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About FEDS/EADS

1.  What is FEDS/EADS?

The Federal Disposal System (FEDS) is the General Services Administration (GSA) computer system for recording, tracking and controlling the nationwide inventory of excess and surplus property of the Federal government.

The Energy Asset Disposal System (EADS) is a module contained within FEDS.  EADS provides automated data systems support for the Department of Energy's (DOE) nation-wide personal property needs.  EADS primary goals are to: 1.) simplify and; 2.) improve internal screening.  We have achieved this end by eliminating duplicate data entry, reducing paperwork, increasing Federal agency reutilization and eliminating the need for new DOE personal property system development.

DOE personnel can use FEDS/EADS to report property for internal screening, excess screening and to compete for internal/excess/surplus property.  FEDS/EADS tracks the progress of the property as it moves from the internal screening process, redistribution and excess stage of disposal to the donation or surplus stage.  At the Internal Screening level, DOE determines the length of time property will be screened and whether or not the property being internally screened proceeds to the Federal excess and surplus cycle.  EADS provides the necessary tools and automated transfer document to each respective DOE activity to make informed, intelligent determinations by reviewing requests for the property and allocating the property to qualified DOE entities, e.g., DOE Headquarters/field offices, DOE contractors, the Energy-Related Laboratory Equipment Grant Program (ERLE), or other programs.

GSA personnel control property as it moves through the normal Federal utilization and donation cycle.  GSA/FEDS allows each of the respective GSA regional offices to make a final determination by  reviewing requests for the property and allocating the property to qualified Federal, State, or other organizations.  After allocation, FEDS creates the appropriate transfer order documents required to complete transfer of the property.

FEDS is designed as a real-time system with an on-line data base.  FEDS was initiated in 1992  with an on-line module called REPADE (Report Excess Property by Automated Data Entries).  Customers use REPADE to report excess property electronically by completing a series of user friendly screens.

2.  Who can use FEDS/EADS?

FEDS/EADS is not provided to the general public.

FEDS is available to 3 groups of users: Federal agencies, authorized non-Federal recipients, and State Agencies for Surplus Property (SASP).  Non-Federal recipients are activities which receive excess property through a Federal sponsor but are themselves neither Federal agencies nor donees.  Examples of sponsoring organizations include the Department of Interior, Bureau of Indian Affairs; the US Department of Agriculture, State Extension Service; the National Science Foundation; the Department of Labor, Employment/Training Administration; and the Department of Justice, US Marshals Service or eligible recipients of Federal Property e.g. 1890 Land Grant Schools, Historical Black Colleges and Universities. 

EADS is exclusive to DOE.  EADS provides DOE users with the capability to screen DOE personal property in an interactive, real time frame.  Under EADS DOE personnel and contractors can screen DOE property before it proceeds into the normal (Federal) disposal cycle.

How to Print and/or Download this Document

1. To Print A Section You Need (recommended)

To print a section you want, simply click at the section name from the Table of Contents on the left side, and click the browser print button.

2. To Download the Entire Document

To download the entire document (169 pages, 27 MB in size), click here:

EADS Users Guide Download
Be advised that this file will take from 5 minutes to over an hour to download, depending on the speed of your computer.
Hardware and software requirements

1.  What do I need?

To run FEDS/EADS you will need a computer, modem, and communications software.  If your computer is connected to a local area network (LAN), your LAN server computer might contain the modem or gateway for your computer.  If you prefer to use the Internet to communicate with FEDS/EADS, then you will also need to subscribe to the Internet via an Internet Service Provider or with one of the commercial services.  If your subscription does not include a browser, then you should also purchase browser software.  Consult your Internet subscription company for further information.

2.  How powerful must my computer be?

The size of your computer will depend on the type of communications software being used.  If you are using DOS programs such as Procomm+, a 286 personal computer (PC) is sufficient.  However, if you are using a Windows program to communicate with FEDS, a 486 PC with a minimum of 4 megabytes of RAM and 50 megabytes of hard disc space is recommended.  A 15 inch monitor is sufficient for non-Internet connections while a 17 inch monitor is preferred for Windows 95 environments and for Internet users.

3.  How fast should my modem be?

Modems should have a minimum BAUD rate of 9600 bits per second (bps).  Anything below a 9600 BAUD rate will have a negative effect on response time.  Modems should be connected to a voice line - a data line will not work.

4.  What kind of communications software do I need?

For non-Internet connections, any communications software with a VT 100 emulation package should work.  In addition, any computer (IBM compatible or Macintosh) using a VT100 emulation package should work.  Procomm+ is a common communications package used, and it is available in both the DOS and windows versions.  A VT 100 package is also available in Windows 3.1 (Terminal). See the operating guides that came with your communications software for more information.

Windows 95 (Hyperterminal) emulates VT100; however, it does not produce a full page for some screens in FEDS/EADS.  For some screens, Hyperterminal does not display the Option Bar listing the input characters needed to get to the next screen.  Accordingly, Hyperterminal is not discussed throughout the remainder of the user guide.

For Internet connections, use the software provided by your subscription service, or purchase an Internet browser, for example, Netscape Navigator or Microsoft Explorer.

5.  How should I configure my modem?

Protocol settings for the communications software are determined by the modem settings established at the receiving end by GSA.  These settings are as follows:

	Data Bits:
	8

	 Stop Bits:
	1

	Parity:
	None

	Duplex:
	Full


See the operating guides that came with your modem and communications software for more information.

6.  How should I configure my communications software?

Whether you are an Internet user or not, be sure to consult the operating guide that came with your communications software.  While all communications software packages provide similar features, each package has a unique way to change the settings that control the way your software displays data from FEDS/EADS.  Some packages, for example give you an option that changes the number of lines displayed on your screen.  Be sure to set this option to the maximum number of lines but no more than 25 lines per screen.  The 25th line normally displays the last line on a FEDS/EADS screen which includes error messages and options.

7.  What if I cannot get the connection to work?

These are some common problems and corresponding solutions users have experienced with FEDS/EADS:

	Problem
	Solution

	You get a blank screen
	Check to make certain your modem is not defective 
Check to see if the modem is  connected to a voice (not a data) line.

	After the computer dials FEDS/EADS, you get a voice message saying you dialed a wrong number
	Check your dial string (the complete phone number to include commas) and make certain that a "1 " (long distance) is between the "9" (outside line) and the 10-digit phone number and that there are no spaces between numbers.

	You get an unintelligible screen
	Check to make certain you are using VT-100 emulation
Check to make certain your modem is not defective.


If  none of the above solutions work, call the Property Management Division of the GSA Federal Supply Service at 703-305-7240 between the hours of 8:00 a.m. and 4:30 p.m. Eastern Time, Mondays through Fridays.

Gaining Access

1.  How do I gain access to FEDS/EADS?

Once hardware and software requirements are met, you will either need a telephone number to dial and logon codes to sign onto the system, or you will need the Internet Address.

2.  What telephone number do I dial?  What if I use the Internet?

The Federal Supply Service has provided a toll free number to make it cost effective for you to use FEDS/EADS.  The number is  1- 888-377-2122.  Internet users will find the FEDS/EADS Web Page at pub.fss.gsa.gov/property

Observe the following guidelines when entering the dial string (the complete phone number to include commas) into your communications software:

	�
	Do not separate the parts of the telephone number with a dash or hyphen.

	�
	Do not use commas in the dial string unless you need to wait for a dial tone in the normal course of dialing the phone number, such as in the case of using a credit card access number.

	�
	If you need to use commas, use one comma for every 3 seconds of pause required to get the dial tone.  See the operating guides supplied with your modem and communications software for further information.


3.  How do I get logon codes?

Access to FEDS/EADS requires two separate logons.  The first logon requires a Usercode and Password and connects you to the GSA computer in Eagan, Minnesota.  The second logon requires an Access Code and Password and connects you to the FEDS/EADS application.

Requests for logon codes must be made in writing to the appropriate Department of Energy Organizational Property Management Officer.  These requests, if approved, will be forwarded to the appropriate DOE Headquarters official.

The application should provide the name, telephone number, Access Code, Password and Activity Address Code for each user .  The Access Code will be six characters while the personal Password determined by the applicant can be up to eight characters long. (alphabetic, numeric, or a mix of alphabetic and numeric).  

The application should also specify by user the level of access required.  There are several levels of access: 

� Search only,

� Search and freeze,

  � Transfer, or

� All three combined 

Agencies are encouraged to minimize the number of Access Codes used to access FEDS/EADS.  Normally, GSA will not restrict the number of Access Codes at the search and freeze permission level but will rely on an agency's judgment as to how many of such codes are required.  

Users who report property to FEDS/EADS who represent more than one Activity Address Code do not need to have multiple Access Codes.  The FEDS/EADS system allows users with more than one Activity Address Code to change the code when necessary while reporting property.  If you represent multiple Activity Address Codes, choose the most active code as your default when you apply for permission to use the system.  This will become your default Activity Address Code which you may change as necessary. 

Care should be taken when making application for FEDS/EADS access to safeguard the Passwords requested and prevent them from being compromised. Submit your application to your local Property Management Officer who will submit the official application to the appropriate official in a sealed envelope.  Accordingly, the password(s) should not be identified in the application letter itself.  Passwords should be placed by the local Property Management Officer in a sealed and opaque envelope with the words, "Security Information.  To be opened by authorized persons only." on the outside of the envelope.  The envelope containing the password should accompany the agency letter of request.

EADS Users

If you have any questions regarding EADS logon codes, please direct them to the appropriate Organizational Property Management Officer.  They in turn will contact the appropriate DOE Headquarters personnel.

4.  Who must sign access code requests?

Requests for access codes from Federal recipients must be signed by the National Utilization Officer (NUO) of the requesting agency.  Similar requests for access codes from non-Federal recipients must be signed by the NUO of the sponsoring agency. 

NUOs who wish to delegate their signature authority for access codes must advise GSA in writing of their delegations.

Making your way around the Software:

Software packages differ in the techniques deployed in working around a screen.  Various screen movements and software techniques are discussed below.  In all cases, you should enable your Caps Lock key so that all your letters are in upper case mode.  

1.  How do I move from field to field?

For non-Internet users there are three ways to move from the top of the screen to the bottom of the screen and from field to field within FEDS/EADS:  (1) press the Tab key, (2) click the mouse, or (3) press the arrow keys.  Whichever technique is used, the cursor must be left justified to the first available position within the field delimiters for the program to work.  Placement of the cursor in any other position will either generate an error message or produce an undesirable system response.  For this reason, use of the Tab key is strongly recommended because it is the most fail safe of all the techniques.  The tab key will automatically advance the cursor to the correct position in the next field.  Use of the mouse and arrow keys may be faster; however, their use requires a positioning judgment which is open to error.

To move from the bottom of the screen to the top of the screen and from field to field within FEDS/EADS, hold down the shift key and press the tab key.  Also, most of the screens are seamless, that is, pressing tab after the last field on the screen moves the cursor directly to the top of the same screen while using shift and tab from the top of the screen moves the cursor directly to the last field on the same screen.

Listed below are some common communication software packages and the default technique they deploy to move from field to field:

	
	Tab
	Shift/Tab
	Mouse
	Arrows
	Home/End

	Windows 3.1 Terminal
	  Yes
	 No
	 No
	 No
	No/No

	Procomm+ for DOS
	 Yes
	 No
	 No
	 Yes
	Yes/No

	Procomm+ for Windows
	 Yes
	 No
	 No
	 Yes
	Yes/No

	Unisys Infoconnect
	 Yes
	Yes
	Yes
	 Yes
	Yes/Yes


Internet users must use the mouse to click on the first field on each screen to enter data.  The Internet software automatically places the cursor in the first column of the field.  Use the tab key or the mouse to move from field to field.  Shift and Tab can also be used simultaneously to move from a lower field to a field higher on the screen.

2.  How do I move within a field?

There are three common ways to move a cursor within a field:  (1) arrow keys, (2) mouse, or (3) space bar/backspace.  Listed below are the default techniques deployed by some common communications software packages:

	
	Arrows
	Mouse
	Space Bar/

Backspace

	Windows 3.1 Terminal
	No
	No
	Yes/Yes

	Procomm+ for DOS
	Yes
	No
	Yes/Yes

	Procomm+ for Windows
	Yes
	No
	Yes/Yes

	Unisys Infoconnect
	Yes
	Yes
	Yes/Yes

	Internet
	Yes
	Yes
	Yes/Yes


3.  How do I delete an entry?

Over typing an entry will usually work regardless of the software package used.  However, the Delete key will not.  Listed below are the default delete techniques deployed by some common communication software packages:

	
	Delete
	Space Bar
	Backspace
	Back Arrow

	Windows 3.1 Terminal
	Yes
	Yes
	No
	No

	Procomm+ for DOS
	Yes
	Yes
	No
	Yes

	Procomm+ for Windows
	Yes
	Yes
	No
	Yes

	Unisys Infoconnect
	Yes
	Yes
	No
	No

	Internet
	Yes
	No
	Yes
	No


4.  Can I use the numeric keypad for numeric entries?

 Use of the numeric keypad will depend on the particular communications software you are using.  The default setting availability of the numeric keypad is listed below for some common communications software packages:

	
	Availability

	Windows 3.1 Terminal
	Yes

	Procomm+ for DOS
	No

	Procomm+ for Windows
	No*

	Unisys Infoconnect
	Yes*

	Internet
	Yes


*In some cases, your software must be configured to use the numeric keypad for numeric entries.  The following procedure should be used:

Procomm+ for Windows

· From the Menu Bar choose Setup under Window.

· From the Current Setup Dialog Box choose Keyboard.

· From the Keyboard Mapper click on the Num key to change the indicator from black to green.

· Click OK

5.  Can I capture my screen session?

Some communications software packages offer the user the ability to hold copies of session screens for review or printing.  This hold feature is called capturing.

The following list provides common communication software packages and their provision of a default screen capture capability:

	
	
	Availability

	
	
	

	
	Windows 3.1 Terminal
	Yes

	
	Procomm+ for DOS
	No

	
	Procomm+ for Windows
	No*

	
	Unisys Infoconnect
	Yes*

	
	Internet
	Yes


	· 
	Procomm+ for DOS can be configured to capture your SCREEN session for printing.However,it does not offer a scrolling feature to visually scan your session.

	· 
	Procomm+ for Windows allows you to roll up or down your SCREEN session through use of the scroll bar to the right of the screen. Click on the Scroll/Up Arrow Icon to display the scroll bar on the right and bottom of your screen.

