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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 PDREP Supply Discrepancy Report (SDR)
application functionalities only. The PDREP SDR is designed to work in concert with existing DoD
policy and processes for submitting SDRs. Proper use of the PDREP application should facilitate
compliance with DoD SDR policy.

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

REFERENCES: (Each name is linked to view reference)
a. DLAI 4140.55
b. AR 735-11-2

c. AFJMAN 23-215

d. SECNAVINST 4355.18A

e. DLMS Manuals

f. NAVSUP P723
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http://www2.dla.mil/j-6/dlmso/elibrary/manuals/dlalmso_pubs.asp

INTRODUCTION

The Product Data Reporting and Evaluation Program (PDREP) - Supply Discrepancy Report (SDR)
application was originally developed for the Navy as an option for submitting and responding to
SDRs. The PDREP-SDR is currently used by a variety of DoD customers including all Naval
Shipyards.

The PDREP SDR application permits records to flow between PDREP and DoD’s WebSDR
interface. This interface ensures that PDREP-SDRs submitted to a valid Routing Identifier Code
(RIC) or DoD Address Activity Code (DoDAAC) are electronically transferred to the Action Point’s
interfaced SDR system and back again. Vendors and suppliers may also access the application to
answer SDRs submitted to them by U.S. Government activities.

PDREP has the ability to convert SDRs submitted as quality issues into Product Quality Deficiency
Reports (PQDRs) and forward them via the DoD’s PQDR Interservice Interface to the appropriate
PQDR Action Point.

The primary purpose of the PDREP SDR application is to satisfy customers’ needs when submitting
SDRs, to collect data and generate metrics from the SDR system, and to improve supply chain
efficiency.

The PDREP SDR 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 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
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1 LOGGING ON TO PDREP

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

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

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

@@ = |g https: . perep.csd. disa.milf

File Edit View Favorites Tools  Help

=

[ o [ {& Product Data Reporting and Evaluation Program

- PN avalSed LodisticeCents O e
e A - e T
ProdicaDari YAIi G BV I E I ETden FreGher:
NAVSEA | NSLC ‘ NSLC Pertsmouth 2
Home
Information Product Data Reporting and Evaluation Program
Contact US
e | The Product Data Reporting and Evaluation Pragram (PDREP] is the Department of the Navy program that supparts req
PDREP Objectives Code of Federal Regulations (CFR) Federal Acquisition Regulations (FAR), Defense Federal Acquisition Regulation Supple]
Program Brochures first time quality and on-time delivery of materials for bath critical and non-critical applications. PDREP promaotes contin

- averall cost savings to DoD and the Navy.
Quality Seminars

Relatad 1inks The program is sponsorad 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. Naval Sea Logistics Center Detachment Portsmouth is the Deputy Functiol

EZ PDR Logon

PDREP Logon Secretary of the Navy Instruction (4855.3) is the foundation of the PDREP program. The SECNAV instruction established

PR Automated Information System (AIS) is the single authorized Department of the Navy (DON) database used to record,
User access Request deficiencies (Product Quality Deficiency Reports -PQDR), discrepancies (Supply Discrepancy Reports - SDR), Receipt Insp
e ——— Supplier Audits, Supplier Survey Data, Non-Conforming Materials, Premature Material Failures, Naval Bulletins, Special Q
PDREP Functionality storage and retrieval of multiple record types displaving supplier product and performance information. PDREP AIS is th)

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

% PDREP has the capability to provide a wide selection of standard reports, management reports and custom metrics for i
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

c. 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
Information Systern (FOREP AlS). Access to this systern is restricted to
autharized users and will require the user to read and agree to the Dol warning
and consent priorto accessing the systerm.

To logaon to the PDRER AlS, selectthe appropriate access hased an your
function.

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

DoD | ogon Contractor Logon Federal | ogon

Figure 1.2

d. DoD personnel possessing Common Access Cards (CAC) should click DoD Logon.
The Warning and Consent Banner (Figure 1.3) displays.
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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 1S for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law
enforcement (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 routing monitoring, interception,
and search, and may be disclosed or used for any USG authorized purpose.

- This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for
vour personal benefit or privacy.

- Notwithstanding the above, using this 15 does not constitute consent to PM, LE or CI investigative searching or
monitoring 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 aAccept O Dedline

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
e. Click the Accept button or access will be denied.

f. 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

' The website vou want to view requests identification.
Flzase choose a certificate,

Marne Issuer

SULPIEIO.AMTHOMY, .| DOD CA-24
SULPIZIOLAMTHOMY, .. DOD EMAILL CA-24

[ More Infa... ]['u'iewCertiFicate...

Figure 1.4

g. 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
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
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Customer Support Desk.

h. 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: ||

POREP MAWSEALOGCEMDET PORTSMOUTH, MH, Wersion : 5.0.00079, Build Date : 08/22/2008
Phone : (207) 438-1690 Email Technical Support

Figure 1.5

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

Home « Feedback « Links « User Profile » PDREP Manuals User: TEST PLAN » logout
Product Data Reporting and Evaluation Program (PDREP
DEFICIENCY MODULES % REPORTS 7
DD-1348 Ad-Hoc Report
||_Broduct GeaieBabsisna e nort| NAVSUP 874 Reports
(| Supply Discrepancy Report > NAVSUP Level 1 Reports

M DATA ENIRY F Special Reports
Contract Award Data NASA Reports
Feedback USER REPORTS

Material Inspection Record

! : Contractor Profile
Special Quality Data

DLA Contractor Summary

Survey Feedback Status
Test Material Profile
DATA LOAD MIR L1/S5 Quarter]
Download el

e " PODR Statistics
Batch Update FODR Summar
PDREP SEARCH jW Ouarterl
Exhibit Search NSEP PROGRAMS

GIDEP Search

Corrective Action Request
PODR Search

Facility Surveillance Inspection Plan

SR eearch ALL/LGD

Search OTHER PROGRAMS
UII Search Ship CSI Program
View Records HEDRS Program

Level 1/SubSafe
Supplier Audit Program
ADMIN (Internal

Site Admin (Internal)

PDREP NAVSEALOGCENDET PORTSMOQUTH, NH. Wersion ; 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Manday, 9t April, 2012
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Figure 1.6
2 DETERMINING THE ACTION POINT AND SHIPPING ADDRESS

You will need to know the correct DODAAC or RIC to send the SDR to the proper action
activity or shipper. Determining the action point and shipping addresses is suggested prior
to creating an SDR. If the requisition number is in PDREP reference tables, these
addresses will auto populate when the record is created, they should be checked against the
shipping documentation, when available.

2.1 Using the DD Form 1348-1

If using a DD Form 1348-1, identify the Shipper DoODAAC 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.

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.

In Figure 2.1 below, RIC SNE, a distribution depot is the shipper and S9E is the source of
supply.

:!"'“ T inn o -._1”;,5 WWITI
. '-'1:- -
BT TR TR &R TTE IR S
i..lj'-l.lqll"l'h'l‘lq'li.ﬂl_n.lfl
- R ST TECRRTL [T O R T
-
L)

40 | o e ]
L ERE 1 [ [

L]
Eil R O G LEOT ad B e
D00 | DDOODODOS | B0 ODDD [RAMen | D
T T Sl W e e e

7 ) i
madan iy o CANLE ELACTHIU BERASS/NRUMEE /S COPFEN

U FTRSTS TS REF

CAKLE , TELE
T T8 sl % W0 TPl B °TE g = T T Fm TEEN
| LT TTETIE T | I
! 1450028 |
S L INE 3
e hES SME HL YCAHRTE
—PRLT HEC OCM: 30 1
1 EPIs:
_;I-' DEit: & HOC 2 CIIC: U
3" BCC MEG: —
ﬂ TIWSI9] | FRRTIAL SHIFMENT
1 LU F'LI'HJ H EHF
;! D/C—PE: DOCT/LL1Z / D5G : PCN1 MCAERTE

Figure 2.1
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2.2 Using Material Cognizance Symbol - Navy Only (COG)

The NSN (National Stock Number) number may contain a 2 character value to provide
insight to the shipping activity. For example:

a. COG 1H is equivalent to RIC N35 and DoDAAC N00104 (NAVSUP).
b. COG 9B is equivalent to RIC SMS and DoDAAC SL4701 (DLA).

c. COG 9Q is equivalent to RIC GSA and DoDAAC GSAGSA (GSA).

NOTE

A complete list of codes can be accessed on various DoD websites or in the DLA
Handbook.
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3 CREATING AN SDR
3.1 Create New SDR

a. Log on to the PDREP system. On the PDREP Main Menu Click the Supply
Discrepancy Report link, see Figure 1.6.

b. The SDR Worklist interface displays (Figure 3.1).

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

SDR Worklist | Create New SDR | SDR Search | SDR Basic Report

Instructions
(M) denotes a mandatory field
1. Enter Reporting DODAAC, SDR Creator Code,
Action Point DODAAC/CAGE Code,
Organization Code and/or Material Management Code
2. Select Waorklist option.
3. Click Search

Reporting DODAAC: | TPLANOD
SDR Creator Code: |TPLAN
Action Point DODAAC/CAGE Code:
Organization Code:
Material Management Code:
Show Worklist for: | All Open SDRs [~]

PDREP MAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
wednesday, 237 May, 2012

Figure 3.1

c. Click on the “Create New SDR” tab. The Create New SDR screen displays (Figure
3.2)

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

SDR Worklist | Create New SDR | SDR Search | SDR Basic Report
Create New SDR

Instructions

(M) denotes a mandatory field

1. Enter DODAAC, Year, and Serial Number.

2. Enter Requisition Number; include suffix if available.

3. You may optionally enter FSC and/or NIIN.

4. To add a DoD Unigue Item Identifier {UII) manually, enter the UII into
the field, and then click the Add UII button.

5.To add a UIl using a scanner, click Scan Barcodes, and then
immediately scan the 2D barcode.

&. Click Create New SDR to create SDR

SDR information if using same serialization:
Last Used RCN by TPLAN for Activity TPLANO :
Last Used RCH for Activity TPLANO : None found

(M) DODAAC: (M) Year: (M) Serial Number:
(M) RCN: | TPLAND 12 0001
(M) Requisition Number:
FSC: NIIN:

DoD Unigue Item Identifier: (& Manual Entry (Q Scan Barcodes

Add Ull
Create New SOR

Figure 3.2
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. Enter a record control number (RCN). The RCN consists of your reporting

activities DODAAC, the Year, and a Serial Number. The DoDAAC, the year, and
the Serial Number will be 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.
An (M) by any data field indicates it is a mandatory field.

The Requisition Number is mandatory. Enter the 14 character Requisition Number
and when the Requisition Number has a Suffix; enter the Suffix as thel5th
character at the end of the Requisition Number. The Requisition Number field also
assists in auto-populating data on the SDR. If a Requisition Number is not
available, a Constructed Document Number may be used. See Section 3.2.1 line 14
for details. If there is no entry in this field, the user will not be permitted to move
forward to the SDR Originator — Edit screen.

