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FOREWORD 
 
 
This guide does not replace or amend any Department of Defense (DoD) instructions, 
regulations, and/or policies.  Its purpose is to assist users with Product Data Reporting and 
Evaluation Program (PDREP) – Automated Information System (AIS) functionalities in 
submitting Material Inspection Reports (MIR), Product Quality Deficiency Reports 
(PQDR), and Supply Discrepancy Reports (SDR).  PDREP applications are designed to 
work in concert with existing DoD policy and processes.  Proper use of the PDREP – 
Automated Information System should facilitate compliance with DoD and component 
service policy. 

 

 
REFERENCES: 

 
a.   DoDD 5000.2 

b.   DLAR 4155.24 

c.   DLAR 4140.55 

d.   SECNAVINST 4855.3B 
 

e.   NAVSO P3683 
 

f. SECNAVINST 4355.18A 



Page 2 of 50 
 

 

INTRODUCTION 
 

This document is intended to guide DoD personnel in the use of the Easy Product Data Reporting 
(EZ PDR) system for the process of submitting new MIRs, PQDRs, and SDRs. 

 

There are two methods of submitting a MIR, PQDR, or SDR: 
• The Easy Product Data Reporting (EZPDR) application allows personnel to submit 

MIRs, PQDRs and SDRs without having a PDREP account or User ID.  Personnel can 
also monitor the progress of their submitted records.  The EZPDR application is 
accessible at https://pdrep.csd.disa.mil/pdrep/ezdr.  A Common Access Card (CAC) or 
DoD approved public key (PKI) certificate is required to access the EZPDR website. 

• Personnel may also apply for a PDREP-AIS user account enabling them to submit and 
manage MIRs, PQDRs, and SDRs directly in the PDREP-AIS.  Access to the PDREP- 
AIS allows additional functionalities for the user to track MIR, PQDR, and SDRs as they 
are processed including enhanced auto-fill, lookup options, data validation, metrics, 
reports, search functions, and notifications.  . 

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

 
First time PDREP-AIS 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 the PDREP-ADHOC application 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 

https://pdrep.csd.disa.mil/pdrep/ezdr
http://www.pdrep.csd.disa.mil/
https://www.pdrep.csd.disa.mil/pdrep_files/accessforms/useraccess.htm
http://www.pdrep.csd.disa.mil/
http://www.pdrep.csd.disa.mil/
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1 LOGGING ON TO EZ PDR 
 

a.   Access the EZPDR application from PDREP’s  Home page: 
https://www.pdrep.csd.disa.mil. 

 

b.   On the left hand column under PDREP ACCESS click on EZ PDR Logon (Figure 1.1). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1.1 
 

c.   A message box will display requesting a digital certificate be selected (Figure 1.2). 
 

 
 

Figure 1.2 

https://www.pdrep.csd.disa.mil/
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d.   Highlight the certificate to use and click the Ok button. 
 
e.   The DOD Warning and Consent Banner display (Figure 1.3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
g.   The Ez Product Data Reporting (EzPDR Home) screen displays (Figure 1.4). 

 

 
 

Figure 1.4 
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2  VIEW STATUS OF RECORDS 
 
2.1  VIEWING PQDRs 

 

To view the status of records you previously entered, click on the View Status tab, you’re now 
on the EZPDR Worklist page.  See Figure 2.1.  To access other agencies PQDRs you’ll need a 
PDREP account and be granted access to PQDRs. 

 

 
 

Figure 2.1 
 

a.   Under the PQDRs Submitted heading there are six columns: 
 

1.   Submitted - The date the PQDR was created. 
 

2.   RCN - This is the PQDR’s unique record control number.  Clicking a link in this 
column permits the user to complete submission of draft PQDRs.  See Section 3 to 
complete submission of the PQDR. 

 
3.   Status - The status column displays the current PDREP status code on the PQDR. 

 
4.   View SF368 - The PDF link provides a link to the current SF368 for viewing, 

printing, or downloads. 
 

5.   History and Correspondence – Provides a History link to the PDREP history for the 
processing of the PQDR.  If the history displays NONE, then the screening point has 
not yet accepted or rejected the PQDR into the PDREP-AIS yet. 
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6.   Delete - For draft PQDRs only, the Delete link permits the user to remove 
unnecessary PQDRs from their list when they have not been submitted yet. 

 
b.   Using the Status and History you are able to monitor progress of PQDRs, for example: 

 
1.   A PQDR with a status of “Draft” indicates PQDR waiting for the user to complete the 

submission process will not have a History link until the pre-screener has accepted or 
rejected the submission. 

 
2.   An “Active” PQDR that has just been submitted into the system, with “NONE” 

displayed in the History & Correspondence column indicating the record is awaiting 
the screener to accept or reject the record into the PQDR system. 

 
3.   An “Active” PQDR that’s been accepted will display a History link.  The link is in 

the History & Correspondence column. 
 

4.   A "Rejected" PQDR occurs when the screening point determines that the PQDR 
should not have been submitted.  Reasons for rejection may vary greatly.  Click the 
History link to view correspondence for rejection.  For a full explanation of the 
rejection contact the screening point listed on the PQDR. 

 

 
 

Figure 2.2 
 
c.   The history page displays points of contact and a timeline of significant events in the life 

of the PQDR.  To view the history of a PQDR, click on the History link in the History 
and Correspondence column.  The history shows correspondence and actions between 
PQDR processing points and can help you determine if the investigation is active or if 
more information is being requested from you by someone in the PQDR process.  Figure 
2.2 shows a typical PDREP history with an entry for the initial submission via EZPDR 
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(aka Globally Accessible Deficiency Reporting System or GADROS) and the acceptance 
by the screening point.  Click the Cancel button to go back to the previous page. 

 
d.   Clicking the PDF link retrieves a copy of the current SF368.  Figure 2.3 is a sample of the 

top of a SF368. 
 

 
 

Figure 2.3 
 

e.   To delete a draft PQDR that you have no plans of actually submitting for any reason, 
click on the Delete link and a pop up will display to confirm deletion.  Clicking OK will 
delete the draft PQDR and remove it from the list.  Clicking Cancel will stop the deletion 
process.  Refer to Figure 2.4. 

 

 
 

Figure 2.4 
 
2.2  VIEW SDRs 

 
a.   To view the status of SDR records you previously entered via EZPDR, click on the View 

Status tab in Figure 2.5.  You’re now on the EZPDR Worklist page.  Please note that in 
order to view SDRs submitted by other agencies you’ll need to get a PDREP account, 
request access to SDRs, and log in to PDREP. 

 
b.   Under the SDRs Submitted heading there are six columns: 

 
1.   Submitted - The date the SDR was created. 

 
2.   RCN - This is the SDR’s unique record control number.  Clicking a link in this 

column permits the user to complete submission of draft SDRs.  See Section 3 to 
complete submission of the SDR. 

 
3.   Status - The status column displays the current PDREP status code on the SDR. 

 
4.   View SF364 - The Front / Back links provides a link to the current SF364 for viewing 

or printing. 
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5.   History and Correspondence - Provides a History link to the PDREP history for the 
processing of the SDR.  If the history displays NONE, then the screening point has 
not yet accepted or rejected the SDR into the PDREP-AIS. 

 
6.   Delete - For SDRs in Draft status only, the Delete link permits the user to remove 

SDRs from their work list if they have not been submitted. 
 

 
 

Figure 2.5 
 

c.   Using the Status and History enables you to monitor progress of SDRs, for example: 
 

1.   An SDR with a status of “Draft” indicates that the SDR is waiting for the user to 
complete the submission process.  The SDR will not have a History link until the 
record is submitted and pre-screener has accepted or rejected the submission. 

 
2.   An SDR with a status of “Prescreening” indicates the SDR that has just been 

submitted into the system, with “NONE” displayed in the History & Correspondence 
column indicating the record is awaiting the screener to accept the record into the 
SDR system or reject it. 

 
3.   An SDR with a status of “Active” indicates that the SDR has been accepted into the 

SDR system and displays a History link. 
 

4.   A Closed SDR is an SDR that has had a reply from the action point, considered 
resolved, and is no longer being investigated. 
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5.   A "Rejected" SDR occurs when the screening point determines that the SDR should 
not have been submitted.  Reasons for rejection may vary greatly.  Click the History 
link to view correspondence for rejection.  For a full explanation of the rejection, 
contact the screening point listed on the SDR. 

 
d.   The history page displays points of contact and a timeline of significant events in the life 

of the SDR.  To view the history of a SDR, click on the History link in the History and 
Correspondence column.  The history shows correspondence and actions between SDR 
processing points and can help determine if the investigation is progressing or if more 
information is being requested from you by someone in the SDR process. 

 

 
 

Figure 2.6 
 

e.   In Figure 2.5, to view the front side of the SF364 (Originator’s information) click Front. 
To view the back side of the SF364 (Action Point information) click Back.  A view of the 
SF364 will be presented as in Figure 2.7. 

 

 
 

Figure 2.7 
 
f. To delete a draft SDR that you have no longer have plans of actually submitting, click the 

Delete link in the row of the SDR you’d like to delete.  See Figure 2.5.  A pop-up 
window will prompt you to confirm deletion.  Clicking OK will delete the draft SDR and 
remove it from the list.  Clicking Cancel will stop the deletion process.  Refer to Figure 
2.8. 
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Figure 2.8 
 
2.3  VIEW MIRs 

 

The primary purpose of the PDREP MIR application is to collect technical receipt inspection 
data to provide reports and metrics to management for analysis and action. 

 
a.   To view the status of records you previously entered, click on the View Status tab in 

Figure 2.5.  You’re now on the EZPDR Work List page.  To access MIRs submitted by 
other organizations you’ll need to get a PDREP account and log into PDREP. 

