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The following job aid provides guidance for registering as a DCIPS-PCR end-user and 
reporting casualties to the Navy Casualty Section using the DCIPS-PCR web-based 
application.  Two formatted Excel spreadsheet templates are also available to create 
and update casualty reports, provide a means for supervisor approval, maintain a 
record of the unit’s casualties on the local computer / laptop and import into DCIPS-
PCR.  Templates for both spreadsheets are located under Downloads on the DCIPS-
PCR Registration page (i.e., CasRptIndividual-MethodOne-Template(V1).xlsx and 
CasRptMultiple-MethodTwo-Template(V1).xlsx).  Once the casualty report has been 
submitted, DCIPS-PCR does not allow end-users to return to the casualty report. 
 
The “Individual Casualty Report Import Spreadsheet (Method 1)” should be used when 
reporting an individual casualty and have all pertinent information.  The spreadsheet 
mirrors the fields required for a standard casualty report as seen in the DCIPS-PCR 
web-based application.  Additionally, use this spreadsheet to create supplemental 
reports (e.g., status changes and progress updates) by adding a new column from the 
original casualty report.   
 
The “Multiple Casualty Report Import Spreadsheet (Method 2)” should be used when 
reporting a multiple casualty incident.  There is limited information on each casualty 
and intensity of operation would unacceptably delay reporting casualties to the Navy 
Casualty Section.  Method Two contains 10-critical fields’ of information required to be 
imported directly into DCIPS-PCR.  This spreadsheet is primarily used for one-time 
initial reports and is not used for supplemental casualty reports. 
 
DCIPS-PCR users require a Common Access Card (CAC) in order to access any of the 
below URLs on a government furnished computer / laptop. 

  
https://dcsa.hrc.army.mil 

https://dcsb.hrc.army.mil 

https://dcsc.hrc.army.mil 
 
 
 
 
 
 
 
 
 
 
 

https://dcsa.hrc.army.mil/
https://dcsb.hrc.army.mil/
https://dcsc.hrc.army.mil/
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1. First time PCR users 
a. Arrive on the Landing page, select the PCR button. 

NOTE:  Returning users will go directly to step 1.b. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Select Next to continue. 
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c. Select your branch of Service and your reporting unit. 
 

 
 
 
 
 
 
 
 
 
 
NOTE:  Downloads will have the Individual Excel spreadsheet and the 
Multiple Casualty Excel spreadsheet, to import casualty data. 
 

d. Enter all your information in Steps 2 and 3.  Only .mil e-mail addresses 
are accepted.  
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e. Check Casualty Reporting AOR and select Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 

f. Select the appropriate Method. 
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2. Method One – Individual Casualty Reporting (normal) 
a. Select Create Casualty Report from the Dashboard. 
b. Enter information in the highlighted Red boxes or select Import from 

spreadsheet to upload data into the report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  The individual spreadsheet can be printed, and/or e-mailed 
(encrypted).  It is strongly encouraged to save the Excel spreadsheet to 
your desktop. 
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c. Enter the Circumstances. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

d. Select the Organizational Unit to send an e-mail and / or enter 
additional e-mail addresses as directed by your chain of command. 

e. Attach files, if available and necessary. 
f. Select Submit and Print or select Reset, to clear all information, if 

necessary. 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE:  Once submitted end-users CANNOT return to the casualty 
report.  Your report has been submitted to Navy Casualty.  Use the 
individual Excel spreadsheet to add status changes or progress 
updates, as appropriate. 
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3. Method Two – Multiple Casualties (Time Sensitive) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Multiple Casualty spreadsheet 
 
 
 
 
 
 
 
 
 
 

NOTE:  First 10 columns must be entered. 
 

a. Select the Operation (Required) 
b. Select Incident Country (Optional) 
c. Select Browse to import spreadsheet 
d. Select Import. 

 
 
 
 
 
 
 
 
 
 



 
 

DCIPS-PCR Submissions 

9 of 10 | P a g e  
 

NOTE:  If one of the 10 required columns is left empty the system will 
show an error.  Will need to Go Back, correct the Excel spreadsheet and 
Import it again. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

e. Import successfully completed!   
 
 
 
 
 
 
 
 
 

NOTE:  Can Import another spreadsheet or return to the Dashboard and 
create an Individual Casualty report. 
As stated previously, once submitted the end-user CANNOT return to the 
Multiple Casualty report; it has been submitted to Navy Casualty.  The 
end-user MUST use the Individual Excel spreadsheet to add status 
changes or progress updates on the Individual casualty. 
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4. Already a registered PCR user 
a. Select Branch of Service.  Select Area of Reporting. 
b. Re-enter e-mail address for individual and supervisor under Step 2 and 

Step 3. 
c. Step 4, confirm Casualty Reporting Area and select Next. 
d. Select Create Casualty Report or Import Multiple Casualty Report 

(Dashboard). 
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