The FSC and NIIN fields are optional. The FSC and NIIN also assist in auto filling
additional data fields in the SDR.

. The DoD Unique Item Identifier (Ull) is an optional field. Item unique
identification is a DoD requirement that enables life cycle traceability. All Ulls are
maintained in the DoD’s Item Unique Identification (IUID) Registry Database,
which is external to PDREP. To add a UlI, 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 Ull with the
IUID Registry to ensure only valid Ulls are entered into the SDR and that other
similar markings or barcodes cannot be entered.

. To add a Ull manually, select the “Manual Entry” radial button and enter the UlI
into the “DoD Unique Item Identifier” field, then click the “Add UII” button.

1. Toadd a Ull using a scanner, select the “Scan Barcodes” radial button, and then
scan the 2D barcodes on the material or associated supply documentation.

2. If the scanned Ulls are not contained in the DoD IUID Registry, the system will
notify you and request to correct or remove the incorrect Ulls.

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

Click the “Create New SDR” button to create and auto-populate the SDR. Please
be patient as the system verifies the Ulls and auto-fills the new record.

The SDR record is now created and the SDR Originators Edit page will appear
(Figure 3.4, Figure 3.5, and Error! Reference source not found.).
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3.2 SDR Originator — Edit

3.2.1 Originating (Submitting) an SDR

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

SDR Originator - Edit

Instructions

(M) denotes a mandatory field

1. Enter/modify mandatory field(s)

2. Enter/modify additional information if available

3. Correct format for Date Elements is MM/DD/YYYY or use Calendar
4. To add a DoD Unique Item Identifier (UII) manually, enter the UIL into
the field, and then click the Add UII button.

5. To add a UII using a scanner, click Scan Barcodes, and then
immediately scan the 2D barcode.

5. To save the record, click Save Draft

7. To forward SDR to an Action Point, click Submit SDR

8. To cancel the process, click Cancel

Save Draft ] [ AddMiew Attachments ] [ Submit SDR ” Cancel ]

(M) SDR Type: | S-SHIPPING [
(M) Problem Type: | 7 -(Default) SUPPLY CUSTOMER ORIGNATED. DEPOT SHIPPMENT [+
Date Discrepancy Discovered: =g
1. Date Of Preparation: =g
DODAAC Year S/N
(M) 2. Report Control Number: |[TPLAMND |- |00 - |s000

Associated FMS No:

(M) 3.To: [ND0188 | (Enter RIC, DODAAC or CAGE) | Lookup DODAAC | [ Lookup CAGE

Name: |[FLEET AND INDUSTRIAL SUPPLY CENTER
Address: 1965 GILBERT 5T
STE 600
NORFOLK, VA 23511-3382

Email: |william.sawyeri@dla.mil

PDREP Email Addresses: | <SELECT> [¥]

(M) 4. From: |TPLANOD | (Enter popaac) | Populate From Profils |

Name: |TEST PLAN
Address: 123 ANY STREET

PORTSMOUTH, NH 035801

Email: |testi@aboutblank.com

PDREP Email Addresses: | <SELECT> [~

Sa. Shipper's Code: [E44444 | (Enter RIC, DODAAC or CAGE) | Lookup DODAAC | [ Lookup CAGE

Name: |HIGH PLANES
Address: |44 COCKPIT WAY
STE 236
CLOUDY, SC 82110

Email: |webptshi@nawy. mil

Figure 3.3
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Email: |webptshi@nawy.mil
PDREP Email Addresses:

5b. Invoice Number: Invoice Date: _I

6. Transportation Document Number: |EQ000000000000000 (GBL, Wayhbill, TCN, etc.)

(Purchase Order/Shipment,etc.)

7a. Shipper's Number: ?_ [ Add ShipmentNo.
Shipping Number Shipping Date Delete
7b. Office Administering Contact: (Enter DODAAC)
Purchase Request Number: (Do not add dashes)
Contract Number: (Do not add dashes)

Name:
Address:

(M) 8. Requisition Number: |E44444417174444 (Do not add dashes)

9. Shipment Billing, and Receipt Data [IHS Haystack Lookup] [WSDC Info] [NSH Info

10. Discrepancy Data

Shipping, Billing, and Receipt Data
COG | FSC NIIN SMIC #Shipped #Received Quantity Unit Price

EE |[4444 (444444444 |[E4 | RO-ROLL Blo 20

Received (If NSN discrepancy or wrong item)

Nomenclature: Part No.:
Shipping, Billing, and Receipt Data
COG | FSC NIIN SMIC #Shipped |#Received Quantity Unit Price

<SELECT> [+

DoD Unique Item Identifier: & Manual Entry O Scan Barcodes

Condition Code:
<SELECT> [~

(M) Discrepancy Codes:
<SELECT> [v]

:

| Remove Discrepancy Code |

(M) 11. Action Codes:

Figure 3.4
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(M) 11. Action Codes:

<SELECT> [+ Add Code to List

-

[ Remove Action Code ]

(M) 12. Remarks: | .
13. Funding and Accounting Data: -
Credit Card Indicator: []
- EMall Indicator: []
Job Order: Key-Op: Fund Code: 26 Project: | /70
Location of Exhibit Narrative: .
(max 200 characters)
Hazardous Material: | <SELECT= D Material Level Code: | 21-NOT AFPPLICAELE D

14a. Name Title and Phone No. of
Preparing Official: TEST PLAMN 555-555-5555

15. Distribution Addresses for Copies

(e.g.,NRRO, CPY to File):

MIR Serial Number: -
SAC Code: <SELECT> [+
Physical Security Code: <SELECT= D
Action Point Due Date: ?_ | Calculate Due Date |
Action Point Extension Date: By
Action Point Closeout: DO NOT ALLOW ACTION POINT TO CLOSE D
Close Date: =
Closed Out Due to Non-Response:||NO D

Save Draft ] [ Add/View Attachments ] [ Submit SDR ][ Cancel ]

PDREP MAVSEALOGCEMNDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Wednesday, 23" May, 2012

Figure 3.5

a. Observe some fields may have been pre-populated based upon the Requisition
Number, FSC, NIIN, and/or Ull information supplied in the previous screen.

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

1. SDR Type: Select the type of SDR from the drop-down box. Select Packaging,
Shipping, or Packaging\Shipping (which means both).
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2. Problem Type: Select a problem type from the drop-down box (Figure 3.6). 7-

(M)
(M)

(M)

(Default) Supply Customer Originated, Depot Shipment is the default.

[ Save Draft ] [ AddfView Attachments ] [ Submit SDR ][ Cancel ]

SDR Type: | S-SHIFPING

Problem Type: | 7-(Default) SUPPLY CUSTOMER ORIGNATED, DEPOT SHIPPMENT
<SELECT>

Date Discrepancy Discovered: | 5\ op| v cUSTOMER ORIGNATED, DIREGT VENDOR SHIPPED

1. Date Of Preparation:

8-(Restricted Use) DEPOT ORIGINATED, NON-PROCUREMENT RECEIPT
9-(Restricted Use) DEPOT ORIGINATED. VENDOR DELIVERY TO DEPOT
2. Report Control Humber: |\-(Restricted Use) STORAGE SITE RECEIPT, CUSTOMER RETURN/OTHER
N-{Restricted Use) STORAGE SITE RECEIPT. DEPOT SHIPMENT
P -(Restricted Use) STORAGE SITE RECEIPT, VENDOR DELIVERY
Associated FMS Ho: R -{Restricted Use) DEPOT ORIGINATED. REDISTRIBUTION ORDER
W -(Restricted Use) TRANSSHIPPER ORIGINATED, AERIALMWATER PORTS

Figure 3.6

Date Discrepancy Discovered: The date the shipping or packaging discrepancy
was discovered.

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.

Report Control Number: The RCN number designated in the previous screen.

Associated FMS No: If generating a Foreign Military Sale (FMS) version of
the SDR, enter the FMS Report Number in this field.

Block 3. To: This block refers to Action Point information and may be pre-
populated. If it is not, enter the RIC, DoDAAC or CAGE of the Action Point.
The Lookup DoDAAC or Lookup CAGE buttons can be used to find
information for the name of the Action Point when the DoODAAC or CAGE is
unknown. The address information is editable. The values may be changed
manually, if desired.

Block 4 From: This block refers to the Originator’s information. All users of
the system have a user profile that includes the user’s DODAAC. The SDR
system assumes that the user electronically originating the SDR is the intended
Originator of the SDR. Therefore, the Originator DODAAC, address fields and
email address are automatically populated by the system. Any of the values in
the Originator fields may be modified. Clicking Populate From Profile will
enter your user information into the Originator fields. This is useful when
taking over an SDR from another individual.

Block 5a Shipper’s Code: Enter the CAGE code, RIC or DoDAAC of a
Shipper. The Lookup DoDAAC or Lookup CAGE buttons can be used to find
information for the name of the Shipper when the DoDAAC or CAGE is
unknown. The address information is editable. 1f the CAGE code, RIC or
DoDAAC is not in the system, the fields will be populated with the value of
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10.

11.

12.

‘N\A’. The user may overwrite that value with the desired address. Shipper’s
information is not required for submission to the Action Point.

Block 5b Invoice Number and Invoice Date: Enter number and date of
vendor’s invoice or shipper’s bill number. A copy of the invoice may be
attached to the SF-364. (Not applicable to packaging discrepancies.) Not
required for submission to the Action Point.

Block 6 Transportation Document Number: 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.”

Block 7a Shipper’s Number: 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 numbers and dates. It is important to click Add Shipment
No. when adding shipment information to the shipment list. The screenshot
below (Figure 3.7) demonstrates how the filled block should look after entering
two shipment numbers. This is a mandatory data entry field for certain Problem
Type 6-Customer Originated, Vendor Delivered SDRs.

(Purchase Order/Shipment,etc.)

7a. Shipper's Number: 7|_ [ Add Shipment Mo

13.

14.

Shipping Number Shipping Date| Delete

DTFo60-06006606 1C :1::11

5/2011|[ Delete |

Figure 3.7

Block 7b Office Administering Contract: Enter the DoDAAC of the Office
Administering the Contract (CAO activity which directed/arranged shipment).
Click away from the field and the application will auto-populate the name and
address fields with the DoODAAC information. All of the address information is
editable. Not required for submission to the Action Point.

Block 8 Requisition Number: (aka Document Number). This number should
be pre-populated with the Requisition Number entered in the previous screen.
If not, enter the requisitioning activity’s number, (e.g., requisition, purchase
request, and suffix code, if applicable). Entry of the applicable requisition
document number is mandatory in all instances, even though a
contract/purchase order is involved. Only one document number will be
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included on each SF-364. For U.S. SDRs only, when the original requisition
number cannot be identified for discrepancies in sealed vendor packs, the
reporting activity must include a constructed document number as defined
below. When using a constructed document number in an SDR, use block 13 to
cite the fund code and bill-to/credit-to DoODAAC, if different from that in the
document number.