 

 
 

Figure 2.9 
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b.   To view MIRs previously entered, click on the View Status tab in Figure 2.9. You’re now 
on the EZPDR Worklist page. 

 
c.   Under the MIRs Submitted heading there are six columns: 

 
1.   Submitted - The date the MIR was submitted. 

 
2.   RCN -This is the MIR’s unique record control number.  Clicking a link in this column 

permits the user to complete submission of draft MIRs. 
 

3.   Status - The status column displays the current PDREP status of the MIR.  Status is 
either “DRAFT” for incomplete submissions or “ACTIVE” for completed 
submissions. 

 
4.   View MIR - The View link provides a view of the data stored in PDREP. 

 
5.   Create PQDR - Provides a Create link to begin creation of a new PQDR.  This is only 

available when there is a defect quantity greater than one on the MIR.  Clicking this 
link brings the user to the PQDR originator page shown in Figure 3.3 with data auto- 
populated directly from the MIR to PQDR.  Follow the PQDR submission 
instructions in section 3 to complete the PQDR submission. 

 
6.   Delete - The Delete link permits the user remove draft status MIRs. 

 
d.   To delete a draft MIR that you have no plans of submitting, click the Delete link in the 

row of the MIR you’d like to delete.  See Figure 2.10.  A pop-up window will prompt 
you to confirm deletion.  Clicking OK will delete the draft SDR and remove it from the 
list.  Clicking Cancel will stop the deletion process. 

 

 
 

Figure 2.10 
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3 CREATE AND SUBMIT A NEW PQDR IN EZPDR 
 
3.1  CREATE A NEW EZPQDR 

 
a.   To create a New EZPQDR, select the radial button for Product Quality Deficiency Report 

in Figure 3.1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3.1 
 

b.   Enter your DoDAAC, click the Continue button and the “Create New PQDR” form 
displays in EZ View (Figure 3.2). 

 

 
 

Figure 3.2 
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c.   Enter a record control number (RCN); the system suggests the next available RCN for 
your DoDAAC.  The RCN consists of your reporting activity DoDAAC, Year, and Serial 
Number.  These three fields are auto-filled, but can be changed.  As a reference, the last 
RCN used by the reporting activity and the individual are listed.  RCNs may only be used 
once.  Typically users start RCN serial numbering sequences with serial number 
‘0001’when there are no previous RCNs for the current year in PDREP. 

d.   Note:  An (M) by any data field indicates it is a mandatory field. 

e.   Clicking the yellow question mark next to any field displays information about the data 
field. 

 
f. Requisition Number is optional, but is highly suggested as it speeds up processing of 

your PQDR. Enter the 14 character Requisition Number and when the Requisition 
Number has a Suffix; enter the Suffix as the 15th character at the end of the Requisition 
Number.  The Requisition Number field also assists in auto-populating data on the 
PQDR. 

 
g.   FSC and NIIN fields are optional on this page; however, FSC is a mandatory field when 

completing the PQDR form.  The FSC and NIIN also assist in auto filling additional data 
fields in the PQDR in the event that the Requisition Number is unable to be located. 

 
h.   DoD Unique Item Identifier (UII) is an optional field.  Item unique identification is a DoD 

requirement that enables life cycle traceability.  All UIIs are maintained in the DoD’s 
Item Unique Identification (IUID) Registry Database which is external to PDREP. To add 
a UII, type, cut and paste (from another application on your computer), or scan 
the 2D barcode(s) of material being reported into the DoD Unique Item Identifier field. 
PDREP will verify the UII with the IUID Registry to ensure only valid UIIs are entered 
into the QDR and that other similar markings or barcodes cannot be entered. 

 
1.   To add a UII manually, select the “Manual Entry” radial button and enter the UII into 

the “DoD Unique Item Identifier” field, then click the “Add UII” button. 
 

2.   To add an UII using a scanner, select the “Scan Barcodes” radial button, and then 
scan the 2D barcodes on the material or associated supply documentation. 

 
3.   If the scanned UIIs are not contained in the DoD IUID Registry, the system will 

notify you and request you to correct or remove the incorrect UIIs. 
 

4.   There may be many barcodes on supply documentation, boxes, and material.  So it is 
quite possible to scan incorrect marks that are not UIIs.  This is why UII must be 
verified by PDREP prior to permitting them to be added to any PDREP record. 

 
i. Click the Create New PQDR button to create and auto-populate the new PQDR.  Note 

that PQDR will be auto-populated based on the Requisition Number, FSC-NIIN, and/or 
UII information provided.  Please be patient as the system verifies the UIIs and auto-fills 
the new record.  The Create New PQDR screen EZ View is pictured in Figure 3.3 and 
Figure 3.4. 
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1;4AA - :1 

Dc::::::::J D 

Create New Record I View Status I.... 
Instructions 
(M) denotes a mandatory fiel d 
1. Enter mandatory fields 
2.Enter op tionalfields,if information is known 
3.Correct format for Date Elements is MM/DD/ YYYY or use Calendar 
4.To save the record,click Save Draft 
5.To forward PQDR to a Screening Point,click Submit PQDR 
6.To cancel the process,click Cancel 
7.To access all available data entry fields,click Switch to Standard View 
8.Select ng underlni ed items willprovide help for that item 

 
[ Save Draft  II  Add/View Attachments lI  Submit PQDR    II Cancel I 

Switch to Standard View 

 
last Used RCtl for Activity  TPLAtiO : TPLA I0-129999 

 
(1)  category:  0 CAT I 0 CAT II 

 
Activity Year       S/ tl 

(11)  Report Coll troltlumber:     ITPLANO   1  --- 
 

(M)  Date 
05/15/2012 

(1•1)  1a. From 
SYSCOI :       IsO-UNKNOWN   

 
OODAAC: TPLANO Activity 
r..ame: TEST PLAN Address:

  123 ANY STREET 

Ctiy,State, Zip: PORT510UTH,NH 03801 

 
(11) lb.  Originator Ilame, Phone llumber & Email Add ress 

Teleohone 
tlan>e=--  -,Ftln•ber  --------E,n=•a=i=AI ==dd=res=s--------------------------, l 

P_ALI  
T_T_O_N_.R_E_BE_C_C_A._JA_N_E 

IIL IIL , 

 
(M) 3.    Descriotion Of Deficei ncy 

 
 
 
 

(1•1)  Defect Attribute Codes 
DO YOU SUSPECT TH S MATER EL TO BE COUNTERFEIT?     0 YES 0 NO 

3AN  EXPIRED SHELF-LIFE • ·FINAL INSPECTION 

1 5AF - GEM/GFE/GFP r----,----cc-=----,----,-----,----------.
 

'---_A_S_-_H_EAT_T_R_E_A_T .,= I  Add Defect Code 

 
(r1)  4.    Date Def cncy Was Discovered 

 
IDG/15/2012    I 

 
5.    Def cient Item f4ationalStock f4umber Cf4SfH 

COG    (1)FSC     tI 't-l'--------,  SMJC         
I I I  Lookup FSC 

 
(r1)  6.    Deftcient Item t4omenclature 

I  I 
 

(M)  t-1aterial   evelCode 

1 21-NOT APPLICABLE Ill 
 

 
IL  _jl(Specify hours,days,cycles,etc.) 

8.    Deftcient Item Part t4umber 

I  I 
9a.  fv anufacturer /Vendor CAGE Code 

 

c=J ILookup I 
D Vendors' CAGE Code (Pie.;ose check if CAGE Code belongs  to vndor) 

D Repair Faciltiy's CAGE Code (PI .;ose  che::k if CAGE  Code belongs to Rep.;oir F.;ocility) 

 
Figure3.3 
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9a. Manufacturer /Vendor CAGE Code 

I Lookup I 
D Vendol"">" CAGE Code (PI• •n c:h•ck if CAG E Cod• b•lono;;s to V•ndor) 
D Repair Fadity"s CAGE Code (PI...u d1• c:k if CAGE Cod• b•longs to R•p•ir F•cility) 

10. Quantity 
(M)a. b. 
0 l 10 

(M)c. d. 
0  0 

 
11. Serial Lot  or Batch ,umber Serialf  ot/Batch Tyoe 

<SELECT> 1,',1 
(f-1)  12. a.ltlmJ. 

<SELECT> 

Repairable  tem 

UNKNOWN ll:iJ 
 

b.pate MFRP/Repaired/Qverhauted MFRD/Repaired/OVerhauted 

<SELEC T> 

 
c.Last Repair Facility (CAGE or DoOAAC) 

Lookup DODMC      I I LookupcAGE 

 
13. a.Contract   umber  Delivery Order t4umber 

 
 

b. Reauistiion/Document !lumber 

c      -----=:J I  Auto F;ll  I 
 

c.Purchase Orderlumber 

 
 

(M) 14. Government Furn;shed Material 

N· No 

 
15. a.  tem Under Warrantv b.Warrantv ExpiraUon pate 

N· No 

 
16. End  Item EIC/WUC/TAMCtl 

 
 

17. a. 4ext Hic:Jher Assembtv 11514 
 

COG    FSC  rum  Sf-I C 

 
b. c. d. 

 
 

 
 

COG  FSC 14ID4 SM C 

L     -=:l 
b. c. d. 

 
 

19. Current Disposition of Defident Item <the Exhibit) 

H HOLDING EXHIBIT 

20. Location of DefiCient Material 
(OOOAAC/CAGE) 

 
 

 

 
MaterialReturn Address 

 
 

Store as Hazardous Material D 
 

21.  ActiOn Reauested 

<SELECT> 
 

(M) &olJ!i 

A -ACTIVE 

 

 
 
Save Draft  II   Add)View Attachments        II SubmitPOOR    ] [ Cancel I 

Switchto StandardView I 
 
 

PDREP NAVSEALOGCENDET PORT5t-10UTH,NH. Version : 5.0.8,Build Date  :03/09/2012 
Phone :(207) 438-1690 EmailTechnicalSupport 

Friday, 15th June,2012 
 

 
Figure 3.4 
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j. Click the Cancel button to return to the previous screen without saving any changes. 
 