	· 
	Unisys Infoconnect allows you to capture data using two different facilities. To capture the data that currently appears in the session window use the Snapshot facility. To capture a continuous flow of data, use the Capture facility. To access the facilities, use the following procedure:


	· 
	Choose Session under Action on the Menu Bar

	· 
	Choose either Start Capture or Snapshot


These facilities can print the data, save it in a file, or display it in a Text Editor window by using the following procedure:

	·
	Choose Session under Settings on the Menu Bar.

	·
	Under the Session Settings Dialog Box choose File, Printer, or Text Editor under Destination


6.  How do I print a FEDS/EADS page?

	a. 
	If you are using a Windows based communication software such as Terminal, Procomm+ or Infoconnect, you may use the following procedure:


	· 
	Press "Print Screen"on your keyboard.This will place the FEDS page in a temporary work space called "Clipboard"

	· 
	Open a new document in Microsoft Word or similar word processing software.  Or you can use WRITE in Windows 3.1 or WordPad in Windows 95 .

	· 
	Click on the Clipboard icon on the Word Toolbar, or use a similar paste command if you are using a different word processing software, or use edit and paste for WRITE or WordPad.  The FEDS/EADS page will appear.

	· 
	Click on the Printer icon to print the page or use other print commands found in your word processing software.


	b.
	The following Windows-based communication software packages provide for doing screen prints other than the "Print Screen/Clipboard" procedure



· 
Unisys Infoconnect


Choose Session under Action on the Menu Bar


Choose Snapshot.


	c.
	If you are using Procomm+ for DOS and you are simultaneously running Windows, you may use the above "Print Screen/Clipboard" procedure. If you are not running Windows, use the  following procedure:


	(1) 
	For a screen print, press "Alt" and "G" simultaneously.

	(2)
	To print a series of screens, press "Alt" and "L" simultaneously.  The status bar at the bottom of the screen will now read, "Printer On."  When you no longer want to print any more screens, press "Alt" and "L" again.  The status bar at the bottom of the screen will now read, "Printer - Off."  The printer will now print your screens.


	d. 
	If you are using the Internet, press the File Print commands or press the Printer button.


  7.  How should I set my monitor?

You should set your monitor for normal settings if you are using DOS or Windows 3.1.  FEDS/EADS screens normally contain 24 lines of 80 characters each.  If you have an Internet connection, you may wish to adjust the size of your fonts to make the entire screen fit on one page.  Internet browsers have options to eliminate toolbars, locations, and other objects around the borders of the screen.  You can disable these options to see more of the FEDS/EADS screen on your terminal. 

For example, if you use the Netscape browser, click the Options command, then disable the following 3 options: Show Toolbar, Show Location, and Show Directory Buttons.  These features combined can give you an additional one and three quarter inches of viewable screen height.  The Microsoft Internet Explorer has a similar feature.  Click the View command, then disable the following 3 options: Toolbar, Address Bar, and Status Bar to leave more space for the FEDS/EADS screen.  

In both cases, you can re-enable these options after you leave FEDS/EADS if you need them for other Internet browsing.

8.  How do I move from page to page on a multi-page screen on the Internet?

Some screens like INTL100 cover two pages.  This may be true even after you adjust the size of your fonts to maximize the amount of screen that is displayed on a single page.  Because the Transmit key is at the bottom of the screen, there will always be the need to move between pages.  This can be done by using the mouse to click and drag down the scroll bar to the right of the screen.  An alternative way to scroll back and forth between the upper and lower portions of a split screen is to simultaneously press the "Ctrl" and "End" or "Ctrl" and "Home" keys.

INTERNAL SCREENING BASICS

1.  What is Internal Screening?

Internal Screening is the process that controls the flow of excess property within a single Federal agency.

The process begins when a unit within a Federal agency declares property as excess to the needs of the owning unit.  The agency must try to first redistribute the property within the same agency.  All units within the agency may compete for the property for a period of time set by the owning agency.  No other Federal agency may compete for this property at this time. 

During the Internal Screening period, the owning unit may transfer the property to a worthy unit within the agency.  If no other unit wants the property, then the agency may allow screening for special interests within the agency in accordance with agency procedures.  If the property is still available after the special interest screening, the agency will report the property to GSA to be screened by other Federal agencies via the Federal Excess Screening process.

2.  What are the time frames for Internal Screening?

The time frames used for Internal Screening are established by the owning agency.  The Department of Energy has identified four types of property to be controlled via the Internal Screening Process: Normal items, High Risk items (HR), Economic Development items (ED), and Energy Related Laboratory Equipment items (ERLE).  When you report property to FEDS/EADS, you will use the Agency Control Number to indicate the type of property and the system will generate the Excess Release Date to signify the end of the Internal Screening Period.  You will also use the Drop After Internal Screening Flag to enable or disable the process that controls Excess Screening.  The chart below illustrates the value you should use for the Agency Control number for each type of property.  The chart also shows the number of days that you should allow for Internal Screening and the value you should use for the Drop After Internal Screening Flag.

	Property Type
	Agency Control Number
	Internal Time In Days
	Drop Flag

	
	
	
	

	Normal
	NA
	10-15
	Y or N

	High Risk
	HR
	10-15
	Y

	Economic Development
	ED
	10-15
	Y

	ERLE
	ERLE
	19
	Y


3.  How do I format the Excess Release Date and Drop After Internal Screening Flag?

After you determine the type of property, compute the Excess Release Date as follows:

	 Property Type
	Excess Release Date

	
	

	Normal
	Today's Date plus 10-15 days

	High Risk
	Today's Date plus 10-15 days

	Economic Development
	Today's Date plus 10-15 days

	ERLE
	Today's Date plus 19 days


While the system may compute the Excess Release Date for you, the system also allows you to change the Internal Screening time frame.  You may reduce the time frame whenever you need to employ expedited Internal Screening.  However, under no circumstances may you exceed the 19 days for ERLE items or the 15 days for all other items. 

You should use a (Y)es for the Drop After Internal Screening Flag if your property is a High Risk, Economic Development, or ERLE item.  For Normal items you should use (N)o for the Drop After Internal Screening Flag.  This allows the property to automatically move to government-wide Excess Screening immediately after the Internal Screening period ends.  If you do not want a Normal item to advance to Excess Screening, set the flag to "Y".  

4.  What happens after Internal Screening?

If you set the Drop After Internal Screening Flag to "Y", the system will drop the property from the FEDS/EADS data base and return the record to the owning DOE activity via the Drop File.  See the section of this user guide concerning Batch Property Reporting for further information about the Drop file.  Items coded with "N" in the Drop After Internal Screening Flag will proceed automatically to the Excess Screening process.  See the FEDS system user guide for further information concerning Excess and Surplus property transfers.  

High Risk Items

After internal Screening, follow Department of Energy procedures to dispose of these items in accordance with DOE Personal Property Letter (PPL) 970-3, High Risk Personal Property.  Do not re-report these items to FEDS/EADS once the Internal Screening period is complete.

Economic Development Items

After Internal Screening, follow Department of Energy procedures to dispose of these items in accordance with Section 3155 of Public Law 103-160, the National Defense Authorization Act of 1994.  Items identified for economic development which are not accepted when offered to the Community Reuse Organization (CRO) will be re-reported to FEDS for Excess Screening as follows:

	·
	Set the Excess Release Date to the date you are sending the property report back to FEDS/EADS.

	·
	Set the Drop After Internal Screening Flag to "N".  This will ensure that the record will automatically proceed to Federal Excess Screening.


ERLE Items

	· 
	After Internal Screening, follow Department of Energy procedures to dispose of these items in accordance with the Used Energy-Related Laboratory Equipment Grant Program, authorized by the Atomic Energy Act of 1954, as amended; the Energy Reorganization Act of 1974; the Department of Energy Organization Act; and Title 10, Part 600, DOE Assistance Regulations, Financial Assistance Rules.  Organizations authorized to compete for ERLE items have 30 days to acquire the item.  If the item is still available after the ERLE screening period, the ERLE system will re-report the item to FEDS for Federal Screening. 


Normal Items

These items usually proceed automatically to Federal Excess Screening.  However, if you choose to drop the item from FEDS/EADS after Internal Screening, you should dispose of the property in accordance with Department of Energy procedures.  If the item is still available after you complete the procedures, you may re-report the item to FEDS as follows:

	·
	Set the Excess Release Date to the date you are sending the second property report to FEDS/EADS

	·
	Set the Drop After Internal Screening Flag to "N" if you report the property via the on line reporting property method.  Set the flag to space if you use the batch method to report property. Both methods are discussed in the next section of this guide. This will ensure that the record will automatically proceed to Excess Screening


Log On Screens and Main Menu

1.  How can I quickly get to FEDS/EADS?

All FEDS/EADS Screens have a Screen ID in the upper left hand corner.  The following short cut identifies the quickest route to EADS.  The following table shows you the Screen ID displayed during each step of the short cut.

Short Cut to EADS

For Internet users: after entering the Internet, locate the FEDS/EADS Website at

http://pub.fss.gsa.gov/property

Look for the hypertext link to SYSTEMS.

If you do not have an Internet connection, dial the Direct Connect Telephone Number (888) 377-2122.

After you make the connection, follow these steps.  A detailed explanation of the steps follows in the subsequent paragraphs.

	Screen Displays
	Logon

	User Enters:
	User Code & Password, Transmit

	Screen Displays:
	FSS23ALT2

	User Enters:
	Selection 1, Transmit

	Screen Displays
	FEDSLOG

	User Enters:
	Access Code & Password, Transmit

	Screen Displays
	INTLMENU [MAIN MENU]

	User Enters:
	Select 1 [Internal Items Menu], Transmit

	Welcome to EADS!
	


2. How do I connect with FEDS/EADS?  How do I logon?

Dial the  (888) 377-2122 number or select the GSA Web Site Address at:

http://pub.fss.gsa.gov/property

The system will display the LOGON Screen.

[image: image1.wmf]
Enter your user code and password.  After entering the correct information, press the transmit key.

3.  After I log-on, what happens next?

The System will display the FSS23ALT2 screen [APPLICATION SYSTEM MENU].

[image: image2.wmf]
Live Production FEDS/EADS

To proceed towards FEDS/EADS, Select 1, Federal Disposal System (FEDS) and transmit.

FEDS/EADS Practice Module

One of the many user-friendly features of the system is the ability of all users to "practice" with real information.  FEDS/EADS users can practice without the fear that an unnecessary transaction might occur.  If you are interested in "test-driving" without the fear of crashing, Select 2  FEDS Practice System.  The practice system is identical to the FEDS/EADS production system.  If you encounter a difficulty, use the Help Screens.  The Help Screens will step you through the whole process.  Remember!  Practice makes perfect!

Whether you select the production FEDS/EADS session or the practice FEDS/EADS session, the system will display the FEDSLOG  screen [SIGN-ON SCREEN].
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Enter your personalized access code and password.  Press transmit.

 The system displays the MAIN MENU screen [INTLMENU].
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4.  What can I do from the Main Menu [INTLMENU] screen?

There are 4 options from the Main Menu [Screen example is on the previous page]:

1. Internal Items Menu

2. External Items Menu

3. Report Property

4. GSA Internal Functions Menu

Internal Items Menu [Selection 1].

This option contains property under the jurisdiction and control of the Department of Energy.  You may search for, freeze and transfer DOE property if you are an authorized EADS user.  [Please see your local  Department of Energy Organizational Property Management Officer if you need more details.]

External Items Menu [Selection 2]

This option contains property being processed through the normal utilization [excess] and donation [surplus] cycle.  External property is under the jurisdiction of the General Services Administration.  You may search and freeze this property, subject to GSA's final approval.

Report Property [Selection 3]

This function provides you with a new, improved method of reporting property on-line.  For more details, see On-line Property Reporting, Section II of this guide.

GSA Internal Functions [Selection 4]

This is a secure maintenance module for GSA staff only.

News [Selection N]

Provides a timely bulletin that allows you to keep abreast of all the happenings and latest changes to FEDS/EADS.

Help [Selection H]

Beginning with the INTLMENU [MAIN MENU] screen [pictured below]:

[image: image5.wmf]
Most screens have HELP features.  Place the cursor on the Option field, select "H" and transmit; or click the Help button if you are an Internet user.

Log Out  [Selection L]

Enter "L" and transmit to exit the FEDS/EADS system.

5.  What can I find on the News screen?

At the INTLMENU [Main Menu] screen, select "N" and transmit.  The system displays the News screen.

[image: image6.wmf]
This screen will be updated periodically in an effort to "keep you in the loop" on the most recent changes.  Feel free to contact your local Department of Energy property management official regarding suggestions, improvements or problems.

6.  How do the Help screens work?

There are HELP screens for most screens in FEDS/EADS.  These HELP Screens can be viewed by either entering "H" and transmit at the option line or by clicking the Help button if you are an Internet user.  In the example below, you would type H in the Selection and press transmit.

[image: image7.wmf]
Pictured below is the Help Screen that corresponds with the MAIN MENU [INTLMENU].

[image: image8.wmf]
Whenever you have a question about the screen display, you will find it helpful to look for a Help screen first.  If you cannot find the answer to your question, consult this guide for the answer.  If all else fails, you can contact the EADS Hotline at (301) 903-8942.

Some Help Screens might have multiple pages like the one displayed.

[image: image9.wmf]
In the event there is a second page, enter "N" for next and transmit.  If you need to return to a previous Help screen enter a "P" [Previous] and transmit.  Once you have the necessary information you can return to the screen that prompted the question by leaving the Option field blank and pressing transmit.

In this case a "Blank" entered in the transmit field returns you to the Internal Property Search screen.
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Reporting Property

1.  What is the Report Property Function in FEDS/EADS?

The Report Property Function in FEDS/EADS allows you to report your excess property for either Internal Screening or for Federal Screening.

2.  What happens to my property after I report it?

During Internal Screening, only activities within your agency can search, freeze, and transfer property.  When your property is eligible for Federal Screening, all Federal agencies and authorized non-Federal Recipients may search for and freeze your property.  The GSA then allocates and transfers your property to an eligible activity.  If any of your property remains available after Excess Screening, then State Agencies for Surplus Property become eligible for transfers.

3.  How many ways can I report property to the GSA?

There are two methods to report property to the GSA.

Electronic Batch Method

This method is for DOE activities that have a high volume of property to report or for DOE activities that already have a computer system to capture excess property data.  This method requires that you use your own system to create electronic records that can be transmitted to FEDS/EADS.  If you do not have a system to capture property record data and you have a high volume of property to report, then you should consider creating such a system so that you can use the Electronic Batch Method to report your property electronically to FEDS/EADS.