A. 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. It is essential that the original
contract number be reflected on the SDR to expedite ICP/IMM/depot
research. 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.
When using a constructed document number in an SDR, include fund code
and credit-to/bill-to DODAAC, if different from the document number
DoDAAC. Under DLMS, the U in the serial number is reported separately
as a Utilization Code.

15. Block 9 Shipment, Billing, and Receipt Data: The NSN data is mandatory for
discrepant material in the blocks grouped under the title Ordered (Figure 3-10).
If reporting an NSN discrepancy, enter data for material received in error in the
blocks grouped under the title Received.

9. Shipment Billing, and Receipt Data [IHS Haystack Lookup] [WSDC Info] [NSH Info] 10. Discrepancy Data

Unit Price

Nomenclature: | TINY WIDGET Part No.:

Shipping, Billing, and Receipt Data
COG | FSC NIIN SMIC u/I1 #Shipped |#Received| Quantity

444444444 RO-ROLL

400.000

Received (If NSN discrepancy or wrong item)

MNomenclature:
Shipping, Billing, and Receipt Data
COG FSC NIIN SMIC

#Shipped #Received Quantity Unit Price

<3ELECT=

Figure 3.8

16. Nomenclature: This may be the Federal Stock Class (FSC) material
description or the National Item Identification Number (NIIN) description for
the material.

17. Part #: Manufacturer’s part number, if available.

Page 15 of 47



18. NSN: - The National Stock Number 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.

B. COG - Not required, 2 character cognizance symbol used by the Navy to
provide supply management information.

C. FSC - Required 4 character Federal Supply Classification code.

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

E. SMIC - Not required, 2 character Navy Special Material Identification Code

19. U/l (Unit of Issue): 2 character abbreviation such as EA. Select the U/l from
the dropdown list of all valid unit of issue abbreviations.

20. #Shipped: Enter quantity of items shipped or billed
21. #Received: Enter the quantity of items received
22. Quantity: Enter the discrepant quantity

23. Unit Price: Enter the unit price as billed or shown on shipping document. The
unit price may be expressed in tenths of a cent.

24. Total Cost: Discrepancy Total Cost = Quantity * Unit Price. This field is

automatically calculated by the application. Changing either the Quantity or the

Unit Price will cause this field to recalculate.

25. DoD Unique Item ID: This field is used to add and verify the DoD Unique
Item Identifier.

26. Condition Code: Existing condition of item being reported.

Condition Code:
<SELECT>

(M) A-SERVICEABLE (ISSUABLE WITHOUT QUALIFICATIONS)
B-SERVICEABLE (ISSUABLE WITH QUALIFICATIONS)
C-SERVICEABLE (PRIORITY ISSUE)
D-SERVICEABLE (TEST/MODIFICATION)
E-UNSERVICEABLE (LIMITED RESTORATION)
F-UNSERVICEABLE (REPARAELE)
G-UNSERVICEABLE (INCOMPLETE)
H-UNSERVICEABLE (CONDEMNED)
J-SUSPENDED (IN STQCK)
K-SUSPENDED (RETURNS)
L-8USPENDED (LITIGATION)
(M) M-SUSPENDED (IN WORK)
N-5USPENMDED (AMMUNITION SUITABLE FOR EMERGENCY COMBAT USE ONLY)
P-UNSERVICEABLE (RECLAMATION)
Q-SUSPENDED (QUALITY DEFICIENT EXHIBITS)
R-SUSPENDED (RECLAIMED ITEMS AWAITING CONDITION DETERMINATION)
S-UNSERVICEABLE (SCRAP)

[ Remove Action Code ]
(M) 12. Remarks: m

Figure 3.9
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27. Discrepancy Codes: The user must enter at least one Discrepancy Code before
sending an SDR to an Action Point. Discrepancy Codes describe the nature of
the discrepancy.

A. Discrepancy Codes are listed in the Discrepancy Codes drop-down box
(Figure 3.10).

Condition Code:
<SELECT> D

(M) Discrepancy Codes:
<SELECT=
<SELECT>
E-BILLING/FINANCIAL DISCREPANCIES (SECURITY ASSISTANCE ONLY)
C-CONDITION OF MATERIAL
D-SUPPLY DOCUMENTATION
F-FINAMNCIAL
H-HAZARDOUS MATERIAL
L-LUMBER
M-MISDIRECTED
(M) |0-OVERAGE. DUPLICATE. OR RECEIPT OF CANCELED MATERIAL
P-PACKAGING DISCREPANCY :]
Q-PRODUCT QUALITY (ITEM) DEFICIEMCY (SECURITY ASSISTANCE OMLY)
S-SHORTAGE OR MOMRECEIPT
T-TECHNICAL DATA MARKINGS (NAME PLATES, LOG BOOKS, OPERATING HANDEOQOKS, SPECIAL INSTRUCTIONS)
W-NCORRECT ITEM
Z-0THER DICREPANCIES
L

T S e e 7

Figure 3.10

B. Select a desired code category from the drop-down box and a secondary
selection box displays (Figure 3.11). Select the desired qualifier from this

list.
(M) Discrepancy Codes:
Z-0THER DICREPANCIES D
<SELECT= Add Code to List

Z1 -Other discrepancy-see remarks

Z2 -Repetitive discrepancy (Must use in combination with other codes or describe in remarks)

Z3 -Receiptnot due-in (distribution depat anly for unauthorized returns)

Z4 -Mo record exists for document number cited on supply document (Not used by distribution depaot/n
Z5 -Property not authorized or not acceptable for turn-in to DLA disposition services

(M) 11. Action Codes:

Figure 3.11
C. Click the Add Code to List button.
D. Enter as many codes to the discrepancy code list as needed.

E. Toremove a code, select the code from the list and click Remove
Discrepancy Code (Figure 3.12).

(M) Discrepancy Codes:

Z-0THER DICREPANCIES D
<SELECT> ] Add Code to List

Z1 -Other discrepancy-see remarks

[ Remave Discrepancy Code ]

Figure 3.12
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28.

(M)

(1)

F. If a condition exists that is not listed, use code Z1 and describe discrepancy
in item 12, remarks. Code Z1 should be used sparingly. The Q Codes are
only used on Security Assistance SDRs for Foreign Military Sales. I1fa 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 QDR is answered, the investigation results will be
forwarded back to the SDR system.

G. 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.

i.  Manufacturer’s name and Commercial and Government Entity
(CAGE) Code (if available).

ii.  Contract/purchase order number if not shown in item 7a.

iii.  Date manufactured, date cured, date assembled, date packed (apply
one as appropriate), and expiration date for Type | (non-extendible)
shelf-life items and inspection or test date for Type Il (extendible)
shelf-life items. Include the date overhauled/rebuilt if pertinent.

iv.  Lot/batch number.
v.  Location of material.
vi.  Name, address, and telephone number of point of contact.
vii.  Nature of complaint stating in detail why material is unsatisfactory.

Block 11 Action Codes: The user must enter at least one Action Code before
sending an SDR to an Action Point. A list of Action Codes is provided in the
Action Code field (Figure 3.13).

11. Action Codes:

<SELECT= Add Code to List

TA-DISPOSITION INSTRUCTIONS REQUESTED

1B-MATERIAL BEING RETAINED

1C-SUPPORTING SUPPLY DOCUMENTATION REQUESTED

1D-MATERIAL STILL REQUIRED; EXPEDITE SHIPMENT

1E-LOCAL PURCHASE MATERIAL TO BE RETURMED AT SUPPLIER'S EXPENSE
1F-REPLACEMENT SHIPMENT REQUESTED

1G-RESHIPMENT NOT REQUIRED. ITEM TO BE RE-REQUISITIONED

TH-NO ACTION REQUIRED, INFORMATION ONLY

1Z-0THER ACTION REQUESTED [SEE REMARKS)

2A-DISPOSITION OF MATERIAL AND FINANCIAL ADJUSTMENT (CREDIT) REQUESTED
2B-MATERIAL BEING RETAINED. FINANCIAL ADJUSTMENT (DEBIT) REQUESTED]
2C-TECHNICAL DOCUMENTATION/DATA REQUESTED

2F-MATERIAL BEING HELD FOR DISPOSITION INSTRUCTIONS, REQUEST FUNDS CITATION
2J-FINANCIAL ADJUSTMENT REQUESTED

ZK-EVIDENCE OF SHIFMENT REQUESTED

2L-REQUEST BILLING STATUS

2Z-ADDITIOMAL INFO 1S BEING SUBMITTED OFF-LINE EMall Indicator: []
3A-Transshipper (aerialfwater port or CCP) requests expedited response; shipment frustrated

3B-Discrepancy reported for corractive action and trend ana_l':w_a,is._l:lp reply required. _‘oject:

Credit Card Indicator: []

Figure 3.13
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A. Click the drop-down and select a code.

B. Click Add Action Code to populate the Action Code field (Figure 3.14).
Several Action Codes may be entered.

(M) 11. Action Codes:

Add Code to List

1B-MATERIAL BEING RETAINED
1E-LOCAL PURCHASE MATERIAL TO BE RETURNED AT SUPPLIER'S EXPENSE

[ Remove Action Code ]
(M) 12. Remarks: ﬂ

Figure 3.14

C. If the action needed is other than that covered by listed actions codes, use
code 1Z and explain action requested in Block 12, Remarks.

D. To delete a code from the list, highlight the item and click the Remove
Action Code button.

29. 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.

30. 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. The Job Order is the ten character value found on the
funding documentation for a job. The Key-Op is the three character value
assigned to a key operation within a job order. The Fund Code, Project,
Location of Exhibit, Hazardous Material Code, and Material Level Code can
also be entered if known. Not required for submission to the Action Point.
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31. Block 14 Name, Title, and Phone Number of Preparing Official: This is the
SDR preparer’s information.

32. Block 15 Distribution Address for Copies: A text field allowing the
Originator to type in the codes to which manual distribution will be made. This
field is not intended for email address information. Email information may be
entered once the Originator data entry fields are completed. Click Send Email
to Action Point button.

33. MIR Serial Number: Serial number from which the SDR was created.

34. Enter the Tracking and Control Data (Figure 3.15)

Tracking & Control Data

SAC Code: <SELECT> V]

Physical Security Code: <SELECT=> D
Originator Release Date: 12/27/2011

Action Point Due Date: 01/26/2012 _ [ Calculate Due Date ]
Action Point Extension Date: [E=i

Action Point Closeout: ACTION POINT MAY CLOSE THIS SDR D

Close Date: [E=i

Closed Out Due to Non-Response: || NO D

[Save ] [ AddView Attachments ] [ Send Follow-up to Action Paint ] [ Cancel l

Figure 3.15

A. SAC Code - Typically used only by Marine Corps. Stores Account Code
(SAQC).

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

C. Originator Release Date - This date field is required in order to
electronically send the SDR to an Action Point.

D. Action Point Due Date: This date field is required to electronically send the
SDR to an Action Point. Click Calculate Due Date button which will
compute the date based the Problem Type drop-down list box; 30 days for
Type 7 and 55 days for Type 6 SDRs.