3.2  ENTER DATA INTO THE PQDR 

 

Clicking the Switch to Standard View button places all available data entry fields on the user’s 
display (Figure 3.5, Figure 3.6, and Figure 3.7).  The button then changes its display to Switch to 
EZ View.  The Switch to EZ View button displays only the fields listed on the SF368 and any 
additional mandatory fields required by a service for PQDR submission.  Please remember that 
as  much info as possible should be submitted to assist PQDR personnel that receive the PQDR 
the best chance to process your PQDR without having to contact you at some later date for more 
information.  The default view is the EZ View. 

 

 
 

Figure 3.5 
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(1) 4.  Date Def iciency Was Discovered 
 

loGn s/2012     1 
 

5.   Deficient Item llational Stock !lumber Cllsrn 
SI•HC 
D I     Lookup FSC 

 
(1)  6.  Deficient Item llomenclature 

 
 

(1) laterial level Oode 

I 21· NOT APPLICABLE 

Procurement Gr·oup Code (PGC) DODIC/IIAlC (amm unition) 

 
Critical Safety Item 

 
 

Unit of Issue  Credit oard  Buy Indicator 

Llo,  JII<SELECT> Ill  D 
 

Estimated Repair Cost Job Order-Keop 
 

lo 

MIR Serial flo. 

c=J- '-1    _  jl 

 
 

 
I      Add MIR 

 
Shipper's DODAAC/CAGE Code 

l..,  JI   I  Lookup DODAAC     I I      Lookup CAGE 

 

 
 

7.     Operating Time  at Failure 
 

c  j (Specify hours, days,cycles, etc.) 

8.   Deficient Item Part Number 
 
 

9a.  Manufactu rer /Vendor CAGE Code 
 

[=::::J  I  Looku p  I 
0 Vendors' CAGE Code (Please check if CAGE Code belongs to Vendor) 

0 Repair Facility's CAGE Code (Please check if CAGE Code belongs to Repair Facility) 

10. Quantity 
(M) a. Receiv  b.  (M) c. Def icient     d. In Stock 
lo  I      1o'-  JI  l o  I   1o'-  J 

 

 
DoD Unique I temI dentifier 

0 1anual Entry    0Scan Barcodes 
 
 

11.  Serial. lot. or Batch!lumber  Serial/lot /Batch Type 
 
 

(1•1) 12. a. Item 
<S=E'I ELCT----, - 

 
I  <SELEC T> Ill 

Repairable Item 

I  UNKNOW N Ill 
 

b.Date1FRD/Repaired/Overha uled  !FRO/Repaired/Overhauled 

L_  .JI m?J I  <SELECT> Ill 
 

c. last Repair Facility (CAGE or DoDAAC) 

l..,  JI I Laokup DODAAC I -'I:L-oo.,k..up-:C:-A::-G:::E::---, 
 
 

Figure 3.6 
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21. Act on Reguested 

! <SELECT> 
 

£ 
 
(M) 

 
Status 
A -ACTVI E------------,£1:1-1 

  

 Save Draft   II  AddNiew Attachments II Submit PQDR II Cancel I 

 

c.Last Repair Faciltiy (CAGE or OoDAAC) 

C=::J I   Lookup DODAAC      I rl     --:L-oo.,k..up"""c' A:-G::E:,.--, 

 
13. a. Contract ut mber  Delivery Order ur mber  Contract Une Item ro. 

L...  j L...  j C=::J 
 

b. Requisition/Document f4umber 
 

L  _J I Auto Fill  I 
 

c. Purchase Order Number 

 
 

(1) 14. Government Furnished Material 
 

IN ·No £1:11 
 

15.  a. Item Under  Warranty  b. Warranty Expiration Date 
 

IN ·No  £1:11 

 
16. End  Item E IC  WUC 
TAMCil 

L...  jl 

 
 

17. a. lext Higher Assembly  lS l  
 
suc 
D 

 
 
 
 
d. Serial rumber   

 
 

18. a.End   tem llS l 
 

SI1 C 

D 
c.Tvoe/Model d. Serial rumber   

 
 

19.  Current Disoosition of Deficient Item (the Exhibit) 

IH·HOLDING EXHIBIT 
 

20.  location of Defi ci ent Material 
(DODAAC/CAGE) 

C=::J 
 
 
 
 

1 aterialReturn Address   

 
 

Store as Hazardou s •laterai l D 
 

 

 
1:11 

 

 
 
 
 

Switch to EZ View 
 
 
 

PDREP NAVSEALOGCENDET PORTSMOUTH,NH. Version : 5.0. 8,Build Date : 03/09/2012 
Phone : (207) 438-1690 Email Technical Support 

Friday, 15th June, 2012 
 

 
Figure 3.7 
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a.   Actions available in both the Standard View and the EZ View include the following. 
 

1.   The Save Draft button may be used at any time to save your work as a draft to return 
to it later or perform occasional saves of data previously entered.  Once a PQDR has 
been submitted and is no longer a draft this button will change its display to a Save 
button.  The Save button permits the originator to make corrections or update fields 
they may have left blank on the PQDR after it is submitted. 

 
2.   The Add/View Attachments button enables the user to attach typical word processing 

documents and pictures to the PQDR for submission. 
 

3.   The Submit PQDR button is clicked when you’re ready to complete the PQDR 
submission process.  Clicking this button will lead you through the process of 
forwarding your PQDR to an appropriate screening point.  This button changes it’s 
display to read Save and Exit after the PQDR is submitted to a screening point.  The 
Save and Exit button permits the originator to make corrections or update fields they 
may have left blank on the PQDR after it is submitted and exit back to the Originators 
Point Data Entry base page. 

 
4.   The Cancel button returns you to the previous screen that navigated you to the current 

screen.  If data was not saved using the Save Draft button, any data typed on the page 
is NOT saved; however, if the Save Draft button had been clicked at any time, then 
the data at that point was saved. 

 
5.   SF368 Category: This defaults to CAT II.  The PQDR should only be identified as 

CAT I if the failure of the deficient item could cause serious damage or harm to 
equipment or personnel.  When CAT I is selected a Category I Justification is 
required.  Note: PQDRs submitted as a result of a DLA Audit are always CAT II. 

 
6.   Sub-Category: This field is used to describe the nature of PQDR or the record type 

associated with the PQDR submission. 
 

7.   SF368 Report Control No.: The RCN consists of the 6 character DoDAAC of the 
originating activity, the 2 digit year, and a four digit serial number.  Each PQDR must 
have a unique RCN, no duplications are allowed.  The page displays the last RCN 
created by you for your current activity, and by your activity’s DoDAAC. 

 
8.   SF368 Date: When the PQDR is a draft it displays the current date.  Once the PQDR 

is submitted the date is locked in as the date the PQDR was submitted.  Also, known 
as the preparation date. 

 
9.   SF368 Block 1a From: The SYSCOM field defaults to the SYSCOM value for the 

originating activity’s DoDAAC and can be edited, if needed.  The activity name, 
address, city, state, and ZIP will default to the address for the activity (DoDAAC) in 
your User Profile.  Also, if you have a different physical address in your User Profile 
than the default for the DoDAAC in then you may check “Use Originator’s Profile 
address as Originator Address” to use the address from your User Profile instead. 
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10. SF368 Block 1b Originator Name, Phone Number & Email Address:  These will 
default to the information in your User Profile, but can be changed if you are entering 
a PQDR on behalf of another Originator. 

 
11. SF368 Block 2 Screening Point: Mandatory for Army only all other reports are 

automatically routed to a screening point based on various criteria.  This field only 
displays on PQDRs where the SYSCOM is Army. 

 
12. US Army originators must manually select one of the following screening activities: 

A.  W15GK8 - CECOM 

B.  W52P1J - JMC 
 

C.  W58HZ1 - TACOM Natick 
 

D.  W81D17 - AMCOM 
 

E.  W81D19 - TACOM Warren 
 

F.  W91AS2 - TACOM Rock Island 
 

G.  W912F1 - ECBS Rock Island Chem Bio 
 

13. Navy PQDRs submitted by SYSCOMS = NAVSEA, NAVAIR, SPAWAR, 
NAVFAC, NAVSUP, or Other Navy are automatically routed to a screening point as 
determined by deficient items cognizance code (COG). 

 
A.  COG Code 0R, 1R, 2M 2V, 2W, 4M, 4R, 4V, 5R, 6K, 6R, 6V, 7R, 8M, 8N are 

routed to N00019 
 

B.  COG Code 2E, 2T, or 8U are routed to N60530 
 

C.  All other PQDRs are routed to N00104 
 

D.  All US Marine Corps PQDRs submitted are routed to M90368 
 

E.  PQDRs submitted by any other agency, service or SYSCOM not listed above are 
sent to a PDREP administrator for review at N45112. 

 
14. SF368 Block 3 Description of Deficiency: Enter a detailed narrative description of 

deficiency, referencing any applicable tests, drawings, and design specifications. 
 

15. Supporting Documentation: Enter supporting information such as drawings, 
specifications, software, hardware, environmental conditions, or other related data at 
the time of defect discovery. 

 
16. Category I Justification: This block only appears if CAT I is selected.  If the PQDR 

was classified as Category I then a justification is required. 



Page 21 of 50 
 

17. Defect Attribute Codes:  If you suspect counterfeit materiel, answer the question DO 
YOU SUPECT THIS AMTERIAL TO BE COUNTERFIET? by clicking “YES,” 
doing so will automatically select the “5AS-COUNTERFEIT MATERIEL, 
SUSPECT.” More than one Defect Attribute Code may be selected.  Select a Defect 
Attribute Code(s) from the drop-down list, click Add Defect Code button.  To select 
multiple codes hold down the control <Ctrl> key while selecting.  Click Delete next 
to any incorrect code to remove it from the list. 

