program

Level 1/SubSafe

Supplier Audit Program
ADMIN (Internal

Site Admin (Internal)

PDREP MAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support

Monday, 9th April, 2012

Figure 1.6
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2 PQDR ATTACHMENT

Once you have logged in the PDREP Home page (Figure 1.6) will display. You may not
see all of the options listed below depending on your level of access.

a. Under “Deficiency Modules” toward the upper left portion of the screen, click
“Product Quality Deficiency Report” (PQDR). The Worklist screen will display.

Home » Feedback » Links » User Profile « PDREP Manuals User: TEST PLAN + logout

PODR Worklist | Create New PODR | PQDR Search | PODR Clone | PODR Analysis Tool

Instructions

1. Select Show Worklist for

2. Select Status faor the PQDR list

3. Enter DODAAC and/or User Code.

4. Add additional information as required to reduce the Worklist result set.
For additional help

Show Worklist For: | ORIGINATCR D Status: | CURRENT WORKLIST D
From Date: |(04/10/200% [E=ik To Date: |04/10/2012 =y
DODAAC: | TPLAND User Code: | TPLAN
Sort: | RECEIVED DATE - ASC D Organization Code:

Display Worklist

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Tuesday, 10t April, 2012

Figure 2.1

b. Using your Worklist or PQDR search, select the RCN that you want to add an
attachment, by. The Data Entry base page will display (Figure 2.2).

Home » Feedback » Links » User Profile « PDREP Manuals User: TEST PLAN « |ogout

PODR Worklist | Create New PQDR | PODR Search | PODR Clone | PODR Analvsis Tool

CHOOSE LEVEL Originator Point Data Entry
Originator

Taenine Eunt RCN: TPLANO-10-7329 NSN: 9B2530009732355
Action Point Category: CATEGORY II Status: DRAFT
Suppet “eint Location of PQDR: ORIGINATOR
QUICK VIEWS Origination Point - Editable Fields
v SF-368 (HTML) (You may enter Origination Data using the 5F-368 block order)

iew SF-368 (PDF) Blocks 1- 21

View/Add Motes or Reference Briefs
Force PODR Promotion

ATTACHMENTS Force P QR Promotion

wiew/Upload Files ( 0) Add Additional Information

EXHIBIT TRACKING

Exchibit Tracking Correspondence

Choose an opfion when you have completed entering in your data
Assign Myself (TPLAN ) a5 Screening Point

Process as Local Purchase PODR

USER INFORMATION
User Profile

Releasa PQDR
Forward to Screening Point

Send Message To
Supervisor | Other

Session Tracking: TPLANO107329

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : {207) 438-1620 Email Technical Support
Manday, 9t April, 2012

Figure 2.2
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c. Once you have selected your record, click on “view/upload files” under
“Attachments”, located on the left side of screen. The Upload Attachment screen

(Figure 2.3) displays.

Note:

Next to the “view /upload files” you will see a number in parentheses *“()”, this shows
the number of attachments in the record.

Home » Feedback » Links « User Profile « POREP Manuals User: TEST PLAN » logout

Upload Attachment Listing

Instructions

1. The listing displays attachments for the existing KeyInfao.
2. Click Add Attachment te 2dd new attachment.

2. Click Delete to delete the attachment.

4, Click Cancel to return te the previcus screen

Application Module: QCR
Key Info: TPLANO107329

D File Name Added Date
Mo Attachments

’ Add Attachment ] [Return]

PODREP NAVSEALOGCZENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Monday, 9th April, 2012

Figure 2.3
d. Clicking the Cancel button will bring you back to the previous screen.

e. Click the “Add Attachment” button at the bottom of the page. The Upload
Attachment page (Figure 2.4) displays.
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Home = Feedback » Links » User Profile « PDREP Manuals User: TEST PLAN » logout

Unclassified Naval Nuclear Propulsion Information {(U-NMPI/MOFORN) is NOT authorized.