35. Save and Release to Action Point Button - After all SDR data is entered in the
Originator fields, click the Save and Release to Action Point button on the
Originator’s-Edit page. If all data on the page is valid, no informational or error
messages will be generated.
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36. When the Action Point is a DODAAC, SDR is a Type 7, and the Originator
Release Date is entered, the SDR will be sent automatically (via DoD
WebSDR) to the Action Point for action. The user receives confirmation that
the WebSDR system is being used to process the record.

37. When the Action Point is a CAGE, the SDR is a Type 6. Clicking the Save and
Release to Action Point button will take the Originator to an email screen to
forward a copy of the SDR to the Vendor .

38. Action Point Extension Date: This is an optional date field to track extensions
to the original Action Point Due Date without overwriting the original Action
Point Due Date.

39. Save and Resubmit to Action Point Button - Clicking the Save and Resubmit to
Action Point button will validate the data on the page and check the type of
SDR. Resubmitting or rebutting can only be done for records for which a reply
from the Action Point has been previously received. Type 6 SDRs with a
CAGE will navigate to the emailing screens so the user can send the update.
Type 7 and Type 6 SDRs with DoDAAS/RICs will automatically be forwarded
via the DoD WebSDR system.

40. Action Point Close Out: Provides the Originator the option to allow the
Action Point to close the SDR.

41. Close Date: When the Originator has received a response from the Action
Point, if the Action Point response requires no further involvement from the
Originator, the SDR should be closed by the Originator (as long as the Action
Point has supplied an adequate response). The record is closed by entering a
Closed Date. This field must not contain an entry if the SDR is being sent
electronically to an Action Point. The Action Points also have access to this
field in the Action Point’s View\Edit Action Point Fields page. The Action
Point may opt to fill in this field, if the Originator has granted the Action Point
close out authority. By doing so, the Action Point acknowledges that
disposition has been provided. The Originator has the final say on closing and
may wish to re-open the SDR by removing the closed date. Electronic updates
are not accepted after the record is closed. Originators may manually update the
record.

42. Closed Out Due to Non — Response: Selecting Yes or No allows metrics to be
taken on SDRs that never receive an adequate response from the Action Point.

The Save Draft button allows an Originator to save a draft or incomplete SDR
before sending 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 as long as the
Originator Release Date block is blank. When the Originator’s Release Date is
entered, the SDRs mandatory fields and logic are validated. Clicking the Save

Page 21 of 47



Draft button saves the record as a draft when the Originator’s Release Date is NOT
entered.

1. If the Originator’s Release Date is entered, and the record is a Type 6 R
IC/DoDAAC or a Type 7 SDR, the record will be sent automatically to the
Action Point via WebSDR.

2. If the Originator’s Release Date is entered, and the record is a Type 6 CAGE
Code SDR, the user must click the Send Follow-up to Action Point button to
manually send the SDR via email.

The user can also communicate about the SDR using the Send Follow-up to Action
Point button and accessing the email capabilities to send additional information or
attachments to the Action Point.

The user can also communicate about the SDR using the Send Follow-up to Action
Point button and accessing the email capabilities to send additional information or
attachments to the Action Point.

The best way to notify a civilian vendor of a problem is to email them a copy of the
SDR. The vendor has the option of using PDREP to answer, but cannot be required
to do so, and will usually answer from outside the system by phone, email, or fax.
The PDREP Originator should enter data in the Action Point page when this occurs
to ensure the answer is captured for future reference.

Originators can also use the Send Follow-up to Action Point to forward attachments
to any DoDAAC or CAGE as long as an appropriate email address is entered for
the Action Point.

Clicking the Cancel button will navigate the user back to the previous page without
saving any data since the last save action.
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4 FINDING, VIEWING, AND MANAGING EXISTING SDRS

4.1 Viewing the Worklist

After logging into PDREP, click on SDR Worklist or Search tabs and follow the on screen
instructions to locate previously entered SDRs.

The SDR Worklist tab provides options for listing records () by:
a. All Open SDRs created by the reporting DoDAAC
b. Originator Unreleased
c. Records at an Action Point
d. Awaiting Originator Review

e. Reply to Originator

Hom: » Feedback « Links « User Profile « PCREP Manuals User: TEST PLAN » logout

SORWerklist | Creats e SDR Sear DR Basic Report

Reporting DODAAC: | TPLAMND
SDR Creator Code:
Action Point DODAAC]CAGF Coude:
Organization Code:
HMaterial Managemen it Conde:

Show Worklist for: | All Open S0Rs

Total Rows: 2
Worklist Download: Click here to download data in Micresoft Excel format

Material Rehuttal
nt  Orgonization Management Briultall oo,
o Codey  Besubmitted y - Overdue v . Delete

fle Date

Th

Figure 4.1
Follow the on screen instructions to search for records.

a. To view or edit a record, click on the RCN link under the RCN column. This will
take you to the record.

b. The results of the SDR Worklist search contain:
1. RCN (Requisition Control Number): the PDREP Control number for the SDR
2. Requisition Number: Sometimes referred to as the Document Number

3. Initiator: PDREP UserID of person who submitted the SDR
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4. Prep Date: Date the SDR was prepared by the Originator

5. Originator Release Date: Date the Originator sent the record to the Action Point
6. Action Point DoDAAC:

7. Action Point Due Date - Date by which the Action Point is required to respond

8. Action Point Response Date - If the Action Point has responded, this field
contains the date on which that occurred

9. Organization Code:

10. Material Management Code / CRC/IM

11. Rebuttal/Resubmitted Date

12. Last Tracer - Displays the date a tracer email was last sent to the Action Point

13. Overdue - Days the Action Point is late on their response based on the
difference between the current date and the Action Points Due Date

14. Send Tracer - This option appears when the Action Point is overdue (Figure
4.2). Click Send Tracer email to the Action Point.

15. Delete - This option is available if users desire to remove a record from PDREP.
Deletion is only possible if the record has not been released to the Action Point.
To delete a record, click on the Delete link that appears in the row of the
unreleased record to be deleted. Follow the on screen pop up instructions to
cancel the action or proceed with deleting the record.

4.2 Send Tracer

Clicking the Send link on the SDR Worklist page will take you to the Send Tracer page
(Figure 4.2).

a. Enter comments in the space provided and click the Send Tracer button. The
tracer sends a follow-up email to the Action Point with added comments and places
a record of the follow-up in PDREP History (Figure 4.3). A second tracer will be
listed as a second follow-up. Users can also view the entire history for a record by
clicking on SDR History link.
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| SDR Worklist | Create Mew SDR | SDR Search | SDR Basic Report |

CHOOSE LEVEL
Driginatar Instructions

Action Point

QUICK YIEWS . I

\iew SF-364 (Front) Repurtlr_]g nctlwty: MN45112

iew SF-364 (Front) - HTML Serial Number: 080001

Wiew SF-364 (Back) Originator Email Address:  KEMMETH.CARR@MNAYY MIL

Wigw SF-364 (Rack) - HTML Action Point Email Address:  KEMNETH.C.CARR@MAYY MIL

SDRE Histary

ATTACHMENTS [<]
Wiew Upload Files(0)

EXHIBIT TRACKIMNG Comments:
Exhibit Tracking

USER INFORMATION .
Lser Profile

Send Tracer |

Figure 4.2

| SDR Worklist | Create Mew SDR | SDR Search | SDR Basic Report |

originatar

- ! Instructions
Action Point

QUICK YIEWS

- * T C Sent
Wiew SF-364 (Front) farerboRy sen

Wiew SF-364 (Front) - HTML

Wiew SF-364 (Back] Reporting Activity: MN45112
Wiew SF-364 (Back) - HTML

: Serial Number: 050001

. Originator Email Address:  KEMMETH.CARRM@MMALWY MIL
TI'AC.Hr\-iENS Action Point Email Address:  KENMETH.C.CARR@MALY MIL
WiewUpload Files(0)

EXHIBIT TRACKING Znd test of tracer i
Ezhibit Tracking

USER INFORMATIOMN
LUser Profile

Comments:

Tracer History

Correspondence Date Literal

05/13/2008 TRACER ACTION (FOLLOW-UP)

05/13/2008 TRACER ACTION (SECOND FOLLOWY-UP)
Figure 4.3

4.3 SDR Search Tab

4.3.1 RCN Search

The SDR Search tab allows a user to search using a complete or partial report number or

requisition number. Follow the on screen instructions to search for records. A successful
SDR search is displayed in Figure 4.4 below.
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Home » Feedback » Links » User Profile « PDREP Manuals

User: TEST PLAN » logout

SDR Warklist | Create New SDR | SOR Search | SOR Basic Report |
| RCN Search | Advanced SDR Search |

SDR - RCN Search

Instructions
(M) denotes a mandatory field
1. Enter at least the first 8 characters of your search

(M) RCN Number/Requisition Number: | GEEGGEE3

Total Rows: 1
RCHN Search Download: Click here to download data in Microsoft Excel format

Requisition SDR Update Update
N Creator Code Hreaiiaie Activity fUser Date

TPLANDDOS00S| G5 HHIF';I?JIEG \

12/22/2011(TPLAN

02/15/2012

Figure 4.4

To view or edit a record, click on the report number link under the Report No. column.
This will take you to the record.

a. Search using a DODAAC in the Reporting Activity and at least two characters of

the Serial Number. Any record containing the DoDAAC and the first two or more
characters of the serial number entered will be returned in the results.

b. Search using a Requisition number. The Requisition Number must be at least
eight characters long to do a partial search. Any record containing the first eight or

more characters entered will be returned in the results. The DoDAAC and Serial
Number blocks should be blank.

4.3.2 Advanced SDR Search tab

The Advanced SDR Search tab expands the search criteria available. See Figure 4.5

Home » Feedback » Links » User Profile » PDREP Manuals

User: TEST PLAN = logout

SDR Worklist | Create Mew SDR | SDR Search | SDR Basic Report |
| RCN Search I Advanced SDR Search I

Instructions

(M) denotes a mandatory field

1. You must enter Start Date, End Date and at least one other field
2. Correct format for date fields is MM/DD/YYYY or use Calendar.

(M) Start Date: [05/24/2000 | [EE2 (1) End Date: [05/24/2012 | [P
Originator DODAAC : Shipper RIC/DODAAC/ CAGE : Action DODAAC :
Requisition #: Shipper/Contract #: Part #:
NIIN: FSC: COG:
SMIC:

Discrepancy Code:

Action Requested Code: Action Response Code:

Figure 4.5
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4.4 SDR Search Results
The results of the SDR search contain:

a. RCN: The PDREP Report Control Number for the SDR

b. Requisition Number: Sometimes referred to as the Document Number

c. SDR Type: Type of SDR submitted (Shipping, Packaging, or Both)

d. SDR Creator Code: PDREP UserlD of person who created the SDR

e. Prep Date: Date the SDR was prepared by the Originator

f. Update Activity/User: PDREP UserID of person who last updated the SDR

g. Update Date: Date the SDR was last updated

After finding the records you’re looking for, you can access those records by clicking on
the Report Number link from the results listed (See Figure 4.4). This will bring you to the

SDR Front View page (Figure 4.6).

