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1.0 Introduction

The Defense Reutilization and Marketing Service’s (DRMS) Law Enforcement Support
Office (LESO) Web software enables law enforcement agencies to reserve equipment, state
coordinators to approve/reject LEA requests, and LESO coordinators to approve/reject Law
Enforcement Agency (LEA) requests received from state coordinators.

This Web software streamlines the process for LEAs, enabling them to submit requests more
quickly and to receive rapid responses to their requests.

System Overview

This system enables the LEA to:

e  Search for equipment by Federal Supply Class (FSC) or National Item Identification
Number (NIIN), full or partial name, region, date the item entered inventory, and/or
condition code.

e Review specific condition or historical information about the equipment.

e  Submit equipment requests.

e  Obtain request approvals/rejections.

e  Modify or delete equipment requests.

e View equipment request histories for the LEA.

The system enables the state coordinator to:
e Review item requests.
e  Modify, approve, or reject item requests.

e Review information about the equipment.

e  Obtain information on LEAs

Requirements

To use this software, the user’s PC must run a Web browser, such as Internet Explorer or
Netscape Navigator.

Assumptions

It is assumed that the user has Windows Operating System experience, Web browser
experience, query experience, and knowledge of and experience with the DRMS LESO
reutilization program.

User Privileges

The State Coordinator may view, edit, and submit requests only for their own LEA
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Get Help

Each page contains a Help hyperlink. Click the hyperlink to obtain online help and tips on
using this system.
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2.0 Start and Exit the LESO DRMS Program

To start the LESO DRMS program:

1. Inthe Address of the Web browser, enter http://www.drms.dla.mil/ and press

Enter. The system displays the Defense Reutilization and Marketing Service
(DRMS) Web page.

. . T —
@_1 hiktps: jfenan demns. dla. mil}

Defense Reuiilization & Mar).umg Service
Seprember 12, 1972 - Seprember 12, 2002
) " Right Item, Right Fime, Right Place, Right Price, Every Time...Best Value
Home Sofutions for America's Warfighters "
DRMO Sites R . .
Welcome to DRMS {(Defense Reutilization and Marketing Service),
Site Search the place to obtain eriginad US Government surplus property.
Cusiomer Warning and Notice
Procurement
Environmental To view information for Generator turn-in, search our ilventory for RTD
including RCP i v, view infi ion regarding sales including browsing
International for special sales catalogs, select one of the following:
Generator/Insiallation, RT/D Cusiomers RCP Sales Cusiomers
Public Affairs (ETID/DRMO Twrn-i (Military, Govi., Public Program (Private Company
of govi. properiy) Service & Nonprofit) | Information or Individual)
DRMS Internal
Additional Links:
Telework -
Cusiomer Support Numbers DRMO Site Information
T e Maps to DRMS HQ DRMS Publications
Freedom of Information Act Requesis (FOIA)  RCP Points of Contact
Customer Service
* Help Information:
DLA Links We value vour business and want to give quality service
in all our service areas.
Small Business Ombudsman How are we doing ?
2. Click R/T/D Customers (Military, Govt, Public Service & Nonprofit). The R/T/D

(Reutilization/Transfer/Donation) Web page is displayed. This page is used
specifically for government agencies participating in the re-utilization program.
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DREMS Siie Search
Help/Definitions
DTID History Search
Disaster ReliefTiems

Customer Service

REUTILIZATION

R/T/D Program Info
DoD Property Search
Gov. Search/Tagging
Search & MILSTRIP
MILSTRIP Form Only
MILSTRIP Key

MILSTRIF History &
Cancellation

LESO

DoDAAC Verification

The R'T/D Pag

Reutilization, Transfer and Donation (R/T/D} Programs

4292002
IMPORTANT NOTICE TO ALL DOD, GOVERNMENT,
AND DONATION CUSTOMERS!!
Implementation of GSA Xcess Xpress

Xcess Xpress Business Rules

New Screening Timeline (Graphic
DPWG Timeline

Letter to Reutilization Customers

Listing of Service Managers

Reutilization
Army, Navy, &ir Force, Marines, and Defense Agencies under the Department of
Defense are Feutilization customers.