 
18. Where Deficiency Discovered: Select a code from the drop-down list. 

 
19. SF368 Block 4 Date Deficiency Discovered: Defaults to the current date, but can be 

edited. 
 

20. SF368 Block 5 Deficient Item National Stock Number: The NSN (National Stock 
Number) is made from the COG (Cognizance Symbol used by Navy only), FSC 
(Federal Supply Class), NIIN (National Item Identification Number), and SMIC 
(Special Material Identification Code used by Navy only).  Can be auto-filled from 
the NIIN but can also be edited.  At a minimum an FSC must be supplied in order to 
process a PQDR.  The Lookup FSC button is a link to an external website that allows 
the Originator to research the FSC codes. 

 
21. Critical Safety Item: Auto-fills from the NIIN and may not be edited. 

 
22. SF368 Block 6 Deficient Item Nomenclature: Auto-fills based on the NIIN (or FSC if 

NIIN not filled in) and may be edited, if no nomenclature is auto-populated.  Note: 
Required for Army PQDRs. 

 
23. Material Level Code: Select the Material Level Code (Navy only) Defaults to “Not 

Applicable.” This field may auto-fill based on the NIIN. 
 

24. Procurement Group Code (PGC): This is a DLA field that auto-fills from the NIIN if 
the deficient material is a clothing item. 

 
25. DODIC/NALC:  Used to identify the Department of Defense Identification Code 

(DODIC) or Naval Ammunition Logistics Code (NALC) for ammunition 
components. 

 
26. Unit Cost: May be filled automatically from the NIIN if one was provided.  Enter or 

edit the correct Unit Cost if known. 
 

27. Unit of Issue: Select the unit (e.g. EA-Each, LO-Lot, etc.) in which the item is issued. 
This will also be automatically filled if a valid NIIN was provided. 

 
28. Credit Card Buy Indicator: Check the credit card indicator if the deficient material 

was acquired through a local credit card purchase. 
 

29. Estimated Repair Cost: Enter an estimated repair cost, if known. 
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30. Job Order: Enter the Job Order number and the designator for the operation. 
 

31. KEOP if the material is designated for use in a specific job order.  This is typically 
used by Navy activities. 

 
32. MIR Serial Number: To associate a Material Inspection Report (MIR) or Acceptance 

Inspection Discrepancy Report (AIDR) with the deficient item, enter the MIR/AIDR 
Serial Number and click Add MIR.  To remove a MIR/AIDR, left click on the MIR 
number to highlight it and click the “Remove MIR” button. 

 
33. Shipper’s DoDAAC/CAGE Code: Enter the Shipper’s DoDAAC or CAGE Code if 

known or click Lookup CAGE or Lookup DoDAAC.  The Lookup buttons provide a 
search tool to find the DoDAAC or CAGE if the name of the shipper is known. 

 
34. GBL No.: Enter the Government Bill of Lading (GBL) number from shipping 

paperwork if provided. 
 

35. SF368 Block 7 Operating Time at Failure: If the deficient item was already installed 
or used, specify in the appropriate units (e.g. hours, cycles, etc.). 

 
36. SF368 Block 8 Deficient Item Part Number: Enter if known.  Mandatory for Army 

PQDRs. 
 

37. SF368 Block 9a Manufacturer/Vendor CAGE Code: Enter if known or click Lookup. 
This should be the CAGE of the manufacturer, vendor, or repair facility that was most 
recently responsible for the deficient item.  The Lookup button provides a search tool 
to find the CAGE if the Name of the Manufacturer or Vendor is known.  If the CAGE 
refers to a Vendor or Repair Facility then check the appropriate checkbox. 

 
38. SF368 Block 10 Quantity a. Received, b. Inspected, c. Deficient, and d.  In Stock: 

Enter the quantities received, inspected, deficient, and remaining in stock (e.g. the 
number of the same item currently in inventory from the same manufacturer or 
supplier, if known). 

 
39. SF368 Block 11 Serial, Lot, or Batch Number: If a serial, batch, or lot number was 

supplied with the material then enter it here. 
 

40. Serial/Lot/Batch Type: Choose whether the number (if any) supplied in block 9 is a 
Batch, Lot, Serial, or Heat number. 

 
41. Unique Identification Identifier (UII): Enter the UII here if the deficient item has a 

government-issued Unique Item Identifier (UII). 
 

42. Block 12a.  Item: Select whether the deficient item is New, Overhauled, and Repaired 
or choose Unknown. 

 
43. Repairable Item: Select Yes, No, or Unknown.  If the item is identified as Repairable 

then a serial number will be required.  Mandatory for Navy Activities.  Note: Defaults 



Page 23 of 50 
 

to “Unknown” for Army users.  Non-Navy activities are not required to supply this 
information. 

 
44. SF368 Block 12b.  Date MFRD/Repaired/Overhauled: Enter if known. 

 
45. MFRD/Repaired/Overhauled: Select whether the date in Block 12b applies to when 

the item was Manufactured, Repaired, or Overhauled. 
 

46. SF368 Block 12c.  Last Repair Facility: Enter the DoDAAC or CAGE of the last 
repair facility.  The Lookup buttons provide a search tool to find the DoDAAC or 
CAGE if the Name of the last repair facility is known. 

 
47. SF368 Block 13a.  Contract Number and Contract Line Item No.: Enter if known or 

check the box to indicate not provided/unknown. 
 

48. SF368 Block 13b.  Requisition/Document Number: Enter if known or check the box 
to indicate not provided/unknown.  This will be populated by the information entered 
on the create PQDR screen. 

 
49. SF368 Block 13c.  Purchase Order Number: Enter if known and applicable. 

 
50. SF368 Block 14.  Government Furnished Material: Select whether the deficient item 

was furnished by the government to a contractor for use in the contractor’s 
manufacturing or assembly process. 

 
51. SF368 Block 15a.  Under Warranty: Select whether the item is Under Warranty if 

known. 
 

52. SF368 Block 15b.  Warranty Expiration Date: This date is required if the deficient 
item is under warranty. 

 
53. SF368 Block 16.  EIC/WUC/TAMCN: Enter the Navy Equipment Identification 

Code (EIC), Air Force Work Unit Code (WUC), or USMC Table of Authorized 
Materiel Control Number (TAMCN) where the deficient item is used. 

 
54. SF368 Block 17a.  Next Higher Assembly NSN: If the item is used in another 

assembly before being used in the end item, enter information about the Next Higher 
Assembly’s (NHA) COG, FSC, NIIN, and SMIC.  After entering the NHA’s NIIN 
other blocks related to the NHA will attempt to auto-fill. 

 
55. SF368 Block 17b.  Next Higher Assembly Nomenclature: Enter description of the 

NHA. 
 

56. SF368 Block 17c.  Next Higher Assembly Part Number: Enter the part number of the 
NHA. 

 
57. SF368 Block 17d.  Next Higher Assembly Serial Number: Enter the serial number of 

the NHA. 
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58. SF368 Block 18a.  End Item NSN: Enter as much information as is known about the 
end item or program where the deficient item would be installed or used (e.g. SSN 
706, USS Albuquerque, and F-16).  After entering the End Item’s NIIN other blocks 
related to the end item will attempt to auto-fill. 

 
59. SF368 Block 18b.  End Item Nomenclature: Enter description of the end item. 

 
60. Block 18c.  End Item Type/Model: Enter the type or model of the end item. 

 
61. SF368 Block 18d.  End Item Serial Number: Enter the serial number of the end item. 

 
62. SF368 Block 19. Current Disposition of Deficient Item (the exhibit): Defaults to H- 

Holding.  This can be changed if needed but in most cases if an investigation is 
expected then the Originator is directed to hold the deficient item(s) pending an 
exhibit request. 

 
63. SF368 Block 20.  Location of Deficient Material: Enter the appropriate DoDAAC or 

CAGE Code. 
 

64. SF368 Block 21.  Action Requested:  Select a code that best describes your 
expectations/ recommendation for the handling of this PQDR. 

 
65. Note: If material return or replacement is requested then please supply a detailed 

Material Return Address after selecting your recommendation. 
 

66. Location of Exhibit Narrative: Enter a narrative to assist in locating the material for 
investigation or disposition. 

 
67. Material Return Address: Enter a return address in the event that the exhibit is 

shipped to location other than the originator’s location. 
 

68. Store as Hazardous Material: Check if material is stored as hazardous. 
 

69. Status: Defaults to A-ACTIVE.  This can be changed if the PQDR: 
 

70. Is for Information Only, in which case the status should be set to AI 
 

71. Was entered as a result of Defective Material Summary or is a stock screening request 
then set to A9. 

 
3.3  SUBMIT THE PQDR 

 

After completing all the mandatory fields and any other pertinent data on the Create New PQDR 
web pages described in the previous section of this user guide, click the Submit PQDR button to 
send the completed PQDR to a screening point.  The EZPDR application will validate that 
mandatory fields have appropriate data entries, and error messages will indicate where changes 
are required.  When the validation is passed the Word Verification screen in Figure 3.8 displays: 
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Figure 3.8 
 

a.   This verification is required to ensure data integrity and network security.  Enter the 
letters and numbers in the sequence as displayed and select “Submit.” You’ve completed 
the submission process. 

 
b.   Once submitted, the PQDR will be reviewed by a Screening Point for completeness and 

accuracy.  They may contact the Originator to clarify information and/or fill in 
incomplete data.  The Screening Point has the option to accept or reject the PQDR.  The 
Originator is notified by email when the PQDR is submitted. 

 
c.   Your PQDR submission will be confirmed by email from the EZPDR system.  Figure 3.9 

is a sample of the email. 
 
