
  

 

This guide demonstrates how to Cancel a submitted Transfer Request from Established Case line items as a Plant Clearance Officer/Support Plant Clearance Officer/DoD 
Screener. Plant Clearance Officers (PLCO) will create Transfer Requests on behalf of GSA/NASA. DoD Screeners will create Transfer Requests on behalf of the DoD. Transfer 
Requests may be canceled if the submitted Transfer Request is no longer needed. The Cancel Transfer Request button will appear on the opened Transfer Request at the 
bottom of the Header tab. The Cancel button is displayed for users that created the Transfer Request, Plant Clearance Officer for the Case, and Support Plant Clearance 
Officer matching the Case DoDAAC. 

Roles 
The role required to Cancel a Transfer Request from Established Case line items in the GFP Module. 

• Plant Clearance Officer 
• Support Plant Clearance Officer 
• DoD Screener 

PLCO – 
Navigation 

Log into PIEE as a Plant Clearance Officer and access the GFP module. In the GFP module go to Plant Clearance > Plant Clearance 
Officer > Transfer Request Workload. Alternatively navigate to the GFP module go to Plant Clearance > Plant Clearance Officer > 
Search. 
 

 
 
Transfer Request Workload Search Results: 
The Transfer Request Workload displays all Submitted Transfer Requests assigned to the PLCO user. Clicking the Open link under the Action(s) column 
will open the Transfer Request to be reviewed. 
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Search Criteria: 
On the Search Criteria screen check the Transfer Request and enter at least one input field then click the Search button. It is recommended to select 
the submitted Transfer Request Status to help narrow the search. 
 

 
 
The Search Results will display all Transfer Requests matching the search criteria. Clicking the Open link under the Action(s) column will open the 
Transfer Request to be reviewed and canceled. 
 

 

Support PLCO – 
Navigation 

Support Plant Clearance Officers are not directly assigned Transfer Request but are able to search and work them. Support PLCOs will have access to 
the GFP Plant Clearance - Search folder. Log into PIEE as a Support Plant Clearance Officer and access the GFP module. In the GFP module go to the 
GFP module go to Plant Clearance > Support Plant Clearance Officer > Search.  
 

 



Search Criteria: 
On the Search Criteria screen check the Transfer Request and enter at least one input field then click the Search button. It is recommended to select 
the submitted Transfer Request Status to help narrow the search. 
 

 
 
The Search Results will display all Transfer Request matching the search criteria. Clicking the Open link under the Action(s) column will open the Transfer 
Request to be reviewed and canceled. 
 

 

DoD Screener – 
Navigation 

DoD Screener are not directly assigned Transfer Request but are able to search and cancel any created by the user. DoD Screeners will have access 
to the GFP Plant Clearance - Search folder. Log into PIEE as a DoD Screener and access the GFP module. In the GFP module go to the GFP module go 
to Plant Clearance > DoD Screener > Search.  



 

 
Search Criteria: 
On the Search Criteria screen check the Transfer Request and enter at least one input field then click the Search button. It is recommended to select 
the submitted Transfer Request Status to help narrow the search. 
 

 
 
The Search Results will display all Transfer Request matching the search criteria. Clicking the Open link under the Action(s) column will open the Transfer 
Request to be reviewed and canceled. 
 

 



Transfer 
Request – 

Header Cancel 

On the Transfer Request Header tab click the Cancel Request button at the bottom of the Header tab. 
 

 

Transfer 
Request – 
Cancel 
Success 

A Success Screen will be displayed with Transfer Request Number and Info messages for the emails being sent. The Transfer Requests will appear in the 
PLCOs’ Transfer Request Workflow and Search folders, the Support PLCOs’ Search folded, and the DoD Screeners’ Search folder in the Canceled 
status. 
  

 
 

 


