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1.0 INTRODUCTION

2.0 Entering PDC Data

e To begin using PDC tab application component, login to CMRA as a
Resource Manager. Refer to Resource Manager and Requiring Activity
Manager User Guide, page 4, for further details. Click PDC tab and select

Fiscal Year, using Fiscal Yr: [2013 =] fie1q drop-down list (Figure 1).
e Note. If no PDC Data Records are listed then PDC may need to be copied forward
from the previous year. See section 3.0 Copy PDC Records From FY(x) to

/2 PDC (Panel for Documenting Contractors) Data Records - Windows Internet Explorer =18(x]
G‘\: ~ [i2] https: fcmra.army.miPDC/PDCDe teRecords. 2spx EI & ][ #2 [ ] [Lve searcn Pl
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Home | Help & Reference es | Edit Profile | Logout
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~ | & PoC (Panel for Document.... % |§CompanyDetz\ls

Welcome Test User
You are logged in as a Resource Manager

MDEP AUTH REQ DOCNO  CCNUM

11600400000 [ 1018

222 | 12101800000 [ R793

Us Army Pacific- a1 Ra23
US Army Pacific- 11600400000 [ 1016

Us Army Pacific- 12101200000 | Foss

= | fromi ]
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Worksheet: |
|

[ [ [ [ [ [ [ Trustedstes | Frotected Mode: OFf |

Figure 1
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2.1 VIEW PDC DATA BY UIC

Next, select UIC/ROC value from “UIC - ROC:” drop-down list field.
Results are returned for all PDC records linked to the selected UIC/ROC.

UIC - ROC: |WOAKAA - 822 ¥ |

WOAKAA - 822
WOATAA - 823
WOC3AA - T81
W395AA - 628

WEMNGSS - 528
WWHMNWSS - 828
WJMZ89 - 521

WJST799 - 828

Figure 2
e To view PDC records, select UIC/ROC value from drop-down list (Figure
2). These UIC/ROC values are linked to Commands and your PDC login
is assigned to an Army Command and/ or specific UIC group. You can
access only UIC/ROCs under your assigned Command. When a
UIC/ROC value is selected, results captured in Figure 3 are displayed.
| contractsearch_wy reports [
PDC You are logged in as a Resource Manager
Export PDC Records to Excel Copy PDC Forward UIC - ROC: Istrgg - 828 'lFiscaI Yr: |2[]13 id| Add PDC Record
Delete PDC Record
PDC Data Records
Select | 572 [ US Army Pacific- | 1 828 (13309800000 | D207 | XMGH |1 1 Mo o o X Gz
Select | 573 [ US Army Pacific- | 1 828 [ 12101800000 (D307 | WSCC |4 4 No o o X us
Select | 574 [ US Army Pacific- | 1 828 (11401400000 | D307 |W3CC |2 2 - - Mo o o X KA
Select | 575 [ US Army Pacific- | 1 828 [ 11401400000 | D307 | WSCC |1 1 No o o X KA
Select | 576 [ US Army Pacific- | 0 828 (11401400000 |J093 |WSCC|1 1 Mo o o X Ext
1234 [~]
4] | o]
Figure 3
2.2 UPDATE PDC RECORD
e To update a PDC record, click Select to the left of the PDC record, you

wish to change. Data fields below the “PDC Data Records” list box will be
populated with PDC record details. User can change or update any data
tield except the Determine: field. After all changes have been performed,
click Update (Existing) / Save (Mew) PDC Record button to make Changes
permanent.
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2.3 ADD PDC RECORD

e To add a PDC record, user clicks button. User will be
able to populate all fields except “Determine:”. User is required to enter
and ensure accuracy on following data fields:

PDC Data Field Description Required
CMD Command Yes
UIC Unit Identification Code Yes
FSC Federal Service Code Yes
REQ Required CME or FTE Yes
AUTH Require CME or FTE Yes
Budget Yr $ Yes
MDEP Management Decision Package Yes
AMSCO Yes
EOR Code Element of Resource (Object Class) | Yes
Worksheet Yes
Function Yes
Function Description Yes
DOCNUM Yes
CCNUM Yes
Current MMC Manpower Mix Code Yes
Proposed MMC Manpower Mix Code Yes
Provide When Applicable

Divest CME No
Divest Yr No
In-Src CME No
In-Src Yr No
ACQ Function No

e After all changes have been performed, user clicks
Update (Existing) / Save (Mew) PDC Record

Panel For DocumentingContractors

button to save record.
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2.4 DELETE PDC RECORD

e To delete PDC record, user clicks Select, to the left of the record they wish

to delete. User then clicks BESSSRESIRESEN button to remove selected
PDC record.

