User’s Guide:
A. To access the Prescreening Module :  

Access will vary by the type of organization wishing to participate:
· State-sponsored public museums, schools, school districts, and libraries must contact their State Agency for Surplus Property (SASP) to request access to the prescreening module.  The SASP will determine the organization's eligibility to receive Federal surplus government property and will approve user access (assign user identification and password).  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=10790&noc=T
· Non State-sponsored schools can register on-line at www.GSAXcess.gov.  The registration process will require a valid National Center for Education Statistics (NCES) number assigned by the Department of Education.  To identify your NCES number follows the following link: http://nces.ed.gov/.
· Federal agency users should contact their GSAXcess National Utilization Officer for authorization to access the prescreening module.

B.  To screen and select potential artifacts:
· When provided a user identification code and password, logon using the link on this page to direct you to the listing of property by commodity or program to begin your screening and selection process.  A listing of property by commodity or program will be provided.  Selection of a commodity or program will provide a “drop-down” menu of items available within that category.  Further selection of the item will direct you to a property data sheet which will provide detailed information on the items within the line item selected.

C  Terms:
· Federal Supply Class, FSC:  A four digit code to provide a general grouping identification for the potential artifact.  Federal Supply Classification Groups and Classes are detailed in Department of the Army Supply Bulletin SB 708-21: http://www.fs.fed.us/fire/partners/fepp/h2book.pdf
· Acquisition Cost:  The cost of the potential artifact at purchase or construction.  This value is used for accounting and reporting purposes only as it is unlikely the artifact will retain this value at the time of final disposition.

· Condition:  The condition of the artifact at time of selection for prescreening.  The selection choices are “Reuse”, “Display”.  Within the GSAxcess® program there are several additional condition codes; however, NASA has limited this identifier to those most appropriate. 

· Conditional Transfer Document: Document linked to checkout from the GSA prescreening data base outlining the conditions specific to transferring title of a NASA Space Programs potential artifact.  Owing to the intrinsic value of this NASA property as a historic artifact and the product of potentially proprietary technology, recipients must be willing to agree to special conditions in order to receive the potential artifact intact. A signed copy of this document by an official authorized by the requesting organization to obligate the resources necessary to carry out all activities associated with the transfer must be uploaded into the data base before a request is reviewed for allocation.

· Export Administration Regulations, EAR: An item identified as requiring commerce controls in order to protect technology of National interest.  Applicable codes for reference are Export Administration Control Act of 1979 (50 USC 2401, et. seq.), the EAR (15 CFR 730-774, and the Arms Export Control Act (22 USC 2751, et. seq.).   For the purposes of the NASA Space Programs potential artifact disposition, EAR regulations apply. A document attesting to the potential recipient’s agreement to these regulations is linked to checkout from the GSA prescreening data base and must be signed and uploaded into the data base before the request is considered for allocation.

· Element:  The NASA project responsible for the development and use of the referenced artifact.  For the purposes of this disposition process this term is used to identify the appropriate individual(s) with knowledge of the potential artifact to whom associated correspondence will be forwarded.  The element name should be contained in the subject line of messages pertaining to the potential artifact.

· Estimated date of last need:  Date the potential artifact is projected to no longer be of service.  This may differ depending on the needs of NASA. 
· Line Item:  A line in your shopping-cart or transfer-document list of artifacts.  Each line item is identified by an Item Control Number assigned by NASA to that artifact.

· Unit of Issue, U/I:  The unit used to request, allocate, and transfer an artifact.  For NASA artifacts, this most often will be EA for Each.  However, it may be a physical measurement [LB for Pound], a count [SE for Set], or a container [BX for Box].
C.  To request further information regarding a potential artifact:

· The frequently asked questions (FAQ) are directly linked to each artifact line item for Space Shuttle Program (SSP) potential artifacts only.  To submit a query regarding a specific SSP line item, select the “FAQ” link at the bottom of the property data sheet.  View prior FAQs submitted by other potential recipients.  The response to a particular query may have been provided as a result of a previous request.

· If the information is not available in this section of the property data sheet, select the “Contact NASA” link at the end of the FAQ data to direct a question to a NASA technical representative. 
· For non-SSP potential artifacts, use one of the two links provided on the “Welcome Page”( http://gsaxcess.gov/NASAWel.htm) for this site.  For questions pertaining to program performance and/or access and for State Agency sponsored property transfers use the GSAXcess link: GSAXcessHelp@gsa.gov.  For questions pertaining to property history and transfer to Schools and Universities that have registered with an NCES or IPEDS number use the Contact NASA link. 

D.  To check-out:

· When screening and selection is complete, select “check out” on the screening page and provide the organization information requested and answer the questions to enable selection.
E. To update a request (change organization information or answers to the questions):
· Provide a link to the questionnaire associated with the potential recipient and applicable cart number.
F.  To edit shopping cart:  (provide a link to the edit feature)

· Select the “edit cart” link to identify the appropriate cart for editing.  Changes can be made to both open and closed carts.  Items can be removed from a cart at anytime; however, items added to a cart must belong to the same prescreening period as those items already in the cart.  The number of items allowed in one cart is limited to 50 in order to keep document download time a minimum,  The program will automatically assign items exceeding the 50 limit to another cart.

G. To provide an electronic signature to a Transfer Order: 

·  The user’s access code will correlate with their level of authority associated providing electronic signatures.
Note:  The documents provided at the end of the selection process (Letter of intent, Conditional transfer Document and Export Control Agreement) must be downloaded, physically signed and uploaded before a selection will be reviewed.  Samples of these documents can be previewed in the link provided http://gsaxcess.gov/htm/nasa/userguide/NASA_LOI_Sample.doc.
