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1. PURPCSE

This Marshall Work Instruction (MAN) provides instructions for
generating I n-bound D screpancy Reports (IDRs), I|Inspection and
Accept ance Requests (1 ARs), and Inspection/ Rejection Reports
(I'RRs) using the Procurenment Di screpancy Tracking System (PDTS).
2. APPLICABILITY

This MW applies to all personnel who utilize the PDTS to
initiate or execute IDR, | AR and/or IRR actions and di sposition
instructions for materials and equi pnent bei ng procured,

recei ved, inspected, accepted, or rejected at MSFC

3. APPLI CABLE DOCUNMENTS

a. MG 6410.1, “Handling, Storage, Packagi ng, Preservation, and
Delivery (HS.P.P. &D.)”

b. MPG 8730.3, “Control of Nonconform ng Product”

c. MAN 4530.1, “Flight Hardware Support Operations (FHSO
Conmponent Acqui sition, Inventory Control, and Kitting Services”

d. MA 5100.1, “Procurement Initiators Guide”

e. (S01-QE-002, “Assignnment of Quality Requirenents to
Procurenents and Shi ppi ng Requests”

4. REFERENCES

None

5. DEFI NI TI ONS

a. Acronyns.

(1) CSR - Custoner Service Representative

(2) FHSO — Flight Hardware Support Operations
(3) IAR - Inspection and Acceptance Request
(4) IDR — Inbound Di screpancy Report

(5 IRR - Inspection Rejection Report
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(6) PDTS — Procurenent Discrepancy Tracking System
(7) PMG — Property Managenent G oup

b. Definitions.

Procurenent Di screpancy Tracking System (PDTS). A MSFC devel oped
sof tware application which provides a consistent, electronic

nmet hod for recording and tracking IARs, IDRs, and IRRs. This
software application is maintained by the MSFC | nformation

Servi ces Departnent.

6. | NSTRUCTI ONS

The follow ng instructions are provided for authorized PDTS
users. Additional or new users can request authorization to PDTS
by cal ling 544- HELP

a. Logging into PDTS.

(1) Authorized users wll log on PDTS by double clicking the
ARUSER icon | ocated in the DDS Application Fol der.

(2) Type in assigned USER ID and click “OK. "~

b. Generation of | ARs by PMG

(1) I1ARs will be generated for all materials, conponents, and/or
equi pnent determned to be quality-sensitive, flight hardware, or
ot herwi se requested by the organi zati on generating the
requisition. This determnation will be noted on the applicable
requisition form

(2) PMG Receiving will log on and click “File,” “Open Submt,”
and double click on “PDTS-IDR-1 AR-1 RR.”

(3) Select “IAR’ in “Form Type” field.

(4) Conplete the AR Formby entering data in all applicable
fields and click “Apply.” The screen will clear, and the report
nunber submitted will be displayed at the bottom of the screen.
(5) To exit, click on “File” and “C ose.”

(6) PDTS will automatically route the AR to MSFC S&VA.

(7) PMGw Il deliver itens to the S&VA i nspection area at
Bui | di ng 4705.
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(8 MSFC S&VA will inspect the materials and update the

corresponding | AR in PDTS.

(a) For materials failing inspection, S&VA will status the | AR
as “Rejected.” PDTS automatically submts notification to the
MSFC Procurenent O fice (as determined by the “buyer code”
entered on the | AR).

i. The Contracting Oficer with appropriate authority wl|l
provi de disposition instructions via PDTS.

iit. PMcGwIll execute the applied disposition instructions and
cl ose the I AR

(b) For materials passing inspection, S&VA will status the | AR
as “accepted.” PDTS automatically submts notification to PMG

i. PMcGwIl close the AR in PDTS, and the naterials wll be
delivered by PM5to the requesting organi zation. Accepted
materials may be released to the requester directly from S&VA

c. Ceneration of |IARs by FHSO

(1) FHSOw Il log on and click “File,” “Open Submt,” and doubl e
click on “PDTS-IDR-1 AR-IRR. 7

(2) Select “IAR’ in “Form Type” field.

(3) Conplete the AR Formby entering data in all applicable
fields and click “Apply.” The screen will clear, and the report
nunber submitted will be displayed at the bottom of the screen.
To exit, click on “File” and “C ose.”

(4) PDTS will automatically route the AR to MSFC S&VA.

(5) FHSO will deliver itenms to the S&VA i nspection area at
Bui | di ng 4705.

(6) MSFC S&VA will inspect the materials and update the
corresponding | AR in PDTS.

(7) For materials failing inspection, S&VA will status the | AR
as “rejected.” PDTS automatically submts notification to FHSO
Upon notification, FHSOw Il pick up rejected materials from
S&NA.
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(a) FHSO will coordinate disposition of the materials with the
requesti ng organi zati on and execute di sposition as required.

(b) FHSO will close the AR in PDTS.

