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

Visit the GSAXcess® home page at http://gsaxcess.gov.  You will see the home page as shown 
below.  Click on the red “Login” button.  
 
 

 
 
 
Enter your User ID and Password to login. 
 

 
 
 
 
 
 
 
 

http://gsaxcess.gov/
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2. Firearms Menu 
Click on the Menu from the main page to access the Firearms Menu.  See screenshot below. 

 

 As a SASP, you have access to the following screens.  

• Request List – You can access the current requests for your state.  Upload Letter of Intent 
([LOI], Application Letter)/Conditional Transfer Document (CTD) documents.  

• Request Update Donee Details – You can update the Donee details of the item that is 
requested but not yet transferred.  

• LEA User Profile Update – You can update the LEA POC information. 

• Annual Inventory – Inventory of the active firearms for each LEA. 

• LEA List – List of all the LEAs for your state 

• Advanced Search – A robust search function where you can search for any firearm in your 
state regardless of the status.  
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3. Request List  
This screen allows you to view all the active requests (items that have not been transferred yet) 
for firearms.  Users can also upload the LOI and CTD for the requests.  A search can be 
performed to lookup items by TCN (Transfer Control Number), ICN (Item Control Number), 
Requested Date, and Item Status.  See screenshots below for locations on the main menu and 
search results. 

 

 

To upload a LOI/CTD, click on the “Upload Signed LOI/CTD” link for any TCN/item. The 
following page shown below opens.  Clicking on “Select Files” will open a file selection 
window.  Select the file to be uploaded. 
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Once the file is selected click on “Prepare Documents for Upload.” 
 

 

 

Once the documents are selected, click on the type of document from the drop down menu.  If 
you are requesting a non-controlled firearm then you are required to upload the LOI and CTD.  If 
you are requesting a controlled firearm then you also need to upload a CGBD (Civilian 
Governing Board Document).  Please contact your GSA Firearms Program Manager for 
assistance on preparing these documents.  

 

Once the type of document is selected, click on the “Upload” button.  You will be presented with 
the following message: “Successfully Received Documents.” 
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4. Request Update Donee Details  
This screen allows you to update the Donee details of items that are in requested status.  You can 
search for the request by ICN or TCN.  Organization name and LEA point of contact information 
can be changed.   

NOTE:  If you are donating firearms to an existing LEA in your state who has a GSAXcess® 
LEA User ID, you must enter their POC information exactly as shown in your LEA List screen 
(see section “LEA List”).  Failure to enter the exact same POC email address for that LEA will 
result in the creation of an additional User ID for that LEA.  Each LEA should have only ONE 
User ID.  After you have updated the information, click on the “Update” button to save changes.  
The following message is presented on successful update: “Donee information has been 
updated.”  See screenshots below. 
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5. LEA User Profile Update 
This screen allows you to perform an inquiry and/or update the LEA User Profile.  A sample 
LEA User Profile Update screen is shown below.   

 

The above screen displays the LEA’s Point of Contact (POC) name, LEA address, and the State 
Agency for Surplus Property (SASP) approving official’s name and email address.  You should 
verify the POC listed for the LEA and provide any updates in the POC information.  You can 
update the Title, First, Middle, Last Name, Phone Number and Email address.  NOTE:  To 
update or correct an Organization’s Name, contact SurplusFirearms@gsa.gov. 

Enter the User ID of the LEA and click “Inquiry.”  NOTE:  It is extremely important to ensure 
that any changes in information are correct as you can only have one USER ID per LEA.  The 
LEA will be using this User ID to perform their annual inventory. 
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The following screen displays with all the point of contact information.  Make the appropriate 
changes and click the “Update” button. 

 

 

A confirmation message stating that an email will be sent to the email address on record 
confirming the changes will display on the screen as shown below.    



Firearms User Guide – SASP Access 

September 2016 
 

 

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

If there are no updates, click the “Back” button. 

