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1. LEA Access to Firearms Inventory 
a. How Do I Login to GSAXcess®? 

Law Enforcement Agency (LEA) officials responsible for submitting an Annual Firearms 
Inventory with a GSAXcess® login should go to the GSAXcess® homepage at 
http://www.gsaxcess.gov.  The GSAXcess® homepage will display as shown below. 
 

 
 
Click on the red “Login” button.  Enter your User ID and temporary password and click the 
“Login” button.  The system will ask you to change your password and ASSIGN a clue question.  
The clue question is very important.  The clue question enables you to change or retrieve your 
password. 
 

 
 
If you forget your password, you can retrieve it with the “Click here to Retrieve Password” link. 

http://www.gsaxcess.gov/


Firearms User Guide – Law Enforcement Agency Access 

September 2016      3  
 

 

2. LEA User Profile Update  
Once your login is successful you will be directed to the LEA User Profile Update page.  A 
sample LEA User Profile update screen is shown below.  This screen displays the LEA’s Point 
of Contact (POC) information and the State Agency for Surplus Property (SASP) approving 
official’s name and email address.  You should confirm the POC listed for your LEA and 
provide any updates in your POC information, if required.  You can update title, first name, last 
name, phone number, and email address of the LEA POC.    

NOTE:  There can only be one User ID per LEA.  If the user of the account no longer performs 
the annual inventory, then update your LEA User ID with the new user contact information.   
When you change the email address to a new email address, the system will send a confirmation 
email requesting that the new email address owner reset the password and clue questions to their 
preferences.  

If there are no updates, click the “Confirm” button.  If there are updates, update your information 
and click on the “Update” button to save the changes.  A confirmation message stating that an 
email will be sent to the email address on record confirming the changes will display on the 
screen.  

Once your LEA POC information is updated, click the “Confirm” button to visit the Firearms 
Annual Inventory page.  To correct any other information please contact your local SASP to get 
it corrected. 
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3. Firearms Annual Inventory  
After confirming your LEA point of contact information, the Firearms Annual Inventory page 
will be displayed as shown below.  The Firearms Annual Inventory screen lists your firearms and 
provides a system message in the center of the page announcing your LEA’s inventory status.  If 
the inventory has been completed the system will display that message.  As shown below, this 
LEA has pending items to inventory.  All items on the page must be indicated with a “Yes” or 
“No” before clicking “Save and Show Next Page” or any selections made will not be saved.  
If there are no changes in the status of the firearms, click the “Yes” radio button. 

 

NOTE:  Before going to the next page to make your selections, CLICK “SAVE AND SHOW 
NEXT PAGE.”  ALL ITEMS on the page must have a “Yes” or “No” selection before 
clicking “Save and Show Next Page” if not then the selections made will not be saved.   

If there is a change in the status of the firearm select “No.”  Selecting “No” will bring up a 
comment box where you can enter the reason of the firearm status change.  Some examples of 
status changes are “Transferred to a different LEA” or “Destroyed on 1/7/2016.”  

 

 

If there is more than one page of items it will be indicated by a “Next Page” button.  If you don’t 
want to make any selections but just want to view your items, you can navigate from one page to 
the other by clicking the “Next Page” button.   
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Click “Save and Show Next Page” to go to the next inventory page.  If you accidentally omit a 
“Yes” or “No,” the system will respond with a system message and will not allow you to save 
and show next page as shown below. 

 

 

When you have completed selecting “Yes” or “No” for all your items, you will see a “Submit 
This Final Page” button.  A confirmation system message will display on the screen and an email 
will also be sent to the email address on file after successfully completing the inventory.  After 
submission, the inventory results will be read only until the next annual inventory.    
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4. Download Firearms Inventory  
If you want to download a listing of all your items, click on the “Download” button as shown 
below. 

 

By clicking “Open,” the file will display but will not automatically be saved.  By clicking “Save 
as,” you can choose the name of the file and where to save it on your computer. 

 

Click “Save.”  When opening the file, an error message will display asking you if you want to 
open the file, click “Yes.”  The file will open in Excel. 

NOTE:  You can download the file before verifying the inventory in the system to assist you in 
completing the annual inventory AND you can download after you have submitted the inventory 
to keep a hard copy or digital record of your submission. 
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NOTE:  If you make a mistake and forget a line, the system will let you know.  If you 
accidentally go back to another page, that is okay, as the system will save your work as long as 
you click on “Save and Show Next Page” when you select “Yes” or “No.”  If you accidentally 
click “Menu” from the top menu bar, the only functions you will be able to utilize are the LEA 
User Profile Update and the Annual Inventory as shown below.   
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The LEA User Profile Update allows you to update your POC contact information and the 
Annual Inventory will enable you to go back to your inventory screen to update or view your 
inventory items. 

5. Help Desk Contact Information  
If you are having login issues or any technical issues with the system, please contact our Help 
Desk at 1-866-333-7472 Option 1 or GSAXcesshelp@gsa.gov. 
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