
Cadastral Automated Request System (CARS) Diskette Version 2.1  
User Instructions 

The CARS diskette software has been designed for easy use in entering survey request 
information and to supply needed survey driver information for Bureau of Indian Affairs 
(BIA) use. Any questions, comments, or suggestions should be forwarded to John 
Farnsworth, BLM, (503) 808-6133, email John_Farnsworth@or.blm.gov. The mailing 
address is: BLM-Branch of Geographic Sciences, P.O. Box 2965, Portland, OR, 97208. 

This software runs off a standard floppy disk utilizing the Microsoft Windows operating 
system.  You must have Internet Explorer 5.5 or better on your computer for this software 
to work. 

Because the information entered on the disk may be construed as Individual Indian 
or Tribal Trust data (IITD or TTD), follow all instructions and store the 
information on the disk-not on your computer hard drive. 

If you have received a copy of the software in a .zip file, double click on that file and use 
the WinZip utility to extract the files to your hard drive. Open the “readme.txt” file and 
follow the instructions to safely install the CARS system onto a floppy disk. Important: 
All disks created with this system should include a label which reads: 

“This disk may contain sensitive Individual Indian or 
Tribal Trust data. Authorized personnel only.  Please 
forward to your BLM Cadastral Office after completion 
of data input.” 

Once you have created the CARS system floppy disk, go to Start > Run on the bottom 
left hand side of your computer. 

Type “a:\” and click the “OK” button. 
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This will open a screen with the “Survey Request HTML Application” icon (file name: 
SurveyRequest.hta). Double click on the icon to begin using the CARS software.  It will 
take a few moments for the software to launch on your screen. 

The software will open to the “Requestor Information” page. Please take a minute to 
look at the page and all the features on it.  Note the “?Help” button in the upper right 
hand corner.  This help function has further information and definitions of the items on 
each page. 

Also note the asterisk (*).   Every item in the CARS software with an asterisk 
requires you fill in a response in the proper format or you will not be allowed to go 
on to the next page. 

The “Requestor Information” page asks for information on the person making the 
request. This person must be authorized by a Tribe or the BIA to make survey requests.  
Once you have filled out all the required information on the “requestor” page, you will 
not have to re-enter this same information again as long as the same person makes 
consecutive multiple requests on the same disk.  Once you have completed input on any 
page, click on the “Continue” button at the bottom to go to the next page.  
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Please note that under the “Agency Information” you are asked to select a state. Please 
be aware this should be the state the requested survey is located in, NOT the state the 
regional or agency office is located in. The CARS database uses this information to 
determine which BLM office has jurisdiction over the requested survey.   

When you come to the “Survey Location” page, (graphic on the following page) you 
must enter information regarding your survey need.  In the “Legal Description” area, if 
you are making a request for multiple sections at the same time you do not need to enter 
all the aliquot parts of the sections, but you must send in a diagram along with the disk to 
your BLM Cadastral Office. 

This can also be accomplished by clicking the “yes” button on the “Complete Request” 
page to formally submit a survey request, which will allow you to print the request 
information along with a township diagram which you can then fill out to indicate the 
extent of your survey needs in that area. This will be further explained later in this 
document. 

Also on the “Survey Location” page, if your land needing to be surveyed has an 
extensive metes and bounds description, rather than type in that extensive description you 
may send a copy of that description in with the disk and note in the “Metes and Bounds” 
box that you have done this. * 

* If you have the description in Digital text file form, you may copy and paste it here. 
NOTE: It must be copied and pasted from an ASCII TEXT document. A direct copy and 
paste from another type of document (.doc, .wpd, .pdf, etc) will not work. Also, no 
images are allowed.  
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On the “Complete all known information” page, you must put in a required “Date field 
survey must begin” and “official record completion date.”  The CARS database uses the 
“Date field survey must begin” to place your request into competition for funding for a 
particular fiscal year. 

For example, any survey required to begin during the calendar year 2005 (January-
December) will be placed into competition for the fiscal year 2005 (October 1, 2004­
September 30, 2005).  Please do not put all your survey needs into one year, but use your 
local priorities to supply these dates. 

An error message will appear if you do not enter the date in the correct format.   