In the past, FEDS required seven types of records for each item reported.  However, the current version of FEDS/EADS requires two types of records: a description record that contains up to sixty six lines of description for each item; and a common data record that includes the address data and all other data pertaining to the item.

You may transmit your file when needed or as often as five times per week.  FEDS/EADS will process your file and create three files for your review: an Audit Trail File, an Exception File, and a Drop File.  The Audit Trail File can be used to compare your record count with the record count processed by FEDS/EADS.  If any of your records fail an edit, you can review the Exception File to determine the problem, correct the data, and retransmit the record to FEDS/EADS.  The Drop File contains records that have been dropped or deleted from the FEDS/EADS data base.  These  items have completed Internal Screening and are now being returned to you for further processing.

Electronic On Line Property Reporting Method

This method is for DOE activities that have a low volume of property to report.  You can report your property to FEDS/EADS between the hours of 2:00 AM and 8:00 PM Eastern time on weekdays.  This method employs data entry screens to allow you to build a personal directory of addresses for property reports and to report property one item at a time.  The method includes help screens and error messages to guide you through the Property Reporting Function.  Once you complete your entry for a given item, the system immediately builds a record for your item.  From that moment onward, any authorized customer can search for and place a freeze against your property.  This method also provides you with the means to review, change, or withdraw your property report.

BATCH PROPERTY REPORTING

1.  How do I report my property to FEDS/EADS via the Electronic Batch Method?

Use your local computer system to enter data that describes your property.  Your local system will allow you to create new property reports or to modify or delete old property reports.  FEDS/EADS will know if your record is for a new report or if it is a modification or deletion based upon the Report Type Flags that your local system sends in the record to FEDS/EADS.  The Report Type Flags are a 3 character field that your local system sets to "YNN" for new reports, "NYN" for modifications, and "NNY for deletions.  After you have completed the data entry for all property to be reported, use your local system to create the appropriate property report records and transmit them to the FEDS/EADS system.

2.  What method do I use to transmit my files to FEDS/EADS?

You will need a communications software product commonly known as File Transfer Protocol (FTP).  This software allows you to name the source and destination for your file.  You will also need an Internet connection in order to send the files via FTP.  Follow the directions in the manual provided with your FTP software for further information.

3.  How do I set up the process for my first transmission?

When you are ready to send your first file, contact the appropriate Organizational Property Management Officer who will provide you with a point of contact at the GSA.  You will also receive the Destination IP Address for the GSA computer as well as the Destination User Code and Password.  Once you have clearance, you may contact the GSA point of contact to make an appointment for your first test.  The GSA point of contact will give you the destination drive and directory names as well as the destination file names for your activity.

Before you transmit your first file, you must make a copy of the file and store it in a safe place.  Keep the copy of this file for fourteen days before removal.  If re-transmission is necessary, you can copy the file from the safe place and re-send it to FEDS/EADS.  Be sure to keep your copy of the file for an additional fourteen days whenever you re-send a file.

After you transmit your file, the system will edit the file for errors.  Those records that fail the edits will be placed on the Exception File.  The records on this file are an exact copy of the records you sent plus an eighty character error message at the end of the record.  The error message explains the problem with the record.  The second file created is the Audit Trail File.  This file contains the date your file was processed and the record count.

After the Audit Trail and Exception Files are created, you will need to use FTP to get them from the GSA computer.  Once the files are down-loaded to your computer, you should review them.  Make sure that the record count on the Audit Trail File matches the count of the records that you sent for the test.  Also, check to make sure the date of the file processed is correct.  You should review the Exceptions and correct the data via your local computer system.  Then re-send the corrected records along with any new property reports to the FEDS/EADS system.

Continue this process until both you and your point of contact at the GSA agree that the interface is working correctly.

4.  How does the process work after the initial test?

Once the test is complete, you may transmit property records up to five times per week.  The FEDS/EADS system will process your files each week night.  Be sure to have your records transmitted to the system by no later than 7:00 PM, Eastern time.  Also, be sure to save a copy of your file to a safe place and keep the copy for fourteen days.

The morning after you send your file, you will contact the GSA computer and run FTP to pick up your Audit Trail and Exception Files.  Review the Audit Trail and Exception files as you did during the first test run.  Correct any exceptions and re-send them to FEDS/EADS.

You may also receive a third file called the Drop File.

After you down-load the three files, store them in a safe place for fourteen days prior to removal.

5.  What is the Drop File and when should I look for it?

The Drop File contains property records that have completed the Internal Screening process.  See the section, above, on Internal Screening Basics for further information.  Since the Drop File is unrelated to the Property reporting process, you must check the GSA computer every morning to see if there is a Drop File there for your activity.  It is important that you check every week day since the FEDS/EADS system could create dropped records for you at any time.  When the system creates a Drop File for you, it will remove the previous day's file and replace it with the current day's drop file.

When you find a Drop File for your activity, down-load it to your PC and follow your local procedures to process these records.  Most of the time, these records will represent items that are for Economic Development, or records that are High Risk items, or records that are ERLE items.  Each of these items will follow a special process defined by the Department of Energy.  You may also find Normal items that require a local review before they are eligible for Excess Screening.  Contact the appropriate Organizational Property Management Officer for further information.

On Line Property Reporting

1. Where do I start?

Before you attempt to report your property to FEDS/EADS, follow your agency's procedures for identifying eligible property.  You should also have an authorized Access Code that allows you to use FEDS/EADS to report property.  (See the Gaining Access section of this user guide for further information).  Once you determine that property is excess, examine the property and any documentation (manual or electronic) provided with the property.  You will need this information so that you can provide adequate information to potential transferees.  Remember, the more description you provide and the better the quality of your description the better the chance that a potential transferee will find your property, freeze it, and remove it from your premises.  Be especially careful to provide the correct point of contact, property location, and telephone numbers where potential transferees can obtain further information about your property.

2. How do I get to the On Line Property Reporting Function in FEDS/EADS?

If you are responsible for reporting property and you have proper access to FEDS/EADS, follow the procedures described in the Gaining Access section of this user guide.  The first screen you will see is the FEDS Main Menu screen.  Choose the Report Property Option to gain entry to the On Line Property Reporting Function.

[image: image11.wmf]
After you press transmit, the system displays the Report Property Menu.  Choose the Create Property Report Option to create a new Property Report.

[image: image12.wmf]
3. How do the Help Screens work?

Most of the screens in FEDS/EADS have Help screens available to assist you.  Either choose option "H" for HELP or click the HELP button if you use the Internet version of FEDS/EADS.

[image: image13.wmf]
	�
	After you press transmit, the system displays a Help screen. On the Help screen you may find:

	�
	a description of the working screen;

	�
	a list of the Options on the working screen and how they work;

	�
	a definition for data elements displayed on the working screen; and

	�
	instructions for viewing additional Help screens or for returning to the working screen.


[image: image14.wmf]
4. How do I navigate from screen to screen?

The system provides several methods for you to travel from screen to screen.  In each case you will choose the desired Option at the bottom of the screen or click the desired button if you use the Internet version of FEDS/EADS.

	�
	MENU displays the last menu you visited, either a submenu or the FEDS Main Menu.  This Option may sometimes be labeled as "MAIN MENU".

	�
	BACK displays the last screen you visited prior to the current screen.  Note that this is not the BACK button on your Internet Browser display which, if used, can disconnect you from the system.

	�
	EXIT takes you to the beginning of the last series of screens you visited.  This Option may sometimes be labeled "QUIT"

	�
	LOG OUT brings you to the initial Sign On screen.

	�
	NEXT and PREVIOUS redisplays your current screen but with the next or previous page of records for you to review.


Special Options are also available to provide special features or display subsequent screens in a series.Some of the Internet versions of these screens provide radio buttons to allow you to make a selection.  When you click on a button, it turns dark or "on" and all other buttons in the series are turned off.  Other screens provide check boxes to allow you to make a selection.  Check boxes also turn dark or "on" when you click on them but you may select more than one check box at a time.

Create property reports on line

1. How do I define my common report data?

The first screen used to create your property report is the Create Report Data screen.  The system will display your Activity Address Code and today's Julian Date in the first ten characters of the Item Control Number. The screen also displays your Agency Bureau Code.  The remainder of the screen contains additional information about your terms for transfer.  Several fields require a "Y" for yes or "N" for no, and the system fills in some of these fields for you.  Be sure to review all fields and change them as necessary.

	�
	Set Contractor's Inventory to "Y" if the property belongs to a contractor that serves your agency

	�
	Set Reimbursement Required to "Y" if your agency is eligible for reimbursement for this property.  Note that you must specify an Appropriation or Fund Code if you set Reimbursement Required to "Y".

	�
	Set Eligible For Donation to "Y" if your property can be donated to a State Agency if available after Internal and Excess Screening.

	�
	Set Exchange/Sale to "Y" if you are allowed to sell this item in exchange for a like item.

	�
	Set To Be Sold By GSA to "Y" if you want GSA to sell your property for you if there is any property available after Internal, Excess and Surplus Screening.

	�
	Set Overseas to "Y" if your property is located outside of the United States.


Fields are also provided for the Reporting Agency Address, Point of Contact, the person who receives Purchase Order or Disposal Instructions, and the property Location Address.

Agency Control Number is for your internal use.  You will set the Agency Control Number based on the type of Property (see the section of this user guide concerning Internal Screening Basics, above):

	Property Type
	Agency Control Number

	Normal
	NA

	High Risk
	HR

	Economic Development
	ED

	ERLE
	ERLE


In the example, the user began to create a property report for an item belonging to the agency's inventory.  Reimbursement was not required.  Note that if reimbursement is required, you would set the Reimbursement Required field to "Y" and would fill in the Appropriation or Fund Code to be reimbursed if the property is transferred or sold.  The item was eligible for donation and will be sold by GSA if any property remains available after Donation Screening.  The Property is not for Exchange/Sale.  Since this is "Normal" property, the Agency Control Number is "NA".  Also, the property on the report is located in the United States.  The user typed all the address data directly on the screen.  After the user presses transmit, the system will display the Property Data screen that is discussed in detail later in this guide.  A (B)ACK Option is available if the user wants to return to the Report Property Menu.  The screen also provides several options for users to create a personal directory of addresses.  These options can save you time during data entry and are discussed in the next topic.
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2. How do I create new addresses in my personal address file?

While you type your transfer terms, FEDS/EADS requires that you define the four types of address data needed to complete your property report.  You will need to type the address for your Reporting Agency and for your Property Location.  You will also need the name, phone numbers and email Address for the Point of Contact and for the person who will receive the Purchase Order or Disposition Instructions to transfer the property.  You will need to type all this data for your first property report, however, FEDS/EADS can save this data for you so that you can select it for subsequent reports.  You may add new addresses as needed.

While you complete the transfer terms you can select Option REPORTING (A)GENCY ADDRESS and press transmit, to see the Reporting Agency Address screen.  In the example below, the user chose Option A and pressed transmit.  Internet users can click the Reporting Agency Button.

[image: image16.wmf]
In order to find your personal address file, you will need to type the Reporting Agency Zip Code and press transmit.  The first time you do this there will probably be no addresses found.  You will need to type the new address so that the system can assign the address to your property report and save the address for any property reports you create in the future.  In the example below, the user typed Zip Code 37842.  This is the first time for this Zip Code.

[image: image17.wmf]
After the user pressed transmit, the system displayed a message that there were no addresses found for this Zip Code.  The screen contains fields where you can type a new Reporting Agency Address.

[image: image18.wmf]
In the example, the user typed the Reporting Agency Address.  Note that the first line, the City, and the State are all mandatory.
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After the user pressed transmit, the system saved this new address and attached it to the property report.  The next time that the user searches by this zip code, the address will appear on the screen.

The system then displays the Create Report Data screen.  Note that the screen now contains the Reporting Agency Address that the user created on the previous screen.

[image: image20.wmf]
Next, the user wanted to type the Point of Contact information and save the information in the personal address directory.  The user chose Option C and pressed transmit.  Internet users can click on the Point of Contact button.

After the user pressed transmit, the system displayed the Point of Contact screen.  The Point of Contact includes a name, phone number, fax number, and email address.  This is the person who will field questions from prospective customers concerning the reported property.  Your Points of Contact are maintained by the system like a personal phone directory.  You may search the directory by phone number.  In the example, the user entered a phone number for the first time.

[image: image21.wmf]
After the user pressed transmit, the system advised the user that there were no Points of Contact found currently in the phone directory for this phone number.

[image: image22.wmf]
The next step is to create a new Point of Contact with a fax number for this phone number.

[image: image23.wmf]
After the user typed the Point of Contact information and pressed transmit, the system put the Point of Contact information on the property report and saved the information for future sessions.  This data will also be displayed in the next screen.

In the example, below, the Common Report Data screen now shows both the Reporting Agency Address and the Point of Contact information.
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The user then wished to create and save the Purchase Order and Disposal Instructions information.  The user chose Option D and pressed transmit.

After the user pressed transmit, the user typed the phone number for the person who will handle the Purchase Orders or Disposal Instructions for this property.  Since this was the first time for this phone number, the system responded with a message that no PO/DI persons were found in the user's personal address file.
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Next, the user typed the Purchase Order and Disposal Instruction person's name and fax number.
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The user then pressed transmit to place the new name on the property report and save the information in the personal address file.  This information is also displayed on the next screen.

After the user pressed transmit, the system displayed the Create Report Data screen with the Purchase Order and Disposal Instruction data.
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The user then wanted to complete the address information and save it in the address directory.  Option (L)OCATION ADDRESS LIST allows you to save the Property Location Address.  Internet users can click on the Property Location button.

After the user pressed transmit, the system displayed the Property Location screen.  In the next example, the user entered the Zip Code where this property is located.  This was the first time for this particular Zip Code.
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Since this was the first time for this Zip Code, the user created a new Property Location Address as shown below.
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After the user pressed transmit, the system added the Property Location address to the property report and saved it in the user's personal address directory.  The complete address data is displayed on the next screen.

After the user pressed transmit, the program displayed the completed Create Report Data screen.
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The next screen in the sequence is the Property Data screen.  This screen allows you to describe the property you are offering for disposal on your property report.  This screen is discussed in depth in a subsequent section.

3.  How do I retrieve previously entered addresses for my property report?

As you create new address data, the system saves this data for you in your personal address file.  When you create another property report, you will be able to browse through previously entered address records and select them for your property report.  The following examples illustrate how each of the four types of address data can be selected from previously created addresses.