 
 

 
 

Figure 3.9 
 

d.   Once the PQDR submission is completed, you’ll be returned to the EZPDR Home Page. 
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e.   To view previously submitted PQDRS, click on the View Status tab.  Use the View 
Status tab (see Section 2 of this user guide) to locate draft PQDRs or view the status of 
your submitted PQDRs. 

 
f. Your PQDR submission will be screened and when the PQDR is accepted you’ll be 

notified by email again and notified of the Screening Point decision.  Once accepted, the 
EZPQDR is entered into the PDREP database and is processed the same as a record 
entered through PDREP.  A sample of the acceptance email is shown in Figure 3.10. 

 
g.   If for any reason your PQDR is not accepted you’ll also be notified by email and the 

PQDR will be removed from your View Status list for PQDRs. 
 

 
 

Figure 3.10 
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4 CREATE AND SUBMIT AN SDR IN EZPDR 
 
4.1  CREATE A NEW SDR 

 
a.   To create a new SDR, select the Radial button for Supply Discrepancy Report (Figure 

4.1). 
 

 
 

Figure 4.1 
 

b.   Enter your DoDAAC.  Click the “Continue” button and the “Create New SDR” form 
displays, see Figure 4.2. 

 

 
 

Figure 4.2 
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c.   Enter a record control number (RCN).  The system will suggest the next available RCN 
for your DoDAAC based on your previous entries.  The RCN consists of your reporting 
activity DoDAAC, Year, and Serial Number.  These three fields are auto-filled, but can 
be changed.  As a reference, the last RCN used by the reporting activity and the 
individual are listed if there are previous submissions.  RCNs may only be used once. 
Typically, users start RCN serial numbering sequences with serial number ‘000001’ 
when there are no previous RCNs for the current year in PDREP.  An (M) by any data 
field indicates it is a mandatory field for submitting the SDR. 

 
d.   Requisition Number is Mandatory.  Enter the 14 character Requisition Number and, when 

the Requisition Number has a Suffix; enter the Suffix as the 15th character at the end of 
the Requisition Number.  The Requisition Number field also assists in auto-populating 
data on the SDR. 

 
e.   FSC and NIIN fields are optional on this page; however, FSC is a mandatory field when 

completing the SDR form. The FSC and NIIN also assist in auto-filling additional data 
fields in the SDR in the event that the Requisition Number cannot be located. 

 
f. DoD Unique Item Identifier (UII) is also an optional field.  Item unique identification is a 

DoD requirement that facilitates life cycle traceability.  All UIIs are maintained in the 
DoD’s Item Unique Identification (IUID) Registry Database which is external to PDREP. 
To add a UII, type, cut and paste (from another application on your computer), or scan 
the 2D barcode(s) of material being reported into the DoD Unique Item Identifier field. 
PDREP will verify the UII with the IUID Registry to ensure only valid UIIs are entered 
into the QDR and that other similar markings or barcodes cannot be entered. 

 
1.   To add a UII manually, select the Manual Entry radial button and enter the UII into 

the “DoD Unique Item Identifier” field, then click the Add UII button. 
 

2.   To add an UII using a scanner, select the Scan Barcodes radial button, and then scan 
the 2D barcodes on the material or associated supply documentation. 

 
3.   If the scanned UIIs are not contained in the DoD IUID Registry, the system will 

notify you and request you to correct or remove the incorrect UIIs. 
 

4.   There may be many barcodes on supply documentation, boxes, and material.  So it is 
quite possible to scan incorrect marks that are not UIIs.  This why UII must be 
verified by PDREP prior to permitting them to be added to any PDREP record. 

 
5.   Click the Create New PQDR button to create and auto-populate the new PQDR.  Note 

that PQDR will be auto-populated based on the Requisition Number, FSC-NIIN, 
and/or UII information provided.  Please be patient as the system verifies the UIIs and 
auto-fills the new record. 

 
g.   Click the Create New SDR button complete the SF364 data entry for your SDR 

submission.  The SDR Originator – Edit page displays (Figure 4.3 and Figure 4.4). 
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Create New Record View Status 
 

 
Instructi ons 
(M) denotes a mandatory fiel d 
1. Enter/modify mandatory field(s) 
2.Enter/modify additionalinformationif available 
3.Correct format for Date El ementsis MM/00/ YYYY  or use Cal endar 
4.To add a DoD Unique ItemIdentifier (UII) man.Jally,enter the Ull into 
the field,and then click the Add UII button. 
5.To add a UIIusing a scanner,cil ck Scan Barcodes,and then 
immediately scan the 2D barcode. 
6.To save the record,cil ck Save Draft 
7.To forward SDR to an Action Point,click Submti SDR 
8.To cancelthe process,click Cancel 

 
 
 

(M) 

 
Save Draft  ]I  AddNiewAttachments 
 

r.ll 

 
I[ Submit SDR    [[ Cancel  [ 

(M) Problem Type: [ 7 (Default) SUPPLY CUSTOMER ORIGINATED.D=POT SHIPMENT 
 
Date Discrepancy Discovered: 

r.ll 
 

1. Date Of Preparat on: 
 

 
DODAAC     Year      S/N 

2. Report Controlt4umber: ITPLAND   1 -ITCJ - 
 

Assocted Ft-1S No: 

 
(M) 3. To: (Enter RIC,DODAAC or CAGE) 

!lame: [ UNAPPROVED FMS 

Address: [ SSBIG TROUBLE WAY 

[ BLDG 0 

Lookup DODAAC     [    [    Lookup CAGE 

 
[ BIGTOWN.MD92071 

Email 

POREP EmailAddresses: [<:S::::E::LE:=C:=T::=>:========  aJ [ =S:;e=:  :Eo=m=ai=1 -
,[ 

(M)  4. From: (Enter OOOAAC) I Popul ate From Profli e 

lf ame: :['===============::; 
Address: [123ANY STREET 

 
IPORTSMOUTH.NH 03801 

 
 
 

Sa.Shipper's Code: (Enter RIC,DODAAC or CAGE) 

lf ame: [ UNAPPROVED FMS 

Address: [ ssBIG TROUBLE WAY 

G O 

Lookup DODAAC     J     [    Lookup CAGE 

I 
I 

[ BIGTOWN.MD92071 
 

Email: c  _, 

PDREP Email Addresses: <SELECT>  SetE""'1al 

Sb.  nvoice t4umber: C Invoice Date: c , 

6.Transportation Document t4umber: 00000000000000 =-oJ (GBL,Waybill,TCN, etc.) 

 

7a.Shipper's t4umber: ======:::::! 
Shipping Number Shipping Date Delete 

 

 
(M) 8. Requistiion t4umber: IFS.S-55552225555 I(Do not add dashes) 

 
Figure 4.3 
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D   

D   

0 

 
{1) 

 
 
 
 
 
 
 
 
 
 
 
 
 

DoD Unique  tem  dentifier:   (!) l'-1anualEntry   0Scan Barcodes 
 

L----------------- 

Condition  Code: 
I<SELECT> 

 
I Add UII I 

 
(M) Discrepancy Codes: 

@fucT>    
Add Code to List 

 
 

I  Remove Discrepancy Code 

 
(t•1) 11. Action Codes: 

I<SELECT> 

 
 

I Remove Action Code  I 

 
 
 
 
 

  .a 

 
Ll     A_d_d_Co_d_e_to_L_is_t 

"·- a 
 

13.Funding and Accounting Data:   ================= 

 

 
 
 
 
Credit card  Indicator:  D 

 
Et-1all Indicator:  0 

==-------;::==::;-------;=-::;-    
Job Order:  Key-Op: Fund Code: @12]  Project:ILAcK.c1.  ..J 

Location of Exhibit farrative: I 
(max 200 characters). 

 
Hazardous 1aterial: <=S:=E:L=:E=:C=T:=>=iiOMl-ateri_a_L_eve_I_C_od_e_:ri::2=1-N:O:=:T==A=P:=P=:LioC;B:LA-E:-------------------...,I 

 
14a.arme  Titlepa  ng:ia: f PLI A=T=T=O=N=.R=E=B=E=C=C=A=.J=A=N=E=n=u=ll  ===:::;-  j 

15.Distrbi ution Addresses for Copies r 
(e.g.,IRRO,CPY to File): '---------------------------_j 

 

I•HR Serialrumber: -  [  Add MIR   I 
 
 

': 
SAC Code: 

Physical Security Code: 
 

Action Point Due Date: 

 
 
 
. mEl_ I 

 
I Save Draft   II  AddJ\{Iew Attachments II Subm1t SDR   II Cancel 

I 
 
 
 

PDREP NAVSEALOGCENDET PORTSt-10UTH,NH. Version: 5. 0. 8,Build Date  : 
03/09/2012 

Phone  : (207) 438-1690  Email Technical Suoport 
Friday,15th June, 2012 

 
Figure 4.4 
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4.2  ENTER DATA INTO THE SDR 
 

At a minimum the mandatory fields designated with a (M) must be entered to submit the SDR. 
After filling out all the mandatory fields, use the Submit SDR button to complete the SDR 
submission; otherwise, the record may be saved as a draft by clicking the Save Draft button.  To 
exit without saving any new information, click the Cancel button.  To add or view attachments 
on the SDR, click the Add/View Attachments button.  Follow the onscreen instructions to add 
attachments. 

 
a.   Enter the Originator’s SDR information in each field of the SDR Originator’s Edit Page. 

Fields and actions in the SDR Originator – Edit page are described below. 
 

1.   SF364 SDR Type - Select Packaging, Shipping, or Packaging\Shipping (which means 
both) from the drop-down selection provided. 

 
2.   Problem Type - Select a Problem Type from the drop-down box. 

 
a.   6-Customer Originated, Vendor or Contractor Delivered 

 
b.   7-Customer Originated, Depot or Stock System Delivered  (DEFAULT) 

 
3.   Date Discrepancy Discovered - The date the shipping or packaging discrepancy was 

discovered 
 

4.   SF364 Block 1 Date of Preparation - The date of preparation defaults to the current 
date.  Modify this date to an earlier date if entering the SDR from an existing paper 
version. 

