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CIVIL AIR PATROL WEB APPLICATION  
REUTILIZATION 

GUIDE 
 
 

 
Scheduled Implementation Date:  25 April 2007 
 
This guide is for DLA Disposition Services Civil Air Patrol (CAP) Customers using DLA 
Disposition Services as a source of supply as well as DLA Disposition Services Field 
Activity personnel working in Reutilization and Receiving. 
 
The CAP is the official auxiliary of the USAF and is eligible to receive excess and Foreign 
Excess Personal Property without reimbursement.  Title to the property is transferred to 
CAP upon the condition that the property be used by CAP to support valid mission 
requirements. Receipt of excess property by CAP is subject to the approval and control 
of CAP-USAF, the Air Force organization providing oversight for Air Force Auxiliary 
activities. 
 
The CAP must return items when no longer needed to fulfill mission requirements to the 
DLA Disposition Services Field Activity.  CAP and its members are strictly prohibited from 
selling, donating, or bartering property previously obtained from the DoD disposal 
system under any circumstances.  CAP shall remain accountable for all property 
acquired from the DLA Disposition Services Field Activities and shall maintain and 
safeguard the property from loss or damage.   
 
DLA Disposition Services Shall: 
 

1. Provide visibility of DoD excess property through a Civil Air Patrol Web 
Application, which requires a USER ID and PASSWORD. 

2. Process CAP requisitions in a timely manner 
3. Track and report on program’s progress 
4. Pull MILSTRIPs for automated requests and process to include walk-in requests if 

approved by CAP-USAF Liaison Region, Director of Logistics (CAP-USAF LR/LG), 
CAP-USAF State Director, or HQ CAP-USAF, Director of Logistics (CAP-USAF/LG). 
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What you need to know before getting started: 
 

o CAP Customers may screen and order during the Accumulation, DoD, and RTD 2 
day cycles, as well as during the Expedited Processing Excess Screening period. 

 
o CAP authorized Federal Supply Classes and CAP-USAF DoDAAC: 
 Federal Supply Codes list is loaded in the DoDAAC Validation Table 
 Primary DoDAAC is: FG3301 

HQ CAP-USAF/LG  
BLDG 714 CML PHN 334 953 4234  
105 S HANSEL ST  

                  MAXWELL AFB AL 36112-6332 
 Each CAP Screener has been provided a unique Supplementary Activity 

Address Code (AAC) which is posted on the CAP Web Application.  The CAP-
USAF LR/LG, and HQ CAP-USAF/LG POCs have access to the AACs. 

 
CAP MILSTRIPs: 

o Priority Code = 15 
o There are no FSC restrictions on this customer 
o “Do not ship Property, Contact Customer for Transportation Instructions” must 

be placed on the DD Form 1348-1A.  This should automatically appear on the DD 
Form 1348-1As; however, the change in DAISY may not have taken effect 
initially.  Regardless, DLA Disposition Services Field Activity staff should contact 
the customer to schedule pickup.  Note: HQ CAP-USAF/LG requires their 
customers to pickup. 

o Customer must return items, when no longer needed, to the DLA Disposition 
Services Field Activity. 

          
 

NOTE: Screening for items on line and getting HQ CAP/LGS/NTC, CAP-USAF State 
Director, and CAP –USAF LR/LG approval is no guarantee that the CAP Screener will get 
the items.  Reutilization screening and ordering is a very competitive process and the 
DLA Disposition Services system honors requests for the same items/same day based on 
Priority of the Requisition and time of day the request was submitted.   
 
All CAP levels have access to various reports. 
 
See the next page for the start of the Screening and approval/disapproval process 
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CAP Web Application Procedures 
 

 
 
 
 
 
 
If you can’t see the DLA Disposition Services Home Page, hit your ‘Refresh’ button to 
bring the picture into view. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Step 1 
Go to www.drms.dla.mil 

Click on Property Search for Military, Federal, State & Special Programs 
 

http://www.drms.dla.mil/�
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Step 2 
Select CIVIL AIR Patrol Property Search 

Click here if you 
need a password 
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THIS SECTION IS FOR CAP SCREENERS & DLA DISPOSITION SERVICES FIELD ACTIVITY 
STAFF (WALK-INS) 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 
Select Screeners 
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You must have a USER ID / Password prior to logging in.  Instructions on acquiring a 
password can be located on the RTD Page under Access Guidance (see page 4).  
Requests must be routed through your LG Officer. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

CAP Screeners will be provided a USER ID 
and Password from DLA Disposition Services 

prior to screening. 
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The CAP screener’s main page allows 
access to create new requests, modify 
previously submitted requests, process 

walk-in requests when visiting a DLA 
Disposition Services Field Activity (must 
be approved by HQ CAP/LGS/NTC, CAP-

USAF State Director, and CAP-USAF 
LR/LG) and run history on the screener’s 

actions 
 

Step 4 
Select ‘Request Items’ 
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The CAP screener submits info about the 
item(s) he/she needs either by Item 

name, NSN, FSC, etc. 
 