 In the first example, the user typed the Zip Code for the Reporting Agency and two addresses appeared.  Note that the screen displays up to four addresses at a time.  In this case the user selected the second address by choosing Option 2.  On the Internet version of this screen you would click on the radio button next to the number "2" associated with the address.  If you don't see the address you need and all four addresses are filled in, you can use Option (N)EXT and press transmit to see if additional pages of addresses are available.  Option (P)REVIOUS lets you return to prior pages displayed.  Of course, if you don't find the Reporting Agency address that you need, you can always create a new one as demonstrated in the previous section of this user guide.
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After the user pressed transmit, the system assigned the chosen Reporting Agency address to the property report.

In the next example, the user typed the phone number for the Point of Contact and three names appeared.  Note that the screen displays up to twelve names at a time.  In this case the user selected the third name by choosing Option 3.

On the Internet version of this screen you would click on the radio button next to the number "3" associated with the address.  If you don't see the name you need and all twelve names are filled in, you can use Option (N)EXT and press transmit to see if additional pages of names are available.  Option (P)REVIOUS lets you return to prior pages displayed.  Of course, if you don't find the Point of Contact name that you need, you can always create a new one as demonstrated in the previous section of this user guide

.[image: image32.wmf]
After the user pressed transmit, the system assigned the chosen Point of Contact name to the property report.

In the next example, the user typed the Zip Code for the Property Location and four addresses appeared.  In this case the user reviewed the four addresses and none of the addresses were suitable for this property report.  Since the screen did not have the message "NO MORE" at the bottom of the screen, the user knew that there must be more addresses in the address file for this Zip Code.  The user chose Option (N)EXT to view the second page of Property Location addresses.
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After pressing transmit, the user saw the second page of Property Location addresses and selected the first address by choosing Option 1.  On the Internet version of this screen you would click on the radio button next to the number "1" associated with the address.  In addition to Option (N)EXT, Option (P)REVIOUS lets you return to prior pages displayed.  Of course, if you don't find the Property Location address that you need, you can always create a new one as demonstrated in the previous section of this user guide.

[image: image34.wmf]
After the user pressed transmit, the system assigned the chosen Property Location address to the property report.  

In the final example, the user typed the phone number for the person who handles the Purchase Orders and Disposal Instructions (PO/DI) for the property and three names appeared.  Note that the screen displays up to twelve names at a time.  In this case the user selected the third name by choosing Option 3.  On the Internet version of this screen you would click on the radio button next to the number "3" associated with the name.  If you don't see the name you need and all twelve names are filled in, you can use Option (N)EXT and press transmit to see if additional pages of names are available.  Option (P)REVIOUS lets you return to prior pages displayed.  Of course, if you don't find the PO/DI name that you need, you can always create a new one as demonstrated in the previous section of this user guide.
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When the user pressed transmit, the system copied the PO/DI name to the property report.

After you select the four types of address data for your property report, the system will display the Property Data screen.

4.  How do I describe the property on my property report?

After you have defined the transfer terms and the four types of address data for your property report, the system will display the Property Data screen.  This screen allows you to describe all aspects of your property.  You will need to complete this screen once for each item on your property report.  Please note that all items described on this screen will be attached to the transfer terms and address data that you described in the earlier screens.  Therefore, it is important that you make sure that all the property on the report is located at the same location, has the same Point of Contact and PO/DI, and requires the same transfer terms.  The first illustration shows a typical Property Data screen.  Below the screen is a discussion of the data elements displayed on the screen.
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Option

The system provides several Options to help you with your data entry.  To choose an Option, type the appropriate letter in the Option field or click on the appropriate Option button if you are using the Internet version.  Both Options (B)ACK and E(X)IT return you to the Create Report Data screen.  Option (B)ACK redisplays your previously entered common data on the screen while Option E(X)IT redisplays the Create Report Property Data screen with all fields empty.  If you are starting a new series of property reports it is usually better to choose Option E(X)IT.  On the other hand, if most of the common data for the next series of property reports is similar to the previous set of reports, you can save lots of keystrokes if you use Option (B)ACK.  If you choose Options (B)ACK or (E)XIT, the system will not save your property data for the current item on the property report. Only use these Options after you confirm the data for your property report.  See below for further details. 

 Use Option (H)ELP to view the Help screens.  Options (F)SC LIST, (C)ONDITION LIST, and (U)NIT OF ISSUE LIST, provide screens that help you find the proper Federal Supply Class, Condition Code, and Unit of Issue for your property.  Examples for these Options are listed below in the paragraphs that discuss these fields.

If you need more space to type your Description Data, use Option MORE (D)ESCRIPTIONS.  Leaving Option blank confirms that you are finished describing this particular item.  When you have more items to describe on this property report, use Option MORE (I)TEMS.  Finally, if you wish to see a display of your completed property report, use Option (R)EPORT.

Item Control Number

The system displays your Item Control Number for your first item.  You may enter subsequent items by changing the last four characters of the Item Control Number , also known as the Serial Number.  The Serial Number may contain letters or numbers.  Each item you report must have a unique Item Control Number.

NSN or FSC

The National Stock Number(NSN) identifies an item as a unique item of supply.  If you know this number then type all thirteen characters in the two fields provided.  If you do not know the  NSN then you must provide the Federal Supply Class(FSC).  The FSC is the first four characters of the NSN and it identifies broad classes of commodities.  The Defense Logistics Agency(DLA) publishes a Cataloging Handbook, SB 708-21 also known as "H2", Federal Supply Classification Groups and Classes.  You can obtain this handbook from DLA or from the GSA Property Management Division.  However, you can also obtain the FSC from FEDS/EADS.  If you choose Option (F)SC LIST, the system will display the complete list of FSCs.  You can browse through this list until you find the FSC that matches your property.  Be sure to select the correct FSC since this is an important search field used by your prospective customers.

In the following example, the user was not sure what the proper FSC should be for the item, a group of rail cars that were no longer required by her facility.  The user chose Option (F)SC LIST and pressed transmit.
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After the user pressed transmit, the system displayed the Federal Supply Class List.  You can browse through the list by using Options (N)EXT and (P)REVIOUS to view the next or previous pages of FSCs.  When you find the FSC you need, you can select it by typing the number found to the left of it or by clicking on the selection button next to it if you are using the Internet version of the screen.  If you want to print this list for further reference, use the Print Screen button on your keyboard to direct the screen to your printer, or if you are a Windows user, press Print Screen and then use the Paste option in your Word Processing or Notepad software to copy the screen to a document.  If you are an Internet user, you can use the print button on your browser to print this screen.  In the example, the user browsed through several pages until the FSC for Rail Cars, 2220, appeared.  The user selected the rail car entry and pressed transmit.  This entry was the eighteenth item on the list for this page.
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After the user pressed transmit, the system displayed the property data screen with 2220 in the FSC field and a message at the bottom of the screen showing the FSC Description.
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Item Name

This is the clear text name that describes your property.  Sometimes known as Noun Nomenclature or Item Description, this field is also a major search field for your prospective customers.  Ensure that the name is accurate, spelled properly, and that the Name begins in the first column of the field.

Special Description Code and Text (Optional)

These fields are used primarily by the Department of Defense, but they may be used by any agency.  Use these fields to specify any special code recognized by the industry that manages this property.  Along with the code value, you can also supply the text associated with the code.

Manufacturer, Make, and Model (Optional)

These fields describe the name of the company that made the property as well as the Make and Model names or numbers used by the manufacturer to identify the item.  These fields are optional but they do provide an extra level of information desired by your prospective customers.  Customers may search for property by make and model during Internal Screening.

Date Manufactured and Acquisition Date (Optional)

These fields provide the date your property was manufactured as well as the date your agency first acquired the property.  If you provide this information, be sure to use a valid Gregorian date in the format MMDDYYYY.

Demilitarization Code

This code specifies the level of demilitarization required in order to render an item harmless for civilian use.  The Property Data help screens provide definitions for each code.  It is important that you provide the correct Demilitarization Code when reporting property to FEDS/EADS.  This code is used by GSA and other oversight agencies to ensure that Federal property is demilitarized properly to protect the public and to safeguard national interests.

ADP Flag

This field is displayed as a question.  Type (Y)es if your property qualifies as Automated Data Processing equipment (ADP).  This category includes computers, peripherals, other hardware, and data processing related supplies.  Type (N)o if your property is not ADP equipment.

Condition Code

Shows the current condition or usability of your property.  Be sure to provide an accurate account of the condition of your property.  Customers will not accept transferred property that does not match the advertised condition.  If you are not sure of the Condition Code values, you can use Option (C)ONDITION LIST to see a list of the valid Condition Codes.  In the example below, the user was not sure of the Condition Code value and chose Option (C)ONDITION LIST and pressed transmit.
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After the user pressed transmit, the system displayed the Condition Code list screen.  The user reviewed the list, chose Condition Code 5, and pressed transmit.
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The system then re-displayed the Property Data screen with a "5" in the Condition Code field.  The Condition Code definition also appears at the bottom of the screen.
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Reportable Flag

The system displays this field as a question.  Type (Y)es if the item is Reportable, otherwise type (N)o.  See 41 CFR Chapter 101-43 for definitions that distinguish between Reportable and Non-reportable property.

Flight Safety Critical Aircraft Parts (FSCAP Code)

This code determines whether your property is a critical aircraft part.  See the Property Data help screens for definitions.  Leave this field blank if your property is not a FSCAP item.

Number of Units

Type the quantity of the item that you are offering.  This quantity is expressed in Units of Issue.

Unit of Issue

The Unit of Issue describes the way that the property quantity is measured.  This is normally the way that the product is sold or counted in an inventory.  If you are unsure of the Unit of Issue Code value, you can choose Option (U)NIT OF ISSUE LIST to see a list of the valid Unit of Issue Codes.  In the example, the user did not know the proper Unit of Issue Code.  The user chose Option (U)NIT OF ISSUE LIST and pressed transmit.
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After the user pressed transmit, the system displayed the Unit of Issue List screen.  Note that the system offers a (N)EXT and (P)REVIOUS option to allow you to browse through subsequent and previous pages of Unit of Issue Codes.  In the example, the user chose the Unit of Issue Code for "EACH" and pressed transmit.  In this case, EACH was the twenty-eighth item on the page.
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After the user pressed transmit, the system redisplayed the property Data screen with "EA" in the Unit of Issue field.  The system also displayed a message with the Unit of Issue Description at the bottom of the screen.
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Excess Release Date

This date controls when the system removes your property from the Internal Screening module of FEDS/EADS.  The system fills this field for you based on the Agency Control Number you typed in the Create Report Data  screen.  See the section of this guide concerning Internal Screening Basics for more information.  You may reduce the amount of time allowed for Internal Screening, however, you may not increase the Internal Screening time period beyond your agency's current policy.  If you change this date, be sure to use the Gregorian Date format, MMDDYYYY.

Drop After Internal Screen Flag

The system displays this field as a question.  Type (Y)es if you want this property to drop from the FEDS/EADS system after internal screening.  If you want the property to proceed to the normal FEDS Excess or Surplus screening, type (N)o.  Dropped items are returned to your agency for further processing.  If you still have some of this property available after you complete your local processing of the property, you may send the property back to FEDS for further processing in the FEDS system.  FEDS/EADS will perform no additional processing for dropped records unless you send the property back to FEDS/EADS a second time.

Surplus Release Date (Optional)

The date used by FEDS to determine when Excess Screening ends.  On this date, State agencies become eligible for available property during the Surplus Screening cycle.  You may specify the Surplus Release Date, however, FEDS will provide one for you based on current policy if you leave this field blank.  If you do provide this date, make sure to use the Gregorian Date format, MMDDYYYY.

Unit Acquisition Cost

The price your agency paid for one Unit of Issue of your property.  If you do not know the exact price, provide an estimate.  Do not use a dollar sign for this field but always use a decimal point and two digits to show the cents part of the price.  Prices over $999.99 should be entered without any commas.

Property Description

This field provides you with up to sixty six lines of additional descriptions for your property.  You must provide at least one line of Property description data.  The more description you provide, the better the likelihood that a prospective customer will find your property, freeze it, and remove it from your premises quickly.  Descriptive information might include: physical attributes including more information about the condition of the property; product capacities; type of material used; part numbers or other descriptive codes; product uses; and product quality.

The Property Data screen provides space for six lines of Property Descriptions.  In the example, the user provided six lines of descriptions but needed to include more data.  The user chose Option MORE (D)ESCRIPTIONS, and pressed transmit.
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After the user pressed transmit, the system displayed the Property Description screen with the original six lines of description.
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The user then added several more lines of description.  If you need more space for descriptions, you can use Option MORE (D)ESCRIPTIONS on this screen.  In this example, the user was finished and left the option field blank.  The system copied the new descriptions to the property report for this item. 
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After the user pressed transmit, the system displayed a message indicating that the new description data was added to the property report for this item.  The user then chose Option (B)ACK and pressed transmit to return to the property Data screen.

[image: image49.wmf]
After the user pressed transmit, the system returned to the Property Data screen.
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5.  What if I have more than one item for this property report?

You can use Option MORE (I)TEMS on the property data screen to describe additional items on your property report.  In the example, the user completed the description for the first item on the property report, chose Option MORE (I)TEMS and pressed transmit.
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After the user pressed transmit, the system displayed the Property Data screen for the next item.
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In the example, above, the user chose Serial Number "0002".    The user can then complete the rest of the information that describes the next item to be reported.  All the Common Report and Property Address data previously typed for the first item reported are automatically attached to this new item.  After you complete the data for this item, you can continue to use Option MORE (I)TEMS until you reach the last item on your property report.

6.  How do I confirm the last item on my property report?

If you only have one item on your property report or if you have just entered the last line of description data for the last item of a property report with many items, leave the Option field blank to confirm the last item to the system.  In the example, the user left Option blank and pressed transmit.
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The system displayed a message confirming that the item was added to the property report.
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It is now safe to exit from the program.  In the next example, the user chose Option (E)XIT, to return to the Report Data screen.
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It is important to note that you must confirm your last item before you choose Option (E)XIT since Option (E)XIT does not save the last entry on the Property Data screen.  To be safe, look for the "RECORD UPDATED" message at the bottom of the screen before you exit the program.  If you don't see this message on the screen, leave the Option blank and press transmit to confirm your item, then choose Option (E)XIT to exit the program.

7.  How can I get a copy of my completed property report?

You can use the Property Data screen to obtain a copy of your property report.  If you have more than one item on your report, you should complete the data for each item, confirm each item with a blank Option, then choose Option (R)EPORT and press transmit.  In the example, the user confirmed the last item on the report.  Note the "RECORD UPDATED" message at the bottom of the screen.
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Next, the user chose Option (R)EPORT to request a display of the completed property report and pressed transmit.