Special Programs
There are 12 "Special Programs” outside of the Dol that are recognized as

Eeutilization customers with limitations

Iransfer
United States Federal Civil Agencies and their contractors compete equally with
Feutilization customers for excess property.

Security Alert dialog box, asking whether you want to proceed.

0

i

x|

Infarmation you exchange with thiz zite cannot be viewed ar
changed by otherz. However, there iz a problem with the site's
zecurnty certificate.

& The zecunty certificate was izzued by a company pou have
not chozen to tust. Wiew the certificate to determine whether
wou want to trust the certifping authaoritby,

o The zecurity certificate date iz valid.

The zecunty certificate matches the name of the page pau
are bying bo view.

['o wou want o proceed?

Wiew Certificate |

L 3. From the left menu, under Reutilization, click LESO. The system displays the

4. Click Yes. The system displays the LESO Application page, with menu options that
enable you to enter the system as a State Coordinator.
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LESO Application

Please select one of the following links to access the system

Law Enforcement Agency

State Coordinator

LESO Coordinator

RCP Coordinator

Help

Enter Network Password llil

% Fleasze type vour uzer name and passward,

L I P

Click State Coordinator. The system displays the Login dialog box.

Site: e, drmng, dla, mil
Fealm DRMS wWeb Server
Uszer Mame ||

FPazswiord I

[~ Save thiz password in your password list

ok I Cancel

In the User ID text box, enter the user ID assigned to you. This may be a
combination of uppercase and lowercase letters and numbers.

In the Password text box, enter the password assigned to you, with all letters in
lowercase text.

[} NOTE
If you do not have a user ID or password assignment, contact LESO.

8.

Click OK. The system displays the LESO Application page. The system welcomes
you, and it lists a series of menu options.
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Leso Application
Welcome WMATNE State Coordinator. Please select one of the following linkes:
2 requests are awaiting your approval.

LEZO Approval Form

Ttem History Form

Lea Lookup Form

DEMSE Password Chanee Function

Help

24 Hour Status:
1 tequest was accepted by Milstrip,

To exit the software system:

e  (Close the Web browser.

3.0 Approve/Reject a Request

To approve or reject a request from a LEA:

1. From the LESO Application page, click LESO Approval Form. The system
displays the LESO approval page, listing all tagged equipment to be considered for

approval.
[} NOTE
If no equipment has been requested, a message indicates that there is no equipment requiring
approval.
LES{} State Coordinator Approval Screen =
orip
Lhuaneiny Approve  Nequest Date | Last Aevion Agency RIC | DRMO Name | Froduet Name Canmmenis

NSN

[ | Yes o000 L’:‘l":'b
' © He (071623 1E30.

E30

B,  SVEC LETTERKENNY

I Approve Al Tems
Mote, check Mo b raject selected items as needed and then select Approve Al Tiems to approve the re

Submit I Fiesat Form

Help DEMO Informaton

Reminder: 1f an LEA is requesting any type of weapons or aircraft, reject the request. These
items must be requested on the agency letterhead — see LESO Web site, section 1033,
requesting weapons and aircraft procedures.

2. Scroll through the list to a request to be considered for approval.

3. Inthe DTID/Product Name/NSN column, click the hyperlink to view detailed
information about the equipment.

SCM-PRJ.CG-03.3310.07
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4. In the Quantity column, enter another number to reduce the quantity of the items
requested, if appropriate.

5. Inthe Comments column, review the LEA’s justification for the request.

6. Inthe Approve column, select Yes to approve the request or select No to reject the
request.

7. Repeat steps 2-5 for each request to be considered for approval.

8. Click Submit to enact the approvals.

[0 NOTE

To expedite the approval process, select Approve All Items, located below the list of requests.