(8) For materials passing inspection, S&VA will status the I AR
as “accepted.” PDTS automatically submts notification to FHSO
FHSO wi |l close the AR in PDTS, pick up nmaterials from S&A, and
deliver or store the materials as instructed.

d. Generation of |DRs.

Upon determ ning a discrepancy on an incom ng shipnment to MSFC,
PMG will generate an IDRwithin the PDTS.

(1) PMG Receiving will log on and click “File,” “Open Submt,”
and double click on “PDTS-IDR-1 AR-1 RR. "

(2) Select “IDR’” in “Form Type” field.

(3) Conplete the IDR formby entering data in all applicable
fields and click “Apply.” The screen will clear and the report
nunber submitted will be displayed at the bottom of the screen.
To exit, click on “File” and “C ose.”

(4) PDTS will notify the MSFC Procurenent Ofi ce.

(5) The MSFC Procurenment O fice will apply disposition
instructions, change IDR status to “dispositioned,” and return
IDR to PMG Recei vi ng.

(6) PMG Receiving executes the IDRs disposition instructions and
cl oses I DR

e. CGenerati on of |RRs.

(1) User detects discrepancy with newy obtained materi al s.
(2) User notifies CSR assigned to the user organization.

(3) CSRwll log on and click “File,” “Open Submt,” and double
click on “PDTS-IDR-1AR-I RR. "

(4) Select “IRR’ in “Form Type” field.

(5) Conplete the IRR Formby entering data in all applicable
fields and click “Apply.” The screen will clear and the report
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nunber submitted will be displayed at the bottom of the screen.
To exit, click on “File” and “C ose.”

(6) PDTS will notify the MSFC Procurenment O fice.

(7) The MSFC Procurenment Ofice will apply disposition
instructions, change IRR status to “dispositioned,” and return
IDR to the CSR

(8 The CSR will execute the disposition instructions and cl ose
the IRR

7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

9. RECORDS

TBD

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
PDTS User Orientation

11. FLOW DI AGRAMS

See attached.

12. CANCELLATI ON

None

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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LOGGING IN TO PDTS
FLOW CHART 6.a

Double click
ARUSER icon
in DDS folder

Type in
USER ID

Click OK
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INSPECTION AND ACCEPTANCE REQUEST (IAR)
FLOW CHART (MSFC PMG)
6.b

MSFC Procurement requisitions
materials that require inspection
and acceptance by MSFC S&MA

v

MSFC Procurement forwards copy
of procurement document to PMG
Receiving

Upon receipt of materials to be
inspected, PMG Receiving generates
IAR within PDTS for materials to be
inspected per purchase order
requirements

S&MA inspects materials per
purchase order acceptance, test,
and/or inspection criteria

v

Yes Material No

S&MA updates IAR status to “Rejected”

l Accepted? ¢

and PDTS automatically forwards

S&MA updates IAR status to notification to MSFC Procurement

“Accepted” and PDTS

automatically forwards notification v
L Appropriate contracting officer provides
disposition instructions to PMG via

Upon notification, PDTS will
. PDTS.
systematically change status to

“Closed” +

PMG executes disposition instructions
and changes the IAR status to “Closed”

>
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INSPECTION AND ACCEPTANCE REQUEST (IAR)

FLOW CHART (FHSO)
6.c

FHSO requisitions materials that
require inspection and acceptance

by MSFC S&MA

Upon receipt of materials to be
inspected, FHSO generates IAR
within PDTS for materials to be
inspected per purchase order
requirements

S&MA inspects materials per
purchase order acceptance, test,
and/or inspection criteria

Yes

Material

S&MA updates IAR status to
“Rejected” and PDTS
automatically forwards notification
to FHSO

S&MA updates IAR status to “Accepted”
and PDTS automatically forwards
notification to PMG Receiving

v

FHSO coordinates disposition with
requesting organization, executes
disposition instructions
accordingly, and closes IAR

Upon notification, PDTS will
systematically change status to “Closed”
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IN-BOUND DISCREPANCY REPORT (IDR)
FLOW CHART 6.d

PMG Receiving detects
discrepancy on incoming

v

PMG Receiving generates IDR
within PDTS and submits to

I

PDTS systematically assigns
status of “Pending Disposition”

l

Contracting officer will provide disposition
instructions via PDTS

PMG Receiving executes

disposition instructions and
changes IDR status to “Closed”
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INSPECTION/REJECTION REPORT (IRR)
FLOW CHART 6.e

End user detects
nonconformance in delivered
materials/equipment

v

End user notifies CSR and
requests that the
materials/equipment be
rejected

'

CSR generates IRR within
PDTS, assigns status as
“Pending Disposition” and
submits to MSFC
Procurement

I

MSFC Procurement applies
disposition instructions,
changes IRR status to
“Dispositioned” and submits
to CSR

'

CSR executes disposition
instructions and changes
IRR status to “Closed”
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