[image: image57.wmf]
After the user pressed transmit, the system displayed the first page of the property report.  The first two pages of the property report contain the transfer terms and address data.  The third and subsequent pages contain information about the item on the report.  The number of subsequent pages will depend upon the number of items and the number of description lines for the items on the report.  Options (N)EXT and (P)REVIOUS are provided to allow you to browse through subsequent and previous pages.  You can also return to the Property Data screen with the (B)ACK Option when you finish your review of the Property Report screens.  Use the Print Screen key on your keyboard to print each page.  If you are a Windows user, you can use the Print Screen key to capture the screen to your clipboard.  You can then paste the screen into a document for safe-keeping or printing.  Internet users can use the Print button on their browser to print the screen.

[image: image58.wmf]
Most of the data listed above was typed by the user in the various screens that preceeded this one.  The system generated the Total Cost by combining the Total Cost values for all items on this property report.  In the example above, the user chose Option (N)EXT and pressed transmit to view the second page of the property report.

[image: image59.wmf]
After reviewing the second page of the property report, the user chose Option (N)EXT and pressed transmit to see the third page of the property report.  This page contained information about the first item on the report.
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There was more description data for this item on the property report so the user chose Option (N)EXT one more time and pressed transmit.  Note that the screen displayed the text "CONTD." in the description block.  This is a reminder that more text follows.

[image: image61.wmf]
The user can now leave the  Option blank to return to the Property data screen.

Modify Property Reports On Line

1.  What if I need to change some of the data on my property report?

The Report Property Menu allows you to change any of the data on your active property reports.  There are two methods available.  The first method allows you to change both the common data and the item data on your property report.  Common data includes the Transfer Terms and Address data discussed in the above sections of this user guide.  Item data includes the data from the Property Data screen and Description Data screens.  If you do not know the Item Control Number for the property report that you are changing, use the Review Property Reports Option discussed in the next section of the user guide.

2.  How do I change both common data and item data at the same time?

First choose Option 2 from the Report Property Menu or click on the button next to the Option if you are an Internet user, then press transmit.
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After you press transmit, the system displays the Modify Report Data screen.  You will need to identify the Item Control Number for the item that you wish to change.  Note that all Transfer Term and Address data can be found on this screen.  The screen also includes a (B)ACK Option that returns you to the Property Report Menu.
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After you see this screen, type the Item Control Number and press transmit.

In the example below, the user typed the Item Control Number for the property report to be changed.
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Then the user pressed transmit.

After the user pressed transmit, the system found a property report record that matched the Item Control Number and displayed the Common data for the record on the screen.
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The user reviewed the data and noted that the Point of Contact Name and Number needed to be changed.

In the example below, the user changed the Point of Contact to John Stevens at 615-350-0790 and pressed transmit.
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It is important to note that changes on this screen affect the property report but do not affect your personal address file.  If you describe a new address or person of any kind with this screen, that address or person will also need to be added the next time you create a property report for the new address or person.

After the user pressed transmit, the system displayed the property data for the first item on the property report.  The system also displayed a special message at the bottom of the screen, "(N)EXT AND (P)REVIOUS AVAILABLE".  This message lets you know that you have more than one active property report and that you can skip to the item you want to change by using the (N)EXT Option.  If you need to go back to a previous item you can use the (P)REVIOUS Option.  The other Options were discussed in the previous section of this user guide concerning the creation of property reports.
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Since the user did not want to change any of the item data on the first item, she chose Option (N)EXT and pressed transmit.
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After the user pressed transmit, the system displayed the second item on the property report.
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The user reviewed the property data and wanted to change the Unit of Acquisition Cost field from $13400.00 to $12100.00.  The user also needed to add mileage data for the truck in the Description Data.

In the example below, the user changed the Unit of Acquisition Cost field from $13400.00 to $12100.00 and also needed to add one line of descriptions.  The user also chose Option MORE (D)ESCRIPTIONS in order to add the new mileage data on the next screen.
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Then the user pressed transmit. 

 After the user pressed transmit, the system displayed the Property Description screen with the Description data for the second item on the property report.
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In the example below, the user reviewed the data and added mileage data for the truck.  Since this was a change to the Description, the user left the Option field blank to confirm the change.  Then the user pressed transmit.
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After the user pressed transmit, the system redisplayed the screen with the new data and with the message, 

"RECORD SUCCESSFULLY ADDED".
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After one last review, the user was ready to exit.

The user next chose Option (B)ACK to return to the Property Data screen.
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After the user pressed transmit, the system confirmed the changes with the message "RECORD UPDATED SERIAL NO. = 0002".  This message lets you know that your changes are complete and it is now safe to return to the menu or to choose the next report to be changed.

[image: image75.wmf]
The user chose Option (B)ACK to exit from the Property Data screen and pressed transmit.

[image: image76.wmf]
After the user pressed transmit, the system returned to the Modify Report Data screen.
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Since the user had no other property reports to change, she chose Option (B)ACK and pressed transmit to return to the Report Property Menu.
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3.  What if I need to add more items to my property report?

You cannot add more items to a previously-created property report.  If you need to add more items, first exit from the Modify Property screens.  Then choose Option 1, Create Property Report on the Report Property Menu or click the button next to this option if you are an internet user.  From there you can create new property reports as described in the sections above.

4.  What if I just want to change item data for a particular item on the property report?

If your common report data is correct and you simply wish to correct one or more items on the report, you can go directly to the item data and by-pass the screen that modifies the common data.  Choose Option 3 on the Report property Menu or click the button next to this Option if you are an Internet user.  Then press transmit.
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The system displays the Property Data screen and asks you to type the Item Control Number that you wish to change.

In the following example, the user typed the Item Control Number to be changed and pressed transmit.

[image: image80.wmf]
After the user pressed transmit, the system displayed the data for this item, a group of marine buoys.

[image: image81.wmf]
After reviewing the data, the user changed the Condition Code from "X" to "S" and left the Option blank to confirm the change.
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Then the user pressed transmit.

After the user pressed transmit, the system redisplayed the screen with the message: "RECORD UPDATED SERIAL NO. = 0200".
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When you see the "RECORD UPDATED" message you know that it is safe to exit from this screen.

Since this was the only change, the user chose Option E(X)IT to return to the Report Property Menu and pressed transmit.
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After the user pressed transmit, the system returned to the Report Property Menu.

[image: image85.wmf]
5.  Can I add more items if I am just changing line item data?

No.  Option 3, Modify Property Report: Line Item Data can not be used to add more items.  Adding items to an active property report may only be done when you first create the report.  For further information on this feature, see the sections above that describe the On Line Property Reporting process when creating on line property reports.

Review Property Reports

1.  How can I review my active property reports?

The Report Property Menu provides an option that allows you to review your current, active property reports.  Begin the process by selecting Option 4 or clicking the button next to the Option.  Then press transmit.
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After you press transmit, the system displays the Review Reports Search screen.  This screen allows you to search for your property reports in any one of three ways.  If you choose Item Control Number Sequence, you will see all your property reports from oldest to newest in Item Control Number order.  This is a good choice if you have a small number of property reports to review.

A second choice allows you to specify a particular date.  The system will only select property reports from this date forward.  You can sort the results of this search by age: either oldest to newest or newest to oldest.  This choice is better if you have a large number of property reports and wish to review a portion of your reports at a time.

The third choice allows you to search from a particular Report Number or Item Control Number onward.  This is a good choice if you want to limit your search to a particular report or item.

The first example shows a search by Item Control Number Sequence.
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After the user pressed transmit, the system displayed the first page of active property reports.  The screen shows the sequence of the report followed by the Item Control Number, Noun Nomenclature, and the current Status for each item.  Currently, FEDS/EADS will provide the following Status results

	INTERNAL
	Internal Screening

	EXCESS
	Excess Screening

	DONATION
	Donation Screening

	SALE
	Sales Process
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The user reviewed this page and decided to browse again.  Options (N)EXT and (P)REVIOUS allow you to browse to the next or previous pages while Option (B)ACK lets you return to the Report Property Menu.

In our example, the user chose Option (N)EXT to see the next page of records.

[image: image89.wmf]
Then the user pressed transmit.

After the user pressed transmit, the system displayed the next page of records.
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In the next example, the user chose Report Date sequence for the month of May.  The user also requested that the system sort the results from oldest to newest.
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Note that the user could have requested to see all outstanding property reports in date sequence including those prior to the month of May by leaving the From Report Date field blank.

After the user pressed transmit, the system displayed the first page of selected property reports.
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The user wanted more information about the fiberglass shingles.  By choosing the number next to the item, the user can see the property report for the item.  Internet users can click the button next to the item.  In this case, the user chose item sixteen.
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Then the user pressed transmit.

After the user pressed transmit, the system displayed the first page of the selected property report.  The user reviewed the data and pressed Option (N)EXT to see the next page of the property report.

[image: image94.wmf]
These are the same screens displayed by the (R)EPORT Option on the property data screen that you can use when you create or modify a property report.

After the user chose Option (N)EXT and pressed transmit, the system displayed the second page of the property report.
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In the example, above, the user chose the (N)EXT Option again and pressed transmit.

After the user pressed transmit, the system displayed the last page of the property report.
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In the example, above, the user reviewed the screen and chose Option (B)ACK to return to the review screen.

In the final example, the user chose to review a particular property report.  The user chose the third sequence and specified the Julian date of the Report Number.  This query will select all items from the property report onward.  The user could have limited the search to one item on the property report onward by completing the Serial Number portion of the Item Control Number.
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The user then pressed transmit.

After the user pressed transmit, the system displayed the selected property reports.
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Delete Property Reports

1.  What if I need to delete my property report?

If you need to recall your property from the Screening process, you can use the Report Property Menu to delete items from your active property reports.  First choose the Delete Option from the menu.
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Then press transmit.

After you press transmit, the system displays the Delete Reported Property screen.  This screen displays the Item Control Number, the Noun Nomenclature and the Status for each item in Item Control Number sequence.  Use the (B)ACK Option to return to the Report Property Menu.  Options (N)EXT and (P)REVIOUS allow you to see the next or previous pages of items to be reviewed.
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To delete an item you must type any non-blank character in the OPT field next to the item you wish to delete or click the button next to the item if you are an Internet user.  You must also use the (D)ELETE Option at the bottom of the screen.  Then press transmit.
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In the example above the user chose to delete a hand truck and a dump truck.  After the user pressed transmit, the system deleted these two items from the list.  The items will no longer be available to customers trying to acquire property.  You should take care before you delete an item.  Once you delete an item, you can not re-report it here.  If you need to re-report the item, you will need to use the Create Property Report Option discussed earlier in this section.

Searching for property

1.  Who can search for property?

Generally, only Department of Energy (DOE) employees and DOE contractors who are provided logon codes by GSA can use FEDS/EADS to search for property undergoing internal screening within DOE.  See Section I, Paragraph 4, “Who must sign access code requests?” under the heading, “Gaining Access.”

2.  What is searched?

When you conduct a search using FEDS/EADS, you are screening the Department of Energy’s nationwide inventory of property undergoing internal screening.  This complements the regular FEDS search feature which allows you to search the excess property of all Federal agencies during the Excess Screening Cycle.

3.  When can I search for property?

The FEDS/EADS database can be accessed daily at anytime other than 8:00 p.m. to 7:00 a.m. (Monday through Friday) Eastern Standard Time, when the system is down due to cycle maintenance.

4.  Why is property searched?

Most often FEDS/EADS will be searched to determine the availability of excess personal property and to fill requirements to initiate a request for its transfer.  However, Department of Energy activities can also search FEDS/EADS to determine the disposal status of property undergoing internal screening.

5.  How do I search for property on FEDS/EADS?

After you log on to FEDS with your Access Code and Password and the system displays INTLMENU, MAIN MENU, choose Option 1, INTERNAL ITEMS MENU, as illustrated below:
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After transmitting, you move from FEDS to FEDS/EADS.  FEDS/EADS then displays INTLOPTN, the Internal Items Menu.
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Choose 1, INTERNAL SEARCH AND FREEZE, and enter it in the Option Field at the bottom of the screen as shown above.

After you press transmit, FEDS/EADS displays screen INTL100, the INTERNAL PROPERTY SEARCH SCREEN, as shown in the following illustration:
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To do a property search, you must first choose criteria to conduct the search.  The Internal Property Search Screen lists 4 Primary Search Criteria, 4 Secondary Search Criteria, and 4 criteria which can be used as either a primary or a secondary search criterion.  FEDS/EADS restricts your choice to only one Primary Search Criterion.  However, you may choose as many Secondary Search Criteria as you wish.

If you choose Date Reported (= OR >), Activity Address Code, State or Region, you must also specify whether the field is your primary or secondary search criterion.  Type "P" for "Primary" or "S" for "Secondary" in the box to the left of the field or click the button next to the P or S if you are an Internet user.  Note that there can only be one field with a "P" but there may be many with "S".

After search criteria are entered and transmitted, FEDS/EADS will redisplay the Internal Property Search Screen with a message in the Status Bar at the bottom of the screen indicating how many matching records it found.  The record count display is illustrated by the following example:
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In the above example, the user searched for property belonging to Federal Supply Class(FSC) 2320.  The system responded with the Status Bar message, “50 RECORDS MATCH YOUR SEARCH CRITERIA, PLEASE TRANSMIT FOR MORE DETAILS.”  Following the message, pressing transmit again will take you to the screens that will show the results of your search.

6.  What screens will I see after I transmit my search criteria?

There are numerous screens which can be generated from a search.  Which screens are actually generated depend on the type of search initiated.

There are two types of search that can be done from the Internal Property Search Screen:  (1) Single Line Freeze (This is the same as Search Only), and (2) Several Line Freeze.

a.  Single Line Freeze

A Single Line Freeze search is initiated from the Internal Property Search Screen by leaving the Option field blank and pressing Transmit after the search criteria have been entered.  Internet users can click the Single Line Search option button.  FEDS/EADS responds by redisplaying the Internal Property Search Screen with a count of matching records at the bottom of the screen on the Message Line.  When Transmit is pressed again, the system displays the Internal Search Results screen.

[image: image106.wmf] 

b.  Several Line Freeze

A Several Line Freeze search is initiated from the Internal Property Search Screen by entering “S” in the Option field and pressing Transmit after the search criteria have been entered.  Internet users can click on the Several Line Freeze button.  FEDS/EADS responds by redisplaying the Internal Property Search Screen with a count of matching records at the bottom of the screen on the Message Line.  When Transmit is pressed again, the system displays the Internal User Screen.  An Internal User Screen is illustrated in section III of this guide under the heading Several Line Freeze.