Uncheck Condition Codes not wanted 
 

Since CAP customers arrange 
transportation it is wise to search by 

location 
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Results of the CAP screener’s query will appear. 
CAP Screeners click on ‘ADD’ if they want to place item(s) in the 

shopping cart 
Multiple queried items can be placed in the same shopping cart 

 

Watch the DEMIL 
codes when ordering 
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Once items are in the Shopping 
cart, Save Changes and Checkout 
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Photographs are 
clickable and provide 

additional 
information about 

the item(s) 
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The CAP Screener will be given an 
opportunity to justify the request 

prior to selecting Submit 
Requisition. 

 
Once submitted, the request is 

automatically made available to the 
HQ CAP/LGS/NTC, CAP-USAF State 
Director, and CAP-USAF LR/LG for 
review and approval/disapproval. 

 

The CAP Screener will 
receive confirmation 

when successfully 
submitting requests 
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The CAP screener may modify the 
original request: change original 
quantity requests or cancel the 

request 
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The quantity can be modified by 
simply changing the quantity and 

adding a comment 
 

Cancel by clicking on the DTID 
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After the CAP Screener cancels the 
request the screener will be given 

an opportunity to reaffirm the 
cancellation request. 

 
This acts as a security measure! 

 

Select to cancel 
 

The CAP screener will again be 
asked if he/she wants to cancel the 

request 
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Should the CAP Screener be given the authority from HQ 
CAP/LGS/NTC, CAP-USAF State Director, and CAP-USAF LR/LG to 

submit Walk-In requests during a visit to a DLA Disposition 
Services Field Activity, he/she will comply with the walk-in 

screening procedures at the DLA Disposition Services Field Activity. 
 

DLA Disposition Services Field Activity staff will verify items 
wanted are in DoD cycle and available for reutilization. 

 
CAP Screeners will access the CAP web application using the RTD 

Customer computer. 
 

Click on Create a New Walk-In Requisition 
 

After the CAP Screener cancels the 
request this screen will appear 
indicating the transaction was 

successful 
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The CAP Screener will enter the DLA Disposition Services Field Activity approved 
DTID and Quantity on this screen 

 
The Walk-in request will automatically become available for HQ CAP/LGS/NTC, 

CAP-USAF State Director, and CAP-USAF LR/LG review and approval 
 

Once approved by HQ CAP/LGS/NTC, CAP-USAF State Director, and CAP-USAF 
LR/LG it will be posted on the DLA Disposition Services eWorkplace under  

Administrative Services - Reports/Statistics and RTD 
 

This is an example of a Walk-In request report for the Civil Air Patrol for DLA 
Disposition Services Field Activity action 

 
The CAP Walk-Ins will state Civil Air Patrol at the top of the page & requisitions will be 

posted with the CAP-USAF DoDAAC 
 

The requisition will be posted within minutes of the CAP electronic approval; 
therefore, the Screener must be sure the HQ CAP/LGS/NTC, CAP-USAF State Director, 

and CAP-USAF LR/LG personnel are available to approve the request before submitting 
a Walk-in Request 
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CAP Screeners may run a number 
of reports by date, by report name, 
or date & report name combination 

 

Here is an example of a CAP Walk-in DD Form 1348-1A.    
DLA Disposition Services Field Activity staff will get the 
removal notification email from the CAP-USAF LR/LG or 

HQ CAP-USAF/LG and then issue the item(s) 
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Listing of Report Options under 
drop down arrow 
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THIS SECTION IS FOR: HQ CAP/LGS/NTC 
 

 
 
 

Once a CAP Screener submits a 
request, it becomes visible to the 

HQ CAP/LGS/NTC for review 
 

Must have User ID/Password 
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HQ CAP/LGS/NTC selects Item 
Approval Form to approve or deny 

Screeners’ requests 
 

All CAP web application users have access to 
various reports similar to those available for 

the Screeners. 
Select: Item History Form to review the 

reports  

The HQ CAP/LGS/NTC may select a 
single line item to review or 
approve all items on the list. 