Next is the “Survey Drivers” page. Survey drivers are the events which create the need 
for a survey.  It is vital to the success of this project to check all applicable survey driver 
boxes. Survey requests may be prioritized by information gathered from this page. Read 
the definitions or explanation for each item, and click on the box next to each item that 
applies to your survey request. Some of the boxes in this section will have further “drop 
down” check offs if you select them.  There is an area regarding “mandated” surveys that 
is for informational purposes only. Mandates for a survey are not currently used in 
determining which surveys may get funded through this process.  

5




Many of the survey driver areas have an “other” box as a choice for the last selection. If 
you click on the other box, you must fill in an activity that is similar to the types of 
activities in that area’s listing. For example, in “Future Resource and Community 
Development”, public safety would be an “other” selection.  (See graphic below.) 
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The “Top Survey Driver” page is next. Using a yellow block, the software 
automatically highlights the survey drivers you selected for this request.  You must select 
the top driving measure for this survey request.  
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On the “Complete Request” page you have several options. You can click on the 
“Review Request” button to go back through your input and make any changes you feel 
are necessary. Once you click on the “Submit Request” button you will NOT be able 
to change any of the information you have entered. 

Once you reach the “Complete Request” page, the navigation menu is activated.  This 
allows you to review the data and edit before submitting a request.  

Use the navigation links located at the top left side of the screen to browse from screen to 
screen. 

It is recommended you click on the “Preview/Print” button first and print a copy of the 
information on your request for your records before you click on the “Submit Request” 
button. If you know you have made a mistake in a previous survey request and you have 
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printed the information, corrections can be made after you submit the disk.  It is also 
recommended you send your BLM office a copy of the information you printed using the 
“Preview/Print” feature with your changes clearly marked.   

Note: The message box below appears after choosing any option on this page, click Yes 
to continue. 

Once you’ve clicked on the “Submit Request” button, you can no longer make any 
changes to the request you have just entered.  

You will be asked on the “Your information has been saved” page if you want to 
formally submit a request for survey.  If you are submitting a request for more than one 
section in a township, it is recommended you select this option and the standard survey 
request form will be printed which will allow you to fill out a diagram showing the lines 
needed to be surveyed. 
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You may also want to print and keep this form for signature and submittal after you have 
found out a particular request has been funded. Clicking the “No” button on this page will 
forward you to the last page of input, but your survey request information will already be 
stored on the disk. 
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The next page is the last screen on the disk and gives you several options and utilities for 
reviewing, and backing up your data and creating a new CARS application diskette.  

These options and utilities can also be accessed immediately after the first survey request 
is submitted and saved by selecting the “CARS Utilities” link at the top of the “Requestor 
Information” page. 

You can also choose to begin entering a new survey request or exit the application. If you 
click on the “Submit a New Request” button you will go back to the start to input 
another request. You will be given the option to “Use previously entered location 
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information?” Select “Yes” and all the information you previously input on the 
“Requestor Information” pages will automatically be in place. 

Click Yes if you want to keep the previously entered requestor information.  

An important feature on this last page is the “Backup Data File” button. Once you have 
completed inputting all requests it is highly recommended you use this to make a backup 
copy of your input before you send the disk to your BLM office.  If you select this option, 
it will replace any previously created backup data file.  Please make sure this statement is 
on the label of your backup disk: 

“This backup disk may contain sensitive Individual 
Indian or Tribal Trust data. Authorized personnel 
only” 

The following message box appears: 

NOTE: If you select the backup option and do not put in a new disk, you will overwrite 
the existing information on your primary CARS disk and will not be able to add any new 
requests to it. 
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Keep the disk in case something happens to the original disk which you forward to your 
BLM Cadastral office. 

You may also make a new disk for data input by selecting the “Prepare New Disk” 
button. This new disk will not contain the information you previously input aside from 
the information on the “Requestor Information” page.  Please do not duplicate entries. 

The following message box appears: 

On this last screen you also have the ability to Review and/or Print any of the requests 
saved on this diskette or a on a back up diskette. To do so, select the “Review/Print 
Requests” option and follow the instructions in the message boxes. A new application 
window will open which will allow you to navigate through the survey requests saved on 
the selected diskette. 
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The following message box appears.  

Once you have input all survey requests and made a backup disk which you will keep, 
please label your disk with your Tribe, reservation, and/or BIA Agency office name and 
forward this disk to your BLM Cadastral office.  
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