 
5.   SF364 Block 2 Report Number - This is the report control number (RCN). 

 
6.   Associated FMS Report No. - If generating a Foreign Military Sale (FMS) version of 

the SDR, enter the FMS Report Number in this field. 
 

7.   SF364 Block 3 To: (Action point) PDREP will attempt to pre-populate this Action 
Point information based on the Requisition Number provided on the Create New SDR 
webpage.  You may manually enter the CAGE, RIC or DoDAAC of the Action Point. 
Entering, replacing or changing the “TO:” will automatically update the address 
information in the Block 3, see Figure 4.4. 

 
8.   Note: ARMY Guidance 

 
A.  If you are required to enter an Army Action Activity RIC you MUST submit the 

SDR to a valid Army Source of Supply (SOS) RIC.  The ONLY valid Army 
Action Activity/Source of Supply RICs are AKZ, A12, A35, AJ2, B14, B16, B17, 
B46, B64, or B69. 

 
B.  DO NOT change/overlay the Action Activity RIC PRE-FILLED by DoD 

WebSDR if the RIC is one of the RICs cited in paragraph 1. 
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C.  DO NOT submit SDRs to Single Stock Fund (SSF) site RICs OR to Army 
shipping depot RICs. 

 
D.  If an incorrect Army Action Activity RIC is entered, the submitter WILL NOT 

KNOW that the SDR has dropped out of the automated process; the SDR will 
require manual intervention for routing thereby causing a delay in response. 

 
E.  The Source of Supply (SOS)/Army Action Activity can be determined from your 

shipping documentation (check the RIC in record position 67-69 of the DD 1348- 
1A), or by accessing WEBFLIS  http://www.logisticsinformationservice.dla.mil 
LOGTOOLS, WEBFLIS, Public Search, enter NIIN/NSN or Part Number. (The 
FLIS SOS will not apply if your requisition was filled by AJ2.) 

 
9.   A default email may be auto-populated after clicking the auto-fill button if a default 

email account was established by the Action Point in system for the DoDAAC 
entered.  If a default inbox does not appear, you may choose an email from the 
Suggested email Addresses list and clicking the Set Email button to associate that 
email address to the Block 3 DoDAAC. 

 
10. The Material Management Code can be used when the Action point DoDAAC is a 

USMC DoDAAC.  Select the Material Management Code from the drop down and 
click the Set Email & Code button.  This sets the USMC Material Management Code 
and updates the Action Point email to the appropriate USMC materiel manager. 

 
A.  If EZPDR does not pre-populate the Block 3 “TO:” DoDAAC, check shipping 

paperwork.  It’s always a good idea to check your paperwork and make sure it 
matches the SDR prior to submission. 

 
B.  If using a DD Form 1348-1, see Figure 4.4 identify the Shipper DoDAAC by the 

value in Block 2 Ship From.  You can also use the routing identifier code (RIC) to 
determine the shipper, check columns 4-6 on the DD 1348-1 form. 

 
C.  To determine the routing identifier code (RIC) for source of supply, Action Point, 

that purchased the material for stock, check columns 67-69 on the DD 1348-1 
form. 

 
D.  In the example below, routing identifier code (RIC) SNE, a distribution depot, is 

the shipper and S9E is the source of supply. 

http://www.logisticsinformationservice.dla.mil/
http://www.logisticsinformationservice.dla.mil/
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Figure 4.5 
 

11. SF364 Block 4 From: (Originator) - The EZPDR system enters the user’s DoDAAC 
that was previously entered on the EZPDR Home Page and the last email address 
used from previously submitted SDRs for the Originator of the SDR.  This way the 
Originator’s DoDAAC, physical address, and email address are pre-populated by the 
system.  Any of the values in the Originator fields may be modified.  Replacing or 
changing the “FROM:” DoDAAC automatically updates the address information in 
the Block 4. 

 
12. SF364 Block 5a Shipper’s Name - PDREP will attempt to pre-populate this Shipper 

information based on the Requisition Number provided on the Create New SDR 
webpage.  You may manually enter the CAGE, RIC or DoDAAC of a Shipper. 
Entering, replacing or changing the “Shipper’s Code:” will automatically update the 
address information in the Block 5A. 

 
13. SF364 Block 5b Invoice Number and Invoice Date – If known, enter the Invoice 

Number and date of vendor’s invoice or shipper’s bill number. 
 

14. SF364 Block 6 Transportation Document No. - Enter the type of transportation 
document (GBL, CBL, manifest, waybill, insured/certified U.S. Postal Service, or 
transportation control and movement document (TCMD)) and the identifying number 
assigned to the document.  This is a mandatory entry when shipment received was 
made via traceable means, (e.g., GBL, CBL).  For U.S. SDRs involving shortages, 
include the following statement in Block 12, “Shortage has been verified as not being 
transportation related.” 

 
15. SF364 Block 7a Shipper’s No. - Add a contract or shipment number and optional 

date.  Click Add Shipment No. after entering the shipment number and date.  If more 



than one shipment is made under the contract or requisition, add additional shipment  
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numbers and dates.  It is important to click Add Shipment No. when adding shipment 
information to the shipment list.  This is a mandatory data entry field for certain 
Problem Type 6-Customer Originated, Vendor Delivered SDRs. 

 
16. SF364 Block 7b Administering Office - Enter the DoDAAC of the Office 

Administering the Contract (CAO activity which directed/arranged shipment).  All of 
the address information is editable. 

 
17. SF364 Block 8 Requisition Number – (Document Number) Enter a requisition 

number or document number is mandatory.  Upon editing the requisition number 
EZPDR will attempt to correct any inconsistent data on the SDR as it compares the 
data entered against information against the actual requisition data. 

 
A.  Only one requisition/document number is permitted per SDR.  For U.S. SDRs 

only, when the original requisition number cannot be identified for discrepancies 
in sealed vendor packs, the reporting activity may include a constructed document 
number as defined below. 

 
B.  The 14 - 15 position constructed document number will contain the reporting 

activity’s Department of Defense Activity Address Code (DoDAAC) as the first 6 
positions, followed by the current Julian date (YDDD), and a serial number 
beginning with U as the last 4 positions. 

 
C.  When using a constructed document number include the fund code and bill- 

to/credit-to DoDAAC in Block 13 of the SDR.  It is also essential that the original 
contract number be reflected on the SDR in Block 7a to expedite ICP/IMM/depot 
research. 

 
18. Only one requisition/document number is permitted per SDR. 

 
NOTE 

 

Definition of a Constructed Document Number: A Constructed Document Number 
is a number created by a U.S. Government SDR initiator to be used as a pseudo- 
requisition number when the original number cannot be determined.  This is used 
only to report incorrect item and shipment quantity discrepancies discovered upon 
opening a sealed vendor pack and is not applicable to Security Assistance purchases. 

 
19. SF364 Block 9 Shipment, Billing, and Receipt Data - The NSN data is mandatory for 

discrepant material in the blocks grouped under the title Ordered.  If reporting an 
NSN discrepancy or wrong item received, enter data for material received in error in 
the blocks grouped under the title Received. 

 
20. IHS Haystack lookup – This link provides a quick method to view basic data 

concerning the material you’re reporting.  Follow the on screen instructions to locate 
information in the IHS Haystack database. 



21. HINT: Entering the 9 digit NIIN in the Ordered NIIN or Received NIIN blocks will  
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auto-fill the associated Nomenclature, COG, FSC, SMIC, Unit of Issue, and Unit 
Price. 

 
22. Nomenclature - This may be the Federal Stock Class (FSC) material description or 

the National Item Identification Number (NIIN) description for the material. 
 

23. Part No - Manufacturer’s part number, if available. 
 

24. NSN - The NSN is comprised of up to 4 elements; COG, FSC, NIIN, and SMIC.  The 
NSN may be located in block 5 of the DD Form 1149 or in the Item No. (b) block of 
the DD Form 1149. 

 
A.  COG - Not required, 2 character cognizance symbol used by the Navy to provide 

supply management information. 
 

B.  FSC - 4 character Federal Supply Classification code. 
 

C.  NIIN - 9 digit National Item Identification Number that identifies each item of 
supply used by the DoD. 

 
D.  SMIC - Not required 2 characters Navy Special Material Identification Code. 

 
25. U/I (Unit of Issue) - 2 character abbreviation such as EA. 

 
26. #Shipped - Enter quantity of items shipped or billed. 

 
27. #Received - Enter the quantity of items received. 

 
28. Quantity - Enter the discrepant quantity. 

 
29. Unit Price - Enter the unit price as billed or shown on shipping document.  The unit 

price may be expressed in tenths of a cent. 
 

30. Total (Cost) - Discrepancy Total Cost = Quantity * Unit Price. 
 

31. Unique Item Identifier (UII) - This field is used to add and verify the DoD Unique 
Item Identifier.  Choose the manual radial button to enter the UII from a keyboard, 
after entering the UII click Add UI button.  To use a scanner select the Scan bar 
Codes radial button and scan each UII into the record. 

 
32. SF364 Block 10 Discrepancy Data - Enter at least one Discrepancy Code before 

submitting an SDR.  The Discrepancy Code describes the nature of the discrepancy 
(Figure 4.6).  Discrepancy Codes are listed in the Discrepancy Codes drop-down box. 
Select a desired code category from the drop-down box, and click Show Detail. 
Select the desired code; click Add Code to List button.  Enter as many codes to the 
discrepancy code list as needed.  To remove a code, highlight the code in the list and 
click Remove Discrepancy Code. 



A.  If a condition exists that is not listed, use code Z1 and describe discrepancy in  
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item 12, remarks.  Code Z1 should be used sparingly. 
 