After completing the Internal User Screen, the user enters “F” for Freeze in the Option field and presses Transmit to display the Internal Several-Line Freeze List.  An Internal Several Line Freeze List is illustrated below:
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7.  FSC/NATIONAL STOCK NUMBER – Should I search by the Federal Supply Class?

The Federal Supply Class (FSC) is the first four positions of the National Stock Number (NSN) and the National Item Identification Number (NIIN) is the last nine positions of the NSN.  To do a search by FSC/NSN, the user must enter the FSC or the complete 13-digit NSN.  FEDS/EADS will not allow an NSN search by NIIN only.

The FEDS/EADS database contains stock numbers in the way they are reported by Department of Energy activities.  If the entire 13-digit NSN is available, it will be made part of the new asset record when it is reported into FEDS/EADS.  If the entire 13-digit NSN is not available, only the FSC need be reported.  Based on past experience, most Civilian Federal activities report only the FSC of an item while most Military activities report the entire NSN.

[image: image108.wmf]
In the illustration above, the user searched for FSC “2320”.  The system found 50 records with this FSC. 

It should be noted that a search using only the FSC ensures getting items with and without the complete stock number, it also selects numerous other items that are not germane to the search.  In the illustration above, an FSC search of “2320” produced at least 50 matching records.  That search included the following list of items:
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In the above illustration, the first five line items listed are Hand Trucks, which would be of no interest to a user searching for a means of transportation.  If you find that your searches are producing too many items that are of no interest, increase the number of search fields to reduce the number of matching items or use the entire NSN.

8.  Noun Name - How accurate must the noun name be?

FEDS/EADS checks the Noun Name character by character and looks for a match in the Noun Nomenclature field of the FEDS/EADS database.  Accordingly, a search for “TRUCK” would not generate property records with a noun nomenclature of “TRK.”  Nor would a search for “TRUCK, VAN” generate property records with a noun nomenclature of “TRUCK VAN.”  However, a search for “TRUCK” would generate property records with a noun nomenclature of TRUCK VAN.

In the following example, the user searched for a pickup truck.
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After the user pressed transmit the system displayed a message that there were many trucks available.  The user pressed transmit again and the system displayed the following results.
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9.  ITEM CONTROL NO-- When should I use this search criterion?

An Item Control Number is a 14-position field consisting of a 6-position activity address code, a 4-position Julian date, and a 4-position serial number.  This number is assigned by the reporting activity and identifies the reporting document.  This search can be used by activities that wish to determine if the item they reported is still undergoing internal screening as illustrated below:
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In the illustration above, the user enters “894700 8086 0001” as the search value for Item Control Number, leaves the Option Field blank and presses Transmit.

FEDS/EADS then bypasses the Internal Search Results screen and displays INTL310, the INTERNAL ITEM DATA SHEET as shown below:
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It should be noted that the mere fact that an item can be displayed as a result of an Item Control Number search indicates that the item is undergoing internal screening.

10.  Internal Items Only – what is this and how do I know if an item is an Internal Item Only?

Internal Items Only are items which may only be screened by DOE personnel and DOE contractors.  These items will not proceed to the normal Federal excess and surplus property cycle.  Upon conclusion of the internal screening cycle, this property will be disposed of under separate Department of Energy authority.  Economic Development Items, High Risk Items, and items eligible for the DOE Energy-Research Laboratory Equipment Grant Program are examples of Internal Items Only.

The Internal Items Only search is initiated by typing a “Y” in the Internal Items Only field on the search screen as shown below:
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After leaving the Option Field blank, the user transmits.  FEDS/EADS responds by displaying a message of the number of matching records at the bottom of the same screen.  Leaving the Option Field blank, the user again transmits.

FEDS/EADS responds by displaying a list of matching items with summary data on the Internal Search Results screen, as illustrated below:
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The Internal Search Results screen displays the name of the Primary Search Criterion at the top left of the screen.  In the illustration above, the Primary Search Criterion is displayed as “INTERNAL ONLY.”

11.  DATE REPORTED (= OR >)– How can this search help me?

This search criterion was established to preclude the review of property records previously searched.  Excess property is reported by DOE activities to FEDS/EADS for internal screening on a daily basis. Thus, if you are searching everyday for a particular type of property item, you will want to restrict your search to only those items that were reported into FEDS/EADS the previous day.  In doing so, you probably would not want to review the property you reviewed in previous sessions.

To do the search by DATE REPORTED (=OR>), the date must be entered in MMDDYYYY format.  Date Reported will search for dates that are equal to or greater than the date entered.  In addition, unlike previous searches, the search criteria must be identified as either Primary or Secondary as illustrated below:
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In the example above, “02221998”(February 22, 1998) was entered as the DATE REPORTED (=OR>) and “P” was entered as the type of search criteria in the Set Key Box to the immediate left of the search field.  DATE REPORTED (=OR>) is a system-edited field.  As such, it will only accept a date equal to or greater than the current date.

12.  Activity Address Code – Why use this code, and can I enter any AAC?

An Activity Address Code (AAC) is a six-character code that identifies a particular government activity.  Activity Address Code can be used as a search criterion by DOE activities desiring to minimize transportation costs in transferring property.  This can be done by searching only those AACs that are contiguous to that of the user.  AAC can also be used as a search criterion if a certain AAC is known to generate the type of property desired by the user.

Like the Date Reported field, Activity Address Code must be identified by the user as either a Primary or Secondary Search Criteria.

The first two characters of the AAC are the Agency Code of the government agency.  In the case of DOE, "89" is the Agency Code.  The Activity Address Code is not a system-edited field.  As such, FEDS/EADS will allow the user to enter an AAC with the first two digits other than the user's agency code.  However, no records will be available for such a search here since FEDS/EADS contains only DOE items undergoing internal screening.

13.  State - What advantages are there in using this search criterion?

Like Activity Address Code, State can be used as a search criterion by DOE activities desiring to minimize transportation costs in obtaining property.  This can be done by searching only those states that are contiguous to that of the user.

Like the Date Reported field, State must be identified by the user as either a Primary or Secondary Search criterion.  Also like Date Reported, State is a system-edited field.  As such, FEDS/EADS will not allow the user to enter a 2-digit State Code that does not conform to the United States Postal Service standard abbreviations.

It should be noted that a list of valid state codes is provided as Help screen INTLH100E and is reproduced below for your convenience:
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14.  Region – Why use this search criterion?

Like Activity Address Code and State, Region can be used as a search criterion by DOE activities desiring to minimize transportation costs in transferring property.  This can be done by searching only those regions that are contiguous to that of the user.  The region can also be used as a search criterion if a certain region is known to generate the type of property desired by the user.

Like the Date Reported field, Region must be identified by the user as either a Primary or Secondary Search criterion.  Also like Date Reported, Region is a system-edited field.  As such, FEDS/EADS will not allow the user to enter a 1-digit Region Code that is not a GSA region.

Valid region codes are provided as Help screen INTLH100D, as reproduced below:
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15.  Condition Code – What is it and how can I use it?

Condition codes are assessments by the reporting agency of the property’s usefulness.  A list of valid condition codes is listed to the right of the Condition Code field on the screen.

Unlike the first 8 search criteria, Condition Code is a Secondary Search Criterion only.  As such, it cannot be used by itself to do a search.  Condition Code must be used together with a Primary Search Criterion.  However, like Date Reported, Condition Code is a system-edited field.  As such, FEDS/EADS will not allow the user to enter a code other than one specified.

A list of valid condition codes and condition descriptions is available as Help screen INTLH100F and is reproduced below for your convenience:
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It should also be noted that the text description of the condition rather than the condition code itself, is displayed on most FEDS/EADS screens.  See the example below.
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In the illustration above, “2320” was entered as the value for a primary search by FSC and “4” was entered as the value for a secondary search by Condition Code.  Matching records are displayed in summary form with the condition described in text as “USEDG” – Used – Good, “UNUSEDP” – Unused – Poor, etc.

16.  Make - What is it and what restrictions are there?

Make is the brand name of the property as described by the activity reporting the property.

Like Condition Code, Make is a secondary search criterion only.  It cannot be used by itself to do a search.  Make must be used together with a Primary Search Criterion.  It is not a system-edited field.  As such, FEDS/EADS will allow the user to enter any Make desired.  However, no records will be selected unless the Make entered by the user matches a Make entered by the reporting activity at the time the record was created.

17.  Model – Is this an edited field?

Like Condition Code, Model is a secondary search criterion only.  It cannot be used by itself to do a search.  Model must be used together with a Primary Search Criterion.

Model is not a system-edited field.  As such, FEDS/EADS will allow the user to enter any Model desired.  However, no records will be selected unless the Model entered by the user matches a Model entered by the reporting activity at the time the record was created.

18.  Acquisition Date (= OR >) - What is this and how must it be entered?

Acquisition Date is the date the property was purchased when it was new.

A search by Acquisition Date will search for dates which are equal to or greater than the date entered.  Also Acquisition Date must be entered in MMDDYY format and is system-edited to ensure the date entered is a valid Gregorian date.

Freezing property

1.  What does “freeze” mean?

In FEDS/EADS, “freeze” means an indication of interest.  It does not mean that the quantity frozen is promised to the person placing the freeze.  As such, an unlimited number of freezes may be transacted against an item whose Available Quantity in FEDS/EADS is 1.

2.  Why freeze an item?

Freezing an item in FEDS/EADS is the initial step required to obtain excess personal property to fill a valid requirement.  FEDS/EADS will generate an automated transfer order, SF-122, Transfer Order Excess Personal Property for the item.

3.  What is the overall freeze process?

A DOE requester freezes the item in FEDS/EADS.

FEDS/EADS generates a transfer order and either E-mails or faxes it with a cover sheet, to the Approving Official for the person placing the freeze.

The Approving Official reviews the freeze request and signs the transfer order.

The Approving Official sends the signed transfer order to the holding agency’s Point of Contact listed on both the cover sheet and the transfer order.

The holding agency approves the signed transfer order and notifies the requester and the property custodian.

The holding agency’s Point of Contact updates the transfer transaction in FEDS/EADS.

4.  How long will FEDS/EADS retain my freeze?

A freeze will remain until the property is transferred and the record in FEDS/EADS is closed by the holding agency's Point of Contact.

5.  How many ways can I freeze property in FEDS/EADS?

There are two ways to freeze property: Single-Line Freeze and Several-Line Freeze.  Each of these types of freezes is discussed in the next two sections of this guide.

Single-Line Freeze

1.  What is a Single-Line Freeze?

A Single-Line Freeze is a transaction in which only a single line item can be frozen.  Single-Line Freezes can be transacted from screen INTL310, the Internal Data Sheet screen, or from screen INTL320, the Internal Extended Item Description screen

2.  How do I do a Single-Line Freeze?

A Single-Line Freeze is initiated from screen INTL100, the Internal Property Search Screen.  From this screen the user searches for the type of item to freeze.  In the following example, the user wanted to freeze a cabinet and so enters "CABINET" in the Noun Name field, and transmits.  The system then responded that there were 8 records that matched the word “CABINET”.
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To do a Single-Line Freeze, the user leaves the Option Field blank and transmits again.  This takes the user to screen INTL300, Internal Search Results.  This screen displays a list of the items responding to the search, with summary information about each item.

In the following illustration, the Internal Search Results screen lists summary information for each of the cabinets resulting from the above search for “CABINET.”  It also shows that there are 75 cabinets for Line Item 8 that are available for freezing.  A total quantity of 2 cabinets had been frozen previously.
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If the search results in more than 18 items, only the first 18 will be shown on the first page.  To see more items, the user enters an “N” for next page in the Option Field and transmits.  The Page number is displayed on the upper right corner of the screen.  Once on Page 2 or beyond, the user may enter a “P” for previous page to help decide which line item to freeze.

In the example below, the user chooses Line Item 8 on the list.  The number “8” is entered in the Option Field.  Internet users would click the button next to the eighth item and press transmit.
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After transmission, FEDS/EADS displays screen INTL310, the Internal Item Data Sheet, as shown below.
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The Internal Item Data Sheet screen provides a detailed profile of the item to include Point of Contact, property location, current interest from other freezes, and descriptive information about the property itself.  It provides the user with information necessary to make a freeze determination.  The user may choose to freeze the item from this screen by entering an "F" for freeze in the Option Field and transmitting.  If more descriptive information is needed, the user leaves the Option Field blank and transmits.  FEDS/EADS responds with screen INTL320, the Internal Extended Item Description screen, as illustrated below:
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The user still has the opportunity at this point, as well as from the Internal Item Data Sheet screen, to decide not to freeze the item.  If this is the case, either (B)ACK, (M)ENU or(Q)UIT can be transmitted to back up.

If (B)ACK is entered in the Option Field from the above screen and transmitted, the system takes the user back to screen INTL310 - the Internal Item Data Sheet screen.  Option (B)ACK can also be used to return to each of the previous screens displayed during the search and freeze process.

Option (M)ENU from the above screen or from any other screen in this sequence takes the user right back to screen INTLOPTN - the Internal Items Menu screen.

The (Q)UIT option is unique to the above screen, and backs the user up directly to screen INTL100, the Internal Property Search Screen.

In our example above, the user chooses to freeze the item.  An “F” is entered in the Option Field and transmitted.  The system then displays screen INTL410, Internal User Data Sheet screen shown below.
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The above illustration shows a user who is doing a freeze for the first time.  The system displays the Activity Address Code, Name, and the Telephone Number of the user.  The user will enter the rest of the fields.  Room Number and Attention Line are optional fields, and the user has a choice of entering the Approving Official’s E-mail address without the FAX Number, or vice versa.  If both the E-mail address and the FAX Number of the Approval Official are entered, then the system sends the transfer order via E-mail.  In the event that the E-mail address is wrong or inactive, the system does not switch to the FAX Number.  It will use the FAX Number only when the E-mail address field is left blank.

The following illustration shows how the user completed the Internal User Data Sheet.
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The system retains the updates made on this screen after each successful freeze, with the exception of the “Ship To Address” and the “Freeze Quantity” fields.  These two fields must be filled anew for every single line freeze transaction.  During subsequent freezes, the system redisplays, for the user’s convenience, all the entries/updates made during the previous freeze transaction except of course, the “Ship To Address” and the “Freeze Quantity” information.