SDR Worklist | Create Mew SDR | SDR Search | SDR Basic Report |
CHOOSE LEVEL
Originator

SDR Front View

Wiew SF-364 (Front SHIPPING

Action Pint |supva DISCREPANCY REPORT
0 (SDR)

1. DATE OF PREFARATION
D4/22f2008

2. REPORT MUMBER
N45112- 08- 000001

Wiew SF-364 (Front) - HTMU 3, T2 (Mame and address, include ZIP Code)

Wiew SF-364 (Back DLA CUSTOMER INTERACTION CENTER
Wiew SF-364 (Back SL4701

SDR History. 74 WASHINGTON AVENUE M - SUITE 7

Jmmm_ BATTLE CREEK, MI 49037-3084
Wiew pload Files(0) SMSRODS@DLA.MIL

- HTML

4, FROM (Mame and address, include ZIP Code)

NAVAL SEA LOGISTICS CENTER DETACHMENT
N45112

PORTSMOUTH, NH 03804-2058
KENMETH.C.CARR@MNAVY .MIL

Sa, SHIPPER'S MAME

NAVAL INVENTORY CONTROL POINT
NODO104

5450 CARLISLE PIKE
MECHANICSBURG, PA 17055-0788

Exhibit Tracking
R ORMATIO
User Profile

Sb, MUMBER AND DATE OF
INYOICE

& TRAMSPORTATION DOCUMEMNT MUMBER
[GBL, Waybill, TCH, etc.)

Ta. SHIPPER'S MUMBER [Purchase
Qrder'Shipment, Contract, etc )

Tb. OFFICE ADMIMISTERIMG COMTRACT

2, REQUISITIONER'S NUMBER {Requisition,
FPurchase Request, etc)

N4511200000001

9SHIPMEMT, BILLIMG , AMD RECEIPT DATA 10. DISCREPAMNCY DATA
[a) MSM/PART MUMBER AND (b) UNIT OF | (c) QUANTITY (d) QUANTITY (a) (b) UMIT (ITOTAL
NOMENCLATURE ISSUE SHIPPELYBILLED| RECEINED QUANTITY PRICE COST
ORDERED
ON-5961-000079246 EA 5 5 5 1.490 7.450
Part# 2M22224
TRAMNSISTOR
RECEIYED

I [0 [0 [0

(10d) DISCREPAMCY CODES

D1 - SUPPLY DOCUMENTATION NOT RECEIVED WITH MATERIAL

11, ACTION CODES

1A - DISPOSITION INSTRUCTIONS REQUESTED

12, REMARKS

13, FUNDIMNG AMD ACCOUNTIMNG DATA

14a MAME, TITLE, AND PHONE MUMBER OF
PREPARING OFFICIAL
JOE SCHMOE, QAR, 207-438-6479

14b, SIGMATURE

15, DISTRIBUTION ADDRESSES FOR COPIES

STANDARD FORM 36

Figure 4.6

Page 27 of 47




SOR Worklist | Creste Mew SDR | SOR Search | SOR Basic Repart |
CHOOSE LEVEL

SDR Back View

DLA CUSTOMER INTERACTION CENTER
5L4701

F4 WASHINGTOMN AVEMNUE N - SUITE 7
BATTLE CREEK, MI 49037-3084
SMSRODS@DLA.MIL

Wiew SF-364 (Front)
Wiew SF-364 (Front) - HTML

Wiew SF-364 (Back)
Wiew SF-364 (Back

- HTML

Originator
Action Point | SDR ACTION POINT DISPOSITION FOR REPORT NUMBER. : N45112- 08- 000001
NPT ETETEE 16. FROM (Action Point): 17. DISTRIBUTION ADDRESSES FOR COPIES:

SDR History

ATTACHMENTS
wiew fUpload Files(0)
EXHIBIT TRACKING

18. TO (Originator):

MNAVAL SE&A LOGISTICS CENTER DETACHMENT
MN45112

PORTSMOUTH, NH 03804-2058
KEMMETH.C.CARR@MNAYY . MIL

Exhibit Tracking
ACTION POINT RESPONSE CODES

— 101 Credit authorized.

User Profile

19. IN ACCORDAMNCE WITH NOTICE OF DISCREPANCY ON FACE OF THIS FORM

a,b. MATERIAL :

c. AN ADJUSTMEMT IM BILLING HAS BEEM/WILL BE PROCESSED AS A ¢

d. INVOICE BILL ATTACHED :

e, PROCF OF DELIVERY OR EVIDEMCE OF SHIPPING EMCLOSED .

20. THE FOLLOWING DISPOSITION IS TO BE MADE OF THE REFERENCED MATERIAL

a,c. DISPOSITION :

b, REPRESENTATIVE WILL CALL FOR DISCUSSION IM O DAYS

d. MATERIAL WILL BE PICKED UP IN O D&YS

2, SHIP MATERIAL : COLLECT CHARGES WIA @
OTHER

TRACKING NUMBER : 200811122222

f. SHIPMEMT COMMENTS :

21-22 REPLACEMENT DISPOSITION

REPLACEMEMT DISPOSITION @
If Material is still required, submit new requisition

REPLACEMEMT DATE (If replacement is made) :

23. REMARKS

This is only a test answer.

243, MAME AND PHOMNE OF PREPARING OFFICIAL ¢

25c.ACTION POINT RELEASE DATE : 05/13/2008

STANDARD FORM 36

Figure 4.7

h. The Front of the SF-364 displays the traditional view created by the Originator. To
view the Action Point’s information (Figure 4.7) click on the View SF-364 (Back)

or View SF-364 (Back)-HTML link.

4.5 Editing an Existing SDR

a. To edit the Originator fields in a record, click o

n the Originator link on the left.

You will then be directed to the Originator-Edit page. For a more detailed
explanation of this page, go to Section 3.2 of this document, “SDR Originator —

Edit”

b. Viewing and Uploading Attachments - To view or upload attachments, click on the
View/Upload Files link on the left and follow the on screen instructions.

c. Following Up on Overdue SDR - Following up on overdue SDRs in PDREP is

done by email (Figure 4.8). Click on the Send Follow-up to Action Point button.
You’ll be directed to the email SDR to Action Point page (Figure 4.9). Fill in the
remarks block with your comments regarding the SDRs status. Click Send Now to

send the email.
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SDR Originator - Edit

Instructions

(M) denotes a mandatory field

1. Enter/maodify mandatary field(s)

2. Enter/maodify additional information if available

3. Correct format for Date Elements is MM/DD/YYYY or use Calendar
4. To add a DoD Unigue Item [dentifier (UII) manually, enter the UII into
the field, and then click the Add UII button.

5. To add a UIT using 3 scanner, click Scan Barcodes, and then
immediately scan the 2D barcode.

6. To save the record, click Save

7. To forward SDR revisions to an Action Point, click Send Follow-up to Action Point
8. To cancel the process, click Cancel

[ Save ] | Addiview Atachments | | Send Follow-up to Action Point | [ Cancel ]
(M) SDR Type: | B-PACKAGING |, SHIPFING D
(M) Problem Type: | 7 -{Default) SUPPLY CUSTOMER ORIGMNATED, DEPOT SHIFFMENT D

Date Discrepancy Discovered: |12/22/2011 =

Figure 4.8

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

CHOOSE LEVEL
Originator
Action Point
QUICK VIEWS
ew SF-3564 (Front)

Email SDR to Action Point

his email will be sent to: TEST@ABOUTELANK.COM
cC's will be sent to: | ACTIVITY [~
Add CC: to List

Enter any text that you wish to be sent with this email

ew SF-364 (Front) - HTM
ew SF-364 (Back)

ew SF-364 (Back) - HTML
SDR History
ATTACHMENTS
View/Upload Files{0)
EXHIBIT TRACKING
Exhibit Tracking

USER INFORMATION
User Profile

e e e

Send Now ][ Cancel ]

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Thursday, 24" May, 2012

Figure 4.9
d. Send Follow-Up to Action Point - If an email address for the Action Point has been
provided, click Send Email to Action Point button. The system will not proceed
until the following validations are performed:
1. Action Point email address must be present and valid.
2. Originator Release Date and Action Point Due Date must be present.
3. Preparation date must be set and must be earlier than the release date.
4. Valid Action Point DoODAAC required.
5. Valid Originator DoDAAC required.

6. Requisition number must be present and 14 or 15 characters long.
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Home » Feedback » Links » User Profile « PDREP Manuals User: TEST PLAN » logout

CHOOSE LEVEL Email SDR to Action Point

Originator

his email will be sent to: TEST@ABOUTBLANK.COM

Q
View SF-364 (Front) CC's will be sent to: | D33333-READ THIS Get List
View SF-364 (Front) - HTM - - -

Vi e':n:' 5F.3g4 (Back) TEST PLAM (%) - test@aboutblank.com ’ Add email: to List ]
View S_F-364 (Back) - HTML Add CC: to List

SDR History

test@aboutblank.com

ATTACHMENTS
View /Upload Files(0)
EXHIBIT TRACKING
Exhibit Tracking

USER INFORMATION
User Profile

Enter any text that you wish to be sent with this email

Test

Send Now ” Cancel ]

PDREP NAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Friday, 25" May, 2012

Figure 4.10

e. If the Action Point does not have the means to receive the SDR electronically, the
SDR must be sent manually. After all the SDR Originator Data is entered, send the
SDR via fax to the Action Point. The manual steps to send the SDR are as follows:

1. Click View SF-364 (Front) - HTML Form on the navigation bar on the left side
of the screen.

2. Print form and fax\email to Action Point.

3. Upon receipt of disposition, enter data into View/Edit SDR Action Point Fields.
(All Originators have access to Action Point fields.)

f. Once the Originator Data is validated, the user is directed to a page where
additional email information may be entered. The email will be sent to the Action
Point email address that was specified in the Originator Data entry page. Enter up
to six addresses for copy. A message may be entered that will appear at the top of
the email that’s received by the Action Point. After all email related information
has been entered, click Send Now button. This will send the Action Point an email
containing the message and an embedded version of the SF-364. All of the data
entered up to this point will be contained in the email. A message will appear that
confirms successful transmission of the email, and an option for logging out of the
system, or returning to the SDR base page is available. Click Cancel to go back to
the previous screen.
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5 Closing and Cancelling SDRs

5.1 Closing an SDR

Closing an SDR in PDREP is done by entering the Closed Date (Figure 5.1). Generally,
when the Originator is satisfied that the response received from the Action Point
adequately addresses the issue that was reported, the SDR should be closed.

Close Out Due to Non-Response - If for any reason a record is closed because the Action
Point did not respond or could not be located, the Closed Out Due to Non-Response
indicator should be set to YES.

Tracking & Control Data

SAC Code: <SELECT= [~

Physical Security Code: <3ELECT= D
Originator Release Date: 12/27/2011

Action Point Due Date: 01/26/2012 _ [ Calculate Due Date |
Action Point Extension Date: [=)?