RCN: TPLAND-10-7329 NSN: 9B2530009732355
Location of PQDR: ORIGINATOR

View: SF-368 (HTML) SF-368 (PDF)

Upload Attachment

Instructions

(M) denotes a mandatory field

1. Click Browse.. to select the file to upload. (Max file size is 10 Megabytes)

2. Enter the Short Name for Attachment.

3. Enter =z Brief Description.

4. Click Upload Attachment to 2dd the attachment to the PDREE.

5. Click Reset to clear Name and Description data entry fields.

Warning:

Documents that are uploaded may be manipulated and improperly used unless they
are designated 'Read-Only'. Procedure to make your M5-Weord documents 'Read-Only":
(1) Open document in M5-Waord

(2) Choose 'Options' frem the Tools menu

(3) Click the Save tab

(4] Enter 2 'Password to Medify'

(5) Click oK

Note: Document may be opened as Read Only by clicking the 'Read-Only' button when
prompted upon cpening.

(M) File to Upload: (ipg,gif, bmp,doc,docx txt, pdf xls,xlsx,tif, png)
(M) Short Name for
Attachment:

(M) Brief Description (Max 500
chars):

’ Upload Attachment ] ’ Reset]

PDREP MAWSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Monday, 2t April, 2012

Figure 2.4

f. Click the “Browse...” button to open your computer browser. Locate the file that
you want to attach and select it. The file name will be reflected in the “File to
Upload” field.

Note:

Maximum file size is 10 Megabytes. Only jpg, gif, bmp, doc, docx, txt, pdf, xIs, xIsx,
tif and png files are allowed.

Do not attach NOFORN or U-NNPI files

g. Create a short name for the attachment and add a brief description. Click on
“upload attachment”.

h. Reset will clear name and description data fields.
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Warning:

Documents that are attached may be manipulated and improperly used unless they
are designated as “Read-Only”.

The following steps will make your MS-Word documents “Read-Only”.
1. Open document in MS-Word
2. Choose “options” from the Tool menu
3. Click the Save tab
4. Enter a “Password to Modify”

5. Click OK

Note:

Document may be opened as Read-Only by clicking the “Read-Only”” button when
prompted to.

i. The following screen will display, stating that your attachment was uploaded
successfully; click Continue.

Home » Feedback « Links « User Profile « PDREP Manuals User: TEST PLAN « logout

PDREP Message

Application Module QLR
Key Info  TPLAMNO107329
Message  Attachment uploaded successfully

Coonn)

POREP NAVSEALOGCZENDET PORTSMOUTH, NH. Wersion : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Monday, 9th April, 2012

Figure 2.5

Page 10 of 11



Home » Feedback » Links » User Profile « PDREP Manuals User: TEST PLAN » |ogout

Upload Attachment Listing

Instructions

1. The listing displays attachments for the existing KeyInfo.
2. Click Add Attachment to =dd new attachment.

3. Click Delete to delete the attachment.

4. Click Cancel to return to the previcus screen

Application Module: QDR
Key Info: TPLANO107329

File Name File Description Comments Added Date Uploaded By Delete Attachment?
Wintering  |iluk likh 04/09/2012 TPLAN
Add Aftachment l [ Return l

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support

Monday, ofh April, 2012

Figure 2.6
j. You will now see your attachment listed.
k. Information displayed in the interface includes:
1. Application module: Which PDREP module you are currently using.
2. Key Info: The RCN of the record that you are in.
3. File Name: Name of the file you attached.
4. File Description: The “short name” of the file you attached.
5. Comments: The “description of file” you attached.
6. Added Date: Date the file was attached.
7. Uploaded by: The user who uploaded file.

8. Delete attachment: This option is only shown for the person who attached
the file. The only person who can delete a file is the person who attached it.

9. Add attachment: click to add another attachment.

10. Cancel: will bring you back to the data entry page.
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3 SUMMARY

This concludes the instructions for adding an attachment file to a PQDR record in PDREP.
For instructions on other PDREP and PQDR processes please consult the other documents
provided in this series. The PDREP Customer Support Desk is available to answer
additional questions or to assist in data changes or exception processing and can be
contacted as follows:

E-Mail:  webptsmh@navy.mil

Commercial: (207) 438-1690
DSN: 684-1690
Fax: (207) 438-6535
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