[) NOTE
Click Reset Form to clear all entries you made on this page.

4.0 View History for Equipment Requests

You can review the history of one or more requests for a specific piece of equipment.
The equipment is tracked from the request submitted through approval by LESO.

To view a history of requests:

1. From the LESO Application page for your state, click Item History Form.
The system displays the LESO History Search form. The search form
enables you to specify one or more criteria by which you will search for
equipment requests.

LESO

LESO History Search Form

Specify any of the following to get a History Beport on recquested ttems.

Starting date: [ in MM/DD/YY format or muemonic
Ending date: [ in MM/DD/YY format or mnemonic
oo
IEN: I
Eequisiion Mumber: I
Sequence Mumber: I
LEA Id Enter here l—

O | Pick frorm this list =l
Last Item Action: IAny Action |

Get ltem Histories Reset Farm |

SCM-PRJ.CG-03.3310.07
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Enter the criteria by which you will search. :

Criteria Description

Starting Date Enter the date after which you want to view
requests. The date should be in the format
MM/DD/YY, where MM is a two digit number
representing the month, DD is a two-digit number
representing the day, and YY is a two-digit number
identifying the last two digits of the year the request
was submitted.

Ending Date Enter the date before which you want to view item
requests. The date should be in the format
MM/DD/YY, where MM is a two digit number
representing the month, DD is a two-digit number
representing the day, and YY is a two-digit number
identifying the last two digits of the year the request
was submitted.

A 14-digit document number that is assigned to the item

DTID being requested from the DRMO. More than one request
may show up using this search function.
NSN Normally a 13-15 digit number unless it is locally

assigned as in this example 263000TIRES. Using the
NSN search function will bring up all requests for the
agency requesting the search

A 14-digit number (example: HODEB122418835)
assigned when LESO initially approves the item but
before the item has received MILSTRIP status.

e The first six digits are the DODAAC which
consists of numbers and letters (the search
function is case sensitive): H9DEBI

e The last eight numbers after the DODAAC
consist of the 4 digit Julian date and the 4 digit
sequence number: 22418835

Note: This search function will bring up a single

specific request.

Requisition Number

A number assigned by the DRMS automation system
when a request is placed on the system by an LEA. This
search function will bring up a single specific request.
The first sequence number assigned by the system was
121.

Sequence Number

LEA ID Enter the applicable law enforcement agency or
select the LEA, whose requests you want to view,
from the drop-down list.

Last Item Action | From the drop-down list, select the action by which
you want to search for equipment requests that have

been rejected by the state coordinator.

Click Get Item Histories. The system displays the LESO History page,
which contains a table summarizing the history for requests submitted by
LEAs.

SCM-PRJ.CG-03.3310.07
VvV 1.0.0
Page 10 of 14



DEFENSE LOGISTICS AGENCY LESO STATE COORDINATOR CUSTOMER GUIDE

E

LESO History

Results for Starting date = 11/01/01 and Last Item Action = "Request submitted by LEA " and State =Ca&

2items found.
LEA ‘ DTID ‘Qummiy ‘ Trans Date | RIC |DIC ‘ Action ‘AW;:"”
FRZ37301250045 11/0z200z (3234 [ADD [Request
14:01:15 submitted by
LEA.

417 HZ001710460001 01/07,/2002 S20] |AND Request Replace Old
09:45:08 submitted by Pickup
LEA.

Sogquonce Commanis

379

Backto History Page Backto Start Page

@] Done ’_E‘Q Internet

N

4. [If desired, click the hyperlink in the LEA ID column to obtain detailed
information on the LEA that is requesting the item.

5. [If desired, click the hyperlink in the DTID column to obtain detailed
information on the requested equipment. This information includes the
product detail, request history, and Milstrip history.

An example of the Milstrip History window is shown below. The page may be
long; scroll down to view Milstrip History.