 

The HQ CAP/LGS/NTCHQ will immediately see how many 
requests are awaiting approval, as well as activity that has 

occurred during the past 24 hours 
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In this case the HQ CAP/LGS/NTC 
has opted to disapprove the first 
line item and approve the second 

 

Select: Submit 
 

The HQ CAP/LGS/NTC has received notice of the successful 
rejection 

The CAP Screeners Page will be updated to reflect the 
rejection and will be posted on the CAP Screeners main 

page 
 



 24 

 
CAP-USAF STATE DIRECTOR (May be approved by CAP-USAF LR/LG if State Director is 

not available): 
 

 
 

Once HQ CAP/LGS/NTC  approves a 
request, it becomes visible to the CAP-

USAF State Director 
Must have User ID/Password 
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Reports can be pulled by clicking on 
the Item History Form 

 

In this case the CAP-USAF STATE Director has one 
item to review and approve/disapprove.  This is a 

result of the HQ CAP/LGS/ NTC action. 
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The CAP-USAF State Director immediately 
receives feedback of the action 

 

In this example the CAP-USAF State 
Director has approved the request 
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The Final review is completed by the CAP-USAF LR/LG  

(May be approved by HQ CAP-USAF/LG if LR/LG is not available) 
 
 

 
 
 

The CAP-USAF LR/LG will complete 
the final review and 

approve/disapprove the request(s) 
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The CAP-USAF LR/LG can pull 
history reports. 

 

The CAP-USAF LR/LG reviews the request and approves it in this case. 
If there were more than one request the Officer could opt to approve all 

items versus selecting ‘Yes’ for each individual line item 
Select: Submit 

 

The CAP-USAF LR/LG application 
automatically updates the main 
page based upon actions taken 

prior to the final review 
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History of all actions for the past 24 
hours is visible 

 

The CAP-USAF LR/LG immediately receives 
feedback of the action 
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There are many report 
options available for all  

Example: Requests rejected by the CAP-USAF 
State Director or CAP-USAF LR/LG history 
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Example of requests approved by 
CAP-USAF State Director or CAP-

USAF LR/LG 
 

Approved requests are processed overnight 
and are routed to the DLA Disposition Services 

Field Activity. 
 

Note: It isn’t unusual for a higher priority 
request to process first, which will 

automatically cancel the CAP request. 
 

The HQ CAP-USAF/LG may edit 
User information by selecting Edit 

Users 
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The HQ CAP-USAF/LG may delete a 
screener by selecting ‘Delete” or 
update Screener info by selecting 

“Edit” 
 

The HQ CAP-USAF/LG 
has the authority to 
update the address, 

telephone number or 
email address 
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DLA Disposition Services and the HQ CAP-USAF/LG 
are authorized to post new announcements for 

Users related to the DLA Disposition Services Field 
Activity business 
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The CAP Web Application is easy to use.  All transactions are automatically made visible 
from one level to another. 
 
HOURS:  CAP Screeners should call DLA Disposition Services Field Activity’s staff prior to 
visiting.  All DLA Disposition Services Field Activities have minimum Reutilization hours 
of operation: Tuesday, Wednesday, and Thursday (0800 hours to 1400 hours Local 
Time).   
 
PROPERTY REMOVAL:  The CAP customers are required to email a removal notice (CAP-
USAF approval) to the DLA Disposition Services Field Activity prior to the property 
removal from the DLA Disposition Services Field Activity. 

• The email must be addressed to the DLA Disposition Services Field Activity 
• From .gov or other appropriate non-commercial email address 

o cc: to the individual who approved the request unless the confirming 
email is from that POC 

• Email (CAP-USAF approval) authorizes the person picking up the property to 
remove specific items 

• Item(s) will not be released until email arrives  
• Printed copy of email will be retained with requisition document 

 
ENTIRE BATCHLOTS:  CAP screeners should check with DLA Disposition Services at Battle 
Creek Reutilization Office or the DLA Disposition Services Field Activity to determine 
what the latest status is regarding the screening and requisitioning of entire batchlots. 
 
TRANSACTION REPORTS:  DLA Disposition Services at Battle Creek Reutilization Office 
will provide HQ CAP-USAF/LG a monthly listing of their requests submitted (RADs), 
cancellations (RCNs), and actual reutilization transactions processed (STRs). 
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