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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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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.   

 

Figure 1.1 

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

 

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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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 

 

Figure 1.4 

l. 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.   

 

Figure 1.5 

n. After successfully logging in, the PDREP Main Menu (Figure 1.6) will display. 
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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. 

 

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). 

 

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. 

 

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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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, xls, xlsx, 
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. 

 

 

Figure 2.5 
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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 

mailto:webptsmh@navy.mil
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