Action Point Closeout: ACTION POINT MAY CLOSE THIS SDR D

Close Date: =

Closed Out Due to H-:-n-F-: YES V]

lSave ] [ AddMNiew Attachments ] [ Send Follow-up to Action Point ] [ Cancel ]

Figure 5.1
5.2 Cancelling an SDR

Actions required to cancel an SDR are described below

a. The Originator requests that the Action Point enter a Disposition Code of 143 (SDR
canceled by submitter). “Send Follow-up to Action Point” function can be used to
email the request to the Action Point.

b. PDREP Action Point enters Disposition Code 143, enters a Response Date, and
returns SDR to Originator.

c. The Originator receives the Action Point response and enters a close date.
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6 VIEWING SDR REPORTS

a. To access report functions, click the SDR Basic Report tab (Figure 6.1).

Home » Feedback = Links » User Profile « PDREP Manuals

User: TEST PLAM » [ogout

SOR Waorklist | Create New SDR | SOR Search | SDR Basic Report

SDR - Basic Report

Instructions

(M) denotes a mandatory field

1. Enter mandatory field(s)

2. Optionally enter a SDR. Creator Code

3. Correct format for Date Elements is MM/DD/YYYY or use Calendar
4, Click Search

(M) Reporting DODAAC: TPLAND
SDR Creator Code: |[TPLAM

(M) Start Date: [=?
(M) End Date: =
(M) Status: | All Open SDRs |

PDREP MAVSEALOGCEMNDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Friday, 25th May, 2012

Figure 6.1

b. This page allows for filtering of SDR records by Reporting DoDAAC, SDR Creator
Code, Start Date, End Date and various Status options. See Figure 6.2

(M) Status: | All Open SDRs

Resaolved
Qutstanding
Initiated

— Closed Out —

REP MAVSEALIG0 Days Old 0L
120 Days Old 38-
180 Days Old day

Figure 6.2

c. Enter the desired search criteria and click the Search button. Results are displayed
in a worklist format (Figure 6.3).
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Home « Feedback « Links « User Profile « PDREP Manuals User: TEST PLAN « logout

SDR Worklist | Create New SDR | SDR Search | SDR Basic Report

SDR - Basic Report

Instructions

(M) denotes a mandatory field

1. Enter mandatory field(s)

2. Optionally enter a SDR Creator Code

3. Correct farmat for Date Elements is MM/DD/YYYY or use Calendar
4. Click Search

(M) Reporting DODAAC: TPLAND
SDR Creator Code:
(M) Start Date: [07/07/1998 | [FE7)
(M) End Date: 123172012 | [EI%)
(M) Status: | All Open SDRs [

Total Rows: 2

Worklist load: Click here to d load data in Microsoft Excel format

Action
Point Rebuttal/Resubmittal Close.
Resp Date Date e

Date

Originator | Action  Action
Prep Date | Release | Point | Point Due
Dat: Dodaac  Date

TPLANOOOS000|E4444441114444  |EE-4444-444444444-E4 | an 201G 12/02/2011 30
SHIPPING

TPLANOODS00S|GE666663336666T |GG-6666-666666666-G8|, o — ol io(TpLAND  |12/22/2011|12/27/2011[TPLAND |0 12¢
SHIPPING

d. The results of the basic report contain the following fields.
1. RCN
2. Requisition Number: Sometimes referred to as the Document Number
3. NSN: National Stock Number entered on the SDR
4. Type: Type of SDR submitted (Shipping, Packaging, or Both)
5. Originator DODAAC: DoDAAC of the Originating Activity
6. Prep Date: Date the SDR was prepared by the Originator

7. Originator Release Date: Date the Originator released the record to the Action
Point

8. Action Point DoDAAC: DoDAAC of the Action Point

9. Action Point Due Date - Date by which the Originator expects the Action Point
to respond

10. Action Point Resp Date - If the Action Point has responded, this field contains
the Action Point’s Response Date

11. Rebuttal/Resubmittal Date:
12. Close Date: Date SDR was Closed.

13. Overdue: Days the Action Point is late on their response based on the current
date and the Action Point Due Date.
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An SDR Quarterly Report is also available from the PDREP main menu Click SDR
Quarterly and you’ll be directed to the report page.

Product Data Reporting and Evaluation Program {(PDREP

REPORTS %
DD-1348 Ad-Hoc Report
Product Quality Deficiency Repaort Special Reports
Supply Discrepancy Report USER REPORTS

Confractor Profile
Contract Award Dats DLA Contractor Summary
Feedback Feedback Status
Material Inspection Record MIR L1/5S Quarter|
Special Quality Data MIE Report
_ls_urzei PODR Statistics

B

DATA LOAD
Download

PQDR Summary

R n
SCR Ouarterl
OTHER PROGRAMS

Batch Update

PDREP SEARCH ﬁgéggup:—.ggmram
Exhibit Search Level 1/5ubSafe

PQDR Search Redftellow/Green

SAP Search Supplier audit Program
SDR Search ADMIN (Internal
Search Site Admin (Internal)

Wiew Records

Figure 6.4
Follow the on screen instructions to create the SDR Quarterly Report.

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

Contractor Profile | DLA Contractor Summary | Feedback Status | Material Profile |

MIR L1/55 Quarterly | MIR Report | PQDR Statistics | PODR Summary | SDR Quarterly
SDR Quarterly

Instructions

(M) denotes a mandatory field

1. Enter the DODAAC

2. Enter the Fiscal Year (=.g. 2002, 2002, etc.)
2. Select the Fiscal Quarter (=.g. 1. 2, 3, 4)

4. Select Material Level (default Bcth)

3. Enter optional guzlifiers 25 desired

&. Click Run Report

DODAAC:
(M) Fiscal Year:
(M) Fiscal Quarter: |1 D
(M) Material Level: O Nuclear O Non-Muclear & Both
Creator Code:

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

Friday, 25t May, 2012

Figure 6.5

The results of a search are shown below.
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Contractar Profile \ PPIRS Contractor Profile | DL& Contractor Surnmary

MIR Report

PODR Surmmar Red/vellow/Green
SDR Quarterly Report

PODR Statistics

PRODUCT DATA REPORTING AND EVALUATION PROGEAM

SDRE QUARTERLY REPORT
PART &.
RUN 11-AUG-09

SDRS RESOLVED OR AVAITIHNG RESOLUTION

Feedhack Status | MIFL1/55 Quarterly |
SDR Quarterly

DODAAC: H42158 WAVSHIFYD HORFOLE Vi
3RD QUARTER - FISCAL YEAR 2009
HAVY D14 OTHER VENDOR
1. Tnresolved Beginning of (TR (line 14 from prior QTR) 33 20 36 1z
2 Dollar Value Unresolved {line 15 from prior QTR) 141342 20441 43306 4609
3. Humber Initiated= 11 20 72 45
4. Dollar Valus Initiated= 40124 10919 E4657 20027
= Humber Resolved {szum of lines 6., 8 and 10) =] 13 43 33
6. Resolved Reimbursement Authorized 1 g 38 ?
7. Dollar Value Reimbursement Authorized 475 5657 47358 550
8 Resolved Reimbursement Denied 1} 1 0 1}
9. Dollar Valus Reimbursement Denied 0 12 0 0
10. Re=solved Other Action Reguired g 4 g 26
11. Dollar Values Other aa7 5826 12586 14151
12. 5SDR= Closed Out Due to Hon—-Response 3 3 0 9
13. Dollar Value SDRE=s Closzed Out Due to Non-Response 61322 419 0 729
14, TUnresolved End of QTR (lines (1+3)-(5+12)=14) a5 24 65 15
15, Dollar Value Unresolved (lines (2+4)—-(7+9+11+13)=15) 113283 19446 49350 4205
16 Humber COwer 90 Day= O0ld {included in Line 14) 24 14 15 2
17. Dollar Value Ower 90 Days 0ld {(included in Line 15) 79159 14632 30898 27
18. Humber Ower 120 Days Old (included in Line 16) 20 14 9 2
19 Dollar Walue Ower 120 Day=s Old {included in Line 17} 78598 14632 30071 27
b sl £ . 1 T
FRODUCT DATA REPORTING AND EVALUATION PROGRAM
SDR QUARTERLY REFORT
PART B. DISCEEPANCY CODE SUMMARY
RUN 11-AUG-09
FOR HAVSHIPYD NORFOLK VA
3RD QUARTER — FISCAL YEAR 20049
HAVY DLA OTHERE VENDOR
1 In & condition other than shown on supply document or
on the supporting inspection-test certific 3 4 11 a
c2 Expired shelf life item (if hazardous material use code
HE) 0 0 5 11
c3 Damaged US Postal Service shipment (Security Assistance
custoners are authorized to use this 0 0 1} 4
m Supply documentation not received with material 1] 1 1] 1]
L2 Supply documentation illegible or mutilated o 1 1] 1]
H1 Hazardous item in a condition other than shown on
supply document or on the supporting inspection-te o o 3 1}
HS5 Ezpired hazardous shelf life item o 0 1 o
o1 Quantity received 1= more than gquantity shown on the
supply document o o 1] [
P2 Cushioning inadaguate. incorrect. or omitted 1] 1 2 1]
F3 Identification markings omitted, inconplete,
incorrectly located. or not legible o 4 3 o
F3 Contract data omitted, incomplete, incorrectly located,
or not legible o 0 o 2
F3 Shelf-life markings omitted, incorrect, or not legible 1] 1 4 4
51 Cuantity received less than quantity indicated on
supply documentation 1 4 15 10
54 Total nonreceipt, not transportation related (US only) 2 o 2 1
57 Shortage or nonreceipt of an item in a multipack or
zealed vendor's pack, (Hot applicable to Secu i} u] 2 1]
w1 Incorrect item received [ g 24 7
we Inacceptable substitute received 1 n] 1] 1]
w4 Migidentified item received 0 ] 2 0
Z1 Other discrepancy-see remarks 1] 1 1] 1
2 Repetitive discrepancy (Hust use in combination with

other codes or describe in remarks)

Figure 6.6
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7 ENTERING AN ACTION POINT REPLY

a. Accessing the Action Point edit page to provide a response to an Originator can be
done by clicking Action Point from the SDR base page (Figure 7.1).

SDF Worklist | Create Mew SDR | SDR Search | SDR Basic Repart |

SDR Front View
Qriginator

Action Point UPPLY DISCREPANCY REPORT [1. DATE OF PREFARATION 2. REFORT NUMBER
QUICK VIEWS (SDR) 05/01/2008 N45112- 08- 0002
ew SF-364 (Front, SHIPPING
evw SF-364 (Front) - HTMU 76 (Name and address, includs ZIF Code 4. FROM (Name and addrezs, includs ZIP Code

) )
cw SF-364 [Back DEF LOGISTICS INFORMATION SERVICES |NAVAL SEA LOGISTICS CENTER DETACHMENT
cw SF-364 (Back) - HTML | g1 4701 N45112

DR Histary 74 WASHINGTON AYENUE N - SUITE 7 PORTSMOUTH, NH 03804-2058

| e e

mm_ BATTLE CREEK, M1 49037-3084 ALLEN.MCGEE@NAYY.MIL
view/Unload Files(0) SMSRODS@DLA.MIL -
EXHIBIT TRACKING Sa, SHIPPER'S NAME 5b, NUMBER AND DATE OF &. TRANSPORTATION DOCUMENT NUMBER

INVOICE (SBL, Waybill, TEM, etc)
Exhibit Tracking -

USER INFORMATION 7a. SHIPPER'S NUMBER (Purchase | 7b, GFFICE ADMINISTERING COMTRACT 8. REQUISITIONER'S NUMBER (Requisition,
User Profile Order/Shipment, Contract, etc ) Burchase Request, etc.)