Milstrip History
Requisition Mumber: HIDER121020960 Prierity Code: 15 [Project:
[Stock ID: 6625013461124 [Sup &ddress: ¥T0039  [Demand
[DTID: FE302011360051 [Signal Code: 1 [DIsTROE:
[COND CD: A4 (SERVICEABLE/USED-USABLE (W/C QUALFICATIONS)) M50 [RDD: 01/01/01
[ ] MD | GBL/
Tran STATY RIC | EST |SHIP [MOGT |7 | Sov,
Date bie RIC |G |SFXFC)  apyc  |FROM SHPDT |DATE | CD SO%P %

ADA (Recquisition - For

04424402 domestic stipment/with 1

NENAMTATO Stock E&
MNumber)
A58 (Matenel Release 1
04/24/02 Ordes) SY3E s 05/24/02
BA (Ttem being
1 processed for
] [ [EA release and
shipment)

A4F6 (FOLLOWUE
05/24/02 [ FROM DRMS TO
DEMO)

06/25/02 |ASH

5.0 View LEA Information

As a state coordinator, you may view information about the LEAs for whom you are
reviewing requests. You might need to access this information to obtain contact
information for additional information that you need, for instance.

To view LEA information:

1. From the LESO Application page for your state, click LEA Lookup Form.
The system displays the LESO LEA Search page. The search form enables

SCM-PRJ.CG-03.3310.07
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you to specify one or more criteria by which you will search for one or more
LEAs.

LESO Lea Search Page

Zearch for a LESO Login Id.
Enter ary of the following:

POC: I

Search | Clear Form |

Select "Search" button with no other query parameter fields entered to see all the LEAs for the state

2. Enter one or more of the following criteria to perform a query:

Criteria Description

POC Enter a full or partial name of the point of contact
for the specific LEA whose information you want to
view.

Office Enter a full or partial name of the office whose
information you want to view.

City Enter the name of the city where the LEA resides.

LEAID Enter the LEA ID number to search for data about a
specific LEA.

3. To clear the window, click the Clear Form button.

4. Click Search. The system displays the LEA Search page, which lists the
results of your query.

LEA Search

LEA Login Id List for
State: CA
Office:

City: san francisco
FOC:

[Loginld [Office Name [ty

11 |DEA (AN FRANCIICO) |SAN FRANCISCO

b [DOT (@AM FRANCISCO) [AN FRANCIZCO

b6 [FEI (34N FRANCISCO) [SAN FRANCIZCO

b [341 FRAN STATE UNIV [SAN FRANCIZCO

E |SAN FRANCIZCO COUNTY SHERIFF |SAN FRANCISCO

|3 [8AN FRANCISCO DISTRICT ATTORMEY [SAN FRANCISCO e

b3 [ AN FRANCISCO POLICE DEPT [EAN FRANCIECO o
|@ Done ’_E|Q Internet v

SCM-PRJ.CG-03.3310.07
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From the list, click the hyperlink in the Login ID column of the LEA whose
information you want to view. The system displays the LEA Detail page,
identifying the office name, address, point of contact, and phone and fax
numbers for the selected LEA.

LEA Detail for Lea Id: 1 [~
Detail Information
[ftice: [3A1 FRAN STATE UNIV
AT 1600 HOLLOWAY AVE
S4N FRANCISCO, CA 94132

[poC: [c4PT DAN DaVIZ
[PoCz: [LT KIRK GASTON
[PoCz: [LT DON YOUNG
[Poc: [SGT BOAZ MARILEE
[Phone: [415-338-7200
[Fax: [415-338-1926
|F ed or State: |S
|Number of Officers: |25 o

N Kl

] Done |_|—é_|° Inkernet
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6.0 Change History

- T f Version
Date Change Description ypeo Author ersto
Change Issue
01.31.2002 Initial document Baseline D. Molis v 1.0.0
09.12.2002 Changed windows Update J. Hranicky V 1.0.1
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