B.  The Q Codes are only for use on Security Assistance SDRs related to Foreign 
Military Sales.  If a Q Code is entered, the record will be converted to a PQDR 
and automatically forwarded to an appropriate Screening Point based on the 
Originator’s DoDAAC.  When the PQDR is answered, the investigation results 
will be forwarded back to the SDR system. 

 
C.  When discrepancy code Q1, Product Quality (Item) Deficiency, or C2, Expired 

Shelf Life, is applicable, enter as much of the following information as possible in 
Block 12, Remarks. 

 
33. SF364 Block 11 Action Codes - Enter at least one Action Code before submitting an 

SDR (Figure 4.6).  Click the drop-down and select a code.  Click Add Code to List to 
populate the Action Code field.  Several Action Codes may be entered.  If the action 
needed is other than that covered by listed actions codes, use code Z1 and explain 
action requested in Block 12, Remarks. 

 
34. SF364 Block 12 Remarks - A narrative entry is required in the Remarks field before 

sending the SDR to an Action Point.  Use the Remarks field for any supplemental 
information when the combination of discrepancy codes and action codes needs 
clarification; when discrepancies need explanation; and when a breakdown of cost to 
report, in terms of labor man-hours and materials, is required.  Specific data such as 
appearance, lot/batch number manufacture/packaging date, inspector number and 
inspection date, probable cause of improper packaging, and suggested corrective 
action should be entered here.  Attach photos where it would assist in determining the 
cause/validity of the discrepancy/deficiency. 

 
35. SF364 Block 13 Funding and Accounting Data - For packaging discrepancies, the 

accounting/appropriation fund site may be entered in this block by the SDR initiator 
if reimbursement funds/credits are expected for costs incurred to correct reported 
deficiencies.  Use only when a billing document such as the SF-1080, Voucher for 
Transfer Between Appropriation and/or Funds, will not be prepared.  For shipping 
discrepancies, used to identify the original requisition fund code to be credited when 
this information is not otherwise available to the action office.  When using a 
constructed document number, used to identify the fund code and bill-to/credit-to 
DoDAAC, if different from that in the document number cited in Block 8. 

 
36. The Job Order is the ten character value that can be found on the funding 

documentation for a job. 
 

37.  The Key-Op is the three character value assigned to a key operation within a job 
order. 

 
38. The Fund Code, Project, Location of Exhibit, Hazardous Material Code, and Material 

Level Code may also be entered if known. 



39. SF364 Block 14 Name, Title, Phone Number of Preparing Official - This is the SDR  
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preparer’s information. 
 

40. SF364 Block 15 Distribution Codes for Copies - A text field allowing the Originator 
to type in the codes to which manual distribution will be made. 

 
41. Enter the Tracking and Control Data 

 
A.  SAC Code - This is the Stores Account Code (SAC).  Typically used by Marine 

Corps. 
 

B.  Physical Security Code (PSC) - Typically used only by Marine Corps. 
 

C.  Action Point Due Date - Click Calculate Due Date button which will compute the 
date based the Problem Type drop-down list box; 30 days for Type 7, 55 days for 
Type 6 SDRs, if left blank will automatically calculate when the record is 
submitted. 

 
42. The Save Draft button allows an Originator to save a draft or incomplete SDR before 

submitting it to an Action Point.  Click the Save Draft button at any time to save the 
current data.  The system will not validate the data. 

 
43. Clicking the Cancel button will navigate the user back to the previous page without 

saving any data since the last save action 
 

44. Clicking the Add/View Attachments button permits the user to view or remove 
previously uploaded attachments or to add new attachments.  Follow the on screen 
instruction to add, remove, or view attachments. 

 
4.3  SUBMIT THE SDR 

 
a.   After all SDR data is entered in the Originator fields, clicking the Submit SDR button 

attempts to submit the SDR.  If all data on the page is valid and no informational or error 
messages are generated the record is submitted. 

 
1.   When the Action Point is a CAGE, the SDR is a Type 6.  Clicking the Submit SDR 

button takes the Originator to an email screen to forward a copy of the SDR to the 
Vendor’s email address provided in Block 3.  These transactions are captured in the 
SDR history available on the View Status tab. 

 
2.   When the Action Point is a DoDAAC, SDR is a Type 7 and the SDR is sent 

automatically to the Action Point for action.  If the action point is Navy or Marine 
Corps the record is processed completely within PDREP.  When the record needs to 
be sent external to PDREP for Action, PDREP sends the record via DoD WebSDR to 
the action point.  The user receives confirmation that the WebSDR system is being 
used to process the record.  These transactions are captured in the SDR history 
available on the View Status tab. 
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3.   After completing all the mandatory fields and any other pertinent data on the Create 
New SDR web pages described in the previous section of this user guide, click the 
Submit SDR button to send the completed SDR to a screening point.  The EZPDR 
application will validate that mandatory fields have appropriate data entries, and error 
messages will indicate where changes are required.  When the validation is passed the 
Word Verification screen in Figure 4.6 displays: 

 
 
 
 
 
 
 
 
 
 
 

Figure 4.6 
 
b.   This verification is required to ensure data integrity and network security.  Enter the 

letters and numbers in the sequence as displayed and select “Submit.” You’ve completed 
the submission process. 

 
c.   Your SDR submission will be confirmed to you by email from the EZPDR system. 

d.   Once the SDR is submission is completed, you’ll be returned to the EZPDR Home Page. 

e.   To view previously submitted SDRs use the View Status tab (see Section 2.2 of this user 
guide) to locate draft SDRs or view the status of your submitted SDRs. 

 
f. After submission, the SDR is reviewed by a pre-screener for completeness and accuracy. 

They may contact the Originator to clarify information and/or fill in incomplete data prior 
to forwarding the SDR to the action point.  The pre-screener has the option to accept or 
reject the SDR.  The Originator is notified by email when the SDR is accepted or 
rejected. 
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5 CREATE AND SUBMIT AN MIR IN EZPDR 
 
5.1  CREATE A NEW MIR 

 
a.   To Create a New MIR, select the radial button for Material Inspection Report 

(MIR) in Figure 5.1. 
 

 
 

Figure 5.1 
 

b.   Check your Name and enter your organizations DoDAAC.  Click the Continue 
button and the “Create New MIR” form displays in Figure 5.2. 

 

 
 

Figure 5.2 
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==    

== 

== 

c.   The RCN is pre-filled with your previously entered DoDAAC.  Enter a serial 
number for the RCN.  Enter a Requisition Number, Federal Supply Class (FSC), 
National Item Identification Number (NIIN), and DOD Unique Item Identification 
Number if known.  The data you're  providing here will be used to pre-fill the new 
MIR with as much information as possible.  Click the Create New MIR button and 
the prefilled Add/Edit MIR form appears as in Figure 5.3. 
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Page 41 of 50 
 

5.2  ENTER DATA INTO THE MIR 
 

Enter the mandatory data fields on the Add/Edit MIR form and any optional data to 
complete the MIR for submission.  The mandatory fields are located at the top of the form. 
(M) Indicates a mandatory field.  (CM) indicates a conditionally mandatory field. 

 
a.   Fields in the MIR Form are described below. 

 
1.   (M) Reporting Activity: The DoDAAC of the activity where the MIR 

originated. 
 

2.   (M) Serial Number: The high eight-digit serial number assigned to the lot. A 
serial number will not be duplicated within any given calendar year. 

 
3.   (M) Low Serial Number: The low serial number assigned to the lot covered by 

one MIR document. The resulting serial number range can be used when 
verifying Level 1/SubSafe material. 

 
4.   (M) Submitters Email Address: Address of the person submitting the MIR. 

 
5.   (M) Material Level Code: Select the appropriate Material Level Code (also 

known as a QA Level) from the drop-down box. 
 

6.   (M) Inspection Completed Date: The date the MIR was reviewed and completed 
for release by supervisor. 

 
7.   (M) Contractor CAGE Code: The prime Commercial and Government Entity 

(CAGE) code. 
 

8.   (M) Contract Number: The procuring activity contract number. When the ninth 
position (instrument code), is A, D, or G, the four positions Call/Order Number 
shall supplement the thirteen-position procuring activity contract number. 

 
9.   NSN, (M) FSC: The mandatory Federal Stock Class.  Also add the Cognizance 

Code (COG); National Item Identifier (NIIN) and Special Material 
Identification Code (SMIC), if known, for the National Stock Number (NSN) 
that uniquely identifies an item of supply. 

 
10. (M) Product Description: The description of product inspected.  Include as 

detailed a description as space provides to include noun name, type, class, 
condition, and primary size. 

 
11. (M) Contract Units Received: The number of units received expressed in the 

units of measure ordered on the contract (i.e. ft, lbs, bxs, etc).  This field should 
agree with the DD250 if applicable. 

 
12. (M) Inspection Lot Size: The number of product inspection units included in the 

lot regardless of total procurement units.  Inspection unit examples include: 



 

Page 42 of 50 
 

A.  Electrodes - Number of coils or electrode cans 
 

B.  Fasteners - Number of contract units (i.e. box or each) 
 

C.  All Others - Number of pieces inspected disregarding unit of issue 
 

13. (M) Production Units Defective: The number of production units found 
defective in the inspection lot. There must be one or more defective production 
unit(s) if any defects were found during the technical receipt inspection. This 
field correlates to the Inspection Lot Size, without units, and therefore can never 
be greater than that value. Enter “0” when no defects are found. 

 
NOTE 

 

For an inspection where only a sample of the material is tested/inspected, if 
the number of defective production units in the sample exceeds the number 
of defective production units allowed by the inspection plan, then the 
number of defective production units must equal the inspection lot size. 
The entry in this block must be greater than “0” if the dollar value 
defective is greater than “0.” 

 
14. (M) Dollar Value Received: The whole dollar value of units received, input “1” 

when a valid contractor CAGE code is known and value is unknown. Enter “0” 
for stock system items and value is unknown. 