12345-05/14/2008 N4511211231234

12345 -

9, 5HIPMENT, BILLING , AND RECEIPT DATA 10. DISCREPAMNCY DATA

(a) MSN/PART NUMBER AMD (bYUNIT ©F | (c) QUANTITY (d) QUANTITY [55] (b)Y UNIT (CITOTAL
NOMEMCLATURE ISSUE SHIPPED/BILLED|{ RECEIVED UANTITY PRICE COST
ORDERED

OB-0999-123456789-L1 [EA 1 [1 [1 [1.000 [1.000
RECEIVED

I [0 [0 [0 I I

(10d) DISCREPANCY CODES

D2 - SUPPLY DOCUMENTATION ILLEGIBLE OR MUTILATED
11, ACTION CODES

1D - MATERIAL STILL REQUIRED; EXPEDITE SHIPMENT

12, REMARKS

This is a test.

13, FUMDIMG AND ACCOUNTING DATA

T4, NAME, TITLE, AND PHONE NUMEER OF
PREPARING OFFICIAL

ALLEN R MCGEE 207-438-6475 207-438-
6475

15, DISTRIBUTION ADDRESSES FOR COPIES

14b. SIGNATURE

STANDARD FORM 364]

Figure 7.1

b. The SDR Action Point Edit screen displays (Figure 7.2 and Figure 7.3).

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

Unclassified Naval Nuclear Propulsion Information (U-NNPI/NOFORN) is NOT authorized.

Report Number: TPLANC-002000
View: SF-364 Front (HTML) SF-364 Back (HTML)

SDR Action Point Edit

Instructions

Enter/modify Action Paoint field(s) if available

Correct format for Date Elements is MM/DD/YYYY or use Calendar
Click Save

Click Email Closing Actions to Originator to send emaill

To cancel the process, click Cancel

(D Sy S

Sending email will automatically save all modifications to the SDR

[Save l [ Email Actions to Originator ] [ Cancel ]

16. From (Action Point): TEST PLAN
TPLANO
123 ANY STREET
PORTSMOUTH, NH 03801
REBECCA.PATTON.CTR@NAVY.MIL

| Redirect to New Action Point DODAAC |

17. Distribution Addresses for Copies:

18. To (Originator): TEST PLAN
TPLANO
123 ANY STREET
PORTSMOUTH, NH 03801
TEST@ABOUTBLANK.COM
Action Point Response Codes:

<SELECT> [+ Show Detail

Figure 7.2
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Action Point Response Codes:

<SELECT= D Show Detail

19. In Accordance with Notice of Discrepancy on Face of this Form
a. Material: | .gE ECTS D
b. Requisition Number:

c. An adjustment in billing has been/will be | .op| ECT>
processed as a: D

d. Invoice/Bill Attached: | g ECT: D
e. Proof of delivery (parcel post shipments) or | .cg ECT>
Evidence of shipment enclosad: D

20. The following Disposition is to be made of the Referenced Material
a/c. Disposition: | :sELECT= D
b. Representatives will Call for Discussion in: 0

Days
d. Material will be Picked Up in: [ Davs
e. Ship Material: | .gg| EoT> V]

Charges Collect Via: | .sg ECT> D
WebSDR\Tracking Number:

Shipment Comments: .

21. Replacement Disposition: | -sE ECT= D
22. Replacement Date:

23. Remarks: .

24a. Name and Phone Number of Preparing
Official:
24b. Action Point Response Date: ?

24c. Close Date (Enter only if no further action ?
required):

Send SDR Closing Actions back to Originator

[ Save ] [ Email Actions to Originatar ] [ Cancel ]

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

Friday, 25" May, 2012

Figure 7.3
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c. To provide a response to an Originator, enter the mandatory data for a response on
the SDR Action Point Edit Page. All other fields are optional.

d. The mandatory data for a response are:

1.

2.

3.

4.

Remarks
Action Point Response Codes (AKA Disposition Codes)
Action Point Response Date

WebSDR Tracking Number (mandatory only for Problem Type 7 records that
need to be sent outside of PDREP to WebSDR)

e. Fields that can be entered on the Action Point edit page are as follows:

1.

2.

Block 16 Action Point email is editable

Material Management Code and Email - The Material Management Code can
be used when the Action point DoODAAC is a USMC DoDAAC. Select the
Material Management Code from the drop down and click the Set Email Code
button. This sets the Material Management Code and updates the Action Point
email to the appropriate USMC material manager.

HINT

To determine a USMC Material Management Code you can go to the Stock
Control System web

page https://scsweb.day.disa.mil/sms_web/inguiry/AssetFrameset.htm to
look up the code.

Block 17 Distribution Addresses for Copies - This block is used to list offices
that need to receive a copy of the SDR

Block 18 Action Point Response Codes - Used to select the appropriate
Disposition Code(s).

Block 19a Material - Has Been Shipped, Will be Shipped, or No Record of
Shipment selection available.

Block 19b Document Number - Self explanatory

Block 19¢ An adjustment in billing has been/will be processed as: - None,
Credit, or Debit selection available.

Block 19d Invoice/Bill Attached - Yes or No selection available.

Block 19e Proof of Delivery (parcel post shipments) or Evidence of Shipment
enclosed - Yes or No selection available.
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10. Block 20a/c Disposition - Selections for disposal or return available.

11. Block 20b Representatives will Call for Discussion in - Estimated number of
days Action Point will call the Originator.

12. Block 20d Material will be Picked Up in - Estimated number of days until item
is picked up.

13. Block 20e Ship Material - Estimated number of days until item is shipped.
14. Charges Collect Via - Collect or prepaid selections available.

15. WebSDR\Tracking Number - Used to store the WebSDR tracking number.
16. Shipment Comments - Use to store comments about shipping status.

17. Block 21 Replacement Disposition - Indicates vendor replacement, new
requisition, or no new material required.

18. Block 22 Replacement Date - Date item was replaced

19. Block 23 Remarks - Investigation results, disposition, or any remark concerning
what the Originator should do to get resolution to the SDR, are placed in this
block.

20. Block 24a Name and Phone Number of Preparing Official - Self explanatory

21. Block 24b Action Point Response Date - Date the Action Point response was
released to the Originator.

22. Block 24c Closed Date - Date SDR was closed

After filling in all the mandatory fields and any optional fields desired, clicking the
Save button automatically sends the record back to the Originator for review. If the
record contains a WebSDR Tracking Number and originated from WebSDR, the
record will be returned to the WebSDR Originator. Clicking the Save button
without an Action Point Response date saves the record as a draft, and the record
will not be returned to the Originator.

. The response can also be emailed to the Originator. This is especially useful when
the Originator does not have an SDR system and the record is input manually for
them by someone else in the SDR process. The Originator might be a vendor or
someone in the field who does not have routine access to the internet. The email
will let them know action has been taken.

Email Closing Actions to Originator Button - The User can also communicate about
the SDR using the Email Closing Actions to Originator button, accessing the email
capabilities to send additional information or attachments to the Action Point.
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I. Action Points can also use the Email Closing Actions to Originator to forward
attachments to an Originator as long as an appropriate email address is entered for
the Action Point.

J. Clicking the Cancel button will navigate the user to the previous screen without
saving.

k. To view or print a copy of the traditional SF-364, click on View SF-364 (Back) or
View SF-364 (Back) - HTML links on the left side of the page (Figure 6-1). An
SF-364 will be displayed (Figure 7.).

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

SDR Worklist | Create New SDR | SDRSearch | SDR Basic Report |

CHOOSE LEVEL SDR Back View
Criginator
Action Point | SDR ACTION POINT DISPOSITION FOR REPORT NUMBER : TPLAND- D0- 9000
16. FROM (Action Point): 17. DISTRIBUTION ADDRESSES FOR COPIES:
54 (Front) TEST PLAN
64 (Front) - HTML| TPLANO
_364 (Back) 123 ANY STREET
54 (Back) - HTML | PORTSMOUTH, NH 03801
SDR History REBECCA.PATTON.CTR@NAVY.MIL
- 18. TO (Originator):
. n . TEST PLAN
View/Upload Files(0) TPLAND
F) : RACK] 123 ANY STREET
Exhibit Tracking PORTSMOUTH, NH 03801
- ORMATIO TEST@ABOUTELANK.COM
User Profile ACTION POINT RESPONSE CODES

606 Safety hazard; destroy.

19. IN ACCORDANCE WITH NOTICE OF DISCREPANCY ON FACE OF THIS FORM
3.,b. MATERIAL : No record of shipment

c. AN ADJUSTMENT IN BILLING HAS BEEMN,/WILL BE PROCESSED AS A : None'\Other
d. INVOICE BILL ATTACHED :N

2. PROOF OF DELIVERY OR EVIDENCE OF SHIPPING ENCLOSED : N

20. THE FOLLOWING DISPOSITION IS TO BE MADE OF THE REFERENCED MATERIAL
a.,c. DISPOSITION @

b. REPRESENTATIVE WILL CALL FOR DISCUSSION IN O DAYS

d. MATERIAL WILL BE PICKED UP IN O DAYS

e. SHIP MATERIAL : COLLECT CHARGES VIA : Collect | TRACKING NUMBER :
usps

f. SHIPMENT COMMENTS : Comments

21-22 REPLACEMENT DISPOSITION

REPLACEMENT DISPOSITION :

If Material is still required, submit new requisition

REPLACEMENT DATE (If replacement is made) :

23. REMARKS

A Remark

24a3. NAME AND PHOMNE OF PREPARING OFFICIAL :
25c.ACTION POINT RELEASE DATE : 12/15/2011

STANDARD FORM 364

PDREP MAVSEALOGCENDET PORTSMOUTH, NH. Version : 5.0.8, Build Date : 03/09/2012
Phone : (207) 438-1690 Email Technical Support
Friday, 25" May, 2012

Figure 7.4

I. If for any reason the SDR was misrouted to you or your DODAAC, you can correct
this by using the “Redirect to a New Action Point” button. This will remove the
SDR from your worklist and place it on the worklist of the person and organization
you select. See Figure 7.5
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Home » Feedback # Links » User Profile » PDREP Manuals User: TEST PLAN » logout

Unclassified Naval Nuclear Propulsion Information (U-NNPI/NOFORN) is NOT authorized.