Notice that the user has decided to freeze "2" out of the "75" available cabinets.  If this freeze transaction is successful, the system updates the Freeze Qty fields of the Internal Search Results and the Internal Item Data Sheet screens to "4", but the quantity available for freezing will still be "75".  In other words, the system tallies the total quantities already frozen by all users, while the original available quantity reported by the owner of the property remains the same.  Users are invited to freeze as much of the property as they need as long as they do not try to freeze a quantity greater than the quantity available.

If a freeze is successful, the system will display the notice, “Freeze Successful” in the message line at the bottom of the screen.
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As can be seen above, the freeze was successful and the value of the Freeze Qty field is now equal to 4.

It should be noted that even when you have successfully completed a freeze, an incorrect E-mail address or a wrong FAX Number (if fax was the choice) would prevent the transmission of the freeze cover sheet and the transfer order to the approving official.  When a freeze is completed, the system will attempt to transfer the freeze cover sheet and the transfer order form to the approving official.  After the system makes three unsuccessful attempts, it will send the transfer order to a default E-mail address or FAX machine.  The person located at the default station should review the order and send it to the Approving Official.  (See samples of both successful and unsuccessful transfers at the FREEZE DOCUMENTATION section of this Manual).

3.  How do I initiate another Single-Line Freeze?

To initiate another freeze in the same session, the user must return to the Internal Search Results screen to choose another item from the previous search result, or to the Internal Property Search Screen to start a new search.  As explained earlier, the user may return to any of these screens by entering a "B" in the Option Field and transmitting.

In the following illustration, in order to freeze another item of interest from the category, "CABINET," the user backs up to the Internal Search Results screen and chooses item number "5", from the previous search result.
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The user then proceeds to the Internal Item Data Sheet screen, and proceeds from there to complete or abort the freezing of the item, as explained earlier.

If the user prefers to freeze a different type of item or otherwise change the search criteria, the user backs up to the Internal Property Search Screen.  From this screen a new search is conducted with changed search criteria, and the choice of item to freeze is again made from the result of the search.

The following illustration shows that the user is interested in freezing an item whose Federal Supply Class is "2320".  The search result indicates that there are more than 50 records that match the criteria.
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If the user transmits again, the system will display the Internal Search Results screen for a list of the first "18" of the items resulting from the search.  The freeze process is repeated as in the earlier example.

4.  How do I correct an unsuccessful transmission?

There are many reasons that prevent the user from smoothly sailing through a freeze process.  Most of these reasons result from typing wrong information, while some of them result from not entering information in a required field.  Fortunately FEDS/EADS is user-friendly and intuitive.  Every possible field is edited and each screen displays error messages when a wrong step is taken, or when an important omission is made.  These error messages are self-explanatory and to the point.

If a process you initiated does not lead to the next expected step, look down on the lower left corner of the screen to read the displayed error message.  These errors can easily be fixed by paying careful attention to what is stated, and effecting the necessary change.

In addition, each screen has its own help screen which can be called up by typing an “H” in the Option Field and transmitting, or by clicking the "Help" button if you are an Internet user.  For a multi-paged help screen, the user transmits/clicks “N” for next page or “P” for previous page until the required field is located.

If you create a freeze by mistake, you can delete the freeze from the Delete Freeze Transactions screen.  See the section of this guide below concerning the Delete Freeze function.

Several-Line Freeze

1.  What is a Several-Line Freeze?

A Several-Line Freeze is a single freeze transaction of more than one line item.  Like a Single-Line Freeze it is a single transaction.  However, unlike a Single-Line Freeze, more than one line item can be frozen at a time.

A line item can be thought of as a system data record corresponding to an Item Control Number reported for internal screening.  It is different from a single unit of an item.  Although a line item refers to only one item commodity (e.g., “Truck”), there may be any number of that commodity (e.g., 3 Trucks) reported for that line item.

2.  How do I do a Several-Line Freeze (Federal agency or non-Federal recipient)?

A Several-Line Freeze is initiated from screen INTL100, the Internal Property Search screen.  Unlike the Single-Freeze, the Several-Line Freeze cannot be transacted from screen INTL310, the Internal Item Data Sheet, or screen INTL320, the Internal Extended Item Description sheet.

The user may freeze multiple line items per freeze transaction regardless of the property location.  This is possible in the Internal Screening Module because each line item frozen generates its own transfer document.  This is not possible in Several-Line Freeze in the External Screening Module because each line item frozen is collected onto a single transfer document.

The process of initiating a Several-Line Freeze is as follows:

From the Internal Property Search screen, the user decides what is to be simultaneously searched for and frozen.  For example, the user may decide to search for and freeze trucks in the state of Virginia.  The user selects Noun Name as the primary search criterion and enters, “TRUCK.”  The user then selects State as a secondary search criterion by entering “S” and “VA” in the appropriate fields.  Internet users can click the "S" button next to the State field.  In the Option Field at the bottom of the screen, the user enters “S” for Several-Line Freeze as illustrated below.  Click the Several Line Freeze button if you are an Internet user.
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After pressing Transmit, the system responds with screen INTL415, the Internal User Screen illustrated below.
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As illustrated above, the first time a user does a freeze, the system will display toward the top of the screen the Activity Address Code, Name, and Telephone Number of the user.  Except for fields noted, all of the remaining fields must be typed by the user.  Room Number and Attention Line are optional fields.  In addition, the user must enter either the Approval E-mail address or the Approval FAX Telephone Number.  Note also that at least one line of the three Ship To Address lines must contain some information.

The illustration below shows how the user completed the Internal User screen.
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In the above illustration, the user did not type in the Room Number and chose to enter the Approval E-mail Address and left the Approval FAX Telephone Number blank.  The system will use this data for all freezes created by this user for this search.  When the user completes the freeze and initiates a new search, the system will retain all but the Ship To Address entries and redisplay it for the user’s convenience when the user returns to this screen.  Of course, the user can always change the re-displayed data as necessary, except the User Name which can only be changed by the GSA Central Office FEDS Coordinator.

The user next entered “F” in the Option Field.  After the user presses transmit, the system responds with screen INTL440, the Internal Several-Line Freeze List illustrated below:
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The above illustration shows that there are six items which match the search criteria.  The Primary Search Field Name and Value along with the Secondary Search Field Value are displayed at the top of the screen.  In the above illustration, the Primary Search Field Name is “Noun,” the Primary Search Field Value is “Truck,” and the Secondary Search Field Value is “VA.”  If the user had asked for more than one secondary search field then the system would have displayed each of the secondary field values requested.  The above illustration also shows that two of the six items (Line Item 2, Truck, Tractor and Line Item 6, Truck, Pickup) have existing freezes against them.

The user then identifies the items to be frozen by typing the amount to be frozen for each item in the Qty To Freeze field.  After all of the items to be frozen on the screen page are identified with freeze quantities, the user enters “F” in the Option Field at the bottom of the screen.  Internet users will click the Freeze button.  In the illustration below, the user froze two items.
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After the user presses transmit, the system redisplays the same screen with the status of the freeze transaction.  If the transaction was successful, the item Description will be overlaid with the message, “Freeze Successful.”  In the illustration below, Line Item 2 and Line Item 6 were successfully frozen.
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The user may now freeze additional items on the same or subsequent pages by repeating the procedure detailed in this paragraph.  To see the next page of items use Option (N)EXT and press Transmit.

It should be noted that the message, “Enter ‘F’ to freeze items with quantity > zero” is a procedural message advising the user that he/she may do additional freezes of the same or other items on the same page.  The message does not indicate an error.

3.  How do I correct an unsuccessful Freeze?

An unsuccessful freeze occurs when the quantity entered as the freeze quantity (Qty to Freeze) on the Internal Several Line Freeze List is greater than the quantity available (Qty Avail).  The conditions for an unsuccessful freeze are shown in the illustration below where the freeze quantity of “2” for the second line item (Truck, Tractor) is greater than the quantity available of “1.”
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After the user presses transmit, the system redisplays the same screen with an error message as illustrated below.
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The above illustration shows that the freeze was not successful.  The error message is displayed at the bottom of the screen on the Message Line and also on the Item Line where it overlays the Item Description.

To correct an input error, the user overtypes the error with the correct quantity.  In the illustration below, the correction is made by overtyping the “2” with a quantity of “1.”
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After pressing Transmit, the system redisplays the same screen with the status of the freeze transaction.  If the transaction was successful, the Item Description will be overwritten with the message, “Freeze Successful.”

4.  How do I inquire an item that I am freezing?

The Internal Several Line Freeze List is designed to allow the user to obtain more detailed information about the item before freezing it.  Type the number found to the left of the item of interest in the Option field or click on the appropriate radio button if you are an Internet user.  In the illustration below, the user wants more detailed information about Line Item 6, “Truck, Pickup.”  Accordingly, the user types “6” in the Option Field at the bottom of the screen.
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After the user pressed transmit, the system responded with screen INTL310, the Internal Item Data Sheet as illustrated below:
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The illustration above shows the data sheet for Line Item 6 - “Truck, Pickup.”  Like any item data sheet, the above example provides a profile of the item inquired.  It consists of contact information, the location of property address, and various data to allow identification of the property, such as Federal Supply Class, National Stock Number, Item Control Number, Make and Model.  In addition, four lines of description are displayed at the bottom of the screen.

If additional descriptive data is desired, the user leaves the Option Field blank, as is shown in the above illustration.

After the user presses transmit, the system responds with screen INTL320, the Item Description Data screen, as illustrated below.  It should be noted that not all property records have descriptions or descriptions beyond the four lines of text at the bottom of the Internal Item Data Sheet screen.  Although detailed and comprehensive description records are encouraged, the amount and quality of the description is ultimately the responsibility of the property owner reporting the property.  In the example above, the data sheet suggests there is more descriptive data since the fourth line of description ends with a break in the sentence - “Engine was overhauled in”.  It should also be noted that the four lines of description on the Internal Item Data Sheet screen are repeated on the Item Description Data screen so that the user need not flip back and forth between the screens to maintain the meaning of the description.
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After reviewing the data sheet and description of the item being considered for freeze action, the user returns to the freeze screen by choosing Option (B)ACK as illustrated below:
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After the user presses transmit, the system responds by displaying the Internal Item Data Sheet screen.  The user then chooses Option (B)ACK and presses transmit to return to the Internal Several Line Freeze List.

FREEZE DOCUMENTATION

1.  What kind of documentation is generated by Single and Several Line Freezes?

As illustrated in the sections above, the user may freeze items one line at a time with Single Line Freeze or the user may simultaneously freeze several line items on a single computer screen page when doing a Several Line Freeze.  Each freeze of either type will generate a separate transfer order.  For example, if a user freezes 5 line items on a particular screen, the system will generate 5 different transfer orders just as though the items were frozen individually as a Single Line Freeze.  The transfer order includes a cover sheet that lists instructions concerning the approval procedure.

It should be noted that E-mail is the default method of transmitting the freeze cover sheet and transfer order if both the E-mail Address and FAX Tel No fields are completed on the Internal User screen.  If the user wishes to send a FAX only, the FAX Tel No field should be completed and the E-mail Address should be left blank.

After you create a freeze, the system will attempt to send the transfer order via E-mail or FAX to the Approving Official’s E-mail address or FAX machine.  The system attempts the transmission up to three times.  If the transmission is unsuccessful after three tries, the system will send the transfer order to a default E-mail address or FAX machine.  The transfer order will be defaulted to the responsible DOE Organizational Property Management Officer (OPMO) who will review the order and send it to the approving official.

The illustration below shows an E-mail message of a computer generated transfer order and corresponding cover sheet.

E-mail Cover Sheet

________________________________________________________________________________

	TO: ROMAN MARCINIAK

	Room No

	FAX No: 703-305-7257

	EMAIL Address: roman.marciniak@gsa.gov

	

	FROM: Department of Energy

	Energy Asset Disposal System (EADS)

	

	

	Dear Approving Official:

	

	Attached is a computer generated Transfer Order for property which is being internally screened within the Department of Energy.  The order was initiated as a freeze transaction by ROBERT OPPENHEIMER within your organization.

	

	To complete the request for transfer, sign and date the transfer order, then send it to the Point of Contact listed below.

	

	Point of Contact: CHRIS SHORT

	FAX: 202-534-1431

	EMAIL Address: CHRIS.SHORT@DOE.GOV

	

	The property being requested is located at the following address:

	

	Property Location:  ALLIED SIGNAL

	ENERGY FACILITY

	1312 IRVING ST

	ARLINGTON, VA 22202-0000

	

	If you have questions regarding the property or wish to make arrangements for its transfer, contact the Purchase Order and Disposal Instructions official listed below:

	

	PO/DI Contact: MASON CULVERWELL

	202-543-2100

	202-543-2116

	

	If you wish to make changes to the Transfer Order, line out the data you wish to change and annotate the change directly on the hardcopy of the order.

	

	If this request is an emergency, please annotate this and the nature of the emergency on the hardcopy of the Transfer Order in the Shipping Instructions block (e.g., Emergency - Flood).

	

	No action will be taken on this order unless the Point of Contact (POC) receives a signed copy.  The freeze will be deleted from the Energy data base if the POC does not approve the transfer order within 30 days of the freeze transaction.


________________________________________________________________________________

 E-mail Transfer Order

________________________________________________________________________________

TRANSFER ORDER

EXCESS PERSONAL PROPERTY

	TO:                                                                                                       Ordering Activity: 

	ARTHUR NORWOOD

	615-351-0200                                                                                      JOYCE NEWTON 

	615-351-0101(FAX)                                                                           DOE

	                                                                                                            1941 JEFFERSON HWY 

	Reporting Activity:                                                                               CRYSTAL CITY, VA 22202

	DEPARTMENT OF ENERGY

	OAK RIDGE OPERATIONS OFFICE ANNEX                                  Freeze Activity: 

	FEDERAL ANNEX BUILDING                                                         ROBERT OPPENHEIMER

	OAK RIDGE, TN 37840-0000                                                             703-305-5868

	

	Location of Property:                                                                           Ship To:

	ALLIED SIGNAL                                                                               JOYCE NEWTON 

	ENERGY FACILITY                                                                          DOE

	1312 IRVING STREET                                                                       1941 JEFFERSON HWY 

	ARLINGTON, VA 22202-0000                                                          CRYSTAL CITY, VA 22202

	

	Appropriation Symbol and Title:                                                           Shipping Instructions:

	

	_____________________________________                     ____________________________________

	

	____________________________________                    ____________________________________   

	                                                                                               ____________________________________ 

	____________________________________                     ____________________________________

	

	Ordering Activity Approval:

	

	SIGNATURE:___________________________     TITLE:_______________________________

	

	DATE:___________________________

	

	Item Control No.     UI     Quantity             Unit Cost            Total Cost

	 --------------------    ----    -----------------    ----------------      -------------

	894700 8086 0001    EA          1                  $650.00              $650.00

	

	Condition: SEDG       Excess Release Date: 04/11/1998

	

	Noun Name

	CABINETS

	

	Reporting Activity Approval:

	

	SIGNATURE:___________________________     TITLE:_______________________________

	DATE:___________________________


________________________________________________________________________________

The illustration below shows an electronic mail message resulting from a transmission failure.  If you receive one of these messages then you are the designated default address for transmission failures.  The electronic message will include a copy of the failed transmission similar to the examples listed above.