6. Annual Firearms Inventory  
SASPs can access the inventory for all of their state’s LEAs.  They can search the inventory page 
of any LEA by entering the LEA User ID.  As a SASP, you can complete the inventory for any 
LEA in your state.  The Annual Firearms Inventory page search function is shown below.  Enter 
the LEA User ID in the LEA-ID input box and click “Search.”  NOTE:  LEAs are encouraged to 
verify and complete their own inventory. 
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The screen above displays the LEA Annual Firearms Inventory page for the LEA User ID you 
entered.  If the LEA has not completed the inventory, a message is provided stating “This LEA 
Has Pending Item(s) To Be Inventoried.”  As displayed, 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 firearm, click the “Yes” radio button.  If there is more than one page worth of items, 
you will see a “Next Page” button to show items on the next page.  You can navigate from one 
page to another without selecting any items by clicking the “Next Page” button.   

NOTE:  To save your selections before going to the next page, 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 display a 
comment box where you can enter the reason for the firearm status change.  Some examples of 
status changes are “Transferred to a different LEA” or “Destroyed on 1/7/2016.”  
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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.   

NOTE:  After submission, the inventory results will be “READ ONLY” until the next annual 
inventory.    
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7. Download Firearms Inventory  
If you want to download the listing of firearms for this LEA, simply click on “Download.”  The 
system will display the following message. 

 

By clicking on “Save as,” the system will allow you to rename the file and save it to specific 
folders in your computer.   

 

 

 

To open the file, click on the file name.  An error message will appear, just click “Yes” to open 
your file. 
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For a listing of ALL active firearms for all LEAs simply go to your Annual Inventory Screen and 
DO NOT input an LEA User ID and click “Search.” 

 

 

The following screen displays.  Click “Download” for a listing of all Active Firearms in your 
state. 

 

 

If they have been inventoried, the “Yes” or “No” button will be selected.  If they are blank, they 
have not been inventoried.  Once inventoried, the records are “READ ONLY’ until the next 
annual inventory. 
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The excel report lists all active firearms for your state with sortable columns that identify the 
LEAs and their property items. 

 

 

 

8. LEA List  
This screen allows users to view all the LEA User IDs and their information such as organization 
name, point of contact, address, phone number, and last inventory date.  A sample screenshot is 
shown below. 

 

 

SASPs can search the LEAs by the organization name, city, and LEA User ID.  
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You can Download the LEA listing for your SASP by clicking on the “Download” button.  
Follow the instructions in the Download function for Annual Inventory. 
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Clicking on the LEA User ID will display the Annual Inventory page for that LEA.  

 
 

 

9. Advanced Search   
The Advanced Search screen allows users to search for all firearms in their state regardless of the 
status.  You can search for a firearm via serial number, LEA User ID, organization name, and 
firearm status.  While searching, selecting “Active” from the firearm status dropdown menu will 
display only active firearms.  The search results display TCN, ICN, LEA User ID (if the firearm 
is in active status), serial number, LEA organization, LEA POC Name/email address, date 
transferred, last date inventoried, and the firearms status.  A sample screenshot is shown below. 
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By selecting a firearm status of “Destroyed” from the dropdown menu, the screen will display all 
firearms from this LEA that have been destroyed as shown below. 

 

 

 

NOTE:  For your SASP’s annual “visual” inventory verification requirement, you may print out 
a list of your LEA’s active firearms by using the Advanced Search screen.  If your LEA has 
more than one page of Active firearms which will be indicated by the “Next Page” button, you 
must print each page separately by clicking the “Print” button located in the upper right hand 
corner of each screen. 
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By clicking on the TCN/ICN hypertext you can view the Donee Detail page.   

 

See sample screenshot below. 

 

The Update Donee Details page is “READ ONLY” and although it appears you can change 
items, you can only go back or print this page.  If there is a “Next Page” button, that means there 
are further details for this property item.  If there are any changes or errors to the firearm status 
or LEA information, please contact the GSA Firearms Program Manager for corrections for the 
transaction.  
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