Report Number: TPLANO-009000
View: SF-364 Front (HTML) SF-364 Back (HTML)

SDR Action Point Edit

Instructions

1. Enter/modify Action Point field(s) if available

2. Correct format for Date Elements is MM/DD/YYYY or use Calendar
3. Click Save

4. Click Email Closing Actions to Originator to send email

5. To cancel the process, click Cancel

Sending email will automatically save all modifications to the SDR

[ Save ] [ Email Actions to Originator ] [ Cancel ]
16. From (Action Point): TEST PLAN
TPLANO

123 ANY STREET
PORTSMOUTH, NH 03801
REBECCA.PATTON.CTRENAVY.MIL

[ Redirectto New Action Point DODAAC ] -
17. Distribution Addresses for Copies:

18. To (Originator): TEST PLAN
TPLAMO
123 ANY STREET
PORTSMOUTH, NH 03801
TEST@ABOUTBLANK.COM

Action Point Response Codes:

<SELECT> V]
Figure 7.5

m. To redirect a SDR, click the “Redirect to a New Action Point” button, the redirect
web page will appear. See Figure 7.6.

Unclassified Naval Nuclear Propulsion Information {(U-NNPI/NOFORN) is NOT authorized.

Report Number: N55236-0700013
View: SF-364 Front (HTML) SF-364 Back (HTML)

Redirect SDR to New Action Point

Choose Action Point Activity: | -~ N00383 - NAVSUP WSS PHILADELPHIA PA [+
O Ak pomaly oIt K0
another Action Point Activity: LEONARD T ROBERTS - leonard.roberts@navy.mil D
€C's will be sent to: | ACTIVITY [~

Message: Enter any text that yvou wish to be sent with this email
Put your comments about redirecting here, an email will be .
sent to the new action point you selected.

[ Forward SDR H Cancel ]

Figure 7.6

n. Select a DoODAAC you desire to make the new action point from the “Choose
Action Activity” Drop down selection. Then select a person from the drop down
directly below the DoDAAC you just selected, that person will be assigned to
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become the action point POC for the SDR. Click the “Forward SDR” button and
the SDR is now assigned to a new person and/or DoDAAC and will appear on their
work list.

. Once the SDR is forwarded an email is also sent to the new action point alerting
them that they have been assigned a new SDR for action.

Click the “Cancel” button to exit the redirect function and return to the previous
web page.
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8 DATA DICTIONARY

FIELD NAME

DESCRIPTION

ACT BILLING ADJUSTMENT

Indicates whether a debit or credit, or no
adjustment made.

ACT DISTRIBUTION

Text box for internal distribution.

ACT DOCUMENT NUMBER

Serial number of document used for material
disposition.

ACT INVOICE BILL ATTACHED

Indicates yes or no for invoice bill attached.

ACT MAT PICKED UP DAYS

Number of days until material will be picked up.

ACT MATERIAL DISPOSITION

Indicates whether material should be retained or
disposed of.

ACT MATERIAL MOVEMENT DOC

Indicates if shipping documentation is available to
Action Point.

ACT MATERIAL SHIPPED

Indicate material shipment method (e.g., FedEX,
USPS).

ACT PAYMENT METHOD

Indicate whether shipment is prepaid or collect.

ACT PREPARING OFFICIAL

Name, title, phone (24a).

ACT REMARKS

Narrative block for action point comments.

ACT REP WILL CALL DAYS

Number of days until representative will call for
discussion.

ACT REPLACEMENT DISPOSITION

Indicates vendor replacement, new requisition or
no new material required.

ACT SHIPMENT METHOD

Indicates how material is to be shipped (e.qg.,
FedEx, USPS).

ACT SHIPPING COMMENTS

Text field used to clarify action point
actions/information.

ACT TRACKING NUMBER

Text field for storing WebSDR tracking number.

ACT VENDOR DELIVERY DATE

Latest date in which replacement will be made if
applicable.

ACTION CODE

Code used to describe the action requested to be
taken by the originator.

ACTION POINT ADDRESS (1)

Action point physical address line 1.

ACTION POINT ADDRESS (2)

Action point physical address line 2.

ACTION POINT ADDRESS (3)

Action point physical address line 3.

ACTION POINT DODAAC

DoDAAC of the action point activity.

ACTION POINT DUE DATE

Date response is due, based on 30 calendar days
from receipt of system SDRs, 55 for all others.

ACTION POINT E-MAIL ADDRESS

E-mail address of focal point (POC) default
mailbox no such field.

ACTION POINT EXTENSION DATE

Date the originator extended the original action
point due date to.

ACTION POINT NAME

Action point activity name.

ACTION POINT RELEASE DATE

The date in which the action point completes the
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FIELD NAME

DESCRIPTION

investigation and returns a response to the
Originator.

ADDED ACTIVITY

DoDAAC of SDR creator.

ADDED DATE

Date the SDR was added to PDREP.

CLOSED DATE

The date the SDR is closed. This can be set by
the action point but the originator has over ride.

CONTRACT ADMIN ADDRESS

Not used at this time.

CONTRACT ADMIN ADDRESS (1)

CAO activity address line 1.

CONTRACT ADMIN ADDRESS (2)

CAOQ activity address line 2.

CONTRACT ADMIN ADDRESS (3)

CAO activity address line 3.

CONTRACT ADMIN NAME

CAOQ activity name.

CONTRACT ADMIN OFFICE

DoDAAC of the Contract Administrative Office.

CREATOR CODE

User id of user who electronically initiated the SDR
(regardless of designated Originator).

CREDIT CARD IND

Not used at this time.

DISCREPENCY CODE

Code used to describe the discrepancy found by
the originator.

DISPOSITON CODE

Code use to describe the action taken by the
action point.

DISTRIBUTION

Text field for entry of office codes, copy to file, etc.,
(no e-mail addresses).

DISALLOW AP CLOSING INDICATOR

Indicator used by the originator to prevent the
action point from closing an SDR

FOLLOW UP DATE

Date used by originator to track when the last time
a follow up to an SDR was sent to the action point.

FMS REPORT NUMBER

Serial number of Foreign Material Sales (FMS)
SDR.

FUNDING ACCOUNTING DATA

Text field for relevant funding and accounting data.

HAZARDOUS INDICATOR

Indicator used to indicate whether an item is
hazardous or not.

INVOICE DATE

Date of invoice if applicable.

INVOICE NUMBER

Invoice number.

JOB ORDER NUMBER

Funding document number for job.

KEOP

Key operation within job.

MATERIAL LEVEL CODE

Navy Material Level Code.

MATERIAL MANAGEMENT CODE

Code used by USMC to identify the item manager.

NARRATIVE

Originator comments.

NO RESPONSE INDICATOR

Indicator to indicate when the action activity is
totally non responsive.

ORDERED NSN COG

Code used to identify inventory manager store
account, and material type.

ORDERED NSN FSC

Four digit code representing a description of the
material.
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FIELD NAME

DESCRIPTION

ORDERED NSN NIIN

Last nine digits of the NSN for the material
ordered.

ORDERED NSN SMIC

Special material identification code used as an
extension of the NSN of the material ordered.

ORDERED NOMENCLATURE

Name associated with the FSC of the ordered
material.

ORDERED PART NUMBER

Part number of ordered item.

ORDERED QUANTITY DEFICIENT

Number of ordered items being reported as
deficient.

ORDERED QUANTITY RECEIVED

Number of ordered items actually received.

ORDERED QUANTITY SHIPPED

Number of ordered items provided to a carrier for
movement.

ORDERED TOTAL COST

Unit price times number of units ordered.

ORDERED UNIT CODE

Two character code that denotes a physical count
of an item (e.g., EA).

ORDERED UNIT PRICE

Cost to recipient for each item ordered.

ORIGINATOR ACTIVITY

DoDAAC reporting discrepancy.

ORIGINATOR ADDRESS

Not used at this time.

ORIGINATOR ADDRESS (1)

DoDAAC Title.

ORIGINATOR ADDRESS (2)

Street address of reporting DoDAAC.

ORIGINATOR ADDRESS (3)

Town, state and zip code of reporting DoDAAC.

ORIGINATOR E-MAIL ADDRESS

E-mail address of POC at reporting DoDAAC.

ORIGINATOR NAME

DoDAAC name of the Originator.

ORIGINATOR RELEASE DATE

Date Originator sent SDR to Action Point.

PREPARATION DATE

Date the SDR was prepared.

PREPARING OFFICIAL

Name, title, phone, etc., of Originator

PROBLEM CODE

Code used to describe the type of SDR. (l.e. Type
6or7)

PROJECT NUMBER

Shipyards use this field to annotate which project
the SDR is related to.

REBUTTAL DATE

Date the Originator rebutted or requested the
action taken to be reconsidered.

RECEIVED NSN COG

Two digit code preceding FSC of material
received.

RECEIVED NSN FSC

Four digit code tied to a description of the material
received.

RECEIVED NSN NIIN

Last nine digits of the NSN for the material
received.

RECEIVED NSN SMIC

Special Material Identification Code used as an
extension of the NSN for the material received.

RECEIVED NOMENCLATURE

NIIN or FSC material description of received
material.

RECEIVED PART NUMBER

Part number of the received item.
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FIELD NAME

DESCRIPTION

RECEIVED QUANTITY DEFICIENT

Number of items received which were deficient.

RECEIVED QUANTITY RECEIVED

Number of items received.

RECEIVED QUANTITY SHIPPED

Number of received items provided to a carrier for
movement.

RECEIVED TOTAL COST

Unit price times number of units received.

RECEIVED UNIT CODE

Code that denotes a physical count of an item
(e.g., EA).

RECEIVED UNIT PRICE

Cost to recipient for each item received.

REPORTING DODAAC

Department of Defense Activity Address Code of
the activity from which the SDR is sent.

REQUISITION NUMBER

The requisition activity number, e.g., requisition
purchase request.

SECURITY CODE

Code to indicate security requirements of material.

SERIAL NUMBER

2 digit year + 4 digit sequence number. The
Originator DODAAC + SERIAL NUMBER = SDR
Report Number.

SHIPPER ACTIVITY

Cage code or DoDAAC of company/activity that
provides material to carrier for movement.

SHIPPER ADDRESS

Not used at this time.

SHIPPER ADDRESS (1)

Title of company/activity providing material to
carrier for movement.

SHIPPER ADDRESS (2)

Street address of shipping activity.

SHIPPER ADDRESS (3)

Town, state and zip code of shipping activity.

SHIPPER E-MAIL ADDRESS

E-mail address of POC at shipping activity.

SHIPPER NAME

Name of the activity/company that provides
material to a carrier for movement.

STORAGE ACCOUNT CODE (SAC)

Code to indicate storage requirements of material.

TRANSPORTATION DOCUMENT
NUMBER

Unique Identifying Serial Number on transportation
document (e.g., GBL, manifest, wayhbill).

TYPE CODE Determine if the type of SDR is Packaging,
Shipping, or both.
UPDATE ACTIVITY User code of last user to electronically save

changes to the SDR in PDREP.

UPDATE DATE

Date of the last update to the record.
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9 SUMMARY

This concludes the PDREP entry instructions for PDREP-SDR Originators. For instructions on
other PQDR investigation activities 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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