If the person placing the freeze requests that transfer orders be sent via electronic mail and their mail box is out of order, then the system will send the transfer order to the default electronic mail address.  Otherwise, the system sends the transfer order to the default FAX address.

If you receive one of these messages, please contact the person requesting the freeze immediately and make arrangements to forward the transfer order.  The requester will need to get the transfer order approved before the order can be sent to the property owner for transfer.

messsage id:     <199804071554.LAA16700@gsauns1.gsa.gov> subject:     SF122 PROPERTY APPROVAL

Delivery failed to pat.lapella@doe.gov

reason:      INVALID DESTINATION ADDRESS

DELETE FREEZE TRANSACTIONS

1.  How do I delete “freeze” transactions?

If you created a freeze and later decide that you do not need the item, you can use FEDS/EADS to delete the freeze.  To delete an existing freeze, go to the Internal Items Menu and use Option 4, Delete Internal Freezes, or click the button next to this option if you are an Internet user and press Transmit.  The Internal Items Menu Selection is shown in the example below:
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After you press transmit, the system displays INTL700, Delete Freeze Transactions Screen.  This screen shows the items that you froze during previous Internal Search and Freeze sessions.  An example of this screen is displayed below:
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To delete a freeze against any Item Control Number, type any non-blank character in the Selection (SEL) field to the left of the freeze to be deleted or click the button next to the item if you are an Internet user.  You can select any or all items found on the screen.  After you select all the freezes to be deleted, enter a “D” for Delete in the Options field at the bottom of the screen or click the DELETE button if you are an Internet user and press Transmit.  Option “H” displays the Help screen and Option “M” returns you to the Internal Items Menu.  In the example below, the user identified  3 Item Control Numbers for deletion.
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2.  How do I know if my delete freeze was successful?

After  press Transmit, the Delete Freeze Transactions Screen is redisplayed.  All of the deleted freezes will be gone.  A message in the Status field at the bottom of the screen shows how many freeze items were successfully deleted.  In the example below, note the message:  “3 Freeze Items Deleted.”  Note also that three new items have moved to the bottom of this page.  These items were originally on the second page of freezes.
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3.  How do I review freezes on additional pages of freeze items?

You can review up to seventeen pending freeze transactions at a time.  To advance to the Next page or to display the Previous page of frozen items, enter “N” or “P”, respectively, in the Options field at the bottom of the screen and press Transmit.  Note that if you want to delete items on subsequent pages, you must select the items and delete them before proceeding to the next page with the (N)EXT Option.  The following example of PAGE 1 displays Option “N” for Next page:
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After you press Transmit, PAGE 2 displays on the screen.  This is illustrated by the following example:
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4.  What happens to your deleted freezes once you exit the system?

Item Control Numbers selected for deletion are dropped automatically once you exit the system.  When you return to the Delete Freeze Transactions Screen, the dropped items are no longer displayed on the screen.

5.  Can I re-freeze a deleted freeze?

If you need to re-freeze an item, repeat the usual search and freeze method beginning at the Internal Items Menu.  See Section III of this user guide under the headings concerning Searching for Property and Freezing Property.

Transfer Property

1.  What is the Transfer Property function?

The Transfer Property function allows you to transfer your excess property to another DOE activity during the Internal Screening cycle.  The process includes the following steps:

· Review your transfer orders;
· Review the freezes against your property in FEDS/EADS;
· Evaluate competing freezes for your property; and
· Award the property.

You can review all your property at once, evaluating competing freezes as you go, or you can review freezes for your property one line item at a time.  The sections below discuss both these options.

2.  How do I review my transfer orders?

DOE activities who freeze property will receive transfer orders via electronic mail or fax.  The system sends the transfer order to the approving official at the unit that created the freeze. The approving official forwards the transfer order via electronic mail if acceptable or signs the transfer order and sends it to the point of contact for the property.  If you are the point of contact then you will receive the approved transfer order via electronic mail, fax or mail from the approving official.  Before you transfer the property, make sure you have an approved transfer order from the activity that froze the property.  Check to see that the information is accurate and note the quantity frozen.

3.  How do I review and transfer multiple frozen items?

To review and transfer multiple frozen items, go to the Internal Items Menu and select Review and Transfer Multiple Frozen Items, Option 2 in the Selection field and press transmit.  Internet users can click the appropriate button.  The Internal Items Menu is shown in the example below:
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After you press transmit, the system displays screen INTL500, the Review and Transfer Multiple Frozen Items Screen.  This screen displays only your items that have been frozen during the Internal Screening cycle.  Note that you may have other property available that is not yet frozen by any prospective customers.  The system will not list this property unless a customer creates a freeze.

The screen includes the Item Control Number, Item Description, and the Quantity Available for transfer.  The Total Quantity Frozen is the total of all freezes created to date.  You may type the Quantity to Transfer if you wish to transfer the property at this time.

The example below shows the first page of frozen items for review.
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You can review up to 16 Item Control Numbers at a time.  Use Options (N)EXT and (P)REVIOUS to review subsequent or previous pages of items.  Option (B)ACK returns you to the Internal Items Menu and Option (M)ENU returns to the Main Menu. 

Before you can transfer the property from this screen, make sure you have an approved transfer order from the DOE activity who froze the property.  Check that the information is accurate and note the quantity frozen.

Next, compare the Total Quantity Frozen to the Quantity Available.  If the Quantity Available is greater than or equal to the Quantity Frozen, it is safe to transfer all the property.  Type the quantity you wish to transfer in the Quantity to Transfer (QTY TO TRANSFER) field.  Use Option (T)RANSFER at the bottom of the screen and press transmit or click the TRANSFER button if you are an Internet user.

If the freeze quantity on the transfer order plus the total of previous freezes placed is greater than the Quantity Available, you must go to the next screen to evaluate competing freezes.  This screen is discussed in the following section.

In the example below, the user chose to transfer three items.  In each case the quantity frozen was less than the quantity available and the user had a signed transfer order for each of the three items to be transferred.  There was no need to evaluate competing freezes since there was enough quantity available to satisfy the freezes and the user had received three signed transfer orders.
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After you press transmit, the system redisplays the Review and Transfer Multiple Frozen Items Screen with the message "Transfer Successful" for each transferred Item Control Number.  Note that the Quantity Available and the Total Quantity Frozen fields are also adjusted.
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4.  What happens when you can't satisfy all freezes?

If you have an item that does not have enough Quantity Available to satisfy all freezes then you will need to evaluate each freeze to determine who will receive the property.  First, make sure you have a signed transfer order from each competitor.  Competitors with signed transfer orders usually have preference over other competitors.  Next, review the competing freezes.  In the next example, the point of contact notices that there are thirteen freezes for the transformers but only twelve are available.  The point of contact chose Option 11 to review the competing freezes.  Internet users will click the button next to the item of interest.
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After the user pressed transmit, the system displayed screen INTL420, the Evaluate Competing Internal Freezes Screen.  In this example, the point of contact had three signed transfer orders so all of the freezes could be considered.  Note that the screen displays the freezes in the order that they were created.  In this case, you could award the property in several ways.  You could award the property based on the creation time for the freeze or based on the arrival time of the signed transfer orders.  You could also call the competitors to ask about the justification for the property.  In this case, the point of contact decided to fulfill the freezes of the first two competitors and awarded the remaining property to the third competitor.  The quantity to be transferred was typed next to each competitor and the Option was set to (T)RANSFER.  If this was an Internet screen then the user would click the TRANSFER button.
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After the user pressed transmit, the system redisplayed the screen with the message "TRANSFERRED" next to each transferred item.  Note that the Quantity Available is gone and the Transfer Status shows the Transfer Date and the Quantity Transferred.
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In the above example, the user chose Option (B)ACK to return to the Review and Transfer Multiple Frozen Items screen.  If there are more than fourteen competitors for an item then you can use Options (N)EXT and (P)REVIOUS to review the competitors on each page.  Option (M)AIN MENU returns you to the FEDS Main Menu screen.  Internet users can click the appropriate buttons for these Options.

5.  What if I need to change the quantity I transferred?

If you make a mistake or your customer wants to change the quantity to be transferred, you may use the Evaluate Competing Internal Freezes screen to adjust the Transfer Quantity.  In the example below the user awarded 1 gallon of tile adhesive to the first competitor.
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After the user pressed transmit, the system redisplayed the screen with the Transfer Date and Quantity displayed.  The system also reduced the Quantity Available.
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At this point the user realized that the Transfer Quantity should have been for 2 gallons.  The user then corrected the Quantity to Transfer to 2 gallons, used Option (T)RANSFER and pressed transmit to complete the correction.
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After the user pressed transmit, the system redisplayed the screen with the corrected Transfer Quantity.  The Quantity Available was also adjusted.
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6.  How can I transfer a single item control number?

If you receive a signed transfer order for one of your items and you want to transfer that item requested on the transfer order, use the following option.  First, choose Option 3, Transfer Single Internal Item by Control Number, on the Internal Items Menu as shown below and press transmit.  Internet users can click the button next to this Option.
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After you press transmit, the system will display the Evaluate Competing Internal Freezes screen.  You may type the Item Control Number found on the transfer order in the fields provided at the top of the screen.  Then press transmit.
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After you press transmit, the system will redisplay the screen with the competing freezes for this item.  You may then award the property to the person who placed the freeze using the same method described in the section above.
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7.  Can I review the Ship To Address data before I transfer property?

When you evaluate competing freezes, you can also review the Ship To Address data for each freeze.  In the example below, the user was evaluating competing freezes for fiberglass shingles.  To see the Ship To Address data for the first freeze, the user typed Option 1.  Internet users would press the button next to the freeze of interest.
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After the user pressed transmit, the system displayed the Internal User Transfer Data screen.  This screen identifies the name and phone number of the person who placed the freeze, the name, Email Address, and Fax Number of the person who approved the freeze, and the Ship To Address data.

[image: image165.wmf]
You can return to the Evaluate Competing Freezes screen with Option (B)ACK or return to the Internal Items Menu with Option (M)ENU.  Internet users can click on the BACK and MENU buttons.

Condition Code Table

	Code
	Definition

	
	

	1
	Unused - Good

	2
	Unused - Fair

	3
	Unused - Poor

	4
	Used - Good

	5
	Used - Fair

	6
	Used - Poor

	7
	Repairs Required - Good

	8
	Repairs Required - Fair

	9
	Repairs Required - Poor

	X
	Salvage

	S
	Scrap


Demilitarization Code Table

	Code
	Description

	
	

	A
	DML not required

	B
	DML not required.  Trade Security Controls (TSCs) required at disposition.

	C
	Remove and/or demilitarize installed key point(s) as prescribed in the Defense Demilitarization Manual, or lethal parts, components and accessories.

	D
	Total destruction of the item and components so as to preclude restoration or repair to a usable condition by melting, cutting, tearing, scratching, crushing, breaking, punching, neutralizing, etc.  (As an alternate, burial or deep water dumping may be used when coordinated with the DoD Demilitarization Program Office.)

	E
	Additional critical items/material determined to require demilitarization, either key point or total destruction.  Demilitarization instructions to be furnished by the DOD Demilitarization Program Office.

	F
	Demilitarization Instructions to be furnished by the Item/Technical Manager.

	G
	Demilitarization required.  Ammunition, explosives, and dangerous articles (AEDA).  Demilitarization, and if required, declassification and/or removal of sensitive markings or information, will be accomplished.  This code will be used for all AEDA items, including those which also require declassification and/or removal of sensitive markings or information.

	P
	Security classified item - Declassification and any additional demilitarization and removal of any sensitive markings or information will be accomplished prior to accountability or physical transfer to a DRMO.  This code will not be assigned to AEDA items.

	Q
	Strategic List Item (SLI). Demilitarization not required. SLI are non-MLI(Munitions List Items) controlled by the U.S. Dept. of Commerce through the Export Administration Regulations (EAR) and indicated on the Commerce Control List (CCL).  Each CCL entry is preceded by a four-digit Export Control Classification Number (ECCN) and those ECCNs ending in the letter "A" or "B" are defined as Strategic List Items. These items are subject to Import Certification and Delivery Verification (IC/DV) control and other trade security controls.


State Code Table

	AL
	Alabama
	MO
	Missouri

	AK
	Alaska
	MT
	Montana

	AS
	American Samoa
	NE
	Nebraska

	AZ
	Arizona
	NV
	Nevada

	AR
	Arkansas
	NH
	New Hampshire

	CA
	California
	NJ
	New Jersey

	CM
	Com. Marianas
	NM
	New Mexico

	CO
	Colorado
	NY
	New York

	CT
	Connecticut
	NC
	North Carolina

	DE
	Delaware
	ND
	North Dakota

	DC
	Washington, DC
	OH
	Ohio

	FL
	Florida
	OK
	Oklahoma

	GA
	Georgia
	OR
	Oregon

	GU
	Guam
	PA
	Pennsylvania

	HI
	Hawaii
	PR
	Puerto Rico

	ID
	Idaho
	RI
	Rhode Island

	IL
	Illinois
	SC
	South Carolina

	IN
	Indiana
	SD
	South Dakota

	IA
	Iowa
	TN
	Tennessee

	KS
	Kansas
	TX
	Texas

	KY
	Kentucky
	UT
	Utah

	LA
	Louisiana
	VT
	Vermont

	ME
	Maine
	VA
	Virginia

	MD
	Maryland
	VI
	Virgin Islands

	MA
	Massachusetts
	WA
	Washington

	MI
	Michigan
	WV
	West Virginia

	MN
	Minnesota
	WI
	Wisconsin

	MS
	Mississippi
	WY
	Wyoming


Flight Safety Critical Aircraft Parts Table (FSCAP)

Code
Definition

Blank
Not a FSCAP item
E

FSCAP item, designed to "nuclear hard"
F

Normal FSCAP item

List of FEDS/EADS screens sorted by Title
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