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Property Turn-In Service Communications Plan

1. Overview

The Directorate of Logistics-Washington (DOL-W) has introduced an automated DA Form 3161 Property Turn-In service to process disposal and/or reutilization items.  The web-based Property Turn-In Service does not require any special software to be loaded on workstations. The only software that is needed on a user workstation is a standard browser, such as Internet Explorer. The new automated turn-In process is made available to DOL-W customers through the eOAA portal site, http://eoaa.hqda.pentagon.mil.  The e-OAA portal site is accessible from .mil and .gov domains.

2. Software Requirements

· Microsoft Internet Explorer 5.5 or higher with 128-bit encryption is highly recommended. Note that Netscape does not conform to W3C standards for 4.0 version and higher browsers and pages may not display properly if a Netscape browser is used. 

· JavaScript should be enabled 

· In memory cookies should be enabled.

·  Privacy settings for Internet Explorer must not be set higher than Medium High. 

· Adobe Acrobat Reader

3. Hardware Recommendations

· 133 MHz or higher processor (Pentium III recommended) 

· 64 MB RAM (128 Mb recommended) 

4. How to access the Automated DA Form 3161 Process

· First Time Users
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If you are new to the eOAA Portal you must register by clicking on the eDOL icon before proceeding to the Portal.  Once you have completed the registration process an email of your user ID and Password will be provided upon submission of the registration form. 

· Registered Users to the eOAA Portal

Customers who are already eOAA users must login and request the Property Turn-In service through user-preferences tool on the portal.  Note:  If you are presently an eOAA registered customer (user) you are not required to register again.

· If you are an Agency Point of Contact

If you are a Property Turn-In point of contact (POC) for your agency, please complete the Property Turn-In Organization Data Collection Forms available on the Disposal and Reutilization web page.  You must identify individuals who will be permitted to initiate Property Turn-In requests and a Supply Coordinator who will act as the organizations approving official for all requests.  The Collection Forms is an MS Word document to fill out and send via email to HQDA Business Applications Support Services (703-693-5014).  Final approval for Property Turn-in access is granted by the DOL-W.

· In receipt of your log in and password

Upon receipt of your Login and password, you may log on to the eOAA Portal. On a successful login, you will be taken to the eOAA Services page.  If access has been granted, you will see a Property Turn-In button under DOL.  Simply click on the Property Turn-In button to access the service. The actual services available (visible as choices) to each user will depend upon what other services the user has registered for.  

· If you are an end user 
If you want to be a Property Turn-In user, please contact your agency POC. 

5. Training

Training will be offered in two forms: online web-based training and classroom training. Online training will be accessible through the eOAA web portal where users can train themselves at their own pace. Classroom training will be periodically scheduled as required.  Potential students can request training via email to DOL-W Turn In,  when a minimum of fifteen students have requested formal training a class will be scheduled.  When the class is scheduled registered students will be notified of the date and time of the class by e-mail.  You may also determine if a scheduled class is pending through the eOAA Training Services.   If a scheduled class is already pending students may register directly through that source.  

6. Implementation Schedule

The Property Turn-In system will become accessible starting 1 April 2004 as an optional means to electronically submit Property Turn-In requests.  After 1 May 2004 all Property Turn-In requests must be submitted using the online Property Turn-In Service. 

7. Contacting DOL-W

The OAA-DOL-W POC can be contacted at (703) 602-7842 or via email DOL-WPropertyTurnin@hqda.army.mil
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