2.5 ADD CMRA CONTRACT

e Toadd a CMRA Contract to a PDC record, click Select to the left of the
PDC record. Data fields below the “PDC Data Records” list box will be
populated with PDC record details.

e Next, click the button and the following screen will
appear (Figure 4).

ﬁ PDC (Panel for Documenting Contractors) Data Records - Windows Internet Explorer =] 5
@\’-: - |g https: /fcmra.army.mil PDC/PDCDataR ecords. aspx j % +2| X I_ ve Search P~

. ; >
i7 & 55| - | company Detais 8 POC (Panel for Document.... X £ - B - & - [-rPage ~ {3 Took -

Link Contracts / Task Orders to Selected PDC Record

First enter a Contract Number in the textbox on the feft.

Click the adjacent Search Button to retrieve the associated Task Orders.

If one or more results, select Contract# / Order# and click the Add> butten to move to list box on right.
Search for another Contract# and repeat Step 2.

Click Save to link the Orders listed on the right, to the previously selected PDC record.

Enter Contract Number (No Dashes) :

——

Contract £ lorder 2] Contract # [order #]  uIC |

< Remove

Add All ==

<< Remove All

Cancel

[ [ [ [ [ [/ Trusted sites | Protected Mode: OFf 0% -y

Figure 4

e Enter the Contract number and click the Search button (Figure 5).

Enter Contract Number (No Dashes) :

[Wa1QuZz06D0017 [ Search |

Figure 5
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e If results are found, click record in list to highlight and then click the Add
button (Figure 6). This moves Contract/Order number to selected list box.

Contract lorder 2|  UIC Contract 2 lorder 2|  uIC

WO1QUZO0eDO0D17T 0006 WOGHRA WOL1QUZ0eDO0O1T7T 0004 WegMlAa

|
ry
W91QUZ06DO01T 0007 WOZUFF

WaTnATIZ7 nATONT 7 12324 WARMELL
Figure 6

e C(lick the button to add Contract/Order number to PDC
record or button to close “Link Contracts/ Task Orders”

window with no changes.

e If you add a Contract/Order number to the PDC record, your selected
Contract /Order number record will appear in the list box at the bottom of
the PDC Tab form (Figure 7).

Contract # Order # uic KO FName KO LName KO Phone COR FName COR LName COR Phone
702-607-0482 ||

| ©

Wo1QUZ0oseD0017 703-428-0416

WeQM1A

Figure 7

2.6 DELETE CONTRACT

e The number of CMRA contracts for a given PDC record is found in the
CMR column. Any value greater than 0, means this record has CMRA
contract(s). To delete a CMRA Contract from a PDC record, click Select
to the left of the PDC record. Data fields below the “PDC Data Records”
list box will be populated with PDC record details.

e Nextclick Select to the left of the CMRA record (Figure 7).

e Next, click the IINEEEERSULEEINN button and the Contract/Order
number record is deleted from the “CMRA:” list box (Figure 8).

Figure 8

Panel For DocumentingContractors Page 8



PDC 1.0: User’s Manual

Panel For DocumentingContractors Page 9



PDC 1.0: User’s Manual

3.0 Copy PDC Records From FY(x) to FY(y)

e This feature is only available to Resource Managers. To copy all PDC
records of a user’s major Command, from fiscal year (x), to fiscal year (y),

click Copy PDC Forward

and then the future FY you wish to copy to.

4.0 Export PDC Records to Excel

button. Select FY you wish to Copy From

e This feature allows users to Export PDC records, for which they have been

given access. To export, click Export PDC Recards to Excel button
and the following window appears (Figure 9). You can open or save file.

Do you want to open or save this file?

@ j Mame: PDC_Records FY2013_11-20-2012 15-55-24.xls
[Hl Type: Microsoft Office Excel 97-2003 Worksheet, 62.9€B
From: cmra.army.mil

Cpen Save

X

|--' w,  While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you do not trust the source, do not open ar
save this file. What 's the rislc?

Figure 9
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Appendix A: Data Reporting Responsibilities

- To Be Determined
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