 
15. (M) Dollar Value Defective: The whole dollar value of all defective production 

units in the lot.  Input “1” if value is unknown and there are one or more 
defective production units.  Enter “0” if no production units are defective. 

 
NOTE: 

 

For sampling inspection, enter the dollar value of the entire lot when the 
total number of defects exceeds the acceptable quality levels of the 
sampling plan.  Dollar value defective must be greater than zero if any 
production units defective are found.  The dollar value defective cannot be 
greater than the dollar value received. 

 
16.  (M) Inspecting SUPPORT POINT: Select “Y” (yes) if a component of the 

Defense Contract Management Agency (SUPPORT POINT) inspected the 
material.  Default is “N” (no), if the material was not inspected by SUPPORT 
POINT. 

 
17. (CM) Defective Material Report Number: The local Deficiency Report (DR) 

Number applicable to the inspection lot.  A DR Number is conditionally 
mandatory for MIRs that report defective units.  If no local number is assigned 
enter ‘None’. 

 
18. (M) Reject Indicator: Select “Y” (yes) if the entire lot is rejected, default is “N” 

(no). 
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19. (M) Used in PPIRS: Select “N” if the government inspector does not want to 
have the MIR used by the DoD's Past Performance Information Retrieval 
System (PPIRS) classification of the Prime Contractor’s CAGE code.   Leave as 
“Y” (yes-use) to use in the PPIRS classification, default “Y.” 

 
20. (M) Inspection Attributes: Select inspection attributes as listed on the MIR.  At 

least one inspection attribute must be selected for it to be a valid MIR.  PDREP 
allows duplicate inspection attributes only when the inspection types are 
different.  Click the Save Attributes button to save any attributes entered.  To 
delete an Attribute, put a check in the corresponding check box and click the 
Delete button. 

 
A.  To add more inspection attributes click the Add Attribute button in Figure 

5.3.  Enter the attribute mandatory data and click the Save Attribute button 
to add the attribute. 

 
B.  (M) Units Inspected: The number of product inspection units actually 

inspected for that attribute. 
 

C.  (M) Inspection Type: Select applicable inspection type code for each 
attribute inspected. (drop down box) Code Attribute: 

 
i. D - Accepted based on SUPPORT POINT inspection 

 
ii. P - Inspection for the attribute was actually performed by the 

Government inspector 

iii. R - Reduced inspection 

iv. V - Accepted based on the inspector’s Verification of the vendor’s 
software package 

 
v. W - Government inspector “Witnessed” the contractor’s test and/or 

inspection for this attribute 
 

D.   (M) Number of Defects: The number of defects found during the inspection 
for the attribute.  Enter “0” if no defects were found for the attribute 
inspected. Number of defects cannot be greater than units inspected for that 
attribute. 

 
E.  (CM) Defect Class: Select the criticality code for the defect classification. 

Conditionally mandatory if the Number of Defects field is greater than zero. 
(drop down box) Code Definition: 

 
i. Critical: A Critical defect is a defect that judgment and experience 

indicate would results in hazardous or unsafe conditions for 
individuals using, maintaining, or depending upon the product, or a 
defect that judgment and experience indicate is likely to prevent 
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performance of the tactical function of a major end item such as a ship, 
aircraft, tank, missile, or space vehicle. 

 
ii. Major: A Major defect is a defect, other than critical, that is likely to 

results in failure, or to reduce materially the usability of that unit of 
product for its intended purpose. 

 
iii. Minor: A Minor defect is a defect that is not likely to reduce materially 

the usability of the unit of product for its intended purpose, or is a 
departure from established standards having little bearing on the 
effective use or operation of the unit. 

 
iv. No Defect: If the material conforms to all specifications and 

contractual requirements leave Defect Class blank. 
 

21. Requisition Number: Enter the requisition number used to order the material 
from the stock system. 

 
22. DoD Unique Item Identifier (UII): Select Scan Barcodes to scan 2D barcodes 

that contain the materials UII data.  You may also manually enter the UII in 
field provide and the click the Add UII button. 

 
23. CAD: Select Certifying Activity Designator (CAD) assigned by SEA 07Q to 

activities that can certify Level 1, SUBSAFE, or TARGET material. 
 

24. Material Designator: For Level 1/SUBSAFE (L1/SS) certified material, enter 
the Material Identification Code (MIC) material designator exactly as provided 
in the latest version of NAVSEA 0948-LP-045-7010, Vol. 2. 

 
25. Material Specifications: The principle material specification used to procure and 

inspect the lot.  Include the revision and/or amendment number when available. 
 

26. Fabrication Specification: The specification required by the contract for 
material fabrication. 

 
27. Drawing Number: The drawing number referenced from which the material was 

procured. 
 

28. Ship or Project Number: The hull type and number or project code. For control 
of non-level material (a.k.a. Controlled Industrial Material, CIM) inputting CIM 
in the first three spaces is mandatory. 

 
29. Manufacturer CAGE Code: The subcontractor CAGE code, if known, that was 

used in production of the material inspected. Leave this field blank when the 
manufacture’s CAGE code is the same as contractor CAGE code. 

 
30. Job Order Number: The job order applicable to the lot of material. 
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31. Location: The building or location where the inspection was performed. 
 

32. Process Instruction Number: The instruction number or identification number of 
instruction used to inspect the lot. 

 
33. Contract Delivery Date: The date that the material was delivered and signed for 

by a government representative. 
 

34. PQDR RCN: When a PQDR has been associated with this MIR, the Product 
Quality Deficiency (PQDR) Report Control Number (RCN) is displayed. 

 
35. Remarks: Enter any relevant text that cannot be included in other fields.  If there 

is a defect or any problems with the material, that information should be 
included here. 

 
36. Batch/Lot/Heat Number: The primary component heat, batch or trace code 

assigned to the inspection lot by the supplier.  To add Heat number or Lot 
numbers, enter a Heat or Lot number and click the Add Batch/Lot/Heat button. 

 
37. To add or view an attachment, such as a PDF version of the DD250 or other 

pertinent documentation, click the Add/View Attachments button.  A Word 
Verification screen (Figure 5.4) displays. 

 

 
 

Figure 5.4 
 

A.  Enter the text displayed in the caption and click the Submit button.  The 
Upload Attachment Listing form displays. 
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Figure 5.5 

B.  To add new documents, follow the on screen instructions in Figure 5.5. 

C.  After uploading a new file, you’ll receive confirmation as seen in Figure 
5.6.  Press the Continue button to go back to the add attachments screen. 

 

 
 

Figure 5.6 
 

D.  Previously added attachments will have a link in the File Name column to 
view the document as in Figure 5.7. 

 

 
 

Figure 5.7 
 

E.  To delete a previously uploaded attachment, click the Delete button. 
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F.  Clicking the Cancel button returns you to the MIR data entry page. 
 

38. To exit the MIR without saving any changes since the last save, click the Cancel 
button. 

 
39. To save the data entered in the MIR without submitting, click the Save Draft 

button. 
 

A.  Clicking the Save Draft button will bring up another Word Verification 
screen (Figure 5.8). 

 

 
 

Figure 5.8 
 

B.  Enter the text displayed in the caption and click the Submit button.  A 
Successful Save message should be received (Figure 5.9).  If the save was 
not successful, you will be directed to re-enter the caption text. 

 

 
 

Figure 5.9 
 
5.3  SUBMIT THE MIR 

 
a.   After completing all the mandatory fields and any other pertinent data on the 

Add/Edit MIR web pages described in the previous section of this user guide, click 
the Submit MIR button to send the completed MIR to the PDREP-AIS.  The 
EZPDR application will validate that mandatory fields have appropriate data 
entries, and error messages will indicate where changes are required.  When the 
MIR has been successfully validated, the Word Verification screen in Figure 5.10 
displays. 
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Figure 5.10 
 

b.   This verification is required to ensure data integrity and network security.  Enter the 
letters and numbers in the sequence as displayed and select “Submit.” Once 
submitted, the MIR is entered directly into the PDREP-AIS.  No screening is 
performed as with the MIR process. 

 
c.   You’ve completed the submission process.  A successful PDREP Message displays 

(Figure 5.11). 
 

 
 

Figure 5.11 
 

d.   Actions possible from this message box include the following. 
 

1.   To View/Print this Document: Click Here - This link provides a printable 
version of the data submitted (Figure 5.12). 

 

 
 

Figure 5.12 



 

Page 49 of 50 
 

A.  To print the view in Figure 5.12 click the Print button. 
 

B.  Clicking the Cancel button returns you to the EZPDR Worklist. 
 

2.   To Create new PQDR: Click Here - This link permits a PQDR to be submitted 
based on the data entered on the MIR.  The PQDR will auto populate with data 
from the MIR.  To complete the submission of the PQDR refer to Section 3. 

 
3.   To create new SDR: Click Here - This link permits a SDR to be submitted 

based on the data entered on the MIR.  The SDR will auto populate with data 
from the MIR.  To complete the submission of the PQDR refer to Section 4. 

 
e.   Click the Continue link to be returned to the EzPDR Worklist (Figure 5.13). 

 

 
 

Figure 5.13 

f. Your MIR submission will be confirmed to you by email from the EZPDR system. 

g.   To view previously submitted MIRs, use the View Status tab (see Section 2 of this 
user guide) to locate draft or submitted MIRs. 

 
h.   This completes the section on creating and submitting MIRs. 
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6 SUMMARY 
 

This concludes the EZPDR submission instructions for Originators.  The PDREP Customer 
Support Desk is available to answer additional questions or to assist in data changes or 
exception processing and can be contacted at: 

 

 
 

E-Mail: webptsmh@navy.mil 
 

Commercial: (207) 438-1690 
 

DSN: 684-1690 
 

Fax: (207) 438-6535 

mailto:webptsmh@navy.mil

